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All employees of the Chandler Police Department are
first and foremost employees of the City of Chandler.

The following General Orders are supplemental
provisions to all City of Chandler rules, policies,
regulations, and ordinances.
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00 GENERAL ORDERS

Subject Effective

Conventions

ARROWS

> Signify either a revision or new information in an order at the location of
the arrow.

ASSISTANT POLICE CHIEF

BOLDING

BRACKETS

COLOR CODING

Rev

COMMAND OFFICER

When the classification Assistant Police Chief is referenced, it will be construed
to mean the division chief responsible for the function addressed

BOLDED WORDS AND PHRASES signify that emphasis is given to the
words and phrases bolded

Information in brackets, [1.1.2], refers to applicable accreditation standard
numbers and is in eight-point font

The Office of the Chief will determine which orders are color coded for special
emphasis regarding frequency and severity of usage. The headers on the
electronic version of high severity orders will be colored accordingly.

a. Bright Yellow High Frequency/High Severity
b. Blue Low Frequency/High Severity

1. Commander job classification as defined by Human Resources. A
commander commands a bureau, precinct, or section.

2. A sworn employee, usually lieutenant or above, who commands a
particular bureau, precinct, or section within the department, as in shift
commander

THE EMPLOYEE ORGANIZATION

GENDER OF WORDS

When appearing in title case (capitalized as in a title), the Employee
Organization refers to that employee organization with which the Police
Department has a signed memo of understanding regarding the topic under
discussion

AVOID SEXISM: Give preference to second person references to avoid
he/she and him/her usage. For the purposes of simplicity and clarity in these
orders, the terms “he,” “his,” “him,” and “himself’ will be considered
universally generic and refer to all affected employees of the Chandler Police
Department regardless of gender and will not be considered to indicate a
preference of one gender over another.
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Summary: This order describes Chandler Police Department’s philosophy in assessing
the achievement of our goals, mission, and vision for the department.
A. POLICY
[12.2.1]

B. VISION STATEMENT
[12.2.1]

C. MISSION STATEMENT

Rev

THE CHIEF OF POLICE is responsible to the city manager for the
management, direction, and control of the operations and administration
of the Chandler Police Department

THE CHIEF OF POLICE will manage the Police Department within the
guidelines established by the city manager and according to the principles
set forth in this order

The members of the Chandler Police Department are dedicated to the
advancement of community policing and the development of a partnership
with our community to serve its needs in a professional, efficient, and
effective manner. We will strive to develop a comprehensive strategy to
resolve public safety issues and enhance the quality of life within our city.

To provide a safe community where people can live, work and thrive

D. REVERENCE FOR THE LAW

[1.1.1][1.2.1] [1.2.3]

1. THE PRIMARY DUTY OF A POLICE OFFICER is to uphold and enforce the

law. The application and enforcement of the law must be accomplished
in the spirit set forth by the framers of the Constitution. The rights of each
individual are equal with those of the state that might accuse him. The
Constitution provides for fundamental enforcement of the law with
fairness and equity.

THE LAWS OF THE STATE OF ARIZONA allow for their application to be
made fairly and with the spirit of the law, rather than with blind adherence
to the strict construction of a statute. Officers shall direct their efforts to
the impartial application of the spirit of the law for the purpose set forth in
the statutes.

a. Prior to accepting the status of a peace officer, a person must take an
oath of office as defined in ARS 38-231 to enforce the law and uphold
the Constitution of the United States and the Constitution of the State
of Arizona

b. Officers should not grudgingly grant the accused his rights when
taking enforcement action; rather, they should conduct all
enforcement action in the spirit of ensuring that police protects the
rights of accused persons
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E. DISCRETION
[1.2.6] [1.2.7]

F. AUTHORITY
[1.2.1]

Page 2

c. Officers should avoid any conduct that would violate the law in the
enforcement of criminal statutes. The commission of any crime cannot
be justified to affect the expedient enforcement of the law.

d. Officers should display a reverence for the legal rights of all citizens
and a reverence for the law itself. Officers will not stop an individual
based only on race, religion, national origin, gender, sexual
orientation, or economic status.

When applying the law, officers shall exercise mature judgment and
discretion within the limits of statutory authority and departmental policy

1.

OFFICERS HAVE THE FOLLOWING OPTIONS in handling violators:

Physical arrest

Citation

Long form complaint or juvenile referral
Referral to social agency

Warning, at the officer’s discretion

No police action necessary, released

~0o0 o

EMPLOYEES WILL ADHERE TO departmental orders, policies, and
procedures and to strive to use proper judgment and discretion in
situations not specifically covered in manuals

EMPLOYEES MAY DEVIATE from established departmental policies and
procedures when it is in the obvious best interests of the department to
do so

a. Employees should rarely deviate from established policy

b. Employees must be able to justify any deviation from policy

c. Employees should obtain supervisory approval to deviate from
established policy when time permits

d. Employees will report deviations from policy to their supervisor as
soon as possible

SUPERVISORS MAY ISSUE ORDERS that deviate from written orders
during an emergency which will be temporary and remain in effect only
during the emergency. Report such deviations to the next higher level
supervisor as soon as practical.

Chandler police officers are sworn peace officers in the State of Arizona. Per
ARS 13-3871, peace officers are vested with the authority to enforce and
investigate violations of state law. The City Code of Chandler vests authority
in Chandler police officers to enforce all applicable city ordinances.
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G. PUBLIC APPROVAL OF POLICE

1. THE ABILITY OF THE POLICE to effectively perform their duties relies upon
the approval of the public

a. The ability of the police to secure and maintain public respect is
dependent on the actions and behavior of individual officers and the
entire police organization

b. The police must secure the cooperation of the public to voluntarily
observe the law in order to secure and maintain the respect and
approval of the public

c. The degree of public cooperation that can be secured voluntarily
diminishes proportionately with the improper use of force to achieve
police objectives

2. CHANDLER POLICE DEPARTMENT IS COMMITTED TO maintaining a
positive relationship with the community and to correcting any possible
adverse actions, practices, and attitudes that may contribute to
community tensions and grievances

a. The department will accept comments and concerns from various
community-based groups to ensure that department policy reflects the
needs of the community

b. Input may include, but is not limited to, feedback from neighborhood
meetings, citizen complaints, citizen surveys, request for service
reports, and information obtained through Community Resources and
Neighborhood Resources

3. OUR SUCCESS WILL BE MEASURED BY improved working relationships
between police and citizens and the realization that our community is
safe, viable, and attractive for commerce and community life

H. COOPERATION WITH OTHER
LAW ENFORCEMENT AGENCIES

1. SINCE CRIME DOES NOT HAVE JURISDICTIONAL BOUNDARIES, Chandler
Police Department will cooperate with all other law enforcement agencies
whenever possible

a. The Chief of Police will maintain liaison with other agencies through
organizations such as the Arizona Association of Chiefs of Police, The
East Valley Chiefs of Police Association, and the Arizona FBI National
Academy Association

b. When possible, the department will participate in cooperative
programs, i.e., joint task force, criminal justice, etc.

2. IN ORDER TO SERVE THE PUBLIC, the criminal justice system relies on
the cooperation of the police with prosecutors, courts, and correctional
officers to ensure the development of a safer community
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I. CODE OF ETHICS
[1.1.2]
1. All employees of the Chandler Police Department (whether paid or
volunteer) will conduct themselves in a manner that is consistent with the
policies and philosophies of the Chandler Police Department.

2. All employees will read and sign the following code of ethics. During the
performance of their duties, they will strive to project a professional image
and abide by the following code of ethics:

| will exercise self-restraint and be constantly mindful of the welfare of
others. | will be exemplary in obeying the laws of the land and loyal to
the State of Arizona, my agency, and its objectives and regulations.
Whatever | see or hear that is of a confidential nature or that is
confided to me in my official capacity will be kept secure unless
revelation is necessary in the performance of my duty.

| will never take selfish advantage of my position and will not allow my
personal feelings, animosities, or friendships to influence my actions or
decisions. | will exercise the authority of my office to the best of my
ability with courtesy and vigilance; without favor, malice, or ill will; and
without compromise. | am a servant of the people, and | recognize my
position as a symbol of public faith. | accept it as a public trust to be
held so long as | am true to the law and serve the people of Arizona.

3. Ethics training will be conducted for all employees, at a minimum
biennially. The purpose of training will be to continually foster the highest
degree of ethics within the Chandler Police Department.

J. DEPARTMENT CORE VALUES

The Chandler Police Department is responsible for providing comprehensive,
fair, and impatrtial law enforcement services to the communities of the City of
Chandler. This simple statement has diverse and complicated implications to
the men and women who comprise the police department.

The Chandler Police Department is more than a law enforcement agency. It
is a group of people who constantly strive to make the City of Chandler a
better place to live and work. Through community policing, the men and
women of the police department solve problems, help those in need and
address law enforcement issues identified by the communities and the beat
officers serving those communities.

The Chandler Police Department believes that the department can only be as
strong and effective as the community allows it to be. Therefore, in order for
the department to be most effective, the community must have confidence in
the ability of the department’s employees. In order for the community to have
confidence in the department, the department’s employees must constantly
work to earn and maintain the abiding respect of the community.

The Chandler Police Department can only achieve these goals by ensuring
that only people committed to ethical conduct and excellence in service
become and remain members of the department. The department
encourages and fosters the following core values in our employees:
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K. SAFETY POLICY

Rev
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COURAGE: The members of the Chandler Police Department have the
courage to be held accountable for our actions - by ourselves, our fellow
employees, and the community. We have the courage to hold ourselves to
the highest ethical standards of behavior and performance. We have the
courage to risk our lives to help others who are in danger.

PRIDE: We are proud that we strive to do the right thing in all situations, even
when we are not being observed. We demonstrate our pride through our
professional conduct and appearance.

DEDICATION: The members of the Chandler Police Department are dedicated
to protecting and fostering the constitutional rights of all people. We are
confident in our integrity and act responsibly at all times. We are committed to
public service, and we are innovative, creative problem solvers.

See the City of Chandler “Safety Manual” on Chanweb under the Division of
Human Resources (Safety and Occupational Health) for safety policies
governing all city employees

+44
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Sr. Administrative
Assistant

Chandler Police Department

Organization Chart
Fiscal Year 2019-20

Patrol Teams/FTO

Patrol Teams

Current Authorized
Strength: 503

Sworn 332
Civilian 171

Patrol Teams

Planning &
Research Unit
Crime Analysis & ‘
Research Unit

Persons
Crimes Section

Records Unit

E Dispatch [

Community
Services Section

Property
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Special
Investigations Section

A

Crime Scene Unit
Forensic Science

Traffic
Section
N
Special Operations
Section
Detention
Services

Effective 02/25/2020
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Expectations

A. POLICY

This order describes Chandler Police Department’s expectations for customer
service.

B. VISION STATEMENT

The members of the Chandler Police Department will lead the way in
customer service satisfaction in the law enforcement community.

C. MISSION STATEMENT

Regardless of title, rank, or position, employees will strive to deliver
exceptional customer satisfaction by providing timely, responsive service with
integrity, simplicity, and a passion for excellence while meeting or exceeding
customer expectations. We will do so with a sense of urgency, connection,
ownership, resourcefulness and success.

D. EXTERNAL CUSTOMERS
1. Greet our customers in a courteous and professional manner

2. Listen effectively to our customers’ requests and promptly take necessary
action to assist them

3. Inform customers of normal process time, expected completion, and of
any delays

4. Respond to email/website/voice mail questions and requests before the
end of the next scheduled work shift

5. Finish encounters with customers in a courteous and professional way

6. Own the issue and provide direct contact information to the customer in
the event it is necessary to pass them on to another department

E. INTERNAL CUSTOMERS
1. Interact with each other in a courteous and professional manner

2. Inform internal customers of normal process time, expected completions,
and of any delays

3. Work to resolve issues with coworkers and other departments by
discussing problems directly and working toward agreed upon solutions

4. Be considerate, cooperative, and helpful to every staff member to ensure
quality services

5. Hold ourselves and each other accountable for our performance and
behavior
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F. CUSTOMER SERVICE DELIVERY

1.

Strive to exceed the expectations of all customer groups. Any contact is
an important contact. Every need is a special need, and when possible,
an immediate resolution is our practice.

Anticipate the needs of those we serve by proactively working to
anticipate and deliver service, information and resolution in partnership
with our community

Hold ourselves and each other accountable for our service commitment

Make customer service a benchmark for performance.

Be conscious of our communication style (e.g. audible voice, eye contact,
tone of voice, etc.) and communicate in a professional manner

Make a conscious effort to recognize employees who hold themselves to
a higher standard of expectation with City VALUES, Quarterly and Annual
Awards Recognition

These expectations are our values and approach to service, and meant to

be complimentary to the multitude of policy and operational manuals
applicable to the various Bureaus, Divisions, Sections and Units

+44
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Serving with Courage, Pride, and Dedication

SUMMARY

This order describes the department’s structure and the assignment of the

various functions within that structure.

A. DEPARTMENT SUBDIVISIONS

DEPARTMENT: Overseen by the Chief of Police who plans and
directs all functions of the department

1.

6.

B. OFFICE OF THE CHIEF

DIVISIONS: First level subdivision administered by an assistant chief

BUREAUS/PRECINCTS: Second level subdivision administered by a
commander

SECTIONS/DISTRICTS: Third level subdivision managed by a
lieutenant/ manager

UNITS/TEAMS: Fourth level subdivision supervised by a first-line
supervisor/sergeant

LINE-LEVEL EMPLOYEE

The Chief of Police manages the following organizational units:
Figure 1. Office of the Chief

Unit/Function

Responsibilities

1. Professional
Standards Section
Directed by a Lieutenant

Functions:

Manages Internal Affairs

Provides accreditation management

Maintains policy and procedures

Performs audits/inspections and use of force review

Performs recruitment, background investigations, and hiring
Processes collisions paperwork; reviews pursuits/stop stick use
Manages specialty selection process

Acts as safety liaison for department

2. Legal Unit
Assistant City Attorneys

op|ls@mooooT

o

Serves as general counsel to the Police Department

Is available for special projects as assigned by the Chief of
Police for the benefit of the department

Is available for consultations with department employees relative
to department legal issues

Assists line functions, upon request from any departmental
employee, with major criminal investigations or other activities
when the assistance of an attorney is desired

Proactively reviews departmental policies and directives for
legality and liability issues

Processes civil liability matters and reviews requests or
subpoenas for departmental records

Develops training curricula on legal subjects and conducts
training classes
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Unit/Function

Responsibilities

2. Legal Unit, cont.

h. Receives, investigates, and settles, if possible, claims filed

against the Police Department and the City, under the
supervision of the City Attorney and the City Risk Manager

3. Support Staff

Management Assistant

4. Media Relations Unit
Directed by a Sergeant

a. Provides support to the Office of the Chief
b. Coordinates special events and other duties as assigned

c. Manages the public information function; establishes a
relationship with the news media based on mutual trust and
respect; is available 24 hours a day to assist any on-scene
supervisor with responses to news media requests for official
information; arranges for and assists at news conferences and
prepares press releases; nurtures a positive image of the Police
Department to the community through the media

d. Supervises the video production

5. Police Planning and
Research Section
Directed by a Manager

Manages the following units:

a. Planning and Research Unit:

1) Provides planning and research spanning the spectrum of
police functions

2) Administers and monitors budget and fiscal processes

3) Administers grant preparation and monitoring

4) Coordinates and monitors the Capital Improvement Program

5) Provides liaison with Maricopa County for animal control

6) Administers the strategic planning function

7) Provides facility planning and coordinates facility
maintenance

8) Coordinates facility construction projects

b. Crime Analysis and Research Unit:
1) Provides crime analysis services
2) Compiles the Uniform Crime Report

6. Divisions
Directed by Assistant
Chiefs

p

Field Operations Division
Professional Services Division

=

C. FIELD OPERATIONS DIVISION

Provides 24-hour police services. An assistant chief manages the following
functions with direct report to the Chief of Police:

Figure 2. Components of the Field Operations Division

Unit/Function Responsibilities

1. Support Staff Senior Administrative Assistant

2. Main Station
Directed by a Commander

a. Beat Officers: Uniformed line officers in districts 3-4 (beats 7-
12) assigned to a beat carrying out the basic functions of the
Police Department including:

1) Protection of life and property

2) Maintenance of public order

3) Prevention and deterrence of crime

4) Response to emergency situations

5) Arresting violators of the law

6) Proper enforcement of all laws and ordinances
7) Respond to citizen requests for service
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Unit/Function

Responsibilities

8) Implementing community oriented policing

9) Thoroughly investigating all assigned complaints and traffic
collisions

10) Attending to any complaint, call for assistance, arrest, or
other duty with business-like dispatch and courtesy,
without unnecessary loss of time

11) Providing the officer's name and identification number in a
respectful manner to any requesting citizen

12) Advising relief personnel of all facts and conditions relative
to police business to facilitate the continuity of operations
at the conclusion of the workday

Field Training Officer Program (FTO)
1) Performs regular patrol duties
2) Trains and evaluates new police recruits

Police Operations Support Supervisor

1) Administrative support

2) Teleserve Program which responds to telephone inquiries
and takes selected offense reports via the telephone or in
person at the complaint counter

3) Fleet support

4) Processes injury paperwork and manages light duty
officers

Support Services: Civilian employees providing:

1) Alarm coordination

2) Quartermaster services: Issues and maintains records on
all department equipment and clothing, except firearms
and CEWSs (Conducted Electrical Weapon, aka, Tasers)

3) Extra-duty assignments coordination

4) Administrative support

3. Desert Breeze Station
Directed by a
Commander

Beat Officers: Uniformed line officers in districts 1-2 (beats 1-

6) assigned to a beat carrying out the basic functions of the

Police Department including:

1) Protection of life and property

2) Maintenance of public order

3) Prevention of crime

4) Response to emergency situations

5) Arresting violators of the law

6) Proper enforcement of all laws and ordinances

7) Respond to citizen requests for service

8) Implementing community oriented policing

9) Thoroughly investigating all assigned complaints and traffic
collisions

10) Attending to any complaint, call for assistance, arrest, or
other duty with business-like dispatch and courtesy,
without unnecessary loss of time

11) Providing the officer's name and identification number in a
respectful manner to any requesting citizen

12) Advising relief personnel of all facts and conditions relative
to police business to facilitate the continuity of operations
at the conclusion of the workday
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Unit/Function

Responsibilities

b. Administrative Personnel
1) Administrative support
2) Teleserve Program which responds to telephone inquiries
and takes selected offense reports via the telephone or in
person at the complaint counter

4. Chandler Heights
Station
Directed by a
Commander

a. Beat Officers: Uniformed line officers in districts 5-6 (beats 13-
18) assigned to a beat carrying out the basic functions of the
Police Department including:

1) Protection of life and property
2) Maintenance of public order
3) Prevention of crime
4) Response to emergency situations
5) Arresting violators of the law
6) Proper enforcement of all laws and ordinances
7) Respond to citizen requests for service
8) Implementing community oriented policing
9) Thoroughly investigating all assigned complaints and traffic
collisions
10) Attending to any complaint, call for assistance, arrest, or
other duty with business-like dispatch and courtesy, without
unnecessary loss of time
11) Providing the officer's name and identification number in a
respectful manner to any requesting citizen.
12) Advising relief personnel of all facts and conditions relative
to police business to facilitate the continuity of operations at
the conclusion of the workday

b. Administrative Personnel

1) Administrative support

2) Teleserve Program which responds to telephone inquiries
and takes selected offense reports via the telephone or in
person at the complaint counter

3) Body Worn Camera Program: Program administrator
duties include procurement, distribution, and training
officers on use of body worn cameras

5. Operational Support
Bureau
Directed by a
Commander

a. COMMUNITY RESOURCES SECTION
1) Volunteers in Policing (VIP) Program, including the
Motorist Assistance program

2) School Policing Unit provides the following community
services:
a) Law related education
b) School resource officers (SROS)

3) Crime Prevention Officer

a) Administers and participates in the Neighborhood Watch
Program

b) Oversees the C3 Program

¢) Presents instruction to the public on safety issues

d) Works with Chandler businesses

e) Conducts Citizens’ and Youth Police Academies and
Guardian Academy

f) Provides Crime Prevention Through Environmental
Design (CPTED) planning review for City Planning Dept.
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Unit/Function

Responsibilities

5. Operational Support
Bureau

4)

5)

Community Resources Sergeant
a) Park Rangers Unit
¢ Enforces park rules and regulations and City Codes
¢ Provides information and support to citizens
e Provides security in the library
e Monitors compliance with city codes regarding parking,
etc., in the downtown area
b) Police Reserve Officer Program: Reserves will spend
the majority of their time augmenting the Field
Operations Division
c) Police Information Technology
¢ NIBRS
e RMS Training
e IT back up support
d) Housing: Supervise the investigative specialist assigned
to city housing division

Detention Services Unit

Court

a) Transports and accompanies prisoners to and from
county and city detention areas to the City Court for
appearance before the city magistrate

b) Holds prisoners under constant supervision in the
temporary holding facility located in the City Courts
building while awaiting appearance and/or transport to
county jails

c¢) Assists the Chandler City Court with warrant diversion
and enforcement

Patrol

e) Protects the public by securely detaining persons

f) Provides decent, humane care for those detained

g) Assists with preparing paperwork and transporting
detainees to Maricopa County Jails for in-processing

b. TRAFFIC SECTION

1)

2)

3)

Traffic Enforcement Unit

a) Enforces traffic laws at identified locations through
selective enforcement

b) Investigates traffic collisions

c¢) Participates in community traffic education

d) Coordinates Special Events within the City of Chandler

DUI Enforcement Unit

a) Targets impaired drivers through uniform enforcement

b) Coordinates Phlebotomy Program

Vehicular Crimes Unit

a) Investigates life-threatening/fatality collisions

b) Conducts traffic related follow-up when necessary for the
Traffic Section and Field Operations Division

¢) Enforces commercial vehicle laws through uniform
enforcement and participation in statewide task forces

d) Photo Enforcement Officer coordinates and processes
photo enforcement through the vendor per city contract
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Responsibilities

5. Operational Support
Bureau

4)

Impound Unit provides support, coordinates, and conducts
informal hearings involving vehicles impounded by officers
under ARS 28-3511

C. SPECIAL OPERATIONS SECTION

1)

2)

3)

4)

5)

6)

7)

Training Unit:
a) Administers the training function
b) Issues and maintains records of CEWs (Tasers)

Firearms Training Unit

a) Provides required and ancillary Arizona POST and
departmental proficiency firearms training, tactical
firearm training, judgment training, less-lethal munitions
training

b) Provides armory services for weapons, specialty
equipment, and munitions

c) Keeps records of maintenance and service of all
departmental firearms

K-9 Unit

a) Acts as back-up units

b) Assists with building searches, tracking, narcotics, and
bomb detection

Bicycle Team

a) Targets complaints of narcotics sales, transients, and
consuming alcohol in public

b) Addresses any identified problem that is occurring in a
small geographic area

Special Weapons and Tactics (SWAT) is specially trained

for and will be utilized:

a) In exceptional instances when other than standard police
procedures and weapons are required

b) During unusual occurrences when a significant field force
or police presence is warranted

¢) In any situation involving a high potential for violence
such as taking of hostages, barricading of armed
suspects, sniper attacks, or riots

d) SWAT is composed of Tactical Operations, Crisis
Negotiations, and Technical Support

Criminal Apprehension Unit: Is responsible for support
and criminal apprehension functions to CIB, Patrol and
instituting a system of “Due Diligence” as required by law in
attempting to locate and apprehend wanted persons

Mobile Field Force Sworn members of the department
trained to be deployed in certain situations to deal with civil
unrest, disturbance, or unusual occurrences requiring a
significant police presence

a) Designed to provide a rapid and coordinated response
by the Police Department

b) Directly responsible to the highest-ranking on-scene
office
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Unit/Function

Responsibilities

5. Operational Support
Bureau

8) Police Cadet Program provides a learning atmosphere for
young adults 14 to 20 years of age while engaged in public
relations and crime prevention activities with members of
the department

9) Crisis Intervention Team (CIT): Employees trained to deal
with citizens with mental health issues

D. PROFESSIONAL SERVICES DIVISION

[11.1.1] Directed by an assistant chief who manages the following functions and
personnel under direct supervision of the Chief of Police

Rev
7

Figure 4. Professional Services Division

Unit/Function

Responsibilities

1. Criminal
Investigations Bureau
Directed by a
Commander

CIB SUPPORT STAFF

Civilian personnel supporting the functions of sex offender
notification, clerical support, VDO coordination, and cell phone
coordination

a. PERSONS CRIMES SECTION
1) Robbery/Homicide Unit: Investigates crimes against
persons, such as homicide, aggravated assaults, and robbery
2) Special Victims/Sex Crimes Unit
a) Investigates crimes against persons such as sexually-
motivated crimes against adults and children
b) Houses the Sex Offender Registration and Tracking
(SORT) Program

3) Special Victims/Family Crimes Unit: Investigates child
abuse (physical), vulnerable adult abuse, domestic violence,
missing persons, runaway juveniles, adult sex offenses, sex
offender registration, and provides liaison with Prosecutor’s
Office

4) Victim Services Unit: Assists individuals who have been
victimized by threatened or actual violent crime by providing
information and advocacy during the criminal justice process

b. PROPERTY CRIMES SECTION
1) Property Crimes Unit: Investigates crimes against property,
such as burglary, theft, and pawnshop violations

2) Property/Vehicle Theft Unit: Investigates motor vehicle
thefts and other property cases

3) Financial Crimes Unit: Investigates fraudulent schemes,
identity theft, felony theft (embezzlement), credit card frauds,
forgery, and counterfeiting

4) Computer Crimes Unit: Completes computer forensic
examinations in support of criminal cases and investigates
cybercrimes that occur in an online environment

C. SPECIAL INVESTIGATIONS SECTION
1) Narcotics Unit
a) Investigates organized crime as defined by statute
including drug operations and other racketeering offenses
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Unit/Function

Responsibilities

1. Criminal Investigations
Bureau, cont.

b) Oversees DEA and the High Intensity Drug Trafficking
Area Program (HIDTA) officers
c) Responsible for the seizure and forfeiture of property and
assets from criminal proceedings
2) Human Trafficking Unit: Detects, investigates, and
rescues juvenile and adult victims of human trafficking
3) Gang Enforcement Unit: Investigates all crimes related to
criminal street gang activity, conducts enhanced
enforcement and suppression operations of identified
criminal street gangs and disseminates information
pertaining to gangs and gang activity
4) Criminal Intelligence Unit
a) Facilitates the gathering, analyzing, and dissemination of
information on criminal activity and the persons who may
be responsible for that criminal activity
b) Maintains and disseminates the information on gangs in
conformance with 28 CFR Part 23
c) Provides technical electronic surveillance support
d) Investigates cases where suspects meet the criteria of the
repeat offender program

2. Support Services
Section
Directed by a Manager

Manager acts as the department’s System Security Officer (SSO)
and manages the following units:

a. Records Unit
1) Maintains crime reports and enters data into records systems
including the local Criminal Justice Information System (CJIS)
and the Arizona and National Criminal Information System
(ACIC and NCIC)
2) Provides report copies to customers upon request

b. Property and Evidence Unit
Accepts, safeguards, retrieves, and properly disposes of
physical evidence/contraband, found property, and items held
for safe keeping

3. Forensic Services
Section
Directed by a Manager

Manager acts as ANAB/Lab Quality Manager and oversees the
following functions:
a. Crime Scene Response Unit
1) Documents, collects, and processes evidence from crime
scenes
2) Prepares reports for all work performed at crime scenes

b. Forensic Analysis Unit
1) Prepares and documents for court and attorneys
2) Conducts analysis of specific suspect drugs and narcotics
3) Conducts analysis of blood specimens for alcohol content
4) Conducts latent print comparisons
5) Conducts chemical processing on evidence items to detect

latent prints

6) Prepares reports for all completed examinations
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Unit/Function

Responsibilities

4. Communications
Section
Directed by a Manager

Manages the following functions:

a.

b.

o

Receives, processes, and dispatches requests for police
services

Acts as the primary Public Safety Answering Point (PSAP) for all
police and fire 911 calls within Chandler

Routes calls and messages including police reports, requests for
information, and emergency calls for fire and/or police action
Servicing emergency after hours services for Public Works
Oversees the radio communications system — infrastructure,
dispatch and subscriber units

5. Technology Support
Directed by a Manager

Manages the following technological functions:

a.

oo

Liaison with City IT and Information Technology Oversight
Committee (ITOC)

Critical police applications

Infrastructure and security

Technical support

+44
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Summary: This policy describes the use of the chain of command and associated
principles of operation.
A. POLICY
[11.1.1] [12.1.4] Chandler Police Department uses a structured chain of command for

communication and for direction of department employees

B. PRINCIPLES OF COMMAND
Figure 1. Command Protocol

Topic Principles
1. Command Officer a. A lieutenant or above designated by the Police Chief to supervise and
(12.1.2] command a particular section or division within the department

b. May prescribe rules for their respective commands and develop
detailed methods of directing and controlling specific functions of a
division subject to the approval of the Police Chief

2. Routine Chain Of a. Sworn chain of command in descending rank order:
Command 1) Police Chief
[12.1.2] 2) Assistant Police Chief (if in chain)

3) Commander (if in chain)
4) Lieutenant
5) Sergeant
6) Officer
b. Civilian chain of command in descending rank order:
1) Police Chief
2) Assistant Police Chief (if in chain)
3) Commander (if in chain)
4) Lieutenant or Civilian Manager (if in chain)
5) Sergeant or Civilian Supervisor (if in chain)
6) Civilian line employee
c. Employees will routinely follow the chain of command except:
1) If directed otherwise by competent authority or department orders
2) Under circumstances which, in the employee's opinion, are
emergent. In an emergent situation, the employee will contact the
first supervisor available regardless of chain level or command.
3) To have a decision by an immediate supervisor reviewed, make a
request to the next highest individual in the chain of command

3. Succession a. Inthe absence of the Police Chief, the Chief or an Assistant Police
(12.1.2] Chief in succession will designate an acting Police Chief for the

duration of the absence if they are to be unavailable to command

following procedures in City of Chandler Administrative Regulation

CM-02 (formerly Administrative Regulation 1-5), and:

1) The Office of the Chief will notify department employees in writing
of the designated Acting Police Chief

2) The assignment remains in effect during the absence of the Police
Chief and the Assistant Police Chiefs in turn unless relieved by the
city manager
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Topic

Principles

3. Succession, cont.

3) The Acting Chief assumes the duties and is vested with the
authority and responsibilities of the Police Chief.
Exceptions below require the approval of the Police Chief or the
city manager:
a) Promotions or demotions of employees of the department
b) Dismissals of employees
¢) Changing of any policies, procedures, general and special
orders
Acting Chief Unavailable: The senior ranking on-duty officer
assumes command responsibilities if the Chief, Assistant Chiefs, or the
Acting Chief is unavailable
A command officer, lieutenant or above, may assign a supervisor of
the next lower rank to act in his capacity during this absence

4. Emergency
Command
[12.1.2]

Emergency definition: Any situation that calls for an immediate decision
beyond ordinary and routine police activity in which more than one division
is involved or needed and necessitates the entire department to function
under a single command for as long as the emergency exists

a.

If the City Emergency Operations Plan (CEOP) is activated, the
Police Chief will report to the City Emergency Operations Center
(CEOC) to assume the responsibilities outlined in the CEOP. The
Assistant Police Chiefs or designee(s) will report to the Police
Emergency Operations Center to command of the Police Department.
The Police Chief will command all personnel and equipment in an
emergency requiring immediate action under a single unified command
Police incident of an unusual nature considered an emergency or
newsworthy event: The ranking officer on duty and present shall
report this to the Police Chief or division commanders

5. Unity of Command
[12.1.2]

Employees are accountable to only one supervisor at a given time;
normally, the immediate supervisor of the employee's organizational
segment as indicated in the department's organizational chart

Only one supervisor is responsible for each organizational segment
Personnel from different functions engaged in a single operation are
accountable to the assigned supervisor while participating in that
operation

Delegate responsibilities to the lowest level for satisfactory execution

6. Seniority for
Command
[12.1.2]

Use seniority only when an emergency requires it and no clear

assignment of command has been made

Determine by in order:

1) Rank

2) Continuous service in the rank (civilian); lowest badge number in
rank (sworn)

3) Time on the department (civilian); lowest badge number (sworn)

Employees will strive to work together in a spirit of cooperation rather

than by authority or seniority

7. Open Door Policy
[12.1.2] [

Police Chief’s open door policy

1) Feelfree to request information relative to personal matters,
career aspirations, rumor control issues, etc.

2) Follow the chain of command relative to work/discipline issues
before addressing them to the Chief unless responding to a
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Topic Principles
7. Open Door Policy, question from the Chief. As soon as practical, inform the
cont.

supervisor of the issues discussed with the Chief (exception:
personal issues need not be reported to your supervisor)
Division commanders will ensure that their employees understand
the spirit, intent, and necessity for maintaining the integrity of the chain
of command policy, while respecting and supporting the Chief's open
door policy

8. Unfair treatment

If you believe that you have been treated unfairly by your immediate
supetrvisor, you may request that the matter be reviewed by the next
higher individual in the chain of command

If necessary, this review may continue all the way to the Police Chief
and beyond, if personnel related, in accordance with the grievance
procedures established in Rule 18, City of Chandler Personnel Rules

9. Span of Control

Will be determined by duty assignment and workload

10. Seniority for
Personnel
Decisions

When seniority is the deciding factor for decisions involving such things as
shift pick, vacations, etc., the following guidelines apply:

a.

Sworn Employees: Generally, determined by lowest badge number. In
most instances, if a sworn employee resigns or retires and then returns
to his former job classification (sworn position), he will retain his former
badge number. The Office of the Chief will make any exception.
Civilian Employees

1) Generally, determined by:

a) Length of continuous service in the current job classification
while employed by the Police Department

b) Followed by total length of continuous service within the Police
Department

c) Followed by total length of continuous service with the City of
Chandler

2) If aregular civilian employee:

a) Returns to a prior job classification without breaking service with
the Police Department, use the amount of continuous service in
that prior classification plus the newly accumulated time in that
classification

b) Promotes, demotes, and promotes again into the same
classification, use the amount of time served in the promotional
classification from the current promotional date forward

c) Goes from full time to part time and back to full time in the same
job classification, use the amount of time served only in the
current full-time classification date forward

d) Resigns or retires and returns to his prior job classification, use
the amount of time served in the rehire classification only

3) The Office of the Chief will make all other decisions regarding
seniority
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NO DIVISION OR DETAIL SHALL BECOME SO ISOLATED from the
other divisions or details so as to interfere with effective interdepartmental
relationships and morale

ALL EMPLOYEES OF THE DEPARTMENT SHALL WORK TOGETHER
and strive to obtain a high degree of cooperation

COMMANDING OFFICERS SHALL MEET with their respective
subordinates to discuss problems causing friction and misunderstanding
and plan for better cooperation

+44
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Responsibilities

Summary:

A. GUIDING PRINCIPLE

B. AUTHORITY

This order describes the use and responsibilities of authority within the
department and when relating to the community.

1. ALL SENIOR EMPLOYEES WITH DELEGATED AUTHORITY shall see
that all employees of the department perform their work in an effective
and efficient manner and guide and instruct them whenever necessary in
the proper performance of their duties

2. ASSISTANCE: All sworn employees are required to take appropriate
police action toward aiding a fellow peace officer exposed to danger or in
a situation where danger might exist

Figure 1. Authority and Responsibility of Department Employees by Classification

Unit

Authority/Duties

1. Principles of
Authority
[11.3.1]

a.

b.

C.

Each level of supervision carries commensurate authority for the

responsibilities assigned to effectively execute those responsibilities

Every employee will be held accountable for the use of authority or

the failure to use authority, delegated or structured, for his position

Supervisory personnel are accountable of the activities of employees

under their immediate control

Temporary Assignment

1) Employees who are directed to act in capacities above their
ordinary or usual rank shall possess the authority of that rank for
the necessary time and are accountable for the use of that
authority

2) Particular authority may be delegated to ranking officers and
civilian employees of the department as may be necessary for the
effective administration of the department

2. Police Chief
[12.1.2]

Rev

Authority: The Police Chief is authorized by Chandler city code, with
consent of the city manager, to make rules and regulations, which,
when approved by the manager, are binding on all employees of the
Police Department
Responsibility: Is ultimately responsible for the Police Department in
the preservation of life and property, law and order, investigation of
crimes and the enforcement of state laws and city ordinances and the
following functions:
1) Command/Management
a) Shapes mission, values, and principles of the department
b) Initiates broad strategies to ensure mission accomplishment
and ensure the goals and objectives of the department are met
c) Facilitates the development of department strategies linked to
the community policing philosophy and measured by
performance indicators through the vehicles of the multi-year
strategic plan, the capital improvement plan, and the annual
budget preparation process
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Unit

Authority/Duties

2. Police Chief, Cont.

2)

3)

d) Provide authority and responsibility for the fiscal management
of the department
e) Effectively and efficiently operate the Police Department
through the control and direction of activities, seeing that order
is maintained, laws and ordinances are enforced, and
measures are taken to prevent crime and to protect lives and
property
Department/Community Liaison
a) Be the department’s spokesperson to community
organizations and groups as well as to encourage them to
seek an active partnership role with the Police Department to
improve the security and safety of their neighborhoods
b) Communicate with the public and department employees,
answer inquiries and complaints, give directions, and explain
actions of the department and its policies and procedures
c) Act as legislative liaison on behalf of the department
d) Coordinate law enforcement activities with other East Valley
law enforcement agencies
e) Advise the city manager, mayor, and the City Council on
matters pertaining to the department
Personnel Management
a) Formulate policies and procedures for police personnel
b) Lead and manage all employees of the department
¢) Provide adequate staffing levels to ensure effective and
efficient police services delivery to the community

3. Assistant Police
Chiefs’

Authority and
Responsibilities
[12.1.2]

Perform administrative duties, function as second in command, and assist
in the supervision and direction of all city police functions under direction
of the Chief, including:

Administration

a.

1)

2)
3)

4)

5)
6)

Have considerable judgment in the interpretation of rules and
regulations as well as in the application of laws and ordinances
Serve as chief operation officer

Prepare and review administrative studies of management
problems and concerns, budget for the department, program
proposals, recommendations regarding performance ratings,
statistics and reports on departmental activities and policies and
procedures

Analyze information, statistics, and reports on department
activities to determine police service needs, availability of
resources, and whether existing programs meet the needs of the
public

Manage fiscal activities and the department budget

Supervise and manage construction projects

Community/Department Liaison

1)
2)

Represent the Chief at functions in the Chief’s absence
Communicate with the public and department employees, answer
inquiries and complaints, give direction and explain actions of the
department and its policies and procedures to enhance public
relations and employee morale

Law Enforcement: Maintain the ability to perform all duties of a
police officer, including making forceful arrests and firing a weapon
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Authority/Duties

4. Commanders

Senior department operation managers responsible for:

a. Management
1) Are in charge of all activities of the bureau, precinct, or section of
the department
2) Serve as members of the command staff and provide input to
department-wide, long-range plans and policies; have considerable
discretion and latitude in the exercise of their management
responsibilities
3) Have authority regarding any issue with department-wide impact
4) Provide direction and leadership for transforming the mission
statement and organizational values to the delivery of police
services to the community
5) Assess the progress of various goals, missions, and objectives
b. Administration
1) Undertake department-wide projects
2) Prepare and administer applicable sections of the budget
c. Operations
1) Provide a link between the department’s commitment to community-
based/problem-oriented policing and the operational policies and
procedures provided to employees to ensure the delivery of quality
police services
2) Provide guidance and insight to subordinate supervisors and devise
operational strategies and objectives
3) Serve as on-call command officer as necessary

5. Cost Center
Managers/Shift
Commanders

Serve as daily operational managers of similar functions grouped

together organizationally to:

a. Provide effective and efficient delivery of professional police services
in light of community-based/problem-oriented policing

b. Interact with assigned first-line supervisors and employees while
maintaining regular contact with peers in the department

c. Exercise decision-making authority for the management of their cost
centers/responsibilities

6. Ranking Employees

Definition: Employees having authority to carry out departmental
policies, administer and supervise the work of various bureaus, precincts,
sections, units, details, and all employees of the department:

a. Will exercise the authority of their position under all conditions that
require the use of such authority in the best interests of the
department

b. Will not unnecessarily countermand orders of personnel below their
rank or needlessly interfere with the specific duties of lower ranking
employees of the department

7. Supervisor
Responsibility
(Sworn/Civilian)

a. Accountability — Supervisors will:

1) Have direct responsibility for supervision and control of line
employees assigned to their detall

2) Constantly direct their efforts toward the intelligent and efficient
performance of the functions of the department and require their
subordinates to do the same

3) Not perform duties regularly assigned to a subordinate when the
subordinate is available to perform them but require each
subordinate to perform his own duties

4) Be responsible for the conduct and performance of police duties of
themselves and their subordinates to ensure that assigned duties
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Unit

Authority/Duties

are performed professionally, efficiently, correctly, and consistently
with our community-based/problem-oriented policing
5) Familiarize themselves with the knowledge and interests of
employees under their supervision
6) Always be an example of fairness, efficiency, promptness,
accuracy, trustworthiness, and courtesy to employees and citizens
b. IA: Supervisors shall initiate an investigation of any allegations of any
misconduct by any employee as outlined by GO B-12.
c. Report Writing
1) Ensure that subordinates make all required reports promptly,
accurately, and completely on proper department forms
2) Instruct subordinates in the proper method of reporting
3) Subject subordinates’ reports to their inspection and approval
d. Recognition: Submit a written factual report to the awards committee,
through the chain of command, when a subordinate under
circumstances requiring an exceptionally high degree of courage risks
his own life in the prevention of a crime, in the apprehension of a
criminal, or performs a difficult and important police service requiring
the highest degree of tact, diligence, initiative, and ability
e. Property: Responsible for the maintenance and care of all
departmental property assigned to their commands

[12.1.3]

8. Duty Responsibilities

a. The administrative delegation of the enforcement of certain laws and
ordinances to particular units or special duties of the department does
not relieve employees of other units from the responsibility of
taking prompt, effective police action within the scope of those laws
and ordinances when necessary

b. Employees assigned to special duties are not relieved from taking
proper action outside the scope of their specialized assignment when
necessary

c. All employees shall perform their duties as required or directed by
law, by General Orders, or by order of a superior officer or other
proper authority

d. Sworn officers will act on behalf of the State in criminal
proceedings where their job-related testimony is being used, unless
compelled by court order or subpoena to testify for the defense

e. Swaorn officers will provide official reports of their observations and
actions under the color of authority

9. General
Responsibilities

Sworn employees shall, while on duty within the city, take appropriate
action to:

a. Protect life and property

b. Preserve the peace

c. Prevent crime

d. Detect and arrest violators of the law

e. Enforce all federal, state, and local laws and ordinances coming within
departmental jurisdiction

Recover and return property

Assist in the safe movement of traffic

Identify problems and take corrective action in furtherance of the
department's community-based/problem-oriented policing philosophy

s@
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Summary:

A. POLICY

B. APPLICATION OF
REGULATIONS

This policy outlines the employees’ responsibilities relevant to laws and
department policy and orders.

ALL SWORN EMPLOYEES will establish and maintain a working
knowledge of laws and ordinances in force in the City of Chandler and the
State of Arizona

ALL EMPLOYEES WILL OBSERVE AND OBEY all federal and state
laws, municipal ordinances, and city personnel rules

ALL EMPLOYEES will adhere to standards of conduct established in
General Orders and published policies and procedures where applicable

EMPLOYEES WHO BECOME AWARE OF other employee(s) violating
laws, ordinances, or departmental orders will report such occurrence as
outlined in General Order B-13

Figure 1. Application of Orders for All Employees [12.1.3]

Rev

Topic Application
1. All Employees a. Promptly obey all orders of your superiors, including any order relayed
[12.1.3] [12.1.4] from a superior by an employee of the same or lesser rank
b. Follow orders or instructions, written or oral, for the efficient operation of
the unit
2. Authority of a. Any order with the signature of the Chief of Police or division chief
Posted Orders posted on an official bulletin board or distributed through any other
official channel shall have the same effect as and be construed to be
part of these orders
b. Emergency Orders

1) A division chief may issue orders deviating from established orders
as necessary for emergencies which will remain in effect only for
the duration of the emergency

2) A supervisor may issue orders deviating from existing written
orders in an emergency which will remain in effect only during the
emergency. The supervisor will report in writing to his superior as
soon as possible any such temporary change of existing orders.

3. Clarity of Orders

Superior officers will make orders to subordinates in clear, understandable
language, civil in tone, and issued pursuant to departmental business

Issuing

4. Unlawful Orders:

A command or supervisory employee will not knowingly issue any order
that is in violation of any existing law

Obedience To
[12.1.3]

5. Unlawful Orders:

a.

b.

No employee is required to obey any order that is contrary to federal,
state or local laws

Responsibility for refusal to obey rests with the employee. The
employee will be required to justify such action.
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Topic

Application

6. Unjust Or
Improper Order:
Obedience To

An employee given an order that he feels is unjust or contrary to
departmental policies and procedures must obey the order to the best of
his ability

After obeying the order, he may request a clarification through the chain
of command

7. Conflicting

Orders
[12.1.4]

Supervisors: Exercise care when in the necessary performance of duty

you must give an order to any subordinate employee not attached to

your assignment to avoid unnecessary conflict with orders of the

employee’s commanding officer

1) Inform the subordinate's commanding officer or immediate
supervisor of the action taken as soon as possible if the receiving
employee is required to leave his regular post or assignment

2) If possible, avoid giving direct commands to persons not assigned
to your control except where it is necessary for purposes of
efficiency and discipline to avoid confusion and conflict

3) Only issue conflicting orders when reasonably necessary for the
good of the department

The affected employee will advise the person issuing the second

conflicting order that it conflicts with a previous order or instruction

1) Responsibility for countermanding the original instruction rests with
the individual issuing the second order

2) If so directed, obey the latter order first

+4+
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Summary: This policy describes the departmental protocol for the written and electronic
communication of information.

A. POLICY

1. Employees will follow the protocol prescribed in the City of Chandler
Graphic Standards manual located on Chanweb at
http://chanweb/capal/content/GraphicsStandardsGuidelines.pdf for
written communications

2. Employees will protect information from accidental or unauthorized
access, disclosure, modification, or destruction and communicate
information properly. Access, use, storage, communication, or processing
of department information is under the authority of all applicable
regulations, policies, and standards.

3. Employees are prohibited from using information or resources by or for
the benefit of any non-employee or third party

4. Handle electronic communications in the same manner as a letter, fax,
memo, or other department communication
B. OWNERSHIP
All communications of any description sent or received by the department are
the exclusive property of the City of Chandler
C. CITY/DEPARTMENTAL
LETTERHEAD

1. USE FOR OFFICIAL CORRESPONDENCE written to any person or
agency outside of the department

2. USE CITY OF CHANDLER LETTER FORMAT described on page 6 of
this order

3. SHALL BE SIGNED BY THE CHIEF OF POLICE or sent in the name of
the Chief of Police and signed by a commander or designee of the Chief

4. ONCE SIGNED, the Chief of Police or commander shall forward a copy to
the Office of the Chief of Police (management assistant) for filing

D. MEMORANDA
[12.1.4]
1. ANY DEPARTMENT MEMBER MAY ISSUE MEMORANDA conveying
information or requests for information from any level within the
department to any other level with appropriate approval

2. OBTAIN APPROVAL FOR DISTRIBUTION (including email) as follows:
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Figure 1. Department Memoranda and Email Approval

Target Approval Level Special considerations
1. Citywide email Office of the Chief Forward to Office of the Chief
(See City of Chandler “Guidelines for Internal
Electronic Communications - Citywide Emails”)
email
2. All department Office of the Chief (paper) | Paper: Number memos sequentially by year
personnel or Email: Initiator forwards message to the
Cost center manager/shift | appropriate cost center manager/shift
commander (email) commander to approve and distribute
3. All personnel fund Office of the Chief For charitable purposes (United Way is
raisers authorized by the Clty)
4. Division or section Cost center manager/shift | Forwarded message to commander for
commander approval and appropriate distribution

E. RETENTION SCHEDULE

Retain correspondence files including memos for a period of two years after
fiscal year prepared or received

F. INTERNET & EMAIL

Figure 2. Internet, Intranet, and Email Policies and Procedures
Topics Procedures

1. Policy a. Each internet, internet email, and Lotus Notes user is responsible
to ensure they are in compliance with all City policies and
regulations found within Administrative Regulation CM-24;
Acceptable Use of Information Systems and Related Technology

b. The Office of the Chief /designee approves access rights for
internet based webmail and personal device email access for the
department as needed

c. The City is not responsible for the reimbursement of labor or any
other cost associated with the activity. Non-exempt (hourly)
employees must obtain approval with their supervisor before using
any device to perform City work and for approval to utilize such
devices outside of their normal work schedule to provide City
services.

d. Employees will only use internet accounts which have been
authorized for them

e. All emails are public record. Do not send confidential information
through the internet/email

2. Business a. Do not distribute copyrighted, proprietary, or confidential
Communications information without approval from a department official

b. Obtain specific approval of a department official to use email to
distribute confidential information. This is strongly discouraged.

c. Do not distribute commercial messages, employee solicitations,
messages of a religious or political nature, nor campaign messages
regarding memberships, offices, or in support of a special interest
or agenda on this system

d. Do not send email messages with content that may be considered
offensive or disruptive including, but not limited to, obscene or
harassing language or images, racial, ethnic, sexual, or gender-
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Topics Procedures

specific comments or images or other comments or images that
would offend someone on the basis of their religious or political
beliefs, sexual orientation, national origin, or age

e. Do notinclude personalized avatars (messages, sayings,
philosophies, icons), wave files, etc., in emails

f. Do not retrieve or read email that was not sent to you unless
authorized by a department official or by the email recipient

g. You are strongly discouraged from using hyperlinks. Only use
them in furtherance of legitimate police business. Address any
questions to Police Administration.

h. Report viruses or suspected viruses affecting the email system
immediately to appropriate technology staff

3. City Intranet a. All employees are granted access
(Chanweb) b. All intranet usage is public information

c. Employees must submit all new web information to the Police
Department’s public information officer for approval prior to
placement on Chanweb

d. Employees may post personal want ads to the City Bulletin Board
on Chanweb. Instructions for advertising may be found on the
Bulletin Board web page.

4. Electronic For City-wide employee communications guidelines, see:
Communications Chanweb/Departments/Communications and Public Affairs
(Department)/Citywide Email

a. “Everybody by Everybody” for messages requiring immediate
attention of all or a large number of City employees

b. “City Information Folder” for important messages to which all
employees have access, but are not time critical

5. Address Groups Use for smaller numbers of employees frequently mailed

6. Non-Business Email | a. You may use the email system for incidental and occasional
personal use if it does not interfere with department business or
user responsibilities. Such messages are department property and
subject to the same conditions as department email.

b. The department may grant or terminate limited use of the email
system for non-official department business. Such use:

1) May include but not be limited to meeting notices and locations
and must not be excessive, overly frequent, place a burden on
other users or system equipment, nor shall they be disruptive in
any way

2) Must be pre-approved and may be withdrawn if it is the
department’s opinion such messages interfere with official
department business

c. Use department or City distribution lists judiciously and never
without prior approval

d. Limit the use of the “copy all” function to situations legitimately
necessary. Use must be authorized by an immediate supervisor

e. The Employee Organization president, or his designee, will be
provided a mail slot for department communications and may send
emails to unit members to announce meetings.




DEPARTMENT ORGANIZATION - Written and Electronic Communications CPD GO A-02.500

01/03/17 Page 4
Topics Procedures
7. Alternative a. Contact the Communications and Public Affairs Department (CAPA)
Electronic to use Outlook and Quicklook newsletters
Communication b.  Use Chanweb .
Methods c. Use the city employee meetings & events calendar on Chanweb

through web coordinator

8. Police Incident
Address
[11.4.1]

Use to convey information throughout the department

Policelncidents: Any supervisor will use this address to convey

information regarding significant incidents to the Chiefs, commanders,

P1Os, and all supervisors, i.e.:

a. City/department accidents over $250

b. Fatal, possible fatal, and unusual accidents

c. Homicides, shootings, sexual assaults, armed robberies, and
serious assaults

d. SWAT call-outs, major narcotics investigations, large property or
narcotic recovery, major gang incidents

e. Officer injuries

f.  Human interest stories

9. PD Grapevine
Email Address

PoliceGrapevine: Any employee may use it to informally address
rumors and to convey information

a. The management assistant of the Chief of Police receives and
researches all PoliceGrapevine email

b. The management assistant of the Chief of Police shall convey the
information to all department employees via email (Police - All) or
by other means, if applicable

c. Instances may arise where certain information cannot be
immediately released, such as an on-going internal investigation.
In these instances, the information shall be released when it is
possible to do so. Inquiries that involve the personal privacy of an
individual shall not be released if the release of this information
would be damaging to the employee.

Memo and Letter
templates follow
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City of Chandler Memo Format

Chandler

ok k&
Ca ]

avy

Chandler - Arizona

Where Values Make The Difference c b 2010
B MEMORANDUM Department Name - Memo No. 00-00
DATE: JANUARY 1, 20XX
s TO: DEPARTMENT OR NAME
THRU: NAME, TITLE
E FROM: NAME, TITLE
SUBJECT: SUBJECT OF MEMO

From the City of Chandler Graphics Standards Manual, page 23

This template may be found in the F: drive/Police/Police/PSS Forms/City
Memo

A. Chandler Logo provided in the Word Document

B. MEMORANDUM, ALL CAPS font Times Bold 12 pt. Single spacing with one return

C. Department Name, tab over to two inches, font Times Bold 12 pt.

D. Staff or Council Memo and memo number, font Times Bold 12 pt. Single spacing with 1
return

E. DATE:, TO:, THRU:, FROM:, Subject:, ALL CAPS font Times Bold 12 pt. Single spacing with
one return

F. Your information ALL CAPS, font Times 12 pt. Single spacing with one return
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City of Chandler Letter Format

Left margin Second page starts
1” from left 1” from top, 1” margin
2 %" from top on right

! January 1, 20XX

i First Last Name

 Job Title

' 55 North Arizona Place

i Suite 301

' Chandler, Arizona 85225

Dear Mr. Last:

This is a sample letter illustrating the preferred typing format to be used with the
letterhead for the City of Chandler. The font that is preferred is Times.

The beginning of the letter should start 2 % inches from the top. The left and right
margins are 1 inch.

' The main body of the letter should follow the block format with a flush left margin.

i Copy on the second sheet should follow the same format margins as the first page and

rstart 1 inch from the top. Ending salutation should remain in the block format.

: Please adhere to these format guidelines when preparing correspondence materials for
the City of Chandler.

Sincerely,

NAME (CHIEF’S NAME BLOCK: 11 POINT, BOLD, ALL CAPS)
CHIEF OF POLICE
(If for the Police Chief’s signature, use four returns following “Sincerely,”
and then the Chief’s name and rank in regular formatting)
(4 returns)

First and Last Name
ommander, Division

Enclosure If any
C: If copied to anyone
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CHANDLER POLICE
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Serving with Courage, Pride, and Dedication

Order

A-03 WRITTEN DIRECTIVES

Subject

100 Authority and
Responsibility

Effective:

01/08/10

Rev

Summary

This order defines authority and responsibility related to Chandler Police

Department written directives.

A. POLICY

[12.21]

ALL PERSONNEL ARE RESPONSIBLE for knowing and carrying out all
published policies and procedures related to their function

B. AUTHORITY

[12.2.1]

1. ALL DIRECTIVES: The Chief or Chief's designee will issue, modify, and
approve all written directives

2. SECTION/UNIT MANUALS: A bureau/precinct/section commander may
approve section/unit directives affecting personnel under the
commander’s chain of command

Rev

C. GOVERNING DIRECTIVES

Figure 1. Descriptions of Governing Directives

Directive

Description

1. Administrative Regulations
Responsibility: CAPA

Guidelines for daily practices to ensure consistency
throughout the City

2. Personnel Rules and Policies
Responsibility: Human Resources

Personnel practices governed by City Council
Resolutions

3. General Orders
Maintenance Responsibility:
Professional Standards Section
(PSS)

a. Directives for administration, management, rules
and regulations

b. Procedures for consistent enforcement of laws and
police services

c. Policy memos issued for temporary or emergency
purposes which may later be incorporated into
General Orders

4., Section/Unit/Function Manuals
Responsibility: Bureau/Precinct/
Section Commander unless
delegated a specific section

All of the following conditions must be met:

a. Unique to the personnel assigned to the concerned
section/unit/function

b. Approved by the bureau/precinct/section
commander

c. May be maintained by section, with permission of
the division chief

d. Not in conflict with governing authorities, General
Orders, Personnel Rules, or CALEA standards

e. Forward current copies to Professional Standards
for archival and reference

5. Special Orders
Responsibility: Division Chief

Deviation from established departmental orders as
may be necessary for emergent conditions and will
remain in effect only for the duration of the emergency
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01/08/10

D. CONTRADICTIONS

E. AVAILABILITY

F. DEVIATIONS
FROM POLICY

Page 2

1. City Personnel Rules, City Administrative Regulations, and City policies
take precedence over General Orders

2. General Orders take precedence over section/unit/function directives

All employees will have all applicable policy and procedures accessible at all
times while on duty

ALL ORDERS ARE INTENDED AS A GUIDELINE. Document any deviation
from policy based on efficient or effective functioning of the department. Make
every effort to inform and obtain concurrence from the Office of the Chief
through chain of command upon deviation.

+4+
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Summary This policy describes the format for department directives.
A. POLICY
[12.2.1] CHANDLER POLICE DEPARTMENT GENERAL ORDERS will follow the
formatting and procedural guidelines outlined in this policy
UNIT MANUALS will follow this format unless the division chief grants
approval to vary from this format
B. LOCATING
INFORMATION
TRADITIONAL SEARCH: Table of Contents lists the policies alpha-
numerically by section and number, with subject title following
ELECTRONIC INDEXING for computer-accessed orders:
Rev a. Access links in the Table of Contents to individual orders
b. Use Control F to locate all occurrences of an item or specific word
being searched throughout general orders
C. POLICY
IDENTIFICATION

ORDER NAMES include section letter, sequence number, major topic and
sub-topic (i.e., A-03.200 WRITTEN DIRECTIVES: Format)

FORMATTING includes the following:

a. INDEXING by section topics. New orders are added to appropriate
sections sequentially. Existing directives will be updated and checked
to ensure the number system remains sequentially accurate.

1) Section A - Philosophy and administration

Section B - Personnel issues

Section C - Community policing functions

Section D - Criminal Investigations Bureau functions

Section E - General law enforcement issues

Section F - Field Operations Division functions

) Section G - Traffic enforcement

b. HEADER, FIRST PAGE: Located on the upper portion of the first page
of each order and includes the officer badge, title of the manual, the
order number and name, the subject number and name, and the
effective date of the order or revision

c. HEADER, SECOND PAGES: Upper left margin and includes name of
order-subject name, first line, and date of current version, second line.
Right margin justified includes the entire order number, followed by
the page number of that order on the second line.

d. INDEX NUMBER: Includes CPD for Chandler Police Department, the
alphabetic-numeric section designator with number and subject
number (i.e., CPD A03-200)

~NOoO Ok WN
— N N N



WRITTEN DIRECTIVES- Form
11127117

D. DESIGN AND WRITING

E. BRACKETS [ ]

F. EMPHASIS

Rev

G. GENDER OF WORDS

at CPD GO A-03.200
Page 2

e. WRITTEN IN OUTLINE FORMAT using margin captions

SUMMARY AND POLICY STATEMENTS introduce each order, where
applicable

g. REVISION ARROW: Highlights revised or new policy

—h

1. STYLE

a. Use conversational-style language, formatted for clarity and quick
retrieval of information

b. Write directly to the reader, informally and in the active voice

c. Use short words, sentences, paragraphs, and subjects
1) Words: minimize three or more syllable words
2) Sentences: average length of 17-18 words

3) Paragraphs: seven to eight line maximum

4) Subjects: average of three per page or less

5) Line widths: four and a half inches

2. GAPS IN NUMBERING may occur in the overall numbering of this manual.
If this happens, it is deliberate. The Table of Contents will identify the
current contents of the manual.

Information in brackets, [1.1.2], refers to applicable accreditation standard
numbers and is in eight-point font

1. BOLD WORDS AND PHRASES requiring emphasis

2. COLOR CODING: The Office of the Chief of Police will determine which
orders are color coded for special emphasis. The headers on the
electronic version of high severity orders will be colored accordingly.

a. Bright Yellow: High Frequency/High Severity
b. Blue: Low Frequency/High Severity

AVOID SEXISM: Give preference to second person references to avoid he/she
and him/her usage. For the purposes of simplicity and clarity in these orders,
the terms “he,” “his,” “him,” and “himself” will be considered universally
generic and refer to all employees of the Chandler Police Department
regardless of gender and will not be considered to indicate a preference of
one gender over another.

+44
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Summary This order discusses general orders revisions and archival procedures.
A. POLICY

1. POLICIES ARE REVIEWED annually and as necessary to facilitate the
continued efficient and lawful operation of the Police Department

2. UNITS MAINTAINING THEIR OWN DIRECTIVES will ensure that
Professional Standards has a current version of their directives

B. REVISIONS TO
GENERAL ORDERS

Figure 1: Creating / Revising Orders Procedures

Responsible Person

Action

1. Subject matter expert / a.
employee suggestion /
staff initiated b.

Create document / notes changes on existing document in
writing and supporting documentation, if any

Attach and sign “Request for Policy Revision” form (see last
page of this order)

Forward packet through the chain of command to the
division chief for the referenced function

The division chief forwards the approved revisions to
Professional Standards (PSS)

d.

2. Professional Standards a.
Section b.
[12.2.1] C.

d.

Evaluate changes for CALEA compliance and consistency
Format policy

Index policy

Electronically forwards to executive staff / legal advisors /
appropriate employee organizations for review

e. Ensure revisions do not contradict other existing directives

3. Executive Staff / Legal a. Review for content and adds any comments

Advisors / Employee b. Return to PSS for coordination

Organizations
4. Professional Standards Publish revised policy

Section

C. REVISION SYMBOL
This symbol, | Rev  will be added to indicate revised text and will

remain until the next revision of the policy
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11/01/19 Page 2
el D. DISTRIBUTION
[12.2.2]
Figure 2. General Orders Distribution Procedures
Responsible Person Action
1. PSS a. Create revision training memo for employees
b. Update electronic versions
c. Publish through Leaf as computer-based training
d. Archive superseded policies
2. All employees Review the revision training memo distributed to each employee
through computer-based training in Leaf
3. Lieutenants/ a. Review changes with assigned employees
Supervisors b. Periodically reviews high severity policies (colored) with
employees as applicable
E. ARCHIVAL
[12.2.2] 1. CURRENT ORIGINALS: Professional Standards Section personnel will

secure current policy originals with authorization signatures

2. RETENTION: Professional Standards Section will archive all copies of
official, published policy permanently, per ARS 41-351

F. SUPPLEMENTAL
MANUALS

1. CUSTODY: The Professional Standards Section will maintain custody

of the General Orders manual and supplemental manuals, with
exceptions approved by the Chief of Police

2. EXCEPTIONS: All sections / units maintaining their own directives will
ensure that Professional Standards has a current version of their
directives and maintain archives

+4+
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POLICY:

REQUEST FOR POLICY REVISION

REVIEW AND APPROVAL:

Initiator of Request Date
Supervisor Date
Lieutenant Date
Commander Date
Division Chief Date

Attach any supporting documentation

Please check approval and initial any changes:

] Approved
[] Not approved: Reasons.

Please check approval and initial any changes:

] Approved
[] Not approved: Reasons.

Please check approval and initial any changes:

] Approved
[] Not approved: Reasons.

Please check approval and initial any changes:

] Approved
[] Not approved: Reasons.

Route to Professional Standards Section for coordination.

Email sent to review committee

Chief of Police

Reason for change:

Date

Date Rcd.

F:\Police\Police\SHARE\General Orders\a request for revision

+4+
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SUMMARY
[11.4.2][82.3.4] This forms control system ensures quality control and security for Chandler

Police Department forms
A. POLICY
1. THE RECORDS UNIT maintains and secures department forms

2. THE AFFECTED COST CENTER MANAGERS will approve the forms used
by Chandler Police Department personnel prior to dissemination

3. ALL COST CENTER MANAGERS will ensure that Administrative Regulation
CAPA-02 “Request for Duplicating Services” procedures are followed

B. DEPARTMENT FORMS
CONTROL:

1. DEPARTMENT FORMS CONTROL DESIGNEE (FCD): The primary person
responsible for the forms control system within the department

2. FCD DUTIES

a. Monitor and maintain an adequate forms supply level

b. Order all inter-departmental forms and City of Chandler forms, except
as outlined in this order

c. Order other agency report forms, e.g., booking sheets, traffic accident
reports, Department of Public Safety Forms to be either picked up by
Department personnel or mailed directly to the department

d. Stock forms as soon as possible when the orders is received, and
then return the original master form to the Master Forms File

e. Receive and process reorder requests
1) Note requests on the corresponding form log
2) When an unusually high demand for a particular form is

anticipated, employees will notify the FCD in advance
f. Enter new, approved forms into the system
g. Issue form number for new forms

3. COST CENTER MANAGERS may designate a monitor in their section /
division to stock forms for their areas of responsibility. These individuals
may also order forms that are unique to their sections.

C. SECURITY AND ACCOUNTABILITY
[82.3.4] Records Unit personnel will:

1. LIMIT access to critical forms to Records Unit personnel

2. SECURE critical forms, traffic complaints, bicycle licenses, and violation
warning notices within the Records Unit
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3. LOG the issuance of critical forms into a logbook or an automated logging
program maintained in accordance with State of Arizona Forms Retention
and Disposition schedules, including traffic complaints, bicycle licenses,
and violation warning notices

D. CREATION AND MODIFICATION

1. EMPLOYEES PROPOSING a new or revised form will submit the form for
the review and approval of the originating division or section manager

a. Attach the Records Unit coversheet for each affected cost center
manager’s signature

b. Attach a memo explaining the need for the form/revision

c. Attach instructions or training for use if necessary

2. ENSURE EACH AFFECTED COST CENTER MANAGER or designee also
thoroughly reviews the proposed form and attaches comments

3. THE ORIGINATING SECTION/DIVISION will coordinate recommendations
and submit the approved, coordinated form to the FCD

4. THE FCD WILL index and store the new/revised form in the Master Forms
File and order the form
E. FORMS IDENTIFICATION SYSTEM

1. NUMBERING: The first two digits on a form identify the division/section
creating the form. The second two digits designate the form sequence
number (CPD Form 32-21).

2. CURRENT DIVISION/SECTION NUMBERS as maintained in the Master
Forms File in the Records Unit:

Chandler Police Department

10 Administration Form

11 City of Chandler

12 Departmental

20 Community Resources

31 Criminal Investigations Bureau EXAMPLE
Rev 32 Field Operations Division

41 Communications Section

42 Detention Unit

44 Forensic Services

45 Property Unit

46 Records Unit A

3. DATES: All forms will contain at least a date of last revision. Forms may
contain both the date of original form and last revision date.
F. REORDER PROCEDURES
1. THE SECTION MONITOR WILL.:

a. Review the form at the time of reorder to determine whether or not the
form is still current

b. Notify the FCD if modifications are required or anticipated to preclude
over ordering of the current form

2. THE FCD may process routine requests without supervisor approval
+44
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Summary: This order describes the activities of and establishes procedures for
submitting projects to the Planning and Research Section.
A. POLICY

B. ORGANIZATION

Rev
4

C. OBJECTIVES

The Planning and Research Section provides crime analysis, uniform crime
reporting, planning and research, fiscal/budget management, grant
management, and facilities management services for the Police Department

1. PLANNING AND RESEARCH MANAGER

a.
b.

Reports directly to the Chief of Police
Is responsible for the administrative functions and the supervision of
the personnel in the section

2. THE PLANNING AND RESEARCH SECTION is comprised of the following
personnel:

~ooooTw

Police Planning and Research Manager
Crime Analysis Supervisor

Planning and Research Analysts

Police Crime and Intelligence Analyst
Management Analyst

Police Crime Analysis Data Techs

1. ALL ACTIVITIES OF THE PLANNING AND RESEARCH SECTION SHALL BE
ORGANIZED/ASSIGNED through the Planning and Research Manager

2. THE PLANNING AND RESEARCH MANAGER is responsible to the Chief of
Police to:

a.

b.

Provide administrative, strategic, and tactical information essential to
mission accomplishment

Perform research and analysis projects as requested by other cost
centers, city departments, and other agencies and citizens

Perform ongoing studies to assess Field Operations workload and
shift schedules and studies for other divisions as requested

Provide monthly, quarterly, annual, and special studies of traffic
collision and enforcement information and crime activity analysis as
requested

Provide crime analysis both routinely and as requested by personnel
to assist in identifying crime trends, methods, and probabilities
Provide coordination and monitoring of fiscal affairs including budget
preparation and development

Function as liaison with area police departments to coordinate
regional planning and assist in development of intergovernmental
agreements

Evaluate new technology and procedures in law enforcement, future
department needs, and conduct administrative studies and reports
Administer the department’s Uniform Crime Reporting (UCR) Program
Provide emergency planning development
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D. CRIME ANALYSIS FUNCTION

Crime Analysis and Research Unit of the Planning and Research Section is
responsible for reporting official crimes stats, the collection, collation,
analysis, and dissemination of crime, collision, and traffic analysis information

1. INFORMATION SOURCES: Data collection comes from established
databases, original reports, or other media applicable to the analysis

a. The primary system used for collection of crime analysis information
contains information from offense reports, supplemental reports,
collisions, arrests, and reports on temporal and geographical
distribution of crime

b. Secondary sources available to the crime analyst include CAD
(computer-aided dispatch), intelligence databases, and UCR
database

2. TYPES OF CRIMES ANALYZED determine what data the analyst needs to
collect

a. Crime Analysis supervisor determines specific crimes to be analyzed
regularly

b. Special requests for analysis will determine if other types of crimes
are analyzed

3. COLLATION is done using a database software program, spreadsheet, or
other suitable means

4. ANALYSIS of collected data is done using standard crime analysis and
statistical methodology based on the following areas:

a. Offense information
1) Frequency by type
2) Geographic factors - beat of occurrence, address, and reporting
district
3) Chronological information
4) Victim, witness, and investigative lead information
5) Location/property targeted
b. Suspectinformation
1) Suspect description
2) Suspect vehicle information
3) M/O (modus operandi) information
c. Property Information
1) Type of property
2) Evidence
3) Found
4) Stolen
5) Recovered
6) Value
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5. DISSEMINATION OF ANALYTICAL INFORMATION

E. UNIFORM CRIME REPORT
(UCR) FUNCTION

a.

Bi-weekly Crime Suppression/CompStat Meetings: Tactical crime

analysis

1) Co-facilitate meetings with CIB Commander/Field Operations
Assistant Chief

2) Coordinate with other units for document preparation

3) Identify patterns and trends for discussion and use in resource
deployment strategies

Monthly Reports: Crime, collision, and traffic analysis information

1) Products: Various reports/bulletins, including, crime highlights,
crime bulletin, crime alert bulletin, burglary map/report, GTA
map/report, vehicle burglary map/report, collision report, DUI
report, beat analysis, and UCR report

2) Distribution: Through the commanders, including Field
Operations, Criminal Investigations, and Community Resources to
(through briefing, posting, email or otherwise) all affected
personnel in those work areas. The Chief and command staff will
be briefed on a regular basis at staff meetings of current crime
patterns and trends.

The crime highlights report of violent crime, crime rate, changes to

crime statistics and all other unusual occurrences will be distributed to

the Chief and commanders on a monthly basis

The crime alert bulletin and all other reports will be distributed as

needed to the affected work unit(s) or officer(s)

Selected reports or bulletins: The Crime Analysis supervisor shall

approve and forward these bulletins to the appropriate unit

Strategic crime analysis reports generated upon request, and

including statistical data generated from UCR: Disseminate to Police

Department staff, commanders, community relations, and the public

information officer

Specialized studies involving strategic analysis: Disseminate to the

person requesting the study who will properly distribute the

information as needed

Crime analysis information to assist in the development of agency

plans and strategies: To the Chief of Police and command staff

Feedback forms: Issued periodically when disseminating information

internally or externally to be used to evaluate the quality and

applicability of their services

Crime analysis information to sources outside the department

(other than police agencies):

1) Only in the interest of enhancing public awareness and generating
community support

2) Carefully controlled when relating to operational needs of the
department, i.e., known offenders, M/O information, suspects, and
investigative leads

3) Public information officer disseminates all media requests directly

Crime Analysis and Research Unit will forward UCR/IBR information to the
Department of Public Safety. The Police Crime Analysis Data Techs:
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Review and check for quality UCR/IBR information from departmental
records

Notify officers and sergeants of reports that require revisions for proper
UCR reporting

Modify offense category for proper UCR reporting when remaining
consistent with original offense category

F. PLANNING AND RESEARCH FUNCTION

[15.2.1]

THE PLANNING AND RESEARCH SECTION:

1.
2.

Performs research and special studies as requested

Maintains quality assurance studies related to the goals and objectives of
the department

Performs on-going studies to assess patrol workload

Facilitates the department’s strategic planning process, produces the
strategic plan document, and tracks the implementation progress of the
strategic plan

Prepares the department’s annual report

Serves as the liaison with the Maricopa County Animal Care and Control
Department

G. FISCAL MANAGEMENT FUNCTION
THE PLANNING AND RESEARCH SECTION:

1.

Coordinates and monitors the preparation and operation of the Police
Department annual budget

Coordinates and monitors the development of the department’s Capital
Improvement Program (CIP)

Reviews and approves all requisitions for departmental purchases

Coordinates and monitors the preparation and maintenance of federal,
state, and other grants

Prepares and manages the reporting requirements of the Asset Forfeiture
Fund as outlined in General Order D-41.100E

H. FACILITIES MANAGEMENT
THE PLANNING AND RESEARCH SECTION:

1.
2.

Coordinates all department facilities maintenance needs

Liaise with the city Buildings and Facilities Division for maintenance
efforts

The Planning and Research Manager serves as the project owner for all
department construction projects

Responsible for enlisting the help of Terrorism Liaison Officer to do threat
assessments of the department’s facilities every five years starting in
2015

+44+
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Summary:

A. POLICY

B. MANAGEMENT
[15.2.1]

C. RESPONSIBILITIES
[15.2.1]

The purpose of this order establishes policy for fiscal management related to
administration.

1. THE CITY OF CHANDLER MANAGEMENT SERVICES DEPARTMENT
oversees fiscal activities and budget management including direction and
deadlines

2. THE CHIEF OF POLICE is responsible for the management of the
department's fiscal activities and budget management

3. THE POLICE PLANNING AND RESEARCH MANAGER, as assigned by the
Chief of Police, manages fiscal activities and the department budget

1. THE BUDGET PROCESS INCLUDES:

a. Development of the Police Department's annual budget
b. The formulation of goals and objectives
c. The department's multi-year strategic plan

2. THE PLANNING AND RESEARCH MANAGER

a. Is the budget liaison for the Police Department with the City of
Chandler Management Services Department

b. Is charged with ensuring that the final budget is in the form directed by
the Management Services Department of the City of Chandler

3. THE COST CENTER MANAGERS

a. Are responsible for all fiscal activities regarding capital expenditures,
asset accountability, property control, purchases, and the budget
process for their cost centers

b. Do the initial budget preparation for their own cost centers and
present their budgets to the Planning and Research manager by the
assigned deadlines

c. Administer their cost center budgets

1. ANNUAL BUDGET PREPARATION: COST CENTER MANAGERS prepare
and administer budget activities, including:

a. Prepare the annual budget for their respective cost centers based on
cost center goals and objectives

b. Make goals and objectives available to all affected personnel

c. Prepare a written recommendation concerning personnel resources,
including:
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An annual review of each specialized unit under their command to

determine if the program should continue to be funded

A triennial assessment of each organizational component for the

allocation of personnel based on workload demand

Where applicable, workload assessments may be used as

supporting documentation for budget decision packages

Workload assessments should be documented and include:

a) An outline of the methodology, equipment/system, factors
considered, and calculation used

b) Identification of the data sources

¢) Conclusions and recommendations of distribution/allocation of
personnel

2. MULTI-YEAR BUDGET PLANNING: The Office of the Chief shall annually
direct each cost center manager/commander to:

a.

b.
D. ANNUAL BUDGET PROCESS

Detail personnel, programs, and capital requirements for their areas
for at least the next five fiscal years based on functional goals,
objectives, workload, and population estimates

Submit the requests to the Office of the Chief for review

1. THE MANAGEMENT SERVICES DEPARTMENT provides worksheets and
guidelines on budget preparation each fiscal year to the Police
Department liaison as soon as information is available to distribute

2. THE COST CENTER MANAGERS prepare budget forms during the budget
formulation process

3. THE POLICE PLANNING AND RESEARCH MANAGER OR DESIGNEE
coordinates the budget preparation worksheets and transmits the
information back to the City Management Services Department with the
approval of the Chief of Police to ensure that deadlines are met and the
forms are completed correctly

a.

b.

o

Further internal budget processes are developed and coordinated by
the Police Planning and Research Manager

Internal decision packages prepared by the various cost centers with
cost center manager and/or assistant chief approval (budget requests)
shall include narratives of the justification, identification of the position

or job classification title, job grade (new position only) and quantity
requested, the cost center and date that the request was prepared,
and selected costs including methodology, especially those costs
unique to the decision package

Common costs are prepared by the Planning and Research Section
for continuity and standardization of Police Department decision
packages

Costs must be identified as either one-time or on-going in nature
Workload assessments should be attached as supporting
documentation if available

The detail budget worksheet (line-item) phase of the budget
preparation process generally follows the decision package
preparation phase and utilizes separate forms in a spreadsheet
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format. The detail budget worksheet has short descriptions of their
expected use for the fiscal year.

g. Internal budget calendars are developed by the Planning and
Research Manager and distributed to command staff

UPON CITY COUNCIL APPROVAL, the Management Services Department
forwards a copy of the adopted budget to the Chief of Police

THE COST CENTER MANAGERS continuously monitor the budget activities
of their cost centers/divisions

THE CHIEF OF POLICE may authorize through the Police Planning and
Research Section the transfer of budget funds between line items within
the Police Department. (See City of Chandler Administrative Regulation
MS-12)

IN AN EXTREME EMERGENCY or disaster response where a need for
immediate purchase exists, the Chief of Police may authorize the
procurement of needed items from local businesses based on established
limits from the City of Chandler Contingency Funds following guidelines in
the City of Chandler Administrative Regulations MS-13 and MS-27

F. ACCOUNTING PROCEDURES

1.

Rev 2.
ks 4

3.

4,

G. EXTERNAL AUDITING

THE CITY MANAGEMENT SERVICES DEPARTMENT has ultimate
responsibility for the accounting of funds and allocation of monies

THE FINANCE/ACCOUNTING DIVISION maintains fiscal activities with
computer access available to authorized employees and produces a
ledger containing the following information:

a. Original budget allocation to the cost center
b. Ending monthly balance
c. Monthly and year-to-date financial activity
1) Expenditures
2) Revenues/deposits
3) Encumbrances
4) Balance remaining in account

THE POLICE DEPARTMENT must submit a budget for its annual operation
to be approved by the City Council

THE COST CENTER MANAGERS monitor all revenues and expenses of
department funds on a continuous basis to ensure that revenues and
expenses are consistent with the approved or revised budget

THE CITY FINANCE/ACCOUNTING DIVISION continuously monitors the
department's fiscal activity through monthly general ledger reports

CITY COUNCIL directs the Finance/Accounting Division to contract with an
independent accounting firm to audit the city government at the end of the
fiscal year. They will post-audit the books and documents kept by the
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City and any separate or subordinate accounts kept by any other office,
department, or agency of the city government, City Charter Section 5.10.
H. CASH FUNDS/ACCOUNTS
[17.4.2]
1. DEPARTMENTAL FUNDS INCLUDE:

Crime Control Funds (See General Order D-36.100)

Records Unit Cash (See Records Unit Manual Index 12)

Field Operations (See Field Operations Support Staff Manual)
Special Funds (includes such funds as Cadets, etc.)

Impound Fees

cooow

2. CASH RECEIPT

a. EMPLOYEES strictly account for all cash received into the Chandler
Police Department using receipts or logs for all transactions

b. EMPLOYEES deposit money received into the department with
Accounting at the earliest opportunity (daily when possible)

3. CASH DISBURSEMENT: All disbursement of cash funds follow procedures
outlined in General Order A-06.200 Fiscal Management: Purchasing, or
controlling policy

4. COST CENTER MANAGERS designate employees to receive and/or
disburse cash

5. PLANNING AND RESEARCH provides a monthly balance sheet to certain
special fund managers for reconciliation

I. RACKETEERING INFLUENCE
CORRUPT ORGANIZATION (RICO)
State and federal law allows for the seizure of assets and strictly governs
these assets

1. THE FINANCIAL CRIMES UNIT seizes valuable assets

2. THE FINANCIAL CRIMES UNIT DETECTIVE assigned to the case, with
review from the unit supervisor, safely stores the assets and seek all
necessary court orders until the courts determine how to disburse the
assets

3. FEDERAL AND STATE MANDATED REPORTS are processed according to
D-41.200B3
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J. CONTRACTUAL AGREEMENTS

[3.1.1]

K. PUBLIC DONATIONS

1. AN AGREEMENT GOVERNING CONTRACTED LAW ENFORCEMENT
SERVICES provided by the Chandler Police Department to other entities
shall include at a minimum the following items:

a. A statement of the specific services to be provided

b. Specific language dealing with financial agreement between the
parties

c. Specification of the records to be maintained concerning the
performance of services by the Chandler Police Department

d. Language dealing with the duration, modification, and termination of
the contract

e. Stipulation that Chandler Police Department maintains control over its
personnel

f. Specific arrangements for the use of equipment and facilities

g. A procedure for review, revision, and renewal, if needed, of the
agreement

h. Specific language stating any legal ramifications to be pursued in
Arizona courts

i. A statement to abide by state and federal employment law provisions
including nondiscrimination and legal worker requirements

j- Insurance and indemnification provisions

k. Conflict of interest provision

I. Dispute resolution contingencies and general provisions regarding
notice, assignment, severability, and administration of the agreement,
if recommended

2. EMPLOYMENT RIGHTS of department personnel assigned under a
contract for law enforcement services will be not be abridged, i.e.,
promotional opportunities, training opportunities, fringe benefits

TO POLICE DEPARTMENT

Chandler Police Department, under the umbrella of the City of Chandler,
gualifies as an exempt organization described in the United States Tax Code
Section 170(c)(1). The Department is fortunate to be the recipient of
donations. Donations to the Department enhance its mission to serve all
people within the jurisdiction and continue its ongoing efforts which are
dedicated to the prevention of crime and the protection of life and property;
the preservation of peace, order, and safety; the enforcement of laws and
ordinances, and the safeguarding of constitutional guarantees. Although the
Department is grateful for all donations offered, it will not accept donations
when such acceptance results in the compromise of its integrity or is contrary
to the law.

All campaigns to raise funds for charitable purposes require approval
from the Office of the Chief.

1. DONATIONS may be made to the Department in various forms, including:
a. Cash and/or cash equivalents

b. Other items deemed appropriate by the Chief of Police or designated
representative
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APPROPRIATENESS: Donors may request that their donation be used for
a specific purpose, provided such purpose is consistent with the
Department’s mission

RECEIPTS for Income Tax Purposes

a. Receipt all charitable donations accepted by the Department at cash
or fair market value to the donors with an official Police Department
Donation Receipt or letter

b. Donation receipts are available through the Planning and Research
Section

c. Certain donations, such as gifts of time or services, are gratefully
accepted; however, they are not eligible for a charitable gift receipt

d. Fair market value for the majority of gifts-in-kind will be defined using
the following criteria:

1) For donations under $500, the donor will establish the estimated
value. The donor will enter the estimated value on the donation
receipt.

2) For donations of $500 or more, the fair market value will be
established using the guidelines determined by the Internal
Revenue Service and explained in Publication 561 — Determining
the Value of Donated Property

DONATION PURPOSES

a. Expendable Funds: Donations designated as unrestricted are used
for the most urgent Department needs, or for the special purpose
requested by the donor

b. Capital Funds: Donations designated for capital purposes are used
for buildings, renovations, equipment purchases and/or repairs

c. Gifts-in-kind: Donations given to the Department, such as books, art
collections, and/or similar items are owned by the Department and
held by the administrative unit responsible for their use and care

DONOR RECOGNITION: All donor requests for anonymity will be respected
to the extent legally possible

CITY MANAGEMENT SERVICES DEPARTMENT, Accounting Section,
maintains an inventory of property of significant value owned by or
allocated to the Police Department in the city property journal

POLICE DEPARTMENT

a. Commanders/Cost Center Managers shall ensure that department
equipment and supplies necessary for their areas are issued
b. Stored property shall be maintained in a state of operational readiness
by the person or unit to whom it is assigned
1) Personnel assigned equipment are responsible for the
maintenance of equipment issued to them
2) Supervisors are responsible for ensuring personnel assigned to
them maintain their equipment in a state of operational readiness,
generally accomplished through line inspections
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3) Cost center managers will ensure that all fixed assets are
operational or in good condition, which may be accomplished
through line or staff inspections

4) Each cost center manager is responsible for the control,
distribution, and inventory of expendable office supplies and
operating equipment

Employees will inform Management Services of inventoried

equipment that has significant value that has been transferred by the

Property and Evidence custodian, rendered inoperative, put out of

service, or otherwise disposed of

3. COST CENTER MANAGERS will conduct inventories of property assigned
to their cost centers as deemed necessary to maintain property control,
addressing discrepancies to the affected division assistant chief

4. PROPERTY TRANSFER WITHIN THE POLICE DEPARTMENT

a.

Each time a piece of equipment specifically assigned to a division is

transferred to another division, a written memo shall be directed to:

1) The Property and Evidence Unit indicating the property
description, the City of Chandler identification (serial) number,
where the property is located and where it is being transferred

2) The fleet aide if the transfer involves vehicle equipment

Property and Evidence Unit members will notify the City of Chandler

Property Accounting Unit so that the inventory records can be

updated

5. PROPERTY TRANSFER TO ANOTHER CITY DEPARTMENT: Any property to
be transferred to another city department shall be processed through the
Property and Evidence Unit. Property and Evidence Unit members shall
be responsible for completing the City of Chandler Report of Property
form.

+4+
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Summary: This order describes City of Chandler purchasing procedures.

A. OVERSIGHT
THE CITY'S PURCHASING DIVISION

1. ESTABLISHES REQUISITION AND PURCHASE PROCEDURES, including
bidding procedures, establishing specifications, and selecting vendors,
and specifications for items requiring standardized purchases

2. PUBLISHES A PURCHASING GUIDE and makes it available to class
attendees and on Chanweb for access by each cost center manager for
their convenience

B. PURCHASING PROCEDURES
[17.3.1]

1. PURCHASING COORDINATOR: The division designee coordinates all
departmental purchases. Direct any questions reference purchasing to
designee or the division assistant chief.

2. WAREHOUSE: Before order or purchase, contact the city warehouse to
see if the warehouse already carries that item

3. TIMELINESS: Submit all purchase requests well in advance of need.
Contact the division designee for estimated delivery date.

C. PURCHASE ORDERS
GENERAL GUIDELINES

1. LIMITS
Figure 1. Purchasing Guidelines by Limits
Limit Requirements el | Cetme
Reg. Approval
General Goods and Services
Over $50,000 Formal bid MS-11 Yes
Proposal to be handled by Purchasing Use MS-14
of a valid contract
Sole Source
Emergency
$5,000 to Minimum of three verbal or written quotes MS-27 No
$50,000 Use of a valid contract and approval from MS-14
the Purchasing Office MS-16
Sole Source
Emergency
Up to $5,000 Purchasing Card MS-01 No
No specific competition required, best MS-16
discretion
By Cost Center | Blanket purchase order No
Consultant Services
Up to $30,000 | Informal quote process — min. three quotes MS-18 No
Over $30,000 Formal process is used MS-18 Yes
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AUTHORIZATION: A cost center manager or designee shall authorize
purchases according to budget appropriations and the Chief of Police or
designee must approve all requisitions

BLANKET PURCHASE ORDERS

a. Are designed to be used for approved purchases at designated
suppliers when commodities are unavailable at the city warehouse.
Obtain the name of the designated supplier from the division
designee.

b. Inform the cashier that you are a CPD employee (You must be on the
approved signature list.)

WAREHOUSE ITEMS: Obtained using an internal requisition or a Material
Issue/Turn-In Request, CC Form 15, with the approval of the division
designee

The Chief of Police may authorize employees to hold City purchasing cards,
formerly known as credit cards, to purchase goods and services or make
specific expenditures. See City of Chandler Regulation MS-01 and
purchasing cardholder contract for further information.

1.

PURCHASING CARD ASSIGNMENT

a. Authorized holders will sign a contract agreeing to abide by the
purchasing card policy and attend training as required

b. The card will have the individual holder's name, City of Chandler,

individual account number, and expiration date. No personal

information is included.

The holder must return the card when leaving employment

No other person is authorized to purchase using another

cardholder’s card except as outlined in MS01

oo

AUTHORIZATIONS: When a vendor seeks authorization, single purchase
and/or 30-day limits may be checked and the cardholder may be asked
for additional identification

SPENDING LIMITS: Each cardholder has an assigned single purchase
limit and a total for all purchases made within a billing cycle limit. Police
Department limits are as follows:

a. Single purchase/30 day limit - $5,000
The Chief of Police may establish lower limits for police employees
b. Purchase exceeding the limit: Will be denied unless approved by
the approving official or designee and the Purchasing manager or
designee to temporarily increase the spending limit

PROOF OF PURCHASE is required for each transaction for accountability,
e.g., shipping documents, phone logs, charge slips, etc., or memo with all
pertinent facts

GENERAL CONDITIONS for use

a. For Police Department purchases only

b. For a single purchase, even if for multiple items, not to exceed the
authorized single invoice limit

c. Foritems that are immediately available
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d. Confirm vendor agrees to charge purchase card when items ship so
receipt can be verified on monthly statement

6. PURCHASES REQUIRING PRIOR APPROVAL of cost center manager,

Ry assistant chief, or Chief of Police

a. City-approved travel must be specifically approved and receipts will
be required for the monthly purchasing statement and a copy for the
travel expense report

b. Purchase of food for official Department or city functions

c. Purchase of food for department emergency situations

d. Purchase of gasoline or oil for city vehicles

e. Repair of department vehicles

f. Janitorial, yard, and maintenance service other than repair services

g. Blueprinting services

h. Computer software and hardware, which must be first approved/
coordinated with IT

i. Printing/copying services authorized by Administrative Services

j- Telephone calls (only in travel status)

k. Gift cards/employee recognition items

I. Items not generally used in normal course of city business

7. PROHIBITED PURCHASES

a. Cash advances

b. Items that are stocked in the warehouse, unless it is efficient/cost
effective to do so

c. Personal protective clothing available through quartermaster unless
an emergency exists

d. Restaurant meals, except for the Chief of Police or authorized cases

e. Alcoholic beverages and tobacco products

f. Personal purchases

g. Coffee/beverage/water services for employee consumption

S h. Any product or service considered inappropriate use of taxpayer funds
ev i

Any fraudulent misuse
E. EMERGENCY PURCHASES

1. MAY BE AUTHORIZED WITH THE APPROVAL OF A SUPERVISOR (which
includes the rental of equipment) provided the following guidelines are
adhered to in accordance with Purchasing procedures

a. Emergency During Purchasing Office Hours: Contact the
purchasing manager, who will procure or authorize the procurement

b. Emergency Outside Of Office Hours
A supervisor may make the necessary procurement after the Chief of
Police or designee has given authorization

c. Must send a full report of the circumstances of the emergency
purchase to the purchasing manager and the Office of the Chief by
the next working day

2. SHOULD MAINTAIN RECEIPTS for any and all emergency purchases for
appropriate reimbursements

+44+
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A. POLICY

B. COMMAND PAGE

C. ADMINISTRATIVE
REPORTING

Department reports provide the Chief of Police and the department staff with
tools to evaluate the operations of work components of the organization

Chandler Police Department encourages communication at all levels of
responsibility within the department

1. DEFINITION: An electronic communication sent by text and/or e-mail,
initiated by a watch commander, communications supervisor, or
designee to notify members of the Command Staff of a major incident.
The Command Page is used early in the incident to keep staff informed.

2. COMMAND STAFF: Department management personnel including but not
limited to:

@~oooow

Chief of Police

Assistant Chief of Police

Police Commanders

Police Legal Advisors

Lieutenants

Public Information Officers

Other personnel identified and approved by Chief of Police or
designee

THE ADMINISTRATIVE REPORTING SYSTEM provides a continuous and
accurate flow of information between management and operation units,
including:

1. DAILY REPORTS

a.
b.

c.
d.

Written exceptional incident reports added to the briefing packet and
forwarded through the chain of command as necessary
Shift briefings
Verbal exchange of information between shifts
Electronic notifications made through PDINFO system. Email
address “Policelncidents” is to be used as a backup.
Daily incident reports
1) Electronically submitted reports of incidents involving elements of
special interest to investigative or criminal intelligence units within
the department or at the East Valley Gang and Criminal
Information Fusion Center, including but not limited to:
a) Crimes involving a unique M.O.
b) A pattern of crimes with a similar M.O.
c) Confirmed suspicious persons or circumstances
d) All major incidents identified in Section D of this order
2) Incidents intended to be disseminated to “Policelncidents” email

group
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MONTHLY REPORTS completed by each cost center manager and routed
through the bureau/precinct/section commander to the assigned Division
Chief. A monthly report includes:

a.
b.

~oao

Progress toward management objectives

Any significant changes in activity, calls for service, or criminal
activity

Major accomplishments for the month

New developments for the month

Project updates

Accreditation compliance verification

ANNUAL REPORTS

a.

The Police Department's portion of the annual budget report
overseen by the Police Planning and Research manager, including:
1) Recap of yearly activity

2) Major accomplishments of each organizational unit

3) Crime statistics - fiscal and calendar year

4) Financial activity recap

5) Progress toward management goals and objectives

Chandler Police Department Annual Report produced each year by
the Planning and Research Section to highlight the accomplishments
of the department for the year. It is distributed to department
personnel and to the public and contains the following information:

1) Recap of yearly activity

2) Major accomplishments of each organizational unit

3) Crime statistics — fiscal and calendar year

4) Adopted departmental budget

DEFINITION: Incidents which may involve a significant department
response and/or which generate significant public and department
interest

EXAMPLES: Major incidents include, but are not limited to:

a.
b.
c.

>

Officer involved shootings

Large disturbances or riots

Any on duty death, serious injury, or medical condition requiring
treatment at a medical facility involving a department employee
Death or serious injury of a prisoner in department custody

Death or serious injury of a civilian as a result of police action
Disasters such as major fires, serious hazardous material spills,
plane crashes, extensive flooding and road closures, etc., particularly
involving evacuations

Hostage or barricade incidents

Department employee taken into custody by any law enforcement
agency

Extensive damage to police facilities or equipment such as fire,
flooding

Incidents / Investigations with significant public impact or interest
Homicides or attempted homicides

Evacuations of city facilities, schools when in session, or homes,
apartments, or businesses when significant

VCU activation for serious or fatal traffic accidents

SWAT activations
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Missing child or endangered person

CIB callouts

Reverse911 activations

Threats made to a school

Any major crimes in progress (e.g., shooting, stabbing, armed
robbery, kidnapping, pursuit, etc.)

Any other event warranting notification as determined by the watch
commander

ON-SCENE SUPERVISOR RESPONSIBILITIES

Verify the Watch Commander is aware of the incident

Initiate a callout for additional resources (CIB, LAB, SWAT, etc.)

If also acting as the Watch Commander, ensure the on-duty
Communications Supervisor makes Command Staff notifications as
described in Watch Commander responsibilities below

Prior to the end of shift, ensure the online Significant Incident Report
is completed

WATCH COMMANDER RESPONSIBILITIES

a.

g.

Notify Command Staff via a Command Page as soon as practical
during the initial stages of the incident. Ensure the page contains
basic information about the incident:

1) Location of incident

2) Brief description of incident

3) Name of the supervisor on scene and phone number

4) Time incident occurred

5) OR#

Call-out any off-duty investigators or special assistance personnel as
needed

Either directly or through the communication supervisor, notify
command staff via Command Page as soon as practical. This is
normally done in the beginning stages of the incident.

Call the appropriate Precinct Commander concurrent with the page
or as soon as practical thereafter. The phone call does not replace
the Command Page.

Ensure notification to other agencies is done as needed including the
Maricopa County Attorney's Office, the Medical Examiner, the
Federal Aviation Administration, the Federal Bureau of Investigation,
etc.

Ensure the online Significant Incident Report is completed prior to the
end of shift

Complete After Action Report upon request by Commander or above

COMMAND STAFF RESPONSIBILITIES

a.

b.

Immediately begin natifications up the chain of command regardless
of the time of day
Call out any additional personnel as needed

MISCELLANEOUS RESPONSIBILITIES

a.

b.

The Chief of Police or a designee notifies the city manager or other
city officials at the Chief’s discretion

The Communications supervisor notifies the Communications
Section manager as needed and initiate the calling in of additional
communications personnel to handle incident-related telephone and
radio traffic if necessary
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E. SIGNIFICANT INCIDENT REPORT

1. DEFINITION: Events that have a significant department or community
impact and interest, but do not require immediate Command Staff
notification and/or response. Significant Incident reporting is completed
within PDINFO and is usually done before shift change by the watch
commander or their designee.

2. EXAMPLES include but are not limited to:

a. Minor officer injuries where an extended hospital stay is not expected

b. Damage involving department facilities or equipment requiring Risk
Management notification

c. Felonies involving serious injury or loss, or that have particular
department interest, such as long-term crime patterns or community
or media interest

d. A significant family event involving a department employee, such as
a birth or death

e. Significant weather conditions, such as flooding and road closures

f. Minor disasters that have limited community and media interest, such
as house fires, water main breaks, or gas line breaks

g. Other events that the supervisor or Watch Commander determines
may have a significant department or Command Staff interest

h. Newsworthy or community interest events

3. SIGNIFICANT INCIDENT REPORTING
a. On-scene supervisor responsibilities — When a significant incident
occurs, verify that the Watch Commander is aware of the incident as
soon as possible
b. Watch Commander or designee responsibilities
1) Complete an online Significant Incident report before the end of
shift to ensure appropriate distribution
2) Submit an event synopsis, not a lengthy write up; Significant
Incident reports are subject to public records laws
F. AFTER ACTION REPORT (AAR)

1. DEFINITION: An administrative review of an incident

2. EXAMPLES of incidents that may require an AAR:
a. Any incident requiring a large amount of police resources
b. When implementing ICS for a large incident or incident involving
multiple agencies
c. SWAT Call-outs (hostage, barricades, etc.)

3. THE CONCERNED PRECINCT COMMANDER generally initiates AAR. Any
commander or higher ranking officer may initiate an AAR.

Incident Commander prepares the AAR at the request of a Commander:

a. Incident Commander submits the report to the requesting
Commander or Chief within 10 days of request

b. PSS retains the AAR after review by Executive Staff

c. SWAT After Action Reports are separate from standard AARs and
retained by SWAT
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Standard | Description Action Frequency | Responsibility To
421 Use of Force Report Incident Line Supervisor [PSS Supervisor
41.2.2 Pursuit Review Incident Line Supervisor [PSS Supervisor
41.2.3 Stop sticks Review Incident Line Supervisor [PSS Supervisor
46.1.3 After Action Rpt | Report Incident ICS Commander [Req Cmdr/Chief
46.1.3 After Action Rpt | Report Incident SWAT Supervisor |[SwAT Command
70.1.7 Prisoner Escape | Report Incident Officer Line Supervisor
84.1.6 Change PE Inspection | Incident PSS Supervisor Chief
Custodian
Standard | Description Action Frequency | Responsibility To
71.4.3 Temporary Det. | Inspection | Weekly Admin Supervisor | Field Ops
Area Check Cmdr.
71.4.3 Fire Equipment | Inspection | Weekly Detention Ofc Det. Supervisor
71.4.3 Security inspect | Inspection | Weekly Detention Ofc Det. Supervisor
weapon/contrab
71.4.3 First Aid Inspection | Weekly Detention Ofc Det. Supervisor
72.2.3 Sanitation Inspection | Weekly Detention Ofc Det Supervisor
Standard | Description Action Frequency | Responsibility To
422 Use of Force Review Monthly PSS Supervisor Review Board
Board
41.2.2/ Pursuit/Accident/ | Review Monthly PSS Supervisor Review Board
41.2.3 Stop Sticks
81.3.2 Alternate source | Inspection | Monthly Facility Maint. Compliance
of power Supervisor Coordinator
Standard | Description Action Frequency | Responsibility To
422 Use of Force Report Quarterly Operation Support | Asst. Chief
Citizen Review Supervisor
17.4.2 Cash Funds Report Quarterly Cost Center Asst. Chief
designee
35.1.3 Entry Level Emp | Report Quarterly Supervisor Lieutenant or
Perf. Eval. Manager
41.3.8 Body Camera Report Quarterly PSS Supervisor Chief
Data
43.1.3 Crime Control Report Quarterly PSS Supervisor Chief
Funds Audit
Standard | Description Action Frequency | Responsibility To
84.1.6 Property control | Inspection [Semiannually| Prop & Evidence | Asst. Chief
procedures by Supervisor
P&E
Standard | Description Action Frequency | Responsibility To
1.1.2 Ethics Training Activity Annually Training Special Ops Lt.
Supervisor
1.2.9 Bias Based Review Annually PSS Supervisor Chief
Profiling
4.2.4 U of F Analysis | Analysis Annually PSS Supervisor Chief
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4.3.3 U of F policy & | Activity Annually Training Special Ops Lt.
Lethal / Less Supervisor
Lethal Proficienc
15.2.1 Update of Goals/| Report Est. by City | All Cost Center Chief
Objectives managers
Budget Recomm| Report Annually All Cost Center Chief
by Major Managers
Functions
22.4.3 Employee Analysis Annually PSS Commander | Chief
Grievances
26.2.5 IA Investigation | Report Annually PSS Supervisor Chief
Statistical
Summary
31.2.2 Recruitment Analysis Annually PSS Supervisor Chief
Plan
33.5.1 Legal Update Activity Annually Training Supervisor| Special Ops Lt.
35.1.2 Employee Evaluation | Annually All Supervisors Chief

performance eval
35.1.9 Personnel EWS | Evaluation | Annually PSS Supervisor Chief

40.2.3 Criminal Intel Review Annually Intel Supervisor ciB
procedures/ Commander
policies

41.2.2 Pursuit Report | Analysis Annually PSS Supervisor Chief

41.2.7 Training on Report Annually Training Special Ops Lt.
mentally ill Supervisor

46.1.9 Training on “All | Activity Annually Training Special Ops Lt.
Hazard” Plan Supervisor

46.1.10 | Active Threat Review / Annually Training Special Ops Lt.
policy & Training| Activity Supervisor

71.4.3 Temp. Det Area | Review Annually Field Operations | Asst. Chief
& Procedures Designee

81.3.2 Alternate source | Test Annually Facility Maint. Compliance
power, full load Supervisor Coordinator

82.1.6 Central record | Audit Annually Technology Chief
computer sys. Manager

84.1.6 Property Bldg Audit Annually PSS Supervisor Chief
Audit

84.1.6 Unannounced Inspection | Annually PSS Supervisor Chief
Property Inspect

Standard | Description Action Frequency | Responsibility To

31.2.3 EEO Plan Review Biennially PSS Supervisor Chief

Standard | Description Action Frequency | Responsibility To

21.2.2 Job Description | Review Every 4 years| All Cost Ctr Mgrs | Chief

71.2.1 Temp. Detention| Activity Every 4 years| Detention Asst. Chief
Training Supervisor

72.1.1 Holding Facility | Activity Every 4 years| Detention Asst. Chief
Training Supervisor

2. RETENTION SCHEDULE for the above listed reports:

Daily/Weekly reports 4 years after month created
Monthly reports 4 years after month created
Quarterly reports 4 years after quarter created
Annual reports 4 years after year created

Biennial reports 4 years after year created
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H. AGENCY LIABILITY /
RISK MANAGEMENT
1. SUPERVISORS WILL BE ALERT to any incident in which the City of
Chandler may have liability, including incidents in which there is an
increased likeliness of death or injury to persons or significant loss of

property

2. WHEN SUCH INCIDENTS OCCUR, supervisors will:
a. Contact the on-duty police legal advisor
b. Complete the risk/liability report at the end of this order if requested
by the legal advisor and forward it to the Legal Unit
c. Complete any other instructions from the legal advisor

+44
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Chandler Police Department After Action Report

Incident Type:

Location:

Date:

Call Description:

Time:

ICS Used:

INCIDENT COMMAND SYSTEM (ICS)

YES ] NO O

Location of Command Post:

Radio Channel Used:

Duty Commander Notified: YES [] NO ]

OTHER AGENCY INVOLVEMENT
(If necessary a roster of other agency or department personnel can be attached)

OTHER AGENCY / CITY DEPARTMENTS INVOLVED

Agency / Department Contact Person & Phone

Capacity / Duty

SPECIALIZED UNITS

SPECIALIZED UNITS USED (SWAT, BOMB, TRAFFIC, ETC)

Specialized Unit

Role/Assignment
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Incident/Activity Debriefed YES [] NO [ ]

INCIDENT / ACTIVITY SUMMARY
Attach a brief narrative that includes:

o Action Plan
o Goals and Objectives
Results of Incident
Cost Associated (If applicable)
Lessons Learned (What worked, what didn’t work)
Suggestions for Improvement
Diagram of Event / Situation-Attach Copy if Applicable

Narrative:
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A-07 REPORTING AND INSPECTIONS

GENERAL ORDERS Subject Effective

200 Department Inspections 08/10/12

SUMMARY:

This order describes the role of and procedures for department inspections.

A. PURPOSE OF INSPECTIONS

[11.4.1]
1. To provide the Chief of Police and the department staff with the tools to
evaluate the operations of work components within the organization
2. To determine if employees throughout the chain of command are
complying with policies and procedures and accreditation standards
3. To create an atmosphere of self-analysis and continuous improvement
among work components
B. POLICY
Employees will conduct inspections with clear objectives and a positive
approach
C. LINE INSPECTIONS
[17.5.3] [53.1.1]
1. PURPOSE: To ensure all members are adhering to department

requirements in such areas as persons, facilities, procedures, or other
elements being inspected

a.
b.

C.

May be carried out by any supervisor within the chain of command
Are often conducted by supervisory personnel responsible for
ensuring the correction of substandard conditions revealed in
inspections

May be performed formally or through informal observation

RESPONSIBILITY: Sworn and civilian supervisors at every level of the
department are responsible to conduct line inspections

TYPES OF LINE INSPECTIONS

a.

Uniformed Inspections

1) Who: The immediate supervisor of all uniformed employees shall
formally inspect their assigned employees periodically

2) When: All supervisors should conduct informal inspections daily

3) What: Supervisors shall inspect the employee's appearance,
personal hygiene, uniform, assigned equipment, and
miscellaneous equipment

Non-uniformed Inspections

1) Who and when: The immediate supervisors of sworn and civilian
employees who have direct contact with the public in the
performance of their duties while serving in a non-uniform capacity
shall daily conduct informal line inspections

2) What: Supervisors shall inspect the employee's appearance,
personal hygiene, clothing, assigned equipment, and
miscellaneous equipment
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Vehicle Inspections (See B-17.100)

1. Each supervisor shall conduct random inspections of assigned
and unassigned vehicles

2. Each division chief or designee shall conduct periodic inspections
of all division vehicles

Facility Inspections: A designee of the Chief of Police shall conduct

facility inspections quarterly

4. LINE INSPECTION REPORTS

a. Complete inspections on the proper forms

1) The fleet aide will report results of periodic vehicle inspection
deficiencies to the fleet aide’s assigned supervisor

2) The employee completing the quarterly facility inspection shall
document the results by memo to the Professional Services
Division Chief with a copy to the Professional Standards Section
(PSS) commander

Supervisors shall make inspection reports available for affected

employees regarding the items in question

Supervisors conducting line inspections pertaining to uniforms,

vehicles, or equipment shall document failures of line inspections in

the employee's performance appraisal

5. CORRECTIVE MEASURES

a. Supervisors will take immediate action to ensure the correction of

b.

D. SPECIAL INSPECTIONS

[53.1.1] [53.2.1]

minor problems revealed during inspections

Supervisors will take appropriate follow-up procedures to ensure
future conformity to standards

If repair or replacement of equipment is required, supervisors will
direct a memo to the appropriate division coordinator stating the
nature and cause of the problem and the corrective action required

Special inspections provide the Chief of Police and department staff with a
tool to evaluate the operations of work components in the organization and
create an atmosphere of self-analysis and continuous improvement.

1. OBJECTIVES OF SPECIAL INSPECTIONS

a.

b.

To assist all members of the management team through independent
and objective analysis, review, and evaluation of existing programs,
procedures, and activities

To determine whether results are consistent with pre-established
goals and objectives, programs are being carried out as planned, and
management tools are in place to measure their efficiency and
effectiveness

2. ROLE OF MANAGEMENT IN INSPECTION PROCESS

a.
b.

To support the inspection process
To promote total quality in each unit, program, or operation
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3. NATURE OF SPECIAL INSPECTIONS

a. Design provides concise, objective, and relevant information for
management decision-making
b. The focus is on:

1) Procedures, effects, and issues, not on personalities (For this
reason, all facts, findings, and recommendations are phrased
without reference to particular individuals)

2) Improvement rather than fault finding

4. TYPES OF SPECIAL INSPECTIONS

a. General inspection: Examines a cross-section of operational
functions and procedures of a particular unit or command

b. Specific inspection: Examines and evaluates a single function or
operations procedure performed either by a single unit or as a
process by several units

5. AUTHORITY OF SPECIAL INSPECTIONS TEAM

a. The PSS, under the command of the Office of the Chief, conducts
inspections and coordinates the use of inspectors not part of the unit

b. The PSS will coordinate all special inspections

c. The PSS has no command authority over line components

6. REQUESTS FOR SPECIAL INSPECTIONS

a. Division chiefs may request inspections within their areas of
responsibility through the Office of the Chief whenever they believe
such an inspection would assist them in the management of their
divisions

b. The Office of the Chief will prioritize inspection requests

7. SPECIAL INSPECTION TEAM SELECTION AND RESPONSIBILITY

a. Selection: PSS and/or other department members appointed by the
Chief of Police or the Chief's designee
b. Responsibilities
1) Function under the policies and directions of the Chief of Police
2) Act on behalf of the Chief of Police as an evaluation team
3) Review and evaluate any program, policy, order, plan, procedure,
or record within the department
4) Access all records and any other properties relevant to the
performance of an inspection
5) Solicit the expertise of additional personnel whenever necessary
6) ldentify discrepancies and issues
7) Make recommendations

8. PRE-INSPECTION NOTIFICATION: The PSS inspector will:
a. Notify the commander/manager in writing of the dates for the special

Rev inspection before the inspection unless otherwise directed by the
Office of the Chief
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b. Meet with the Chief of Police or designee and the affected
commander/ manager to discuss which programs will be inspected
prior to the inspection

9. INSPECTION PROCESS

a. Types of evaluations that may be used singly or together are:

b.

1)

2)

3)

Research Assessment: identifies the proposed program or
operational goals, outlines resources needed to carry out the
program, and summarizes the status of practices in other
agencies

Management Evaluation: describes the activities of the program
or operation, assesses the management tools used in it, and
measures the progress made toward achieving goals; may
provide continuous improvement recommendations
Comprehensive Evaluation: evaluates program and operational
effectiveness, assesses resources usage and deployment, and
provides continuous improvement recommendations

The inspection team may use the following methods to conduct the
evaluation:

1)

Data collection
a) Observation
b) Interviews
c) Document review

2) Analysis: measure the data collected

a) Quantitative analysis
b) Qualitative analysis

3) Assessment: evaluation

a) Observation
b) Interviews
c) Document review

10. POST-INSPECTION REVIEW

a. When the inspection is completed and prior to the report being
finalized, the PSS inspector:

1)
2)

Shall meet with the commander/manager and review the findings
May ask the commander/manager to clarify findings and comment
on the recommendations prior to submission of the final report

Commanders/managers are encouraged to discuss the findings
thoroughly enough to be able to address those findings in their
response to the inspection report

11. SPECIAL INSPECTIONS REPORT

a. The inspector shall complete a report for all special inspections. The
special inspection report is a memo from PSS to the Chief of Police
addressing:

1)
2)

Inspection findings
Recommendations made by the inspection team

The inspector will determine the format for the report, which may
include:

1) An executive summary

2) A discussion of the program or operation inspected
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3) Findings that identify management issues
4) Recommendations

c. Within 15 days of routing the special inspection report, the
commander or manager will review the inspection report. If more than
one component is affected, the Chief of Police will determine which
commander/manager shall have the responsibility for writing the
inspection response report.

d. The Chief of Police will review and sign the inspection report and
forward the original to PSS for retention with a copy routed to the
commander/manager for future reference

e. Routing of completed report (Figure 1)

Figure 1. Special Inspection Report Routing

Who When What
PSS Inspector | Upon Sign and route to affected
completion commander/manager
Commander/ | 15-day Sign acknowledging review and
Rev manager review route to the Chief of Police. Chief

will determine routing if more than
one cost center manager is

involved.
Chief of Police | Upon review | Sign and route to PSS
PSS Upon review | Forward copies to each affected

commander/manager and to file

12. INSPECTION RECORD KEEPING AND SECURITY

a. PSS will maintain inspection files and reports

b. No portion of any working papers, written reports, or other material
that was collected during the inspection will be removed from PSS
without the approval of the Office of the Chief or the Chief’s designee

E. ANNUAL AGENCY INSPECTION
[12.2.1] [53.2.1]
1. OBJECTIVES: To ensure that:

a. General orders and policy manuals reflect current department policy
b. Policies are being followed, and
c. Proofs of compliance for accreditation standards are collected

2. RESPONSIBILITY: Each division chief will conduct his own annual
inspection coordinated by PSS

3. PROCESS: The annual agency inspection consists of two segments,
policy review and documentation of compliance with accreditation
standards, as outlined below in Figure 2. Annual Agency Inspection
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Figure 2. Annual Agency Inspection Procedures

Who | Action
a. Collection of Proofs of Compliance for Accreditation: Due 3rd quarter CY
1) PSS a) Distributed to each division chief a list of requested proofs of

compliance documentation by cost center during the 2nd gtr. CY
b) Provide guidance to cost centers in the collection of documentation

2) Division Chief | Distribute list of requested documentation to cost center managers or
their designees

3) Cost Center a) Assign a lead person to coordinate with PSS and to collect
Managers documentation items
b) Address by memo any deficiencies with timeline for correction to
chief
¢) Return documentation to division chief by due date with completed
checklist

4) Division Chief | Forward all documentation with completed checklist to PSS

5) PSS Review documentation, file in appropriate accreditation standard file,
and update database

b. Policy Review Procedure: Due end of 3rd quarter CY

1) PSS Distribute to each division chief a list of policies assigned by cost center
and associated accreditation standards by August of each year

2) Division Chief | Distribute list of policies to be reviewed to cost center managers or their

designees
3) Cost Center a) Compare operations to policies to ensure they accurately reflect legal
Managers or mandates and practice and remain in compliance with related
designees accreditation standards
b) Collaborate with other cost centers when an order affects multiple
areas
¢) Conduct interviews or observe operations to compare orders with
practice

d) Revise policy or write new policy as necessary, complete an order
revision request, and forward a printed copy for requested changes
to the chief for approval

4) Division Chief | a) Review and approve all revisions to policy
b) Return completed list of policies for each cost center to PSS with
suggested revisions (due date determined by PSS)

5) PSS a) Ensure the final revisions are in compliance with accreditation
standards and format is consistent with policy requirements
b) Distribute coordinated policy to command staff for approval

F. RECORDS RETENTION SCHEDULE

Inspectors will maintain inspection records for a period of three years from
the completion of the inspection

+44
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SUMMARY This policy protects the interests of the City and the department and ensures

a fair and uniform treatment of all persons traveling on behalf of the City and
Police Department.

A. POLICY

B. TRAVEL REQUEST
AND AUTHORIZATION

1.

Rev

C. TRAVEL ADVANCES
FOR EXPENSES

The Chief of Police may authorize employees to travel in order to transact
official Police Department business (including training)

Administration Regulation No. MS-26 governs employee travel

THE ADMINISTRATION OFFICE TRAVEL COORDINATOR will
complete CC Form 76, Travel Request, Authorization, and Expense
Report for Police Department employees traveling on official City
business. Employee must give travel coordinator “Access Authorization”
in Oracle when training/travel has been approved.

OUT-OF-CITY TRAVEL FOR TRAINING: Must complete a training
request form in full, accompanied with conference schedule, class
agenda, or other evidence of the opening and closing dates. Host hotel
information should be included, if applicable. The training request will not
be considered unless the training request form is complete and approved
a minimum of 30 days prior to the start date of the event. Cost center
managers must approve any exceptions.

IN-STATE TRAVEL APPROVAL AUTHORITY

a. More than $100 total Cost: The Chief of Police or designee must
approve on CC Form 76

b. Less than $100 total cost (registration, food per diem, lodging, etc.) or
only staff time required: The affected commander may approve

c. Lessthan $100 total cost, but requiring an overnight stay requires a
CC Form 76 to be completed by the Travel Coordinator

OUT-OF-STATE TRAVEL, BUT WITHIN THE UNITED STATES: Must
obtain the Chief's or designee’s authorization and approval on CC Form
76, even if there is no cost to the City of Chandler

OUT-OF-COUNTRY TRAVEL: The Chief of Police or designee must
approve on CC Form 76. The completed form will be forwarded to the
City Manager for final approval.

SUBMIT TRAVEL ADVANCE REQUESTS on CC Form 76 for the
estimated expenses 10 business days before the event in order to meet
accounting deadlines and obtain advance payment
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2. AN ADVANCE PAYMENT DOES NOT CONSTITUTE APPROVAL for
expenditure of the entire amount; all expenditures must be justified and
approved on the expense report

D. CLASSIFICATION
OF EXPENSE ITEMS

List of allowable expenses guidelines (not all inclusive and interpretation is
within the purview of the Chief of Police)

1. SPECIFICALLY PROHIBITED EXPENSES

a. Reimbursement for personal and family items
b. Alcoholic beverages
c. Non-business related entertainment

2. TRANSPORTATION

a. Within the State: City vehicles are the standard method of
transportation. When circumstances warrant or if City vehicles are not
available, travel by air, rail, or personal vehicle may be requested and
requires pre-approval from the Chief of Police or designee (reference
CC Administrative Regulation No. MS-26)

1)

2)

When more than one department employee is traveling to the
same training event or duty location and a City vehicle is provided,
an employee(s) who chooses to travel in a personal vehicle will
not be reimbursed for mileage or other transportation expense

If more than one individual travels in the same private, non-City-
owned vehicle, only one individual is eligible for mileage
reimbursement

b. Out-of-State: Air travel is the standard method of transportation.
When circumstances warrant, travel by rail, City vehicle, or personal
vehicle may be requested and requires pre-approval from the Chief of
Police or designee.

c. Use of City or personal vehicle for out-of-state travel

1)
2)

3)

Lodging, meals and travel time will be allowed on the same basis
as if the individual had traveled by air
Time used in excess of air travel will be charged to vacation or
accumulated compensatory time with few exceptions
Use of personal vehicles may be authorized when the
convenience of the City is served
a) The standard mileage rate as determined by the Internal
Revenue Service will be allowed
b) Total allowance shall not exceed the cost of air passage if
such service is available
¢) The most direct route will be used when calculating vehicle
mileage
d) When using person/privately-owned vehicle:
¢ Primary liability rests with the owner of the vehicle to the
limits of the owner’s liability insurance policy
e Secondary liability is taken into account for vehicle liability
purposes only after primary liability has been satisfied. City
insurance does not cover damages to the personal /
privately-owned vehicle.

4) When a City vehicle is used, the City purchasing card may be

used to obtain gasoline, oil, and other supplies for the vehicle
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a) On the expense report, note “City Car”

b) If emergency repairs are necessary, make a reasonable
attempt to contact Fleet Services. Submit proper receipts for
reimbursement.

d. When air, rail or bus transportation is used

1)
2)
3)

4)

5)

Should purchase round trip tickets
Must submit receipts for this type of travel
Coach or discount airline tickets are standard for out-of-state
travel. First Class travel is NOT allowed.
Local transportation expense is allowed when such transportation
is necessary to properly conduct City business, i.e., taxicab, bus
(shuttle) fare, or car rental
a) Must obtain approval of car rental fees in advance at the time
CC Form 76 is submitted
e Employee must establish the need for a rental car
¢ Consideration includes number of days in travel status,
distance from the airport to the travel destination,
availability of public transportation, etc. Personal use is
not a consideration.
b) Must submit receipts
For rental car insurance details, see COC Administrative
Regulation MS-26, Section 4.E.2.g

When traveling with family members, the employee must pay the
cost of the airline, rail, or bus fare for the family members. The City
will pay only for the employee’s fare.

Parking at an airport/mileage to and from

1)
2)
3)

4)

Use long-term economy parking lots

Must present receipt for reimbursement

Transportation and parking fees shall not exceed the cost of
airport shuttle or Uber or Lyft services

The mileage from the employee’s residence to the airport may be
reimbursed if it exceeds the mileage from the employee’s address
to the worksite. Only the additional difference in mileage will be
reimbursed.

3. LODGING: The City provides for adequate housing necessary and
appropriate to the purpose of the trip (relative to area and availability
where business is being conducted)

a.
b.
c.

d.

Keep itemized receipts to obtain reimbursement

Express checkout is not allowed unless daily charges are itemized
Additional rooms or rates necessitated by family or spouses will be at
employee’s expense

For extended travel, employees provide their own housing and
reservations beyond the dates required for official city business

4. MEALS: Employees shall receive an allowance for meals only when the
Police Department requires an employee to perform official police
business requiring an overnight stay

a. Overnight travel: Meal receipts are not necessary unless the meal
expenses exceed the per diem rate or are needed for reimbursement
from outside agency

b. Alcoholic beverage consumed with a meal: Not reimbursed
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c. Meals eaten in flight: Included in airfare and not reimbursable;
however, meals prior to or after the flight due to unusual hours of
departure or arrival will be reimbursed

d. Meals or hotel lodging included in registration: No allowance
given. A per diem meal allowance will be prorated and adjusted for
meals provided through registration fees or other special
arrangements which relieve the employee of out-of-pocket expense.

e. Intentionally not completing the training approved by the Police
Department Training Committee:

1) No per diem shall be paid

2) Sanctions may be imposed

3) Reimbursement for meals, lodging, travel, and registration fees
will be required

ENTERTAINMENT: Entertainment necessary in the conduct of City
business is allowed

a. If anticipated when trip is planned, you must obtain specific approval
from the Chief of Police in advance

b. You mustindicate on your expense report for reimbursement
1) Who was being entertained
2) Reason for event

TELEPHONE AND FAX CHARGE: Telephone and fax charges are
allowed for official calls only and with proper documentation

REGISTRATION FEES: Fees charged for registration at any convention
or meeting are allowed for reimbursement with a receipt and a copy of the
conference program indicating fee

MISCELLANEOUS: Must itemize all miscellaneous expense

a. Gratuities: Included in per diem incidentals and not reimbursed
individually (meal service, maid service, bell hop, etc.)

b. Expenses for unusual circumstances: May be approved at the
Chief’s discretion

E. REPORTING EXPENSES

UPON COMPLETION OF TRAVEL, the travel coordinator will complete an
Oracle expense report with actual expenses incurred by the department
employee

1.

EMPLOYEE WILL FILE RECEIPTS with the travel coordinator no later
than five working days following the employee’s return to work

EMPLOYEE MUST RETURN ANY UNUSED PORTION of a travel
advance to the travel coordinator the first day employee returns to work

IF ACTUAL EXPENSES EXCEED the amount advanced, make requests
for reimbursement by submitting an expense report, with proper receipts
scanned, no later than five working days after return

AN EMPLOYEE WITH AN OUTSTANDING TRAVEL ADVANCE must
reconcile the transaction before another travel advance may be issued
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5. THE CHIEF OF POLICE (or designee) may authorize the withholding of
the individual’'s paycheck until the expense report is filed

F. REIMBURSEMENT BY

OUTSIDE AGENCY

WHEN TRAVEL EXPENSES ARE REIMBURSED BY AN OUTSIDE
AGENCY, the individual will indicate this fact on CC Form 76 Travel Request,
Authorization and Expense Report for obtaining reimbursement

1. THE TRAVEL COORDINATOR WILL PREPARE the actual expense
reimbursement claim that will be submitted to the external organization

a.

Employees will provide receipts to the travel coordinator for
expense reimbursement verification before submitting any expense
claim to an external organization

Employees MUST support all expenses by an itemized vendor
receipt or detailed invoice, and shall include competent evidence of
payment

Claims for food or entertainment expenses: Must indicate the
person or persons entertained and the pertinent issues discussed
Avoid commingling personal and reimbursable expenses in a
single transaction. If personal and reimbursable expenses are
commingled on a personal credit card, clearly strike all personal items
from the receipt and provide an adjusted receipt total figure.
Commingling personal and reimbursable expenses on a city
purchasing card is a violation of Administrative Regulation MS-01.

2. THE CHIEF OF POLICE (OR DESIGNEE) will examine the expense
reimbursement verification form and submitted expense claim to verify
completeness and accuracy through the following procedures:

a.

Qo

Verify that the expense reimbursement verification form is completed
and agrees with the actual expense claim to be submitted to the
external organization

Examine supporting documents to verify that all requirements
noted above have been met

Verify the mathematical accuracy of amounts to be claimed
Maintain copies of all documents required in the Administration
Office’s travel and authorization file

+44
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Summary This policy describes Chandler Police Department’s policy regarding bias-

A. PHILOSOPHY

B. POLICY
[1.2.9]

C. DEFINITIONS

D. CONDUCT DURING
TRAFFIC STOPS

E. SUPERVISORS

based policing related to enforcement.

Officers should display a reverence for the legal rights of all persons and for
the law itself. Bias-based policing (including racial profiling) by police officers
is unethical and unacceptable. (Refer to General Order A-01 Department
Philosophy for further discussion.)

OFFICERS WILL NOT STOP an individual based only on race, ethnic
background, gender, gender identity/expression, sexual orientation,
religion, economic status, disability, age, cultural group, or any other
identifiable group

BIAS-BASED POLICING in traffic contacts, field contacts, and asset
seizure and forfeiture efforts is prohibited

BIAS-BASED POLICING: Selection of an individual for enforcement
action based solely on a trait common to a group, including, but not
limited to, race, ethnic background, gender, gender identity/expression,
sexual orientation, religion, economic status, disability, age, cultural
group, or any other identifiable group

RACIAL PROFILING: Reliance on skin color, race, and/or ethnicity as an
indication of criminality, reasonable suspicion, or probable cause except
where part of a description of a suspect

ENFORCE TRAFFIC LAWS in an unbiased, courteous, and professional
manner

BASE TRAFFIC STOPS or detention of motorists and pedestrians on
reasonable suspicion and/or probable cause that they have committed,
are committing, or are about to commit a violation of the law

FOLLOW GUIDELINES in General Order G-01.100C for contacting traffic
violators

WILL ADDRESS ISSUES OR TRENDS and provide appropriate remedy
WILL DOCUMENT instances of bias-based policing

WILL NOT TOLERATE RETALIATION for any individual reporting any
such incident
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4. WILL RESPOND TO the Early Warning System’s alert to any trend in
complaints of employee’s alleged involvement in bias-based policing

a. Atthe employee’s anniversary date, and/or
b. Atthe occurrence of a related incident

F. COMMUNITY INVOLVEMENT

CHANDLER POLICE DEPARTMENT’S MISSION includes “developing a
partnership with all members of our community.” Outreach opportunities
include, but are not limited to:

Citizen academies

Ride alongs

Focus groups in the community

Walk and talks in the community

Volunteer opportunities

Public Safety television programs

Interactive Police Department website with policies available
Complaint form available on the Police Department website

NN E

G. COMPLAINTS
Supervisors will;

1. PROCESS COMPLAINTS according to department procedures

2. DOCUMENT INQUIRIES fielded by supervisor but not reported to
Professional Standards for investigation in the employee’s daybook

H. TRAINING [1.2.9]

The Training Unit arranges initial and annual training on biased issues and

Rev cultural awareness for all affected personnel, including:

1. THE FOURTH AND FOURTEENTH AMENDMENT legal provisions for
the use of force using AZ POST-initiated training on racial profiling

2. LEGAL ASPECTS of bias-based policing included in all appropriate
recruit and in-service classes

3. SUPERVISOR TRAINING to include:

a. Employee evaluations
b. Recognition of employee warning signals
c. Bias-based policing/cultural awareness

I. ANNUAL REVIEW
[1.2.9] Professional Standards will conduct an annual documented administrative

review of agency practices to include:
1. Citizen concerns related to bias-based policing

2. The annual review of complaints and inquiries and any corrective
measures taken

3. Results of surveys and feedback from various citizen programs
+44
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SUMMARY
[11.4.2] [82.3.4] The purpose of this order is to describe the role of the Police Legal Unit as

A. POLICY

B. ORGANIZATION

C. GENERAL DUTIES

related to Chandler Police Department

1. THE PRIMARY FUNCTION of the legal advisors is to minimize liability to
the City

2. THE REPRESENTATION OF THE COMMAND STAFF and employees of the
department is limited to providing legal advice and representation that is
consistent with minimizing liability to the City of Chandler

The Chandler Police Department Legal Unit is comprised of two assistant city
attorneys assigned to the department as legal advisors and an executive
assistant

THE LEGAL UNIT IS AVAILABLE to perform the following tasks 24 hours a
day, seven days a week for:

1. Advising the Chief and command staff on the following:

AT T TQT0 00T

Policy and procedures

Personnel issues and employment law
Contracts

Liability issues

Criminal investigations

Training

Strategic planning

Public records requests

Community relations issues

Policies and general orders
Day-to-day management issues
Contract development and interpretation

2. PROVIDING 24/7 IN PERSON OR TELEPHONIC ADVICE TO ALL POLICE
OFFICERS of the Chandler Police Department including but not limited to
the following areas:

a.

"o 0o

Fourth Amendment/search and seizure, including stops, detentions,
arrests, use of force, warrantless arrests, warrantless entries,
warrants, warrant drafting and execution

Fifth Amendment, including Miranda issues, right to remain silent,
right to counsel

Statutory interpretation

Probable cause

Report writing

Courtroom testimony and demeanor
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Evidence issues, including chain of custody, admissibility of evidence
in court
Police use of force investigations

PROVIDING THE FOLLOWING ADMINISTRATIVE LEGAL SERVICES to the
Chandler Police Department:

T U@ me o0 T

K.

Review as needed all release of weapons from police property
Interpleader actions

Coordinate civil case discovery with city’s litigation attorney
Public records request review, coordination, and response
Criminal nuisance litigation

Gang injunction litigation

Forfeiture litigation

Contract review, drafting and approval as needed

Publishing the Chandler Police Legal News Bulletin

Speaking at the citizens academy, community meetings and beat
meetings

Writing other training materials

I. Providing input on legal issues concerning police on the state and

m.

LT

national levels

Legal advisor for issues arising during or related to the Citizens Police
Review Board

Draft or assist in the drafting of new or revised ordinances

Provide legal advice and input to Use of Force Review Board and
Accident/Pursuit Review Board

Act as liaison between police and prosecutors’ offices

Provide legal advice as needed to vehicle impoundment unit hearing
officer

PROVIDING CONTINUAL TRAINING to sworn personnel and civilian
support staff, as appropriate, in:

S3TXTTSQ 00000

Search and seizure

Laws of arrest

Civil liability

Use of force
Constitutional law
Criminal law

Enforcement of civil orders
Handling of labor disputes
Handling of protestors
Employment law

Privacy laws

Public records law

. Courtroom demeanor and presentation

Legal updates
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D. MANDATORY RESPONSE

Other General Orders in this manual require the on-call legal advisor to
respond either in person or telephonically, as appropriate, to the following
incidents:

Officer-involved shootings

Officer-involved traffic accidents with injuries

Incidents involving significant injuries to an officer

Officer exposed to hazardous materials or biological fluids
Search warrants with high threat assessments

SWAT call outs

E. RECOMMENDED CONTACT

CONTACT WITH THE ON-CALL LEGAL ADVISOR may be of particular benefit
in the following cases:

SahwWN -~

Homicides or aggravated assaults with life threatening injuries
Fatal traffic accidents or accidents with life threatening injuries
Any situation where there is a possibility of city liability
Enforcement of child custody orders

When enforcement action is contemplated in incidents with First
Amendment issues

Operations involving multiple law enforcement agencies
Warrantless entries, if there is time to do so

Review of search warrants before submission to judge
Operations that will probably result in arrests or searches where the
situation is moving and fluid

10. Civil disputes

o=
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Responsibilities

Summary This order describes the organization and responsibilities of the Professional
Standards Section.

A. GOALS AND OBJECTIVES

1. GOAL: To instill citizen and employee confidence in the Department by
maintaining the professional standards of the Department and its
employees

2. OBJECTIVES

a. Conduct regularly scheduled inspections and audits as directed by the
Chief of Police to assess the procedural quality control for both
departmental and accreditation standards

b. Develop a recruitment plan for attracting both in-state and out-of-state
gualified applicants for all positions within the Chandler Police
Department

c. Provide a professional and timely selection and hiring process for
applicants applying for positions with the Department

Rev d. Maintain a 120-day or less hiring process for sworn personnel

e. Provide fair, impartial and timely coordination and investigation of
internal and external complaints against department employees,
maintaining less than one sustained external citizen complaint per
10,000 population

f. Maintain current and accurate policies and CALEA accreditation

B. ORGANIZATION

A LIEUTENANT COMMANDS THE PROFESSIONAL STANDARDS SECTION and
is directly accountable to the Police Chief. The commander administers the
following functions and programs:

1. Internal Affairs

2. Recruitment, selection, and promotions for all police personnel in liaison

with City Human Resources

Specialty assignment selection process

Liaison with the City Safety Office for employees’ injury and accident

reporting

Administration of use of force review and pursuit and accident review

Inspections and audits

Policy writing and maintenance

Accreditation compliance

Facilitates the Awards Committee

0. Facilitates the Brady Review Committee. Coordinates with Legal staff to
review all internal affairs investigations for Brady issues and schedules
guarterly committee meetings.

W
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SUMMARY:
This order establishes guidelines for department employees concerning
release of information to ensure compliance with relevant state and federal
law and court decisions regarding the release of public information
A. POLICY

B. MEDIA RELATIONS UNIT

The nature of police service requires public accountability and a response
to any legitimate inquiry regarding operations

1.

This department will establish a relationship with the news media based
on mutual trust and respect

Employees of this department will release information in conformance
with legal restraints and departmental regulations

Public Information Officers of the Media Relations Unit report directly to the
Office of the Chief. Duties include:

1.
2.
3.

Release public information to media & general public
Draft press releases for news of potential interest

Coordinate special events (retirements, quarterly supervisor
meetings, quarterly awards, annual awards ceremony, volunteer
banquets, Special Olympics)

Provide support to other department divisions to coordinate events &
disseminate information

Manage & monitor social media material on the department’s social
media and official CPD website

Complete public records requests and redact necessary information
Coordinate press conferences

Provide media with interviews related to police operations, safety
events, community events, and public interest matters

Working closely with

a. Communications and Public Affairs (CAPA) pertaining to city-wide
affairs

b. Chandler, Kyrene & Mesa School Districts to inform and
disseminate information

c. Other law enforcement agencies’ Public Information Officers

C. RELEASE OF INFORMATION

[54.1.1]

Release of information will comply with comply with departmental
orders (unless otherwise authorized by the Chief of Police or
designee), Arizona Revised Statutes, including Title 39 (public records
laws), and court rulings.
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ANY RECORD GENERATED by the Police Department in the
performance of its official duties may be releasable upon specific
request by a citizen, agency, or organization, including but not limited
to:

Police reports

Recorded phone conversations

Field notes

Radio transmissions

E-mail

Video/audio recordings

CAD transmissions, except NCIC/ACIC and MVD
Personnel Records

Disciplinary Actions

TT@Tmeo0Tw

THE FOLLOWING EXCEPTIONS are based on state and federal case
law:

a. Information may be withheld from release when it can be
demonstrated that:
1) Release would result in an "important and harmful effect" to the
agency (Church of Scientology v Phoenix Police Department)
2) "A countervailing interest of confidentiality, privacy, or the best
interest of the state" outweighs the public's right to know,
including but not limited to personal identifying information,
personal medical information, or information that would
jeopardize an ongoing investigation or a person’s safety.
b. Any document that is classified "CONFIDENTIAL" (See Section J)
c. Criminal intelligence records maintained in compliance with CFR 28,
part 23

REFER RELEASE OF RECORDS REQUESTS outside of the normal
course of business requests to the Public Information Officer (P10) for
disposition

JUSTICE INFORMATION SYSTEMS:

a. ACJIS: The State of Arizona places severe restrictions on the
release of information obtained through the ACJIS terminals located
throughout the department. (Refer to ACIC/NCIC manuals located
within the Records Unit or the Communications Unit.)

b. CJIS (Chandler Justice Information System) contains information
releasable under the Public Records law. Employees will limit
CJIS queries to job-related duties. Queries for personal use will
be made through the Records Unit following established
protocol for public records requests.

VICTIM INFORMATION:

A.R.S Section 13-4434 — Unless consented to by the victim, or in the
case of a minor victim, the minor victim’s representative, the following
victim information shall not be released:

a. date of birth

b. social security number

c. driver license or identification number

d. address (may release general location of crime)
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e. telephone number
f. email address
g. place of employment

The victim's name is subject to release. However, a minor victim’s name
may be withheld if the confidentiality, privacy, the rights of the minor or
the best interests of this state outweigh the public interest in disclosure.

6. INFORMATION THAT MAY BE RELEASED PRIOR TO ARREST:

Description of the exact offense including a brief summary of events

Time and place of offense

Injuries sustained or damage resulting from incident

Identity of the victim (juvenile or adult), except for a sex offense

victim, without permission of the victim. In the case of a death,

identity will not be released until notification of next-of-kin.

e. Whether or not there are suspects

Information about unidentified suspects, such as physical

description, vehicle description

g. Identification of fugitive suspects for whom a warrant has been
issued

h. Criminal convictions of a fugitive or other facts when the public
should be alerted to danger

i. Method of complaint (officer observation, citizen, warrant,
indictment)

j- Length of investigation and name of case officer

apow
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7. INFORMATION THAT SHALL NOT BE RELEASED PRIOR TO AN ARREST
or issuance of an arrest warrant:

a. lIdentity of suspects who are interviewed but not charged

b. Witness information — ARS 39-123.01 — A witness’ personal
identifying information, including DOB, SSN, personal telephone
number, home address, personal e-mail address and DL/ID
number shall not be released unless
1) The witness consents in writing to release, or
2) A court of competent jurisdiction orders the disclosure, or
3) The witness' address is the location where the crime

occurred

c. ldentity of witnesses or victims when the disclosure would result in a
probability of specific material harm to the investigation, the privacy
or confidentiality of a witness or victim, or the best interests of the
state.

d. Identity of sex crime victims (the information should be general -
age, race, sex) unless such victim or victim's legal guardian has
given permission for the identity to be released

e. Identifying information about the weapon or other physical evidence

when in the judgment of the investigating supervisor such

information would possibly compromise the investigation

Any information that could be known only to the guilty party

Information about valuable items not stolen

Conjecture about suspects or fugitives

Misleading or false information

Any information that may influence future statements made by

witnesses or suspects

Rev

— - oaQ ™



Public Information / PIO: Procedures CPD GO A-12.100
09/22/17 Page 4

8 INFORMATION THAT MAY BE RELEASED AFTER AN ARREST:

a. Time and place of arrest

b. Suspect's name, address, age, employment, marital status, and

other similar information. This does not apply to juvenile

suspects.

The exact charge of the offense

Facts and circumstances relating to the arrest, such as resistance,

pursuit, possession or use of a weapon, or description of

contraband

e. Description of property seized as evidence at the time of arrest, and
information as to the purpose of a search warrant if applicable

f. Identity of the agency or unit responsible for the arrest including the
name of the arresting officer except where disclosure of the
arresting officer's name would jeopardize the officer (including
undercover detectives) or the investigation or would otherwise
create an unnecessary risk

g. Duration of the investigation and whether there were witnesses

h. Pre-trial release or detention arrangements, including amount of
bond or location of detention

i. Scheduled dates for various stages in the judicial process

j- ldentity of the victim if known, except victim of molest charge

oo

9. INFORMATION THAT MAY NOT BE RELEASED AFTER AN ARREST:

a. Comments about the character or reputation of the defendant

b. Description or results of laboratory examinations of physical
evidence

Reenactment of the crime

Revelation that the defendant directed investigators to the location
of a weapon, contraband, or other evidence

Any remarks about the assumed guilt or innocence of the defendant
Comments about the credibility of testimony

The information for the arrest was derived from an informant
Cause-of-death information

oo
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1) Release only cause of death information from the Medical
Examiner's written report to the media in cases under
investigation

2) If report is not available, take information from a telephone
report from the Medical Examiner’s Office

3) If the Medical Examiner's report is not available, refer requests
for cause-of-death information to that office

4) Refer requests to interpret findings to the Medical Examiner's
Office

i. Fatal traffic crashes: Make an attempt to notify the family of the
deceased prior to releasing names of survivors in the same vehicle

j-  Make an attempt to notify the family of the deceased in criminal
incidents prior to releasing the names of the survivors where there is
a close relationship between the deceased victim and the suspect

k. Do not release past arrests of defendant not leading to convictions
unless a specific inquiry is made, e.g., if an inquiry is stated, "Was
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John Doe arrested for burglary on May 15, 201X?", respond
accordingly upon verification of information prior to release.

D. RELEASING INFORMATION TO MEDIA
[54.1.1] [54.1.2] [54.1.3] [55.1.3]

1. WITHOUT THE SPECIFIC APPROVAL OF THE CHIEF OF POLICE,
employees shall not provide information to the media regarding past,
present, or anticipated activities of the department. Refer such requests
to the PIO or as outlined below. The PIO:

a. Is available on a 24-hour on-call basis to assist any on-scene
supervisor with responses to media requests for official information

b. May arrange and assist at news conferences and prepare press
releases for dissemination regardless of the presence of reporters

c. Shall continually solicit information from the media and assess the
working relationship and procedures used to interact with the media
to enhance the flow of information between the media and the
department. Obtain approval of the Office of the Chief prior to
implementation of any policy or procedural changes.

d. May consult with the legal advisor on matters including, but not
limited to public records requests, requests for information regarding
personnel matters, all media requests for information relative to
disciplinary action, internal investigations, or citizen complaint
inquiries and investigations

2. AUTHORIZED MEMBERS OF THE DEPARTMENT WILL PROVIDE factual,
accurate, and timely information to all news media fairly and equally

a. Designated employees will provide information without jeopardizing
the rights of crime victims or persons accused of crimes and without
compromising the security of any investigation or breaching any
confidential relationship

b. Employees will refer any request for information regarding a
particular incident to the supervisor in charge of the investigation,
the on-duty patrol lieutenant, or a PIO

c. Employees will not, under any circumstances, release information
without first obtaining permission from the detail responsible for the
investigation, the on-duty patrol lieutenant, or a PIO, if present

d. Civilian personnel will refer all requests for information regarding a
criminal investigation to the supervisor in charge of the investigation,
the on-duty patrol lieutenant, or a PIO, if present

3. RELEASE OF INFORMATION BY PATROL PERSONNEL

a. All patrol lieutenants may handle on scene media requests that are
under their scene responsibility

b. Patrol lieutenants may delegate media responsibility if needed

c. Any supervisor releasing information to the media and/or
participating in an interview should proceed as follows:

1) The supervisor in charge of the scene will notify waiting media
personnel regarding who will handle the interviews and if a PIO
will be responding

2) When scene responsibilities are completed, the supervisor will
conduct interviews with the media, including phone interviews if
applicable
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3) On completion of the interviews, the supervisor will call and/or
email the on-duty P1O and relay information that was released

d. The supervisor check with the on-duty communications supervisor
for messages left by other media personnel relative to the scene
and return them in a timely manner following completion of
responsibilities

e. Patrol personnel should never release controversial
information or information related to liability concerns for the
department

f. If the Patrol lieutenant or designee becomes too busy to conduct
interviews, he should call the on-call PIO, who is required to
respond to all scenes within one hour of notification

g. Shift commanders will provide information to the media at all scenes
not requiring a PIO

4. OVERNIGHT/WEEKEND MEDIA ACCESS

Media Access / Call Out Schedule

Weekdays 5 PMto 8 AM

Weekends 5 PM Friday to 8 AM Monday

Phone Number 480-677-5979

Refer media requests to the on-call PIO after normal working hours
The on-duty communications supervisor or designee will refer any
media request to the on-call PIO

c. The shift commander may handle a situation (answer questions,
respond to an accident/crime scene media inquiry, etc.) or notify a
P10 if appropriate and in accordance with policy

oo

5. THE MEDIA MONITOR police radio frequencies. When a member of the
media contacts the department about a particular incident, advise that:

a. Media personnel are welcome to visit the scene of the incident to
obtain the details from the scene commander/PIO, or wait until the
report is finished and appropriate sections are available to the
media or wait for the media informational email

b. The PIO will make an official press release for major incidents

c. All calls from the media are directed to the PIO who will return the
calls to advise of press release or informational contents

6. TO ENSURE MAXIMUM, POSITIVE NEWS COVERAGE, the on-scene
supervisor at incidents listed below or at similar incidents will notify the
P10 as soon as practical. If the PIO is unavailable, shift commanders
may provide information relative to a specific investigation as time and
the situation permit until the arrival of the PI1O.

a. Incidents where officers or civilians are involved in heroic or life-
saving actions

Officer-involved shootings

Homicides or serious or fatal traffic accidents

Major civil disturbances, riots, or similar situations

Search and rescue operations or incidents involving SAU (i.e.
confirmed sniper, barricade, or hostage incidents.)

®ooo
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f. Aircraft accidents, major hazardous materials accidents, or other
incidents where the public safety is jeopardized

g. Bomb-related incidents where a device is found and/or detonated

h. Robberies or burglaries involving exceptionally large amounts of
property or serious personal injury resulting from the crime

i. Arrests or investigations involving prominent persons

j- Arson involving major damage or injury or fire incidents requiring a
significant police response

k. Significant incidents involving police employees, City personnel, or
City Council members

I.  Major school incidents

m. All Blue, Silver, and Amber Alerts as well as all CART (Child
Abduction Response Team) deployments

n. Any incident where the presence of the PIO is deemed desirable by
the on-scene supervisor or commander

THE MEDIA CAN PROVIDE the department the opportunity to inform
and/or warn the public of situations involving public inconvenience,
danger, and/or fear and assist in locating suspect(s) and lost/abducted
individuals. The PIO or on-scene commander will make requests for
assistance of the media.

MAINTAIN RELATIONSHIPS with the media in a courteous and
professional manner

ANY EMPLOYEE OR SUPERVISOR WHO IS CONFRONTED with questions
or inquiries of a controversial nature by a media representative shall
refer the inquiry or question to the PIO

DO NOT EXCLUDE media representatives from the vicinity of a crime or
accident scene

a. Deny entrance to any specific areas wherein there are safety
concerns or evidence could be destroyed or compromised until the
evidence technician and assigned investigator are satisfied that
there is not further evidence that can be taken from the scene. Use
yellow crime scene tape and barricades to define the restricted
area.

b. The case officer will direct entry by media personnel into the area

OFFICERS WILL ALERT MEDIA REPRESENTATIVES concerning any
potentially hazardous situations at the scene of an incident for their
safety

a. Refer media to the on-scene commander or the PIO
b. If a media presence appears to endanger others or themselves, ask
the media representatives to move to a neutral location

DO NOT RESTRICT PHOTOGRAPHERS from taking photographs at the
scene of a crime or accident
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a. Ask media representatives on private property, including
photographers, to move to public property if the custodian or owner
of that property requests that they leave the premises

b. There are no restrictions that apply to the taking of pictures once on
public property except as delineated in paragraph E1

4. The PIO will act as the sole source of media contact for the Police
Department and will assist with telephones and communications as
needed during natural or man-made disasters, civil disturbances, or in a
situation where mass arrests are occurring

G. INTERNAL INVESTIGATIONS
[54.1.1]
1. EMPLOYEES MAY NOT RELEASE INFORMATION regarding internal
investigations or crisis situations within the Police Department without
approval from the Office of the Chief

2. EMPLOYEES WILL HANDLE ALL REQUESTS for the records and
information release in accordance with legal requirements

3. THE PIO AND THE INTERNAL INVESTIGATION COORDINATOR will
confer with the police legal advisor on the release of this information

H. INVESTIGATIONS INVOLVING
ANOTHER AGENCY
[54.1.1]
The intent of these procedures is to release accurate information without
jeopardizing the integrity of cooperative investigations. Contact the media
liaison for the affected agency prior to releasing information. Use the
following guidelines when releasing joint agency information:

1. ADVISE THE MEDIA REPRESENTATIVE that multiple agencies are
involved in the investigation and Chandler Police Department may not
be able to accurately address inquiries without first consulting the other
agencies involved

2. CONTACT THE MEDIA LIAISON FROM THE INVOLVED AGENCY and
make efforts to coordinate the release of information

3. RECONTACT THE MEDIA REPRESENTATIVE as soon as practical and
provide information meeting release criteria
I. PUBLIC INFORMATION REQUESTS

1. WARRANT INFORMATION: Persons requesting warrant information on
themselves must come to the Police Department and present proper
identification prior to the release the information

2. ONLY THE MOTOR VEHICLE DIVISION may run driver’s license records

a. DO NOT run vehicle and driver’s license checks for the public

b. ONLY RUN vehicle checks to determine whether a vehicle was
stolen

c. DO NOT release owners' names

3. OBTAINING A POLICE RECORD [81.2.8] [82.1.1]
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a. A person wishing to obtain a copy of a police record must complete
a “Request for Report” form and submit it to the Records Unit with
proper payment as determined by the “Fee Schedule for Special
Services and Materials”

b. Police personnel will disclose or prohibit information in accordance
with current law and policy

c. Records will charge the media for report copies consistent with
costs to the public

d. Do not charge persons listed as victims in the report for report
copies

ROUTINE RELEASE of offense report copies may be restricted to other
agencies or members of this department if the case involves more than
one suspect who is still at large, or contains sensitive information that
may compromise an ongoing investigation or endanger the safety of an
officer or member of the public

IF A SUPERVISOR DECIDES that the release of a report and related
photos would jeopardize an ongoing investigation, jeopardize the safety
of an officer or other person, or public policy favoring release is
outweighed by considerations of confidentiality, privacy, or the best
interests of the city, the information contained in an offense report MAY
be restricted as detailed below:

a. “Review Only” Authorization: The responsible supervisor will:
1) Complete Review Only Authorization form
2) Include a reasonable expiration date (diary date) based on the
reasons and time frame for the restriction
3) Give form to the technology manager to restrict report
4) Ensure form is scanned into RMS
5) Be the one to authorize the release of report copies

b. Confidential DO NOT RELEASE: The supervisor placing the
restriction will:
1) Complete Confidential DO NOT RELEASE form
2) Include a reasonable expiration date (diary date) based on the
reasons and time frame for the restriction
3) Give form to the technology manager to restrict report
4) Ensure form is scanned into RMS
5) Be the one to authorize the release of report copies

c. Restriction Cancellation: The supervisor placing the restriction
will:
1) Ensure that the restriction is canceled when appropriate
2) Complete a Confidential Report Release form
3) Give form to technology manager to cancel the restriction
4) Ensure release form is scanned into RMS

d. Legal Advisor Notification: Notify legal advisor where denial to
provide a requested report is anticipated.

THE TECHNOLOGY MANAGER OR DESIGNEE SHALL RESTRICT
ACCESS and/or cancel restriction to reports as requested by a
supervisor to include reports in RMS and related photos in the digital
image management system (DIMS)
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4. RECORDS UNIT WILL NOT DISSEMINATE copies of any restricted case
internally or externally without the approval of a sworn supervisor
ranking sergeant or higher from the unit restricting the report

K. AUDIO/VIDEO (A/V) ROOM

The Chandler Police Department Audio/Video (A/V) Room is equipped with
audio/video production equipment and instruments necessary in
audio/video productions as well as building security monitors

1. THE VIDEO PRODUCTION SPECIALIST (VPS), PIO, or designee operate
A/V room equipment and instruments

a. The Chandler Police Department Community Room is equipped
with specialized audio/video equipment, an extension of the A/V
room

b. Departmental personnel and citizens may use the community room
by scheduling it with the community room coordinator at extension
4520

2. A DESIGNEE OF THE OFFICE OF THE CHIEF will monitor and maintain
building security monitors

+4+
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Summary: This order establishes guidelines and procedures for the department’s

community liaison position.

A. PURPOSE

The Chandler Police Department community liaison provides a line of
communication between special interest groups in the community and the
police department to promote cooperation and trust between the Police
Department and special interest groups within our community.

B. APPOINTMENT

The police community liaison is appointed by the Chief of Police

C. POSITION RESPONSIBILITIES

[45.2.1]

D 1. REPRESENT THE DEPARTMENT to the City of Chandler Human
Relations Commission

2. ACT AS DEPARTMENT LIAISON with special interest groups in the
community

a. Attend special interest groups’ meetings to maintain a positive
relationship with them

b. Work with special interest groups to address department policies
perceived as discriminatory or negative by members of the community

c. Meet with special interest groups periodically to keep abreast of
identified problems and report on progress made toward solutions
offered to these problems

d. Represent the Chief of Palice at civic and special interest events

3. ACT AS A RESOURCE to the department to accomplish the following:

a. Provide information, training, and policy interpretation to special
interest groups within the community

b. Make recommendations on policies, philosophies, and training within
the police department affecting relations with special interest groups

c. Locate and identify resources to assist in training police officers
regarding characteristics, behaviors, cultural habits, and attitudes of
various special interest groups in our community

d. Inform department personnel of their responsibilities in assisting the
department to achieve its community involvement objectives

4. RECEIVE POLICE PERSONNEL CONCERNS, problems, and
suggestions relating to special interest groups for action
D. REPORTING
[45.2.2]
1. REPORT DIRECTLY TO THE CHIEF OF POLICE in matters relating to
this function

2. SUBMIT QUARTERLY REPORTS to the Chief of Police, including
updates on the following related activities:
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Current concerns expressed by the community

Potential problems affecting law enforcement

Recommended actions to address previously identified concerns and
problems

Progress in addressing previously identified concerns and problems
Related training attended and/ or provided

Meetings attended and/or hosted

+44+
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Summary: This policy prohibits the use, possession or involvement with medical
marijuana.
A. POLICY
[26.1.1]

1. USE OR POSSESSION OF MEDICAL MARIJUANA PROHIBITED

¢ Notwithstanding passage of the Arizona Medical Marijuana Act
(AMMA), ARS 36-2801, et seq., the Department's policy with regard to
use or possession of marijuana by Department employees, volunteers
and interns has not changed

e Marijuana remains an illegal, Schedule | controlled substance under the
Federal Controlled Substances Act (21 USC 812)

e Department employees, volunteers and interns are prohibited from
using, possessing or selling marijuana (except for sworn law
enforcement acting in their official capacity), or engaging in any other
conduct that would violate the Controlled Substances Act

2. INVOLVEMENT WITH MEDICAL MARIJUANA DISPENSARIES PROHIBITED

e Department employees, volunteers and interns are prohibited from
having any ownership interest in, personal involvement or association
with a medical marijuana dispensary, whether as a consumer, owner,
agent, cultivator, consultant, or in any other manner except as may be
necessary when acting as a law enforcement officer

+44
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SUMMARY:

A. OVERVIEW

This general order outlines the benefits afforded to Chandler Police
Department employees

This order is furnished as an advisory document only. Actual application of
the benefits to employee situations will be based on the current benefits
programs offered by the City of Chandler to employees.

B. PERSONNEL ACTION REQUESTS

The City of Chandler Personnel Action Request (PAR) Policy requires City
departments to submit a Personnel Action Request Form to Human
Resources to initiate new personnel actions and to process personnel change
actions (See Chanweb/Human Resources/Policies)

C. EMPLOYEE ASSISTANCE PROGRAM

D. EMPLOYEE BENEFITS

[22.1.3]

The City of Chandler provides counseling services through an employee
assistance program for city employees and their family members. The current
employee assistance telephone number is 800-327-2384. You do not need to
contact anyone at the City to use the program. See City of Chandler Human
Resources or Chanweb/Divisions/Human Resources/ Benefits/ Employee
Assistance Program for more information.

1. HEALTH INSURANCE: See City of Chandler Personnel Rule 4, Section 3
Health and Dental Insurance or Chanweb/Human Resources/Benefits

2. INDUSTRIAL INSURANCE: See City of Chandler Personnel Rule 15,
Section 11 Worker's Compensation in Relation to Sick Leave or the
Safety Officer in Human Resources

a. Perthe Arizona Revised Statute Chapter 5, Article 2.1 on Worker's
Compensation, all department employees are insured by the city
against losses due to any injury or iliness incurred in the course of
their city employment. The city provides for payment of medical
expenses, and under certain circumstances, payment for loss of
income.

b. To establish entitlement, every job-related injury or illness regardless
of severity must be immediately reported to the supervisor and a
written report prepared and submitted to the city safety coordinator

3. DISABILITY INSURANCE: See City of Chandler Personnel Rule 15,
Section 12 Disability Pay for Non-Job Related lliness/Injury

4. LIFE INSURANCE: See City of Chandler Personnel Rule 4, Section 4 Life
Insurance

5. COMPENSATION FOR PAIN AND SUFFERING for employees injured while
on duty procedures: See City of Chandler Personnel Rule 4, Section 5
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ON DUTY BENEFITS POLICY:

While the ultimate arbiters regarding survivor benefits are entities such as
the Industrial Commission of Arizona, the Public Safety Retirement
System, the Department of Justice, and the court system, it is the city
policy to extend on-duty benefits to sworn personnel to include times
when officers are engaged in activities that benefit department efforts to
reduce, control, or respond to criminal activity, or contribute to public
safety. Sworn officers are considered on-duty beyond normal duty
assignments and hours while performing the following:

a. Operating or riding in or on a marked or unmarked police motor
vehicle

b. Traveling to or from the officer's assigned workstation, authorized
extra-duty employment location, or department mandated location
(court, training, etc.)

Note: All employees are covered under the City’s commuter insurance

benefit

POLICY: The department recognizes the need to support our members
and their families during activation of military service. The purpose of this
policy is to provide procedures for employees’ military deployment and
reintegration of the department. This policy:

a. Applies to military employees who are absent from the department for
a period of 180 days or longer

b. Applies to any branch of military service covered under the Uniformed
Services Employment and Reemployment Rights Act (USERAA)

c. Isin addition to any benefits provided by the City of Chandler and its
Military Leave Policy

DEFINITIONS:

a. Military Support Officer (MSO) — A department member who has
been identified by the military employee to serve as a liaison between
the deployed employee and the department during the absence. The
MSO assists in the care and oversight of the employee’s family and
personal matters should the need arise during the employee’s
deployment (this does not give the MSO legal authority to act in the
employee’s behalf unless properly legally documented).

b. Re-acclimation Process — Gradual, predetermined steps set by the
department intended to give returning military employees the
opportunity to comfortably and successfully reintroduce themselves
into their positions with the department after deployment. This process
affords the employee an opportunity to address issues associated
with their deployment and department position.

PREDEPLOYMENT PROCEDURES

a. Any employee seeking a military leave of absence must provide the
City of Chandler advance notice of their intent to take a military leave
unless advance notice is precluded by military necessity or is
impossible/ unreasonable considering all relevant circumstances

b. The employee submits a copy of their military orders to their
immediate supervisor and Human Resources (HR) as soon as
possible along with written notification to include:

1) Anticipated date(s) of mobilization
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2) Unit name and identification

3) Commanding officer's name, telephone number, and email

4) Immediate military supervisor's name, telephone number, and
email

5) Name of the military ombudsman (or equivalent) telephone
number and email

The employee identifies a member of the department to act as their
Military Support Officer (MSO)

The Human Resources Director or designee serves as the city’s point
of contact

The Chief of Police or designee meets with the employee prior to
deployment to ascertain information regarding:

1) Employee benefits
2) Salary continuation
3) Any other relevant information to aid in later reintegration

Human Resources designee and the Chief of Police provide oversight
of the reintegration of military employees into the department during
the exit interview

Prior to their deployment, the supervisor shall determine, through
chain of command, if any agency owned equipment (e.g., weapons,
cell phone, SWAT equipment, etc.) will be stored in a secured locker
for the employee during their deployment

4., DEPLOYMENT PROCEDURES
a. The department provides support to the deployed employee and their

b.

family through the MSO and Human Resources during deployment
The MSO:

1) Keeps up-to-date status on the employee and provides the
information (current status, active needs, and family needs) to the
employee’s immediate supervisor for dissemination to chain of
command

2) Provides current email and address information to Human
Resources

Human Resources maintains a current file on the deployed employee
including benefits updates missed, email, and address information

Department members are encouraged to maintain contact with the
deployed employee. Send department events, newsletters, and other
information to assist the deployed employee in maintaining an active
link with home.

5. REINTEGRATION PROCEDURES: Returning employees:
a. Must return to work in a timely manner as established by applicable

laws. Failure to return to work after an approved military leave in a
timely manner, falsification of the reasons for taking the military leave
or working elsewhere while on military leave can result in termination
of the leave of absence and/or disciplinary action, up to and including
dismissal.

Will meet with the Chief of Police or designee for a reintegration
interview

Will be reinstated in accordance with and as required by applicable
laws. With some exceptions, the employee will be reinstated without
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loss of seniority, status, or pay and return either to their prior position
or the position would have been employed had their continuous
service not been interrupted by the military leave. Under certain
circumstances, the department may require an employee to provide
documentation demonstrating their eligibility to return to work.

d. Provide HR appropriate documentation for the honorable discharge
from the military with service dates

e. Contact their immediate supervisor to request the return of stored
items

f. Meet with the Training Coordinator to determine what missed training
or certifications must be completed and arrange to accomplish all
required training

g. Complete a short term assignment with a Field Training Officer for
refresher training in their assigned area

h. Complete weapons qualifications with the Range Officer if needed

Note: The Military Post-Deployment Checklist will be completed by all
applicable department members (attached to end of this policy)

F. CITY LIABILITY PROTECTION

[22.1.3]

1.

G. SALARY INFORMATION

H. LEAVES OF ABSENCE

1.

1.

2.

THE CITY ATTORNEY'S OFFICE or a private attorney retained by the City
of Chandler may defend Chandler Police Department employees in a
court action brought against employees for an act committed in the lawful
performance of their responsibilities as employees of and on behalf of the
City of Chandler. Referto City Code 5-8 Defense and Indemnification of
City Officers and Employees (available on Chanweb) for further
information.

LIABILITY PROTECTION EQUAL TO that of regular employees will be
provided to reserve officers and volunteers who are performing the duties
of regular employees. Representation is limited to the same restrictions
as above. [16.3.7]

INFORMATION regarding entry-level salaries, salary differential within
classifications, and salary differential within ranks is available to all
employees on Chanweb under the category “Rules, Forms, and
Documents/Job Classifications/Salary Plan”

SEE CITY OF CHANDLER PERSONNEL RULE 3 for policy governing
salaries

SALARY ADVANCEMENT AND REGRESSION: See City of Chandler
Personnel Rule 3, Section 4 Merit Increases and Salary Decreases

LEAVES OF ABSENCE: See City of Chandler Personnel Rule 15

HOLIDAYS: See City of Chandler Personnel Rule 16, Section 10 for
holidays

VACATION DONATION: Employees who anticipate that all of their personal
sick leave, vacation leave, and accrued compensatory time will become
exhausted due to a prolonged period of illness may request that their
department head solicit donations of vacation leave for conversion to sick
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leave credited to their account per the City of Chandler Vacation Donation
Policy

4. SEE CITY OF CHANDLER SICK LEAVE CONVERSION POLICY for
procedures allowing conversion of sick leave to vacation leave or to pay

The city will assist regular employees in their pursuit of additional training and
education in areas related to their present city career fields. All educational
reimbursements follow the guidelines set forth in Personnel Rule 17, Section
3 Reimbursement for Formal Training and the City of Chandler Tuition
Reimbursement Policy.

1.

3.

PUBLIC SAFETY PERSONNEL RETIREMENT SYSTEM (SWORN)

a.

PARTICIPATION IN THIS PLAN IS MANDATORY for all Chandler police
officers unless the employee has already retired from the Public
Services system. If that has occurred, the employee may enter the
Arizona State Retirement Plan with permission of the Chief of Police.
Further information regarding this plan may be accessed through
Human Resources or through the internet site, www.psprs.com/

AT LEAST TWO MONTHS PRIOR to planned date of retirement, contact
Human Resources

ARIZONA STATE RETIREMENT PLAN (CIVILIAN)

a.

Access information on Arizona State Retirement System through
Human Resources or the Arizona State Retirement System internet
web site, http://www.asrs.gov

At least six months prior to planned date of retirement, contact Human
Resources

PAYMENT OF SICK LEAVE at retirement or death: See City of Chandler
Personnel Rule 15, Section 20

1. ALL PERSONNEL

a.

Thirty — sixty days prior to the date of retirement, contact Police
Administration to complete a retirement checklist and any other
retirement benefits/requirements so plaques may be ready for
presentation for department recognition

Regarding City recognition for retiring employees, see the City of
Chandler Service Recognition Policy for employee and department
responsibilities

2. SPECIFIC PROCEDURES FOR SWORN PERSONNEL

a. Sworn personnel will submit a retirement memorandum (CPD form

#32-06) through their immediate supervisor to the Chief of Police 30-

60 days prior to their date of retirement. The memorandum will state:

1) Date and shift of the last day worked

2) Choice of retirement plague

3) Choice of firearm engraving

4) Whether or not the employee will attend Council meeting
recognizing their retirement
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5) Whether or not the employee will attend the awards banquet
following retirement as an honoree

6) Whether or not the employee wishes to become a reserve officer

Upon retirement, the employee will also receive:

1) A departmental plaque

2) A retirement gift

3) A “Retired” department commission card

4) A “Retired” flat badge with id case

Upon completion of the employee’s last day of work, the employee will

turn in all departmentally issued property and equipment to the

guartermaster, with the following exceptions:

1) Badge

2) Flat badge (if purchased by employee)

3) Nameplate

4) Meritorious award service bar

5) Firearm (engraved, if requested)

6) Magazines

7) One Class “A” Uniform

8) Hat

9) Ball cap

10) Belt

11) Gun belt

3. SPECIFIC PROCEDURES FOR CIVILIAN PERSONNEL
a. Civilian employees eligible for City retirement, regardless of the length

of time with the Police Department, will submit a memorandum (CPD
form #32-06) through their supervisor to the Chief of Police 30 - 60
days prior to retirement including:
1) Date and shift of the last day worked
2) Choice of retirement plaque (if applicable)
3) Whether or not the employee will attend Council meeting
recognizing the retirement
4) Whether or not the employee will attend the awards banquet
following retirement as an honoree
Upon completion of the employee’s last day of work, the employee:
1) Will turn in all departmentally issued property and equipment to
the quartermaster, with the exception of the employee’s uniform
badge
2) Shall receive:
a) “Retired” department commission card
b) Departmental plaque
¢) Retirement gift

4. DEPARTMENTAL RECOGNITION OF RETIRING EMPLOYEE

a. Police Administration will forward a copy of the employee’s

retirement memorandum to the following units for appropriate action:

1) Human Resources

2) Professional Standards Section

3) Public Information Office

4) Employee’s Section (for recognition meeting planning)
5) Field Operations (Reserve Officer Program)

6) Quartermaster
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b. Professionals Standards Section
1) Complete PAR through Oracle self-service for retirement
2) Complete AZ POST updates
3) Log reserve officer status
4) Issues “Retired” identification card
Rev 5) Ensure all phases of retirement process is followed (checklist)
c. Public Information Officer
1) Media notifications
2) Newsletter article and notifications
3) Plan and organize retirement recognition gathering in the
Community Room at retirement (includes reserving the
Community Room)
4) Obtain retirement plaques
5) Obtain retirement gifts
6) Engrave firearm (if requested)
Rev 7) Invite retiree to awards banquet
d. Responsible Division or Section Representative: Composes
retirement write up
e. Field Operations Division Reserve Officer Coordinator: Enroll in
the reserve officer program, if requested
f. Quartermaster: Orders “Retired” flat badge with id case
L. AMERICANS WITH
DISABILITIES ACT (ADA)
The City Manager’s Office coordinates the ADA provisions for the City of
Chandler through the ADA coordinator. City Regulation CA-01 ADA Notice
and Interim Grievance Procedure governs the procedure for grieving matters
related to this law.

M. RESIGNATIONS AND LAY OFFS
City of Chandler Personnel Rule 14 governs resignations and lay offs

N. EMPLOYEE COMMITTEES
City of Chandler Personnel Rule 19 governs Employee Committees
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Ao CHANDLER POLICE DEPARTMENT
O . _
O Military Post-Deployment Checklist

v ITEM CONTACT DATE

O  Notification of return to employee’s
supervisor

O  Military documentation turned in to
Human Resources

O  Return of clothing, equipment, etc.

O  Completion of short term assignment with
FTO-ride alongs

O Review of training certifications and
schedule completion

O  Weapons qualifications, if needed

O Review of Department and City
policies and procedures

Comments:

+4
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SUMMARY: This order describes the role of the agency in the meet and confer process.

A. NEGOTIATIONS

[24.1.1] 1.
2.
3.
Rev
4.

B. RESPONSIBILITIES

THE CHANDLER POLICE DEPARTMENT WILL ACT IN GOOD FAITH while
negotiating with Employee Organizations acting on behalf of an employee
group created in accordance with Chandler City Code

PROCEDURAL REQUIREMENTS: When negotiating, the Chandler Police
Department will abide by the procedural requirements set forth in City
Code. Any deviation from those policies must be agreed upon by the
Department and the negotiating Employee Organization.

COLLECTIVE BARGAINING UNITS

a. The City of Chandler labor relations coordinator will act as
principal negotiator in negotiations with any Employee Organization,
as well as chair the Labor-Management Committee

b. At least one member of command staff will assist the coordinator
with negotiations on the side of management with each respective
organization

c. Members authorized from the Employee Organizations will
represent their respective organizations for employee related issues.
These organizations include:

1) Chandler Lieutenants and Sergeants Association (CLASA)

2) Chandler Law Enforcement Association (CLEA) for officers

3) Association for Chandler Employees (ACE) for administrative,
clerical, and technical civilians

The Chandler Police Department will abide by the letter and spirit of the
Memoranda of Understanding enacted pursuant to City Ordinance,
insofar as that action does not conflict with other applicable law

UPON RATIFICATION
[24.1.2] THE CHIEF OF POLICE OR THE CHIEF’S DESIGNEE SHALL.:
1. MAINTAIN A WRITTEN, SIGNED COPY of all Memoranda of Understanding
2. REVIEW AND AMEND department policies, procedures, and directives as
necessary to abide by the terms of all Memoranda of Understanding with
the assistance of the Employee Organizations
3. DISSEMINATE INFORMATION to all supervisors and managers regarding

the adoption of a new Memorandum of Understanding or the modification
of an existing Memorandum of Understanding

+44
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Summary

The department awards program is designed to recognize and honor the
meritorious service and conduct performed by members of the Chandler
Police Department

A. POLICY

4.

5.

ANY EMPLOYEE OF THE DEPARTMENT is eligible for an award whether
on or off duty

ANY EMPLOYEE OF THE DEPARTMENT may nominate another employee
for an award

TO BE ELIGIBLE for any award, conduct must be in keeping with sound
judgment and reflect honorably upon the police profession

AWARDS may be given posthumously

THE CHIEF OF POLICE may nominate citizens for awards

B. AWARDS SELECTION COMMITTEE

1. THE COMMITTEE CONSISTS OF seven members appointed by the Office
of the Chief:

@~ooooTw

A lieutenant

A sergeant

An officer assigned to Criminal Investigations Bureau
An officer assigned to Field Operations Division

A civilian supervisor

A civilian employee

The Professional Standards Section (PSS) commander

MEMBERSHIP

a.

Members serve at the direction of the Chief of Police for a two-year
term

b. Members’ terms will be staggered to provide continuity on the
committee

c. The chairman may appoint a temporary committee member in the
absence of a regular committee member if such action would serve to
accomplish the purpose of the committee

d. A committee member may be replaced if deemed necessary

CHAIRMAN

a. The PSS commander serves as chairman

b. The chairman will announce potential awards, vet nominations
through chain of command as necessary, maintain records, and
prepare data for triannual and annual award ceremonies

c. The chairman will not have a vote in the process

d. If the PSS commander is not available, the highest-ranking sworn

member at any meeting of the committee will serve as chairperson
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4. DECISION MAKING
a. Quorum consists of four members
b. Each member's vote is of equal value
c. A majority vote is required to render a decision
d. All votes will be by secret ballot

5. THE COMMITTEE WILL MAKE RECOMMENDATIONS TO THE CHIEF OF
POLICE for the following awards:

a. Special Awards (Nomination submitted and considered as soon as
possible following event; award presented at triannual awards
ceremony)

1) Heroism Awards

a) Medal of Valor

b) Purple Heart

c) Lifesaving Medal

d) Critical Incident
2) Community Project Award
3) Meritorious Service Award
4) Unit Citation Award

b. Annual Awards (Presented at annual awards ceremony)
1) Officer of the Year
2) Employee of the Year
3) Field Operations Patrol Team of the Year
4) Professional Team of the Year
5) Sworn Supervisor of the Year
6) Civilian Supervisor of the Year
7) Community Service Award

c. Awards from outside the department
1) Veterans of Foreign Wars J. Edgar Hoover Gold Medal Award
2) Sons of the American Revolution Law Enforcement
Commendation Medal
3) National Latino Police Officers Association Award
4) Chandler Chamber of Commerce - James R. Snedigar Public
Service Award
5) Assignments to an outside agency task group or detail are not
eligible for an outside agency award ribbon
C. NOMINATOR RESPONSIBILITIES
1. SUBMIT NOMINATION for award using the Chandler Police Department
Award Nomination form or the Chandler Police Department Spotlight
Award Nomination form (see Appendix 1 and Appendix 2)

2. MAKE NOMINATIONS AS SOON AS POSSIBLE after the event which
precipitated the recommendation, but not later than six months from
occurrence

3. FORWARD SPOTLIGHT AWARD NOMINATIONS to the appropriate Precinct
or Bureau Commander or Cost Center or Civilian Manager no later than
the 20" day of the last month of the following months: March, June, and
September

4. FORWARD ALL OTHER NOMINATIONS to the Awards Selection
Committee through the PSS Commander

5. SUBMIT NOMINATIONS FOR ANNUAL AWARDS no later than January 1 of
each year
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D. AWARDS

1. Special Awards
Made when appropriate and not necessarily annual awards

a. Heroism Awards
1) Medal of Valor Considered to be the highest award that can be
granted by the Chandler Police Department
a) Awarded to a member for exceptional bravery at the imminent
risk of life or serious bodily injury. The recipient must
demonstrate exceptional courage by performing a voluntary
action in an extremely dangerous situation.
b) Award consists of a medal, certificate, and a ribbon
2) Purple Heart: Awarded to a member of the department who
receives serious baodily injury as a result of a felonious assault as
defined by ARS § 13-105.39, which states, "Serious physical
injury includes physical injury that creates a reasonable risk of
death, or that causes serious and permanent disfigurement,
serious impairment of health or loss or protracted impairment of
the function of any bodily organ or limb.” This felonious assault
must be by a suspect.
a) The committee will review the totality of the circumstances
surrounding the assault and extent of injury received
b) Award consists of a medal, certificate, and a ribbon
3) Lifesaving Medal
a) Awarded to a member of the department directly responsible
for saving/prolonging (extended by days or weeks) a human
life. The recipient may be any department employee, on or off
duty.
b) Award consists of a medal, certificate, and a ribbon
4) Critical Incident Award
a) Awarded to a member of the department who demonstrates
outstanding performance during an extraordinary or rare
critical incident
b) Award consists of a certificate and a ribbon

b. Community Project Award
1) Presented to employee(s) who formulate, plan, and execute a
special community project to advance the department’s mission
and goals
2) This award may be earned only once for the same community
activity or service performed
3) Award consists of a plaque and a ribbon (note: new ribbon)

c. Meritorious Service Award

1) Given to a member who consistently exceeds normal job
requirements with at least one duty-related act of outstanding
performance over 12 consecutive months. This may include a
member proceeding with a pre-determined plan, program,
investigation, or official act that exemplifies the mission and goals
of the Chandler Police Department.

2) Award consists of a plaque and a ribbon
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Unit Citation Award

1) Presented to a department team or unit whose actions
consistently exceed normal job requirements with at least one
duty-related act of outstanding performance. This may include a
team proceeding with a pre-determined plan, program,
investigation, or official act that exemplifies the mission and goals
of the Chandler Police Department.

2) Award consists of a plaque for the team or unit and each member
of the unit

3) Members must have served on the team for a minimum of three
months during the calendar year

Officer of the Year

1) Presented to an officer for distinguished service in any police
assignment over a period of one year's time that is clearly
exceptional and places the recipient in a position above other
members of the same rank

2) Award consists of a plaque and a ribbon

Employee of the Year

1) Presented to a civilian employee for distinguished service in any
assignment over a period of one year's time that is clearly
exceptional and places the recipient in a position above their
peers

2) Award consists of a plaque

Field Operations Patrol Team of the Year

1) Presented to a patrol team for excellence in the following policing
areas:
a) Beat problem identification and solution
b) Proactive actions
c) Self-initiated activity
d) Major case investigation/resolution
e) Calls for service
f) Community service

2) Award consists of a plaque for the team or unit and each member
of the unit

3) Members must have served on the team for a minimum of three
months during the calendar year

Professional Team of the Year

1) Presented to a professional staff or detective team for excellence
in the following policing areas:
a) Problem identification and solution
b) Proactive measures
c) Self-initiated activity
d) Major case investigation/resolution
e) Calls for service
f) Community service

2) Award consists of a plaque for the team or unit and each member
of the unit

3) Members must have served on the team for a minimum of three
months during the calendar year
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e. Sworn Supervisor of the Year

1) Presented to a sworn supervisor for distinguished supervision and
leadership in any police assignment over a period of one year that
is clearly exceptional and places recipient in a position above
other sworn supervisors

2) Award consists of a plaque and a ribbon

Civilian Supervisor of the Year

1) Presented to a civilian supervisor for distinguished supervision
and leadership over a period of one year's time that is clearly
exceptional and places the recipient in a position above other
civilian supervisors

2) Award consists of a plaque

Community Service Award

1) Presented to an employee who displays extraordinary efforts in
serving the community over a period of one year that includes at
least one instance of formulating, planning, and executing a
special community project to advance the department’s mission
and goals

2) May be awarded only once for the same community activity or
service performed

3) Award consists of a plaque and a ribbon

Recipients selected by applicable Precinct or Bureau Commander,
Civilian Manager, or by a committee at their direction in the following
areas:

1) Communications

2) Support Services (Detention/Records/Property & Evidence)

3) Forensic Services

4) Main Station Patrol and Patrol Admin

5) West Substation

6) South Substation

7) CIB

8) PSS/Planning/Administration/PDIT

9) Operational Support Bureau

Awarded when the employee’s efforts are exceptional and place the
recipient in a position above other employees in the workgroup

An employee may receive the Spotlight Award more than once
annually

May not be awarded every award ceremony in each area, but
members of the department are encouraged to recognize exemplary
work

Award consists of a certificate

Veterans of Foreign Wars J. Edgar Hoover Gold Medal Award

1) Presented in recognition of the officer's pre-eminent abilities for
his compassion, for the rights of the human integrity, and in honor
of his service to the city, the state, and the nation

2) This award consists of a medal, certificate, and a ribbon

Sons of the American Revolution Law Enforcement

Commendation Medal

1) Presented to an individual who has served in the field of law
enforcement with distinction and devotion

2) This award may only be awarded once to an individual

3) This award consists of a medal, certificate, and a ribbon
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c. National Latino Peace Officers Association (NLPOA) Awards
1) Presented to officers who have served their departments and
communities in an exemplary manner in the following categories:
Community Service, Lifesaving, and Valor. Nominating criteria
are the same as those for corresponding departmental awards
2) Award winners selected by NLPOA will receive their plague and a
departmental ribbon
d. Chandler Chamber of Commerce James R. Snedigar Public
Service Award
1) Presented to an individual who exhibits the character and
standards that reflect those of the award’s namesake, Officer
James R. Snedigar. Must work in the public sector and have made
a significant difference in the quality of life of an individual, a
group, or the citizens of Chandler and have been actively involved
in the community, or have demonstrated exceptional concern for
the well-being and/or safety of others.
2) Award winner selected by the Chandler Chamber of Commerce
will receive their plaque and a departmental ribbon
e. Officers awarded recognition by an outside agency will be
considered for nomination of the equal classification award issued
under this or other General Orders

The following specialties are awarded pins that may be worn according to
General Order B-05.200G:

03/15/19
E. PINS
1.
2.
3.
4,
New 5

F. NON-EMPLOYEE AWARDS
1.

Motor Officers - upon successful completion of the 80-hour motor

training school by the department quartermaster

FBI National Academy - upon successful completion of the Academy by

the Academy

Northwestern Command School — upon successful completion of the

Command School

SWAT Members - upon successful completion of the following

gualifications and approval of the commander by the quartermaster:

a. SWAT specialty pin (tactical eagle - gold: supervisory/command
officers; pewter: officer) will be awarded to all sworn SWAT members
upon completion of six months of continual service

b. SWAT operator specialty pin (tactical eagle w/single star and wreath —
gold: supervisory/command officers; pewter: officer ) will be awarded
to all sworn SWAT members upon completion of an approved 80-hour
basic tactical school and six months of continual service

K-9 Members — upon successful completion of the following qualifications

and approval of the commander by the quartermaster: K-9 specialty pin

(“K-9” — gold: supervisory/command officers; silver: officer) will be

awarded to all K-9 Unit members upon completion of the training

standards as outlined in the Canine Manual Section C Basic and In-

Service Training and six months of continual service

The following awards may be presented to individuals not employed by
the department. The Mayor and the Chief of Police may present the
awards at a City Council meeting.

a. The Valorous Conduct Award: Awarded to a non-employee in
situations where the same conduct by an employee would have
resulted in awarding the Medal of Honor - A certificate
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b. The Meritorious Conduct Award: Awarded to a non-employee in
situations where the same conduct by an employee would have
resulted in awarding the Meritorious Service Award - A certificate

c. The Certificate of Appreciation: Awarded to a non-employee in
situations where the same conduct by an employee would have
resulted in awarding a City of Chandler Employee Recognition Award
— A certificate

2. The Chief of Police will make the decision to award the Valorous

Conduct, Meritorious Conduct, or Certificate of Appreciation

1. Requirements for Specialty

Ribbons Awards

2. Repeat Awards

3. When to Wear

Definition: Six-month period - The date of actual transfer and not the
date of appointment

a. Supervisors (Sergeants/Lieutenants)
1) Supervisors must complete the required training and serve a
minimum of six months in the position
2) Supervisors must actually participate in the specialty function
b. Specialty Assignments Officers
1) Specialty officers must complete the required training and actively
serve in the position for a minimum of six months
2) If the officer is promoted or transferred to another assignment in
good standing or promoted out of a specialty assignment, the
officer will be considered to have completed the full assignment
and is eligible for the ribbon for the assignment from which he is
transferred or promoted
c. Range Officers
1) Certified range officers assigned to the Firearms Unit will receive
both a Community Services ribbon and a Range Master ribbon
2) Certified range officers assigned to another unit who function as a
range officer on a part-time basis will receive a Range Master
ribbon when they have completed six months service
d. General Instructors
1) Officers must complete the General Instructor course and
provided 80 hours of instruction to be eligible for the General
Instructor’s ribbon
2) The officer will submit a memorandum outlining the 80 hours of
instruction to the quartermaster who will maintain it in the
quartermaster’s office
e. An officer assighed to a specialty on a TDY is not eligible to
receive a ribbon

Awards received by a commissioned member that are repeat awards of
the same class are authorized 3/16 inch stars as listed: first award,
ribbon; second and third awards, a bronze star for each; fourth and fifth
award, a silver star for each; and sixth award a gold star. The maximum
number of devices on a single ribbon is two.

a. Officers will only wear the awarded ribbons awarded when appearing
in either the class “A” uniform or the Honor Guard uniform.
1) Proper placement guidelines: General Order B-05.200G
2) Class A uniform definition: General Order B-05.200G
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b. The quartermaster will issue the Honor Guard a second set of ribbons
for dress uniform coats
4. Placement Order
The quartermaster will maintain a chart with the correct order for ribbon
placement. See also, B-02.200 Ribbon Program Chart at end of this
order.
a. Awards adopted subsequent to publication of this addendum, unless
heroism is involved, will follow the last previously listed ribbon
b. Heroism awards consisting of medals, ribbons, or other devices
received from outside agencies may not be worn in uniform
c. Discontinued ribbons
1) Only applicable section ribbons are now issued. Ribbons
previously earned but no longer awarded may still be worn on the
dress uniform.
2) Officers who are eligible for, but have not received, a specialty
ribbon being discontinued will receive a section ribbon only
3) Officers who have already received discontinued ribbons may
maintain those ribbons. However, if the officer leaves the
specialty and returns, making him eligible for a star, he will be
required to turn in the discontinued specialty ribbon and receive
the applicable section ribbon along with the appropriate star as
indicated in General Order B-02.100G2.

H. THE CITY OF CHANDLER
SERVICE AWARD RECOGNITION

The City of Chandler Service Award Recognition Policy provides procedures
to recognize employees who initially complete five years of service, and
thereafter in subsequent five-year increments

+4++
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Ribbon Program

Medal of Valor

E

Lifesaving

Community Project Award

Critical Incident
Performance

Bicycle Team

:
.

Field Training Officer

Public Information

Traffic Unit

Public Housing

"-_m

Honor Guard

Business Officer
(Discontinued)

Medal of Honor

(Discontinued)

Meritorious Service Award

Supervisor of the Year

Range Proficiency

Community Services

Lln

Range Master

Translator

——

Training / ALEA

Instructor

Neighborhood Response
Team (Discontinued)

milE

Fleet Officer

(Discontinued)
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Purple Heart

E

Community Services
Award

Officer of the Year

Physical Fitness

Criminal Investigations

Professional
Standards Section

SWAT Unit

Critical Incident Stress
Management Team

Outside Agency

Special Enforcement Team
(Discontinued)

H_H)

Warrant Officer

(Discontinued)
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B-03 SPECIALTY ASSIGNMENTS

Subject Effective
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Summary:

A. POLICY

B. DEFINITION

Rev

This order describes the application and selection process for lateral transfer
to and between specialty or temporary assignments in the department.

City of Chandler Personnel Rule 6.02 governs transfers

1. SPECIALTY OR TEMPORARY ASSIGNMENT: Any position or specialty
worked by a police officer other than patrol or by a civilian other than that
defined in the affected job class

2. Specialty or temporary assignments are NOT promotions

Specialty or temporary assignments include the following assignments:

a.

CCoVSeTOSITATIS@TOQ0DT

C. SELECTION PROCESS

[46.2.2]

Arizona Law Enforcement Academy (Recruit Training Officer,
Defensive Tactics, Recruit Training Sergeant)

Bicycle Team

Crime Prevention

Criminal Investigations Bureau

Critical Incident Stress Management Team

Command Van Operator (Sworn and Civilian)

Dispatch Trainer (civilian)

Cadet Advisor

Field Training Officer (FTO)

Firearms Training

Honor Guard

K-9 Unit

Media Relations Unit (formerly Public Information Officer [P10])
Phlebotomists

Professional Standards Section (PSS)

School Resources Unit (formerly Public Resources Unit)
Special Weapons and Tactics Unit (SWAT)

Traffic Section

Training

Warrant Detall

Any additional specialty or temporary assignments that may be created
based on the needs of the department

ALL SPECIALTY OR TEMPORARY ASSIGNMENTS are subject to the
standard selection process, including sergeants and first line civilian
supervisors in specialties

Figure 1: Selection Process Outline

Step

Procedures

1. Announcement

b

C.

The Professional Standards Section will publish a memo including:
a. A description of the criteria for the position
. Closing date: Open fourteen days minimum

Distribution to all affected personnel
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2. Eligibility
Requirements

a. Years of Experience

1) Officers
Minimum of three years of experience as a sworn officer (at least
two with the Chandler Police Department) prior to the close of
application

2) Civilians
Minimum of three years of experience, at least two years of which
were with the Chandler Police Department, prior to the close of
application

3) Probationary employees (hon-exempt sworn and civilian):
Ineligible to apply for specialty assignments

Direct transfer from one specialty assignment to another: To apply
for a new specialty assignment, employee must complete current
one-year commitment prior to the closing date

A suspension within one year prior to the closing of applications will
disqualify the applicant from being considered for the specialty
assignment. Barring extenuating circumstances, use the date of
administrative action as the beginning date for this one-year time
period. Employees must meet performance standards to be approved
to a specialty assignment.

Performance standards: An employee who does not meet
performance standards as a result of an annual evaluation or a
performance improvement plan is not eligible to be appointed to a
specialty position. The employee may participate in the selection
process and compete for placement on the eligibility list for the
specialty position, however will not be considered for the position until
such time the employee meets the performance standards of their
current assignment. The employee shall retain their placement on the
eligibility list for future consideration.

Special requirements: Some specialty assignments have additional
requirements that candidates must meet to be eligible for
consideration, i.e., SWAT candidates must pass a firearms and
physical fithness requirement to be considered for the assignment

3. Application For
Position

Interested employees

1) Complete specialty assignment application

2) Complete requested résumé

3) Forward application and résumé to supervisor

Chain of command

1) Each person in the chain of command will review the employee’s
request

2) The officer's/employee’s sergeant/supervisor may comment on
performance, training, experience, education, and skills and
abilities regarding the applicant’ s suitability for the specialty
assignment

3) Forward the memo through the chain of command to the
appropriate bureau/precinct/section commander or civilian section
manager prior to the closing date

4) Bureau/precinct/section commander or civilian section manager
will forward completed packets to PSS

PSS: Forward all applications to the affected bureau/precinct/section

commander or civilian section manager to begin the evaluation

process




SPECIAL ASSIGNMENTS: Administration CPD GO B-03.100

09/28/18

Page 3

4. Evaluation

Rev

Applicant must obtain a combined passing score of 70% to be placed on
the eligibility list.

a.

Selection scoring guidelines: Base on established criteria

1) Practical exercise or past work review 20 points
2) Introductory question of officer’s preparation

for the specialty 10 points
3) Oral interview 70 points

4) Seniority points added to the overall score 5 points maximum®*

Selection Board Members
1) For officer/first line civilian
a) Specialty supervisor
b) Another sergeant/supervisor
c) Bureau/precinct/section lieutenant or civilian supervisor
2) Sergeant/supervisor
a) Bureau/precinct/section lieutenant or manager
b) Another lieutenant or manager
c) Bureau/precinct/section commander or designee
3) Professional Standards personnel will provide instruction on the
rating system to the selection board prior to the process
4) Board members will remain the same throughout the process

Selection Board Responsibilities

1) Practical Exercise or Work Review: Design and evaluate a
practical exercise or review candidates past written work, which
may include written reports or investigations. Score this exercise
on the candidate’s overall performance, considering the quality,
content, organization of thoughts, grammar and punctuation, and
thoroughness of the documentation.

2) Oral Evaluation: The selection board will design questions that
relate to the specialty assignment. Each board member will score
the oral presentation of each candidate.

a) Record the candidate’s responses and indicate their
performance on the oral board question sheet during the oral
evaluation for future reference

b) Score applicants independently of other board members
based on the correct answer criteria

¢) Numerically score applicant based on responses to questions
measured against established suggested answer criteria

*Seniority: Maximum total of five points based on twenty years of
service with the Chandler Police Department

1) First line employee: Add .021 points per month of Chandler
Police Department service.
a) Officer: Begin from date of hire
b) Civilian: Begin from date of hire

2) Supervisory position, sergeants and civilian supervisors: Add
.021 points per month of police service from the date of class as
a supervisor

Recommendation: The Selection Board will forward the rank order
list to the appropriate division chief
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5. Selection

a. The Chief of Police must approve the final selection and any out-of-
list-order selections for transfer

b. The Chief of Police may authorize exceptions based on unique
talents or department needs

c. Professional Standards will announce the selection

6. Questions On
Selection
Decision

Any applicant who has questions about the results of the assignment
selection process may meet with the supervisor of the selection board

a. The supervisor will provide the applicant with the results of the
selection process and will give the applicant guidance on
improvement to achieve his specialty goal

b. If the applicant is not satisfied with the supervisor’s justification, he
may request to meet with the specialty unit lieutenant, bureau/
precinct/section commander or civilian section manager, and the
division chief

c. The division chief will document applicant concerns and forward
them to the Chief of Police

7. Eligibility List

a. The selection board results will be used to establish an eligibility list
that will be in effect for one year from date of approval by the Chief

b. The office of Professional Standards will maintain the eligibility list

c. The list will be available on the F: Drive at Police/Police/PSS Forms/
All Eligibility Lists

8. File Retention

The division chief will forward selection board documentation to the
Professional Standards Section after the selection for archival including:
Announcement of specialty opening

Members of the selection board

Review and evaluation of each applicant’s resume

Review and evaluation of each applicant’s performance evaluations
The written or practical exercise and evaluation of each applicant
Oral board guestions, suggested answer criteria, and evaluation of
each applicant

Evaluation of seniority

List of applicants in rank order

~oooOTw

@

i. Memo announcing the selection

D. ASSIGNMENT LENGTH
1.

MINIMUM COMMITMENT:
a. Specialty — one year
b. Temporary — length of assignment

REVIEW OF EMPLOYEE: Specialty assignment supervisors and cost
center managers will review the performance of all employees who work
under their supervision in specialty assignments on an on-going basis
using performance appraisals

REMOVAL FROM SPECIALTY ASSIGNMENTS

a. Length of service alone should not be used as the sole criteria for
removal of the employee from a specialty assignment
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b. Documented performance issues: An employee may be removed
from a specialty assignment:
1) For failure to meet performance expectations after given the
opportunity to improve performance
2) For the best interest of the employee, the department, or the
community as determined by the Chief of Police
3) For failure to maintain an overall acceptable level of performance
in a primary assignment
4) At the discretion of a division chief at any time with reasonable
justification
c. Nature of the work: Narcotics investigators will undergo an additional
yearly review by the chain of command after three years in the
assignment before an extension is granted
d. Employee request: An employee may ask to be removed from an
assignment at any time after completing a one-year commitment or
when it is in the best interest of the employee and the department as
determined by the Chief of Police
e. Employees who have received extensive training relating to the
specialty assignment may be required to remain in the assignment for
up to one additional year at the discretion of the affected division chief
to fully utilize their training. Training shall in no way affect leaving
specialty assignments for promotions.

E. CHIEF’S DISCRETION

The Chief of Police may suspend this order at any point in the process in any
manner the Chief deems necessary for the good of the department

F. SPECIALTY COMPENSATION

Personnel in the following specialty assignments will receive additional pay for
the assignment but will revert to regular pay status upon transfer out of these
specialty assignment programs

Figure 2. Special Compensation for Named Specialty Assignments

Specialty Compensation
Field Training Officer (FTO) e 5%
Dispatch Trainer e 5% when assigned a trainee
Canine Handlers e Nine-hour workday, four days per week

Remaining four hours used to accommodate at-
home care and maintenance

Canine Trainer e 5%

Motor Officers e 38-hour workweek plus two hours per week
allocated for cleaning motorcycles

+4+
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SUMMARY: This policy regulates promotional processes within Chandler Police
Department.
A. POLICY
[34.1.4]

All promotions will be conducted in a non-discriminatory manner using job-
related elements in accordance with City and Department policy.

B. DEPARTMENTAL ROLE

[34.1.1] [34.1.2]

1. THE CITY OF CHANDLER HUMAN RESOURCES Director retains
ultimate authority and responsibility for all decisions relative to the
promotional process

2. THE CHIEF OF POLICE has the authority to design or alter any
promotional process with the approval of the Human Resources Director

3. THE POLICE DEPARTMENT will administer the promotional processes
under the guidance of Human Resources

Rev . .
7 4. AN ASSISTANT CHIEF OF POLICE OR DESIGNEE will work with

representatives from Human Resources in the development,
administration, and supervision of all promotional testing

C. QUALIFICATIONS
[34.1.3] [34.1.4]
The following are the required qualifications for command and supervisory
positions in the Police Department. Applicants will be screened for these
gualifications prior to advancing to the next phase of assessment.

1. POLICE SERGEANT: An associate’s degree or 65 semester hours
toward a bachelor’'s degree and:
a. At least four years of experience as a police officer with the Chandler
Police Department OR
b. Three years of experience as a Chandler police officer and at least
five years of experience as a police officer with another agency

2. POLICE LIEUTENANT: At least two years of experience as a police
sergeant with the Chandler Police Department and a bachelor’s degree in
a job-related field

3. POLICE COMMANDER: At least two years of experience as a police
lieutenant with the Chandler Police Department and a bachelor’'s degree
in a job-related field, with a master’s degree preferred

4. ASSISTANT CHIEF OF POLICE

a. At least one year as a police commander with the Chandler Police
Department or, if selected from outside the agency, three years of
command level experience with another police agency, and a
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D. NOTIFICATION
[34.1.1] [34.1.5]

bachelor’s degree in a job related field, with a master’s degree
preferred

b. Able to demonstrate increasingly responsible command level
experience

c. Prefer attendance at a recognized command level training or
command college

CHIEF OF POLICE: The City Manager will determine the qualifications
for Chief of Police

CIVILIAN SUPERVISORS

a. Qualifications for civilian supervisors are set forth in the City of
Chandler Personnel Rules six, nine, and twelve and will include an
associate's degree or 65 semester hours toward a bachelor's degree
preferred

b. Qualifications for civilian management positions shall be determined
based on the job description and the needs of the Department. A
bachelor’'s degree is preferred.

The City of Chandler Human Resources Division will post, or have posted,
notification of upcoming promotional openings, including:

PwnE

o

The application procedure

The closing date for applications

Job and salary descriptions

The testing process, including the dates and times of all elements of the
testing process

The eligibility requirements (All candidates meeting the listed
gualifications shall be eligible to apply and to participate in the
promotional process)

The cut-off percentage or the number of qualified applicants, if applicable,
that will be permitted to participate in the selection process to be used by
the promotion board

E. SUBMITTING QUALIFYING

DOCUMENTS
[34.1.4]

[34.1.4]

YOU MUST SUBMIT transcripts, diplomas, and certification of degree
requirements to Human Resources for approval at the time specified by
Human Resources. Late submission of documents shall not be accepted.

F. PROMOTION BOARD MEMBERS

The Chief of Police or designee shall appoint the members of the promotion
boards. Promotions boards may include members of the Department,
members of other law enforcement agencies, volunteers, and members of the
community

1.

THE POLICE SERGEANT PROMOTION BOARD: Shall include
employees of the rank of police lieutenant or higher

THE POLICE LIEUTENANT PROMOTION BOARD: Shall include
employees of the rank of police commander or higher



PROMOTIONS: Administration
05/04/16

CPD GO B-04.100
Page 3

3. POLICE COMMANDER AND AN ASSISTANT CHIEF OF POLICE
PROMOTION BOARDS: Shall be appointed by the Chief of Police

4. THE CIVILIAN SUPERVISOR / MANAGER PROMOTION BOARD: Shall
be appointed by the Chief of Police or designee

5. THE HUMAN RESOURCES DIRECTOR AND/OR THE PROMOTION
BOARD CHAIRPERSON has the right to ask the Chief of Police to
remove anyone from the promotion board for cause

G. DUTIES OF PROMOTION
BOARDS
[34.1.1] [34.1.3] [34.1.4] [34.1.6]

1. USE UNIFORM QUESTIONS AND RATING METHODS to assess a
defined set of attributes

2. MAY ADOPT SELECTION PROCEDURES such as:

~poooTw

H. SELECTION PROCEDURES

[34.1.1] [34.1.3] [34.1.4]

Requiring and reviewing individual resumes

Interviewing all candidates

Interviewing their present supervisors

Interviewing applicants’ past supervisors

Reviewing performance evaluations and personnel files
Oral boards, peer reviews, assessment exercises, written
examinations, or other appropriate selection procedures

1. BEFORE ANY SELECTION PROCEDURES ARE USED, the Chief of
Police and the Human Resources Division representative must approve
the procedures and proposed documentation

2. ALL TESTING will be job related and non-discriminatory

3. THE CHANDLER HUMAN RESOURCES DIVISION in cooperation with
Police Department representatives will select and review all testing
materials for accuracy. The following rules apply:

a. Written examination

1) Shall be job related

2) Shall be comprised of information from the sources published in or
with the job announcement

3) Shall be the same test administered to all applicants competing for
the same position.

Oral examination/boards

1) Will include uniform questions developed by the Police
Department in cooperation with the Human Resources Division

2) Will seek a defined set of personal attributes relative to the
position sought

3) Will be asked of all candidates

4) Will record the results on a standardized rating form using a
uniform rating system established prior to the test

Assessment centers may be used as a part of the promotional

selection process to measure the dimensions, attributes,

characteristics, qualities, skills, knowledge, and abilities specified in

written job analysis
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1) Will be administered by the Chandler Police Department in
cooperation with the Human Resources Division
2) Will use standardized evaluation techniques of candidate abilities
based on the input of multiple assessors
d. Simulator tests, such as In-basket exercises, may be used to
evaluate the candidate's skills and abilities, attributes, characteristics,
gualities, and dimensions

3. THE SCORES FROM EACH STEP of the promotion process may be
weighted as part of the candidate's final score

4. ALL APPLICANTS in the process shall be notified in writing of their
scores after each step of the promotion process

I. EXAMINATION RESULTS
[34.1.3]
1. AFTER COMPLETING THE SELECTION PROCEDURES, the City of
Chandler Human Resources Division submits a promotional list to the
Chief of Police which shall be in rank order for the positions of police
sergeant, police lieutenant, police commander, Assistant Chief of Police,
and civilian supervisors and managers

2. APPLICANTS WILL BE NOTIFIED of their placement on the
employment register (See Personnel Rule 10). Those not selected for
placement on the register shall be notified in writing.

3. APPLICANTS MAY REVIEW their examination results and may file an
appeal with the Human Resources Director if desired

a. The request for review of examination results must be submitted
within 15 days from the date the examination results were mailed or
made known to the applicant.

b. If the review should disclose any errors, the examination record of all

those affected shall be modified by the Human Resources Director to

show a corrected record

Applicants affected will be notified of the corrected record

On completion of any appeals process, the Human Resources

Division will send a memo to each candidate regarding his final/official

test scores and the status of their eligibility

2o

4. EXAMINATION RECORDS and papers are not public documents

a. Applicants are not entitled to review notes and scores of individual
oral board examiners, interviewers, or those of other applicants

b. Applicants are entitled to review their own final percentile score given
to each part of the examination

c. Guidelines for reviewing promotional materials are found in City of
Chandler Personnel Rules

5. RE-TEST: Employees who were not successful in the promotional
process may re-apply and re-test at the next scheduled promotional
process, providing that at least 90 days have passed

6. GRIEVANCE: To grieve any portion of the promotion process, refer to
Personnel Rule 18
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7. DESTRUCTION: The application and examination papers of an applicant

J. SELECTION
[34.1.1] [34.1.6]

may be destroyed, provided no appeal is pending in accordance with the
City of Chandler records retention schedule

THE CHIEF OF POLICE will make promotions to the rank of police sergeant,
lieutenant, commander, Assistant Chief of Police, and civilian supervisor or
manager

1. A PROMOTIONAL LIST shall be developed in cooperation with the City

K. COMPENSATION
[22.1.1]

of Chandler Human Resources Division based on the final tabulation of
examination scores

THE CHIEF OF POLICE SHALL REVIEW the number of candidates on
the promotional list equal to the number of vacancies plus five

a. This review will consider the areas of supervisory ability, job
performance, productivity, work history, attendance, disciplinary
action, and other relevant information

b. The Chief of Police may appoint others to assist with the review

THE CHIEF OF POLICE MAY SELECT any one of these candidates for
promotion

AFTER THE FIRST SELECTION IS MADE, the next person on the
eligibility list will then move up and become eligible for promotion

A PROMOTION LIST SHALL REMAIN ACTIVE for one year (two years
for sergeant) by request of the Chief of Police to the City of Chandler
Human Resources Director

WHEN MORE THAN ONE PERSON IS PROMOTED in a class, the rank
order of the eligibility list will be used in determining seniority

On promotion, the employee shall receive at least a 5% increase in pay as
provided for in City of Chandler Personnel Rule 6.1.C

L. SECURITY OF MATERIALS

[34.1.3]

All testing materials shall be retained in the City of Chandler Human
Resources Division file room until disposition as prescribed by City Records
Retention manual

M. LATERAL ENTRY
[34.1.3]

1. SWORN: Considered at the ranks of Assistant Chief of Police and Chief

of Police

CIVILIAN: Considered on a case-by-case basis, depending on the needs
of the Department. The Chief of Police reserves the authority to consider
candidates from outside the Department. The same evaluation process
will be used for inside and outside candidates when both are under
consideration.
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N. PROBATION

[34.1.7]
1. Newly promoted employees shall work satisfactorily for a six-month

period of probation in order to meet the requirements for regular
employment in that class

2. The probation period may be extended one or more times by the Chief of
Police, but the extension periods shall not exceed the length of the
original probation

3. All periods of probation shall be in accordance with Personnel Rule 12
+44
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Summary:
[22.2.8] [26.1.1] This order summarizes the general appearance guidelines for all police
personnel.
A. POLICY
1. EMPLOYEES ON DUTY OR REPRESENTING the department in an official
capacity will practice good grooming habits and present a professional
appearance while on duty, including training and outside events
2. SUPERVISORS WILL ENSURE that employees under their command
maintain a neat and professional appearance
B. DEFINITION

C. APPEARANCE
[41.3.5]

UNIFORMED: Includes all employees wearing department-issued clothing
who are representing the department in an official capacity

Figure 1. Appearance Requirements for All Personnel

Area

Requirements

1. Grooming

All personnel will practice good grooming habits when on duty

2. Sunglasses

a. Conservative in style

b. The same as or similar in color to the uniform being worn

¢. No mirror or multi-colored sunglasses

d. Sunglasses retainers (e.g., leashes, “Croakies”, etc.) must be black or
navy blue in color

3. Bulky Items in

Do not carry in shirt or pant pockets (examples: snuff cans, cigarette

Pockets packs)
4. Loaning a. Do not loan your official police credentials to anyone
Credentials or b. Do not allow any person not a member of the department to use
Equipment department equipment, except with permission of a command officer
5. Jewelry Only wear watches, rings, and earrings conservative in style while on

duty; gauges are prohibited

6. Body Piercing

Do not wear visible body piercing ornaments while on duty

7. Tattoos

a. Tattoos are permanent markings made into the dermis layer of the skin
using inks, dyes, or pigments

b. Tattoos containing profane or inappropriate language or imagery are
not permitted. Examples include but are not limited to:

e Depictions of nudity or violence

e Sexually explicit or vulgar art, words, phrases or profane
language

e Symbols likely to incite strong negative reactions

e Initials or symbols which represent criminal or historically
oppressive organizations

c. All on-duty personnel may display tattoos the size of which can be
covered by a 3"x5” index card
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=  “On-duty” includes training, court, or any outside events that
represent the agency in an official capacity

= Exception: Non-offensive tattoos, otherwise prohibited by this
policy due to location or size, may be displayed during
department-sanctioned physical fithess activities and
evaluations, defensive tactics training, firearms training, or
training that takes place in a hot environment

d. No more than one tattoo per exposed appendage (i.e. arms, legs)

e. Employees are permitted one “ring style” finger tattoo per hand,
between the 2nd and 3rd knuckle, on the hand where a ring would be
normally worn

f. Tattoos on the face, neck, and hands are not permitted. Permanent
makeup conservative in style is allowed.

g. Any exceptions to this policy for employees actively engaged in very
specific assignments will be made by the Chief or designee

8. Identification

a. All police personnel will be visibly identifiable as representing the

Badge / department, either by displaying on their person their department-
Commission issued picture identification card or badge, or by uniform
Cards b. Uniformed personnel will carry their commission card to respond to
[22.2.7] citizen requests for identification
c. There are exceptions for undercover operations
Figure 2. Requirements for Uniformed Employees]
Area Requirements
1. Grooming Maintain uniforms, equipment, and other garments in a clean, serviceable
condition
2. Uniform a. Wear your full uniform when in public view. No part of a uniform that
Guidelines would identify you as a police employee will be worn separately.

b. Press uniform

. No repaired uniforms worn unless the patch or repair is small and

inconspicuous
. Gear, badge, and metal objects cleaned and shined to a gloss
. Button all buttons on approved uniform shirts, except collar buttons
Wear regulation badge

. Jewelry: Only watches, rings, earrings, and necklaces will be worn
while in uniform. Gauges are prohibited. Necklaces must not be visible
outside the uniform. No other jewelry is authorized.

1) Female officers may wear small earrings with a post or clip-on back.
Only one earring may be worn in each ear. Gauges, hoops and
dangling styles are prohibited

2) Male officers may not wear any type earring while in uniform or when
representing themselves as police officers (e.g., court, training, call
outs, etc.) Earrings may only be worn in a special assignment, such as
CIB (e.g., Narcotics), and only with the division commander’s approval.

(@)
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3. Court Attire

a. Wear full uniform or be in conformity with Courtroom Attire in B-05.300
guidelines

b. Bike officers are authorized to wear uniform shorts for City Court
hearings involving civil traffic and non-jury trials

4. Commission
Card [22.2.7]

a. Carry at all times while in uniform or in a plainclothes function
b. Carry when carrying a concealed firearm on or off duty

5. Undergarments

Purchased by individual officers
a. When visible at the neck, may be white, dark blue, or black (matching
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Area Requirements

(Sworn only) the uniform color)
b. You may wear a black “Ferruche” 100% cotton turtleneck T-shirt

underneath the long-sleeved uniform shirt

ONLY WEAR your uniform off duty when going to and from work, except

6. Wearing Uniform . Yo _
with the permission of a command officer

Off Duty (Sworn)

Figure 3. Employee Hair Regulations

Uniformed Males
and Non-

Area Requirements
. Employees: . Conservative style, no shaved cut design or lines, markings, bowl cut,
General Mohawk, talil, etc.
. Neat, combed, and clean
. If colored or dyed, all the same color or conservatively highlighted
providing a natural appearance
_MALES: . Length: No lower than the top of the shirt collar at the back of the neck

when standing with the head in a normal posture and will not extend
more the one-and-one-half inches from the side of the head

Uniformed . Worn above the ears
sworn . Sideburns no more than one-inch wide, not extending below the
bottom of the earlobes, and will be neatly trimmed
. Mustaches not extending beyond one-quarter inch below the corner of
the mouth, neatly trimmed; and not waxed or twisted
. No beards except by special permission from the Office of the Chief
. FEMALES: . Length: Hang no lower than the bottom of the shirt collar at the back of
Uniformed the neck when standing with the head in a normal posture; bangs will
Sworn and extend no longer than the bottom of the eyebrows
Detention . Professional-looking hair necessities: May wear if similar in color to
Officers officer's hair or uniform to keep hair in place
. Wigs: If worn, all the same color or conservatively highlighted providing
a natural appearance
. Hair must be worn above the collar
4. Officers In May deviate from these regulations with the approval of the division
Special commander
Assignments a. Officer prepares a written request to the division commander through
(e.g., CIB) the chain of command detailing the deviation requested

b. The commander will respond in writing to the officer approving,
denying, or modifying the request

+44+
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Summary: This order describes the provision of uniforms and equipment and standards
for their use.
A. POLICY
[17.5.2]

B. DEFINITIONS

C. OFFICIAL LISTS

D. ALLOWANCES

1. THE QUARTERMASTER issues all approved uniforms and equipment,
except firearms, conducted electrical weapons (CEW), and radios

2. THE RANGEMASTER or his representative issues firearms

3. THE TRAINING UNIT’S representative issues conducted electrical
weapons (CEW or a.k.a. Taser®)

4. THE COMMUNICATIONS’ representative issues radios

1. IMMEDIATELY AVAILABLE: Having it in close proximity so it can be put on
at a moment’s notice

2. UNIFORMED: All employees wearing department-issued uniforms and
representing the department in an official capacity

1. THE QUARTERMASTER MAINTAINS a list of standard issued equipment
and uniforms

2. THE APPROPRIATE COST CENTER MANAGER and bureau/precinct
commander will approve the list for each position in writing and submit the
form through the Vehicles, Equipment, and Uniforms (VEU) Committee

3. EMPLOYEES WILL USE FORM 32-106, “Change Request for Standard
Issued Uniform,” to suggest changes to the authorized lists and submit to
Quartermaster to process

4. A REFERENCE COPY of the standard issued equipment and uniform book
is available in the briefing room

1. THE FOLLOWING PERSONNEL shall receive an equipment allowance paid
the first full pay period of the fiscal year to be used to purchase
authorized, duty-related uniforms and/or equipment at the discretion of
the employee:

Sergeants through the rank of commander
Detention officers/supervisors

Crime scene technicians

Park rangers

apow

2. SWORN EMPLOYEES who are required to wear civilian attire during the
performance of their duties will receive a fiscal year uniform allowance
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(according to their respective MOUS). This payment will be made through
the payroll system (according to each MOU) to personnel assigned to the
following:

a. Criminal Investigations Bureau
b. Professional Standards Section
c. Media Relations Unit

E. REPLACING ISSUED UNIFORMS

AND EQUIPMENT

F. REPLACING

Rev

PERSONAL ITEMS

THE QUARTERMASTER WILL ISSUE A REQUEST for a new uniform or
equipment when worn out or damaged beyond repair on an as needed basis

1. Employee completes the uniform or equipment replacement form

2. Supervisor views the item to be replaced to verify it needs replacing and
signs form

3. Employee returns the approved form to the quartermaster’s office

4. Quartermaster issues replacement item(s) to employee

5. Upon receipt of new uniforms, employee returns unserviceable uniforms
to the quartermaster

1. INVOLVED SUSPECT KNOWN: Attempt restitution (restitution money is
deposited back into the appropriate department accounts)

a. Complete an accident report

b. Submit a copy of the report to the quartermaster with the approved
uniform/equipment request

c. Ifthe loss is not covered or only partially covered by the department’s
uniform and equipment policy, the court may issue the restitution
check directly to the officer

2. INVOLVED SUSPECT UNKNOWN: Submit an approved uniform/ equipment
request to the quartermaster. The department may reimburse the loss.

3. REPLACEMENT GUIDELINES: Employees shall submit the receipt(s) of the
replacement item(s) to the quartermaster in order to be reimbursed

a. Prescription eyewear, sunglasses, watches, and personal items of
clothing damaged during the performance of duty may be repaired or
replaced with the approval of the bureau/precinct commander,
particularly when there is no known suspect

b. Replacement items will be of similar function and style, but not
necessarily of similar quality and value

c. Repair or replacement may be at original purchase price, but will not
exceed the allowances listed below:

Figure 1. Reimbursement Allowances for Personal Property

Iltem Amt.
Prescription eyewear (unless covered by an insurance plan) $250
Personal cell phone/Tablet $400/up
to $500
Sunglasses (non-prescription) $100
Watches $100
Shirt or Pants $ 50
Uniform Footwear (boots only) $100
Dress or casual shoes appropriate for performing all potential duties |$ 75
Personally owned tools of the trade $ 30
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IN ADDITION to the requirements listed in B05.100, uniformed employees will
comply with the following requirements:

Fi

ure 2. Requirements for Department Issued Items

Item

Requirements

1. Uniform Class
Requirements

CLASS A Regular uniform with traditional slacks
Long-sleeved shirt
Tie
Ribbons
Hash marks (if applicable)
Service hat (if mandated by the Chief)
CLASS B Traditional slacks or inner cargo pants
Traditional long- or short-sleeved shirt
CLASS C a. Outer or inner cargo pants with issued long- or short-sleeved
Blauer Armorskin polo shirt and outer carrier
b. Shorts with short-sleeved polo shirt (Bike Team only)
c. Polo shirts for authorized specialties: With name, badge,
patch, and section only
Note: Blauer Armorskin polo shirts may not be worn alone; it must be
worn with the outer carrier

2. Pins, Awards,
Ribbons,
Rockers

a. Placement

1) Only wear ribbons on the Class A uniform (See: General Order B-02
for placement)

2) Center pins worn with ribbons .25 inches above the ribbons. The
National Law Enforcement Memorial award will be worn .25 inches
above ribbons on either the Class A uniform or dress jacket.

3) Center ribbons and awards above the right breast pocket, parallel to
and .25 inches above the nametag

b. Optional Wear

1) Department-issued flag pin: When worn, wear it on the regular
uniform left pocket, left side

2) The badge number of a fallen officer: May be worn for one year after
the death of the officer .25 inches centered above the nametag of the
regular uniform shirt

c. Specialty Pins

1) Wear .5 inches centered above the nametag

2) Motor officers, DARE officers, K-9 Unit, and SWAT members may
continue to wear their assignment pins after completing assignment

3) Officers who have attended the FBI National Academy may wear the
National Academy pin

4) Wear only one specialty pin (of the officer’s choice) at a time

d. Field Training Officer Chevron and Park Ranger/Detention Officer
Rockers

1) Wear on both sleeves under department patch

2) Wear with Class A, Class B, and Class C uniforms

3) Worn during duration of the assignment and will be removed upon
departure from the unit

3. Name Plate,
Issued

a. Description
1) Silver or gold (dependent on rank) with black lettering
2) Name: First initial and last name
3) Specialty assignment, if applicable: Centered under the name with
only one listed
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Item

Requirements

4) Serving Since XXXX plate: Hanging below name (use the year the
officer began working for Chandler Police Department in any capacity
or for laterals when they began working as sworn)

. Placement on Uniform: Center above the top seam of the right shirt

pocket with the top edge of the “Serving Since: portion resting on the top
edge of the pocket and hang onto the pocket

. Changing Assignment: Officer may be issued a new name /

assignment plate or continue to wear the specialty of his choice

4. Shorts, Issued
Bike Team Only

. Courtroom: Only authorized for City Court hearings involving civil traffic

and non-jury trials

. Authorized socks: Only wear black or white “athletic style” socks with

no visible logos or writing and worn not less than 1 inch or not more than
3 inches above the top portion of the shoe

5. Hats, Issued

. Class A: May be worn at the officer’s discretion with a Class A or Class

B uniform

. Baseball cap

1) Issued to officers upon request
2) lIssued to cadets attending academy for academy requirements only
3) May wear:

a) During physical testing and qualification shoots

b) In inclement weather

c) While directing traffic

. Campaign Hat

1) Issued to Detention and Police Cadets,
2) Issued to officers upon request
3) Campaign hats may not be worn with the Class A uniform

6. Tie - Black,
Clip-on, Issued

. Place the bottom point of the tie within 1 inch of the top of the belt
. Wear with the long-sleeved uniform shirt and only for special occasions

as determined by the commander

. Department issued tie bar only

7. Hash Marks
(Service
Stripes),
Issued

. One hash mark issued for every four years of service as a police officer

in any state (effective July 1, 2004). Police officers will only wear hash
marks earned for service as a police officer.

. One hash mark issued for every four years of service as a detention

officer in any state. Detention officers will only wear hash marks earned
as a detention officer.

. Sew stripe 1.5 inches above the top seam of the left cuff of the long-

sleeved shirt so when the sleeve is folded flat, the left edge of the patch
aligns with the top crease

. The service stripes are mandatory for Class A and B long-sleeved

uniform shirts and are optional for winter patrol jackets

8. Equipment
Belt, Issued

. All items carried on the belt and the belt will be of similar material
. Wear the equipment belt so the trouser belt is not exposed and the point

of the belt is toward the side with the holster

. Optional: Officers may replace their nylon gear with leather if they

choose. Leather duty gear will become daily attire.

. Duty gear will be replaced on an as needed basis as opposed to annual

replacement

9. Traffic Vest,
Issued

. All employees will wear a traffic vest when directing traffic or working in

the roadway for any reason

. Keep vest immediately available in your vehicle
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10. Shoes, a. Uniform footwear will be all black in color, and meet the following
Individually standards:
Purchased 1) All black sole

2) Shoe or boot style

3) Plain toe, no seams, perforations, or grains

4) Leather around the entire circumference of the shoe at the line of the
sole. If fabric is used in the construction of the exterior surface it must
be used on the uppers only.

5) Able to be shined to a gloss

b. “Athletic style” shoes are an acceptable alternate uniform footwear if

they meet the following criteria:

1) All black in color, inclusive of logos, trademarks, brands, and sidewall

2) Leather upper

3) Must be able to be maintained (clean and polished appearance)

4) No Velcro closures

5) Mid-rise (3/4) and low-rise designs

6) Conservative, mid-sole sidewall designs (i.e., no excessive molding)

c. The appropriate cost center manager or designee must approve
exceptions
11. Socks Only wear black socks with long uniform pants when visible to the public

12. T-shirt, Issued

a. Purpose: Designed to assist in identification during warrant service,
emergency responses, and crime scene work

b. Description: Black pullover short or long-sleeved T-shirt, “POLICE”
screened in white on the front, “CHANDLER POLICE” screened in white
on the back

c. Itis considered optional wear (issued to CIB only)

13. Body Armor,
Issued [41.3.5]

Definition: Field Activities — Duty assignments and/or tasks that place or
could reasonably be expected to place officers in situations where they
would be required to act in enforcement rather than administrative or
support capacities.

a. Officers assigned to a uniformed function are required to wear body
armor while engaged in field activities both on duty and during extra duty
employment unless exempt as follows:

1) When an agency-approved physician determines an officer has a
medical condition that would preclude wearing body armor;

2) When the officer is involved in undercover or plain clothes work that
his/her supervisor determines could be compromised by wearing body
armor; or

3) When the department determines circumstances make it inappropriate
to mandate wearing body armor

b. Officers not assigned to field activities shall have their vests readily
accessible during their shift

c. All non-uniformed officers will wear protective body armor as outlined in
General Order D01-200.L.

14. Outer Body
Armor Carrier

Authorized for all uniformed personnel eligible to wear it

a. Minimum Specifications — The following specifications and features are
required:
1) All pouches will be sewn onto the carrier; a Molly mounted system is
not authorized
2) Accurate, custom/semi-custom fit to employee’s concealable body
armor
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3) Exterior shell constructed of black Cordura SDN fabric or equal
durability, machine washable, colorfast, and UV protected
4) Interior shell constructed of high quality rip stop or equal durability and
functionality material, black in color
5) One or two piece construction, two piece construction must connect at
the shoulders via Velcro, front panel is the female attachment
6) Internal panel suspension system meeting manufacturer’s
requirements to prevent panels from sliding inside the carrier
7) Internal trauma plate holder — front and back
8) Metal badge grommets, left side of chest, similar in placement as on a
uniform shirt
9) Reinforced stitching, right side of chest to affix metal nameplate
10) Two breast pockets, no flap enclosure, with reinforced top edge and
Velcro closure
11) Two pen pockets built into or next to breast pockets
12) Full length vertical zipper on front panel
13) Pass through front pocket, zipper closure on each side
14) Side panel closure front over rear with 1” side clips (female front panel,
male rear panel)
15) Wire management capability for body worn camera and microphone
cords
16) Optionally installed or removable belly band attached to back panel
and secured underneath front panel
17) Reinforced shoulder epaulets with hidden metal buttons
18) Microphone loop mounted vertical or horizontal on front vest panel

b. Authorized Pockets Front Panel — Personnel may have a total of four
pockets or pouches attached to the front panel for:
e CEW holster ¢ Handcuffs e Collapsible baton
Camera battery OC spray
Radio Tourniguet
Flashlight Utility pouch with zipper or Velcro closure

c. Authorized Pockets Rear/Side Panel — Personnel may have the
following pockets or pouches attached to the rear/side panel:
¢ One camera battery pouch attached to a side panel
¢ Up to two handcuff pockets attached to rear of vest, one each side
e “POLICE” patch no more than 2.5 inches in height, in muted white
color, with no borders, on rear panel

d. Blauer/Elbeco Shirt Outer Vest Carrier (Purchase on own or

department will issue in lieu of one uniform)

1) Shirt Outer Vest Carrier

2) Blue in color

3) May only be worn with short or long sleeve uniform shirt or Blauer
Armorskin polo shirt

4) Specialty Sections may wear specifically assigned outer carriers
approved by the Chief

15. Ballistic
Helmets, PPE
Gear and Gas
Masks, Issued

a. Uniformed officers performing routine patrol duties shall keep these
items immediately available to them while on duty

b. Mandatory issue to all sworn personnel medically cleared to wear a gas
mask
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16. Duty Holsters,
Issued

a. The department issues a standard holster
b. Officers may self-purchase range-approved alternate holsters
1) The range maintains a stock of department-approved non-issue
holsters which officers may test and compare during open range
2) The range provides training for officers with alternative holsters one-
half day each month.
3) Officers will not use the alternative holster until they are trained

17. Badge
Purchase

a. Flat Badge: Officers may purchase a flat badge upon completion of FTO
through the quartermaster

b. Promotion: Upon promotion, officers may keep their previously ranked
badge

18. Insignia of
Rank on
Regulation
Uniform

Easily recognizable on the regulation uniform of all sworn personnel

a. Chief: Four gold-colored stars worn .5 inches from the front of the collar
and centered between the top and bottom of the collar of the shirt

b. Assistant Chief: Three gold-colored stars worn .5 inches from the front
of the collar and centered between the top and bottom of the collar of the
shirt

c. Commander: Two gold-colored stars worn .5 inches from the front of the
collar and centered between the top and bottom of the collar of the shirt
or jacket

d. Lieutenant: A single gold-colored bar, .75 inches long, worn .5 inches
from and parallel to the front of the collar, centered between the top and
bottom of the collar of the shirt

e. Lieutenants and above: Jackets/coats must have cloth rank sewn onto
the epaulettes. The rank will be approximately 1 inch in length and will be
positioned .5” from sleeve and centered on both epaulettes.

f. Sergeant: Wear chevrons on each sleeve of all shirts, jackets, and coats,
centered, and .5 inches below the shoulder patch
1) Shirt: chevron is blue with gold trim
2) Coat and jacket: chevron is blue with gold trim, surrounded by a black

border

g. Metal Style: All buttons, snaps, name/assignment plates, or other metal
parts showing on uniform or helmet
1) Gold Color: Supervisory/Command Officers/Detention Supervisors
2) Silver Color: Police Officer/Uniformed Civilians
3) Exception for Honor Guard Team

+4+
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B-05 UNIFORM AND DRESS
Subject Effective

300 Non-Uniformed 01/22/16
Employee Dress Code

Summary: In addition to requirements in B-05.100, this order describes appropriate attire
for all non-uniformed personnel.

A. POLICY

B. COURTROOM ATTIRE

Personnel shall wear conservative clothing that is professional in
appearance and appropriate for performing their assigned job tasks.
Supervisors will set the tone for their unit, section or division keeping in
mind the need to display a high level of professionalism.

Exception: Supervisors may allow employees to deviate from this
directive when it is operationally necessary

This section applies to all personnel:

a. Not assigned to uniform assignments

b. Appearing in court on a non-duty day

c. Representing the department at specified functions
d. Attending non-physical training sessions

FEMALE PERSONNEL

a. Pants: Dress pants made of wool, cotton, polyester or synthetic
blends

b. Skirt: Business professional no shorter than 2 inches above knee

c. Top: Button up dress shirt with collar or professional blouse. Top may
be worn untucked if designed to be worn that way with appropriate
length hem.

d. Option to wear conservative business suit or blazer with pants or skirt

e. Appropriate uniform

Unacceptable attire includes: casual pants (such as khakis, “Dockers”,

chino pants, etc.), utility pants, any denim

g. Dress shoes appropriate for conservative courtroom attire

—h

MALE PERSONNEL

Pants: Dress pants made of wool, cotton, or polyester blends

Shirt: Button up long sleeve dress shirt with collar and wrist cuffs

Tie: Business professional

Option to wear conservative business suit or blazer

Appropriate uniform

Unacceptable attire includes: casual pants (such as khakis, “Dockers”,
chino pants, etc.) utility pants, any denim

g. Dress shoes appropriate for conservative courtroom attire

~Poo0 oW

Exception: Justice Court preliminary conferences or hearings where
undercover officers may wear normal attire for their assignment



UNIFORM AND DRESS: Non-Uniformed Dress Code CPD GO B-05.300

01/22/16

C. WORK ATTIRE

Page 2

1. FEMALE PERSONNEL

a.

b.

o

aoow

Dress slacks or casual slacks, but no denim jeans, utility pants, or
leggings

Top: Button up dress shirt or professional blouse. May be worn
untucked if designed to be worn that way with appropriate length hem
Department polo shirts, non-department polo shirts with the following
restrictions: the logo may be no larger than “pocket-sized,” no display
of any controversial topics (examples: tobacco, alcohol logos) and be
located on the front of the shirt only

Sweaters when worn over appropriate top

Conservative business suits or jackets/blazers are optional year-round
Dress shoes or casual dress shoes appropriate for performing all
potential duties

Dresses and skirts with the hem no higher than two inches above the
knee are authorized for professional staff only

MALE PERSONNEL

Dress slacks or casual slacks, but no denim jeans or utility pants
Dress shirts, button up with collar

Ties are optional

Department polo shirts, non-department polo shirts with the following
restrictions: the logo may be no larger than “pocket-sized,” no display
of any controversial topics (examples: tobacco, alcohol logos) and be
located on the front of the shirt only

Sweaters when worn over an appropriate shirt

Conservative business suits or sport coats are optional year-round
Dress shoes or casual shoes appropriate for performing all potential
duties

+44
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B-06 EMPLOYEE RANDOM DRUG TESTING

DEPARTMENT _ :
Subject Effective:
GENERAL ORDERS 100 Procedures 11/15/13
Serving with Courage, Pride, and Dedication

Summary:

[26.1.1]
A. POLICY

B. DEFINITIONS

This policy describes the department’s employee random drug testing
program.

The critical mission of customer service and protecting life and property
justifies maintenance of a drug-free work environment through a reasonable
employee drug-testing program. To ensure the integrity and preserve public
trust and confidence in a fit and drug-free law enforcement profession, this

department has implemented a drug-testing program consistent with the City of

Chandler Drug Free Workplace Policy.

1. DRUG TEST: The compulsory production and submission of a urine sample
by an employee in accordance with departmental procedures for chemical
analysis to detect prohibited drug usage

2. CONTROLLED SUBSTANCE: A substance in Schedules | through V of
Section 202 of the Controlled Substances Act (21 USC 812)

C. PROCEDURES / RULES

1. PROHIBITED ACTIVITY: The following rules apply to all applicants and
probationary and permanent employees while on and off duty:

a. No employee shall illegally possess any controlled substance

b. No employee shall ingest any controlled or other dangerous substance
except as prescribed by a licensed medical practitioner
(See GENERAL ORDER B-11.100I for procedures for prescription

medication notification)

c. No employee shall ingest any prescribed medication in amounts
beyond the recommended dosage

d. Any employee who unintentionally ingests or is made to ingest a
controlled substance shall immediately report the incident to his
supervisor so that appropriate medical steps may be taken to ensure
the employee's health and safety

e. Any employee having a reasonable basis to believe that another
employee is illegally using or is in possession of any controlled
substance shall immediately report the facts and circumstances to his
supervisor

f. Discipline of employees for violation of this policy shall be in
accordance with the City of Chandler Drug-Free Workplace Policy

2. EMPLOYEE RANDOM DRUG TESTING

All sworn personnel are subject to random testing each quarter when

selected by a computer-generated program. Each sworn officer will be
chosen at least once in a three-year period and may be selected more than
once during the three-year period.
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3. DRUG TESTING PROCEDURE: The PSS Commander manages the
Rev /7 mandatory drug-testing program

a. The commander or designee will notify each selected employee during
working hours to report to the laboratory during that tour of duty or
immediately afterward

b. Employees will go to the private laboratory where the drug test will be
administered and specimens obtained

c. The employee will fill out and sign a records release form and a chain
of custody form, both available at the laboratory

d. If the employee is unable to provide the required sample, the employee
must stay in the lab area and drink water for up to two hours in an
attempt to produce the sample. If still unable to produce the sample, the
employee may need to seek medical attention from the employee’s own
physician.

e. If a second sample is required, the lab will take the test and forward the

results to the City medical review doctor

4. DRUG TEST RESULTS

a.

D. DISCIPLINARY MEASURES

1.

The lab will forward all drug test results to the medical review officer for
review. Following the review, the medical review officer will forward a
report to the department to be filed in the proper employee medical file
and retained per state law.

Drug test results and records will be kept in a medical file in Police
Administration

All records pertaining to department-required drug tests are confidential
and will not be provided to other employers or agencies without the
written permission of the person whose records are sought

EMPLOYEES REFUSING TO BE TESTED will be placed on leave with
pay until an investigation for the violation of directives is completed and
reviewed by the Police Chief

THE CITY’S MEDICAL REVIEW OFFICER (MRO) will contact employees
with confirmed positive results to get an explanation on the drug test. If
properly explained, the test will be classed as a negative test. If not, the
MRO will contact the Chief’s Office and Human Resources.

DISCIPLINE FOR VIOLATION of the City’s drug policy via this general
order will be in accordance with the City of Chandler Drug Free
Workplace Policy

+44+
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i ¥ DEPARTMENT B-07 LINE-OF-DUTY DEATH AND

Subject Effective

100 Procedures 07/01/16

SUMMARY:
[22.2.4] [22.2.6]

A. POLICY
[22.2.6]

B. DEFINITIONS
[22.2.4] [22.2.6]

This order provides detailed instructions to be followed during the first 12- to
24-hour time period after the event of an employee’s line-of-duty death or
serious injury, including the provision of emotional support and assistance for
the deceased/injured employee’s family. Detailed instruction can be found in
the Funeral Guidelines Manual found on department desktop computers
under icon “Police Department Manuals.”

This policy provides personnel the essential steps to be taken as a result of a
line-of-duty death or serious injury.

o Pertains to the first 12- to 24-hour period when the injury or death
occurred

¢ Notification of the employee’s family, co-workers and City staff

e Guidelines for the mobilization of a response team and resources
available to immediate family members, friends, and co-workers

e Long-term direction for addressing the traumatic incident

CRITICAL INCIDENT RESPONSE: It may be appropriate to refer to General
Order E-31: Critical Incidents for guidelines regarding scene management. It
is always an option to request activation of the City’s Emergency Operations
Center should multi-department/division resources be necessary for scene
management. The Chief may choose to implement all or part of this General
Order as necessary.

Term

Definition

1. LINE-OF-DUTY DEATH A death of a Chandler Police employee resulting from any

action, felonious or accidental, while performing work-
related functions either on- or off-duty. Under some
circumstances, cases involving the natural death of an
employee while on duty may qualify for certain benefits.

2. SURVIVOR

Immediate family members of the deceased employee
including spouse, children, parents, siblings, fiancé,
and/or significant others identified by the family or known
to the department

3. CASE OFFICER The Office of the Chief will immediately establish a sworn

employee to be the point of contact for the case
surrounding the incident. It is important to have a primary
point of contact for investigative-related inquiries.

4. NOTIFICATION OFFICER The designated sworn employee who is responsible to

ensure that proper notifications are completed. This
responsibility usually falls to the on-duty shift commander
or another employee designated by the Office of the
Chief. The notification officer may delegate another
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employee to perform this duty but retains the

responsibility for notification.

5. FAMILY LIAISON OFFICER An employee appointed by the Chief of Police who

ensures the expedient accomplishment of tasks in

support of the injured employee, funeral (when

applicable) and family. This is potentially a long-term

assignment and consideration to this should be made

when making the selection for this position.

6. BENEFITS COORDINATOR An employee appointed by the Police Chief who performs

the duties outlined in Section D.6 of this order,

coordinating with the City benefits staff as required.

¢ Maintains a current list of state, federal, and private
organizations that provide benefits and assistance

o Responsible for the receipt of donations to the family
of the employee involved

7. DEPARTMENT CHAPLAIN A licensed member of the Chandler clergy appointed by

the Chief of Police to meet the personal and spiritual

needs of department personnel and Chandler citizens on

an as-needed or requested basis

8. CRITICAL INCIDENT STRESS | Member(s) of the CISM team may be called in to help

MANAGEMENT TEAM with notification and then to remain with the family as
needed to help coordinate and provide emotional
assistance

9. CIVILIAN EMPLOYEE Appointed by the Chief of Police to coordinate notification

LIAISON of civilian employees of the incident and to perform other

functions as needed

C. NOTIFICATION

PROTOCOL
The Office of the Chief recognizes the concern of employees and their family
members, friends, and members of the public when news is breached
regarding a critical incident involving a police employee. However, the
priority is making contact with the immediate family members of the employee
involved. Notification procedures are outlined below.
ACTION PROCEDURES
1. NOTIFICATION a. Assemble a team as indicated in Section D.6
OFFICER’S b. Primary responsibility is notification of the deceased or
RESPONSIBILITIES severely injured employee’s immediate family members

c. If notification is designated, the notification officer is
responsible to ensure proper notification is made
d. Notify the department chaplain to:
1) If appropriate, accompany the notification team when
contact is made with family members
2) Be available for immediate bereavement counseling at
the department for employees who express a need for
such counseling
e. Ensure the mobilization of the Critical Incident Stress
Management Team (CISM). CISM will report to the Office
of the Chief and be ready to provide support as needed.
f. May notify EAP counselors if appropriate
g. Provide the Office of the Chief with a written list of all
notifications made
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2. SURVIVING FAMILY
NOTIFICATION

. The Notification Officer’s primary responsibility is to notify

the deceased or severely injured employee’s immediate
family members

Never release the name of the deceased employee to the
media before the immediate survivors living in the area
are notified

If an immediate survivor has a known medical problem,
medical personnel should be dispatched to coincide with
the arrival of the notification officer at the residence

Must always make notification in person and never
alone. The family priest, minister or pre-designated
person should accompany the notification team; however,
do not delay notification if that person is not available.

If there is an opportunity to get the family to the hospital
prior to the demise of the employee, do not wait for the
appropriate delegation to gather. Get the family to the
hospital as expeditiously and safely as possible.
Notification should never be made on the doorstep.
Gather family members in the home and seat them.
Inform them slowly and clearly of the information you
have on the incident, making sure you use the
employee’s name during the notification.

If the employee has already died, relay that information
using words like "died" and "dead" rather than "gone
away" and "passed away" that might spark a false sense
of hope

If a member of the notification team is seriously affected
by the death, understand that showing emotions is
perfectly acceptable

Reactions of the family may include hysteria, anger,
fainting, physical violence, etc.

It is important to relay all available information to the
surviving family concerning the circumstances of death.
This will likely be an on-going responsibility as the
investigation continues. The Notification Officer should
coordinate with investigating officers and prosecutors to
ensure the family receives the maximum information
allowable during the first few days. On-going investigation
information may be conveyed by the Office of the Chief or
the Family Liaison Officer.

Transportation to hospital: If the family wants to go to
the hospital, officers should transport them by police
vehicle. It is highly recommended that the family not
drive themselves to the hospital. Should there be serious
resistance and the family insists on driving, an officer
should accompany them in the family car.

If notification of immediate survivors must be made
beyond the Phoenix metro area, it should be made
through a personal death natification visit by the local law
enforcement agency in that area. The Notification Officer
will either personally notify the jurisdiction by phone or
pass the information to Communications.
Communications will send a teletype message to the
jurisdiction. In either case, the Notification Officer will
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. From the point that notification to the immediate family is

ensure that a personal death notification is requested.

made, a uniformed officer will be scheduled to remain
with them for as long as necessary.

3. CITY OFFICALS
NOTIFICATION

. Compliance with Workman’s Compensation rules requires

Notify the City Manager immediately. See Death
Notification of Employee procedures, Administrative
Regulation CM-11.

notifying the City’s safety coordinator immediately (no
later than 24 hours) of the work-related death or injury
(Administrative Regulation MS-09)

4. POLICE EMPLOYEES
NOTIFICATION

. The Office of the Chief will provide a statement to the

. Alist with relevant contact information will be provided to

department as promptly as possible. This message may
be broadcast via MDCs. A suggested message is as
follows: “This communication is to let you know that one
or more Chandler Police employees have been involved
in a critical incident. At this time, details about the incident
are being gathered. After the facts have been confirmed
and the family members of those employees involved
have been contacted, we will be reaching out to our
Chandler Police family with information about the incident.
Your patience is greatly appreciated.”

Communications, Records, Field Operations and Criminal
Investigations personnel. This list is necessary so that
messages can be routed accordingly.

5. ROUTING INQUIRIES

Inquiries from the press will be forwarded to the on-duty
Public Information Officer

Inquiries from the public will be professionally and
courteously deferred with an explanation information will
be provided to the news media as it can be confirmed. If
insistent, a message will be taken and forwarded to the
Public Information Officer.

6. OTHER CONTACT
NOTIFICATIONS

. Contact from persons involved with the incident (i.e.

witnesses) will be routed to the Case Officer

In the event of a line-of-duty death, a National Broadcast
will be made utilizing the teletype system within 24 hours
of death

Notification will be made to outside support groups (i.e.
Team 905, FOP, CLEA) for assistance

D. RESPONSE TEAM MOBILIZATION

Position Responsibility
1. On-Duty Shift Will begin the following procedures until command-level staff has
Commander arrived to assume this role

2. Office of the Chief

a. Establish a formal chain of command with specific individuals
named to command positions

b. Establish a base of operations (usually at Main Station) with access
to a number of phone lines, network computers and office
equipment
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1) The employee’s file will be kept at the established base of
operations. Employee files can be located in Police
Administration.

2) Compile a list to include the names of immediate family
members, their contact information, and any other relevant
information pertaining to the employee involved

3) All activity pertaining to the incident will be filtered through the
base of operations

3. Scene Commander

A designated ranking sworn officer acting as conduit to the Office of
the Chief

a. Remain at the scene while it is active

b. Name an immediate replacement if it is necessary to leave

c. Designate a scribe for notes and other related duties if necessary

4. Case Officer

Sworn employee as point of contact for the case surrounding the event

5. Scribe

This employee may be of any rank, and would usually be chosen from

those immediately available. Duties include:

a. Work at the base of operations and record all assignments made,
incidents observed and other notes of importance

b. Make copies of this order and associated documentation referenced

c. Compile a list of designated command staff and employees
assigned positions and their contact phone numbers. Copies of this
list will be provided to all participants as well as Communications
and Records. As necessary, this list may be provided to the
immediate family members.

6. Notification Team

For each employee involved, a team will comprise of:

a. Two sworn, one ranked lieutenant or above
b. A Victim Services employee or volunteer (if possible)
c. Department Chaplain, if possible

The team should immediately proceed to the family members’ location
for notification

NOTE: Verify if specific wishes regarding notification are listed on the
employee’s Emergency Contact form and make reasonable efforts to
do so

7. Hospital Security
Officer

A ranking sworn officer who maintains control and security at the

hospital where employee is located. A security officer will be assigned

to each employee critically injured. Duties include:

a. Immediately respond to the hospital and arrange for separate
waiting facilities for family and for police employees

b. Ensure medical personnel relay pertinent information of officer’s
condition to family in timely manner

c. Apprise the family of hospital policy concerning visitation with the
injured or deceased employee

d. If necessary, explain to the family why an autopsy is needed

€. IF HOSPITAL POLICY ALLOWS, immediately provide the family the
opportunity to visit the critically injured employee prior to death

f. DO NOT BE OVERLY PROTECTIVE OF THE FAMILY. If requested,
share specific information on how the employee sustained the injury
or met his/her death, and allow the family time with the deceased.
DO NOT MAKE IDLE PROMISES to the family at this time.

g. DO NOT suggest a survivor be sedated unless medication is
requested




CPD GO B-07.100

Line of Duty Death: Procedures
Page 6

07/01/16

h. Be present the entire time the family is at the hospital to facilitate
whatever assistance the family may need at the time

i. SCHEDULE A UNIFORMED OFFICER to be stationed at the hospital
room door for as long as deemed necessary

j- THE EXPRESSION OF RAW EMOTION by anyone, including officers,
is perfectly understandable under these circumstances

8. Family Liaison
Officer

A primary contact with the family chosen by the Office of the Chief soon
after the incident. Duties include:

a. Convey the needs of the family to the Office of the Chief. This may
involve notification to other family members, including out-of-town
relatives.

b. OVERSEE ARRANGEMENTS FOR TRAVEL AND LODGING for
immediate family members who reside out-of-town

Cc. ENSURE RESOURCES OFFERED under the purview of this order
are provided to the family in an expeditious manner

d. Sometimes, wishes regarding who should fill this role are made on
the employee’s Emergency Contact form. The family may make a
specific request as to who fills this role. All efforts will be made to
adhere to these wishes.

9. Families of Other
CPD Employees

Notification (in person if possible) will be made to former CPD police
employee survivors

10. Public Information
Officer

A specific P1O will be named for inquiries from the press and public and
route them appropriately

11. Civilian Employee
Liaison

An employee designated to monitor the needs of the on-duty civilian
employees, with particular attention paid to Communications and
Records employees, who receive an influx of inquiries from co-workers,
press and members of the public. Duties include:

a. COMMUNICATE WITH THE OFFICE OF THE CHIEF the needs of
these employees. May include authorization to call employees in
on an “overtime” status to assist.

b. MAY ASSIST THE PIO WITH DEVELOPING STATEMENTS that can
be released to inquiring co-workers

c. When appropriate, will organize an employee notification team
whose purpose is to proactively call supervisors with information
regarding the incident. The supervisors will be instructed to pass
the information on to their direct reports.

12. Critical Incident

WILL BE MOBILIZED BY THE NOTIFICATION OFFICER. The lead contact

Stress of this team will be established. May be necessary to deploy CISM

Management team members to the scene and/or hospital to provide support to

Team employees involved with the incident dependent upon the situation.
13. Benefits Assigned by the Chief of Police to assist with recognizing and

Coordinator

coordinating benefits due to the employee and his/her family. This
designee will:

a. INITIATE CONTACT WITH THE CITY’'S HUMAN RESOURCE
DEPARTMENT (HR) and work with HR in providing necessary
information to initiate benefits through the City. In the case of line-
of-duty death, particular clarification should be made with regards to
the possible revocation of health benefits to survivors.

b. BE FAMILIAR WITH STATE, FEDERAL AND PRIVATE ENTITLEMENTS
to the employee and family members

€. ASSIST WITH FILING WORKER’'S COMPENSATION CLAIMS and
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related paperwork
d. OVERSEE THE ESTABLISHMENT of an independent bank account
through which donations can be made for surviving family members
e. In the event of a line-of-duty death:

1) Gather information on all benefits due to the family, listing
named beneficiaries and contacts at various benefits offices. A
list of many of the benefits can be found in the Funeral
Guidelines Manual.

2) Track when the family can expect to receive the benefits

3) Make a clear distinction between benefits (which are financial
payments made to the family to ensure financial stability
following the death of the employee) and funeral payments
(which are funds specifically earmarked for funeral expenses)

4) Obtain multiple copies of the Death Certificate — one City use
and the remainder for benefit-related claims

5) Refer to the Funeral Guidelines Manual for complete list of
duties

f. Maintain contact with the family on a long-term basis to ensure
that benefits have been issued and assist with any concerns they
may have

E. RESOURCE PROVISION
1. FOR THE EMPLOYEE AND HIS/HER IMMEDIATE FAMILY MEMBERS:

a. THE DEPARTMENT WILL PROVIDE LIAISON assistance to the
immediate family members of the employee. The Department will do
its best to provide tangible and intangible emotional support during the
period immediately following the incident, and will continue to do so as
deemed necessary.

b. A UNIFORMED OFFICER WILL BE ASSIGNED to remain unobtrusively
with the family at the hospital and home for as long as deemed
necessary out of respect for the family. Officers will be stationed 24-
hours a day during this time period.

Cc. A BENEFITS COORDINATOR will be designated to assist with
identifying benefits due to the employee and his/her immediate family
members

d. IF REQUESTED BY THE FAMILY, in the event of a line-of-duty death,
the Department will provide assistance with funeral arrangements.
The final decision for all arrangements rests with the family and not
the Department. If the family does decide to involve the Police
Department with funeral arrangements, procedures can be found in
the Funeral Guidelines Manual.

2. FOR CO-WORKERS:

a. MEMBERS OF THE CISM program will arrange to be available to
employees for the 24-hour time period immediately following the
incident

b. REPRESENTATIVES from the City’'s Employee Assistance Program
will be brought on-site for counseling purposes if deemed necessary
by the Notification Officer
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C. GROUP COUNSELING SESSIONS will be scheduled in the days to
follow the event in which members from the CISM program and/or
EAP will offer appropriate guidance

d. ALL EFFORTS WILL BE MADE to provide counseling opportunities to
employees of all shifts and CPD locations

F. LONG TERM PROVISIONS FOR
LINE-OF-DUTY DEATH INCIDENTS

1.

IN THE MONTHS TO FOLLOW, the Department will periodically check on
the family members through phone calls and personal visits. Efforts will
be made to ensure that surviving family members do not feel isolated by
the Department. Needs of the survivors usually dictate the frequency of
contact — time limits will not be set as to how long it will take a family to
“recover” from this traumatic event.

THE FAMILY LIAISON OFFICER is charged with keeping the family up to
date with any criminal proceedings surrounding the incident. He/She
should accompany surviving family members to any criminal
proceedings, taking care to introduce them to prosecutors, and
answering any questions they may have regarding the criminal trial.

CO-WORKERS ARE ENCOURAGED to make visits and maintain
relationships with surviving family members as suitable. However, idle
promises should not be made to surviving family members.

ANNIVERSARY DATE: The Chief of Police, family liaison officer and
others will ensure that the anniversary of the officer's death is observed
with a note to the family and/or flowers sent to the gravesite. Adequate
support will be given to the family during holidays, particularly during the
first year.

MEMORIALS: The Chief of Police or designee will work with community
groups and government leaders toward the establishment of any
appropriate memorials, plaques or remembrances

THE CHIEF OF POLICE CONTINUES TO SUPPORT the surviving family
through invitations to various Police Department social activities
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Department response to employee or former employee death is summarized in
the following table. Modifications to services offered may be made with the
approval of the Chief of Police. More detailed descriptions of the protocols are
found in the Chandler Police Department Funeral Guidelines manual.

Services Line-of-Duty Non-LODD Civilian or | Retired Sworn Retired Civilian
Sworn Officer | Sworn Officer | Volunteer Officer
Funeral Liaison X X X X X
Benefits Coordinator X X X X X
Shrouds and Flags at Half- X
Mast (until services)
Shrouds and Flags at Half- X
Mast (day of service)
Officer Posted At Family X
Home
Motor Escort — Hospital to
Morgue to Mortuary to X
Funeral Service
Motor Escort — Mortuary to
. X
Funeral Services
Officers Posted At
X
Mortuary
Motor Escort for Family for
X X X
Events
Honor Guard — Post X X
Colors at Funeral Service
Motorcade — Funeral
. X X
Service to Interment
Traffic Control for X
Procession
Crossed Ladders — Fire X
Flag Drape X X
Echo Taps X
Rev Taps X On request
Honor Guard — Flag Fold X X
Flag Presentation X X X X
Honor Guard — Rifle
X X
Salute
Bagpipes/Drums/Bugle X X
Fly-Over & Riderless X
Horse
Last Call X
Video Recording of Events X

+44
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Summary This policy describes the in-house Critical Incident Stress Management
Program (CISM), i.e., peer counseling.
A. PURPOSE
[22.2.5]
1. TO PROVIDE PROFESSIONAL INTERVENTION to lessen the impact of
major events on police personnel
2. TO PROVIDE SUPPORT to police personnel at the scene or after an
encounter with a critical incident
B. POLICY
[33.6.1]

The Critical Incident Stress Management Team and / or chaplain may be
called on to address the stress and trauma associated with critical incidents
which Police Department employees encounter in the performance of their
duties

C. BACKGROUND
THERE ARE UNIQUE STRESSES TO THE POLICE PROFESSION

1. COMMAND PERSONNEL should be aware that minimizing exposure
time at stressful incidents might result in fewer stress-related problems.
This can be accomplished by rotating personnel and by removing initial
responding personnel from the scene as soon as possible.

2. THE DEPARTMENT'S PEER COUNSELING PROGRAM may be called
on to address the stress experienced by department members in critical
situations

D. DEFINITIONS

1. CRITICAL INCIDENT: An incident that exposes personnel to unusually
strong emotional involvement

2. DEFUSING: Primarily an information-type meeting that provides an
update on the incident, including injuries, as well as a brief review of
stress-related symptoms and how to manage them

3. DEBRIEFING: A format in which police personnel can discuss their
feelings and reactions, thus reducing the stress resulting from exposure
to a critical incident

4. CRITICAL INCIDENT STRESS MANAGEMENT TEAM: A trained team of
peer support personnel supported by one or more mental health
professionals
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E. COMPOSITION OF CISM

[33.6.1]

Page 2

The team is composed of:

2.

3.

4.

Rev 1.

A SUPERVISOR: The Community Services lieutenant
EMPLOYEES from a cross section of the department
A PROGRAM COORDINATOR: Appointed by the Police Chief

A MENTAL HEALTH PROFESSIONAL assigned to the team

F. INITIATION OF INTERVENTION

[33.6.1]

1.

THE ON-SCENE SUPERVISOR will notify the CISM coordinator or a
team member of incidents which may qualify as a critical incident and
may warrant some kind of intervention

THE ON-SCENE SUPERVISOR OR THE TEAM COORDINATOR wiill
decide to either call out the whole team or a smaller group to handle the
incident or to provide some kind of intervention

THE CISM TEAM may be activated by the on-scene supervisor for the
following incidents:

a. The death of a Police Department member

b. A mass casualty incident

c. Serious injury or death of a citizen resulting from a Police Department
operation

THE FOLLOWING INCIDENTS MAY BE DEBRIEFED at the discretion of
the on-scene supervisor or the team coordinator in response to the needs
of the employee(s) involved:

a. Incidents involving the death of a child or violence to a child

b. Serious injury to a member of the department

c. Loss of life of a citizen involving a rescue operation following an
extraordinary and prolonged expenditure of physical and emotional
energy

d. Incidents that attract extremely unusual or critical news media
coverage

e. An incident in which the circumstances were so unusual or sights and
sounds so distressing as to produce a high level of immediate or
delayed emotional reaction or anxiety

THE CISM TEAM WILL DELAY their contacts until any initial
investigations have been concluded by the Criminal Investigations Bureau

G. DEFUSING/DEBRIEFING

The CISM coordinator will evaluate an incident to determine whether a
defusing or a debriefing session will be conducted
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1. DEFUSING

a. Defusing will be conducted within 24 hours of an incident
b. Only personnel intimately involved in the incident will attend a
defusing

2. DEBRIEFING

Should normally be conducted within 72 hours after an incident
Attendance limited to those intimately involved in the incident
Attendance for those involved is voluntary, but encouraged

Are strictly confidential - no news media, family, or command staff
will be invited unless they are involved in the incident

e. Are not critiques of an operation

+4+
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Summary The chaplaincy program provides chaplaincy services for departmental

A. CHAPLAINCY
PROGRAM MISSION

employees and citizens we serve.

SERVES AS AN AMBASSADOR for the Police Chief during times of
illnesses or other personal tragedy for department members and their
families

SERVES AS THE DEPARTMENT'S EMISSARY to area religious
organizations

PROVIDES VOLUNTARY COUNSELING AND GUIDANCE for department
members and their families who so desire and who encounter personal or
professional circumstances that create emotional, mental, or spiritual
burdens

PROVIDES AN ALTERNATIVE to traditional external psychological and
counseling services available

PROVIDES ASSISTANCE IN RENDERING DEATH NOTIFICATIONS to family
members when appropriate

B. REPORTING RELATIONSHIP

FOR ORGANIZATIONAL PURPOSES, the chaplain reports directly to the Office
of the Chief; however, the chaplain operates independently of standard
supervision and may have direct communication with any employee

C. AVAILABILITY

D. QUALIFICATIONS

Nogakwdd =

. ANY EMPLOYEE may contact the chaplain:

a. During posted office hours
b. By appointment or on call

IN CERTAIN CASES, the chaplain will be contacted by command staff or a
supervisor and advised of an employee's need for contact

Academic degree from a recognized college or university
Accredited seminary training

Possession of a ministerial license or ordination

Affiliation with a local congregation

Approval of a recognized endorsing agent

Ability to perform weddings and funerals

Demonstrated working knowledge of psychology, sociology, and
counseling
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E. SELECTION PROCESS

1. THE APPLICANT WILL submit a résumé addressing required qualifications

2. A CHAPLAINCY REVIEW BOARD will review the résumé

3. IF MINIMUM QUALIFICATIONS ARE MET, the applicant will be invited for an
oral interview with the Chaplaincy Review Board

4. UPON SUCCESSFUL COMPLETION of the oral interview, the applicant will
provide information for a background investigation and will take a drug
screen and polygraph examination

5. UPON SUCCESSFUL COMPLETION OF ALL of the above-listed
requirements, the Police Chief will interview the applicant and make the
final decision regarding appointment

F. CHANDLER POLICE DEPARTMENT
CITIZENS’ ACADEMY

FROM TIME OF APPOINTMENT, a chaplain has two years to complete the

Rev Chandler Police Department eleven-week Citizens’ Academy

G. RELEASE

A CHAPLAIN MAY BE REMOVED from service at anytime at the discretion of
the Police Chief

+4+
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SUMMARY: This order defines regulations governing outside employment privileges for
departmental employees
A. POLICY
[22.3.4]

Rule 1, Section 12, of the City of Chandler Personnel Rules and Regulations
states: "Outside employment of any employee shall not be permitted except
with written permission of the department head. Such permission will not be
given if it is determined that such outside employment is likely to:

1. Physically or mentally hamper the employee in ability to do the job
required by the City

2. Reflect discredit on the City service or the employee

3. Be in conflict with the employee's duties as a City employee."
(See_General Order B-10.100C for definition of required hours off prior to
returning to work.)

B. DEFINITION
[22.3.4]
OFF-DUTY EMPLOYMENT: Secondary employment wherein the use of law
enforcement powers is not anticipated. (Off-duty employment differs from
extra-duty employment — See B-10.200B)

1. OFFICERS: Employment wherein the officer receives compensation for
services performed on behalf of a private entity to the benefit of both the
officer and the private entity. Such services may rely on the officer’s
skills, judgment, and/or training as an officer; however, they are limited to
off-duty employment wherein the actual or potential use of law
enforcement powers is not anticipated. Off-duty employment occurs:

a. Outside of the officer’s regularly scheduled police duties
b. Outside of Chandler Police Department supervision
c. During the officer’s off-duty hours

2. CIVILIANS: Outside employment (with the approval of the Chief) if it is not
unlawful or inconsistent or incompatible with duties, functions, and
responsibilities of their position with the department

C. REGULATIONS

[22.3.4] PUBLIC TRUST AND CONFIDENCE are essential elements in department
operations. To maintain this trust, employees must refrain from engaging in
any activity that would discredit the department's image. Any use of police
authority or any incident occurring during off-duty employment, which may
bring discredit to the department will be reported to the employee's
supervisor. Employees will adhere to guidelines set forth in B-12.100D15.

1. WORK PERMITS

a. Required: Employees will complete the City of Chandler off-duty work
permit and the Chandler Police Department off-duty work addendum
form before working off duty for compensation. Special conditions:
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1) Exception: Working overtime for a Police Department contracted
company or school is not considered off-duty employment

2) Both permits are also necessary even if the anticipated
employment occurs while the employee is on vacation or off duty
on compensatory time

. Approval: The applicant's supervisor shall endorse the request,

recommending approval or disapproval, and forward the request

through channels to the Police Chief for final approval or denial.

Special conditions:

1) Employees will not be approved for off-duty employment until they
have successfully completed their training program

2) Officers may, with the Police Chief’s permission, work apartment
courtesy patrol while on probationary status

Denial: The supervisor may deny a work permit for any employee for

the following reasons:

1) Sick record indicates a lack of strength or stamina necessary to
sustain both departmental and outside employment

2) Any applicant is less than a full performer in his job

Revocation of permit: A commander or manager may suspend or

revoke an employee’s off-duty / extra-duty work status. Supervisors

may initiate a revocation or denial of an employee’s off-duty / extra
duty status based on the following:

1) Excessive fatigue on duty

2) Poor job performance

3) Excessive use of sick time

4) Adverse effects of the employment on the employee’s on-duty
performance

5) Potential conflicts of interest that may arise from the extra-duty
employment

Possible restrictions: An employee may be restricted to working

only on his days off or after he has already worked his shift for the

department depending on the nature of the off-duty employment. The
department expects employees to report for work physically and
mentally capable of performing their job responsibilities at an
acceptable level.

Permit conditions: Upon approval of the work request, the employee

will receive a copy of the work request that is his permit to work (see

Human Resources “Off Duty Work Release Policy”)

1) Valid for a period of twelve (12) months. After twelve months, the
employee is required to submit another work permit for review and
renewal.

2) Only authorizes work specifically designated on the permit. Any
other employment will subject the permit holder to discipline as
well as revocation of permit. If the conditions of employment
change, employee must submit a new application, i.e., change of
employer, change of location of employment, or change of type of
work

3) Must work no more than 20 hours weekly in off-duty employment
except if the employee is on vacation or compensatory time off

2. UNIFORM: Officers shall not wear any identifiable portion of their uniform
while working any type of off-duty employment
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3. ARREST: When an officer is engaged in off-duty employment, that officer
has the right to make an arrest as a private citizen in situations amounting
to the breach of the peace or a felony as described in ARS 13-3884.
However, it is preferred that when an officer is engaged in any off-duty
employment and encounters a situation requiring enforcement action, that
on-duty personnel of the appropriate jurisdiction be called to take the
enforcement action. Officers engaged in off-duty employment shall not
identify themselves as officers or utilize their police authority unless
exigent circumstances precipitate immediate police action in situations
amounting to serious breaches of the peace or serious felonies.

4. TYPES OF WORK EXCLUDED: Officers will not work off duty or extra duty in
the following circumstances:

a. Liquor/bar-type establishments where the sale of intoxicating
beverages is more than incidental and/or there is a significant
likelihood that off-duty officers will come into contact with intoxicated
individuals
1) This does not preclude an officer from working outside of such

establishments when they are intermixed with other businesses in

a mall-type area, if the off-duty officer is retained by the

management company to provide security for the entire mall area

2) The Police Chief may approve exceptions when a liquor/bar-type
establishment is located within the City of Chandler and it is
deemed that the presence of a uniformed or plain-clothed off-duty
officer would be beneficial to the Chandler Police Department and
the citizens of the community
a) In such instances, a minimum of two officers will be assigned
to the location; and specific duties allowed will be specified
and given in writing to both the employee and the liquor/bar-
type establishment
b) Exceptions will be granted for periods of ninety days. Repeat
requests and exceptions may be granted
b. Civil process service
c. Private investigation work other than traffic accident reconstruction,
polygraph examination, and Computer Voice Stress Analysis (CVSA)
d. Traffic accident reconstruction for insurance companies or private
persons if the accident has been or will be investigated by the
Chandler Police Department
e. Polygraph examination/CVSA on any case that has or may be
investigated by the Chandler Police Department
1) Within the jurisdiction of the city, polygraph examination or CVSA
may be administered in cases where the employer has no
intention of proceeding with a criminal prosecution regardless of
the results of the examination

2) Polygraph examinations or CVSA may be administered for other
governmental agencies or private individuals on persons involved
in criminal acts occurring outside the jurisdiction of the City of
Chandler

3) Polygraph examinations or CVSA may be administered for other
governmental agencies for the purpose of pre-employment
screening
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5. DEPARTMENT RECORDS AND RESOURCES: Officers will not use
information, reports, records, files, or any other departmental resources in

Rev any off-duty employment

+44
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and Temporary Change

Summary:

A. POLICY

B. DEFINITIONS

C. REQUESTS APPROVAL
1. EMPLOYEES MUST OBTAIN ADVANCED SUPERVISOR APPROVAL

This order describes the department’s policy regarding compensatory (comp)
time, paid overtime and temporary changes in schedule.

Chandler Police Department compensates all employees who must work
beyond their regularly scheduled work period

1. OVERTIME: Time worked in addition to regularly scheduled hours of

work in a defined work period (See City of Chandler Personnel Rule 16,
Section 6.)

WORK PERIOD: A fixed and regularly recurring 40-hour period for seven
consecutive days, which is acknowledged prior to assignment of shift
(See City of Chandler Personnel Rule 16, Section 1, 2.)

DISCRETIONARY OVERTIME: Any overtime received elective in nature
and not assigned by a supervisor or required as a part of maintaining
service levels

NON-DISCRETIONARY OVERTIME: Any overtime received from a
supervisor to maintain appropriate service levels as well as exceptions
found under General Order B-10.100C1

prior to working overtime, EXCEPT (See City of Chandler Personnel Rule
16, Section 7 for policy governing overtime authorization.):

a. When responding to a criminal subpoena arising from regular police
duties and/or when an emergency precludes advanced approval

b. When necessary to successfully complete a preliminary investigation

c. To continue processing a traffic accident

d. To complete an essential phase of an investigation when deferment
would adversely affect the case

e. When employee must remain on duty until relieved by competent
authority

f.  When assignment involves the safety of persons or property, such as
a fire, accident, or other disaster

g. When working any other authorized assignment

EMPLOYEES WILL NOT WORK OVER 16 HOURS in any consecutive
24-hour time period without supervisor approval

a. A 24-hour time period begins at the time an employee reports to duty
after a minimum eight consecutive hours off duty

b. An employee will not report for duty or remain on duty after the
conclusion of a 24-hour time period without having had eight
consecutive hours off duty unless approved by a supervisor
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c. Work shall include regularly scheduled work time, overtime, and
extra duty time

3. EMPLOYEE WILL NOT WORK MORE THAN 20 HOURS of
discretionary overtime within a week

4. SUPERVISORS SHALL REJECT any unnecessary or improper requests
for overtime or compensatory time. Unnecessary or improper
documentation of overtime submitted on a time accounting summary shall
be reported to the appropriate commander for direction on disposition.

D. TEMPORARY CHANGES
TO EMPLOYEE SCHEDULES

1. AN EMPLOYEE WILL BE GIVEN a seven-day written notice at minimum
when that employee’s days or hours will be changed

a. If this seven-day written notice is not given, the days or hours
changed will be rescheduled to allow for a seven-day notice period,
except for emergency situations

b. If that seven-day notice is not possible and it is not an emergency,
non-exempt employees will work the altered schedule while being
compensated at one and one-half times regular hourly rate

2. When an employee is temporarily recalled to duty from out-of-state by
order of the Police Chief while on an authorized vacation, that employee
shall be reimbursed for necessary and provable transportation expenses
as determined by the Police Chief

E. COURT APPEARANCES / DEPOSITIONS /
ADMINISTRATIVE HEARINGS
COMPENSATION

1. DURING NORMAL TOUR OF DUTY: For any required court appearance
or pretrial conference, the employee is credited with the actual overtime
worked when:

a. Beginning before and extending into duty time
b. Beginning during and extending beyond duty time

2. DURING OFF-DUTY TIME: Due to uniform dress standards and travel
time involved, employees are credited with a minimum of two hours or the
actual overtime worked; whichever is greater

a. Employees must verify need for appearance with the court as directed
on the subpoena

b. Employees must appear at the court or hearing site to be
compensated. There will be no compensation for officers waiting at
home or any other off-duty site.

3. WRITTEN SUBPOENA REQUIREMENT: Compensation is granted only
for on-duty work-related court appearances. Court appearances related to
off-duty employment are the responsibility of the employer.

4., COMPENSATION FOR DEPARTMENT BUSINESS ONLY:
Compensation is granted for on-duty work-related court appearances.
Court appearances related to off-duty employment are the responsibility
of the employer.
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5. SUBPOENAED FORMER EMPLOYEES

a. Out-of-State: Staff will notify the court and follow court’s instructions

b.

C.

In State: Staff will notify the subpoenaed employee if contact
information is available. If not, notify the issuing court.

Pay Rate: Paid at a rate equal to their pay rate at the time they left
employment and only for cases arising out of the employee’s official
duties at the time of employment. A former employee in litigation as a
plaintiff against the department will not be paid for time.

See City of Chandler Personnel Rule 16, Section 5 or policy concerning on-
call duty and stand-by duty

1. TRAINING
a. All training will be conducted on duty, if possible. Days off and duty

b.

C.

d.

hours may be flexed to accommodate on-duty training during an
employee’s work period.

All overtime and compensatory time related to training requires
supervisor approval

Off-duty training time is paid as compensatory time if schedule cannot
be changed

The cost center manager must approve any off-duty training in
advance

2. CALL OUTS: When responding to a call out from off-duty status:

a. Credit with two hours overtime pay or actual overtime worked,

whichever is greater

1) Compensation to an employee who is called out at times other
than a regularly scheduled shift will begin at the time the unit
member is notified, but not to exceed 30 minutes and shall
terminate 30 minutes after being relieved from duty.

2) Within two hours of shift: An employee beginning an overtime
period within two hours or less prior to the regularly scheduled
duty reporting time will be compensated from the time the
overtime period begins to the time that employee is scheduled to
report for duty except that an employee shall not be eligible for
additional compensation during that period

3) Travel time: Where applicable, the travel time shall be paid only if
the total work and allowed travel time exceed the minimum call out
guarantee. Travel time shall not apply when an employee is
working overtime planned in advance.

Callouts cancelled prior to deployment are compensated; however,

officers are required to have made a valid effort to respond to the call

out (e.g., arranging for child care, driving to the incident, altering a

schedule)

3. STAND-BY (CALL OUT)/ SHIFT DIFFERENTIAL

a. Stand-By Pay: Instituted to provide 24-hour coverage by various

specialty units
1) Personnel scheduled on stand-by receive two hours of regular pay
per day
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2) If called out, they will receive overtime from the time they are
called out in addition to the two hours stand-by pay. See General
Order B-03 Special Assignments for further information on

specialty pay.

3) The number of units and supervisors designated as on-call will be

determined by the police administration

b. Shift Differential Pay: Provides extra compensation for personnel
assigned to shifts out of the normal day shift. See applicable MOU for

shift differentials.

4. CLAIMING COMPENSATION (See City of Chandler Personnel Rulel6,
Section 8 for policy governing overtime compensation and applicable

MOU)

a. Include paid absences when computing hours worked for overtime
compensation. See Personnel Rules for compensation for hours

worked on holidays as part of the scheduled hours.

b. Calculate overtime and compensatory time pay by work period
1) Financial compensation for any hours worked over 40 hours
during any single work period is time and one-half times regular

hourly rate

2) Compensatory time is accrued at time and one-half times the
overtime hours worked. Leave will be paid when the accrued time
exceeds the maximum, upon separation of employment with the
city, or when authorized by the Chief. (See City of Chandler
Personnel Rule 16, Section 9 for policy governing compensatory
time and applicable MOU)

c. Employees may choose the time to take compensatory time off with
the approval of the Police Chief based on the needs of the department

5. PAID OR COMPENSATORY (Comp): The following guidelines for
determining when overtime will be compensated by paid or comp hours
and when a choice will be allowed. Paid/Comp must be approved by the

cost center manager.

Figure 1. Compensation Guidelines for Overtime

Overtime Assignment

Type of Compensation

Court Paid/Comp
Mandatory Meetings Paid/Comp
Absent Employee Relief Paid/Comp
Call-Outs (SWAT, AIT, etc.) Paid/Comp
Holdover Paid/Comp
Early Call-In Paid/Comp
Instructing (AOT, ALEA, etc.) Paid/Comp
Report Writing Paid/Comp
Mandatory Training Paid/Comp
Elective Training Comp
Travel Time Comp
Role Playing at ALEA Comp/Flex
Extra (Off)-Duty Employment Paid
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G. TIME ENTRIES

1. PERSONNEL RULE 16, SECTION 11 governs recording time worked,
compensatory time, and leave credits used when increments are less than

one hour:
05-15 minutes = .25 hour
16-30 minutes = .50 hour
31-45 minutes = .75 hour
46-59 minutes = 1.00 hour

2. DAILY AND WEEKLY RECORD TWO SEPARATE TOTALS if the time
worked qualifies for time and one-half pay and for compensatory time, for

example:
Monday Tuesday Wednesday Thursday
Pay: 1 hr. Pay: 75 hr.  Pay: Ohr. Pay: .25 hr.

Comp: .25hr. Comp: .50 hr.

Weekly total: 2.75 hours overtime worked, 2 hours pay, and .75 hours
compensatory time enter on the Employee Time Accounting Summary

3. TIME ENTRIES VIA WORKFORCE TELESTAFF OR INTELLITIME SHALL
BE FORWARDED to the employee’s first line supervisor or chain of
command designee for review at the end of the employee’s work period.
Time entries will then be forwarded to the appropriate commander or
designee for final review. Any exception must be approved through the
affected employee’s chain of command.

Rev

a. Failure to enter time in Workforce Telestaff or IntelliTime using the
correct designated work codes may result in not receiving the
appropriate compensation on the regularly scheduled payday

b. Some work codes require incident or tracking numbers and notes

c. Employees failing to enter time in Workforce Telestaff or IntelliTime shall
be directed to author a payroll exception justification through the chain of
command to their commander. On approval, the affected employee will
receive appropriate compensation as soon as possible after the regularly
scheduled payday. Payroll exceptions require approvals outside the
Police Department and may take several business days to process.

d. Repeated infractions may result in disciplinary action

+44+



<. CHANDLER POLICE |
( %{ J DEPARTMENT Subject Effective
vorcs,.  GENERAL ORDERS | 500 Extra-Duty Assignments 08/15/20

B-10 OVERTIME

‘ 9WL Serving with Courage, Pride, and Dedication
Summary: This order governs extra-duty assignments.
A. POLICY

1. OVERTIME COMPENSATION: Officers will work extra-duty assignments in
an overtime capacity for all COC extra-duty jobs and will work all non
COC extra-duty jobs at the contracted rate. All extra-duty jobs will be
worked in uniform unless approved in advance by the Field Operations
Commander.

2. DEPARTMENTAL OBLIGATIONS are priority over contracted assignments

3. OFFICERS WILL ADHERE TO DEPARTMENTAL DIRECTIVES while
engaged in extra-duty employment

4. AGENCY PERMISSION: Officers eligible to work extra duty:
a. Successfully completed field training prior to requesting approval for
extra duty
b. Completed extra duty form and received by Extra Duty Coordinator
c. Not on light or modified duty status or on a Performance Improvement
Plan

5. ABSENT AN IMMEDIATE NEED TO ACT, officers should seek supervisor
approval prior to taking action on criminal matters while working an extra-
duty assignment

6. OFFICERS ASSIGNED TO SPECIAL EVENTS are permitted to use their
enforcement powers and take disposition of event-related calls and
incidents

B. DEFINITION
[22.2.5]

EXTRA-DUTY EMPLOYMENT: Department-approved employment for entities

outside this department where the actual or potential use of law enforcement

powers is anticipated, coordinated through the department

SPECIAL EVENT: Any event approved by the City's Special Events Committee
requiring sworn officers and the full-time commitment of a supervisor

C. SOURCES OF REQUESTS

1. EMPLOYERS must request security/traffic control services, keeping in line
with B-09.100 Outside Off Duty Employment restrictions. Construction-based
businesses provide the most requests.

2. TRAFFIC CONTROL by Chandler officers (e.g., Streets, Water, etc.)

a. Notice of two hours or less will be referred to the on-duty sergeant
b. If minimum staffing requirements would be compromised for more than
two hours, an extra-duty assignment will be authorized

D. ASSIGNMENT CONDITIONS

1. WORK CONTRACTED ASSIGNMENTS on overtime for all COC extra-duty jobs
and at the contracted rate for non COC extra-duty jobs in uniform
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ADHERE TO THE RULES stated in General Order B-10.100C2 when working
extra-duty regarding total hours worked and time off

LIMITATIONS

a. General Order B-09 prohibits extra-duty employment in certain listed
circumstances

b. Officers must successfully complete field training to be eligible for extra-
duty assignments

c. Officers on light or modified duty status are not qualified to work extra-
duty assignments

CONTRACTED SERVICES

Employees assigned to duties contingent upon contractual agreements
established by the department shall not have their personnel rights
abridged by the provider agency

E. PROGRAM ADMINISTRATION

[22.2.5]

F. CALL LISTS

THE FIELD OPERATIONS SUPPORT SUPERVISOR coordinates the extra-duty
assignment program. The supervisor or assignee will:

1.

PREPARE AND SUBMIT INVOICES for work completed to companies
requesting extra-duty services

MAINTAIN FILES that document the significant aspects of each outside
employment contract. The file shall include the day, time, and place of
employment and any incidents involving the use of law enforcement powers.
The duties outlined for each job may be general to each type of duty (i.e.,
traffic control, community center).

PRODUCE ANNUAL FISCAL YEAR REPORTS showing the amount of extra-
duty time worked for each officer and make these reports available for
review

REQUIREMENTS for officers to be on an extra-duty call list

a. Accept any type of extra-duty employment
b. Maintain a minimum of two phone numbers for contact in Telestaff
1) Phone numbers in email format or email address are acceptable;
however, emails are not tracked or logged individually
2) The department is not responsible for undeliverable/missed
messages
3) If utilizing email, leave the second contact as a phone number

TYPES AND USE OF EXTRA-DUTY LISTS

a. A call list is established for each day of the week and for last minute jobs

b. Last minute call list is used for short-notice jobs (Short notice: Jobs that
still need to be filled for the following day as of 1500 hours of the current
day)

c. Do not use for absent employee relief. Use extra-duty lists only for extra-
duty assignments or those overtime assignments approved by the Field
Operations commander

NAME ORDER ON LIST Officers and sergeants will be placed on the rotation
list in alphabetical order by last name
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4. CHANGE OF STATUS ON LIST

a. Changes to the lists will be made for long-term circumstances only (i.e.,
change in shift, day care responsibilities, changes to significant other
schedule) or with approval of the Field Operations commander or
designee

b. New lists will be established each shift change and honored until shift
change the following year

c. Lists may be modified throughout the year as officers are transferred
from one assignment to another or as new officers are added

5. ROTATION ON THE LISTS: An officer who is at the top of a list rotates to the
bottom of the list when:

a. Officer chooses not to accept the extra-duty assignment for any reason
b. Officer accepts an extra-duty assignment
c. Telestaff is unable to reach the officer within the 15-minute window

6. CALL LOG AVAILABLE FOR REVIEW: The log indicates date and time the
officers were called, whether contact was made, if the officer accepted the
extra-duty assignment and the job and date of the assignment

G. ASSIGNMENT PROCEDURES

1. CONTACTING OFFICERS: Telestaff will attempt to contact the officer at the
phone number(s) provided

a. Extra-duty jobs will be limited to 12 hours or less. The extra-duty
coordinator will split the request for an extra-duty job if the timeframe is
more than 12 hours.

b. TeleStaff uses the established lists and calls the officers in alphabetical
order

c. For jobs being offered from the regular day specific extra-duty lists
TeleStaff calls the officer’s phone numbers up to three times. The officer
must respond within 15 minutes regardless of the situation. Being on
duty is not an exception.

d. For jobs being offered from the Last Minute extra-duty list TeleStaff calls
the officer's phone number one time. The officer must respond within 3
minutes regardless of the situation for jobs being offered from the Last
Minute extra-duty list. TeleStaff uses the last minute list each day from
1500 to 1600 hours. Manual deployment of the Last Minute extra-duty list
may also occur between 0900 to 1100 hours to fill same day jobs.

e. If officer does not respond within the timeframes noted above, the next
officer on the list is called. Officer failing to respond rotates to the bottom
of the list.

f.  Officers will be sent notification using the Last Minute extra-duty email
list for short notice jobs when:

1) TeleStaff has not been able to fill the extra-duty job prior to 1600
hours

2) Same day jobs not filled by Telestaff

3) The extra-duty job is for an emergency, e.g., power outage, water
main break, etc.

**In these situations, officers will not be moved to the bottom of the list**

2. JOB OFFER
a. Coordinated with the officer only
b. Contact officer for each job individually; no blanket instructions accepted
c. Do not schedule jobs more than one month in advance
d. Telestaff will tell officer date, time, and location of assignments available

Rev
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3. DEVIATION FROM LIST

a. If personnel are unable to fill a job and time is of the essence,
coordinator may deviate from the rotation list with the authorization of the
Field Operations commander, support supervisor, or a lieutenant

b. In extenuating instances (i.e., sergeant is required when three or more
officers are working, Spanish speaker required), coordinator may deviate
from the rotation list to fulfill the requirement

c. School resource officers have first opportunity for extra-duty assignments
at the school to which they are assigned

d. OFFICERS WILL NOT contact Field Operations personnel requesting
information regarding the availability of extra-duty assignments

4. EMPLOYEES’ RESPONSIBILITIES

a. Fair distribution of extra-duty assignments is everyone’s

responsibility

1) Officers will only accept extra-duty assignments they intend and have
the ability to personally work with one exception. An officer may
accept an assignment of eight hours or longer with the intention of
working a minimum of three consecutive hours and returning a
minimum of four or more hours immediately to the extra-duty

Rev coordinator to be redeployed. Jobs seven hours or less MAY NOT

BE SPLIT.

2) The splitting of jobs does not apply to jobs received from the last
minute list. These jobs may not be split.

3) Short notice jobs (immediate need jobs or next day jobs not
accepted by anyone from the last minute list)
Rev a) May not be split
b) Will be filled quickly and none will be saved or held
c) Lists are not affected by short notice jobs

4) Unable to work extra-duty jobs. Return job immediately to extra-
duty coordinator for redeployment. If returned during non-business
hours and job starts prior to noon on next business day, give to on-
duty supervisor for redeployment. Officers may not trade or giveaway
jobs on their own.

a) No sanctions will apply if the reason for return is due to
unforeseen circumstances outside of officer’s control

b) Sanctions apply if job is returned within twenty-four hours before
it starts and is due to an avoidable error on officer’s part and is
unable to be filled by another officer, e.g., existing schedule

Rev conflicts, double booking, etc. (see 5)

c) Sanctions apply if you fail to report for the extra-duty job assigned

to you (see 5)

5) Failure to comply with above restrictions will be tracked on a rolling
calendar year (beginning with the first offense) and will result in the
removal from all extra-duty opportunities and sanctions from
Professional Standards Section
a) First offense — 30 days
b) Second offense — 60 days
¢) Third offense — 180 days
d) Fourth offense — 365 days

b. On-site extension of job: If required to stay by the contracting person
for more than the scheduled hours, officer will notify Field Operations
staff of the name of the person authorizing the extension
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1.

2.
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c. Use of Comp/Vacation Time
1) Officer may use comp/vacation time (if authorized by the officer’s
supervisor prior to accepting a job)
2) Compl/vacation time will be authorized only when minimum staffing
requirements can be met without the use of paid employee relief

SHORTENED TIME

a. If assignment does not last the entire scheduled time, the officer is paid
only for the amount of hours actually worked. The officer will always be
paid for a minimum of two hours.

b. The actual hours worked must be noted on the officer's Telestaff entry
and a timesheet must be submitted to the extra-duty coordinator for
billing no later than 24 hours after the date the work was completed.

CANCELLATION

a. If assignment is canceled and the officer has responded to the station or
job site for duty, the company will be billed for two hours show-up time

b. If the officer is canceled on scene, it is the officer’s responsibility to notify
the extra-duty coordinator of the cancellation

I. EXTRA-DUTY TRAFFIC CONTROL

[22.2.5]

1.

J. COMMUNITY CENTER
[22.2.5]

1.

CHECK IN WITH THE CONTRACTOR for any special assistance required.
Continue to make contact periodically to answer any concerns of the
construction crew.

DO NOT READ BOOKS, newspapers, or complete police-related paperwork
while working an extra-duty assignment

MONITOR TRAFFIC CLOSELY to ensure the safety of the construction crews
and general public

VEHICLE POSITIONING IS CRITICAL. Do not park off the roadway (i.e.,
sidewalk, parking lot, shoulder). Position vehicle to allow for maximum use
of emergency lights.

WALK THE EVENT FACILITY area and surrounding areas repeatedly
throughout the assignment (e.g., multipurpose room, upstairs balcony, back
stairwells, outside the Community Center, parking garage, etc.)

SECURE THE AREA, ensuring citizens are not serving or allowing minors to
drink, enforcing no smoking policies and assisting facility staff as needed

ALCOHOL: Officers will notify the responsible party and any person
distributing alcohol they are responsible for controlling its legal distribution.
Guests not conforming to the rules will be escorted off the property.

DISORDERLY EVENT/CROWD: Facility center staff may call the event to a
halt and ask everyone to leave. At this time, assist in vacating the building
and remain until the facility is secured.

DO NOT REMAIN IN the officer area. DO NOT access a television.
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K. ABSENT EMPLOYEE RELIEF

L. EVENT PAYMENT

1.

ABSENT EMPLOYEE RELIEF is available only to officers whose normally
assigned schedule is not during the day and time when the need exists

OFFICERS MAY SIGN UP for absent employee relief lists

OFFICERS ARE NOT TO FLEX, take compensatory time, or vacation time
during their normal schedule to work absent employee relief

ONE-TIME EVENTS are required to prepay for officers and no changes can
be made to assignments unless an unforeseen circumstance outside the
officer’s control occurs. These jobs are required to be filled no later than
72 business hours in advance.

RECURRING EVENTS contract officers and supervisors for events
requiring security and/or crowd control. Recurring events do not require
prepayment and are assigned as defined in B-10.200.G.

+4+
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Guidelines
SUMMARY
This policy establishes guidelines for leave requests and proper reporting
of work hours for payroll processing in order to maintain an adequate
staffing level for emergency services maintained in the electronic staffing
Rev program Workforce Telestaff
A. POLICY

Establish a uniform procedure for documenting leave, overtime, training
and payroll exceptions that impact staffing levels through Workforce
Telestaff. It is the responsibility of each employee to ensure the hours
worked during any pay period are accurately recorded into Workforce
Telestaff on a weekly basis.

B. RESPONSIBILITIES

1. EMPLOYEES AND THEIR SUPERVISORS ARE RESPONSIBLE for
ensuring all exceptions are documented and approved via Workforce
Telestaff prior to payroll finalization

a. Failure to properly document and approve hours in Workforce
Telestaff may result in an employee and/or their supervisor
receiving disciplinary action

b. If hours are improperly documented, the employee may not receive
the appropriate compensation on the next payday

c. Supervisors will review all entries within their span of control before
leaving at the end of their workweek

d. Shift commanders and sergeants will communicate with their peers
prior to taking leave to ensure their teams and related Workforce
Telestaff entries are reviewed and approved

2. EMPLOYEES ARE RESPONSIBLE for ensuring their personal passwords
are not compromised

3. EMPLOYEES WILL ENTER A PAYROLL VALIDATION CODE at the end of
each week, verifying their entries were correctly entered into Workforce
Telestaff

C. ACCESSING WORKFORCE TELESTAFF

1. WAYS FOR EMPLOYEES TO ACCESS Workforce Telestaff to make
entries:

a. PDiInfo: with login and password
Ri/ b. Web: www.pdstaffing.chandleraz.gov with login, password and
access code
c. Telephone: with access phone number, login and password



http://www.telestaff.net/

WORKFORCE TELESTAFF: Guidelines CPD GO B-10.300

03/15/19

D. USAGE

E. COURT NOTIFICATION

Page 2

2. ON-DUTY SUPERVISORS may make Workforce Telestaff entries on
behalf of an employee when other means are not practical and staffing
is impacted

3. EMPLOYEES MAY REQUEST ASSISTANCE from the
PoliceTeleStaffException email group for last minute unusual or difficult
corrections

4. TRAINING MATERIALS are available on PDInfo

The Chandler Police Department shall track leave taken by sworn
employees using Workforce Telestaff. Ensure approval has been granted
prior to taking the leave or being absent from work.

1. REQUEST LEAVE ELECTRONICALLY via the Workforce Telestaff
computerized schedule for supervisor approval

2. EMPLOYEES SHOULD VERIFY PERSONAL LEAVE BALANCE
ACCRUALS prior to requesting leave. Failure to do so may result in
payroll shortage for the pay period.

3. UTILIZE THE NOTES FIELD TO EXPLAIN the leave request and any

modification to the work schedule

a. Contact your supervisor of requests made less than 16 hours prior
to the date and time of the leave

b. Contact an on-duty supervisor for approval if unable to contact your
supervisor

C. Supervisors reviewing requests for time off (compensatory time,
personal or vacation leaves) will ensure appropriate staffing levels
are met prior to authorizing the request

4. FAILURE TO SUBMIT A LEAVE REQUEST in a timely manner may result
in it being denied

5. NOTIFY YOUR SUPERVISOR OR AN ON-DUTY SUPERVISOR to
document changes to previously approved leave in Workforce Telestaff

6. SUPERVISORS WILL PERSONALLY NOTIFY THE EMPLOYEE if a
request for leave is denied and will remove the request from Workforce
Telestaff

7. EMPLOYEES ARE ULTIMATELY RESPONSIBLE for the correct posting
of all absences from duty

Workforce Telestaff is a notification tool to the Chandler City Court and
Prosecutors Office. The Court and Prosecutor Offices are able to view
officers’ work schedules, allowing them to effectively and efficiently
generate subpoenas according to officers’ schedules. They are not
responsible for coordinating last minute changes of leave.
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1.
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EMPLOYEES WHO MAKE LAST MINUTE leave requests and have court
obligations are not automatically excused from their court obligation

EMPLOYEES MAY ATTEMPT TO SECURE a release from an existing
subpoena with the appropriate prosecuting attorney or court of
jurisdiction

REQUESTS FOR LEAVE SHOULD NOT BE APPROVED while the
employee has an outstanding subpoena

Supervisors will ensure Workforce Telestaff accurately reflects attendance

daily

1. REPORT ALL LEAVE HOURS taken prior to the reporting period closure
using the correct designated work codes

2. ONCE A REPORTING PERIOD is closed or has been finalized for payroll
reporting, additions or corrections for the closed period require a “prior
period adjustment” to be entered in IntelliTime by an IntelliTime
coordinator

3. EXCEPTION FOR EMERGENCY LEAVE: When possible, employees are

to notify their supervisor or any command officer of an emergency
absence as soon as practical

+44
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Summary: This order explains the procedures to be followed when an employee’s ability

A. POLICY

B. SICKNESS OR
INJURY ON-DUTY

to work is impaired due to sickness or injury.

EMPLOYEES WILL INFORM their supervisors any time they will be absent
from their assigned work schedule following procedures contained in this
order and Personnel Rule 15

1. IF AN EMPLOYEE IS INJURED OR BECOMES ILL while on duty and
must leave work:

a.

b.

That employee must notify supervisor of the nature of the illness or
injury and provide any other requested information

If notification is impossible due to the nature of the injury, the
employee arranging for transportation will make the notification

2. MEDICAL TREATMENT FOR ON-DUTY EMPLOYEES

a.

If employee incurs minor work-related injuries not requiring
hospitalization, call the CorVel 24/7 Nurse Line. The nurse will make
an assessment of the injury and determine if first aid or medical
treatment is recommended. If medical treatment is needed, clinic
information based on location and business hours will be provided by
the nurse.

The number for the 24/7 CorVel Nurse Line is: || GczcNEIN

For serious injuries occurring while on duty report to the nearest
emergency room and call the 24/7 nurse line as soon as possible to
report the injury. If the employee is or will be unable to complete the
call within 24 hours the employee’s supervisor should call to report the
incident.

3. DETERMINE THE TYPE OF TRANSPORTATION TO THE HOSPITAL
by the nature of the particular injury. A police vehicle may be used;
however, an ambulance should be summoned if it appears that the injury
might be aggravated by transport in a police vehicle.

4. REPORTS FOR INJURIES OCCURRING ON DUTY

a.

Report each on-duty injury as soon after the injury occurs as possible
even if the disability does not last through the day or does not require
medical attention but no later than 24 hours after it occurs
Immediately notify the Medical Leave Coordinator and Safety
Coordinator of any serious injuries requiring OSHA reporting. The
following meet the OSHA reporting requirements: a fatality occurs, in-
patient hospitalization is required, amputation is required, or loss of an
eye occurs. A supervisor is required to speak to someone directly if
any of the above occurs.



SICK AND INJURY - Procedures CPD GO B-11.100
11/01/19 Page 2

c. Required Reports:
1) call the CorVel 24/7 nurse line at | N I to report incident
immediately or as soon as possible
Rev 2) Complete Supervisor's Accident Investigation Report on Chanweb
(CC Form 38)

C. OFF-DUTY SICKNESS
OR INJURY

When it is evident that an employee will not be able to report for duty as
scheduled because of illness or injury, the employee must notify his
supervisor, the shift commander, or other on-duty supervisor

1. NOTIFY AN ON-DUTY SUPERVISOR at least four hours prior to
normal starting time when possible, but in no case, less than one-half
hour prior to your normal reporting time for duty

2. WHEN AN ON-DUTY EMPLOYEE TAKES THE CALL from a sick

employee, the on-duty employee will notify the appropriate supervisor
immediately

D. INFORMATION RELEASE

1. WHEN AN EMPLOYEE IS OFF WORK DUE TO AN ON/OFF-DUTY
ILLNESS OR INJURY FOR AN EXTENDED LENGTH OF TIME (TWO
OR MORE WEEKYS)

a. The employee’s immediate supervisor will relay any information the
employee wishes to pass along to members of the department

b. If the employee does not wish to share information, this will be
respected, and no information will be given out other than the length
of time it is estimated the employee will be on leave

2. IF THE ILLNESS OR INJURY OCCURS ON DUTY and is a matter of
public record, the PIO will release information in accordance with the
Arizona public record laws

E. LIGHT OR MODIFIED DUTY STATUS

SEE CITY OF CHANDLER ADMINISTRATIVE REGULATION CM-21 Return
to Work Program for City of Chandler requirements. In addition to these
requirements, the following procedures apply to police employees:

1. INJURED EMPLOYEE ASSIGNMENT

a. Any employee disabled by an off-duty or on-duty injury may return to
duty in a light or modified duty status if they are given a modified work
release by their treating physician indicating limitations, and if the
department has light duty work available and the light duty meets the
medical restrictions of the employee.

b. All sworn personnel shall inform their chain of command and the
Operations Support Supervisor or designee of their light or modified
duty status and will provide a doctor’s note advising of their light or
modified duty status and any medical restrictions. Officers working in
substations will notify the Operations Support Supervisor or designee
of their light or modified duty status and details of their work
assignment will be established at that time.
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1) Officers on light or modified duty for less than two weeks may
work out of the station they are assigned

2) Officers on light or modified duty for more than two weeks are
subject to placement by the Operations Support Supervisor or
designee to fit the needs of the department

Supervisors may coordinate with the Medical Leave Coordinator when

placing an employee on light or modified duty status for on-duty and

for off-duty injuries

The employee’s supervisor will notify other supervisors in the section

of the employee’s status and assignment

An employee who fails to report for a light or modified duty

assignment following an on-duty injury will be considered absent

without leave

Officers assigned to light or modified duty status will wear civilian

attire. The officer may wear a sidearm and & police identification

(badge) if the injury does not restrict or inhibit the officer’s ability to

use a firearm.

Employees on light duty for an off-duty injury/iliness must complete

the “Employee notice of Modified Duty Assignment Non-Work Related

Conditions” form as required under CM-21 Return to Work Program

Administrative Regulation

ASSIGNMENT DEPENDS ON THE FOLLOWING

a.

b.
c.

d.

The employee’s treating physician’s specified medical restrictions on
the kind of duty which can be performed

The nature of the employee’s regular assignment

The availability of a suitable assignment for the employee while
recovering

Assignment is in the best interest of the City

IF NO LIGHT OR MODIFIED-DUTY STATUS POSITIONS ARE
AVAILABLE, the employee shall be placed into the appropriate leave
status

EXTRA-DUTY ASSIGNMENTS: Officers on light or modified duty status
are not eligible to work extra-duty assignments

NORMAL DURATION OF STATUS

a.

b.
c.

Will not exceed 12 months for on-duty injuries and 6 months for off-
duty injury/illnesses

Will be reviewed after every physician appointment

Change in status requires the affected division commander to submit
a report to the Office of the Chief of Police documenting the reasons
for continuing or discontinuing the assignment

PAY: Employees on light or modified duty are paid at their regular rate of
pay. Personnel Rules and applicable Memorandums of Understanding
govern salary increases and probation requirements.
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CHANGES OF ASSIGNMENT made pursuant to this policy

a. Must meet the work and medical restrictions outlined by treating
physician

b. Every employee injured on or off duty must advise the attending
physician of this policy so that the employee may be returned to full or
modified duty as soon as physical condition permits

OBTAINING WRITTEN AUTHORIZATION to return to work
To report back to work from an on-duty injury, first obtain written

authorization to return to work from the treating physician and present it to
your supervisor and to the City of Chandler Medical Leave Coordinator

F. RESTRICTED ADMINISTRATIVE DUTY

An employee who is under an administrative investigation may be placed on
restricted administrative duty and will comply with the following guidelines:

1.

4.

G. RETURNING TO DUTY

CIVILIAN EMPLOYEES will continue to report to their immediate
supervisor unless otherwise directed by the Chief of Police or designee

SWORN EMPLOYEES WILL BE NOTIFIED by their chain of command
of their restricted duty status and details of their work assignment will be
established at that time

EMPLOYEES WILL NOT BE ELIGIBLE to work any overtime or extra
duty assignments

EMPLOYEES WILL NOT return to full duty status without permission
from the Chief of Police or designee

Upon recovery, the employee will notify the shift supervisor or his
representative of his intention to return to work:

1.

AT LEAST THREE HOURS PRIOR to normal reporting time if possible
when assigned to a division on a 24-hour per day operation

A DAY BEFORE RETURNING whenever this is possible when assigned
to a unit which operates during only one shift of the day

IMMEDIATELY when an employee recovers from sickness or injury just
prior to or during his regular days off

DOCTOR’S RELEASE REQUIRED per City of Chandler Personnel Rule
15, Section 20

a. Employees may be required to present a certificate from a health care
provider releasing the employee to return to work for any absence due
to illness or injury of three or more working days duration
1) Present the certificate to the immediate supervisor or designee

prior to the resumption of duties by the employee
2) The certificate must state that the employee has recovered from
illness or injury and is able to perform the duties of the position
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b. The Chief of Police may require the employee to submit a doctor’s
certificate for any length of illness if in the Chief’s opinion it is in the
best interest of the City

H. RECORDING SICK LEAVE

See Personnel Rule 15 for further explanation. See City of Chandler Time
Exception Report Form Policy for procedures for the documentation of time
exception reporting for regular City employees.

1. THE EMPLOYEE SHALL RECORD THE TYPE AND NUMBER OF
HOURS of sick leave usage in Telestaff. The employee may not change
declared sick leave to vacation or compensatory time.

In exceptional circumstances, the Chief of Police may authorize the
use of vacation / compensatory credits for sick leave if the employee’s
sick leave credits are exhausted and the employee is eligible to take
vacation / compensatory credits. The employee shall make the request in
writing through the chain of command to the Chief of Police detailing the
circumstances.

2. IDENTIFY LEAVE as sick leave or sick industrial in Telestaff

a. Sick Leave:
All sick leave not recorded as sick industrial will be recorded as sick
leave (sick family, sick leave self)

b. Record as Sick Industrial:

1) The hours absent from scheduled work hours resulting from an
on-duty injury and while placed in an off-work status by the
treating physician

2) The scheduled work hours missed to attend any medical
appointments approved by and relating to the workers
compensation claim, as a result of an on-duty injury

3) Normally scheduled hours of work missed if there is no light or
modified duty assignment available. The assigned lieutenant
must verify this pay category.

PRESCRIPTION DRUG

NOTIFICATION
[26.1.1]

(For employee drug testing policy, see General Order B-06)

1. FOLLOW THE CITY OF CHANDLER DRUG FREE WORK
ENVIRONMENT POLICY. The purpose of this General Order is to
expand on and outline the process for reporting prescription drug usage.

Prescription and over-the-counter drugs are not prohibited when taken
as prescribed by a licensed medical provider and provided the
employee can effectively and safely perform his/her duties and there is
no evidence of impairment.

2. ADUTY TO DISCLOSE IS REQUIRED when taking a controlled
substance or non-prescription drug, which is reasonably anticipated to
negatively impact the ability to perform the employee’s duties or carries a
warning label indicating impairment of mental function, motor skills, or
judgment.
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NOTIFY HUMAN RESOURCES IN WRITING (use the COC Prescription
Drug Disclosure Form) prior to performing work-related duties. If unable
to make the notification during normal business hours (M-F 0800-1700) to
Human Resources, notify the supervisor of any limitations associated with
taking the medication, but not required to disclose the medication to the
supetrvisor.

Disclosure to Human Resources is required when:

a. A new prescription is received

b. A change in a current prescription is made

c. The employee is no longer on the medication: A form is not required
in this case, an email notification to Human Resources is sufficient.
Email the contact listed on the COC Prescription Drug Disclosure
Form.

MAKE NOTIFICATION TO HUMAN RESOURCES in person or via email,
but the employee must receive confirmation from Human Resources prior
to returning to full duty. If prescribed a drug that affects their ability to
perform the essential functions of their position and is outside normal
business hours, the on-duty Watch Commander may place the employee
on temporary light duty until they are able to confer with Human
Resources.

HUMAN RESOURCES WILL NOTIFY PSS the employee has complied
with the disclosure process and disclose any restrictions and timelines
indicated on the form

EMPLOYEES ARE REQUIRED TO REPORT ANY IMPAIRMENT or
adverse side effects to their supervisor immediately and may not operate
a motor vehicle or perform any duties until cleared by the prescribing
physician. Employees should be immediately removed from duty.

NOTIFICATION UNDER THIS POLICY DOES NOT PROHIBIT an
employee from being subject to reasonable suspicion drug testing and
facing disciplinary action up to and including termination for impairment.
Failure to disclose will lead to disciplinary action up to and including
termination.

THE DEPARTMENT MAY TEMPORARILY REASSIGN the employee to
other duties when appropriate

See City of Chandler Family and Medical Leave Policy for leave associated
with the Family and Medical Leave Act (FMLA)

+4+



LA
“Q/ o

{ oﬁ“ ,\ED Ly, ;»3

‘:l.’VOL 1 CE /
N Y

Serving with Courage, Pride, and Dedication

CHANDLER POLICE | order

DEPARTMENT B-12 CODE OF CONDUCT
GENERAL ORDERS Subject . . Effective
100 Conduct Guidelines 06/29/19

A. FOUNDATIONAL PRINCIPLES

[26.1.1]

B. POLICY

1. Police employees are held to a set of rules and sanctions that represent a

defined ethic of high professional standards. All employees of the
organization should first consider organizational welfare with fair and
impartial enforcement of the rules.

The organization as a group has contributed to the formation of a
disciplinary system in order to maintain proper professional standards
throughout the organization

The administration's responsibility is to ensure that fair, impartial, and
judicious enforcement of these rules is consistent with the purpose for

which they were established

1. THE BASIC REQUIREMENT of all employees is support of the
department's primary obligations to the community, including:

coooTw

The preservation of public peace

Protection of life and property

Prevention of crime

Detection and arrest of violators of the law

Enforcement of the laws of the State of Arizona and the ordinances of
the City of Chandler

2. ALL POLICE EMPLOYEES SHALL COMPLY with all applicable orders,
directives, rules, and regulations, whether oral or written, whether stated in
this order or elsewhere (See General Orders A-02.400 Obeying Orders)

3. CLASSIFICATION SYSTEM

a.

b.

Each directive in the code of conduct has a corresponding class that
may only be mitigated or aggravated according to procedures in B-13
When the sanction for a violation is listed as ranging from counseling
statement to Class A, PSS, in conjunction with the involved
employee’s chain of command, will make the determination whether it
will be investigated as a Level Il or submitted directly as a Level .
Level Il investigations under these circumstances may still be
mitigated down to a counseling statement at the completion of the
investigation at the discretion of the Chief of Police.

Any conduct wherein the range of discipline includes suspension,
demaotion, or termination requires a citing of a Personnel Rule 5
provision(s). The Personnel Rule 5 citing will not have a classification
or sanction on the A face sheet.
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C. RULES AND REGULATIONS
1. ACCEPTANCE OF GIFTS

OR REWARDS

2. CITY DISCOUNTS

Employees shall not solicit or accept rewards for performance of duties, ask
for gratuities, or use their position to seek personal favors of any kind. Any
offer of reward, gratuity, gift, fee, or favor shall be courteously declined (City
of Chandler Administrative Regulation CM-10 governs all solicitations by City
employees).

See City of Chandler Administrative Regulation CM-08 for complete
guidelines for treatment of gifts to city employees

a. Accepting or soliciting a bribe or gratuity for permitting an CLASS B
illegal act
b. Soliciting monetary or valuable gratuity for performing CLASS B

assigned duty or police duty

c. Accepting monetary or valuable gratuity for performing CLASS A
assigned duty or police duty

The discounts the city has arranged for meals, movie tickets, etc., are to be
considered part of the city's benefit program and are not the type of gifts that
would fall under this General Order

3. CRIMINAL PROCEEDINGS

Employees shall not misuse their authority by recommending that criminal or
traffic offenses be reduced or dismissed unless they are the arresting officer
or complaining witness, and then only to cooperate with the prosecutor or
court in the interest of justice

Improper recommendation for the disposition of traffic or criminal CLASS A
offenses

4. RECOMMENDATIONS

PROHIBITED

5. ALCOHOL

Employees shall not recommend any product or service related to
department business, such as an attorney, ambulance service, towing
service, bondsman, or funeral director, etc., in a professional capacity

Making inappropriate recommendations Counseling
Statement

See the City of Chandler Drug Free Work Environment Policy on Chanweb/
Human Resources Division regarding the use of alcohol on duty

a. No employee wearing an identifiable portion of a uniform of the Chandler
Police Department will drink or purchase alcoholic beverages.
Plainclothes officers may consume alcoholic beverages on duty in
conjunction with official police business, with the prior approval of a
supervising officer.

1) On-duty employee drinking or purchasing liquor or CLASS B
alcohol beverages not in conjunction with official City of
Chandler business
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2) Off-duty employee drinking liquor or purchasing liquor or CLASS A
alcoholic beverages while in uniform or wearing any
identifiable part of the uniform

b. No employee shall present himself unfit for duty because of the
consumption of alcoholic beverages. An employee will be considered
unfit for duty if a breath analysis records a reading of .02 or above.

1) Employee reports for duty or is found on duty at .02 - CcocC
039 BAC Mandatory
’ 30-Day
Suspension

2) Employee reports for duty or is found on duty at .04 or CLASSB
greater BAC

6. DRUGS

See the City of Chandler Drug Free Work Environment Policy on Chanweb/
Human Resources Division regarding the use of illicit or illegal drugs

No employee will use illicit or illegal drugs, nor appear for duty or be on duty
while under the influence of such

Willfully using any illicit or illegal drugs CLASS B

7. HARASSMENT AND
SEXUAL HARASSMENT
[26.1.3] See the City of Chandler Anti-Harassment Policy on Chanweb under Human
Resources Division, which governs policy regarding harassment and sexual
harassment

a. Committing harassment CLASS A-B

b. Committing sexual harassment CLASS A-B

8. VIOLENCE IN
THE WORKPLACE
The safety and security of employees is extremely important to the Chandler
Police Department. Any person who makes substantial threats, exhibits
threatening behavior, or engages in violent acts while on police department
property shall be removed from the premises as quickly as safety permits and
shall remain off the premises pending the outcome of an investigation.

a. All department personnel are responsible for notifying their supervisor or
the Professional Standards Section of any threats that they have
witnessed, received, perceived, or have been told about by another
person who has witnessed or received them. Even without an actual
threat, personnel should report any behavior they have withessed which
they perceive to be threatening or violent when that behavior is job
related or might be carried out on a department-controlled site, regardless
of the relationship to the person involved.

Failure to report threats of workplace violence CLASS A

b. An individual who applies for or obtains a protective or restraining order
which lists department-controlled sites as being protected areas must
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provide that individual's supervisor with a copy of the petition and
declarations used to seek the order, a copy of any temporary protective or
restraining order which is granted, and a copy of any protective or
restraining order which is made permanent

Failure to notify supervisor regarding the above named court  Counseling
orders Statement

1. DEPARTMENT PROPERTY

Rev

2. CIVIL PROCESS

Employees will not misuse or abuse city equipment and will report to their
supervisor all loss of or damage to city-owned equipment. An employee may
be required to pay for the cost of the item’s repair or replacement. (See
General Order B-12.H for damage involving department vehicles. See City of
Chandler Administrative Regulation CM-12 reference loaning City equipment.)

a. Failure to report loss or damage CLASS A

b. Willfully damaging Police Department property CLASS A-B

c. Loss of or damage to issued equipment through neglect or Counseling
carelessness. Theft of any department issued or authorized  Statement —

firearms will result in discipline being aggravated. CLASS A

d. Failure to maintain a neat, clean, and safe work environment Counseling
Statement

An employee of the department will not serve a civil process either on or off
duty unless the City of Chandler is a party to the action or unless directed by
a judge or magistrate

Unauthorized service of legal process CLASS A

3. ATTENTIVENESS TO DUTIES

Employees shall be attentive to their duties. Inattentive behavior shall include
that which affects the operation or efficiency of the organization or the
efficiency of the employee.

a. Inattentiveness to duty Counseling
Statement
b. Failure to take action within the scope of assigned duties CLASS A

when necessary

c. Failure to properly complete an investigation, or make CLASS A
necessary reports, or accurately document reported facts,
statements, or any other information on an official report

4. UNBECOMING CONDUCT

[26.1.1]

Employees shall conduct themselves in a manner that will reflect favorably
upon the Police Department. Conduct unbecoming an employee includes that
which can be demonstrated as bringing the Police Department into disrepute,
reflecting discredit upon an employee, or impairing the operation or efficiency
of the employee or the Police Department.



Code of Conduct: Guidelines
06/29/19

5. IDENTIFICATION
[22.1.8]

CPD GO B-12.100

Sanction classification for infractions are as follows:

a.

m.

Renunciation of citizenship or allegiance to the United
States or the State of Arizona or the taking of an oath of
allegiance or otherwise pledging allegiance to any foreign
country or organization that advocates the violent overthrow
of the government of the United States or the State of
Arizona

Any employee required to be firearm certified as part of
assigned job duties becoming a prohibited possessor of a
firearm relative to a permanent order of protection or
conviction of a misdemeanor or felony crime of domestic
violence

Any conduct that would amount to a violation of any
criminal statute in Arizona Revised Statutes or United
States Code

Misuse and/or abuse of supervisory authority or privilege

Employee has engaged in unbecoming conduct which might
bring discredit to the City of Chandler

Failure to turn over seized, found, or recovered property
directly to property custodian, court, or owner

Loss of seized, found, or recovered property/evidence by
negligence

Use of rude or insulting language, or conduct offensive to
the public or others in the workplace to include coworkers,
supervisors, etc.

Asleep while on duty

Failure to answer when called by radio or MDT

Misuse of police electronic systems

Inappropriate use of social media

Page 5

CLASS B

CLASS B

CLASS A-B

CLASS A-B

CLASS A-B

CLASS A-B

Counseling
Statement
—CLASS A

Counseling
Statement
—CLASS A

Counseling
Statement
—CLASS A

Counseling
Statement

Counseling
Statement
- CLASS A

Counseling
Statement
— CLASS A

Employees shall supply their names, employee, volunteer, or badge
number, and/or commission card/picture identification card when
requested to do so by any person

Failure to supply name and number and show identification when

requested to do so

Counseling
Statement
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Employees at the scene of a labor dispute shall remain strictly impatrtial

Failure to remain impartial in performing duties at the scene of a CLASS A
labor dispute
7. LEAVING ASSIGNED AREA

An on-duty employee shall not leave the city limits without authorization by a
supervisor except in the immediate pursuit of a person to be arrested

Leaving city limits while on duty without radio call-out or Counseling
authorization from supervisor Statement

8. REPORTING FOR DUTY

a.

9. REPORTING TO
SUPERVISORS

Employees of the department will report for their regularly scheduled shift
at the designated time and place. An employee will be deemed absent
without leave if the employee has not reported the cause for their
absence within four hours of the scheduled time they are to report for
duty. All unforeseen and uncontrolled events may be taken into
consideration in the event the employee is prevented from making a
timely notification of their absence.

1) Absent without leave CLASS A

2) Unexcused tardiness Counseling
Statement

Employees of the department will report for assignments, including
scheduled court appearance, mandatory training, firearms qualification,
meetings, extra duty, and special assignments that include compensated
on-call status

1) Willfully not reporting other than regularly scheduled shift CLASS A

2) Unexcused absence or tardiness for duties other than a Counseling
regularly scheduled shift Statement

3) Working longer than 16 hours in a 24-hour period without ~ Counseling
supervisor approval Statement

Employees will notify their supervisor as soon as possible when they are
suspected of having committed an offense in an investigation being
conducted by another law enforcement agency, or are cited or arrested
for a criminal violation

Failure to report any violation of this code to a supervisor CLASS A

Employees must report to a supervisor, knowledge of any unusual activity,
situation, or problem that involves the duty of the department to uphold the
law, keep the peace, or protect lives and property

Failure to report any violation of this code to a supervisor Counseling
Statement
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c. All employees have a duty to report knowledge of misconduct by another
employee as soon as possible as outlined in G.O. B-13.100.F

1) Failure to report knowledge of the commission of a felony CLASS B

2) Failure to report knowledge of the commission of a CLASS A
misdemeanor

3) Failure to report non-criminal conduct that would Action/Sanction
constitute a Class A or B violation in a timely manner. A IS one below the
timely manner is based on the immediacy of the need for \r;ic())rllg;ltri?)Fr)lorted
investigation and/or corrective action.

Failing to report such conduct within 120 days of the
knowledge of such conduct will result in the delayed
complaint process (see G.0.13.100.G) and there will be the
presumption that the conduct was not reported in a timely
manner unless extenuating circumstances can be identified

10. REFUSAL/FAILURE TO
COMPLY WITH ORDERS

Employees will comply with all applicable orders, directives, rules, and
regulations, whether oral or written, whether stated in this order or elsewhere.
The chain of command shall be preserved in order to maintain the principles
of good administration; however, it is the right of any employee to respectfully
call it to the attention of the supervisor issuing the order or to the supervisor’s
superior that such orders or instructions are inconsistent, unjust, or unlawful.

a. Refusal to comply with any general order, regulation, or CLASS A-B
Rev directive, whether written or verbal
b. Failure to comply with any general order, regulation, or Counseling
directive whether written or verbal Statement -
CLASS A

11. RESPECT FOR ALL EMPLOYEES
OF THE CITY OF CHANDLER

a. The standard of this department is professionalism and respect for all city
employees. All members of this department will treat all employees of the
city in a respectful manner. Employees are prohibited from making personal
attacks that ridicule, belittle, or defame another employee of the city. No
employee will use profane or insulting language or gestures to any employee
of the city.

Personal attacks that ridicule, belittle, or defame another CLASS A
employee of the city and/or use of profane or insulting
language or gestures to another employee of the city

b. Employees will not record verbal communication with other members of
the department without informing all member(s) involved in the
communication. Internal and criminal departmental investigations being
conducted as directed by the Chief of Police may be exempt for purposes
of this order. This policy does not apply to telephone communications on
department phone lines that are regularly recorded.

Surreptitious recording of employees’/co-workers’ CLASS A
conversations
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12. WRITTEN COMMUNICATIONS

A copy of any formal communication between commands concerning a policy
or procedure shall be sent to the Chief of Police. All written communications
to any person or agency outside the department shall be signed by the Chief
of Police or sent over the name of the Chief of Police and signed by the
commander of a section. A copy shall be forwarded to the Chief of Police.

Improper use of departmental communications Counseling
Statement

13. FALSE OR INCOMPLETE REPORTS

No employee shall, with intent to deceive, knowingly cause to be made or
recorded any false or inaccurate reports; nor shall any employee knowingly omit
or cause to be omitted any information that is required to be recorded in any
department reports

Knowingly making a false statement or entry in any departmental CLASSB
report, record, application, interview, hearing, or judicial
proceeding

14. DEPARTMENTAL INVESTIGATIONS

a. Untruthful written or verbal report (not related to, or in CLASS A-B
response to questioning pursuant to a criminal or internal 1t V'(;J'a(tj'ci%-
H H H stanaar -
investigation) day to
dismissal

b. Giving false, incomplete, or misleading statements, or willful CLASS B
omissions during an administrative or criminal investigation

15. OFF-DUTY POLICE ACTION

Off-duty officers may take reasonable and prudent police action on felony or
serious criminal matters coming to their attention.

a. Officers will not take police action in a situation where minor
traffic and criminal violations occur. Off-duty officers
observing minor violations requiring police action will refer the
matter to on-duty personnel of the jurisdiction in which the
offense occurred.

Officer taking inappropriate police action when off-duty CLASS A

b. Officers will not use their police authority in their personal
affairs or those of their family, friends or neighbors unless
such action is warranted by the immediate threat of serious
bodily harm or property damage. On-duty personnel will
investigate incidents requiring police action.

Officer taking inappropriate police action when off-duty CLASS A

c. Officers engaged in off-duty employment shall not identify
themselves as officers or utilize their police authority unless
exigent circumstances necessitate immediate police action in
situations amounting to serious breaches of the peace or
serious felonies
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Officer taking inappropriate police action while engaged in CLASS A
off-duty security employment

16. CONFLICT OF INTEREST

An employee who has, or whose relative has, a substantial interest in any
criminal/civil investigation shall refrain from participating in any manner as an
officer or employee in such investigation

Conflict of Interest CLASS A

17. EXCESSIVE USE OF FORCE

Employees of this department shall not use more force than is reasonably
necessary to accomplish their lawful purpose. Allowances must be made for
the fact that officers are often forced to make split-second judgments in
circumstances that are tense, uncertain, and rapidly evolving about the
amount of force that is necessary in a particular situation. (See General
Order E-01.100)

Excessive use of force CLASS A-B
18. ARRESTS/SEARCH AND SEIZURE
[1.2.4] Arrests and searches, with or without a warrant, will be based on probable

cause or will fall under a legal exception such as a "stop and frisk," consent,
or exigent circumstance

a. Employee intentionally violates a person’s constitutional rights CLASS B

b. Employee violates a person’s constitutional rights when that CLASS A-B
employee should have known the conduct was illegal

c. Employee violates a person’s Constitutional rights not CLASS A
believing and/or not understanding, that their own conduct
was illegal

19. PRISONER PROCESSING
[71.3.3]

a. The employee who brings any detainee into the station has the
responsibility for the supervision, welfare, and security of that detainee
until the detainee is turned over to another responsible person or is
released. The temporary detention area (by the sallyport) and the CIB
interview rooms in the Police Department may be used by any officer for
interviews, arrest paperwork processing, or separation purposes.

1) Employee leaves detainee in temporary detention area over CLASS A
eight hours without supervisor approval

2) Employee leaves detainee in the temporary detention area CLASS A
and fails to physically check on the detainee at least every
30 minutes

3) Employee leaves detainee in CIB interview room without CLASS A
maintaining continuous control

b. Whenever a juvenile is taken into custody, whether for the purposes of
arrest, detention as a status offender, or as a non-offender, the guidelines
for detention as outlined in General Order E-11.300 will apply:
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Inappropriate detention of a juvenile
1) Arrested Suspect CLASS A
2) Status Offender CLASS A

20. EMERGENCY DRIVING/VEHICLE PURSUITS

The Police Department’s primary concern in emergency and pursuit driving
situations is the protection of lives and the safety of all citizens and officers. It
is incumbent upon all officers and supervisors to closely adhere to General
Order E-03 regarding emergency and pursuit operations.

a. Failure to comply with General Order E-03.100 Vehicle CLASS A
Operations: Emergency Driving

b. Failure to comply with General Order E-03.200 Vehicle CLASS A
Operations: Pursuits

Note: Circumstances such as excessive speed(s), duration of pursuit,
involvement in an accident, number of potential general order violations, etc.,
may be considered as aggravating factors, resulting in disciplinary action

E. PERSONAL BEHAVIOR

1. TELEPHONES

2. ADDRESS

All employees shall either maintain a telephone at their place of residence or
establish a telephone number where a message can be left and ensure that
the department has a current telephone number on file

Failure to maintain a current telephone or message number on file  Counseling
with the department Statement

Employees shall keep the department informed of their home and mailing
addresses. Employees will update the computer systems Oracle and PDInfo
within seven days of any changes.

Failure to notify department of current home address and mailing Counseling
address Statement

3. UNIFORM, CIVILIAN APPAREL, ACCESSORIES

a. All sworn or uniformed employees of the department shall maintain a
regulation uniform in serviceable condition subject to inspection at any time,
regardless of assignment

Failure to maintain required uniform Counseling
Statement

b. Employees in civilian dress shall wear clean, neat clothing consistent with
their duties and shall maintain a well-groomed appearance in accordance
with accepted practices

Failure to wear appropriate clothing consistent with assigned Counseling
duties Statement
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F. PUBLIC RELATIONS

1. OFFICIAL BUSINESS

Employees shall not reveal official business of the department except to those for
whom it is intended or as directed by a supervisor or under due process of law.
This shall not prevent the release of legitimate public information concerning
daily police activities to the press, radio, or television.

Revealing official business of the department except as authorized Counseling
Statement -
Class A

2. DIVULGING CRIMINAL RECORDS

No employee shall divulge the criminal record of any other person unless
necessary to conduct an investigation or under due process of law. This shall
not prohibit the release of information to authorized law enforcement
agencies or the release of facts connected with daily police activities to the
press, radio, or television.

Divulging criminal records of one person to another, except when CLASS A-B
necessary to conduct a criminal or department investigation or
under due process of law

3. PUBLIC APPEARANCES

All plans for public appearance before groups of any kind, including radio and
television, for the purpose of discussing police problems shall be cleared
through the division chief. Nothing in this section shall prevent officers from
making extemporaneous statements or speeches when called upon to do so,
provided no general orders are violated.

Employees engaged in unauthorized public appearances Counseling
Statement -
CLASS A

4. PUBLIC DISCUSSIONS

Employees shall not engage in political or religious discussions for public
exposure while on duty

Engaging in political or religious discussions for public exposure Counseling
while on duty Statement —
CLASS A

G. SUPERVISION

No supervisor or person of any rank is exempt from the rules of the organization
simply because of the position held by such person. Flexibility and judgment are
required in enforcing the rules when the competence of a supervisor is questioned
because of the additional authority and greater responsibility. For this reason, the
sanction of demotion may be included when other sanctions are imposed.

a. Failure to properly perform required supervisory responsibilities Counseling

Statement —
CLASS A
b. Failure to ensure employees perform required duties Counseling
Statement
c. Failure to advise an employee of the grievance and appeal Counseling

process and/or apprise the employee’s supervisor of possible Statement
forthcoming complaints or grievances
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d. Failure to ensure employees properly care for departmental Counseling
property and equipment Statement

e. Failure to investigate and document actual or alleged incidents CLASS A
of misconduct or violation of department orders

H. VEHICLES AND DRIVING

1. DEPARTMENT VEHICLES FOR
OFFICIAL BUSINESS ONLY

Employees shall not use department vehicles without the permission of a
supervisor, nor shall they use them for other than official police business

a. Employee uses department vehicle for other than official Counseling
business or for personal use and benefit Statement —
CLASS A

b. Employee is involved in traffic collision on a public roadway not ~ Counseling
resulting in citation but is listed as Vehicle 1/at fault vehicle. (If Statement —
given a citation, no further action will be taken). Damage under ~ CLASS A
$5000 will result in CS and over $5000 or with injuries may be
handled as a CS or Class A depending on circumstances.

c. Employee is involved in private property collision. Damage Counseling
under $5000 will result in CS and over $5000 or with injuries Statement —
may be handled as a CS or Class A depending on CLASS A
circumstances.

d. Employee is involved in traffic collision resulting in citation CLASS A
where employee was negligent

e. Employee commits traffic violation not resulting in a collision Counseling
while in department vehicle for no valid reason Statement

Note: Circumstances such as excessive speed, injury, amount of property
damage, and/or number of potential general order violations, etc., may be
considered as aggravating factors, resulting in disciplinary action

2. CARE FOR VEHICLES

Employees will not misuse or abuse city-owned vehicles and shall properly
care for assigned vehicles. Employees shall notify their supervisor as soon
as practical of all losses from or damage to city-owned vehicles and then
submit all necessary reports as soon as practical.

a. Failure to report loss, damage, or accident CLASS A-B

b. Causing damage to a department vehicle or contributing to the CLASS A
loss of the vehicle or of any property or equipment from the
vehicle due to serious carelessness or neglect (excluding
accidents)

c. Failure to properly care for assigned vehicles Counseling
Statement
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LEVEL |

Counseling Actions

First Occurrence

Second Occurrence Inside
of a Six-Month Period

Third Occurrence Inside
of a Six-Month Period

Counseling Statement

Counseling Statement

Level Il

LEVEL Il  Sanctions
Class First Violation Second Violation Third Violation Fourth Violation
Mit Standard Agg Mit Standard Agg Mit Standard Agg Mit Standard Agg
Counseling Letter of Letter of| 80 hours to
A [statement| Reprimand 1 Day Rent 1 Day 3 Days |3 Days 40 hours |80 hours: N/A Dismissal N/A
Susp / S
B D Dismissal N/A N/A N/A N/A N/A N/A N/A N/A N/A N/A
emote

The City of Chandler personnel rules provide that the department head may demote an employee whose ability to perform
required duties falls below the minimum job requirements or for disciplinary purposes.

+4+
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A. PHILOSOPHY
[26.1.4]

B. POLICY

C. DEFINITIONS

complaints received by Chandler Police Department against department
procedures or personnel and outlines standards for equitable police discipline

A proper relationship between the Police Department and the public we serve
is essential to effective law enforcement. This philosophy imposes upon the
department the responsibility for providing a system of complaint and
disciplinary procedures. The Chandler Police Department welcomes
constructive criticism, which may subject our employees to corrective action
when they conduct themselves improperly; however, we will protect our
employees from unwarranted criticism when they discharge their duties

properly.

1. THE PROFESSIONAL STANDARDS SECTION (PSS) COMMANDER:

a. Is responsible for coordinating investigations of complaints against
department procedures and personnel
b. Reports directly to the Chief of Police

2. EVERY DEPARTMENT EMPLOYEE shares the responsibility for support of
the disciplinary system

3. SUPERVISION AND MANAGEMENT is responsible to motivate and counsel
members toward self-discipline. When training, counseling, and
imposition of sanctions have failed to alter unacceptable behavior or
performance, separation from the organization may be necessary.

Table 1. Definitions of Terms

Term

Definition

1. Action

The administrative act as the result of a sustained LEVEL | violation documented on a
Counseling Statement form. The word “action” refers to a Counseling Statement, which
is not considered a sanction or discipline From Section H.

2. Administrative
Action Date

The date recorded on any Counseling Statement, Letter of Reprimand, or Suspension
Notice. If an investigation exceeds 45 days, the Administrative Action Date will be
recognized as the 46" day after the Registered Date. This is defined for purposes
pertaining to progressive discipline, specialty assignment selection, and promotion.

3. Administrative
Investigation

All LEVEL |, LEVEL Il, and Inquiry investigations are administrative in nature,
independent from any criminal investigation

4. Administrative
Leave

The administrative removal of an employee from duty with pay for a specific and brief
time in furtherance of an investigation

5. Counseling
Statement Form

A report form that documents LEVEL | allegations/violations, normally completed by
the employee’s direct supervisor
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6. Counseling

a. The result of a sustained LEVEL | violation, documented on a Counseling Statement

Statement Form, including, but not limited to the following information: description of the
incident, the employee’s involvement, the specific code violated, and any
appropriate counseling, training, mentoring, etc., warranted to correct the behavior

b. A Counseling Statement is not considered to be discipline
7. External The expression of dissatisfaction by any person outside the department directed at an
Complaint employee's conduct or at department policy, procedure, or service

8. Incident Review

A report form that documents the investigation of LEVEL Il allegations/violations and

Worksheet inquiries
9. Inquiry All'incidents or concerns that do not allege a violation of a department policy,
procedure, rule, or regulation brought to the attention of Chandler Police Department
for resolution
10. Internal Those allegations made by an employee directed at specific misconduct on the part of
Complaints another employee
11. LEVEL | Refers to the LEVEL | chart found at the end of General Order B-12, which describes
the action taken for sustained violations of policy that would result in a Counseling
Statement
12. LEVEL Il Refers to the LEVEL Il chart found at the end of General Order B-12. The chart

describes the sanctions for sustained CLASS A and CLASS B violations.

13. Progressive
Discipline

A process for dealing with job-related behavior that does not meet expected and
communicated performance standards. In this order it involves increased sanctions
based on moving to the next higher level on the LEVEL Il sanction chart.

14. Registered Date

The date entered onto the Incident Review Log which indicates the initiation of an
investigation

Physical Injury

15. Sanction The administrative act as the result of a sustained LEVEL Il violation, documented on
an Incident Review Worksheet. A sanction is considered to be discipline.
16. Serious Physical injury that creates a reasonable risk of death or that causes serious or

permanent disfigurement, serious impairment of health or loss or protracted impairment
of the function of any bodily organ or limb

17. Tracking Sheet

A form utilized to track Level Il investigations through the investigation and review
process

D. FILE MANAGEMENT

The Professional Standards Section commander will maintain a confidential
file of all complaints and disciplinary actions in the Office of the Chief. The
Chief of Police will have the opportunity to review all internal investigations
regarding the department or any employee prior to the investigation being
placed into the confidential file.

1. ACCESS RESTRICTIONS

a. Access is restricted to those individuals with the authorization of the
Chief of Police or the Professional Standards Section commander and
who have a bona fide interest in an investigation(s)

b. The door to the office where files are maintained will be secured at all
times when no one is present

c. No original file will leave the Police Department building without
authorization of the Chief of Police

d. Access to outside agencies or individuals who request access to
these files requires permission from the Chief of Police and contact
with the city attorney
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PSS personnel will maintain a checkout log. Original files must be returned to
PSS within five business days.

3. EMPLOYEE FILE REVIEW
a.

4. PERSONNEL RECORDS

IN HUMAN RESOURCES

The employee(s) against whom the allegations were made is allowed
to request the complete report after having made an appointment with
the Professional Standards Section commander

All other involved employees may review only that portion of the
report containing their own interviews

NOTE: Itis strictly forbidden for employees to make and/or disperse
copies of internal/external complaints or inquiry reports

Per City of Chandler Personnel Files Policy, documents relating to
disciplinary actions including letters of reprimand, demotions, or suspensions
are required to remain in the personnel file. Counseling statements and
memos are not disciplinary actions and shall not be placed in the official
Human Resources file.

5. PERSONNEL RECORDS

IN POLICE ADMINISTRATION

Table 2. File Retention Guidelines

File Type

Destroy Procedure

LEVEL | Counseling Statement 3 years after | Maintained by PSS

date of action | PSS IA sergeant shall purge investigative reports
on a monthly basis after the three-year mark

LEVEL Il 1A Investigation

5 years after | PSS IA sergeant shall purge on a monthly basis

Pro

the date of after the five-year mark
action Exception: Those pending litigation
Investigative Files — Shootings 10 years after | PSS IA sergeant shall purge on a monthly basis
calendar year | at the ten-year mark
closed Exception: Those pending litigation
IA logbook, annual reports, and IA 5 years Maintained by PSS

PSS IA sergeant shall purge these documents
annually on the fiscal year onset

6. STATISTICAL REPORTS

The Professional Standards Section commander will:

a.
b.

E. EXTERNAL COMPLAINTS
[26.3.2]

Maintain statistical records for internal investigations
Prepare an annual report of complaints and discipline for review by
the command staff and publish it on the department website [26.2.5]

1. ACCEPTING COMPLAINTS

[26.2.1]
a.

THE DEPARTMENT WILL ACCEPT ALL written and verbal complaints,
including those filed anonymously. External complaints may
sometimes appear frivolous, but it is both necessary and
advantageous to document the citizen's concern. A citizen who takes
the time to express concern or dissatisfaction considers the incident
important and expects the department to respond.
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EMPLOYEES WILL MAKE EVERY EFFORT to facilitate the convenient,

courteous, and prompt receipt and processing of an external

complaint and not attempt to discourage, interfere, or delay an

individual from registering a complaint

1) Any supervisor of the department may accept an external
complaint

2) An employee who is approached by an individual wishing to
register a complaint will inform any on-duty supervisor who will
direct the citizen on the complaint process

3) An employee who receives a telephone complaint at a time when
a supervisor is not available will record the name, phone number,
address of complainant, and a brief synopsis of the complaint that
will permit a supervisor to contact the complainant and conduct a
follow-up investigation

4) An employee who receives an item of correspondence determined
to be a complaint will forward it to the Professional Standards
Section

2. INFORMING CITIZENS OF PROCESS

[26.2.4]

a.

"Guide To Citizen Complaint Process" Pamphlet

1) Available to the public at the front desk or through a supervisor

2) May be provided to any person requesting information regarding
the complaint process

Procedures to register complaints against or commend the police

department or employees are available on line at

www.chandlerpd.com

3. PHYSICAL ABUSE COMPLAINT

SUPERVISORS WILL HANDLE AN EXTERNAL COMPLAINT alleging
physical abuse by a department employee as follows:

a.

b.
c.

Make every practical attempt to make immediate personal contact
with the complainant

Have photographs taken of the alleged site of the injury

Consider requesting the complainant to submit to medical
examination

4. HANDLING NON-VIOLATIONS

SUPERVISORY PERSONNEL SHOULD ATTEMPT TO RESOLVE issues that are
not obvious violations of department policy or procedures or are not
allegations of employee misconduct

a.
b.

Such resolution expedites the complaint process

Consider in-person and telephonic complaints resolved if the
complainant deems the explanation or means of clarification is
satisfactory

5. RECEIPT ACKNOWLEDGMENT

[26.3.5]

a.

The employee receiving the initial complaint is responsible to
acknowledge the complaint at the time the complaint is filed. Advise
the complainant:

1) The complaint has been recorded

2) Of the person to whom it will be forwarded for investigation

Make "Guide to Citizen Complaint Process" pamphlet available to the
complainant with applicable information filled in

1) May give pamphlet to the complainant in person or by mail
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2) Check the appropriate box on the face sheet of the Incident
Report to verify the pamphlet was provided
c. For excessively long investigations, inform the complainant every 60
days of the progress of the investigation

6. NOTIFYING THE
OFFICE OF THE CHIEF
[26.3.2] EMPLOYEES WILL NOTIFY the Office of the Chief through the chain of
command as soon as possible when a complaint is received which involves
evidence substantiating a serious violation, such as the commission of a
criminal act, excessive use of force, or the falsification of records/reports

F. INTERNAL COMPLAINTS

1. OVERVIEW

An internal complaint may originate from any department employee regardless
of classification. These provisions allow for filing an internal complaint for an
act(s) of misconduct by another employee. Misconduct includes any violation of
the law, City of Chandler rules, policies and/or regulations, Police Department
policy, or any other directive, written or oral.

2. NOTIFYING THE SUPERVISOR

[26.3.2] a. Criminal Misconduct
1) An employee with reasonable knowledge of criminal misconduct
involving a peer or subordinate employee shall immediately notify
the shift commander, or shift supervisor in the absence of a shift
commander
2) The notified supervisor will notify the Office of the Chief
3) The Office of the Chief will direct further investigation

b. Non-criminal Misconduct
1) Employee with reasonable knowledge of misconduct involving
another employee shall notify their immediate supervisor in a
timely manner based on the immediacy of the need for
investigation and/or corrective action
2) Any supervisor may receive information regarding misconduct on
the part of an employee, even if the employee is not within their
span of control
a) Document and forward to the appropriate supervisor for review
with receipt of a control number and investigation (In some
instances, the supervisor receiving the initial complaint will
prepare the incident worksheet upon receipt of the complaint)
b) The immediate supervisor will normally write a memo to the
accused employee’s supervisor who will initiate an internal
complaint

c. Supervisor’s Misconduct: An employee with reasonable knowledge
of criminal or other serious misconduct involving a supervisor shall
notify their chain of command; if this is not practicable, they shall
verbally notify the Office of the Chief



CPD GO B-13.100
Page 6

Processing IAs: Procedures
02/10/20

G. DELAYED COMPLAINTS

1. OVERVIEW

A complaint will be treated as a delayed complaint if an allegation of non-
criminal misconduct by an employee occurred more than 120 days prior to
the date of the complaint

2. NOTIFYING THE SUPERVISOR

Procedure

a. The supervisor receiving the complaint will document the information
in a memorandum

b. The memorandum will be sent through the chain of command to PSS
who will review and inform the Office of the Chief. A determination
will be made whether or not a formal investigation will be initiated

c. If an investigation is merited, PSS will assume the investigation,
unless otherwise directed by the Office of the Chief

H. INVESTIGATING THE VARIOUS
TYPES OF VIOLATIONS
Table 3. INVESTIGATING VIOLATIONS/INQUIRIES: EXTERNAL AND INTERNAL [26.3.3]

Level | Violations Level Il Violations Inquiries

1. Action subject | No. Deals with certain minor | Yes. Acts of misconduct No.

to formal acts of misconduct as are subject to provisions of
complaint performance issues the complaint/disciplinary
process
2. Requires Yes. The supervisor will Yes. Obtain |IA number Yes. Obtain inquiry number
Investigation obtain a control number from | from PSS. Document on from PSS. Shall document
Form and the PSS, interview the Incident Review inquiry on the Incident
Number concerned citizens / Worksheet Review Worksheet. Mark

the Inquiry box with regard
to source of inquiry -
internal or external

employees, determine code
violations (if any), and
document actions on the
Counseling Statement Form

Investigator must
complete inquiry within
30 days of assignment
Advise any employee
guestioned that this
employee is not accused
of violating any policy,
procedure, rule, or
regulation

Forward inquiries to PSS
for retention

Supervisors will complete |a.
investigation within 30
days of assignment
Supervisor forwards the  |b.
original IA form to PSS
for retention

PSS will complete
disposition letters and
notifications

Pursuit and Accident C.
Review Board: If the
employee is found out of
policy and if an IA number
is issued, the PSS
supervisor or employee’s
supervisor will conduct the
investigation and forward it
through the employee’s
chain of command for
review

a.Supervisors will complete a.
investigation within 30 days
of assignment

b.Supervisor forwards the b.
original Counseling
Statement to PSS for
retention C.

c.Photo Enforcement Board:
If the employee is found out
of policy and eligible for a d.
Counseling Statement, the
PSS IA Sergeant will
complete the Counseling
Statement. If employee is not
eligible, an IA number is
issued and the employee’s
immediate supervisor will
conduct investigation and
forward it through the
employee’s chain of
command for review.

3. Procedures
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Level | Violations

Level Il Violations

Inquiries

d. Pursuit and Accident

Review Board: If the
employee is found out of
policy and eligible for a
Counseling Statement, the
PSS IA Sergeant will
complete the Counseling
Statement. If an employee is
not eligible, an 1A number is
issued and the employee’s
immediate supervisor will
conduct the investigation and
forward it through the
employee’s chain of
command for review

4. Promotion to
higher level of
discipline

If at any time this investigation
discovers a potential LEVEL Il
violation, cease this
investigation and begin a
LEVEL Il investigation,
applying all applicable
guidelines

Follow all applicable
guidelines for conducting
LEVEL Il investigations

If at any time during the
guestioning a supervisor or
designated investigator has
reason to believe that:

1) The employee has
violated a policy,
procedure, rule, or
regulation, all applicable
guidelines for conducting
LEVEL l or LEVEL Il
investigations will apply

2) If an employee has
involvement in a criminal
act, immediately cease
inquiry and apply the
guidelines from General
Order B-13T
Conduct Constituting a
Criminal Act

HARASSMENT COMPLAINT PROCEDURES

[26.1.3]

1. INFORMAL PROCEDURE

Employees who believe that they have been victims of harassment as
defined in the COC Anti-Harassment Policy should verbally notify their
immediate supervisor, the Chief of Police, the City Manager’s Office, or the
Human Resources Director and file a complaint

2. FORMAL PROCEDURE
Employees may submit a memorandum or letter through the City’s formal

grievance process

3. PROCESS COMPLAINT

Process in the same manner as other complaints described in General Order
B-13; however, investigate in conjunction and cooperation with the Human
Resources Director/designee
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J. EMPLOYEE GRIEVANCE
[22.4.1] [22.4.3]
1. DEFINITION A circumstance (other than wages or policies and procedures established by
the Personnel Rules) that an employee believes to be unfair and is adversely
affecting the employee's working conditions

2. PROCEDURES
[22.4.1] a. Adhere to Rule 18 of the City of Chandler Personnel Rules for

procedures. HR has the authority to determine what may be grieved
and deviate from this process.

b. See Rule 13, Section 6 for procedures regarding performance
appraisals

c. The Human Resources manager is responsible for coordinating
grievance procedures and maintaining grievance records

3. MOU GRIEVANCES
All affected employees should refer to their respective MOU regarding

any grievances of the provisions of their respective MOU
4. ANNUAL REPORT
[22.4.3]

a. Annually, the Professional Standards Section commander will request
through the Chief of Police from the City of Chandler Human
Resources Division a report containing the number of grievances,
what was grieved, and how it was resolved

b. The assigned Professional Standards employee will complete a
grievance analysis to submit to the Chief of Police for review

K. ADMINISTRATIVE LEAVE
[4.2.3]

1. RATIONALE

This action is taken to ensure the immediate availability of an employee; to
relieve an employee from the burden of daily work; and to avoid possible
embarrassment, conflict, or civil liability that might arise from allowing an
employee to continue in regular-duty status while under investigation in the
best interest of the department, employee, and/or public. Any employee
whose actions or use of force in an official capacity results in death or serious
physical injury will be removed from operational assignments pending an
administrative review.

2. DEPARTMENT ACCESS

As a general rule, during administrative leave resulting from an allegation of
misconduct for which the sanction could result in termination, an employee
shall not be entitled access to police department buildings, department
records and/or police computer systems without consent of the Chief of
Police for the duration of the leave

3. MAXIMUM TIME ALLOWED
Administrative leave with pay will not exceed 30 days without approval of the
city manager

4. PROCEDURE

The employee's immediate supervisor shall direct a request for such action to
the Chief should relief from duty be necessary.

a. Follow a verbal request with a formal written request
b. The Chief will prepare and submit a leave of absence request form to
the City Manager upon concurrence with the request
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L. ACTIONS AND SANCTIONS:
CLASSIFICATION AND DISPOSITION

The purpose of this order is to correct unacceptable behavior through
training, counseling, or sanctions as determined appropriate by the
department. The nature of this order requires consistency and a progressive
process for addressing repetitive conduct that is inconsistent with the
organizational Code of Conduct. The following will be used for behavioral
remediation in conjunction with the LEVEL | (counseling) and LEVEL I
(sanction) charts.

1. CLASSIFYING VIOLATIONS

a.

b.

2. LEVEL | - ACTIONS

3. LEVEL Il - SANCTIONS

a.

Rev

The investigating supervisor will classify the violation according to

General Order B-12 Code of Conduct

Once classified, the class designation and the corresponding action or

sanction are as assigned and must be within the LEVEL | and LEVEL

Il chart located at the end of General Order B-12

Use the “standard” sanction on the LEVEL Il chart unless mitigating or

aggravating circumstances exist

1) Circumstances may decrease or increase the discipline either
direction if justified and documented by the initiating supervisor or
anyone in that supervisor’s chain of command

2) This action must be approved by the division chief or, when
appropriate, the Office of the Chief

3) The Chief of Police retains the authority to impose any sanction
deemed appropriate for any class of violation

If the classification is not listed in general orders

1) Professional standards will do a historical review of the violation
and forward the results to the reviewing supervisor

2) If there is no historical data on the particular violation and the
violation has not been previously classified, the PSS commander
and, when appropriate, the legal advisor will review the violation
and forward a recommendation to the reviewing supervisor

These behaviors will initially result in a Counseling Statement

For the purpose of progressive action, these violations will be tracked
on a rolling six-month time frame based on the date of administrative
action

A third occurrence during a rolling six-month period will result in a
LEVEL Il sanction. Subsequent occurrences during that same six-
month period will follow the progressive discipline protocol for LEVEL
[l violations.

For the purpose of progressive discipline, sanctions of letter of
reprimand (LOR) or higher will be tracked on a rolling two-year time
frame based on the date of administrative action

A fifth violation of a LEVEL Il Class A violation will result in
progressing on the chart to a LEVEL Il Class B sanction

4. SUBSEQUENT VIOLATIONS

Subsequent violations, when used for the purpose of progressive action or
discipline do not have to be the same type of violation
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a. Example: a sustained violation of “failure to provide own name and ID
when requested” and another for “unexcused tardiness” would
account for a first and a second Level | violation. Any third Level |
violation within a six-month period that commenced when the first
violation occurred would result in receipt of sanction from the Level Il
and progress as necessary.

b. Itis possible for an employee to be active on both the Level | and Il
charts, depending on the type of violations

5. DISPOSITION
Once an employee has been formally counseled or disciplined according to
the counseling/discipline chart, no further investigation will be conducted for
the same allegation for the same incident except when:

a. Information reveals additional allegations from the same incident
b. The Office of the Chief requests further investigation for the integrity
of the organization and to maintain public trust

M. INVESTIGATIVE JURISDICTION

1. EMPLOYEE’S IMMEDIATE SUPERVISOR:
Will normally investigate:

a. LEVEL I complaints, whether generated internally or externally
b. LEVEL Il Class A “First Violation” complaints resulting from three
sustained LEVEL | violations

2. PROFESSIONAL STANDARDS SECTION

a. Will normally investigate Level Il complaints unless otherwise directed
by the Office of the Chief

b. May investigate any complaint that involves extensive manpower and
resources that would unreasonably burden a supervisor

c. Commanders may request the Professional Standards Section to
conduct an investigation. Most often this request will be routed
through the Office of the Chief.

N. LOGGING COMPLAINTS
[26.2.2]

1. CONTROL NUMBERS

The Professional Standards Section will maintain the following separate logs,
each with a unigue set of control numbers:

a. LEVEL | allegations/violations

b. LEVEL Il allegations/violations

c. Inquiries

2. ENTRY RESPONSIBILITY
Professional Standards Section will make entries in the appropriate log and a
control number will be assigned at the time PSS is notified

3. NOTIFICATION TO COMMAND

The Professional Standards Section commander shall notify the division chief
of any LEVEL Il Class A or B allegations and supply any additional
information if requested at time of logging investigation
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COMPLAINT INVESTIGATION

[26.3.3] [26.3.5]
1. OVERVIEW

2. TIME LIMITS
[26.3.3]

3. WRITTEN NOTICE
[26.3.5]
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THE PUBLIC AND DEPARTMENT EMPLOYEES must view an Internal Affairs
investigation as diligent, thorough, and impartial. A decision to exonerate or
sustain a charge against an employee based upon faulty or insufficient
information may cause further disciplinary problems.

a.

INVESTIGATORS SHOULD CONDUCT an investigation in a manner that
will best reveal the facts, preserve the dignity of all persons involved,
and maintain the confidentiality of the investigation

THE INVESTIGATOR WILL BE ALLOWED TO DISCUSS the investigation
with other supervisors who have a bona fide interest in the
investigation

NORMALLY, INVESTIGATORS MUST COMPLETE ALL INVESTIGATIONS within
30 days of assignment to the investigator or supervisor, including the review
process and submission of the investigation through the chain of command to
the Professional Standards Section

a.

Extension request when required due to unusual circumstances: The

investigator or reviewing supervisor will direct a written request

through the chain of command to the Professional Standards Section

1) Include a brief description of the number of known witnesses still
to be interviewed, other investigative processes remaining to be
completed, and an estimated completion date

2) If the extension is approved by the Professional Standards
Section, the Professional Standards Section will notify the
employee of the length of the extension and the reasons noted on
the extension request

If after 30 days the Professional Standards Section has not received

the investigation or an extension request memo, PSS will send a

memo to the investigator or supervisor and the commander as a

reminder

The investigator must:

1) Give the employee being investigated written notice of the specific
nature of the investigation, status in the investigation, and all
known allegations of misconduct

2) Sign and date the written notification to the employee. In most
cases, the incident review worksheet (face sheet) will serve as a
written notice.

3) In all cases, give an employee a signed and dated copy of the
incident review worksheet prior to the beginning of an interview

4) Give the employee written notice as soon as practical if new
allegations arise during the investigation

The department reserves the right to withhold notification to the

employee if it would jeopardize the investigation

4. SEQUENCE OF PROCEDURES

An investigator should use the following guidelines for the sequence of
procedures in an investigation:
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Interview complainant. Record every interview, if possible.

Identify the specific allegations

Make an investigative plan, complete with questions that are narrowly
and specifically related to the allegations being investigated

Assess the evidence

Conduct other related interviews, write report, route for review

5. PROBABLE CRIMINAL IMPLICATIONS

Should an investigation at any time disclose evidence of probable criminal
conduct, the investigator will immediately cease the administrative
investigation and contact the Office of the Chief. In all cases, the criminal
investigation supersedes the administrative investigation.

P. INTERVIEW REQUIREMENTS

FOR LEVEL Il ALLEGATIONS

[26.3.5]

The investigator will be considered the designee of the Chief of Police for the
purpose of conducting such investigations and issuing appropriate orders.
The following guidelines will be used when conducting administrative
investigations:

1. TIME AND PLACE

a.

2. INFORMATION SUPPLIED

Interview of employee will be at a reasonable hour, preferably when
on duty or during normal business hours, unless circumstances
dictate otherwise

Reasonable rest periods will be allowed every two hours. Reasonable
time will be provided for personal necessities, meals, and telephone
calls. The duration of the interview shall be for a reasonable period of
time, taking into consideration the gravity and complexity of the
conduct being investigated.

The interview will take place at a reasonable location designated by
the investigator. Employees should not be ordered to leave their post
until that employee’s immediate supervisor has been notified.

Supply the following information to the employee being interviewed:

a.
b.
c.

The name and rank of the investigator

The identity of all others present

The nature of the investigation to include current violations of policy,
rule, regulation, or law

The name of the complainant, complainant’s status (accused, witness,
etc.), and sufficient information to reasonably apprise the employee of
the allegations prior to the interview

A draft copy of the Incident Review Worksheet describing the
allegations against the employee

When used, a copy of the “Warning and Assurance to Employee
Required to Provide Information” form and/or the “Garrity Warning”
form which outlines the employee's rights and responsibilities relative
to the investigation
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C.
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Generally, administrative investigations are conducted as interviews
The investigator will maintain professionalism throughout the course
of the investigation

Employee will not be subjected to any abusive language, nor be
threatened with transfer, dismissal, or other disciplinary action by the
investigator

The investigator will make no promises of rewards as inducement to
answer guestions

4. RIGHT TO REPRESENTATION

a.

The department will provide an opportunity for the accused employee

to request another employee be present while being questioned,

provided the interview is not delayed for more than two hours

Any member of an Employee Organization, who is the focus of an

investigation and if the interview could result in disciplinary action,

may request an Employee Organization representative

Employees identified only as a witness may request to have a

representative for the interview (ARS 38-1106)

The representative of the employee shall:

1) Be a department employee and shall not be an attorney without
prior approval by the Office of the Chief

2) Be paid if currently working a regular work shift (There is no
compensation from the department to an employee who acts as a
representative outside of that employee’s regular work shift.)

3) Be available on reasonable notice

4) Participate only as an observer

5) Attend the interview with approval of the on-duty supervisor who
will consider the staffing needs of the shift

6) Have no conflict of interest. If a conflict exists, the investigator
may withdraw permission for the representative to remain.
Conflict of interest shall be documented in the investigator’'s
report.

Conflict of interest example: supervisors in the incident-reviewing
chain of command who provide a recommendation on discipline for
the accused employee or other employees directly involved in the
incident

5. CONSTITUTIONAL RIGHTS

At no time will investigators infringe on an employee's rights as defined by
ARS 38-1101, constitutional provisions, other state statutes, or court
interpretation.

6. ELECTRONIC RECORDINGS

Investigative interviews of department employees will not be electronically
recorded without the knowledge of all parties present unless directed by the
Chief of Police

a.
b.
c.

All recesses called during the interview will be noted on the record
Employees may record their own interviews

Should any mechanical recording take place, the department reserves
the right to transcribe any such interview for the purpose of verifying
the accuracy of the interview, and, if requested, the employee shall
sign the transcription if it is accurate
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If an employee does not record the interview, that employee may
request a copy of the investigator’s recording at the conclusion of the
investigation if the investigator records the interview

Q. EXPECTATION OF PRIVACY

1. Property personally owned by the employee will not be subject to search
and seizure in non-criminal disciplinary cases

2. In a criminal investigation, personal property will be subject to search and
seizure only when it is done in accordance with law

3. Department property may be searched at any time, including equipment
assigned to or used exclusively by a single person

4. The investigator may order the delivery of any property, document, or
item that belongs to the department if it is involved in the incident under
investigation

5. Communications and department facilities and/or equipment may be
monitored under conditions permitted by law

R. COMPLIANCE WITH ORDERS

AND EXAMINATIONS

1. LAWFUL ORDERS

Employees of this department will comply with all lawful orders for
information, materials, and assistance when the investigator of a non-criminal
complaint makes such orders

2. EVIDENCE COLLECTION

The Chief of Police or designee may order any employee to submit to any
lawful technique to secure non-testimonial evidence, including, but not limited
to, the following:

a.

Medical or laboratory exams: Employee(s) may be required to
submit to laboratory or medical tests, provided at no cost to employee.
Laboratory or medical exams may be conducted for administrative
purposes only. The scope of the exam will be confined to the
attainment of relevant facts pertaining only to the investigation at
hand.

An intoxilyzer or other diagnostic test: Employee(s) may be required
to submit to an intoxilyzer or other diagnostic test. The scope of the
test must be relevant to the investigation.

Participation in a line-up: Employee(s) may be required to
participate in a line-up. The use of a line-up must be relevant to the
investigation.

Photographing of employee: Employee(s) may be photographed.
The photograph must be reasonable (not degrading or compromising)
and its use relevant to the investigation. Prior to using the photograph
in a line-up or viewing by a complainant, approval must be obtained
from the Chief of Police or designee.

Financial disclosure statements: Employee(s) may be required to
submit a financial disclosure statement. The request for and use of
the statement must be directly related to the investigation.
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3. POLYGRAPH EXAMINATIONS

a. Authorization
1) The Chief of Police or designee may order an employee at any
time to submit to a polygraph examination that is directly related to
an internal investigation
2) The Chief of Police must approve all polygraph examinations for
internal investigation purposes
b. Questions
Appropriate questions will be formulated by the polygraph examiner
based on the facts of the investigation provided to the employee by
the person directly involved in the investigation
c. Truthfulness Required
1) Employee will tell the truth at all times, answer pertinent
guestions, and will not refuse to answer or knowingly give a false
or misleading answer to any question before, during, or after a
polygraph examination
2) Employees will cooperate with supervisors and investigators when
involved in any incident requiring the use of the polygraph
examination
d. Notifications Required: Prior to an employee being ordered to take a
polygraph examination, the interviewer will first advise the employee
of the following:
1) There is no state or federal constitutional right to refuse to take a
polygraph examination
2) There is no state or federal constitutional right to the assistance of
counsel during the testing process. An employee may request
that a representative monitor the preliminary and post examination
interviews and the examination from a monitoring room, if
available to do so.
3) The questions will relate specifically and narrowly to the
performance of the employee's official duties
4) The answers cannot be used against the employee in any
subsequent criminal prosecution
5) The penalty for refusing is dismissal

S. INVESTIGATOR DISCRETION

A supervisor or investigator may admonish the interviewed employee(s) not
to discuss the on-going investigation with anyone other than the investigator,
the employee’s attorney, or a professional counselor or physician during
professional consultation or treatment. Any employee represented by an
association may also discuss the on-going investigation with that employee’s
representative who in turn may discuss the matter only with the grievance
chair or employee organization president, and that discussion is limited to
those four employees.

T. CONDUCT CONSTITUTING
A CRIMINAL ACT

When an investigation indicates that an employee may have committed a
criminal act and it is determined that criminal charges will be filed if the
allegation is sustained, the following will apply:

1. The employee is entitled to the same protection as any other defendant
involved in a criminal case. Therefore, the administrative investigation
will immediately cease and the investigator will contact the Office of the
Chief of Police.
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2. In all cases, the criminal investigation supersedes the administrative
investigation

3. The investigator(s) assigned to the criminal investigation will always be
different from those assigned to the administrative investigation

4. The administrative investigation will not commence or resume until the
criminal investigator is satisfied the involved employee’s criminal interview
is complete

U. INVESTIGATIVE REPORT FOR LEVEL Il ALLEGATIONS

1. COMPLETE ALL investigations using the Incident Review Worksheet

2. THE INCIDENT REVIEW WORKSHEET is the first page of the report. The
report will provide the following items:

a. Complaint synopsis

b. Complaint details

c. Investigative facts

d. Investigative summary

3. REPORTS SHOULD BE concise, impartial, and factual

4. WHEN COMPLETED, the investigator will forward the entire case file to the
concerned employee's immediate supervisor for review and disciplinary
recommendation. The investigation proceeds through the appropriate
reviewing/recommending chain of command to the Professional
Standards Section.

V. FINDINGS AND DISCIPLINARY SANCTIONS
FOR LEVEL Il ALLEGATIONS

[26.1.4]

1. CHAIN OF COMMAND REVIEW

2. FINDINGS

a. The concerned employee's chain of command will review the case
when the investigation is completed
1) Each reviewer will examine the case facts and recommend an
appropriate finding to each allegation
2) Appropriate disciplinary action shall be recommended on
sustained charges
b. Cases investigated by members of Professional Standards will include
findings, but no recommendation as to discipline

During a complaint review, each supervisor/commander in the concerned
employee's chain of command at the time of the completion of the
investigation shall render one of the following findings on each allegation of a
complaint:

a. Sustained: The employee committed all or part of the alleged act. A
finding of “sustained” must be based upon the existence of substantial
fact in support of reasonable proof.

b. Not Sustained: The investigation produced information insufficient to

prove or disprove the allegation.

Exonerated: The act occurred but was justified, lawful, and proper.

Unfounded: The alleged act did not occur

e. Policy Failure: The allegation is true, but the employee's actions
were consistent with department orders or policies, necessitating a

a0
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3. RECOMMENDATIONS

4. TRAINING

5. COUNSELING

6. SANCTIONS
[26.1.4]

a.

CPD GO B-13.100
Page 17

review of policy. The Chief of Police or designee will determine the
need to modify existing orders or expand training on the issue.

Upon determining that a misconduct allegation is sustained, the

concerned employee's supervisor and commanders at the time of the

completion of the investigation shall recommend appropriate

corrective action. In addressing disciplinary action, the following

should be considered:

1) The employee's disciplinary history

2) The possibility for rehabilitation

3) The type and consequences of the violation

4) The possibility that the misconduct was the result of
misunderstanding or misinterpretation

5) The possibility of collusion on the part of other employees

6) The effect of a given disciplinary sanction, if imposed

The Executive Staff will review all 1As with the Chief of Police or

designee. The Chief of Police may deviate from the chain of

command protocol stated in a. above when deemed appropriate and

with written notification to the employee and the immediate supervisor

of that employee with the reason(s) for the deviation and an

explanation as to what the chain of review will be

Supervisors are encouraged to complement discipline with training as a
positive and constructive means to improve employee productivity and
effectiveness. Training is not a substitute for discipline but functions in a
complementary role to provide the employee with the skills necessary to
correct poor performance that may result in further disciplinary action.

Supervisors are encouraged to complement discipline with counseling.
Counseling provides the supervisor with the opportunity to constructively
discuss inadequate performance with a subordinate employee.

a.

b.

Counseling should specifically address the poor performance and
should focus on constructive means to correct deficiencies
Supervisors higher up in the chain of command, depending on the
severity of the infraction, may appropriately conduct counseling
Document counseling in all cases on the Counseling Statement form
or in the employee’s evaluation, whichever is applicable

Disciplinary sanctions begin with LEVEL Il violations and adhere to the
progressive discipline process

a.

SUSPENSIONS
1) Employees must comply with Rule 5 of the City of Chandler
Personnel Rules
2) Employees may be required to surrender department-issued
equipment
a) Employees shall be required to immediately surrender
department key(s), badge(s), identification card(s), and any
department-issued firearm upon notification of a disciplinary
suspension
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3)

4)

5)
6)

7)
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b) In cases of administrative leave, surrender of the above items
shall be at the discretion of the Chief of Police or designee

Conduct During Suspension:

a) Employees shall not wear their uniforms during a suspension,
nor shall they take any police action other than what might be
expected of citizens performing their civic duty

b) Employees shall remain subject to department general and
operations orders

During any suspension, employees are not entitled access to

department buildings, department records and/or police computer

systems without consent of the Chief of Police for the duration of
the suspension

The officer's privilege to carry a concealed weapon may be

suspended during this period

Only the Chief of Police or designee has the authority to reinstate

an employee of the department who has been suspended

Any employee shall receive written notice of any disciplinary

suspension prior to the effective date of the suspension

b. DEMOTIONS AND DISMISSALS: Demotion and dismissal procedures
will comply with Rule 5 of the City of Chandler Personnel Rules. If the
employee’s misconduct results in dismissal, the following information
will be provided to the non-probationary employee:

1)
2)
3)

A written statement citing the reason for dismissal

The effective date of the dismissal

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

W. FINAL REVIEW AND NOTIFICATION FOR LEVEL Il INVESTIGATIONS

1. COMPLAINT REVIEW

Table 2. Complaint Review Responsibilities

Reviewing authority Responsibility/Authority
a. Professional Reviews all complaints
Standards
b. Office of the Chief 1) Review all serious complaints and make the final

determination as to the type and extent of discipline the
accused employee shall receive on serious complaints

2) May increase or decrease the recommended sanction

3) Document final determination of discipline on the worksheet
and return it to Professional Standards for completion

c. Executive Staff

1) Review and make final determination on discipline when
recommended sanction does not exceed a Letter of
Reprimand

2) May increase or decrease recommended sanction

3) Document final determination on discipline on the
worksheet and return it to Professional Standards for
completion

2. COMPLAINANT NOTIFICATION

a. COMPLAINANT: The Professional Standards Section commander or
designee will notify the complainant upon final adjudication of a
complaint or inquiry using the following guidelines:

1)
2)

Make notification by business letter
Notification contents:




Processing IAs: Procedures
02/10/20

b.

3. INQUIRY NOTIFICATION
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a) Do not address the type or extent of disciplinary action
assessed in sustained cases

b) Give a brief explanation of the case findings (sustained,
exonerated, etc.)

c) Make a brief statement regarding corrective action that may be
pending, if applicable

INTERNAL- NOT SUSTAINED, EXONERATED, OR UNFOUNDED: The
Professional Standards Section commander will make final written
notification of disposition in cases:

1) To the concerned employee, through the chain of command

2) To the original complaint file

INTERNAL-SUSTAINED: Professional Standards Section commander
will make final written notification of disposition in cases wherein
allegations of a complaint are sustained:

1) To the concerned employee, through the chain of command

2) To the original complaint file

3) To the employee’s personnel file(s)

The Professional Standards Section commander will make final written
notification of the outcome of an inquiry:

a.
b.
c.

X. APPEAL PROCEDURES

To the concerned employee through the chain of command
To the original inquiry file

To the person(s) who initiated the inquiry, if initiated other than
administratively

See Rule 5, Section 5, of the City of Chandler Personnel Rules
New v INTERNAL INTEGRITY REVIEW PANEL

The Internal Integrity Review Panel (Panel), in consultation with the Legal
Advisor, reviews and makes recommendations to the Chief whether any
sustained Internal Affairs complaint listed in Y(4) should be sent to a
prosecuting agency for possible inclusion in a law enforcement integrity
database (Brady List). Review can be conducted on a proactive basis
(MCAO) or a case-specific request (Arizona Attorney General of US Attorney)

1. THE PANEL CONSISTS OF A QUORUM of the following members:

a.
b.
c.

Commander level staff and above
Civilian managers or designees
City prosecutor or designee

2. THE PANEL MEETS on an as-needed basis

3. PSS SUBMITS TO THE PANEL any sustained IA involving:

@mpoooTy

Bias or prejudice toward a suspect or class of persons

Violation of constitutional rights

Coercive conduct

Commission or conviction of a crime

Untruthfulness, deceit, or false statement

Pattern of improper use of force

AZ POST administrative hearing finding of fact regarding any of the
above
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4. AFTER REVIEW, the Panel makes a recommendation to the Chief whether
the matter should be forward to a prosecuting agency and Chief makes
the final decision

5. REVIEW OF ALLEGATIONS of misconduct prior to conclusion of formal 1A

Investigation

a. If, before the conclusion of a formal IA investigation, PSS determines
a credible allegation of the type of misconduct listed in Y(4) may exist,
the matter is referred to the Chief who, after consultation with
executive staff, determines whether the matter shall be referred to a
prosecuting agency at that time

b. If any such matter is referred to a prosecuting agency, PSS informs
the prosecuting agency of the final disposition of the 1A

6. PSS NOTIFIES the involved employee(s) and the city prosecutor of any
decision by the Department to send the matter to a prosecuting agency
and any decision made by the prosecuting agency

+44
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SUMMARY This order contains electronic versions of the forms necessary for processing
internal affairs investigations. Click on the title below to access the form. The
form is stored as a Word template; therefore, it must be renamed and saved
in the user's own computer directory if the user wishes to maintain an
electronic copy of the completed form.

FORMS

Warning and Assurance to Employee Required to Provide Information

GARRITY WARNING




GARRITY WARNING

I wish to advise you that you are being questioned as part of an official
investigation of the Police Department. You will be asked questions specifically directed and
narrowly related to the performance of your official duties or fitness for office.

You are entitled to all the rights and privileges guaranteed by the laws and the
Constitution of this state and the Constitution of the United States, including the right not to be
compelled to incriminate yourself.

| further wish to advise you that if you refuse to testify or to answer questions
relating to the performance of your official duties or fithess for duty, you will be subject to
Department charges that could result in your dismissal from the Police Department.

If you do answer, neither your statements nor any information or evidence which
is gained by reason of such statements can be used against you in any subsequent criminal
proceeding, except that if you knowingly and willfully provide false statements or information in
your answers, to include perjury, you may be criminally prosecuted for that action. However,
these statements may be used against you in relation to subsequent Department charges that
could result in disciplinary action, including dismissal.

YOUR SIGNATURE HERE signifies that you have read
and understand this warning.

Employee’s Signature: Date:

Investigating Officer: Date:

Location Of Interview: Date/Time:




CHANDLER POLICE DEPARTMENT

Warning and Assurance to Employee Required to Provide Information
_____________________________________________________________________________________________________|

This is an official administrative inquiry regarding information pertaining to, or allegations of,
misconduct or improper performance of official duties.

This inquiry concerns: (State the general nature of the matter.)

* The purpose of this interview is to obtain information that will assist in the
determination of whether administrative action is warranted.

* You have certain rights and responsibilities in regard to this investigation. They
are enumerated in General Order B-13.

* You are going to be asked a number of specific questions regarding your
involvement in or knowledge of the matter under investigation.

* You have a duty to reply to these questions. Disciplinary action, including
dismissal, may be undertaken if you refuse to answer or fail to reply fully and
truthfully.

Neither your answers nor any information or evidence gained by reason of your answers can be
used against you in any criminal proceeding. The answers you furnish and any information or
evidence resulting there from may be used in the course of the Department's disciplinary pro-

ceedings that could result in discielinarx action.

YOU ARE HEREBY ORDERED:

* TO TRUTHFULLY disclose all you know about the matter under investigation.

* NOT TO DISCUSS this inquiry with anyone other than the investigator, your
attorney, or a professional counselor or physician during professional
consultation or treatment.

Applicable to this investigation Not applicable to this investigation
IACKNOWLEDGMENT
* I have read and understand my rights and obligations as set forth above.
Employee's Signature: Date:

Department Official’s
Signature: Date:




“&1cy.  CHANDLER POLICE | o
X DEPARTMENT B-14 EMPLOYEES SUBJECT TO

© GENERAL ORDERS JUDICIAL/ADMINISTRATIVE ORDERS

Bor s cE ) -
0;‘11: Serving with Courage, Pride, and Dedication Subject Effective

= 100 Procedures 03/16/12
SUMMARY This order governs employees who are named on orders of protection, who

are adjudicated to be prohibited possessors of firearms or who have had
their driving privileges suspended/revoked or cancelled.

A. POLICY

Employees who have been served with an order of protection, placed on
court-ordered driving restrictions, or convicted of a misdemeanor - including
domestic violence and criminal traffic violations must abide by the sanction
mandated in both state and federal law. The requirements imposed by state
and federal law are different, and one or both may apply depending on the
wording of the order.

B. ORDERS OF PROTECTION

1. ANY EMPLOYEE NAMED ON AN ORDER OF PROTECTION will notify the
supervisor immediately.

a. The employee will provide the supervisor with a copy of the order and
a memorandum providing information surrounding the service of the
order (i.e., date, time, location, method of service)

b. The supervisor will forward the memorandum and order of protection
to the Professional Standards Section through the chain of command

c. The Professional Standards Section or the employee’s supervisor
may initiate an investigation based upon the severity of the situation.
Decisions regarding the actions to be taken by the department in
these matters will be made on a case-by-case basis.

2. PURSUANT TO ARS 13-3602, if a sworn employee has been served with
an order of protection and the issuing court indicates that the employee
will be prohibited from possessing a firearm

a. The employee will not be allowed to possess a firearm on or off duty
for the duration of the order unless the employee obtains a modified
order permitting possession of a firearm. Exceptions set forth in the
Federal Violent Crime Control and Law Enforcement Act of 1994 do
not apply to this law.

b. The employee will be assigned to a non-enforcement position for a
14-day period to be allowed to appeal or to have the order amended
a. The court must schedule a hearing within 10 days once an appeal

has been filed. An employee submitting an appeal on an order of
protection should act promptly in order to resolve the situation
within 14 days.

b. If the employee cannot resolve the situation within 14 days, the
employee will use vacation and/or personal leave time after the
14-day grace period. Compensatory time will only be used upon
the employee’s request.

c. The supervisor will take possession of any City-issued weapons
that employee has in his possession. These weapons will be
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returned to the Firearms Unit sergeant until the order has been

Rev amended or has expired.

3. FEDERAL VIOLENT CRIME CONTROL AND LAW ENFORCEMENT ACT OF
1994 - prohibits any person from possessing, receiving, transporting, or
shipping a firearm or ammunition if such person has been served with an
order of protection or other court order. This act contains a provision that
affects police officers subject to an order of protection.

a. This law does not affect sworn employees while working on duty.
Employees will be allowed to possess weapons while on duty during
the period of time that the order of protection remains in effect.

1) Affected employees will, at the end of their assigned shift, give to
their immediate supervisor any city-issued weapon/s or weapon/s
that they are authorized to carry while on duty

2) The supervisor will take possession of the weapon(s), and secure
and retain the weapon until the start of the employee’s next
assigned shift when the weapon will be returned to the employee

b. Sworn employees who work off duty under circumstances requiring
that they be armed and are subject to an order of protection or other
court order will not work off duty if all three of the following
conditions exist:

1) The court order was issued after a hearing, and the person
subject to the order received actual notice of the hearing, and the
person had an opportunity to participate in the hearing

2) The court order specifically restrains the person subject to the
order from harassing, stalking, or threatening an intimate partner
of the person, the intimate partner’s child; the person’s own child,
or specifically restrains the person from engaging in other conduct
that would place an intimate partner in reasonable fear of bodily
injury to the partner or child

3) The court order includes a finding that the person subject to the
order represents a credible threat to the physical safety of the
person’s intimate partner or child, or by the order’s terms explicitly
prohibits the use, attempted use, or threatened use of physical
force against the person’s intimate partner or child that would
reasonable be expected to cause bodily injury

c. The employee’s supervisor will review the order to determine if all
three conditions exist and whether the employee’s privileges to work
off duty are suspended

C. MISDEMEANOR CRIME
OF DOMESTIC VIOLENCE
[22.2.1]
1. FEDERAL FIREARMS LAW: It is unlawful for any person convicted of a
misdemeanor crime of domestic violence to possess or transport any
firearm or ammunition, which includes:

a. An offense that is a misdemeanor under federal or state law, AND
b. An offense involving the use or attempted use of force, or the
threatened use of a deadly weapon committed by one of the
following:
1) Current or former spouse of the victim
2) Parent, guardian, or child of the victim
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3) A person with whom the victim shares a child in common
4) A person who is cohabiting with or has cohabited with the victim

as a spouse, parent, or guardian, or by a person similarly situated
to a spouse, parent, or guardian of the victim

EMPLOYEES INVOLVED AS A SUSPECT in a domestic incident will notify
their immediate supervisor as soon as possible when they have been
arrested or become a suspect in a domestic violence incident

EMPLOYEES CONVICTED of a Misdemeanor Crime of Domestic Violence

a. Employees will notify their immediate supervisor as soon as practical
when they have been convicted of a misdemeanor crime of domestic
violence as defined above

1)

Submit a memorandum through chain of command to
Professional Standards explaining the circumstances that cause
them to believe that they are a prohibited possessor under this
law

If unsure whether convicted of a misdemeanor crime of domestic
violence, submit a memorandum through the chain of command
to Professional Standards explaining the circumstances of the
incident

The compelled information or evidence gained from a
memorandum prepared by an employee for the purposes
described in (a) and (b) cannot be used against the employee in a
criminal action

b. Department-lssued Firearms

Employees will immediately relinquish their department-issued
firearms to their immediate supervisor

Firearms will be returned to the Firearms Unit sergeant pending
resolution of the employee’s conviction status

If the employee is reinstated to full duty status, firearm(s) will be
re-issued to the employee

c. Duty Status/Resolution of Conviction

1)

A person shall not be considered to have been convicted of a

misdemeanor crime of domestic violence for purposes of this

federal law if the conviction has been expunged or set aside, or is

an offense for which the person has been pardoned, unless the

pardon or expungement expressly provides that the person may

not ship, transport, possess, or receive firearms and/or

ammunition

Employees will have no more than six months from the date of

conviction to resolve their case. If the case is not resolved in this

time period, termination will be mandatory.

Affected employees will not be allowed to work until they have

exhausted all of their existing compensatory, vacation, and

personal leave hours

a) Upon exhausting all available leave time, affected employees
will be considered for assignment in an existing non-
enforcement assignment, providing the assignment does not
displace any other employee

b) Affected employees include all employees convicted of a
misdemeanor crime of domestic violence in which handling
firearms and/or ammunition is one of their job duties. This
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includes civilian employees (e.g., property custodians, lab
technicians, detention officers) assigned to work units where
their responsibilities include handling firearms and/or
ammunition.

4) If job placement is not possible, the Police Chief may approve an
unpaid leave of absence request based upon the work demands
of the department subject to City personnel rules

5) If leave is not possible, the employee will be terminated

D. SUSPENDED OR REVOKED

DRIVER’S LICENSE

Rev

1.

Employees who are unable to perform their normally assigned duties

because their driver’s license has been suspended or revoked may take

accrued leave or unpaid leave for up to 90 calendar days or until their

driver license is restored, whichever is sooner (Administrative Regulation

CM-13)

a. Leave donations will not be authorized for this purpose

b. If unable to provide proof of a valid driver license or unable to return
to full duty after 90 calendar days, the employee may be subject to
dismissal

Employees may be considered for assignment to an existing non-driving
position provided the assignment does not involuntarily displace any
other employee

a. No assignment will be specially created to accommodate a person
whose license has been suspended or revoked unless it is in the best
interest of the department

b. If no other job placement is possible, the Police Chief may approve an
unpaid leave of absence based upon work demands of the
department

c. The employee will be terminated if leave is not possible

+4+
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Summary
[33.4.1] This order describes management and administration for the training function
of the Police Department.
A. POLICY
[26.1.4]

1.

CHANDLER POLICE DEPARTMENT WILL MAKE AVAILABLE to all
department employees all training set by legal mandate and, within the
limits of appropriate funding, the training required to assure effective and
efficient performance of present or proposed operations

THE TRAINING UNIT WILL ENSURE the training of all department
personnel in the philosophy and strategies of community policing,
including quality customer service and the problem-solving model

CITY OF CHANDLER PERSONNEL RULE 17 sets policy governing the
training of employees

B. OTHER AGENCY TRAINING

(33.1.3]

Training coordinator(s) will encourage other agency participation in Chandler
Police Department’s scheduled training and promote and participate in
cooperative training efforts held by other and multiple agencies

C. MANAGEMENT

New

THE SPECIAL OPERATIONS SECTION LIEUTENANT has overall
responsibility for the training function and reports to the Operations
Support Bureau Commander

THE TRAINING UNIT SERGEANT

a. Has direct responsibility for training through the police training
coordinator(s)

b. Assists in the development and evaluation of training needs as well as
serves as an input point for different areas within the department

c. Acts in an advisory capacity for evaluating needs and developing
training programs

d. Makes recommendations to the training lieutenant regarding any
proposed training programs

e. Is responsible for the administration and coordination of training for
the Mobile Field Force program
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D. TRAINING COORDINATOR’S

DUTIES
[33.1.6]

Include, but are not limited to the following activities:

1.

PLAN AND SCHEDULE ALL TRAINING

a.

b.

C.

Develop and maintain a master training plan related to training
objectives

Develop a liaison with AZ POST, area colleges and universities,
governmental agencies, businesses, police departments, and other
outside trainers to acquire training materials and information on
courses available for external training

Coordinate, schedule, and evaluate all training classes

ORGANIZE THE TRAINING FUNCTION

a.
b.
C.
d.

e.

Maintain instructional material, both audio and visual

Develop and maintain training files, updating the records of
employees following their participation in training programs

Develop and/or obtain materials for training bulletins and roll call
briefings

Maintain and account for the Training Unit's equipment and supplies;
requisition replacement items

Each trainer is responsible for the security of their training equipment
and supplies

DIRECT THE TRAINING FUNCTION

oo

Identify training needs by interacting with staff and analyzing job tasks
Recommend and monitor in-service instructors

Inform employees of departmentally required and/or voluntary training
schedules and information on new practices and procedures in the
law enforcement field

Prepare and distribute course registration forms, and advise key
personnel of the names of employees who will be attending outside
training courses, including the dates and times

COORDINATE TRAINING

a.

b.

C.

d.

e.

Coordinate training needs and opportunities within the department
and with other law enforcement agencies

Prepare pertinent training materials for all personnel (i.e., bulletins,
manuals, memos)

Disseminate information of available training for all personnel. See
City of Chandler New Employee Open Enrollment and Orientation
Policy for Citywide employee orientation.

Support pre-academy and post-academy programs for newly hired
officers

Disseminate computer-based training through ChandLearn

CONDUCT NEEDS ASSESSMENT

a.

Generate an annual department needs questionnaire to be used to
determine training needs for the department



Employee Training - Management and Administration CPD GO B-15.100

10/20/17

b.

Page 3

The Chief of Police or the Chief's designee will review and approve
the final curriculum

6. TRAINING REPORTS

Rev

E. ATTENDANCE
[33.1.2] [16.3.5]

F. TRAINING APPROVAL
[33.1.3]

a.

b.

Monthly performance report to the Special Operations Section

Lieutenant reporting on training events and class information

Annual review of agency training programs to ensure that they meet

personnel and operational needs, legal requirements, and agency

policies, including:

1) A review of new laws, court decisions, and agency directives

2) An evaluation of the training programs

3) The identification of problems associated with physical facilities,
materials, or scheduling

4) A review of the number of persons trained and the extent of
training provided

. ATTENDANCE AT ALL TRAINING FUNCTIONS IS MANDATORY when

scheduled

a.

All employees will attend and participate in departmental, city-
sponsored, advanced officers training, annual civilian training,
continuing officer education, firearms, on-the-job or other training as
directed.

Attendance exceptions may be granted with supervisory approval in
cases of conflict with court, scheduled vacation, or a reason deemed
reasonable by a supervisor

Employees scheduled for training are responsible to see that their
court dates are scheduled in the court computer so as not to interrupt
training and to notify the training unit of conflicts in his schedule

EXCUSED ABSENCES

a.

b.

Supervisors will contact the Training Sergeant explaining the reason
for the absence

Employees missing scheduled training are required to attend training
in that subject as soon as possible without unduly impacting their work
schedules

Employees with unexcused absences may be disciplined according
to departmental policies

THE TRAINING UNIT will:

1.

Process all requests for training prior to attendance, including requests
denied for any reason

Each month, report to the cost center managers the monthly training and
travel expenditures
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G. TRAVEL ARRANGEMENTS
AND REIMBURSEMENT

[33.1.3]
1.

H. EMPLOYEE RECORDS
[33.1.6]

TUITION: The Training Unit will make arrangements for the tuition
payment, and the Office of the Chief will be responsible for making
arrangements for employees’ accommodations, transportation, and their
related expenses for approved training. The Office of the Chief must
approve any exceptions.

REIMBURSEMENT: Employees will be reimbursed for out-of-pocket
expenses as outlined in the city travel policy (Administrative Regulation
MS-26)

EACH EMPLOYEE MAY REVIEW his own training record upon request
to the police training coordinator or through ChandLearn

AN EMPLOYEE MAY REQUEST THE RELEASE of training records to
outside agencies upon receipt of a signed release by the requesting
employee and a letter from the requesting agency after review by the
Chief of Police or designee

FTO INACTIVE FILES ARE AVAILABLE to the named employee (or
former employee) through written request addressed to the Office of the
Chief of Police

+44+
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Summary

[33.5.3] [33.7.1] [33.7.2] [33.8.2]
This order provides training guidelines for employees.

A. RESOURCES

The Training Unit will use internal programs, personnel, and facilities or the
City of Chandler resources, and may, when training is not available internally,
apply for assistance from sources outside the department

B. TRAINING PROVIDED

[33.5.3] [33.5.4] [33.6.1]
[33.7.1] [33.7.2] [33.8.2]

1. ORIENTATION TRAINING for new employees (sworn & civilian): All new
employees, sworn or civilian, will receive the following training:

a. Human Resources provides:
1) New Employee Open Enroliment and Orientation per City policy
Customer Service Training
Civil Treatment
Cultural Diversity
Safety Training
HR Self Service Training
b. The Police Department provides:
1) General Orders computer-based training to include accreditation
familiarization
2) Any pre-service training required for a specific classification

OB WN
~— N N N

2. INCUMBENT TRAINING (Civilian and Sworn)

a. New Assignments: Incumbent employees, both civilian and sworn,
shall receive required supplemental training when they transfer
assignments, are promoted, or when their assignment is materially
affected by major procedural or organizational changes
1) The Training Unit must first receive approved training request
2) Training should be initiated within 30 days of an assignment to a

new post

b. Supervisor: The Training Unit will initiate training for new supervisors
as soon as possible

c. Accreditation:

1) All agency personnel will receive accreditation training during
preparation for reaccreditation and just prior to an on-site
assessment

2) All new employees will receive accreditation training via CBT
(computer-based training) within 30 days of their hire date

d. Accreditation Manager: Will receive specialized accreditation
manager training within one year of appointment
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3. CIVILIAN TRAINING [33.7.2]

a. The Training Unit will schedule and coordinate continuing training
annually in topics designed to update skills and increase knowledge
for new responsibilities

b. Specialty training will be provided to civilian specialty positions within
the department. Training may include any supervised on-the-job
training and may be provided as needed. (See CALEA standard 33.6.1
for description of required specialty training.)

C. CAREER DEVELOPMENT

[33.8.1]
Chandler Police Department strives to ensure that personnel are satisfied
with their working environment
Rev 1. THE SPECIAL OPERATIONS SECTION LIEUTENANT will have primary

responsibility for coordinating career counseling

2. THE AFFECTED EMPLOYEE’S SUPERVISOR or other supervisor within
the organization or Training Unit conducts the career counseling function

a. Supervisors will be trained to give direct feedback and job counseling
based on a well-developed set of standards

b. Supervisors will be aware of available career options, such as
alternative assignments and specialty positions, for employees not
currently interested in promotion, but wishing for greater variety of
responsibilities in their current classification

3. THE GOALS

a. To increase job satisfaction
b. To improve job performance

4. THE OBJECTIVES

a. To develop a realistic appraisal of an individual's current status and
career potential in the department
b. To identify available career alternatives
c. To identify a realistic, progressive, and positive growth process for
employees
D. INSTRUCTOR SELECTION
AND TRAINING
[33.3.1]
1. ONLY AZ POST-CERTIFIED police instructors or recognized expert
instructors will instruct AZ POST-mandated or sanctioned departmental
training

2. WHENEVER POSSIBLE, an AZ POST-certified instructor who has been
trained at the AZ POST Instructor School or a specialty instructor whose
certification has been approved by AZ POST is to be used in the
presentation of departmental as well as outside agency training modules

3. INSTRUCTOR SUPERVISION when instruction is provided at another
agency is the responsibility of the host agency
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E. INSTRUCTOR
RESPONSIBILITIES

F. LESSON PLANS
[33.1.4] [33.1.5] [33.1.7]

Rev

Page 3

INSTRUCTORS FOR SPECIALTY TRAINING shall possess AZ POST
instructor certification and certification in the specialty area in which they
are teaching

INSTRUCTORS SHALL BE SELECTED not only on the basis of having
acquired AZ POST Instructor Certification but also on recommendation
from their supervisors, their proven expertise in the chosen field of
instruction, and their work performance.

SUBMIT A WRITTEN LESSON PLAN and applicable PowerPoint or
handouts to the police training coordinator for approval prior to
instructing any class.

REVIEW/UPDATE lesson plan annually

REVIEW ANY APPLICABLE instructor manuals prior to instructing. This
may include Defensive Tactics manual, General Instructor manual,
Driving Instructor manual, etc.

FORWARD A CLASS ROSTER and any other forms associated with the
class to the training coordinator

MAINTAIN CERTIFICATION: Must recertify whenever necessary for the
specialty class

THE TRAINING UNIT SHALL MAINTAIN all lesson plans for all classes
taught in the department and retain lessons plans and related records five
years after employee departs from the city

REQUIREMENTS FOR LESSON PLANS

a. Properly formatted on standard department lesson plan forms

b. Contain performance and job-related objectives measurable by either
a practical or written test

c. Contain identification of any tests

d. Have sufficient direction for presentation of the lesson, the materials
needed, the resources used, the time required, handouts, and any
audio-visual material needed for any instructor to follow and deliver in
absence of main instructor

. APPROVAL

a. The Training Unit supervisor will evaluate all lesson plans for
consistency with agency lesson plan guidelines on lesson plan
development, job relatedness, existing state requirements, and other
agency policies and approve them

b. Submit all lesson plans to the Training Unit supervisor with adequate
time for review and approval

PASSING TEST SCORES
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Tests will based on the performance objectives of the class
Written test passing grade: 70%

Competency-based test or practical examination: Pass/Fail
Use a scoring sheet

apow

5. REMEDIAL TRAINING

a. Testing: Employees failing to receive a passing grade either on the
written or practical test will receive remedial training either
immediately or as soon as possible thereafter

b. Evaluations: When an employee’s performance is evaluated as
"requires improvement" or "unsatisfactory" in any work performance
category or rated as "requires improvement" overall on regular or
special evaluations by a supervisor, he may be provided remedial
training

c. Scheduling: Remedial training will be coordinated between the
employee's supervisor and the Training Unit

d. Employee’s Supervisor
1) Will provide any available instruction during briefing training to

correct the deficiency
2) Will document all methods of improving performance
e. Document all remedial training on the employee's training record

G. CLASS RECORDS
[33.1.6] [33.1.7]
1. TRAINING UNIT

a. Maintains records of each training class conducted including lesson
plans, names of agency attendees, and performance of attendees, as
measured by tests if administered

b. Enters training completion information into the employee's training file
on a monthly basis so that the employee’s training record is kept
current

2. EMPLOYEES: Will deliver a copy of the training completion/evaluation
form and a copy of any certificate(s) received to the police training
coordinator within five (5) working days of the program's completion

3. TRAINING EVALUATION: The Training Unit shall evaluate training
received on how well it meets the employee(s)’ and the department's
training needs on the basis of the information received from the training
evaluation forms

+44
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Summary
This order outlines policy related to the police academy.

A. POLICY
[33.4.1]
All sworn officers shall be currently certified peace officers of the State of
Arizona and will have completed the prescribed course of training at an AZ
POST-authorized police academy or have successfully completed the AZ
POST waiver process before assuming the duties of a police officer and
being authorized to carry a firearm in a police capacity

This does not preclude a police recruit from carrying an impact weapon or
firearm during an official training function under the direct supervision of a
sworn officer

B. GOVERNING POLICIES

Prior to graduation from an approved academy, police recruits will be
governed by all applicable City of Chandler, Chandler Police Department, and
academy rules and regulations even though they are not yet considered
peace officers

C. PROGRAM
[33.2.4] [33.4.2]
1. CURRICULUM: Based on job-task analysis of the most frequently
performed assignments of police officers. Each academy follows a state
mandated curriculum.

2. RECRUIT EVALUATION

a. The academy uses evaluation techniques designed to measure
competency in the required knowledge, skills, and abilities

b. Recruits evaluate and write reports reflecting department policies and
complete department forms based on the department-issued General
Orders, Personnel Rules, and applicable Operations Orders at the
time of hire

3. POST ACADEMY

a. Training provided to officers having completed an academy or
AZPOST waiver process

b. Training is specific to the Chandler Police Department regarding
1) Computer systems (access, function, use)

Investigative report writing

Firearms/Building searches

TASER® certification

Use of Force

Personal Protective Equipment (issue and use)

Anti-harassment, drug-free workplace, and EEOC policies

Community Policing

I3egrLem
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9) Body Worn Camera training

10) Carotid Restraint Control Hold

11) Radio Familiarization

12) Social Media

13) Individual First Aid Kit (IFAK) training

14) Crisis and Suicide Intervention

15) De-escalation training

16) Understanding Internal Investigations

17) CPD’s Community Oriented Policing and Problem Solving
(COPPS) Philosophy

18) Internal and city-based programs

D. DEPARTMENT RELATIONSHIP

WITH ACADEMY
[33.2.3]

E. PROBATION

. ARIZONA LAW ENFORCEMENT ACADEMY (ALEA) is provided by the

Arizona Police Officer Standards and Training (AZ POST)

FINANCIAL ARRANGEMENTS

a.
b.

The Chandler Police Department has no financial obligation to ALEA
The Training Unit coordinates provision of instructors, evaluators,
recruit training officers, supervisory personnel, and other assistance to
offset financial obligations to the academy for recruit training when
requested to do so by ALEA

LIAISON:

a.

b.

A commander or designee shall attend ALEA’s Users Committee
meetings and provide input to the academy

The Training Unit sergeant or his designee shall act as liaison
between the basic academy and the department

LEGAL CONTINGENCIES

a.

The Chandler Police Department and the agency operating the
training academy shall have and retain all legal duties and obligations
as well as all benefits and immunities that each would be entitled to as
if each were assisting the other in any other joint police operation

All other liabilities of the agency and academy are controlled by the
Arizona Uniform Contribution Among Tortfeasers Act, ARS 12-2501 et
sec

A police officer will remain on probation for one year from his date of
graduation from police academy when that officer will be evaluated for tenure

+44
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= Program (FTO)
Summary
[33.4.1] This order provides an overview of the Field Training Program as it applies to
uniformed personnel assigned to the Field Operations Division.
A. POLICY
[33.4.3b]
1. THE FIELD OPERATIONS DIVISION is responsible for the Field Training
Program
2. CHAIN OF COMMAND
a. Field Operations Division chief assigned by the Chief of Police
b. Field Operations Division commander assigned by the Chief of Police
c. Field Operations lieutenant assigned by the Field Training Program
commander as direct supervisor for the FTO program
d. Field Training Sergeants (FTS) selected in accordance with General
Order B-03, “Specialty Assignments”, follow their patrol chain of
command but report progress of newly promoted sergeants in training
to the FTO lieutenant
e. Field Training Officers (FTO), selected in accordance with General
Order B-03, “Specialty Assignments”
3. THE FTO PROGRAM PROVIDES for the training and evaluation of the
following personnel under field conditions prior to release to solo duties:
R a. New graduates of any Arizona Law Enforcement Academy
ev b. Newly hired lateral officers
c. Current solo status officers in need of additional “one on one” training
froman FTO
d. Reorientation of officers returning to the Field Operations Division
from specialty assignment
e. Officers promoted to the rank of sergeant

B. DUTIES AND

RESPONSIBILITIES
[33.4.3]

-

Sergeants promoted to the rank of lieutenant

1. FTO LIEUTENANT

Directly supervises and evaluates the FTO sergeant(s)

Monitors and advises the chain of command as needed regarding the
progress of officers, sergeants, and lieutenants assigned to the Field
Training Program

Serves as the primary trainer/evaluator of newly promoted lieutenants
Regularly reviews, revises, and makes recommendations for the
improvement of the Field Training Program

Serves on oral boards for officer applicants as time and staffing permit
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C. STRUCTURE
[33.4.2] [33.4.3]

Rev

Rev
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Page 2
2. FTO SERGEANT
a. Directly supervises and evaluates the FTOs
b. Monitors and advises the FTO lieutenant regarding the progress of
officers and sergeants assigned to the Field Training Program
c. Serves as the primary trainer/evaluator of newly promoted sergeants
d. Serves on oral boards for officer applicants as time and staffing
permits
e. Makes recommendations to the FTO lieutenant as needed with
regards to the Officers in Training (OIT) needing extension in the
program or release from probationary status, as applicable
f. Regularly reviews, revises, and makes recommendations for
improvement of the Field Training Program
g. Provides for the necessary training of officers appointed to serve as
FTOs
3. FIELD TRAINING OFFICERS (FTOs)
a. Directly train, supervise, test, and evaluate those officers placed in the
FTO program
b. Provide the required documentation as mandated in the Field Training
Program Curriculum
c. Advise the FTO sergeant regarding the progress of officers assigned
during the FTO’s period of instruction
d. Make recommendations to the FTO sergeant as needed with regard
to the OIT meeting standards for solo duties
e. Serve on oral boards for officer applicants as time and staffing permit
4. FIELD TRAINING SERGEANTS (FTSs)
a. Serves as the primary trainer/evaluator of newly promoted sergeants
b. Directly train, supervise, test, and evaluate newly promoted sergeants
c. Advise the FTO lieutenant regarding the progress of sergeants
assigned during the FTS’s period of instruction
d. Regularly reviews, revises, and makes recommendations for

improvement of the Field Training Program for newly promoted
sergeants

The following is an overview of the structure of the Field Training Program as
it applies to each function:

1. OITS (ACADEMY GRADUATES AND LATERALLY HIRED OFFICERS)

a. A 120-hour “Post Academy” administered by the Training Division,

providing additional instruction and certifications in areas specifically
related to Chandler Police Department

A minimum of fifteen weeks of training, testing, and evaluation under
field conditions following the guidelines and forms found in the Field
Training Program Curriculum

Laterally hired officers may be released early from the program after
completing a minimum of nine weeks in the program. Completion
includes: all required tests, study material, and showing proficiency in
all fields of rating prior to release from training. Any deviation from the
minimum standard of nine weeks shall be approved by the FTO
Sergeant and FTO Lieutenant.
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[33.4.3]
1.
2.
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REORIENTATION OF OFFICERS

a.

Reassigned Officers: Officers returning to patrol after twelve months
in a specialty assignment (or absence) are required to complete a
minimum of eighty hours of reorientation to the Field Operations
Division under the guidance of an FTO consisting of reviewing and
training in the methods and procedures used by patrol officers.
Additional time and training may be necessary considering certain
performance needs or the time the officer was absent from patrol. Any
deviation from the minimum number of reorientation hours completed
shall be approved by the FTO Sergeant and FTO Lieutenant.
Current solo officers: May be temporarily assigned to work with an
FTO to receive additional or remedial training in specific areas

SERGEANT PROMOTIONAL TRAINING: 160 hours of instructional
training and observation under the supervision of the Field Training
Sergeant

LIEUTENANT PROMOTIONAL TRAINING: 80 hours of instructional
training and patrol watch commander orientation

NEWLY SELECTED FTOS receive AZ POST-approved FTO training

FTOS RECEIVE ADDITIONAL IN-SERVICE TRAINING conducted by
the FTO sergeant before assuming the role of a primary FTO to
familiarize the FTO with the Chandler Police Department’'s FTO
procedures and curriculum

+44
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om Serving with Courage, Pride, and Dedication

Summary
This order describes training for the incumbent officer.

A. ADVANCED OFFICER
TRAINING (AOT)
[16.3.5] [33.5.1]
1. PLANNING: The Training Unit will identify areas of departmental training
and interest consistent with the current AZ POST standards and to
develop advanced officer training

2. HOURS REQUIREMENT (AZ POST)

a. Sergeant/First-line Officer - Annually: At least eight hours of AZ
POST-approved continuing officer education, including legal updates,
each year

b. Sergeant/First-line Officer - Every Three Years: Eight hours of AZ
POST-approved proficiency training every three years.

c. Executive-level (Lieutenant and above) Officer - Annually: Eight
hours AZ POST-approved training

3. ASSIGNMENT-SPECIFIC TRAINING requirements are determined by the
demands of the area for which training is undertaken

4. MANDATED COURSES WITHIN TWO YEARS AFTER COMPLETING FTO to
develop foundation of police career:
a. Radar Training
b. LoJack and electronic tracking devices
c. Patrol Leadership
d. Proactive Patrol

5. ADVANCED TRAINING may be provided to employees, supervisors, and
managers aimed at improving the professional competence of employees

6. RESERVE OFFICERS receive in-service training equivalent to that
statutorily required for full-time officers performing like functions. The
hours and schedules may vary to accommodate the reserve officer
schedule.

7. AFFECTED PERSONNEL receive documented annual review of the pursuit
and use of force policies, annual refresher training on mental health
issues, bias issues including legal aspects, and all hazard training

New

B. SPECIALTY TRAINING

A DESCRIPTION OF REQUIRED SPECIALTY TRAINING will be maintained by
training and will include:

1. Supervised on-the-job training

2. Mandated ancillary training for assignment
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C. ROLL CALL TRAINING
1.

Page 2

Training necessary for enhancement of skills, knowledge, and abilities
particular to the specialty

Departmental policies, procedures, rules and regulations specifically
related to the function or component

PURPOSE

a. To provide a forum whereby employees become better informed
about policy and procedural changes within the department

b. To address ongoing problems or to provide instructions specific to the
common interest of division employees

CONTENT: Each division of the department will be responsible for
determining subject matter appropriate to the division's particular training
needs and will schedule an appropriate amount of time for covering the
subject

MEANS OF DELIVERY

a. Briefing training may make use of training in the form of tapes,
lectures, practical exercises, memos, computer-based training (CBT),
or other aids

b. The Training Unit supervisor may assist in the selection of instructors

EVALUATION: The supervisor will evaluate training through direct
observation

RECORDS: Keep a roster of employees in attendance at all briefing
training
+44
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== PROGRAM
Summary: This order describes the policy and procedures for the department’s

Shadowing Program. The Shadowing Program is designed to enhance
communication between divisions and to provide career development
opportunities to employees.

A. POLICY

1.

THE PURPOSE of the program is training and not accommaodation for ill
or injured employees, which is covered in General Order B-11.100E
(Limited (Light Duty) Status)

SUPERVISORS should encourage employees to participate to increase
organizational effectiveness

EMPLOYEES interested in spending a workweek in another division may
do so in order to gain insight into techniques and procedures used in
other areas of the police department

B. CRITERIA FOR ASSIGNMENT

1.

Rev

4.

PRIORITY will be given to employees who are actively pursuing a
transfer from their assigned divisions to the selected divisions

STAFFING NEEDS will be considered and given priority when scheduling
an employee for participation

THE UNIT SUPERVISORS of some special or technical units will
determine whether to approve assignments depending on unit activity,
security issues, and time allocation

LENGTH OF TIME: The assignment to a unit may be up to a full
workweek

C. SELECTION PROCEDURE

Rev

2.

1.

INTERESTED EMPLOYEE: Submit a memo of request to immediate
supervisor

EMPLOYEE’'S SUPERVISOR

a. Approve or deny request

b. Determine a workweek when the employee may be allowed to leave
his post without adversely impacting his shift/squad/assignment

c. Forward the memo and date requested to the appropriate unit
supervisor
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3. RECEIVING SUPERVISOR

a. Confirm or deny the request
1) If the request is denied, send an explanation for the denial to the
employee's supervisor
2) If the denial is based only on the date selected, the two
supervisors should discuss an alternate date and offer the
employee the opportunity to participate
b. Ensure the employee is assigned to one of the supervisor's
employees to accommodate the learning experience

+4+4
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LY Serving with Courage, Pride, and Dedication

Summary:

A. PHILOSOPHY
[22.3.2]

This policy establishes a fithess evaluation program and encourages all
employees to maintain a fit, healthy lifestyle.

TO PROVIDE THE BEST POSSIBLE SERVICE to the citizens of Chandler, it
is important that every employee maintain a level of physical fithess that
will enable that employee to carry out any required task while minimizing
risk of injury and illness

THE DAILY LEVEL OF PHYSICAL EXERTION is not predictable in law
enforcement. Consequently, it is incumbent on all employees to ensure
that they are physically fit and able to endure physical and mental abuse
because their very survival and the survival of fellow employees and
citizens may someday depend upon it.

FITNESS IS A PERSONAL BENEFIT improving the capability of an
employee’s decision-making, adjusting to a change of shift, and mental
and physical well-being at the end of the day

B. PHYSICAL EXAMINATIONS

22.3.111.

C. FITNESS EVALUATION
AND STANDARDS

1.

IT IS ADVISABLE to have a physical examination before beginning a
physical fitness program to determine any suggested restrictions

EMPLOYEES ARE ELIGIBLE for and encouraged to have physical
examinations provided by their health insurance

ANY DEPARTMENT-ORDERED PHYSICAL EXAMINATION will be provided
at no cost to the employee

The Training Unit will provide physical fithess testing for all employees to
evaluate their physical fitness level at least annually. Participation in this
physical fitness program is voluntary. On-duty, comp, or flex time is
approved for all employees who participate in this voluntary testing process.
Employees should use good judgment in taking the tests, including warming
up properly and avoiding over-exertion.

1.

2.

FITNESS INVOLVES measures and levels of muscular strength,
cardiovascular endurance, muscle tone, heart action, and response to
activity

THE FITNESS EVALUATIONS ARE DESIGNED to promote exercise, diet,
and a healthy lifestyle

EMPLOYEES MAY CHOOSE TO PARTICIPATE in a physical fithess
evaluation consisting of the Cooper Institute fitness tests as determined
by the Training Unit
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EMPLOYEES WHO VOLUNTARILY PARTICIPATE in a physical
fithess assessment will receive a tee shirt

Pushups are timed for 60 seconds. Choose EITHER the 1.5 mile run OR
the 300 meter sprint. There is no requirement to do both.

Figure 1. Physical Fitness Test Cooper Standards

MALES Incentive:
AGES: 20-29  30-39 40-49  50-59 Ledesma
70" % Sit up 45 41 36 31 60
Pushup 41 34 26 21 Ribbon/pin 74
1.5 mile 10:59  11:22  11:58 12:53
300M 52 53 61 70 46
80" % Sit up 47 43 39 35
Pushup 47 39 30 25 ¥, day
1.5 mile 10:09 10:46  11:15 12:08 leave
300M 51 51 57 66
85™ % Sit up 49 45 40 36
Pushup 51 41 34 28 1 day leave
1.5 mile 10:00 10:24  10:48 11:45
300M 49 50 56 63
90™ % Sit up 52 48 43 39
Pushup 57 46 36 30 Name on
1.5 mile 9:34 10:01  10:28 11:10 plaque
300M 48 49 55 61
FEMALES Incentive:
AGES: 20-29  30-39 40-49  50-59
70" % Sit up 41 32 27 22
Pushup 24 18 14 14
1.5 mile 12:51 13:24 13:58 15:43  Ribbon/pin
300M 60 68 75 76
80™ % Sit up 44 35 29 24
Pushup 28 23 15 15 %, day
1.5 mile 11:58 12:24 13:23 14:34 leave
300M 59 66 72 72
85™ % Sit up 45 38 32 25
Pushup 33 26 17 17 1 day leave
1.5 mile 11:33  11:58  12:53  14:24
300M 58 64 68 68
90™ % Sit up 49 40 34 29
Pushup 37 33 18 18 Name on

1.5 mile 11:10 11:33 12:11 13:40 plaque
300M 56 60 66 66
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E. USE OF DEPARTMENT EXERCISE
EQUIPMENT AND FACILITIES

[22.3.2]
1. AVAILABILITY
a. Department physical conditioning exercise equipment and facilities
are available to all department employees, volunteers, and Police
Rev Cadets
b. The Chief of Police may designate other city employees as deemed
appropriate

c. Non-employees are prohibited from utilizing physical conditioning
exercise equipment

2. GUIDELINES
a. The Chief of Police may set guidelines for the use of equipment within
the facility
b. All employees will strictly adhere to established guidelines regarding
the use of department exercise equipment and facility

3. MAINTENANCE: The exercise facility will be maintained in a clean and
orderly manner

4. DONATED EQUIPMENT: Must be approved by the Chief of Police prior to
being installed/used

F. HEALTH AND WELLNESS PROGRAM
[22.3.3]
1. PURPOSE

a. Educate employees on nutrition

b. Promote physical fithess

c. Provide guidance in exercise programs
d. Participation is voluntary

2. GUIDELINES

a. Program Administrator responsibility:
1) Conduct health screening and fitness assessment on participant
2) Provide nutrition education and set goals for participant
3) Assign participant to a fitness instructor
4) Perform final assessment on participant

b. Participant responsibility:
1) Meet with program administrator for wellness assessment and
consultation
2) At end of three months, meet with program administrator for a final
assessment
3) May continue program and receive continued guidance if so
desired

c. Instructor responsibility:
1) Develop exercise program for participant
2) May choose to exercise with participant several times to ensure
understanding of the program
3) Maintain communication with participant for three months to
provide continued guidance
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3. ADMINISTRATION

a.

b.

C.

A training officer certified as a physical fitness instructor will
administer the program

Employees (sworn and civilian) trained as physical fithess instructors
may be used as instructors

Instructors may participate in the program during on-duty time and
may receive up to two hours of comp time per month

4. ELIGIBILITY

apow

Enroliment is open to all police employees

Program is conducted on participant’s personal time

All participants must sign a waiver of liability

Participant may be deferred by a fitness instructor if a physical by a
doctor is deemed necessary

+44
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Summary This order covers the use and care of department vehicles.
A. POLICY

1. ANY EMPLOYEE using a Chandler Police Department vehicle is
responsible for use and care of that vehicle as described in this policy

2. REMOVE ANY WEAPONS, PRO NET EQUIPMENT, MOBILE DATA
COMPUTERS AND RADAR UNITS from vehicle when downed for
maintenance

Rev

3. REFER TO City of Chandler Administrative Regulation FD-04 for citywide
vehicle and equipment preventive maintenance and care
B. INSPECTIONS

1. A SUPERVISOR OR COMMAND OFFICER may search a vehicle at any time

2. SUPERVISORS WILL CONDUCT RANDOM MONTHLY INSPECTIONS of
vehicles assigned to their division for cleanliness, equipment, and current
maintenance requirements, ensuring compliance

C. USE REQUIREMENTS
1. HAVE A VALID ARIZONA DRIVER’S LICENSE in possession

a. Responsibility: The Chief of Police and all supervisors will assure
compliance with Administrative Regulation CM-09 Use of City
Vehicles by City Employees regarding proper licensing, knowledge of
vehicles being driven, and any required Risk Management approvals

b. Loss of Driving Privilege - If driver’s license is terminated,
suspended, revoked, or restricted, employee must notify supervisor
immediately. See General Order B-14D for procedures when driver's
license is suspended or revoked and City of Chandler Administrative
Regulation CA-02 for complete guidelines for loss of driving privileges.

2. OBTAIN SUPERVISOR APPROVAL for use

3. DO NOT DRIVE DEPARTMENTAL VEHICLES IN OFF-ROAD CONDITIONS
except in case of absolute necessity. Instead, proceed on foot whenever
possible.

4. NOTIFY SUPERVISOR any time you intend to leave Chandler city limits
5. USE RESTRICTED to official business

a. Only transport city employees, persons in an advisory capacity to
the city, persons on approved city business, and other agency
representatives to accomplish a police purpose

b. If assighed a City vehicle during normal workday schedule, may use
it during normal work hours to go home or to a restaurant for lunch.
Should not be used for other personal business
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E. GAS CREDIT CARD
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DO NOT CONSUME ALCOHOLIC BEVERAGES in departmental vehicles

a. Obtain supervisor approval to transport alcoholic beverages in
departmental vehicles unless it is evidence or found property

b. Use discretion when parking vehicles so as to avoid appearance of
misuse of vehicle, i.e., parking in front of a liquor store when not on
official business

DO NOT USE ANY TOBACCO PRODUCT in department vehicles
DRIVE DEPARTMENT VEHICLES IN A SAFE MANNER

a. Use seat belts in all vehicles so equipped and require all passengers
to do so unless it endangers the transporting officer or the health of
the prisoner

b. Drive in compliance with motor vehicle laws

c. Promptly report to supervisor and pay fines for any citations received
while using a department vehicle
1) Do not pay fines with City funds
2) Report moving traffic citations within three working days to the

Chief of Police or designee

STORE FUEL CARDS above the passenger side visor when possible

POOL CARS MAY BE UNMARKED OR PARTIALLY MARKED vehicles made
available to police personnel for the conduct of official business through
the City Motor Pool program. To make a reservation, call 480-782-2425
or click https://chandleraz.agilefleet.com/login.asp.

ANY EMPLOYEE CONDUCTING DEPARTMENTAL BUSINESS may drive
vehicles assigned as pool cars. It is the employee’s responsibility to
ensure the pool car is in proper working order prior to driving the vehicle.
Refer to Admin Regulation FD-02 for policy.

FOR OUT-OF-TOWN TRIPS:

1.

4.

OBTAIN GAS CREDIT CARD when necessary for travel from the travel
coordinator

FILL FUEL TANK AT CITY PUMPS prior to leaving on trip

ENTER VEHICLE AND LICENSE NUMBERS on gas receipt when using
credit card for gasoline

RETURN RECEIPT AND CREDIT CARD to proper authority on return

F. PATROL VEHICLE REQUIREMENTS

[61.3.3]

1.

ALL PATROL VEHICLES used for routine patrol duties must be equipped
with emergency lights and a siren
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2. CALL AN AMBULANCE TO TRANSPORT INJURED PERSONS from the
scene of an injury to a hospital, except in unusual cases or exceptional
circumstances

3. VEHICLES NOT ACCEPTABLE FOR SERVICE are so marked on vehicle
board. Use assigned shift vehicles first for patrol

G. BEGINNING / END OF
SHIFT PROCEDURES

[41.3.2][70.1.2]
1. BEGINNING OF SHIFT
a. Inspect vehicle and report any damage, mechanical failure, or faulty
or missing mechanical equipment in writing on a “Vehicle Repair
Rev Request”, PDinfo, and enter the damage information in the vehicle

damage log

b. Notify your supervisor immediately of any undocumented damage
discovered on inspected vehicle

c. Check for equipment and supplies using list at end of this order
(This list does not limit additional equipment in departmental vehicles)

d. Search vehicle as soon as practical after a prisoner has been
transported in the vehicle for contraband

2. END OF A SHIFT

a. Leave the vehicle neat and clean with all litter and personal property
and equipment removed from it
b. Turn off all vehicle radios and MDCs
c. Service vehicle before end of shift to ensure:
1) Fuel tank is full (shut off the engine and all lights during refueling
to reduce the risk of fire)
2) City of Chandler Administrative Regulation FD-05 governs the
procedures for the use of the fuel card system
3) Oill, tires, water, etc., are at specified standards
d. Return key to keyboard. Employees will be called to return keys
taken home to return them.

H. WHEN EXITING
A VEHICLE

1. PLACE THE GEARSHIFT IN “PARK” AND TURN OFF THE ENGINE

2. REMOVE IGNITION KEYS when leaving the immediate area of the vehicle
I. ROUTINE MAINTENANCE

FLEET SERVICES PROVIDES ROUTINE MAINTENANCE (except bicycles)

Rev 1. Take vehicle to Fleet Services when maintenance indicator light
illuminates

2. Distinguish vehicles as “Out Of Service” by placing a magnetized “Out
Of Service” placard on each side of the vehicle
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DAMAGE DURING SHIFT

1.

Rev

K. ACCIDENTS INVOLVING

Page 4

IF A VEHICLE SUSTAINS ANY DAMAGE during a shift

a. Report it immediately to your immediate supervisor

b. The supervisor will complete a Chanweb City Incident Report (CC
Form 73) for all non-collision related damage and forward it to the
Field Operations commander in a timely manner, but not later than
five days after the incident (See Section K for collisions)

TAKE THE VEHICLE TO CITY FLEET SERVICES for repair during the shift
or at the end of the shift (if safe to do so) and complete the PDinfo
Vehicle Work Request

a. Notify Communications and immediate supervisor and request vehicle
reassignment, if necessary
b. Deliver the vehicle needing repairs to the Fleet Services

IF NOT DRIVABLE:
a. Contact Communications to request department’s contracted tow

company to tow vehicle to city maintenance facility
b. Complete service request

DEPARTMENTAL VEHICLES

1.

REPORTING ACCIDENTS: Be familiar with City of Chandler Administrative
Regulation CM-20

a. Call an officer to the scene of the accident

b. Notify supervisor as soon as possible

c. Report City vehicle, property, or equipment damage to supervisor
even if only observed

INVESTIGATION ASSIGNMENTS

a. Minor damage and/or minor injuries: A department employee
(preferably a traffic officer) shall investigate, but take no enforcement
action. The incident will be documented using the State accident form.
Photograph all damage and/or injuries.

b. Accident resulting in an incapacitating injury, fatal injury, or
substantial damage: A member of the Traffic Section will investigate.

c. For all accidents involving departmental vehicles: The supervisor
will complete a supervisor’s report (CC Form 73) and forward it
immediately to the Professional Standards Section along with the
investigation officer’s accident report.

d. Employees involved in an accident may be required to submit to a
drug or alcohol test including possible urine or blood screenings in
accordance with City Drug Free Work Environment Policy and
Personnel Rules (See City of Chandler Administrative Regulation CM-
20)
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1. OBJECTIVE: To provide prompt service to the public for major incidents

Rev

Rev
M. WASHING VEHICLES

N. EMERGENCY ESCORT
[61.3.3]

requiring police investigations. Use of take-home vehicles is limited to that
use which enables employees to conduct departmental business.

CONDITIONS OF USE:

a. Do not misuse and/or abuse this equipment

b. Do not leave weapons, ammunition, less lethal devices, ballistic
armor/helmet, police identification, badge, or portable police
radios in the vehicle unsecured. Secure all firearms in department
issued lockboxes. (See GO E02-100)

c. Immediately report to your supervisor any loss or damage to your
personally assigned departmental property

. AUTHORIZED PERSONAL USAGE: May use assigned take-home vehicle

during normal business hours to go home or to a restaurant for lunch; or
for doctor, dental, vision appointments; and emergencies

AUTHORIZED ASSIGNMENTS

a. Traffic Unit sergeants and officers with assigned motorcycles; motor
officers assigned a vehicle are not authorized a take-home vehicle

b. PIO officer on call

c. K-9 sergeant and officers

d. CIB authorized units as designated by the CIB commander

EXTRA-DUTY EMPLOYMENT USAGE:

a. Do not use take-home vehicle for extra-duty assignments

b. Do not drive take-home vehicle to the station to obtain a marked unit
for an extra-duty assignment

c. Take-home vehicle may be driven to the station when going to an
extra-duty assignment directly before or after regularly assigned duty
schedule or when subiject to call-out

POLICE CADETS may wash, wax, and clean department vehicles
whenever they are available. The Police Cadet advisor will oversee the
cleaning of departmental vehicles when this occurs.

WHEN CADETS ARE NOT AVAILABLE, officers will take departmental
vehicles to the contracted car wash to be cleaned

EMPLOYEES SHALL NOT ESCORT non-emergency vehicles except:

a. For authorized funeral details

b. For special details authorized by the commander
1) Parades
2) Visiting dignitaries and officials
3) Hazardous cargo

Request the Fire Department to respond to the scene in cases involving
medical emergencies. DO NOT ESCORT non-emergency vehicles to a
medical facility.
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O. SPECIALTY VEHICLES

Rev

1. SPECIALTY VEHICLES are vehicles that require special training or
authorization for deployment

2. IN ADDITION TO COMPLYING WITH ALL POLICIES GOVERNING THE USE
OF DEPARTMENT VEHICLES in this order, additional guidelines are listed
in general orders referenced in the table below for specific specialty

vehicles:
Figure 1. Specialty Vehicle Policies
Responsibility Vehicle Policy
Field Operations Police Motorcycles G-03 Traffic Unit
DUI Command Post

Field Operations Police Bicycles F-03 Bicycle Team
Field Operations Canine Vehicles F-17 Canine Unit
Criminal Investigations Surveillance Platform D-14 Criminal Intelligence Unit
Criminal Investigations Bait Vehicles D-14 Criminal Intelligence Unit
Criminal Investigations Mobile Command Center D-01.400 Mobile Command Center
Special Weapons and Various E-33.200 Special Weapons and
Tactics Tactics




PATROL VEHICLE INSPECTION CHECKLIST
[41.3.2]

At the beginning of each shift, check each of the below listed items. If mileage is within 400
miles of scheduled maintenance, turn in at end of shift to the Yard.

Clean vehicle (interior and exterior) Trunk organizer
Damage (interior, exterior, missing parts) Spare tire

Tires (inflation, damage, abnormalities) Jack

Leaks (visual checks: fuel/oil/coolant) Case of flares
Engine Oil and Coolant (check fluid levels) Blanket - 1
Lights (headlight, parking, brakes, back-up) Roller tape
Safety devices (seat belts, warning lights, etc.) Frist aid kit
Emergency equipment (overheads, grill lights, Fire extinguisher
siren, etc.)

Mileage (check when due for scheduled maintenance) Traffic cones - 4
Rear seat (check for property/contraband) 3 Stop sticks

Noises/unusual sounds (abnormal noise from vehicle)
MDC/ Police Radio (missing parts, operation)
Heavy Armor Rifle Plate

Level IlIA Ballistic Shield (sergeant vehicles only)
+44
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SUMMARY This order covers the acquisition and maintenance of police department

A. PURPOSE

B. ORGANIZATION

Rev

C. RESPONSIBLITIES

vehicles.

Police Fleet Services personnel will maintain a well-conditioned fleet by
increasing efficiencies of vehicle requisitions, streamlining fleet repair, and
balancing maintenance costs

POLICE FLEET SERVICES IS COMPRISED OF:
Police Fleet Aide

Police Fleet Supervisor

Main Station Field Operations Lieutenant
Main Station Field Operations Commander

1.

2.
3.
4

POLICE FLEET AIDE will:

a.

coooT

Coordinate repair and preventative maintenance on equipment and
vehicles

Assist with determining replacement cycles

Monitor equipment installation

Order supplies

Prepare reports

POLICE FLEET SUPERVISOR will:

a.

b.

C.

Assist with developing vehicle specifications for all new and existing
vehicles assigned to the department

Be the primary liaison to vendors for all department vehicles and
equipment

Supervise the Police Fleet Aide

MAIN STATION FIELD OPERATIONS LIEUTENANT will:

a.

coooT

-

g.

Assist with developing vehicle specifications for all new and existing
vehicles assigned to the department

Be the primary liaison with City Fleet for vehicle replacement

Be the primary liaison with City Purchasing

Be the primary liaison with car dealerships and up-fitters

Serve as the Police liaison for the city’s Fleet Advisory Committee
(FAC)

Coordinate all vehicle replacements through the city’s Vehicle
Replacement Program (Admin Reg. FD-01)

Delegate responsibilities to the Police Fleet Supervisor in his absence

4. MAIN STATION FIELD OPERATIONS COMMANDER will:

a.
b.

Coordinate all efforts for Police Fleet Services
Facilitate the Vehicle, Equipment, & Uniform standing committee
(VEU)
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D. VEHICLE REPLACEMENT PROGRAM (VRP)

1. DEPARTMENT VEHICLES WILL BE REPLACED in accordance with Admin
Reg. FD-01

2. REPLACEMENT EVALUATION of vehicles will be coordinated between
Main Station Field Operations Lieutenant or designee and lieutenants for
each specialty unless otherwise authorized by Main Station Field
Operations Commander

3. EQUIPMENT OR VEHICLE MODIFICATIONS shall not be made to any
vehicle unless authorized by the Main Station Field Operations Lieutenant
or designee

E. NEW VEHICLE DEPLOYMENT

1. ALL NEW VEHICLES will be processed through City Fleet prior to being
put into service
a. City mechanics will inspect the new vehicles per their directives
b. Police vehicles will be registered by City Fleet unless it is a specialty
vehicle. In that instance, the CIB liaison will obtain a letter from the
Office of the Chief to provide to MVD for a non-government or non-
commercial license plate

2. CITY FLEET will assign a vehicle number and enter it into the
computerized inventory control system

3. POLICE FLEET SERVICES will take possession of all new vehicles post-
inspection and deliver them to the appropriate location

4. DELIVERY OF SPECIALTY VEHICLES such as motorcycles, grant vehicles,
SWAT vehicles, etc. will be delegated by Police Fleet Services on a case
by case basis

5. POLICE FLEET SERVICES will not permit new vehicles to be put into
service without first obtaining the vehicle designated for replacement and
all sets of its keys

6. ANY VARIATION OF NEW VEHICLE DELIVERY and taking vehicles out of
service must be authorized by the Commander or designee

+4+
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SUMMARY: This order outlines employee responsibilities for Chandler Police Department
equipment
A. POLICY
[17.5.3]

1. EMPLOYEES WILL PROPERLY CARE for all departmental property
and/or equipment assigned to them and maintain such property or
equipment in a state of operational readiness as required by this
department

2. CARELESSNESS in the handling or operation of departmental property
that results in damage and/or loss to the said property may subject the
responsible employee to reimbursement charge and/or disciplinary action

3. ALL AGENCY-OWNED EQUIPMENT OR PROPERTY is subject to
inspection at all times by supervisory personnel

Rev 4. POLICE OPERATIONAL SUPPORT SUPERVISOR or designee issues

all department-issued uniforms and equipment using a quartermaster
system

B. DAMAGED OR INOPERATIVE
PROPERTY OR EQUIPMENT
1. LOSS OR DAMAGE: Employees will report immediately to their
supervisor in writing any loss of or damage to departmental property
assigned to or used by them

a. Use Vehicle Work Request Form CC Form 68 for any vehicle repair
order
Rev b. Request radio/communications repairs using the IT Service Portal
identifying problem in detalil

2. HAZARDOUS CONDITIONS: Employee will notify their immediate
supervisor of any defects or hazardous conditions existing in any
departmental equipment or property. When property damage occurs that
does not involved bodily injury or vehicles, supervisors will use CC Form
73 to report the incident.

C. ALTERING DEPARTMENT
EQUIPMENT
EMPLOYEES SHALL NOT ALTER OR REPAIR or in any way or remove
any parts or accessories from any city-owned property, office equipment,
machines, clothing, firearms, communications equipment, or motor vehicles
without permission of the division chief
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D. SURRENDER OF
DEPARTMENT PROPERTY

1. EMPLOYEES ARE REQUIRED TO SURRENDER all departmental
property in their possession upon separation from the department to the
guartermaster with the following exceptions:

a. ltems outlined in B-01.100 Retirement Recognition Procedures
b. Flat badge when purchased by the employee
c. Firearms, ammunition, and related accessories will be returned to
Rev Range personnel or, if unavailable, to a sworn supervisor. Return
Tasers to Training personnel.

2. SEE CITY OF CHANDLER EXIT PROCEDURES POLICY for established
procedures when employees terminate with the City (the Police
Department will use the Professional Standards exit checklist in lieu of the
City of Chandler exit checklist).

E. LOCKERS
1. EXPECTATION OF PRIVACY
a. All lockers of any description maintained by the department in any
departmental facility are the exclusive property of the City of Chandler
b. Lockers are subject to inspection at all times by supervisory personnel
or designee (quartermaster). When practical, employees will be
notified prior to their lockers being inspected.
2. ASSIGNMENT
a. The Police operational support supervisor or designee
(quartermaster) will assign lockers
1) Allow only one locker per employee
ey 2) If permission is granted for two lockers, employee will give up

rights to additional locker if locker is needed
b. Employees will adhere to the locker assignment given them and are
responsible for the upkeep of the locker

3. SECURITY

a. Only locks approved by the quartermaster shall be utilized to secure
these lockers

b. If the circumstances dictate immediate access and employees cannot
be contacted, the supervisor is authorized to remove the lock

4. CONTENTS AND USAGE

a. Do not store any gear outside, on top, or under the lockers

b. Keep lockers closed and locked when not being used

c. Do not post anything other than the locker number and name of the
officer assigned to that locker. Personal notes, decorations, stickers,
etc., are prohibited on outside of any locker.
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F. ELECTRONIC EQUIPMENT REPAIR
1. RADIO

a. Portable Radios
1) During normal business hours, turn radio into a communications
technician with complete explanation of problem
2) Outside of normal business hours, turn radio into an on-duty
dispatch supervisor or communications admin specialist with
complete explanation of problem. The on-duty dispatch
supervisor will issue a portable radio.
b. Vehicle Radios
1) Leave vehicle at assigned station, indicating “out of service” on
vehicle sign out board
2) Complete a service request using the IT Service Portal detailing
the problem
3) Email Fleet Aide to contact a communications technician to
inspect the vehicle radio

2. MDC Repair

a. Leave vehicle at assigned station, indicating “out of service” on
vehicle sign out board
b. Complete CC Form 68 detailing the problem, and place it on the
vehicle sign out board
Rev c. Submit a ticket for MDC maintenance in the Help Desk function of
PDInfo

3. LAPTOP REPAIR: Complete a service request using the IT Service Portal
identifying the problem

+44+
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SUMMARY: This order covers guidelines for the security of police facilities

A. PHILOSOPHY

B. POLICY

Federal and state laws require that only criminal justice agencies have
access to certain information available in police computers and printed
documents. The information is extremely sensitive, and its unauthorized
dissemination will compromise criminal investigations and violate citizen’s
constitutional rights.

C. MONITORING VISITORS

1.

3.

. ALL CITY PERSONNEL/VISITORS/VENDORS not in uniform in

departmental facilities shall wear an identification badge at all times while
in police facilities. A prominently displayed police badge will serve as an
identification badge.

BACKGROUND INVESTIGATION PROCEDURES will meet the standards
set by the Professional Standards Section for all department employees.
Unless directed by the Chief of Police, no polygraph or psychological
testing will be necessary.

VISITOR GUIDELINES: Access will be limited to only the place that the
visitor frequently and routinely conducts business to ensure the security
of restricted information

DEFINITIONS

1) Visitor: Anyone not in a police uniform or not visually recognized
by a photo police identification card and/or badge clearly
displayed on his person

2) City Support Personnel/Vendors: City employee/vendors who
regularly perform a specific task in the Police Department

3) Facilities: Any structure, property, or attachment that is part of the
Police Department and under the administrative control of the
Office of the Chief

4) Uniform: Department or company-issued clothing which clearly
identifies the employer and the employee

IDENTIFICATION REQUIREMENTS

a. All visitors to departmental facilities shall:
1) Check in at the front desk, or in special circumstances with a
designated employee,
2) Be issued a visitor’s identification card that will be worn at all times
while in the facility
3) Be escorted to and from their point of business
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Not be left with free access to the building without prior approval
of the Office of the Chief or the on-duty commander

b. City personnel without a police identification badge shall:

1)

2)
3)

Wear their issued visitor's badge at all times while they are in
police facilities and follow visitor guidelines

Sign in at the front desk when they enter the facility to work
Advise the front desk what their business is or who they are to see
while at the facility

c. City Support Personnel/\Vendors Badges: Professional Standards
Section may be required to complete a background investigation for
City support personnel and vendors

1)

2)

All Building and Facilities custodians assigned to this building will:

a) Have a background check completed and approved prior to
working within the building

b) Be issued an access code to the police building

At the discretion of the Office of the Chief, City personnel/vendors

may be granted a department photo identification badge and/or an

access code on a case-by-case basis

a) The Professional Standards Section will complete a
background investigation to include a 3x5, criminal history
check, and other agency check as needed prior to assigning a
code to allow unescorted access

b) The badge will allow the person to access department facilities
on a routine basis to conduct frequent and routine business
unescorted

c) The person shall clearly display the badge at all times while in
the facility and enter and exit the building through the front
desk at the main entrance

4. PROCEDURES

a. All visitor badges will be kept and issued from the front desk only

b. Sign in-logs will be maintained at the front desk. The available
specialist shall maintain the log which records the following
information:

1)
2)
3)
4)
o)

Name of visitor

Date

Time in

Point of business or contact
Driver’s license or official ID

c. Exceptionstoa, b

1)

2)

Uniformed officers from other police agencies that have checked
in at the front desk or who have entered the premises with
departmental personnel

Prisoners or investigative leads under the close scrutiny of an
officer may be exempted from the above requirements: however,
officers will accompany them at all times and are responsible for
the movement of these individuals.

Witnesses and victims reporting with officers to police facilities,
they will utilize the visitor badge procedures unless unusual
circumstances make it unfeasible
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[82.1.1]

Page 3

5. SHARED FACILITIES: In the event that the Police Department permanently

2.

E. BUILDING MONITORING

SYSTEMS

1.

or temporarily shares facilities with any city or non-city entity, shared
facility non-police employees will adhere to the same guidelines as police
employees, including:

a. Wearing an official identification tag issued by their employer that is
clearly marked in such a manner as to indicate that they are not police
employees

b. Being restricted from any area specific to the police facility unless they
have followed the prescribed visitor guidelines

c. Not using the department facilities as normal entrance and exit routes
if access to their portion of the facility is available

RESTRICTED AREAS: Personnel other than supervisors who are not
engaged in assigned duties in the following areas are restricted from the
following areas:

a. Communications Center: Other than Communications employees,
only section commanders and shift supervisors shall be allowed in the
Communications Center except under the following conditions:

1) In relief of the on-duty dispatcher

2) When an on-duty dispatcher requests assistance

3) When repairmen or custodians are performing necessary work
4) With approval of the on-duty supervisor in Communications

b. Records Unit: The Records Unit manager and supervisors are

responsible for maintaining the security of all records in the section.

Only Records Unit employees are allowed access into the back

records area unless authorized by the Records Unit manager or a

supervisor and accompanied by Records Unit personnel.

Temporary Detention Area

Court Holding Facility

Forensic Services

Evidence and Property Buildings

~® Qo

ADMINISTRATIVE AREAS AND OFFICES: All personnel should limit their
visits to only those times when it is necessary to transact business with
personnel in these areas. At no time should administrative areas and
offices be used when the office personnel are not present.

DESCRIPTION: An access-control security system is used to grant reader
or keypad access to employees and authorized visitors and to monitor
doors, panic buttons, and other selected locations throughout the Police
and City Court facilities

a. Monitoring alarms: Throughout the buildings, there are door alarm
points and panic buttons. Verbal notification and audible alarms will
sound in Communications via the overhead speaker when activated.

b. Response to alarms: Personnel will acknowledge all alarms
immediately. Upon audible notification, Communications will dispatch
an officer to respond to the location
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c. Malfunction to the security system: Contact the designated security
system administrator immediately!

2. CLOSED CIRCUIT SECURITY CAMERAS ARE located throughout the
interior and exterior of the police and court buildings, allowing for 24-hour
recording coverage of various areas

a. The main recording unit comprised of three DVRs (digital video
recorders), programming/switching components, and a monitor
located in the police server room

b. The main monitors for the cameras are located in the Records Unit
and Communications Section

c. The Office of the Chief will designate a primary contact person for
maintenance of the camera system

d. Recordings are kept for approximately 30 days, at which time the
system will overwrite previous recordings in all areas except the
Police Department temporary detention area which are kept for one
year

e. If the system fails, the designee should be contacted immediately

F. DOOR SECURITY
1. INTERIOR DOORS

Secure inside lobby door at all times

Keep Support Services door unlocked during normal business hours
Secure the temporary detention area doors at all times

Secure all Criminal Investigations Bureau doors after normal work
hours Monday through Friday (0700 - 1730) and when the unit is not
occupied

e. Secure the Communications Center at all times

Secure the Forensic Services Section at all times

apow

—h

2. EXTERIOR DOORS

a. All exterior doors will remain secured at all times except the main front
doors to the Police Department

b. If vendors must bring their goods through a normally secured door,
the appropriate cost center manager will brief the vendor that they are
not to leave the door open and unattended at any time during their
delivery

3. ON WEEKENDS AND AFTER 1800 HOURS, Monday - Friday, the ranking
on-duty officer will be responsible for ensuring compliance with this
section
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G. EMERGENCY SITUATIONS

Rev

FIRE

a. There is no smoking allowed anywhere within the Police Department
per City of Chandler Code 11-7.2. Receptacles will be placed near
entries for extinguishing all smoking materials.

b. Search suspects and seize any matches and cigarettes

c. Inthe event of a fire
1) Notify Chandler Fire Department by radio or by 9-911 to respond
2) If the fire is small, the employee is trained, and it is safe to do so,

employees may use a fire extinguisher

d. If building evacuation is deemed as necessary
1) Employees and visitors will follow the exit signs and proceed to an

area clear of the building

2) Caring for suspects and prisoners

a) Handcuff suspects and escort them from the interview room/
temporary detention area to the designated emergency safety
areas

b) The employees who are responsible for the suspect(s) shall be
responsible to maintain prisoner security

c) Employees shall summon additional assistance as necessary

d) Check prisoners for any injury, and provide medical care if
needed

e) If the temporary detention area(s) cannot be reinhabited, make
immediate provisions to transport the prisoner(s) to Gilbert-
Chandler Unified Holding Facility

2. GROUP DISTURBANCES AND RIOTS: If a group of prisoners engage in

violent and destructive acts, secure the area, and call additional officers in
order to control the group

CITIZEN INJURY OR LIABILITY INCIDENTS: In the event that any citizen
should become injured or if an event occurs wherein the City might have
liability, the employee who is aware of the situation will

a. Inform a supervisor who will immediately forward a CC Form 73, “City
of Chandler Incident Report” to Risk Management
b. Notify the legal advisor as soon as possible

See City of Chandler Administrative Regulation CM-20 for policy
governing accident reporting and investigative procedures.

+44



Equipment and Facilities: Building Security CPD GO B-18.200
02/09/18 Page 6

This page intentionally left blank



.~ CHANDLER POLICE o
({“:gm:ﬂ DEPARTMENT B-18 DEPARTMENT EQUIPMENT AND
©) - GENERAL ORDERS FACILITIES
v&c by Serving with Courage, Pride, and Dedication Subject Effective
o 300 Misc. Facilities Issues 01/17/117
SUMMARY: This order gives guidelines for various practices related to the use of police

facilities.

A. REPORT-WRITING STATIONS

1. DESCRIPTION: Approved report-writing stations may be established in
various locations in the city by mutual consent of the sponsor of the
facility and Chandler Police Department

a.
b.
c.
d.

These stations are not manned “sub-stations”

There is no minimum or maximum amount of time or specific time of
day that an officer will be present at the site

The general public will not have access to the site

The sponsoring location must submit an application and the Field
Operations commander must approve the application prior to a site
being used as a report-writing station

2. GOALS

a.

b.

To provide the beat officer with a room to complete reports, make
telephone calls, and take meal breaks

To provide higher police visibility in the community and thus provide a
deterrent to crime

3. GUIDELINES FOR LOCATING REPORT-WRITING STATIONS

a.
b.

C.

d.

No more than two report-writing stations will be identified in each beat
Chandler Police Department will provide an approved sign to identify
the locations

Prior to July 1 of each year, each beat sergeant will meet with the
beat officers of their assigned beats and determine whether to retain
each of the current sites or move the sites to new locations for the
next year

The Field Operations division office will maintain a file of current sites

4. THE LOCATION SPONSOR WILL PROVIDE at minimum:

~0 o0 oW

g.

A securable workspace with 24-hour access

A telephone

A desk or worktable and chair

Air conditioning

A standard 110-volt electrical outlet and adequate lighting
A key for the facility

One parking space where a sign may be posted

5. CHANDLER POLICE DEPARTMENT WILL PROVIDE the sponsor with:

a.
b.

A keyed lock box mounted on the facility’s exterior
A “Report-Writing Station” sign, sign post, and installation of sign
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6. GUIDELINES FOR OFFICERS using the stations:

a.

B. LOST AND FOUND ITEMS

Officers may use the site to complete police reports, make local work-
related telephone calls, and take meal breaks

Officers will “log out” on the MDC

Officers will log on to the written log kept at the site to track usage of
the site and the key location

Officers will not bring suspects to the report-writing stations

Victims, witnesses, and civilian observers may be escorted to the
facility, but should not be left unattended

Only one officer/marked unit shall be at the station at one time
Officers shall not use tobacco products at the report-writing station
Officers will spend only the amount of time required to complete their
report writing. Officers are subject to dispatch from this site according
to current priority response guidelines.

The key will remain in the lock box at all times

The beat supervisor will conduct random inspections of the report-
writing stations in his beat to ensure that the facilities are being
maintained and meet the officer's needs

Officers shall keep the station neat and clean

1. PROCESSING “FOUND” ITEMS (personal or department-issued)

a.

b.

The finder will turn in found item to the quartermaster stating

specifically where and when the item was found

The quartermaster will attempt to determine ownership of the found

item. If the quartermaster can determine ownership of the found item,

personal or department issued, the item will be returned to the owner.

If ownership cannot be determined, the quartermaster will maintain

possession of the found item for a period of twenty-one (21) calendar

days in a lost and found file

If at the end of twenty-one (21) calendar days no one has claimed the

found item and:

1) If the estimated value is less than $50 and/or the item does not
appear to be of evidentiary value, the quartermaster will dispose
of the item

2) If the item’s value is more than $50 and/or the item appears to be
evidence, the quartermaster will complete a found property report
and forward the item to the Property and Evidence facility

3) If the item is issued by the department and the condition warrants
recycling, the quartermaster will return the item to stock

2. PROCESSING “LOST” DEPARTMENT-ISSUED EQUIPMENT

a.

b.

The employee will contact the quartermaster to determine if
equipment was turned in as “found”

If the quartermaster does not have the department-issued equipment,
employee must immediately report, in writing, the loss of department-
issued equipment to his supervisor
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3. PROCESSING ALL “LOST” PERSONAL ITEMS

a. Employee is to contact the quartermaster to determine if the item was
turned in as “found”
b. If the quartermaster does not have the item, it is the employee’s
decision to file a “Lost Property” report with a teleserve officer
C. MAIL DISTRIBUTION POLICY

1. ONLY CITY OR DEPARTMENT BUSINESS will be allowed in the Chandler
Police Department mailboxes. The Police Chief must authorize any other
distribution.

2. THE QUARTERMASTER’S OFFICE will handle mail distribution upon
approval by the Police Chief. Employees wishing to have items placed
into individual mailboxes should place those items into the door slot of the
quartermaster office. The quartermaster will distribute mail daily.

3. CITY OF CHANDLER ADMINISTRATIVE REGULATION CAPA-04 governs
the preparation and processing of mail and its distribution
D. BULLETIN BOARDS

ANY EMPLOYEE ORGANIZATION may donate and maintain one bulletin board
to be located in the hall opposite the locker rooms

1. The donated bulletin board must duplicate the current bulletin board
2. Any employee may use the unlocked open space of the bulletin board

3. The bulletin board shall be kept neat and up-to-date

E. DEPARTMENT
COMMUNITY ROOMS

THE COMMUNITY ROOMS ARE AVAILABLE FOR USE by community
organizations and other city departments

1. Users must make reservations with the Administration clerical staff. Police
use will have priority.

2. Users must clean and return the room to the configuration posted by the
sink

3. Users must remove all of their equipment (supplies, flags, etc.)
immediately after use of the room

F. DEPARTMENT
CONFERENCE ROOMS

1. Make reservations for the use of the conference rooms with the clerical
staff of the section where the room is located

2. Users shall clean and return the room to a neat configuration immediately
after use

G. BUILDING MAINTENANCE
AND INSPECTION

It is the policy of the Chandler Police Department to maintain a safe, healthy,
and professional working environment that favorably reflects on the
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Department. Following are the minimum standards for housekeeping at the
Chandler Police Department, an inspection program, and follow-up
procedures.

1. REQUIREMENTS

a.

Do not store materials on the floor except for department-approved
storage containers or as approved by the Police Chief or a designee
(facilities supervisor)

Maintain office and work areas in a neat and clean manner

Keep top of cabinets/modular furniture clear of any items that are
visible above the partition, except:

1) Small plants and trophies

2) Small items not visible above the partitions

Maintain wires properly. Secure loose or dangling wires in a manner
so as not to present a trip hazard, nor be in danger of being pulled
loose.

Use frames for all items hung on office walls/modular furniture
partitions, except: calendars, clocks, and other items approved by the
Police Chief or a designee (facilities supervisor)

Ensure all personal electrical appliances — fans, refrigerators, and
radios — are UL approved and plugged into wall sockets or surge
protectors. Extension cords shall be UL approved and inspected by
the facilities supervisor.

All employees will clean up their own trash in the cafeteria, restrooms,
general work areas, and exterior break areas

Employees using the City recycle program will empty their blue
recycle containers as necessary

Report all facilities maintenance or custodial issues to the facilities
supervisor

Cost center managers will maintain all storage areas in their unit,
including storage rooms under the parking ramp

2. INSPECTIONS: The facilities supervisor will coordinate and complete
quarterly inspections of each work area/cost center

a.

The facilities supervisor will notify the cost center manager and
commander of the inspection and may choose to accompany the
facilities supervisor on the inspection

The facilities supervisor shall record observations on a quarterly
inspection form

Items not meeting standards must be corrected within seven (7)
calendar days, or, if not possible, a plan must be provided detailing
how and when the item(s) will be corrected

The facilities supervisor will forward a copy of the completed
inspection report to the Police Chief and commander within 24 hours
of the inspection, and retain a copy for follow-up

If deficient items are found on a follow-up inspection, the facilities
supervisor shall conduct a re-inspection within ten (10) calendar days.
Uncorrected items from the re-inspection shall be recorded and sent
to the assigned employee’s supervisor.
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All tobacco product usage is prohibited within the Police Department facilities.
The Police Chief will designate special tobacco usage areas.

I. UNIVERSAL AND HAZARDOUS

WASTE DISPOSAL

1.

ADMINISTRATIVE REGULATION MS-25 regulates universal waste disposal
for the City of Chandler. Cost center managers will ensure that universal
waste materials are disposed of in accordance with city and federal
regulations. This order is designed to manage the following universal
waste products:

AT T TQT000 T

Fluorescent Lamps (all sizes and shapes)
High Pressure Sodium Lamps

Mercury Lamps

Quartz Lamps

Other HID Lamps

Lead-Acid Batteries (not automotive or equipment)
Lithium Batteries

Mercury Batteries

Nickel Cadmium Batteries

Thermostats

Other Universal Wastes Not Specified

COORDINATE ALL HAZARDOUS WASTE STORAGE AND DISPOSAL with
the City Environmental Program Coordinator

+44
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Summary:

A. POLICY

B. USE OF

Rev

Rev

This order defines guidelines for use and maintenance of the citizen gun
lockers for the Chandler Police Department as required by ARS 13-3102.01.

CITIZENS WILL use gun lockers to store handguns before entering the Main
Station, the Desert Breeze Substation, and the Chandler Heights Substation.
Long guns or rifles are not allowed in buildings or in gun lockers

GUN LOCKERS

1. CITIZEN WILL.:
a. Place handgun into locker
b. Insert quarter to obtain key
c. Open locker with key to retrieve gun
d.

Key will remain in locker and quarter returns to citizen

2. QUARTERS will be maintained at the front desk of each station for citizen

use

3. OVERRIDE KEY will be kept in records if citizen loses key. Sworn officers

will assist citizens in opening locker.

Obtain a state recognized ID from citizen

apow

Verify item matches description

4. ABANDONED FIREARMS

Obtain description of handgun(s) (make/model/serial number/holster)
Identify locker and open using override key

a. Records supervisor or designee will check gun lockers daily for

abandoned weapons or items

1) Lockers will be accessible by sworn personnel for after-hours

entry

2) Override key and a bag to contain handgun and its accessories

will be in Records for daily inspections

b. When an abandoned handgun is located:

1) Leave weapon secured in place and call for on duty officer to

collect as found property

2) Clear firearm using clearing barrel. Use standard safety

procedures while handling weapon.

3) Inspect firearm and accessories for any other marks indicating

ownership

4) Conduct wants inquiry using serial number
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5) Create an incident report to include time of recovery, locker
firearm recovered from, make/model/serial number of firearm,
results of NCIC wants inquiry, and any owner or contact
information if known

6) Enter handgun into Property as found if abandoned or
safekeeping if owner is known. Use standard Property and
Evidence procedures when placing the handgun into Property.

+44
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Summary: This order defines the proper usage of phones in this department.
A. POLICY

1. EXPECTATION OF PRIVACY

a. The Department may monitor telephone calls or faxes at any time
without the knowledge of the caller or the person who receives the
communication with prior authorization of the command staff

b. All communications of any description (including facsimiles [faxes])
sent or received by the department are the exclusive property of the
City of Chandler

2. EMPLOYEES OF THIS DEPARTMENT SHALL be aware of proper
telephone usage and etiquette as prescribed in this order so as to project
a courteous and professional image to the person who has phoned into
the Department

3. ALL DEPARTMENT OFFICES will have personnel on duty throughout
the workday, including lunchtime, to ensure calls are properly handled.
Obtain prior approval for forwarding calls to other offices.

B. GENERAL GUIDELINES

[22.1.8] 1. IDENTIFY YOURSELF AND YOUR DIVISION when making phone
contacts

2. ALWAYS ANSWER PROMPTLY. If busy on another line, place the party
on hold, answer the second line and ask the second line party to hold

a. Before placing a call on hold, determine if the call is in reference to an
emergency situation

b. If the party will likely be holding for more than a few minutes, take the
name and phone number and call back when the available

c. When answering for another individual, use a statement such as --
"May | say who is calling, please?" Do not use phrases like -- "Who
is this?" or "Who are you?"

d. If the requested party is not available, advise the caller, take a
message, and tell the caller the party will return the call at the earliest
possible time

e. If the call is for an employee who will be off work for more than a day,
inform the caller and ask if they would like to speak with another
employee or supervisor

C. RELEASE OF EMPLOYEES’ HOME ADDRESSES
HOME PHONES, PERSONAL CELL PHONES

1. WHEN RESPONDING TO A REQUEST for employees’ home addresses,
home phone or personal cell phone numbers, these guidelines are to be
followed:
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D. INCOMING CALLS

E. OUTGOING CALLS

F. TRANSFERRING CALLS

G. PHONE MESSAGES
FOR EMPLOYEES

Page 2

a. Personal information will not be given out to any citizen. Notify
employees of the request for their information.

b. Requests from a criminal justice agency will be forwarded to the
employee to contact the agency

c. Employees requesting another employee’s information will be
required to provide their employee number for verification of identity
before information is released

d. Process servers will not receive information except by court order or
subpoena after referred to shift commander

The Office of the Police Chief may release an employee’s information
without a subpoena or legal order in emergency, time critical, or
extraordinary circumstances for a valid purpose. The employee will be
notified as soon as practical regarding the release and reason

WHEN ANSWERING THE TELEPHONE, section users will identify their
section and their name, e.g.,:

Police Records, xxxx speaking;
Police Administration, xxxx speaking.

WHEN ANSWERING FOR OTHERS, employees will identify the called
organizational unit, the office person's name, and their own name. (e.g.,
"Communications, Sgt. xxxx's office, xxxx speaking.")

WHEN RECEIVING A CALL FOR A PERSON in another unit, listen
carefully to obtain enough information to ensure the call will be
transferred to the correct destination, especially when with caller states
he has been transferred a number of times

WHEN CALLING ANYONE OUTSIDE of this department, give your
name and the department’s name ("This is xxxx from Chandler Police
Department.")

WHEN CALLING SOMEONE WITHIN the department, give your name
and unit ("This is xxxx in Property" or "This is Officer xxxx in Patrol.")

WHEN TRANSFERRING a call:

1.
2.

Inform the party a call is being transferred to them

Identify the caller and give a brief description of the content of the call,
i.e., “This is xxxx in Communications. I'm transferring a theft report to you
with no suspect information."

This section is to ensure all phone messages are given to employees in the
most expedient and efficient manner to properly assist citizens contacting
employees of the department
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TAKING MESSAGES FOR OTHERS

a. During business hours, forward all calls to the employee's
division/section

b. Give preference to email distribution of messages for personnel with
an email terminal

c. For employees without email:
1) Write down the phone message, the time received, the caller's

name, and the badge/ID number of the person receiving the call

2) Verify whether the employee is on duty
3) Place message in employee mailbox

IF THE EMPLOYEE IS ON DUTY at the time of the call:

a. Forward the call
b. Route messages for Field Operations personnel to that division to be
forwarded to the appropriate employee

IF THE EMPLOYEE IS OFF DUTY at the time of the call:

a. Forward the call to the appropriate unit

b. The person receiving the call will notify the caller the employee is off
and of the first day and time the employee will be back

c. Then, forward the phone message to the appropriate mailbox or email
address

IF THE MESSAGE IS AN EMERGENCY, the on-duty supervisor of the
appropriate unit will notify the off-duty employee at home

H. VOICE MAIL PROCEDURES

1.

ANSWER ALL INCOMING PHONE CALLS during normal work hours
with one of the following options:

a. A department employee

b. Voice mail includes an option to transfer the call to an employee using
“O”

c. An employee who offers the caller voice mail as an option

TO PROMOTE GOOD CUSTOMER SERVICE, answer phone calls if
present rather than allowing voice mail to be activated

VOICE MAIL USERS

a. Check at least daily for messages

b. Create a personal voice mail answering message with at least the
following information:
1) Your name
2) Your department
3) The choice to press zero for immediate assistance

c. Establish and maintain a unique password using 4-8 digits (Do not
use 0000 or a code that is easily broken.)

I. INTERCOM PROCEDURES

Only designated personnel trained in protocol are allowed to use the building
Rev paging system. The management assistant to the Chief of Police is
responsible to keep a list of these people and is responsible for their training.

+4+
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Serving with Courage, Pride, and Dedication

COMMUNICATION DEVICES

Subject Effective
200 MCD/Allowances 01/26/12

Summary:

A. POLICY

B. TWO PLANS

Rev

Rev

This order documents the policies governing departmentally provided
mobile communication devices (MCD) and MCD allowances as set forth
in the City Administrative Regulation CM-26.

The department will provide mobile communication devices (MCD) to
personnel where it has been determined to be in the best interest of the
department

When a MCD is approved, the department has the option to provide the
employee with either a City-owned MCD or a monthly MCD allowance.

1.

CITY-OWNED CELL MCDs

a.

b.

The department will select the MCD service plans (coverage and

minutes of airtime)

The CIB cost center manager or designee will review all monthly

MCD bills for charges above the normal monthly rate

1) When invoices include excess charges, i.e., charges for long
distance, roaming, and usage in excess of the plan’s allowed
minutes, the employee will explain the overages in writing

2) If the overages result in the violation of this General Order, an
administrative investigation will be conducted

Periodically, cost center mangers or designee will review

appropriateness of each employee’s MCD plan, determine

whether the employee’s current MCD plan is appropriate, and

make any necessary adjustments

MONTHLY MCD ALLOWANCE

Employees selecting this option will receive a monthly allowance
as outlined in City Admin Regulation CM-26

All employees who receive the monthly allowance are solely
responsible for acquiring their own MCD, replacing the batteries,
maintaining the MCD, and paying the MCD bill. The Police
Department will ONLY reimburse employees for the monthly
allowance.

Employees selecting this option must make their MCD numbers
available for City business purposes

Employees will agree electronically to the Mobile Communication
Device User or Allowance Agreement (sent to employee via
email) prior to receiving a monthly allowance

The monthly allowance amount is subject to all applicable state
and/or federal payroll taxes
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C. MCD ASSIGNMENT

Rev

D. DRIVING HAZARD

E. CITY-OWNED
MCDs

F. ACCOUNTABILITY

Rev

1. JUSTIFICATION: The Police Chief (or designee) will justify the need
for individuals under police management to have a departmentally
provided MCD or MCD allowance. Justification could include
employee safety, lack of ready access to a standard City phone,
increases in efficiency and/or effectiveness, improved customer
service, etc.

2. JUSTIFICATION DOCUMENTATION

Each participating employee will agree to the terms of the Mobile
Communication Device (MCD) user or allowance agreement
electronically

3. MULTIPLE USERS OF ONE MCD: More than one person uses the
MCD (i.e., individuals with rotation, on-call responsibilities). The
agreement needs one name assigned to the MCD.

EMPLOYEES SHOULD AVOID using MCDs when operating vehicles.
When using a MCD for department business while operating a City-
owned vehicle, the employee should pull the vehicle off the roadway if
appropriate.

CITY-OWNED MCDs are for official City business only; however, it is
acknowledged that emergencies may occur and result in minor incidental
personal usage

Keep any incidental personal use to a minimum length

Do not use city-owned MCDs for personal business

Do not use MCDs in an illegal, illicit, or offensive manner

Make every attempt to use landline phones when available

When in travel status, employees should use the Police Department’s
toll-free phone numbers for business calls. Where appropriate, the
department will provide a pre-paid long distance calling card.

RN~

1. THE CIB COMMANDER or designee in conjunction with cost center
managers will:

a. Evaluate the continued need for MCDs
b. Educate subordinates about appropriate MCD procedures
c. Monitor subordinates usage

2. THE EMPLOYEE is responsible to ensure proper serviceability is
maintained. Mobile communication devices are issued pieces of
departmental property.

CPD GO B-19.200
Page 2
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G. TRANSLATOR MCDs

THE PURPOSE OF THIS PROGRAM is to provide efficient professional
translation services to the community in a timely manner

1. TRANSLATORS MAY BE ISSUED department-owned MCDs for
translation services or may opt for the MCD allowance outlined in
Section B

2. TRANSLATORS SHOULD BE COGNIZANT of department MCD
usage guidelines, and, whenever possible, use a landline (see
Section E)

a. Personnel needing translation services may immediately contact
an on-duty translator via MCD in lieu of language line services

b. With supervisory approval, an off-duty translator may be called if
no translators are on duty. The translator will be compensated for
the time actually on the call able to provide services over the
MCD.

3. DEPARTMENT-OWNED TRANSLATOR MCDs are to be used for
department business purposes only

++4
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Summary: This order describes the formation and application of the City of Chandler’s

A. POLICY

job classification system.

1. THE POLICE DEPARTMENT WILL COOPERATE with the Human
Resources Division (HR) in all aspects of job classification and analysis,
using results of analysis in personnel decisions

2. SEE City of Chandler Personnel Rule 2 for policy governing the
classification system processes

B. JOB TASK ANALYSIS

OBJECTIVES
[21.1.1]

C. TASK ANALYSIS
PROCEDURES

D. CLASSIFICATION
PROCEDURES
[21.2.2]

1. TO SERVE AS A BASIS for the determination of a position classification
plan and compensation

2. TO PROVIDE A BASIS for establishing minimum qualification
requirements for recruitment, examination, selection, appointment, and
promotion

3. TO ASSIST IN the establishment of training curricula

4. TO PROVIDE GUIDANCE to employees and their supervisors
concerning the duties and responsibilities of individual positions

HR MAINTAINS A WRITTEN JOB TASK ANALYSIS for each position in the
Chandler Police Department

1. HR approves methodology and forms used and supervises the process
for job task analysis

2. The job task analysis will include the following as a minimum:

a. Duties, responsibilities, and tasks of each position
b. Frequency with which each task is performed
c. Criticality of job-related knowledge, skills, and abilities

1. THE HR DIRECTOR may establish new classes, divide, combine, alter,
or abolish existing classes for the Police Department after consultation
with the Chief of Police
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2. THE POLICE DEPARTMENT will perform a documented review of police
written classifications every four years to ensure job descriptions are
current. Job descriptions are found on Chanweb.

Rev

a. Commanders and Managers of each component will submit
recommendations for changes to job descriptions and/or personnel
adjustments to the Chief of Police when appropriate

b. Upon concurrence with recommendations, the Office of the Chief will
forward requests for reclassification to HR for reclassification studies.
HR updates the job description after final approval.

E. CLASS SPECIFICATIONS
[21.1.1] [21.2.1]
1. CLASS SPECIFICATION SHEETS for each job class contain the duties
and responsibilities for the particular class (see distinguishing features,
knowledge, skills, and abilities sections of the class specification sheet)

2. HR PROVIDES class specification sheets:

a. To employees at the time of their application (job description)
b. On Chanweb under Management Services/Human Resources
c. Inthe HR Office

F. POSITION CONTROL
[21.2.3]
TO ENSURE THAT PERSONS ON THE PAYROLL ARE LEGALLY
EMPLOYED and positions are authorized, the assigned police planning
analyst monitors:

1. The number and type of agency positions
2. The location of the positions

3. Whether positions are filled or vacant
G. PERSONNEL
ALLOCATION

[21.2.3]
1. GUIDELINES: Allocate personnel:

a. Inthe best interest of the organization

b. Based on the needs of the various work areas within the department
to enable the department to provide the most efficient and effective
service possible to the community

2. POSITIONS NOT REQUIRING LAW ENFORCEMENT AUTHORITY
should be designated as civilian.
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Summary: This order describes the overall administrative responsibilities for external
recruitment and selection of employees, both sworn and civilian and
department EEO policy.

A. POLICY
1.
2.
Rev 3.
—

B. EQUAL EMPLOYMENT
OPPORTUNITY

1.

2.

THE EMPLOYMENT OF HIGHLY QUALIFIED PERSONNEL is a key
activity in the operational effectiveness of our agency. Recruitment and
selection policy is formulated to identify and employ the best candidates
available.

NO EMPLOYEE WILL DISCRIMINATE against or in favor of any
applicant or other employee because of sex, race, national origin, color,
religion, handicap, or for any non-job-related reason

CHANDLER REAFFIRMS ITS COMMITMENT to a program of equal
opportunity to ensure the recruitment, selection, appointment, and
advancement practices of the city afford equal opportunity to qualified
applicants and employees from all segments of society without regard to
race, color, religion, national origin, gender, sexual orientation, gender
identity or expression, age, mental or physical ability, genetic information,
marital status, pregnancy, political affiliation, veteran status, or any other
characteristic protected by law

CHANDLER POLICE DEPARTMENT

a. Is an Equal Employment Opportunity employer

b. Cooperates with the Human Resources Division of the City in
recruiting and selecting police personnel

c. Strives to identify and eliminate any artificial barriers which limit the
ability of applicants or employees to reach their full employment
potential

d. Strives to employ a work force representative of the available work
force in the City of Chandler through its recruitment plan (see City of
Chandler Administrative Regulation CM-14 (formerly 10-2) Affirmative
Action Plan for Equal Employment Opportunity

THE PROFESSIONAL STANDARDS SECTION will maintain a current
Equal Employment Opportunity Plan (EEOP) that conforms with the
Department of Justice guidelines while receiving the National COPS
Grant award

a. Each commander will ensure that the policy of equal employment
opportunity is being adhered to and is being actively pursued

b. Department employees will be familiar with the Department's equal
employment opportunity policy through this general order and
supervisory review
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C. RECORDS RETENTION
1.

Page 2

HUMAN RESOURCES DIVISION:

a. Files the original applications, score sheets from the written and/or
typing test, and results of the physical agility test

b. Maintains personnel records, inclusive of the medical examination
results, for each employee for the length of employment plus five (5)
years

THE PROFESSIONAL STANDARDS SECTION MAINTAINS:

a. Oral board rating sheets with the recruitment packet for the particular
recruitment involved

b. Background investigation results for unsuccessful candidates will be
maintained according to the retention schedule set by the Arizona
State Library, Archives and Public Records

OFFICE OF THE CHIEF MAINTAINS:

a. Employees' background investigation and medical and psychological
examination results for the length of employment until separation from
the department, at which time they are forwarded to Human
Resources for retention

b. Employment records of police personnel throughout employment with
the City of Chandler until separation from the department, at which
time they are forwarded to Human Resources for retention

+44



AKETC

CHANDLER POLICE |9

o&@l:ﬂ} DEPARTMENT B-21 RECRUITMENT AND SELECTION
PCE GENERAL ORDERS SUbjeCt200 Recruitment EffeCtiv(?):9/16/16
9“ 4 Serving with Courage, Pride, and Dedication
Summary: This order describes the process for recruiting personnel.
A. POLICY

THE POLICE DEPARTMENT supports the recruitment effort of the City to
ensure a law enforcement system that effectively integrates all available
resources

B. POLICE DEPARTMENT
RESPONSIBILITIES (SWORN)
[16.2.1] [31.1.2] [31.2.2] [31.3.2]

1. RECRUITMENT OFFICER has the primary responsibility for the
department’s recruitment efforts, including:

a.

b.
C.

d.

e.

Developing and maintaining an effective working relationship with the
Human Resources Division regarding recruitment of applicants
Coordinating the recruitment responsibilities for the Police Department
Ensuring the use of minority officers as recruitment officers
representative of the ethnic background of the contact group

Using community service organizations for the recruitment effort when
possible

Maintaining liaison with criminal justice faculty at state universities and
community colleges in order to increase the number of referrals

2. RECRUITMENT PLAN

a.

Goal: to obtain a department work force consisting of the best
gualified people possible who proportionally reflect the makeup of the
available work force in the City of Chandler population
Responsibility: The recruitment officer along with the Recruitment
Committee appointed by the Chief of Police will develop and
administer the recruitment plan for the Police Department
Elements of the plan:
1) Objectives stated in quantitative terms
2) Action steps with a timetable for execution
3) An itemized recruitment budget for allocated funds for the
recruitment effort
4) Procedures for seeking assistance from community organizations
and key community leaders
5) An annual evaluation of the Police Department's recruitment effort,
including:
a) A measurement of recruitment activities against the
guantitative objectives established in the recruitment plan
b) An analysis of the effectiveness of the recruitment plan
c) Any recommendations for improvement in recruitment efforts

3. A RECRUITMENT COMMITTEE appointed by the Police Chief or
designee to assist in the formulation and execution of the recruitment plan
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a. Chairman: The recruitment officer

b.

C.

Members are representative of the department's service area in

ethnicity and gender

Personnel involved on the Recruitment Committee are knowledgeable

in the following areas:

1) The department's needs and commitments

2) The department's career opportunities, salary program, benefits,
and training opportunities

3) The federal and state Equal Employment Opportunity compliance
guidelines and the recruitment plan

4) The community service area including demographic data,
community organizations, educational institutions, and community
service organizations

5) Cultural awareness including an understanding of different ethnic
groups or subcultures

6) Selection process procedures

7) The recruitment programs of other jurisdictions

8) The automatic and discretionary disqualifiers

9) The medical and health requirements of applicants

4. EMPLOYEE REFERRAL PROGRAM

GOAL: To encourage active recruitment and referrals of qualified
applicants by current employees

A City of Chandler employee who refers an applicant for a Police
Officer Recruit or Police Officer position, who is hired and completes
AZPOST certification, will receive a referral payment of $500
Employees shall complete and submit an employee referral form to
Human Resources prior to applicant testing

The employee referral forms shall be available on the City of Chandler
website, the Chandler Police website, and in the police department
forms bin

C. THE INITIAL ANNOUNCEMENT

[31.3.1] [31.3.4] [32.1.4] [32.2.4]

1. THE PROFESSIONAL STANDARDS SECTION will send a recruitment
request form (PRR) to the Human Resources Division when an actual or
projected position opening occurs with adequate lead time to prepare for
recruitment and testing activities

2. HUMAN RESOURCES DIVISION (HR) will open recruitment for the
position. See City of Chandler Personnel Rule 9 for policy governing
recruitment and evaluation.

a. HR will post the job recruitment bulletin and publish job

b.

announcements through electronic, print, and other media

The job recruitment bulletin must include:

1) Deadline for filing

2) All elements of the selection process

3) A description of duties, responsibilities, requisite skills, educational
level, and other minimum qualifications or requirements

4) The expected duration of the selection process

5) Schedule for testing

6) The policy of reapplication

7) Identification as an Equal Opportunity Employer
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3. HR WILL RECEIVE and process all applications

Rev a. All applicants meeting the minimum requirements are placed on a list
_/ and forwarded to Professional Standards

b. Applications containing minor errors may not be disregarded if they
can be corrected prior to the testing process

+44
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Summary: These directives list the procedures for sworn and civilian applicant
processing and selection and identify responsibilities of those involved in the
selection process.

A. POLICY
[31.4.1][31.4.2] [31.4.3]
1. THE HUMAN RESOURCES DIVISION (HR) OF THE CITY AND THE
POLICE DEPARTMENT share the responsibility for the administration of
the selection process

2. ALL ELEMENTS of the selection process

a. Use only those rating criteria or minimum qualifications that are job
related

b. Will be administered, scored, evaluated, and interpreted in a uniform
manner. See City of Chandler Personnel Rules 7 and 8 for policy
governing requirements for employment.

3. APPLICANTS may be disqualified at any point in the process

B. OVERVIEW

1. HUMAN RESOURCES coordinates the application process and assists the
Professional Standards Section throughout the selection process

2. PROFESSIONAL STANDARDS SECTION coordinates the following aspects of the
department's selection process
Figure 1. Elements of Selection by Applicant Type

Sworn
Recruit Lateral Lateral Civilian
In State Out-of-State
Written Test X X X As advertised
Physical Testing X X X NA
Background Packet Review X X X X
Firearm Qualification NA X X NA
Oral Board X X X X
Background Interview X X X X
Command Board X X X As advertised
Background Investigation X X X X
Polygraph X X X X
Command Review X X X X
Dispatcher/Call
Psychological X X X Taker/Detention
Officer
AZ POST Medical X X X NA
Chief’s Interview X X X X
Maintain contact throughout X X X X
process
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C. WRITTEN TEST

[31.4.5]

D. HIRING LIST

E. PHYSICAL FITNESS

TEST (SWORN)

Rev
—/

F. TYPING TEST

G. ORAL BOARD
EXAMINATION

Page 2

HUMAN RESOURCES WILL:

1. COORDINATE with the Professional Standards Section to administer the
written test

2. ENSURE that the written test has documented proof that it is non-
discriminatory as well as having validity, utility, minimum adverse impact,
and is job related

3. DIRECT the scoring of the written examination in a uniform manner for all
applicants

4. ADVISE applicants who fail the written examination that they are
ineligible to continue with the process

NOTE: Applicants will provide completed background packet at the beginning
of the background phase

Human Resources prepares a hiring list with the named applicants who have
passed the written examination and forwards it to the Professional Standards
Section for additional screening prior to selecting applicants. The Department
must interview a minimum of five candidates if available. If more than one
vacancy is being filled from a hiring list, the Department shall interview one
additional person for each additional vacancy. See City of Chandler
Personnel Rule 11 for policy governing referral of eligible candidates and
appointments.

1. CRITERIA for successfully completing the physical fithess test will be
printed on the recruitment bulletins and/or published through electronic
media, print, and other media

2. ONLY APPLICANTS who pass the physical test will be invited to
participate in the written test administered by PSS

3. NOTIFICATION: Applicants who fail any portion of the test will be advised
verbally or in writing

Civilian applicants who pass a written examination may be required to
participate in a typing test depending on the position at an independent
testing location. Human Resources will provide a list of applicants who have
successfully completed the typing test and are eligible to proceed in the
testing process.

A BACKGROUND INVESTIGATOR will schedule and coordinate oral boards
upon receipt of certification list
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BOARD COMPOSITION

a. Sworn: One police civilian, two sworn police personnel—one
supervisor and one officer, and one HR personnel

b. Civilian: For civilian employees, the oral board shall consist of one
supervisor and two employees chosen by the division and one HR
personnel

2. BOARD PREPARATION

a. Human Resources and the Police Department will jointly develop the
questions used by the oral board using job relatedness, usefulness,
and non-discriminatory procedures

b. Prior to conducting an oral board, a representative from Professional
Standards will brief the oral board members to ensure that the oral
board uses established procedures for presenting questions and
scoring the oral board

3. SCORING

a. Oral board members will record their evaluation of the applicants on
the standardized rating form and submit this evaluation form to the
Professional Standards Section

b. Applicant’s score is a composite score of all the raters

H. BACKGROUND INVESTIGATION
[31.5.1] [31.5.2] [31.5.3] [31.5.4] [31.5.5]

1.

THE FORMAL PHASES of the background investigation includes the
following items:

a. Verification of information requested in background packet
b. Command interview
c. Polygraph

A PROFESSIONAL STANDARDS SECTION background investigator
trained in background investigations:

a. Will schedule and coordinate the background screening process
including the verification of information contained in the background
packets

b. Conduct background investigations

c. Review the applicant's entire background packet and evaluate the
applicant based on the entire application process thus far and prepare a
report summarizing the investigation and highlighting significant
information including:

1) Biographical data

Family data

Scholastic data

Criminal history data

Employment background and history / personal references

(including at least three personal references)

Results of the formal phases of the investigation

Whether or not the applicant meets minimum AZ POST standards

gEer

~N O
~— ~—
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I. COMMAND REVIEW
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COMMAND BOARD

a. A background interview is conducted preceding the command board
with questions related to content from the background packet

b. Two commanders, two lieutenants, or a combination of the two will
conduct the command board

POLYGRAPH

a. Shall be conducted by a certified polygraph examiner
1) Results shall be provided in written form to the background
investigator for review
2) Areas to be examined will be those specified in the pre-polygraph
interview prior to the command interview, as well as areas required
for certification under AZ POST
b. The polygraph results alone will not be the sole determinate of
employment; although, an admission of wrongdoing in the pre-test or
post-test or an indication of deception may be sufficient to support
decisions relevant to employment status

NOTIFICATION: Applicants determined to be ineligible for any reason
related to the background investigation will be notified by PSS personnel
and/or in writing by the Human Resources Division and removed from the
eligibility list

INCLUDES the PSS lieutenant, PSS sergeant, Assistant Chiefs, and the
Chief of Police

WILL REVIEW the applicant's entire background packet and make hiring
recommendations as appropriate

SELECTION: THE FINAL DECISION to give a conditional offer of
employment rests with the Chief of Police

J. OFFER FOR EMPLOYMENT

[31.5.6] [31.5.7]

1.

CONDITIONAL OFFER OF EMPLOYMENT: Upon the Police Chief’'s
approval of the applicant's performance in the screening process, Human
Resources will make a conditional offer of employment

QUALIFYING MEDICAL AND DRUG TESTS

a. Psychological Exam
1) To indicate emotional stability and psychological fithess of each
candidate for a sworn position, a dispatcher, emergency call taker,
or detention officer position following the conditional job offer
2) Conducted by a qualified professional who will provide the results
in a written form to the background investigator
b. Medical and Drug Tests
1) Sworn employees: HR will schedule a medical examination and
drug screen to be conducted by an authorized physician per
contractual agreement using AZ POST guidelines and form
2) Civilian employees: HR will schedule a drug test
3) Any applicant who fails the medical examination will be notified in
writing by HR within 30 days of ineligibility for employment
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3. CHIEF OF POLICE INTERVIEW: The Chief of Police or designee will

interview both sworn and civilian applicants before a final job offer is
given

FINAL OFFER: Upon successful completion of the medical examination,
drug test, and Chief of Police interview, HR will contact the applicant for a
final job offer. On acceptance of the offer, HR will advise the applicant of
a start date.

UPON HIRING, employee’s fingerprints will be loaded into the Automatic
Fingerprint Identification System [AFIS] to be used for elimination
purposes when processing crime scenes

K. LATERAL ENTRY: SWORN

L. RE-EMPLOYMENT

THE CHANDLER POLICE DEPARTMENT may allow lateral entry for
sworn police officers under the following conditions:

a. The applicant is a current police officer in good standing with an
Arizona law enforcement agency, or

b. The applicant possesses an "inactive" regular peace officer
certification (certified but not currently employed as a police officer)
through the Arizona Peace Officer Standards and Training Board (AZ
POST) and meets all AZ POST requirements for reinstatement as a
certified full-authority peace officer

c. Out-of-state lateral applicants must pass a waiver test or attend
academy and be in good standing with the current agency or have left
in good standing within the past year

THE LATERAL APPLICANT MUST FOLLOW the same procedures and
adhere to the same hiring criteria as all other applicants

HIRING PREFERENCE MAY be given to successful lateral applicants
SALARY

a. May be paid a starting salary above the starting pay range at the
discretion of the Chief of Police and Human Resources director

b. Pay level will be determined through a review of the applicant's
experience as a certified police officer

THE DEPARTMENT WILL CONSIDER reinstatement of former police
officers who have been separated for less than one year and who were
not separated for cause

REINSTATEMENT REQUIREMENTS

a. Applicant must submit a formal request to the HR director and meet
all current minimum standards for police officers including medical
examinations, drug screen, fingerprints, and record checks

b. Investigators may complete an update of the background investigation

to include a polygraph examination covering the time separated from

the department

Applicant will then be referred to the city manager for approval

Upon approval, the applicant will be placed on a reinstatement list

e. The Chief of Police may draw from the reinstatement list

oo
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M. PROBATION
[31.5.8]
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SALARY upon reinstatement will be determined by the Chief of Police

BENEFITS will be reinstated in accordance with Personnel Rules and
Regulations

PROBATION will not be required for employees returning within a year
from date of resignation. A probationary period of six months will be
required for employees returning after a year from date of resignation.

EVERY EMPLOYEE will work satisfactorily for a period of probation in
order to meet the requirement for regular employment in that class. A
temporary appointment cannot satisfy regular employment status.

INITIAL PROBATION shall consist of six months of work for all classes,
except that for police officers, dispatchers/emergency call takers, and
detention officers, the length of time shall be one year from date of class

. ANY CURRENT EMPLOYEE hired into a new position, which has not

been previously held by the employee, will be required to complete an
initial probation

PROBATION EXTENSION: The probation period may be extended one
or more times by the Chief of Police, but the extension period(s) shall not
exceed the length of the original probation

EMPLOYEES SUCCESSFULLY COMPLETING probation are eligible to
use accrued vacation. Officers, dispatchers/emergency call takers, and
detention officers are eligible to use accrued vacation after six months of
their hire date.

N. EMPLOYMENT REGISTER

O. SECURITY
[31.4.6]

Upon hiring an employee to fill a vacant position, HR will notify the remaining
applicants who are deemed qualified and who have successfully passed any
required evaluation process for the position for which they applied that they
are being placed on an employee register for the amount of time advertised.
See City of Chandler Personnel Rule 10 for policy governing employment
registers.

PSS WILL STORE selection materials in a secure area when not being used
or shred them to prevent unauthorized disclosure

+4+
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Summary: This order describes the process for lateral transfer from a specialty,
temporary assignment or a patrol assignment into a vacant patrol position.
Employee transfers are based on maintaining a balance between
organizational needs and employee needs. The objective is to create a fair
and equitable process; however, the division chief has the discretion to make
assignments.

A. POLICY

City of Chandler Personnel Rule 6.02 governs transfers

B. TRANSFER PROCESS

1.
2.

Rev

C. ELIGIBILITY

COMMAND WILL DETERMINE which current patrol vacancy will be filled

SCHEDULING LIEUTENANT will publish available vacancies on a team
roster found in F:\Police\police\share\schedules field ops\team schedules

ELIGIBLE OFFICERS interested in filling a patrol vacancy must complete
and update as necessary their PDINFO Wish List information

AS VACANCIES OPEN, they will be filled utilizing the current PDINFO
Wish List

PATROL VACANCIES will be filled based on seniority according to the
Wish List. It is incumbent on the officer to keep their Wish List selections
up to date at all times.

THREE POTENTIAL MOVEMENTS will be allowed to include placement of
OITs off training

MUST BE ABLE to perform the duties as described within the police officer
job description/classification

ONLY TRANSFER once in a calendar year

REQUESTS for transfer after September 30 will not be accepted

OFFICERS NOT ELIGIBILE:
a. Currently on probation
b. Currently on a 90-day performance improvement plan

D. SPECIAL CIRCUMSTANCES

1.

COMMAND WILL REVIEW TRANSFER requests based on personal
hardships on a case-by-case basis. The division chief will approve
hardship transfers.

COMMANDERS MAY REASSIGN officers within their division in accordance
with MOU guidelines to meet staffing needs

REQUESTS for employee trades are not permitted
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4. OFFICERS WHO VOLUNTARILY ACCEPT an extended temporary duty
assignment (TDY) understand they may forfeit their current assignment
E. COMMAND'’S DISCRETION

The Chief of Police may approve, suspend or deny any request or transfer at
any point in the process in any manner the Chief deems necessary for the
good of the department

+44
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SUMMARY: This policy applies to the security, integrity, and confidentiality of information

obtained, created, or maintained by employees of the Chandler Police
Department via electronic equipment and systems, including the use of email
and the internet

A. POLICY

BECAUSE OF THE SENSITIVITY OF INFORMATION handled by the Chandler
Police Department, it is essential the information is protected from accidental
or unauthorized access, disclosure, modification, or destruction

1.

2.

THE ACCESS, USE, STORAGE, COMMUNICATION, OR PROCESSING of
this information, whether on departmentally provided equipment and
systems or non-departmentally provided equipment and systems, is
under the authority of all applicable regulations, policies, and standards

ALL EMPLOYEES ARE RESPONSIBLE for the protection and proper
communication of department information and the proper use of
department resources

B. DISTRIBUTION OF INFORMATION

1.

C. ELECTRONIC

EMPLOYEES MUST HANDLE AVAILABLE INFORMATION and resources in
compliance with relevant state and federal law and court decisions
regarding the release of public information

USE OF INFORMATION OR RESOURCES by or for the benefit of any non-
employee or third party is prohibited

COMMUNICATIONS USAGE

1.

Rev

Computer-based communication systems, (e.g. email, Internet, MDC,
CAD) are provided to employees for city or department-related
purposes only. Access to these tools is a privilege and not a right.
Direct all questions regarding this policy to a manager, commander, or
Police Department administration.

The department reserves the right to monitor, access, and disclose
the contents of all messages created, sent, or received using its
messaging systems. Users should have no expectation of privacy in
the use of the system.

a. When practical, an employee will be notified prior to his computer and
accounts being audited

b. If an employee cannot be contacted and the circumstances dictate
immediate access, the supervisor is authorized to review the contents
of the employee's computer
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3. VIOLATIONS

a.

Violation of this policy will result in disciplinary action up to and
including revocation of user access to the system, termination, and/or
legal action, if warranted

Users should report any misuse of the department’s communications
systems or violation of this policy to an appropriate supervisor or
department official

D. PERSONAL IDENTIFICATION NUMBERS (PIN),
USER ID, AND PASSWORD SECURITY

1. DO NOT SHARE PINS USED FOR PERSONNEL ACCESS to Police
Department buildings. The security system provider shall immediately
disable any compromised PIN. A new PIN may be issued after a review
of the circumstances under which the original PIN was compromised.

[11.4.4] [41.3.7]

Rev

2. DO NOT SHARE computer User IDs and passwords

E. COMPUTER SOFTWARE AND FILES
INSTALLED ON WORKSTATIONS

1. ONLY LICENSED SOFTWARE approved by the Police Technology
manager and City IT will be installed on City-owned or donated
computers

a.

b.

o

The Police Technology manager or a designee is the liaison with the

City’'s Information Technology Department (City IT)

Any request for software purchased outside City standards requires

written justification from the requester to the Police Technology

manager through the proper chain of command

1) Police Technology manager or a designee will review and approve
software requests

2) The designee will then arrange for City IT to further review and
approve if needed

3) Upon approval, the requesting cost center may purchase the
software

4) Employees may purchase software or hardware with a purchasing
card if pre-approval is obtained prior to purchase as outlined
above

Police Technology Unit receive, inventory, and store most software.

With special approval of the Police Technology Unit, software may be

stored in the Police Department with the end user.

Police Technology Unit will install most software

The Police Technology manager or designee approves development

of Access databases

The Police Technology manager or designee approves any

manipulation or alteration of current software running on agency-

owned mobile, desktop, or handheld computer

2. CITY IT INSTALLS ANTI-VIRUS SOFTWARE on every City-owned or
donated PC workstation or laptop

a.

City IT will provide anti-virus software (Exception: MDC anti-virus
software)
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b. Anti-virus software will automatically check any disk inserted in a unit.
No special steps need to be taken to activate this protection.

c. E-mail received from outside the City is scanned by anti-virus
software before being delivered to the recipient’s mailbox

3. ACJIS/DPS ACCESS IS AVAILABLE through the Versaterm RMS/CAD

application on desktops. A written request for ACJIS/DPS access will be
submitted to the Police Technology manager for approval. If the device

requires access to ACJIS/DPS, indicate it along with the level of access

required (e.g., hot file inquiries, entry or criminal history). After approval,
the Police Technology manager or designee will process the request.

VERSATERM RMS/CAD USERS are added to the system with basic
access and assigned a generic password upon receipt of a New
Employee Checklist from the Professional Standards Section. No
ACJIS/DPS access is assigned. Upon receipt of an authorized Terminal
Operator Certification (TOC) number from the DPS, Police Technology
Unit will assign appropriate DPS access level.

F. CHANDLER JUSTICE INFORMATION SYSTEM (CJIS)

[82.1.1] [82.1.6]

1. PROTOCOL FOR ACCESS AND RELEASE OF CRIMINAL CJIS RECORDS:

Criminal records for incidents that occur in Chandler are stored and
accessed from the CJIS database

a. When any person given security clearance by the department
accesses the criminal records of an individual in CJIS, a tracking
record is created and stored in the database listing:

1) The name of the person accessing the records
2) The name of the subject of the search

3) The date and time of the search

4) Whether the results were printed

5) If printed, the recipient of the records

b. Do not release these records to anyone outside of the law
enforcement/criminal justice community. See General Order A-12
Release of Public Information/P1O for guidelines for release of
information.

STORAGE AND BACK-UP PROCEDURES: The Chandler Police
Department’s Criminal Justice Information System (CJIS) resides on a
computer that is maintained by City IT

a. The database will be backed up with incremental backups every
weeknight and in its entirety every Friday night to tape

b. Tapes are stored in a different building than the storage computer and

are maintained for the previous seven days, the previous four Fridays,

and the previous 12 months

If used, media is not recycled at end of life

Methods of destruction will ensure that data is not retrievable from the

discarded media

oo

3. SECURITY ASSURANCE: Records Management System (CJIS)
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a. Personnel clearance

1)

2)

All new employees, reserves, temporary employees, volunteers,
and other personnel who will have access to departmental reports,
records, and computer systems (CJIS, network, etc.) will have a
successful background check prior to being given rights to access
the Records Management System

The Police Technology manager or designee will assign security
levels and maintain a current list of those who have access rights.
Forward any changes in personnel access requirements in writing
to the Police Technology manager or designee. This includes:

a) Employees newly hired

b) Employees separated from City service

c) Employees on long-term suspension

d) Employees with changes in level of security clearance

b. Passwords

1)

2)

3)

4)

5)

6)

7

Information Technology will assign the user ID upon instructions
from the Police Technology manager and/or his designee

When the user first logs into the CJIS database, the password is
automatically assigned by the system. Give this information to the
user.

Once the user has logged on, the system will ask the user to
change his password to something only he should know. This
password should be a minimum of eight (8) characters long. It
must have at least two alpha (English language) characters
and at least one number.

Every 13 weeks (91 days) the system will prompt the user to
change his password, changing at least three characters within
the old password to ensure security levels are maintained

If the user does not log into the system for 30 to 45 days, the
system automatically denies the user access to the system. To
access the system again, user must contact the Police
Technology manager or the designee to reset the user’s rights
and password. The user must again change the password to
something only that user should know and different than the
previous password.

A user may change passwords at any time through an option
provided within the system

City IT maintains a tracking log when a user logs onto the system
containing the user’s identity and the date and time of the
interaction with the system. This log is available upon request.

4. AUDITS (CJIS): The Police Technology manager or designee will audit

regularly:

a. Criminal records access to ensure information is being used for law
enforcement purposes and forward the audit to the Police Chief, with
a copy to Professional Standards

b. Security levels and forward the audit to the Police Chief, with a copy
to the Professional Standards Section

G. ELECTRONIC REPORT STORAGE

When reports are entered into storage, they are unalterable. Any person with
access rights to the imaging software is able to view any long-form report
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(1998 and before) on their network computer. Various other capabilities are
available to authorized users (e.qg., printing), however, the system
administrator must specifically assign capabilities.

1.

MANAGEMENT: The system administrator who manages the electronic
storage of police reports has the following responsibilities:

a. Evaluate, develop, and maintain the electronic report storage system

b. Grant software access to qualified employees and determine the
extent of access rights allowed

c. Request access to the imaging system from City IT

d. Maintain the login rights to the imaging software

ACCESS REQUIREMENTS: Employees require the following access rights
to be able to use the imaging software:

a. Access to the imaging system (through the system
administrator): This password expires every 90 days; user resets
password or a City IT employee (through the system administrator)
must re-establish access rights

b. Login permissions to the software product (through the system
administrator): To access the imaging software, the user must enter
a password, which never expires. At any given time, the responsible
system administrator may terminate a particular employee’s access to
imaging system or the imaging software.

ELECTRONIC REPORT WRITING SYSTEM AUDITS

a. The Police Technology manager or designee will perform audits to
ensure the information (criminal records) accessed is being used for
law enforcement purposes and forward the report to the Police Chief,
with a copy to Professional Standards

b. The Police Technology manager or designee will audit security levels
and forward the report to the Police Chief, with a copy to the
Professional Standards Section.

BACKUP PROCEDURES (City IT Department)

City IT performs full backups every Friday night with incremental backups
on Monday through Thursday. No backups are performed over the
weekend.

BACKUP PROCEDURES FOR THE VERSATERM RMS/CAD SYSTEMS
(Police Department):

a. Incremental backups are performed daily, Monday through Thursday,
on the data

b. Full backups are performed every week

c. The report writing system administrator will monitor backups weekly
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::é::ﬂ DEPARTMENT B-22 INFORMATION & ELECTRONIC
©- GENERAL ORDERS COMMUNICATIONS
PO;]:fE y Serving with Courage, Pride, and Dedication Subject Effective
200 Social Media 10/23/15
SUMMARY: The Department recognizes the interest in using a variety of media as options

A. DEFINITION

for communication. This policy provides guidelines regarding the use of
personal social media, including social networking, blogging, email, texting and
future forms of digital and/or electronic communication by Chandler Police
Department employees as it relates to matters of departmental concern,
reputation or employee working relations. This policy is in addition to City of
Chandler Regulation CAPA-07.

This policy is to remind and caution employees about the risks and
consequences inherent in using social media. With increased scrutiny by the
public, opposing parties and their attorneys of police officer and civilian
statements, posting information on social media regarding on- and off-duty
activity that may tend to bring the reputation and integrity of an employee or the
department into question is strongly discouraged. Employees are encouraged
to use common sense practices when utilizing various forms of social media so
as not to impair working relationships of this department, impede the
performance of duties, impair discipline and harmony among coworkers, or
negatively affect the public perception of the department.

Social media and social networking have the same meanings as in CC
Regulation CAPA-07.

B. GENERAL GUIDELINES

Rev

1. EMPLOYEES SHALL BE JUDICIOUS in the use and content of any social
media or social networking site; e.g., Facebook, YouTube, Twitter,
Instagram, etc., and shall not post any photograph or commentary that is
divisive or detrimental to departmental operations

2. SOCIAL MEDIA/NETWORKING from personal devices may be used during
authorized breaks or other times with supervisor approval and shall not
disrupt the work environment or interfere with job responsibilities

3. EMPLOYEES SHALL NOT:

a. Use any City equipment to access while on-duty any social media or
engage in social networking, except where the employee has been
assigned a specific responsibility to access such site for a law
enforcement, administrative, or other official purpose approved by the
Chief of Police or designee

b. Use agency e-mail addresses to register for or respond to social
media sites except in the performance of an authorized duty

c. Post any evidentiary material on personal social media or social
networking site

3. POSTING ON, TRANSMITTING TO, OR OTHERWISE DISSEMINATING
through social media any information to which employees have access as
a result of their employment without written permission from the Chief of
Police or designee is strictly prohibited, except employee associations
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may post an official association response to public comments made by
the City or Department. These include, but are not limited to the
following:

a. Data from an ongoing criminal or administrative investigation including
photographs, videos, or audio recordings

b. Photographs of suspects, arrestees, witnesses, victims, crime scenes,
or evidence

c. Personal statements about an on-duty use of force incident that is
pending administrative or criminal review, hearing, trial or appeal

d. Comments related to pending prosecutions

e. Comments related to pending litigation in which the Department or
Department employee is a named party

f. Comments related to criminal matters under investigation by the
Department

g. Information pertaining to any calls for service or phone calls that have
not been made public

h. Recklessly false information about the department, supervisors, co-
workers and City of Chandler officials

i. Comments pertaining to personal grievances, disciplinary action, work
schedule, morale, and complaints about supervisors or co-workers
that do not involve actual wrongdoing, illegal discrimination, corruption
or waste

4. EMPLOYEES WHO IDENTIFY THEIR EMPLOYMENT with the agency on any
form of social media or in any other form of electronic or digital
communication assume the responsibility of representing the department
in a professional manner while employed. Employees shall not post,
transmit or disseminate speech containing obscene or sexually explicit
language, images, or acts and statements, or other forms of speech that
ridicule, malign, disparage, or otherwise express bias against any race,
religion, or protected class of individuals.

5. EMPLOYEES SHALL NOT GIVE THE APPEARANCE they represent or
speak on behalf of the department on any personal, social, or other form
of media

6. ALL DEPARTMENT RELATED SOCIAL MEDIA SITES or pages shall be
approved in writing by the Chief of Police or designee
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9N. / Serving with Courage, Pride, and Dedication
Summary: This order describes the employee suggestion process including tracking and

feedback to the originator of the idea.
A. POLICY

This agency will solicit suggestions from all levels and sections of the
department to promote the continued improvement of police operations and
police service

B. PROCEDURE
1. MEANS OF SUBMISSION

a. Written suggestions will be submitted using the employee’s chain of
command
Rev b. Through City email using grapevine feature “PoliceGrapevine”
c. Employees may also submit suggestions through their representative
employee organization

2. REVIEW BY CHAIN OF COMMAND

a. All written suggestions will be reviewed and comments added at each
level

b. Any level of supervision with the proper authority can approve, deny,
or forward suggestions

3. RESPONSE TO EMPLOYEE AND DEPARTMENT

a. The supervisor making the final decision will respond in writing to the
employee regarding what action, if any, will or will not be taken on the
suggestion

b. The response can be notations written on the original suggestion

+4+
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‘ Subject Effective
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om Serving with Courage, Pride, and Dedication 100 Procedures 06/29/19
Summary: This order establishes procedures for performance evaluations of department
employees.
A. POLICY
[35.1.2]

1. PERFORMANCE EVALUATIONS ARE USED to stimulate employees to
excellence and evaluate employees’ performance by recognizing and
documenting their performance and deficiencies. See City of Chandler
Personnel Rule 13 for policy governing performance appraisals.

2. THE EVALUATION PROCESS is designed to be a fair and objective method
of relating employee performance to departmental goals and objectives

B. FREQUENCY
[35.1.2]
1. PERFORMANCE EVALUATIONS ARE REQUIRED in the foIIOWing
circumstances:

a. At least quarterly during probationary periods

b. Annually, based on the employee's classification date, for all employees
including reserve officers

c. Upon granting a special merit increase

d. Upon transfer or promotion if more than 90 days have elapsed since
last performance appraisal

e. Upon release from initial or promotional probation if more than 90 days
have elapsed since last performance appraisal

f. Upon demotion or salary regression

g. Upon other changes in status as determined by the Human Resources
director

h. Whenever the Chief of Police determines an evaluation is needed

2. SUPERVISORS MAY COMPLETE PERFORMANCE EVALUATIONS at other
than normally scheduled times as circumstances dictate and as directed by
superiors

3. SUPERVISORS MUST DOCUMENT A REVIEW for ALL entry-level
probationary employees of their performance at least quarterly

C. PERFORMANCE EVALUATIONS

1. SUPERVISORS WILL:

a. Complete all annual and probationary performance evaluations,
including supervisor's daybook evaluations on authorized evaluation
forms

b. Follow guidelines specified within this order pertaining to circumstances
under which evaluations should be completed and methodology to be
utilized

c. Ensure completed evaluations are forwarded to the Chief of Police or
designee no later than two weeks before the evaluation is due in
Human Resources. The Chief of Police or a designee may authorize
exceptions to this requirement.
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REGARD PERFORMANCE EVALUATIONS as a counseling tool for:

Evaluating employee’s job performance, strengths, and weaknesses
Identifying personal and organizational goals and objectives
Determining training needs

Promotions and transfers

Reemployment decisions

Disciplinary actions

AN EMPLOYEE'S RATER will normally be his immediate supervisor. The
immediate supervisor will be evaluated by his supervisor regarding the
quality of ratings given to employees.

THE RATER’S SUPERVISOR will complete a review of each evaluation prior
to signing to assess its contents for quality, completeness, and
appropriateness

~ooo0 oW

DUE DATES: All supervisors are responsible for obtaining the evaluation
due dates for all employees under their command and completing all
evaluations due on a timely basis

RATER COMMENTS

a. A rater shall complete a narrative for each category
b. A rater shall specifically explain a performance rating(s) of exceeds
expectations and needs improvement

EMPLOYEE GOALS

a. The rater shall review the previous evaluation to determine whether
previous goals have been completed within the rating period or need to
be extended into the next rating period

b. The rater shall continue previous goals and/or identify new goals and
objectives for the following evaluation period on the forms provided

c. Planning and reviewing goals and objectives should occur within the
rating period, however, at a minimum the review will coincide with
evaluation due dates

EACH EMPLOYEE EVALUATED shall have an opportunity to review the
evaluation with the supervisor and shall sign the appraisal to indicate that
an opportunity for review and to make comments was provided

a. Refusal of the employee to sign does not invalidate the report
b. Adverse Comments
1) No employee will have any adverse comments entered into that
employee’s evaluation without that employee being informed by the
supervisor in a timely manner
2) The employee may, upon request, receive a copy of the adverse
comment
3) An employee may, at that employee’s discretion, attach rebuttal
statements to any material contained in the employee’s evaluation,
which may be adverse in nature
c. Performance appraisals are subject to the grievance procedure
(Personnel Rule 18), but only to the extent that factual information in the
appraisal can be shown to be incorrect. Decisions regarding merit
increases, salary regression, or probationary status made by the Chief
of Police based on the evaluation are not subject to grievance.

9. PROVIDE A COPY OF THE EVALUATION to the employee after it is

completely reviewed
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D. MEMORANDUM OF
EXPECTATIONS
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A memorandum of expectation is a written directive given to an employee
outlining a supervisor’'s expectations of the employee’s performance

1.

2.
3.
4.

E. PEFORMANCE

This step may occur prior to an employee being placed on a performance
improvement plan but is not a mandatory step

Identifies areas of concern to help guide the employee to meet expectations
Is generally documented in an employee’s yearly performance evaluation

A memorandum of expectation is not issued by PSS

IMPROVEMENT PLAN (PIP)
IF A NON-PROBATIONARY EMPLOYEE’'S PERFORMANCE IS RATED
“‘NEEDS IMPROVEMENT” at any time, the immediate supervisor will:

1.

MAKE AND DOCUMENT ATTEMPTS of mentoring and counseling the
employee to assist the employee in improving performance

INITIATE A PERFORMANCE IMPROVEMENT PLAN (PIP) for
performance when the employee fails to respond to training and counseling
efforts. (Supervisor may place an employee on a PIP for behavior or
disciplinary problems.)

REQUEST A PIP NUMBER from PSS and return signed copy of form to
PSS within 15 days

PROMPTLY NOTIFY THE EMPLOYEE and describe those aspects of
performance requiring improvement and the standards that must be met

DOCUMENT THE EMPLOYEE’S EFFORTS to improve performance on
the PIP form

ALLOW TIME FOR THE EMPLOYEE to improve performance prior to his
annual evaluation

DOCUMENT MONTHLY the employee’s progress in the PIP

IF THE EMPLOYEE’S ANNUAL EVALUATION is due before the PIP is
completed, the supervisor will:
a. Conduct the annual rating with a needs improvement in the proper
category with a note of the special re-evaluation that is being conducted
b. Complete a PAR through Oracle Self-Service noting the employee is
not eligible for a merit increase and send the evaluation to HR noting
the PIP with the assigned completion date
c. Not authorize a merit increase until the satisfactory completion of the
PIP
d. If the employee improves performance to a satisfactory level at the end
of the PIP, the rater will;
¢ Rate the employee as satisfactory for the year
¢ Work in conjunction with chain of command to decide on the
appropriate merit increase
¢ Complete a PAR through Oracle Self-Service with an updated annual
evaluation showing improvement to meeting standards to HR
e. If the employee does not improve, continue with the PIP process until
the employee meets standards or is dismissed from employment
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F. RATING CRITERIA

G. EVALUATION INTERVIEW

[33.1.5] [35.1.9]

10.

11.

1.

Page 4

IF THE EMPLOYEE’S ANNUAL EVALUATION is not due before the PIP

is completed, the following process will apply:

a. If the employee improves performance to a satisfactory level, the
employee’s chain of command may rate the employee “satisfactory” for
the year and the employee may receive an appropriate merit increase

b. If the employee fails to improve performance to satisfactory levels,
continue the PIP
e If the employee improves performance to satisfactory levels, the

employee will not receive a full merit increase. The employee’s
chain of command will determine the appropriate merit increase.

EMPLOYEES INVOLVED IN A PIP status shall be suspended from
participating in secondary specialty assignments and extra duty lists until
they have been released from the PIP status and are performing their
primary duties at a satisfactory level. Exceptions may be made with
approval through the chain of command to the commander.

EMPLOYEES ARE SUBJECT to progressive discipline at all times for
performance that does not meet standards

RATING SUPERVISORS SHALL BE OBJECTIVE AND USE CONSISTENT
METHODS in evaluating employees to ensure fairness

a. ltis the responsibility of the rating supervisor to match the criteria listed
in the performance evaluation to the specific tasks of the positions
occupied by the employee as set forth in the job description

b. Weight most heavily criteria reflecting the most essential functions of
the job when making the employee's overall ratings for job factors and
the final overall rating for the evaluation

c. Do not allow personal likes or dislikes for an employee to skew
documented performance

d. Supervisors should understand excellence or weakness in one area
does not indicate overall excellence or weakness.

RATERS SHALL USE THE MEASUREMENT DEFINITIONS from the rating
guidelines of the evaluation form as a basis for the rating score

OBJECTIVE: To provide employees an opportunity to review the
performance evaluation and ask questions about their performance.
Supervisor should:

a. Counsel employees in setting goals, making comments, and advising
the employee of ways to improve performance in the future, if
necessary

b. Commend employees who receive positive evaluations and encourage
them to maintain a high standard of performance

PRIVACY: The evaluation interview should be private. Supervisors should:

a. Anticipate anxiety, tension, and curiosity from the employee and be
prepared to answer questions that may arise
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H. EMPLOYEE TRANSFER

1.
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b. Be aware of the importance of the evaluation to the employee and
provide ample time for the evaluation interview

SELF APPRAISAL: Each employee shall annually complete a self-appraisal.
The supervisor will review the self-appraisal and address any significant
discrepancies with the employee during the evaluation process and review.

COUNSELING: At the end of a rating period, counsel the employee in the
following areas:

a. Results of the performance evaluation just completed

b. Levels of expected performance and goals for the new rating period

c. Career counseling in topics relative to the employee's position, such as
advancement, training, or education

d. The employee's strengths and weaknesses, taking time to provide
details and encourage high quality performance

NO DISCIPLINE OR REMEDIATION: Disciplinary actions should be taken at
the time of deficient performance, not during the evaluation interview.
When necessary, remedial training will be sought to correct deficiencies in
an employee’s performance.

FORWARD AN EMPLOYEE’S evaluation form between supervisors
whenever an employee is reassigned

EACH SUPERVISOR SHALL SUPPLEMENT the evaluation form for the period
in which the employee was under his supervision

a. Reassignment less than 30 days prior to an evaluation date, the
previous supervisor is responsible for completing that employee's
evaluation for the period

b. Reassignment more than 30 days but less than 90 days prior to an
evaluation date, the employee's present and prior supervisors shall
confer on the completion of the evaluation

. PERFORMANCE EVALUATION TRAINING

1.

ALL NEWLY APPOINTED SUPERVISORS will be trained in the preparation,
application, and use of performance evaluations during their supervisor
training. This does not prohibit training for supervisory candidates prior to
date of promotion if such training can be scheduled.

ALL DEPARTMENT SUPERVISORS shall be provided with required
performance evaluation update training to familiarize them with changes in
city or department policy

+4+
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B-25 PERSONNEL FILES

1 Subject Effective
v,  GENERAL ORDERS .
' ;'l']l “ Serving with Courage, Pride, and Dedication 100 Guidelines 07/01/16
Summary: This policy establishes the file content and procedures for the entry or

removal of documents from the employee personnel file.

A. ADVERSE COMMENTS

1. ANY SUPERVISOR WILL NOT ENTER ANY ADVERSE COMMENTS into an
employee’s departmental personnel file without the employee being
informed by the supervisor in a timely manner

2. IF AN EMPLOYEE REQUESTS, that employee may receive a copy of the
adverse comment

3. AN EMPLOYEE MAY, at that employee’s discretion, attach rebuttal
statements to any material contained in the employee’s departmental
personnel file, which may be adverse in nature

B. PERSONNEL FILE TYPES

Figure 1. Types of Employee Personnel Files

Type of File Custodian

1. Official Chandler Human
Personnel File Resources (HR)

2. Department Police

Personnel File Administration

3. Supervisor’s Employee’s
File Supervisor

Contents

Contents include:

Employment documents

Performance and/or disciplinary actions

Payroll related documents

PARs

Sustained disciplinary action (Reprimand and above)

Contents Include:

Emergency contact data

Control forms for keys, etc.

General Orders acknowledgement of receipt
Signed code of ethics

Annual evaluations / PARs (originals in HR)
Work release forms

Sustained disciplinary action

Letters of commendation

Other items requested by the Office of the Chief

Nothing will be removed or copied from Department employee files without prior authorization
from the Office of the Chief. Only employees assigned to this office are authorized to remove
personnel files from this office or storage. Files may not be removed from the Main Station.

Supervisors will forward documents to the Office of the Chief to be included in the above files.
e Current performance notations for day-to-day

entries in preparation for evaluations.

e Probationary employees shall receive quarterly

performance ratings that shall be compiled for use
in the employee’s regular evaluation.

NOTE: Background and medical information are maintained in separated files
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C. RETENTION SCHEDULES
Figure 2: Retention Schedule - Personnel Records
Location Record Ret. Period Remarks
Minimum
1. Human *Performance/Discipline 5years after =~ Chanweb address:
Resources See Personnel Files Policy end of http://chanweb/hr/content/Per
employment  sonnelFiles4-15-10.pdf
2. Police Personnel/background Files Length of To HR upon separation,
Department employment | retained minimum 5 years
*Counseling/Discipline
Rev Level | (Counseling 3 years After date of action
Statement)
Level II S years After date of action
Shooting investigations 10 years After calendar year closed
IA logbook, annual reports, 5 years
and IA Pro
Early Intervention Program 3 years From date of completion of
recommended actions
3. Supervisor Performance notations 1 year Destroy after annual
review
*Employees may request removal from file following completion of required retention

D. SUPERVISORY REVIEW

SUPERVISORS MAY REVIEW subordinates' departmental personnel files

for any official purpose

a. Check the file out for a maximum of 24 hours
b. Never leave the employee’s jacket out of your direct control
c. Log out and in. Employees of the Office of the Chief maintain the log

CHECKING OUT AN EMPLOYEE’S FILE

a. If Administration office is open—request a file in person

b. If Administration office is closed—email the Management Assistant
with request. Administrative staff will place the jacket in a sealed
envelope and leave it with a Records supervisor with your name on it.

RETURNING AN EMPLOYEE’S FILE:

a. If Administration staff is on duty, personally return the file and log the

return

b. If no Administrative staff is on duty, return file in a sealed envelope to
the on-duty Records supervisor. Notify the Management Assistant by

email of the secured location of the file.

c. If the jacket is needed for more than one shift, return the jacket to
Administration (or to a Records supervisor in a sealed envelope with
routing on envelope. Notify Management Assistant by email). Re-

check it out on the next shift.
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Figure 3: Review/Purge Procedures - Human Resources Personnel File

Person Responsibility
1. Employee 1. Employees may request to review their personnel file at any time.
Call or submit a written request to Human Resources.
2. HR 2. Schedules a time for employee to review the file

See Chanweb: Personnel Files Policy Human Resources/Rules, Policies, Labor

Relations/Personnel Rules and Policies

Figure 4. Review/Purge Procedures - Police Department

Person
1. Employee

2. PSS
Commander

3. Employee

4. PSS
Commander

1.

Responsibility
Write a memo or send an email to the Professional Standards
commander requesting to review your own personnel file

Set appointment for employee to review his own file
Review department file in the presence of PSS commander or
designee. List specific items to be removed. No item may be

copied without the approval of the PSS commander.

Review request for retention criteria. Pull the originals from the
employee file, attach to email or memo, and return to employee.

F. MAINTENANCE
[35.1.5]

ALL FILES shall be retained for time listed below: (See the Arizona State
Library, Archives and Public Records Retention Schedule)

a. Training Records Minimum 5 years after termination
b. Personnel File (permanent) Minimum 5 years after termination

+44
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9. GENERAL ORDERS gy
;N ' Serving with Courage, Pride, and Dedication 100 Guidelines 04/27/18
Summary: This order describes police early intervention options for employees.
A. PHILOSOPHY
[35.1.9]
THE CHANDLER POLICE DEPARTMENT HAS A RESPONSIBILITY to its
employees and the community to identify and assist employees who require
additional training or are showing symptoms of job-related stress or
performance problems
1. EMPLOYEES MAY EXHIBIT THESE SYMPTOMS in on-the-job performance
behavior that results in complaints by citizens or decreased job
productivity. The Chandler Police Department has a number of
intervention methods available to assist its employees, including
supervisory coaching, training, critical incident stress management, and
employee assistance programs.
2. THE EARLY INTERVENTION PROGRAM has been implemented to
enhance customer service and to assist the welfare of our employees
B. GOALS

C. PROGRAM OVERVIEW

Rev
—/

D. NOTIFICATION CRITERIA

Rev ,

THE DEPARTMENT HAS DESIGNED THIS PROGRAM TO:

1.

1.

BE A RESOURCE to assist supervisory personnel in evaluating and
guiding employees to perform at their best levels

IDENTIFY JOB PERFORMANCE-RELATED TRENDS and potential problem
behaviors that can be addressed through intervention efforts of the first
and second line supervisors

ALTHOUGH NO SPECIFIC AND UNIVERSAL SET OF CRITERIA can
determine job-related stress and/or job performance problems, it is
important that certain types of criteria be reviewed. These criteria should
include, but not be limited to, Internal Affairs complaints against an
employee, use of force incidents, pursuits, collisions, and employee
performance.

THE EIP PROVIDES A SYSTEMATIC REVIEW of these indicators. Itis
designed to highlight tendencies in regard to complaints, use-of-force
incidents, pursuits, collisions, and performance issues that may otherwise
be insignificant when examined individually.

NOTIFICATION CRITERIA: The Professional Standards Section will notify the
employee’s supervisor when the employee has met the following criteria
within a 12 month period:

1.
2.

3.

Received two or more sustained/not sustained internal investigations
Involved in two or more use-of-force incidents and the review process
indicates training issues or the use of force was non-justifiable
Involved in two or more pursuits
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E. PROCEDURES

Page 2
Involved in two or more collisions in which the review process indicates
not within policy

The Professional Standards Section will coordinate the Early Intervention
Program

1. COORDINATION OF PROGRAM

a.

b.
c.
d.

New
S 4

All notifications will be made using the Chandler Police Department’s
Early Intervention Notification Form

PSS will log and assign a tracking number to all EIP actions

PSS will maintain a copy of all initial and completed EIP notification forms
Some EIP alerts can be documented and closed in IAPro without use of
the EIP form if the reason for the alert is handled through other means
(an employee on a PIP for example)

2. NOTIFICATION OF MET THRESHOLDS

WHEN THE THRESHOLD has been met, the assigned PSS supervisor will
immediately notify the employee’s supervisor that the employee has met
criteria for EIP and initiate the early intervention process using the proper
form with the following information attached:

a.

IA COMPLAINTS

1) Employee’s name and badge/employee number

2) A case number

3) Nature of complaint

4) Disposition and disciplinary action taken (if known)
(Cases pending a disposition or under review will only indicate the
current status of these cases)

USE-OF-FORCE

1) Employee’s name and badge/employee number

2) Police report number

3) Name of subject

4) Date of incident

5) Synopsis of incident

6) Level of force used and extent of injuries, if applicable
7) Any training issues or policy violations

8) IA case number, if applicable

9) Disposition and training issues or policy violations

PURSUITS

1) Employee’s name and badge/employee number

2) Police report number

3) Synopsis of incident

4) Collision involvement

5) Counseling Statement number or IA case number, if applicable
6) Training issues or policy violations

7) Disposition and training issues or policy violations

COLLISIONS

1) Employee’s name and badge/employee number

2) Police report number

3) Synopsis of incident

4) Collision involvement

5) Counseling Statement number or 1A case number, if applicable
6) Disposition and training issues or policy violations
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The employee’s immediate supervisor and chain of command should be
involved in the analysis of any employee identified as qualifying for EIP. This
analysis should be accomplished by reviewing the available documentation
and the PSS reports.

a. REVIEW FACTS AND DOCUMENTATION on each referenced incident and
Internal Affairs complaint, including but not limited to:
1) Police reports
2) Administrative letters
3) Internal affairs case
4) Discussion with the employee and other involved employees

b. CONSIDERATION OF THE TOTALITY OF THE CIRCUMSTANCES
surrounding each incident and/or complaint, knowledge of human
behavior, department policies and procedures, specialty assignment, beat
assignment, and shift assignment, and law enforcement experience
1) Determine what, if anything, could have been done differently to
prevent the incident

2) Decide if there are any similarities between incidents

3) Find out whether other possible indicators of stress are present, such
as an unusual amount of sick leave, tardiness, marital problems, etc.

4) Determine if a trend or pattern of behavior is indicated

5) Determine what measures should be taken to correct the behavior if
intervention is warranted

c. Include the findings and conclusions based on the supervisor’'s analysis,
and a recommended disposition in the Analysis (Summary) Report that

either:

1) No problem or patterns of behavior exists; or
2) Disposition with recommended interventions

a)

b)

C)

d)

Supervisory coaching or mentoring

e The employee may need guidance on work-related issues,
such as how to handle a certain type of situation or how to
improve his performance

e The supervisor may need to implement a performance
improvement plan with the employee

Remediation or training

e The officer may need refresher training in human relations
skills, defensive tactics, cultural diversity, driving, or
department policies and procedures, etc.

e Supervisors should consult with the Training Unit to determine
the availability of training.

Referral to the Psychological Services Program for counseling
or referral assistance (EAP)

e Personal or family counseling

¢ Financial and money management counseling

e Drug or alcohol assistance

Stress Awareness Courses

e Physical fitness programs

¢ Weight management counseling
e Stress management classes

Recommend transfer to another assignment
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4. TIME REQUIREMENTS
Figure 1. EIP Actions TImeline

Responsible

Time Limit Action
Person
Supervisor Within 15 days of Forward through the division chief a copy
receipt of notification of the natification with recommendations

for further training, coaching, or counseling
to PSS

The PSS a. Review summaries for consistency and

Lieutenant may inform the Police Chief of

recommendations and returns to
supervisor for implementation

b. Forward to supervisor for
implementation

Supervisor a. Implement recommendations

b. When the employee completes the
recommended actions, forward the
original natification form to PSS with:
1) Date of completion, and
2) Results of recommended actions

PSS Retain 3 years from Retain and track original reports

date of completion of

recommended actions

5. EMPLOYEE NOTIFICATION
The employee will be fully informed of the findings and disposition

F. IMPLEMENTATION
OF RECOMMENDATIONS

1. A SUPERVISOR MAY DIRECT DEPARTMENTAL EMPLOYEES to participate
in counseling and/or training or counseling and/or training may be
voluntary

a. The division chief will make a determination as to whether the referral
will be mandatory or suggested

b. Some recommendations may require coordination through the City of
Chandler Human Resources Division

2. COACHING, TRAINING, COUNSELING, AND TRANSFERS are some options
available as supervisory recommendations and are not to be viewed as
punitive or considered to be disciplinary action

3. THE CHIEF OF POLICE MUST APPROVE all transfer of personnel

G. ANNUAL ADMINISTRATIVE REPORT
The assigned Professional Standards Section supervisor will complete a
documented annual evaluation of the Early Intervention Program’s effec-
tiveness
+44
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EARLY INTERVENTION PROGRAM NOTIFICATION FORM

EMPLOYEE NAME

BADGE # or
CIVILIAN EMPLOYEE #

EARLY INTERVENTION
PROGRAM NUMBER

NOTIFICATION INITIATED BY: DPROFESSIONAL STANDARDS DSUPERVISOR

EMPLOYEE EARLY WARNING NOTIFICATION CATEGORY:

] IA COMPLAINTS

[ ] Uses oF
FORCE

[ ] Pursuits

[ ] PERFORMANCE
ISSUES

] POLICE SHOOTING

INCIDENT

[ ] COLLISIONS

SUMMARY

SUPERVISOR REVIEW & ACTION PLAN

(RETURN TO PSS WITHIN 15 DAYS)

] CoACHING/ COUNSELING

D INFORMAL TRAINING

] FORMAL TRAINING

[ ]cCISm

] EAP REFERRAL

] OTHER

DATE ACTION PLAN INITIATED

DATE ACTION PLAN COMPLETED

SIGNATURES

BADGE # or Civilian
Employee #

DATE

EMPLOYEE

SUPERVISOR

LIEUTENANT

COMMANDER

ASSISTANT CHIEF

PROF. STANDARDS

PLEASE ATTACH YOUR ACTION PLAN AND COMPLETE THE NARRATIVE

F: Police/Police/PSS forms/Early Intervention/Early Intervention Program Notification Form
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CHANDLER POLICE DEPARTMENT
EARLY INTERVENTION PROGRAM NOTIFICATION FORM

NARRATIVE

F: Police/Police/PSS forms/Early Intervention/Early Intervention Program Notification Form
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Summary: This order covers employee speech rights, including employee associations’
activities.

A. POLICY
EMPLOYEES ARE ENCOURAGED to express their views in a responsible and
productive manner; however, employees contemplating speech activity
should carefully review the following rules and procedures

B. SPEECH UNPROTECTED
AS A MATTER OF LAW
EMPLOYEES SHALL NOT PUBLICLY CRITICIZE departmental operations,
policies, or personnel by speech, writing, or expression in any manner when
speech is factually inaccurate or made with a reckless disregard for its truth
or falsity

C. OFF-DUTY SPEECH
UNRELATED TO EMPLOYMENT
EMPLOYEES OFF DUTY AND OUT OF UNIFORM enjoy the same speech rights
as other citizens except for specific restrictions imposed by departmental

policy

D. GRIEVANCE PROCEDURES

1. SEE GENERAL ORDER B-13.100.J for policy references governing
grievance procedures

2. EMPLOYEES MUST OBTAIN PERMISSION from the Police Chief to
circulate any petitions, questionnaires, or other material relating to
employee grievances or conditions of employment while on duty and/or
while in uniform and/or while on department property which is not open to
the public

E. PUBLIC APPEARANCES
REPRESENTING THE DEPARTMENT

Rev 1. EMPLOYEES MUST OBTAIN PERMISSION from their commander prior to:

a. Making any public appearance officially representing the department
or giving the impression that they are representing the department

b. Making any speeches or presentation to any civic club, religious
gathering, private or public organization, or any other organized
gathering while in departmental uniform, whether on or off duty

2. OFF-DUTY EXPRESSION of personal views by employees in their capacity
as private citizens is not covered by this rule. However, if employees
indicate by word, deed or appearance that they are representing or
speaking on behalf of the department permission from their division chief
is required.
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F. NEWS MEDIA REQUESTS
1.

Page 2

EMPLOYEES WILL REFER ALL NEWS MEDIA INQUIRIES concerning
information under the control of the department to the public information
officer or command officer in charge per General Order A-12

EMPLOYEES OF THE APPROPRIATE SECTION will fulfill informational
requests, such as statistics, crime prevention programs, or youth service
programs

G. ON-DUTY SPEECH RESTRICTIONS

1.

2.

EXTERNAL EXPECTATIONS

a. Employees on duty or in uniform should refrain from using indecent or
profane language

b. Employees shall be courteous to citizens, maintain command of their
temper, and refrain from coarse, boisterous, or insolent language

c. Employees will provide their name and badge or employee number
upon request

INTERNAL EXPECTATIONS

a. Employees will treat supervisors, subordinates, and associates in a
respectful manner

b. Employees will not make personal attacks that ridicule, belittle, or
defame another member of the department

c. Employees will not use epithets or terms that tend to degrade a
particular race, religion, sex, or ethnic group

H. EMPLOYEE ORGANIZATIONS

1.

3.

Employees have the right to join employee associations that comply
with the laws of this state and have freedom to present proposals and
testimony to the governing body of any city, town, county or fire district
and their representatives. A person shall not be discharged, disciplined or
discriminated against because of the exercise of these rights.

CHANDLER CITY CHARTER 2.05 states, “It is in the public interest to
promote the improvement of employer/employee relations by providing a
rational structure to resolve differences and enter into agreements
through a "Meet and Confer" process,” however, (d) “Strikes by municipal
employees in the City of Chandler are strictly prohibited in order to insure
the safe and orderly delivery of services as well as the protection of lives
and public safety.

BULLETIN BOARDS

a. Employee organizations may maintain bulletin boards that are exactly
the same as the bulletin boards of other organizations for the purpose
of posting meeting announcements or advertising products with the
organization’s logo on them

b. The Employee Organization has exclusive use of such bulletin boards
to communicate any information to its members, provided the material
is not abusive of any person or organization, which complies with laws



EMPLOYEE SPEECH RIGHTS & OBLIGATIONS - Limitations CPD GO B-27.100
111513 Page 3

regulating the political activities of City employees and which is not
disruptive of the City’s operations

4. ANNOUNCING MEETINGS: Employees and/or organizations may use the
department’s email (intranet) to send out PoliceAll messages announcing
meetings.

a. These messages will contain ONLY the time, date, and location of the
meetings and will NOT contain any agenda announcements or other
commentary (including links) on what will be occurring at or during the
meetings, unless previously approved by the Office of the Chief of
Police for the good of the department

b. See General Order A-02.500 for other email policy guidelines

5. DISTRIBUTING INFORMATION: Employees and/or organizations will NOT
use the department’s email, whether internally or externally sent (through
the internet), to distribute newsletters, commentary, or any other
information to include links to their organizations’ home pages

6. RECRUITING MEMBERS during the probationary period by employee
organizations will be limited to the following guidelines due to the
enormous amount of information a new employee must assimilate during
this period:

a. The Employee Organization may have one-half hour to talk to and
possibly sign newly sworn police officers during the post-academy
training period to explain the rights and benefits of the MOU

b. All other employee organizations may recruit an employee at the
completion of the FTO/OJT period during off-duty hours

7. DISPLAY OF FLAGS AND LOGOS: Do not display organizational flags
and/or logos in the community room or elsewhere in the department
except on an individual’s desk in the individual's assigned work area
(display not to exceed 12 inches by 18 inches)

8. ACTIVITY INTERFERING WITH WORK: Supervisors may prohibit
discussions of any kind that interfere with work; however, they will not
otherwise discourage discussions about organizations

+44+
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SUMMARY: This policy establishes the procedure for certification and use of
bilingual translators within the Police Department

A. POLICY

It is the policy of the Chandler Police Department to meet, in every
practical way, the needs of our community. One such way is through
the use of bilingual Chandler Police Department employees. Only
Spanish-speaking translators are currently compensated within the
Police Department. Other language needs are handled through the
AT&T Language Line.

B. APPLICATION PROCEDURE

1.

C. PAY INCENTIVES

HUMAN RESOURCES administers the two-tiered translation
program

INTERESTED, QUALIFIED BILINGUAL EMPLOYEES who have
been released from the Field Training Program or successfully
completed probation for civilians, shall submit a memo through
their chain of command requesting to be tested

THE DIVISION CHIEF forwards requests to PSS

PSS SUBMITS A COMPLETED PAR to Human Resources who
coordinates the testing process

OFFICE OF THE CHIEF OR DESIGNEE - appoints a Program
Manager to oversee the translation program

Figure 1. Pay Incentives for Certified Translators

Sworn Employees | Civilian Employees

Intermediate Level | Additional 2.5% of $600 annually paid in 26
base wage/salary equal installments

Advanced Level Additional 5% of $1200 annually paid in

base wage/salary 26 equal installments

D. SCHEDULING

1.

2.

Translators are subject to schedule changes and call outs

At shift pick, Advanced Level translators may select the available
X-ray or beat positions at Main Station (only two per team) before
those that are certified at the Intermediate Level. This process is
completed by seniority within each level.
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E. CERTIFICATION

Rev
S

F. TRANSLATOR USAGE

Rev
—

Page 2

An American Council of Teachers of Foreign Languages (ACTFL)
representative evaluates each person seeking language certification

1.

STANDARD: Each person's ability to speak and understand a
foreign language will be assessed in accordance with the US
Government Language Skill Level Description Scale

TESTING REQUIREMENTS

a. Successful completion of a verbal evaluation

b. Successful re-evaluation every five years

c. Retesting: Persons not passing the minimum standards will be
counseled on how they can improve their language skills and
be allowed to re-test in 60 days

Any police employee may request the assistance of the department's
language translators

1.

While on duty, Certified Translators may be asked to translate for
another Chandler Police Department employee

If a Certified Translator is asked to translate, the officer assigned
disposition of a call remains responsible for all necessary
paperwork needed to complete the report

a. The information will be gathered by the Certified Translator
and reported to the case officer. The call for service may
require the Certified Translator complete a supplemental
report.

b. The nature of the call for service or a Supervisor may dictate
that the Certified Translator assume the investigation and be
assigned as the case officer

CERTIFIED SWORN PATROL TRANSLATORS WILL BE
ISSUED A MOBILE COMMUNICATION DEVICE (MCD) or a
MCD stipend and may be subject to call outs per departmental
guidelines upon authorization (See B-19.200G Mobile
Communication Device policy)

THE AFFECTED SUPERVISOR will use an on-duty translator
whenever possible. If none are available, the supervisor may call
out an off-duty translator.

ONE OF THE DEPARTMENT'S CONTRACTED TRANSLATION
SERVICES may be used when no translators are available
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G. LANGUAGES
OTHER THAN SPANISH

Any employee may utilize one of the contracted translation services

1. BOTH VOIANCE AND LANGUAGE LINE SERVICEs are
available for phone translations

2. TRANSLATION PHONES THROUGH VOIANCE are available in
the lobby of all three precincts and in Victim Services. These
phones have dual handsets and establish a three way
conversation with the citizen, police employee, and translator.

3. VOIANCE PROVIDES A MOBILE APPLICATION that can be
downloaded to any smart phone or tablet. Use of application
requires supervisor approval because of per-minute cost.

H. TRANSLATION SERVICES
FOR THE HEARING IMPAIRED
1. Dispatch maintains a current list of call out interpretation services
2. AZ Relay Service (7-1-1)

3. The Voiance mobile app provides a video call option for ASL

+44
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A. PURPOSE

The purpose of this policy is to ensure equal opportunity and effective
employment practices to include recruiting, testing, hiring, compensation,
assignment, use of facilities, access to training opportunities, supervision,
performance appraisal, discipline and workplace safety and security, while
maintaining positive morale by avoiding actual or perceived favoritism,
discrimination or other actual or potential conflicts of interest by or between
members of this Department.

B. DEFINITIONS

Term Definition
1. Business Serving as an employee, independent contractor, compensated
relationship consultant, owner, board member, shareholder or investor in an

outside business, company, partnership, corporation, venture or
other transaction where the Department employee's annual interest,
compensation, investment or obligation is greater than $2,000

2. Conflict of interest

Any actual, perceived or potential conflict of interest in which it
reasonably appears that a Department employee's action, inaction,
or decisions are or may be influenced by the employee's personal or
business relationship

3. Nepotism The practice of showing favoritism to relatives over others in
appointment, employment, promotion or advancement by any public
official in a position to influence these personnel decisions

4. Personal A relationship involving cohabitation or a dating, intimate or romantic

relationship relationship beyond mere friendship

5. Public official

A supervisor, officer or employee vested with the authority by law,
rule or regulation or to whom authority has been delegated

6. Relative

A parent (natural, adoptive, step, or in-law), spouse, child (natural,
adopted or step) aunt, uncle, niece, nephew, or grandparent
(natural, adoptive or step) or sibling (full, half, step or adoptive)

7. Subordinate

An employee who is subject to the temporary or ongoing authority of
a supervisor

8. Supervisor

An employee who, either temporarily or on an ongoing basis, is a
subordinate employee’s immediate supervisor with authority over
the employee’s actions, decisions, evaluation and/or performance

C. RESTRICTED DUTIES
AND ASSIGNMENTS

The Department will not prohibit all personal or business relationships
between employees. However, in order to avoid nepotism or other
inappropriate conflicts of interest, the following restrictions apply:

1. Employees are prohibited from directly supervising, or being directly

supervised by, any other employee who is a relative or with whom they
have a personal or business relationship
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a. If circumstances require that such a supervisor/subordinate
relationship exist temporarily, the supervisor shall make every effort
to defer matters pertaining to the involved employee to an
uninvolved supervisor

b. When personnel and circumstances permit, the Department will
attempt to make every effort to avoid placing employees in such
supervisor/subordinate situations. The Department reserves the
right to transfer or reassign any employee to another position within
the same classification in order to avoid conflicts with any provision
of this general order.

2. Except as authorized by the Chief of Police, employees are prohibited

from participating in, contributing to or recommending promotions,
assignments, performance evaluations, transfers or other personnel
decisions affecting an employee who is a relative or with whom they
have a personal or business relationship. Any such employee shall
disclose the nature of the relationship to the Professional Standards
Section prior to taking any action described in this paragraph.

Field Training Officers (FTOs) will not be assigned to train relatives or
persons with whom they have a current or ongoing business or personal
relationship

Except as required in the performance of official duties, to avoid actual
or perceived conflicts of interest, employees conducting an investigation
shall refrain from developing personal or business relationships with
victims, witnesses, informants, suspects, or other individuals involved in
that investigation while the matter is pending active investigation by the
police department, or is being reviewed or actively prosecuted by a
prosecutorial agency

D. EMPLOYEE RESPONSIBILITIES

Prior to entering into any personal or business relationship or other
circumstance that the employee knows or should know could create a
conflict of interest or other violation of this policy, the employee shall
promptly notify his/her uninvolved, immediate supervisor or next level
supervisor

E. SUPERVISOR RESPONSIBILITIES

Upon being notified of or otherwise becoming aware of any circumstance
that could result in or constitute an actual or potential violation of this policy,
a supervisor shall take all necessary steps to promptly mitigate or avoid
such violations whenever possible. Promptly notify Professional Standards
Section of such actual or potential violations.

+44



<=, CHANDLER POLICE |°*
(:“;Em%; DEPARTMENT C-01 COMMUNITY RESOURCES
‘©° GENERAL ORDERS SECTION
‘?"Ogﬁc‘*‘ /' Serving with Courage, Pride, and Dedication Subject Effective
100 Organization 07/20/18
Summary: This order is designed to make every employee aware of available

community policing programs and how these programs operate to increase
the number of citizens participating in the most effective and efficient manner
possible.

A. POLICY
[45.2.1]
1. CHANDLER POLICE DEPARTMENT WILL ENCOURAGE and assist in
the development and implementation of community policing programs to
maximize our citizens’ crime prevention effort

2. ALL DEPARTMENT EMPLOYEES ARE ENCOURAGED to establish
and maintain direct contact with the community, creating an air of
cooperation and service to identify issues of concern before they become
problems while increasing public confidence in the department

3. ALL DEPARTMENT EMPLOYEES WILL promote good community
relations

B. ORGANIZATION
[45.1.1] [45.1.2]
1. THE OPERATIONAL SUPPORT BUREAU COMMANDER WILL:

Establish goals and objectives

Prepare operational and capital requests

Prepare written recommendations regarding personnel resources
Prepare annual budget for section

Administer section budget

Identify training needs using various means, including internal
investigations and citizen and employee suggestions

~poooTw

2. THE COMMUNITY RESOURCES LIEUTENANT is responsible for the
following:

a. School Policing Unit provides the following community services:
1) School Resource Officers
2) Law Enforcement Related Education

=3

Crime Prevention Unit: See General Order C-11

Critical Incident Stress Management Team (CISM): See General
Order B-08

Community Outreach Programs

Organizing Interlingua Training

Park Rangers Unit: See General Order C-05

Detention Services Unit

Reserve Officer Program: See General Order F-20
Housing Investigative Specialist: See General Order C-11
Cadet Program: See General Order C-11

Volunteer Program: See General Order C-01

o

~T T Samoeo
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3. THE SPECIAL OPERATIONS LIEUTENANT is responsible for the following:

e N

Training Unit: See General Order B-15

Firearms Training Unit: See General Order E-02
The K-9 Unit: See General Order F-17

The Bicycle Team: See General Order F-03

SWAT: See General Order E-33

Criminal Apprehension Unit: See General Order D-19
Mobile Field Force

UASI/Homeland Security

PD EOC Coordinator

THE TRAFFIC SECTION LIEUTENANT is responsible for the following:

aoow

e.

Traffic Enforcement Unit
DUI Enforcement Unit
Vehicular Crimes Unit
Impound Unit

Special Events

Rev ) C. REPORTING RESPONSIBILITIES

[45.1.1] [45.2.1[44.1.3]

The Community Resources lieutenant or designee is responsible for the
following documented evaluations:

1. AN ANNUAL EVALUATION to analyze the effectiveness of the
department's crime prevention/community relations programs. Information
gained will be a part of a system for community input into the
development of community relations and crime prevention programs,
including:

2.

a.

b.

Recommendations for targeting programs by crime type and
geographic area based on analysis of local crime data
Recommendations for targeting programs to address community
perceptions or misperceptions of crimes

AN ANNUAL EVALUATION on juvenile enforcement and prevention
programs including:

a.

b.

A quantitative and qualitative evaluation of the elements of each
program

Recommendations for each program to function as is, be modified, or
be discontinued

+4+
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Summary: This order is designed to make every employee aware of available youth

programs provided by the Chandler Police Department

A. POLICE SCIENCE COURSE
[45.1.1] [44.2.4]
1. OVERVIEW

a. The Chandler Police Department, in cooperation with Basha High
School, sponsors a police science course

b. The course is designed for students who are interested in pursuing a
career in law enforcement or related field and is taught on the high
school campus

c. The juvenile specialist teaches police science

2. THE PROGRAM IS DESIGNED TO FOSTER an atmosphere of trust and
understanding between juveniles and the law enforcement community.
The juvenile specialist shall spend a great deal of time on campus,
available to the general student population to answer questions and
maintain high visibility.

B. SCHOOL RESOURCE OFFICER
[44.2.4] [45.1.1]
1. OVERVIEW: The Chandler Police Department has formed a partnership
with the school districts in Chandler to staff the high schools and junior
high schools with School Resource Officers (SROs)

2. THE SROs PROMOTE:

Sensitivity and respect for all individuals

An environment of nonviolence

Clear behavioral expectations

Proactive security measures

Emergency response plans

Recognition for positive behavior

A sense of community on the school campus

@*poooTow

3. THE SROs WILL TEACH Law-Related Education (LRE) in their assigned
schools which includes:

a. The teaching of rules, laws, and the legal system that actively involves
students

b. Preparing students for responsible citizenship and providing
instruction in legal rights, responsibilities, and the role of citizens

c. Requiring students to practice the application of LRE in potential real-
life situations

Rev d. Teaching and facilitating four youth academies per year
/ e. Teaching and facilitating four wilderness trips per year
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C. COMMUNITY INTERACTION
[44.2.4] [44.2.5]
1. The department encourages employees to participate in youth activities
which may be through departmental programs or church and civic groups
that provide support to youth activities

2. The department supports activities and services provided by Boys and
Girls Club of Chandler, YMCA, etc., through mentoring programs,
training, and volunteer work, providing assistance whenever possible

D. PROGRAM EVALUATION
[44.1.3]
The School Resources Unit supervisor will complete an annual evaluation of
all juvenile enforcement and prevention programs and forwarded through the
chain of command to the Chief, including:

1. A quantitative and qualitative evaluation of the elements of each program

2. Recommendations for each program to function as is, be modified, or be
discontinued

+44
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Summary: This order establishes guidelines for the Volunteers In Policing (VIP)
program.
A. POLICY
[45.1.2]
1. VOLUNTEERS MAY BE ASSIGNED to work in areas throughout the

2.

department as needed

THE MISSION of the VIP Program is to support members of the Chandler
Police Department in providing police service and to promote community
partnership

B. APPLICATION PROCESS
[16.4.2] THE RECRUITMENT/APPLICATION PROCESS for volunteers is as follows:

1.

2.

C. REGULATIONS
[16.4.1][16.4.3]

Completion of volunteer application and background packet

Interview upon satisfactory review of the application by the volunteer
coordinator and potential supervisor (when applicable)

Background investigation, including fingerprints, an identification

photograph, pre-polygraph and polygraph test examination

a. Evaluate the person’s skills and recommend an appropriate
assignment

b. Assign the volunteer to a specific unit to be supervised by that unit’s
supervisor

Upon selection for a position, the volunteer will:

a. Complete the appropriate paperwork (VIP Work Agreement, Volunteer
Statement of Accountability, and Emergency Contact sheet)

b. Receive a “Volunteers in Policing Handbook,” photo identification, key
fob, and a department-issued polo shirt

c. Be given a tour of the department

d. Receive job-specific training

ALL VOLUNTEERS within the department will have an opportunity to
contribute to the overall quality of service to the community by adhering to the
following regulations:

1.

2.

Work assigned schedule unless ill or immediate supervisor has granted
their absence

Attend orientation and training sessions as scheduled
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Respect the function of the department's paid staff and contribute fully to
maintaining a smooth working relationship between paid/volunteer staff

Complete assignments effectively and seek the assistance of immediate
supervisor when necessary

Consult with supervisor and/or the volunteer coordinator before assuming
any new responsibilities affecting the department

Respect and accept the department's rights to dismiss volunteers for such
reasons as poor performance, poor attendance, unwillingness to accept
directions, releasing secured information, or any other reason deemed
appropriate by the Chief of Police or designee

Notify the volunteer coordinator and/or the designated supervisor in
writing at least two weeks in advance of resignation or requesting a leave
of absence surpassing one month

Exercise caution when acting on the department's behalf

May take personal breaks when reasonable and necessary

Not report for or be on duty while under the influence of alcohol or drugs.

The odor of an alcoholic beverage shall be considered presumptive
evidence.

. Discuss rescheduling arrangements with supervisor when taking

medications that may cause drowsiness or which in any way hampers
normal work assignment

If a volunteer is at any time required to wear a uniform while providing
services as a volunteer, the uniform shall be clearly distinguishable from
that of a sworn officer

In the event of a natural disaster or citywide emergency, if available,
volunteers should report to the Police Department for assignment or
contact the volunteer coordinator to determine if services are needed

REMEMBER: Volunteers are not commissioned with sworn officer status

D. VOLUNTEERS’ RESPONSIBILITIES

[16.4.1]
1.

2.

POLICIES AND PROCEDURES: Volunteers will become familiar and
comply with departmental policies and procedures

ASSIGNED DUTIES:

a. Volunteers will only perform assigned duties

b. Volunteers will not access or release confidential information such as
computer records or criminal history data other than in the
performance of their assigned tasks
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c. If unable to complete a task or if absent for some reason, volunteers
will notify their supervisors or the volunteer coordinator

3. DRESS REGULATIONS: Volunteers will comply with the clothing
regulations for the non-uniformed employees of the unit to which they are
assigned (see GO B-05 Uniform and Dress Regulations).

4. IDENTIFICATION: Each volunteer will be provided identification to be
worn while in any department facility. The identification will be
surrendered at the conclusion of their service to the department.

5. TIMESHEETS: Hours donated by volunteers must be accounted for on a
monthly basis by submission of timesheets each month to the volunteer
coordinator

E. VOLUNTEER COORDINATOR’S
RESPONSIBILITIES

The volunteer coordinator is responsible to the Community Resources
lieutenant for the following functions:

1. Supervision of volunteers in designated programs (e.g., motorist assists,
fingerprinters, etc.)

Coordination of all volunteer assignments

Maintenance of VIP records

Periodic review of all VIP-related material distributed by the department

Volunteer recruitment, development, training coordination, and retention

F. PROGRAM EVALUATION

The volunteer coordinator will submit a monthly report to the section
commander including the following items:

aRrowbn

The number of volunteers used

The hours worked

The tasks assigned

Projected departmental savings

Annual review of the overall effectiveness of the program

+44
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Summary: This policy provides guidelines for the use of Motorist Assist (MA), volunteers

in aiding the citizens of Chandler with vehicular problems.

A. PROGRAM DESCRIPTION
[16.4.1] [16.4.2]
1. THE MOTORIST ASSIST PROGRAM IS STAFFED by uniformed civilian
volunteers who are trained to provide assistance to motorists who have
encountered vehicular problems while driving

2. MAs WILL WORK CLOSELY WITH SWORN personnel and may assist
at vehicular accident scenes, do traffic control, or perform other assigned
duties for which they have been trained

3. MAs WILL REMAIN SERVICE-ORIENTED as opposed to enforcement-

oriented
B. CHAIN OF COMMAND
(ADVISORS)
1. THE COMMUNITY RESOURCES SECTION will select and train MAs
2. CHAIN OF COMMAND to accomplish program policy:
a. Volunteer Coordinator: Oversees program (department paosition)
Sy, b. Precinct Administrative Supervisors: Motorist Assists are assigned to
a precinct and report directly to the Administrative Supervisor. The
supervisor addresses day-to-day operational needs of the MA, and is
the liaison between the MA and the Volunteer Coordinator
c. Motorist Assist: Volunteer
C. TRAINING
[16.4.1]

1. CLASSROOM TRAINING includes:

a. Approximately 40 hours classroom instruction and practical exercises

b. Observation in the ride-along program with Patrol, Communications,
Chandler Fire Department, another Motorist Assist, and Chandler City
Courts observation

2. FIELD TRAINING

a. The MA will be assigned to a Motorist Assist Field Trainer for a
minimum of 50 hours of field training

b. Further hands-on training will be required on a case-by-case scenario

c. The MA will be exposed to as many of the following tasks as possible:

1) Abandoned vehicle reports

2) Citations for city parking violations
3) Code 34 (abandoned vehicle) calls
4) Bicycle registrations



Motorist Assist Program
12/16/16

D. RESPONSIBILITIES
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5) Found property calls

6) Assist at accident scenes which must include traffic
control/placement of cones

7) Vehicle lockout

THE MA MUST DEMONSTRATE PROFICIENCY in the following areas
to be released to solo status:

a. A competent level in driving a motor vehicle in both stress and non-
stress situations

b. An exceptional ability to deal with the public

c. Aknowledge of and ability to apply Chandler Police Department
general orders and policies and procedures as they relate to their
duties

d. A competent ability to utilize the MDC and portable radio

THE VOLUNTEER COORDINATOR will determine if the MA has
successfully completed the field-training program after reviewing the daily
evaluations and talking with the Field Trainer

MAs WILL BE TRAINED to handle the following calls:
(Do not add to this list)

Motorist assists

Traffic control (Cannot direct traffic in an intersection)
Missing person searches

Found property

Parking enforcement (Handicapped, fire zone, time limitations,
abandoned vehicles)

Bicycle registration

Vehicle lockouts (See E.1)

961PP

Vacation watch

Construction site frequent patrol

Public Facility Checks

cooop

T Toa

THE MAs WILL NOT:

a. Handle narcotics calls or found property calls where there is an
indication that the property might be evidence of a crime

b. Become actively involved in criminal investigation unless authorized
by a sworn supervisor, but will assume the role of a good witness in
any criminal activity observed and immediately report the activity to
dispatch or a sworn officer

c. Engage in any activity while on duty that would place them in the role
of a sworn law enforcement officer and/or subject them to
unreasonable and unnecessary hazards

THE ON-DUTY SERGEANT will supervise the MA

MAs MAY BE VOICE DISPATCHED through Communications or may
on-view an incident for which they are trained
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1. UNLOCKING VEHICLES: MAs will ensure the “Lockout Waiver of
Liability” form is completed necessary to unlock vehicles. Chandler
Police Department will only unlock vehicles in circumstances when other
alternatives have been attempted

2. MAs WILL TURN IN A DAILY LOG SHEET to the precinct administrative
sergeant at the completion of each shift for program evaluation

Motorist assist will work a minimum of 16 hours per month
+4+4
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Summary: This order is reserved for future use. Chandler Police Assistance Board

policy has been removed.
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Summary: This order describes the department’s bicycle licensing program.
A. POLICY
1. CHANDLER CITY CODE, CHAPTER 13
a. Encourages all persons operating or using a bicycle on city streets to
obtain a license from the Police Department
b. Does not require non-residents operating a bicycle within the city to
have a city license
c. Encourages all new and second-hand bicycle dealers to inform the

purchasers of the provisions of Chapter 13.

2. THE SUPPORT SERVICES SECTION MANAGER has overall
responsibility for the bicycle license program, exercised through the
Records Unit
B. ACCOUNTING PROCEDURES

1. THE FORMS CONTROL DESIGNEE will maintain a minimum supply of
100 registration forms and licenses

2. THE SUPERVISOR

a.

b.

Ensures the FCD reorders the registration forms and licenses when
stock reaches the minimum

Ensures all persons authorized to register bicycles receive instructions
on the completion of the registration form

3. RECORDS UNIT PERSONNEL

Rev

Log any registrations issued to officers

Ensure licenses are issued in sequence

Enter the registration information in RMS after running a “stolen” (10-
29) check. If the bicycle is found to be stolen, request a call for service
from Dispatch and provide the assigned officer with any additional
information.

4. DO NOT CHARGE OR COLLECT ANY FEES for the purposes of
registering bicycles

C. LICENSING PROCEDURE

1. AT THE POLICE STATION: The Records Unit will license and register
bicycles within the police station

a.
b.

C.

Complete appropriate forms

Check the serial number through ACIC/NCIC to determine if a stolen
report exists on the bicycle. If the bicycle is stolen, request a call for
service from Dispatch and provide the assigned officer with any
additional information.

Write "NEG" on the bottom of the registration form if the stolen check
is negative
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Place the license with the serial number engraved thereon on the
bicycle's vertical frame support tube

Process bicycles with a defaced or altered serial number as stolen and
follow appropriate steps

2. CRIME PREVENTION OFFICERS register bicycles through the

3.

Neighborhood Watch Program

THE COMMUNITY RESOURCES SECTION AND THE FIELD
OPERATIONS BIKE TEAM will assist in licensing of bicycles by
conducting licensing drives and bike rodeos as frequently as possible at
locations such as school and parks following above procedures

4. WEB SITE

a. Citizens may register bicycles via the department’s web site
b. Check serial number through ACIC/NCIC to determine if a stolen

report exists on the bicycle. If stolen, request a call for service with
Dispatch and provide the assigned officer with any additional
information.

If stolen check is negative, a records specialist will complete the
bicycle registration form and then mail the following to the citizen:
1) A copy of the registration form

2) The license tag

3) A copy of the electronic request

D. ENFORCEMENT PROCEDURES

Enforcement action taken on any bicycle violation is left to the discretion of
the officer. These guidelines for enforcement are suggested:

1.

MINOR VIOLATIONS (e.qg., riding left of center, riding double, equipment
violations): Written or verbal warnings

SERIOUS VIOLATIONS (e.qg., stop signs): Traffic citation or written
warning

ACCIDENTS: Enforcement actions appropriate to the violation

+4+
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Summary: This order establishes guidelines for the implementation and operation of the

College Intern and High School Career Education Programs.

A. POLICY

1. STUDENT INTERN PROGRAM: The Chandler Police Department may

participate in a student intern program to provide professional practical
experience to students interested in a career in law enforcement or the
public sector. Students may request to participate from the following
programs:

a. The Arizona State University (ASU) School of Justice Studies
b. The ASU School of Public Affairs
c. Other colleges and universities who may request to participate
1) Requests will be evaluated on an individual basis
2) If accepted, all requirements of this order will be coordinated
through the respective educational institution

HIGH SCHOOL CAREER EDUCATION PROGRAM OPPORTUNITY: City of
Chandler high school students may gain practical experience and provide
clerical support to the Police Department through this cooperative
program

B. STUDENT INTERN PROGRAM

1. GOAL: To provide Criminal Justice and Public Administration students

who are interested in a career in law enforcement or the public sector a
structured program which will present a practical look at a law
enforcement agency

APPLICATION AND SELECTION REQUIREMENTS

a. Students must be junior, senior, or graduate level students in good
standing

b. Prior to application with the department, the students are required to
meet with their school's internship coordinator for orientation into the
student intern program

c. Interested students will be required to submit an application, resume,
and any other information that the department deems necessary to
complete the selection process

d. Students will be interviewed by supervisor(s) from the area to which
they will be assigned

e. Successful applicants for a student internship position must
successfully complete a background investigation prior to being
accepted into the program

f.  The Unit Supervisor will contact Community Outreach Coordinator
(COC) after intern selection and prior to the start date
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Rev
C. INTERN STUDENT
RESPONSIBILITIES

1.
2.
3.
4,
5.

D. INTERN SUPERVISOR'S
RESPONSIBILITIES

1.

Page 2
PROGRAM ADMINISTRATION

a. The Unit Supervisor or designee will coordinate the student internship
and will supervise the intern

b. The Unit Supervisor will maintain a liaison with internship coordinators
representing the School of Justice Studies and the School of Public
Affairs

BECOME FAMILIAR AND COMPLY with departmental policies and
procedures and applicable rules and regulations for temporary part-time
employees

ABIDE BY CLOTHING REGULATIONS for non-uniformed employees

COMPLETE AND RECORD THE REQUIRED HOURS of service (128 hours
for 3 credit hours or 256 hours for 6 credit hours)

COMPLETE ANY REQUIRED PAPERS and submit them for review prior to
the conclusion of the internship

WEAR THEIR DEPARTMENT IDENTIFICATION BADGE at all times while
working in police facilities. Interns will return their badge to the assigned
supervisor at the conclusion of the internship

AFTER RECEIVING COMMAND-LEVEL approval for intern request, notify
Community Outreach Coordinator

a. Provide the Coordinator a copy of the intern selection list

b. Acquire volunteer (V) number for intern from Coordinator

c. Keep record of attendance, log hours, and send to Coordinator

DEVELOP A LIST OF JOB RESPONSIBILITIES AND GOALS including:

a. Tasks

b. Knowledge acquisition

c. Performance assessment

d. Personal/professional growth

ADMINISTER the program

a. Review all applications and schedule prospective interns for an oral
review

b. Conduct the interview

c. Process necessary paperwork for background investigation and LEJIS

d. Process an identification badge for the intern

MEET WITH INTERNSHIP COORDINATORS from the university/college as
required

EVALUATE interns on:

a. Organization
b. Attention to detail
c. Attendance



Intern and Student Programs: Guidelines CPD GO C-04.100

10/26/16 Page 3
d. Punctuality
e. Courtesy
f. Appearance
g. Mission accomplishment of the prescribed goals of the internship
program

6. REVIEW STUDENT PAPERS to ensure that no sensitive or confidential
information is included

7. ASU-SPECIFIC REQUIREMENTS
a. Meet with internship coordinators from ASU as needed
b. Review evaluation of the student intern prior to forwarding the
evaluation to ASU

8. COLLECT IDENTIFICATION BADGE upon completion of the program

E. HIGH SCHOOL STUDENTS
The Chandler Police Department may participate in the education programs
in conjunction with Chandler high schools. The Community Outreach
Coordinator facilitates this program, which is designed to afford high school
students an opportunity to work within a business atmosphere to gain
practical experience and to provide clerical support to the Police Department.

1. HIGH SCHOOL STUDENTS may be assigned throughout the department

2. APPLICANTS MUST SUCCESSFULLY COMPLETE a background
investigation prior to being accepted into the program

3 THE DIVISION to which the student is assigned will screen the student
applicant

4. THE BUREAU/PRECINCT/SECTION COMMANDER or the designee to whom
the student is assigned will determine and define the student’s duties in a
training agreement

+44
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Summary This order establishes policy and procedures for the operation of the Park
Ranger Unit
A. POLICY

The Park Ranger Unit is committed to:

1. Supporting appropriate park activities and recreation through the
enforcement of park rules and regulations and City Codes in a positive
way

2. Reaching out to all park visitors with information and support that will
enrich their recreational experience and provide a pleasant and safe park
environment

3. Providing a well-maintained, pleasant, and comfortable atmosphere in the
library that is conducive to uninterrupted reading and study for our
customers

B. RANGER DUTIES AND
RESPONSIBILITIES
Park rangers are unarmed, non-sworn members of the Police Department
and are directly responsible to the park ranger supervisor

1. ALL PARK RANGERS are responsible for:

a. Maintaining a positive, professional demeanor and engage in positive
contacts when the opportunities present themselves

b. Contacting Communications for officer assistance with emergency
situations and combative or abusive individuals

c. Documenting all citizen contacts during the course of an investigation
by obtaining a report number from Communications and properly
completing the appropriate reporting form

d. Obtaining an offense report number from Communications and
completing the appropriate report for minor criminal violations

e. Writing reports associated with minor criminal violations and
designated violations in Chapters 11, 12, and 31 of the City Code, as
designated by the Chief of Police

f. Maintaining constant radio contact with Communications using the
designated identifier of “Ranger” as a call sigh and maintaining TOC
certification

g. Carrying and maintaining an assigned radio in good working order
while on duty and responding to any radio call and any page in a
timely fashion

h. Enforcing city parking codes pursuant to City Code 10-4
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2. RANGERS ASSIGNED TO PATROL PARKS are responsible for:

a.

d.

e
f.
g.
h.
i.

Enforcing park rules, regulations, and ordinances. The park rangers
have the authority to ask anyone to leave the park or to issue citations
in accordance with City Code 31-4.

Providing security while patrolling city parks by vehicle, on foot, or on
a bicycle; spending adequate time outside the vehicle looking for
problems, making contact with the public; and being visible and
accessible to public requests

Monitoring and turning field lights on for sports activities when
needed, locking or unlocking designated restrooms as necessary, and
any additional duties assigned by the Field Operations commander or
designee

Verifying park and ball field reservations and required park users
permit

Delivering City Council agendas and other necessary city paperwork
Aiding in traffic control as requested

Functioning as a parking aide

Patrolling downtown parking garages

Assisting patrol as requested

3. RANGERS WILL BE ASSIGNED TO MONITOR the activities of the
downtown city library

a.
b.

The Park Ranger Unit supervisor will establish the schedule

Rangers assigned to the downtown city library are responsible for the

following:

1) Notifying library personnel working the reference desk when
arriving to and departing from the library

2) Maintaining high visibility throughout the library by regularly
walking through every section of the building, knowing and
understanding library policies, and taking appropriate action when
witnessing any infraction of the policy

3) Contacting individuals who are in secured areas of the library
without identification badges or not in the company of library staff,
obtaining their identity, escorting them back into the public area of
the library, and contacting staff

4) Monitoring use of the computers, intervening when juveniles are
accessing sexually explicit sites on the internet, and contacting
staff if offensive material is displayed on a monitor

5) Completing library incident reports and parental notification letters
for minors who have been banned from the library for misbehavior

6) Obtaining an offense report number and completing the
appropriate report form on all minor criminal violations and major
infractions of the library’s behavior standards. Only library staff
will make the determination to suspend one’s library privileges.
When a juvenile’s actions warrant a suspension, rangers will
obtain the parental information required for the library staff to
notify the parents, in writing, of the suspension.

7) Being proficient with the library’s camera system to include
locating known footage of disorderly conduct or criminal activity
and forwarding to the appropriate persons
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C. SUPERVISOR RESPONSIBILITIES

The Park Ranger Unit supervisor is in immediate charge, under the direction
of the Community Resources lieutenant, of all park ranger functions.
Supervision includes, but is not limited to the following:

D. TRAINING PROGRAM

CoNo,rONE

Distributing and monitoring the workload

Ensuring the duties of the park rangers are completed

Supervising the training of new park ranger employees

Reviewing and checking the work of the rangers

Maintaining unit records

Assisting in establishing policies and procedures

Monitoring the park ranger fleet for proper maintenance

Providing monthly unit recaps to the Community Resources lieutenant
Documenting ranger performance and providing information to the
Community Resources lieutenant

THE CHANDLER POLICE DEPARTMENT REQUIRES park ranger
employees to complete a basic training program. At the conclusion of
training, the supervisor and assigned training officer will meet to
determine if more training is required.

TRAINING CONSISTS OF a curriculum based on job task analysis of the
most frequently performed duties of the park ranger consisting of:

a. A minimum of three weeks (120 hours) of extensive training with the
option of an additional fourth week (40 hours),

b. Extension at the discretion of the Community Resources lieutenant
and the Field Operations commander after considering
recommendations by the supervisor and assigned training officer

c. Initial training and demonstrating proficiency before issuance of
weapons and use of defensive tactics

d. Annual retraining and demonstrating proficiency on the use of issued
weapons and defensive tactics

DUTIES OF PARK RANGER TRAINING OFFICERS include:

a. Planning and coordinating training in conjunction with the park ranger
supervisor including:
1) Developing and maintaining a master training plan to ensure
accomplishment of training objectives
2) Coordinating, scheduling, and evaluating training of new
employees during training process
3) Completing daily evaluation reports of new employees for review
by park ranger supervisor
b. Other duties as assigned

POST ACADEMY

a. Upon completion of the training program, the park ranger will be
assigned to attend selected portions of the post-academy training
conducted at the Chandler Police Department that includes:

1) Departmental policy and procedure, rules and regulations
2) Departmental orientation
3) Accreditation familiarization
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b. All park ranger trainees will sign a form stating that they have read
and understand those departmental policies, procedures, rules and
regulations that they received. This form will be kept in their personnel
files in the Office of the Chief, with a copy in the employee’s training
file.

E. MONTHLY REPORT
[11.4.1]
The park ranger supervisor will provide a monthly review of all park ranger
activity, including any special projects and programs instituted by the park
rangers

F. PARK RANGER VEHICLE

In addition to complying with all policies governing the use of department
vehicles in General Order B17 Use of Department Vehicles, the following
additional guidelines apply to use of the Park Ranger vehicles:

1. AUTHORIZATION, CONDITION, AND LIMITATIONS

a. City vehicles assigned for use by the uniformed park rangers are used
for patrolling the city parks and other areas as designated by
command personnel

b. Minors will not be allowed to ride in the bed of the vehicle

2. QUALIFICATIONS AND TRAINING: Rangers are responsible for
appropriate use of their vehicles and its equipment

3. RESPONSIBILITY FOR THE VEHICLE: Park Rangers are responsible for
inspecting their vehicles prior to operating them to ensure that all
equipment is in operating order. Rangers will ensure that periodic
maintenance is performed at the indicated mileage in the vehicle.

4. EQUIPMENT

a. Rangers will carry radios, flashlight, pepper spray, and applicable
forms on their person or readily available in their vehicles

b. Park Ranger vehicles will be equipped with top lights, spotlight, and
communication equipment (MDC and radio)

Rev

+44
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Summary:

A. PHILOSOPHY

B. POLICY

C. ORGANIZATION
[45.2.1]

Rev ,

Rev
4

D. DISPLAY VEHICLE
[41.1.4]

This order describes the organization and responsibilities of the Crime
Prevention Unit.

The Chandler Police Department is primarily concerned with the safety of its
citizens, both personal and property. From this concern, this section has
been developed to take proactive measures to prevent crime though problem
identification and educating the public on crime prevention strategies.

1. TO MAXIMIZE THE CITIZEN’S CRIME PREVENTION EFFORTS, Chandler
Police Department will encourage and assist in developing and
implementing community-based policing programs

2. THE GOAL OF THE CRIME PREVENTION UNIT is to provide the services and
education necessary to address the problems of crime and their
underlying causation related to awareness

THE COMMUNITY RESOURCES AND TRAINING SECTION LIEUTENANT is
responsible to the Chandler Heights Field Operations Division commander
for the following:

1. MANAGEMENT AND ADMINISTRATIVE FUNCTIONS

Establish goals and objectives

Prepare operational and capital requests

Prepare written recommendations regarding personnel resources
Prepare annual budget for division

Administer section budget

Develop and oversee the community policing programs

Develop and improve community relations policies, practices, and
programs for the department

Convey relevant information received from citizens' organizations to
the affected areas of the department

S @™ opTO

2. OFFICERS

a. Crime Prevention Supervisor and Officers
b. Housing Officer
c. Police Explorer Advisor

In addition to complying with all policies governing the use of department
vehicles in General Order B17 Use of Department Vehicles, the following
guidelines apply to use of the CPD display vehicle:
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1. THE CRIME PREVENTION UNIT SUPERVISOR IS ACCOUNTABLE for all
aspects of administration of the display vehicle program

2. PURPOSE: This vehicle is intended to be a display vehicle to draw
positive attention to the vehicle and the department

3. AUTHORIZATION FOR USE: The Crime Prevention Unit supervisor will
approve all requests for display

a. Any authorized police employee briefed in the operation of the display
vehicle may operate the vehicle

b. Upon authorization, the employee will check out the display vehicle on
the log maintained by the Crime Prevention Unit supervisor

c. Appropriate uses include static display at police functions and mobile
display at parades. Other requests will be considered on a case-by-
case basis.

4. OPERATING THE DISPLAY VEHICLE: Only operate the vehicle while
equipped with all mechanical devices necessary for safe operation and
accompanied with the following items to be used for static display:

a. A sign detailing the sponsorships and history of the vehicle

b. Barrier rope and necessary supports to use when appropriate to
ensure the integrity of the vehicle’s appearance

c. Racing or obvious exhibitions of speed are not allowed

d. While on display, it is preferred that the display vehicle be
accompanied by a uniformed Chandler police officer or authorized
department representative

5. MAINTENANCE: The Crime Prevention Unit supervisor will assign a
Chandler police officer to maintain the display vehicle in driving condition
and maintain the sponsorships for the program

6. METHODS OF TRANSPORTATION

a. Within City limits: May drive to these events

b. Outside City limits: Considered on a case-by-case basis and may
require proper trailering as determined by the authorizing supervisor

c. Do not drive on highways due to vehicle gearing issues

7. STORAGE: Store in an enclosed facility at the location approved by the
Crime Prevention supervisor

+4+
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Summary: This policy describes the process for the use of the Electronic Stake Out
(ESO) tracker device.

A. POLICY

B. DEFINITIONS

C. ADDITIONAL ITEMS

D. MAINTENANCE

E. TRAINING

The Chandler Police Department ESO Tracker Program is intended for use in
business, residence, or any other venue where concern for theft of currency
or property exists

ESO: The Electronic Stake Out (ESO) tracker is a GPS enabled tracker
system that aids in the recovery of stolen money/property and apprehension
of the involved suspects

459T: Designated incident type following an ESO activation

TAG: Code for ESO device

3S1 WEBSITE: Website which provides ESO tracker information
MOBILE TAG: Response to a mobile ESO activation

STATIONARY TAG: Response to a stationary active ESO activation

CELL PHONE NOTIFICATION: Designated department cell phones that
have been programed to alert to an ESO activation

ESO SUPPORT: For technical device questions or assistance during an
activation, 3SI Security Systems can be contacted directly 24 hours/7 days a
week at (888) 374-8722

THE ESO DEVICE TRACKERS are not designated as 211T’s, which are
exclusively used for banks

1. EACH CRIME PREVENTION OFFICER IS ASSIGNED and maintains
ESO Tracker Devices

2. THE COMMUNITY RESOURCES SUPERVISOR WILL:
a. Be the overall project ESO Tracker Device coordinator
b. Conduct quarterly inspections and audits of the devices to ensure
they are in working condition and accounted for
c. Retain records in accordance with state retention guidelines

1. ANY PERSONNEL WHO USES AN ESO TRACKER DEVICE must first
be trained by the Community Resources supervisor or designee
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2. OFFICERS MUST COMPLETE CLASSROOM instruction along with a
simulated field test of the ESO tracker device prior to being allowed to
check out and deploy a device

3. ALL ESO TRAINING RECORDS are maintained by the Community
Resources supervisor and a copy forwarded to the Training Coordinator
for the employee’s training file

F. DEPLOYMENT

1. THE USE OF THE ESO TRACKER DEVICE must be authorized by the
precinct commander or designee

2. PRIOR TO THE DEPLOYMENT, the assigned Crime Prevention Officer

(CPO):

a. Ensures each tracker is accurately listed and the location is logged on
the 3SI website to provide location accountability

b. Updates the 3SI database if the device is moved

c. Notifies dispatch and patrol of the location and details of the ESO
tracker device deployment

d. Logs the date, time, serial number, location of deployment, the
dispatcher’'s name/employee number and method notifying patrol

e. Retains the handheld trackers at their desk at all times

3. MOBILE ACTIVATION SINGLE DEVICE:
a. Responding Officers
1) One officer should respond to the business or location where the
ESO tracker device was deployed
2) Obtain additional information and broadcast to other responding
units as necessary

b. Additional Responding Units

1) Respond to the area described by dispatch, attempt to locate the
device, and identify the suspect vehicle

2) If the suspect and/or vehicle are identified, follow the device
providing information on locate, direction of travel, suspect’s
description, and suspect vehicle information

3) Request CIB to respond in UC vehicles if necessary

4) Conduct a stop on the suspect or suspects’ vehicle and take
suspects into custody when appropriate. Pursuit Driving policy
governs any decision to become involved in vehicle pursuits.

5) Use the handheld detector to locate the device if necessary.
Deactivate device by turning it off.

c. Supervisor
If multiple devices are taken and become separated during the event,
ensure officers are assigned to each device if enough are available.
Use additional talk groups to keep track of the separate devices if
possible.
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4. MOBILE DEVICE BECOMES STATIONARY: Officers

a. Continue attempts to locate the device if the device becomes
stationary prior to locating the suspects

b. At the direction of the on scene officer or supervisor
1) Establish a perimeter around the last know location
2) Form a search team for the device; utilize the handheld detectors
3) Provide a cover officer to assist the tracking officer during the

search

c. Follow barricade subject procedures depending on signal location. A

warrant may be needed to continue.

5. LOST SIGNAL:
a. Signal may be lost for the same reason a cell phone signal is lost
(underground or inside a major structure, etc.)
b. Make attempts to locate the device
c. Set a perimeter using the handheld detector and have a search team
search the last know area where the device was active

6. DEVICE LEAVES THE CITY: On scene supervisor determines whether
patrol officer continues the search. Consider several factors including but
not limited to, location and speed, likelihood of patrol finding the device,
and the availability of detectives or other special police units.

G. ARRESTS/BOOKINGS

1. Primary officer dispatched to the 459T call is the case agent and
investigates the case to include interviews, bookings, etc.

2. Investigating officer sends an email request to the precinct CPO and
requests a copy of the ESO tracker device log, which must be turned into
records

H. RECOVERING/RETURNING

1. The patrol case officer photographs all ESO tracker devices with the
equipment and immediately return them to the CPO’s desk area

2. If a handheld unit is used, immediately return it to CPO’s desk area at the
station it was taken from

I. LOST ESO TRACKER DEVICES

If an ESO tracker device is lost, the primary officer writes a general offense
report and emails the appropriate precinct CPO and Community Resources
Supervisor with the report number and a brief synopsis of what occurred prior
to the end of the officer’s shift

+44
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S Dedication
Summary: This order establishes policy and procedures for housing officer operations.

A. POLICY
1. THE HOUSING OFFICER SUPPORTS a safe and pleasant living

environment by enforcing the Arizona Revised Statutes and the Rules and
Regulations of the Chandler Housing Authority

2. THE HOUSING OFFICER REACHES OUT to all housing residents with
information and support to enrich their experience as a resident of the
Chandler Housing Authority
B. DUTIES AND RESPONSIBILITIES
[45.1.2] [45.2.1]
THE HOUSING OFFICER SUPPORTS THE CHANDLER HOUSING AUTHORITY
as follows:

Rev 1. Assists housing specialists in court on eviction matters

2. Provides Housing Administration with police reports pertaining to the
tenant’s criminal activity and the criminal activity of their guests while on
the property, as stipulated in the Housing Authority’s residential contracts

3 Performs criminal background checks on applicants requesting housing
assistance in accordance with 42 United States Code Section 1437d

4. Conducts civil dispute investigations and coordinates resolutions with
tenants as requested by the Housing Authority

5. Conducts criminal investigations and takes the appropriate actions as
outlined in General Orders and patrol policies

6. Enforces parking violations and follows the appropriate procedures in
accordance with housing regulations and/or state law

7. Conducts daily patrols of the apartment complexes and conducts
inspections of the individual houses as requested by the Housing
Authority

8. Maintains a professional demeanor and engages in positive contacts with
residents when the opportunities present themselves

9. Documents all citizen contacts during the course of an investigation and
properly completes the appropriate reporting form

10. Provides supervisor with monthly recap of activities including training,
meetings, and civic activities

11. Assist Field Operations and Criminal Investigations with follow-up
investigations as needed or requested
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C. SUPERVISOR
RESPONSIBILITIES

THE CRIME PREVENTION UNIT SUPERVISOR:

1. SUPERVISES THE HOUSING OFFICER and is in immediate charge of all
housing officer functions (e.g., training, scheduled meetings, work
schedules, and recruitment)

2. PROVIDE AN ANNUAL REVIEW AND EVALUATION of all enforcement and
prevention activity performed by the housing officer, to include
observations made by Housing Administration and statistical data
collected through housing enforcement efforts

+44
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Summary: This order defines the objectives, goals, and scope of the Police Cadet
Program.

A. PROGRAM DESCRIPTION

The Police Cadet Program provides a learning atmosphere for young adults
14 to 20 years of age while engaged in public relations and crime prevention
activities with members of the Chandler Police Department

B. DUTIES

[16.4.1]
GENERALLY, CADETS WILL.:

1. License bicycles

2. Assist with crowds and traffic control at parades, festivals, and special
activities

Participate as a color guard at public and civic functions

Assist police personnel with their assigned job functions

Rev 5. Participate as observers in a ride-along program with Chandler police
officers, dispatchers and other police employees

Participate in training exercises with police employees

Assist in crime prevention and citizen awareness programs

Assist in door-to-door search operations for missing persons
Participate in community-based events and community projects

W

©ooN®

C. ADVISOR
1. SELECTION: Selected through the specialty selection process

2. RESPONSIBILITIES

a. Submit monthly reports of Cadet activities through the chain of
command to the Division commander
b. Accountable to the Community Resources supervisor for the

following:

1) Coordinating all activities

2) Maintaining an accurate list of the names, addresses, and phone
numbers of the Cadet members

3) Compiling activity records at the end of each month with detailed
records of each individual and the entire Cadet program

4) Conducting investigations of Cadet policy and general order
violations involving Cadets with approval of the Community
Resources sergeant

5) Promoting a safe and ethical environment

6) Ensuring that Cadets are properly trained and/or supervised for
any assignments that they may be given; i.e. supervisor, training
officer, bike officer, etc.

7) Coordinating through the chain of command that needed Cadet
personnel are available for special functions

8) Working closely with the City of Chandler Accounting Office to
maintain accurate financial records for all Cadet accounts and

Rev
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D. ASSOCIATE ADVISOR

E. PROCEDURES
[16.4.1][16.4.3]

Rev

CPD GO C-11.400
Page 2

expenditures. Maintaining Cadet account receipts and submitting
monthly in accordance with City of Chandler Rules.

9) Coordinating and implementing yearly community-based projects
involving the Chandler Police Cadets. Projects of consideration
may be, but are not limited to, community / neighborhood clean-
ups, assisting the elderly with home improvements, or any
community-based volunteer work allowing for the interaction of
Cadets with the community.

RESPONSIBILITIES of the Associate Advisor include:

N -

. Assist the Advisor in weekly or monthly activities
. Manage weekly meetings during the absence or unavailability of the

Advisor
3. Assist in coordinating training events
4. Assist with programs and functions
5. Travel with the cadets as a chaperone for events and competitions
6. Promote a safe and ethical environment

1. THE CADET ADVISOR will make appointments to the program upon
approval of the Community Resources supervisor

2. ALL CADETS WILL SATISFY THE FOLLOWING MINIMUM qualifications set
by this department

a.
b.

C.

o

Citizen of the United States

Free of any physical defects that would cause injury to that Cadet or
jeopardize others

Pass background investigation attesting to good moral character

Not convicted of a felony in this state, or of any offense that would be
a felony if committed in this state, or convicted of an offense involving
moral turpitude

Attending school or employed full time, except summer vacations

If in school, maintain a grade of C or better in all classes. The Advisor
may allow for exceptions if the GPA is 2.0 or better, or if extenuating
circumstances exist.

3. CADET CLASSIFICATIONS/STAFF RANKS: The Advisor will assign Cadets
to classifications and staff ranks (sergeant, lieutenant, captain) based on
each Cadet's training and abilities with the authorization of their chain of
command and the Community Resources supervisor

S@~oo0oTp

Applicant

Recruit
Probationary Cadet
Cadet

Senior Cadet
Sergeant
Lieutenant

Captain
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F. VEHICLES

Rev

CPD GO C-11.400
Page 3

4. REQUIRED ATTENDANCE: Cadets must attend regularly scheduled
meetings and special details. If unable to attend, Cadets must advise the
designated Advisor prior to the meeting time and give the reason for their
absence.

5. CADETS ARE CONSIDERED ON DUTY when engaged in an assignment or
a tour of duty as assigned by the Field Operations shift sergeant or other
competent authority

6. CADET AUTHORITY: Cadets do not have peace officer authority and
shall not attempt to exercise any such authority or give the appearance of
having such authority

7. SPECIAL REGULATIONS

a.

Firearm: Cadets will not carry a firearm on any police department

property, department facility, or while participating in an assigned

activity or event

**Cadets may only possess a firearm during training exercises as

approved by the Advisor and Community Resources supervisor

Police Action: Cadets will only take police action under the direct

supervision of a police officer, and never while off duty

Identification Cards/Badges: Cadets may carry their identification

card while off duty and will only display it when requested by any

police officer or employee. Badges will not be carried off duty.

Wearing Uniform

1) Cadets will not wear their regulation uniform in full or in part
except at functions authorized by the Advisor

2) The authorized Cadet uniform(s) will be clearly distinguishable
from that of a sworn Chandler officer

3) Cadets will not participate in any police function in civilian clothes
without prior approval of the Advisor, Community Resources
supervisor or ranking on-duty patrol supervisor

Manual: Cadets will adhere to the policies and procedures set forth in

their issued manual

Resignation Procedures: Upon resignation, Cadet personnel will

immediately notify the Advisor in writing and return all issued

equipment

Supervision: Cadets are subject to supervision from any police

officer or employee of the Chandler Police Department

CADETS WILL COMPLY WITH ALL POLICIES governing the use of department
vehicles in General Order B17 Use of Department Vehicles. Police Cadets
will not operate City-owned vehicles without prior approval of the
advisor or advisor’s chain of command and must be 18 years of age and
in possession of a valid Arizona Drivers License.

+4+
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A. PURPOSE
[16.2.1]

B. ORGANIZATIONAL
STRUCTURE

Rev
— 7/

The Criminal Investigations Bureau (CIB) provides specialized investigative skills,
and when appropriate, proactive techniques to aid in the solving of major crimes.
CIB also provides assistance to the victims of crime throughout the criminal
justice process.

CIB PERSONNEL ARE ORGANIZED into the following specialty areas:
1. PERSONS CRIMES INVESTIGATIONS

a.

b.

Robbery/Homicide Unit - investigates crimes against persons, such as
homicide, robbery, and aggravated assaults

Special Victims/Sex Crimes Unit - investigates crimes against persons,
such as sexually-motivated crimes against adults, children, and the
elderly

Special Victims/Family Crimes Unit - investigates domestic violence,
child and elder abuse, runaway and missing persons

Victim Services Unit - provides assistance to victims of crime as their
liaison throughout the criminal justice process

2. PROPERTY CRIMES INVESTIGATIONS

a.

b.

Property Crimes Unit — Investigate crimes against property, such as
burglary, theft, and pawnshop violations

Property/Vehicle Theft Unit — Investigates motor vehicle thefts and
other property cases

Financial Crimes Unit — Investigates fraudulent schemes, identity theft,
felony theft (embezzlement), credit card frauds, forgery, and
counterfeiting

Computer Crimes Unit — Completes computer forensics examinations in
support of criminal cases and investigates cybercrime that occur in an
online environment

3. SPECIAL INVESTIGATIONS

a. Narcotics Unit — Investigates drug activity including the use and sales of

illegal drugs. The unit also investigates organized crime as defined by
statute including drug operations and other racketeering offenses.
Narcotics task force officers are assigned to this unit. The unit is
responsible for the seizure and forfeiture of property and assets from
criminal proceedings.

Human Trafficking Unit — Detects, investigates, and rescues juvenile
and adult victims of human trafficking

Gang Enforcement Unit — Investigates all crimes related to criminal
street gang activity; conducts enhanced enforcement and suppression
operations of identified criminal street gangs, disseminates information
pertaining to gangs and gang activity
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d. Criminal Intelligence Unit — Facilitates the gathering, analyzing, and
dissemination of criminal intelligence and counter terrorism information
obtained on behalf of/or by employees in conformance with 28 CFR Part
23. Unit personnel serve as the primary liaison to several federal, state,
and local task forces. CIU takes the primary investigative role on cases
involving threats of terrorism, bomb threats, and critical infrastructure.

+44
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Summary This order establishes general procedures for Criminal Investigations Bureau

(CIB) operations.

A. WORK SCHEDULES

1. The commander determines overall schedule
2. Supervisors ensure 24-hour-a-day availability

B. CIB CALL-OUT

1. THE COMMANDER provides to Field Operations and Communications a
list of CIB supervisors and their responsibilities

2. UNIT SUPERVISOR

a. Provides call-out list of one detective for off-duty hours to the CIB
commander

b. Notify the appropriate CIB lieutenant of these investigations when CIB
will assume the investigation

c. Will be notified by on-scene Field Operations lieutenant/sergeant of
the following investigations and assign a detective to assume the
initial investigation:

Table 1. Incidents Requiring CIB Call Out for Initial Investigation

e Aggravated assault - life threatening e Kidnapping

injuries e Missing persons (suspicious)
e Child or infant death o **Qfficer seriously injured or killed
¢ Arson (involving crimes of homicide, by suspect (resulting from a non-
assault, or burglary) motor vehicle accident)
¢ Armed Robbery with Suspects o **Officer-involved shooting
¢ Bank Robbery e **Prisoner (City) seriously injured
e Extortion or killed
e Homicide (Death) e Suicide

e Suspicious unattended deaths
**In addition, immediately notify the on-duty legal advisor of these investigations

d. Will be notified by on-scene Field Operations lieutenant/sergeant to
determine the appropriate CIB response

Table 2. Incidents Requiring CIB Notification to Determine
Appropriate Response

¢ Child abuse, serious physical injury e Forgery/Fraud/ldentity Theft

or hospitalization e Sexual assault
¢ Child molestation e Any large or prolonged
e Commercial armed robbery investigation that would strain
¢ Armed robbery with workable leads patrol resources
¢ Domestic Violence, serious physical

injury or strangulation
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3.

C. RADIO PROCEDURES
DURING RADIO CONVERSATIONS, DO NOT USE:

D. CIB VEHICLE USE

Rev
7

E. USING DASH
STROBE LIGHTS

1.
2.
3.

4.

Page 2
CALL-OUT PROCEDURES

Scene commander contacts appropriate CIB unit supervisor

CIB unit supervisor determines response

If CIB unit supervisor cannot be contacted, contact CIB lieutenant

If CIB lieutenant cannot be contacted, highest-ranking on-duty patrol
supervisor can contact CIB detective directly

coow

An informant or suspect’s name

Location of any surveillance, except in an emergency

Location of search warrant when detectives are en route (Inform
assisting agencies and Communications by telephone prior to service)
Reference to special use vehicle or equipment

Names of investigators (Use badge numbers, not names, when referring
to or conversing with other investigators on the radio)

TAKE-HOME AUTHORIZATION: On call supervisors and detectives and
units authorized by the CIB commander with the approval of the division
assistant chief may be assigned take-home vehicles

a. Use for department business only

b. Park and secure at a location approved by the supervisor

c. Do not leave weapons, ammunition, less lethal devices, ballistic
armor/helmet, police identification, badge, and portable police radios
in the vehicle unsecured. Secure all firearms in department issued
lockboxes. (See GO E02-100)

d. Personnel assigned to CIB not authorized a take-home vehicle may,
when authorized, drive their assigned city vehicle to one of the three
police stations where they may park and secure it

INVESTIGATORS are responsible for maintenance, service, and
cleanliness of the vehicles during the course of their shifts

CIB UNIT SUPERVISORS will:

a. Periodically inspect their unit’s vehicles
b. Arrange for a replacement if the vehicle is unavailable

ALL EMPLOYEES will follow the provisions of B-17 Department Vehicles
in addition to these requirements

USE OF DASH STROBE LIGHTS is authorized for unforeseen investigative and
traffic stops

1.

Use an authorized emergency vehicle for planned traffic and investigative
stops

Unmarked detective vehicles may use dash strobe lights to alert a person
or motorist of police presence and for voluntary compliance for
investigative traffic stops
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F. UNDERCOVER
LICENSE PLATES

G. UNDERCOVER
IDENTIFICATION

3.

Page 3

Must make traffic stops in a location that does not interfere with the flow
of traffic and should move vehicles from any traffic lanes as soon as
possible. Dash lights do not provide rear visibility.

*Remember, this vehicle is not designated as an authorized emergency
vehicle and will not engage in pursuits or emergency driving

4.

AVAILABILITY: Undercover Arizona license plates may be obtained for
vehicles assigned to CIB when the need is justified

OBTAINING OR RENEWING

a. Submit an MVD application for a fictitious title

b. Request a fictitious registration on department letterhead addressed
to the Assistant Director, Motor Vehicle Division, Phoenix

c. Notify DPS of the application

RELINQUISHMENT: When undercover plates no longer serve a useful
purpose, turn them in to a CIB lieutenant or his representative

CONFIDENTIALITY: All undercover vehicles and associated undercover
license plates are considered confidential

DETECTIVE will submit request to CIB commander:

a. Name, DOB, current Arizona driver’s license number
b. Name in which identification is requested
c. State of issuance requested

CiIB COMMANDER

a. Submit a letter of authorization to the Chief of Investigations at
MVD/OSI
b. Request a fictitious Social Security Number

CIB OPERATIONS SUPPORT SUPERVISOR maintains current file of
undercover identification used by detectives

EACH DETECTIVE IS RESPONSIBLE to return undercover identification to
the commander on expiration or end of tour in CIB

H. ALCOHOL CONSUMPTION

ON DUTY

AUTHORIZATION: Permitted only during an authorized Police Department
investigation with prior approval of the responsible supervisor (Refer to
General Order, "Code of Conduct")

LIMITATIONS: Limit is a total of two drinks "consumed" per ten-hour shift
DOCUMENTATION

a. Detective’s Monthly Accounting Sheet: Record number of drinks
purchased
b. Case report: Record number of drinks consumed

CPD GO D-01.200
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4. ADMINISTRATIVE CONSIDERATIONS: Supervisors

a.
b.
c.

I. PROPERTY DAMAGE

Will routinely include face-to-face inspection at the end of each shift
Should consider PBT tests as a training and inspection method

Will inform detectives authorized to consume alcoholic beverages on
duty they are subject to a PBT test with any administrative inspection
or investigation

Will initiate an administrative blood test to establish the detective's
blood-alcohol level if the detective is involved in any situation where
the degree of impairment is likely to become an issue (vehicle
accident, shooting, etc.)

Will ensure the employee does not drive after consuming any amount
of alcohol whenever possible, and in all cases where the drink limit
has been exceeded

For damage to property not owned by the city during enforcement activity
by department personnel, proceed as follows:

1. EMPLOYEE CAUSING DAMAGE

a.

b.

Forward the following information to your supervisor:

1) Name, address, and telephone number of property owner

2) Detailed description of damage and reason for incident

3) Involvement of property owner in the incident

4) Indication of the property owner if a rental and the person paying
the rent

5) Estimated cost of repair

6) Manner in which the house was secured and/or the name of the
responsible party left in charge

7) Photographs of damage

Complete offense report with details of incident

2. SUPERVISOR

a.

ao

J. INTERVIEWS AND

Investigate incident

1) Determine what circumstances caused damage

2) Determine if actions taken were appropriate

Complete City of Chandler Incident Report and forward investigation
results to the division commander

Forward copy of report and investigation to Risk Management
Notify the Legal Advisor

1) Immediately if security of the premises is an issue

2) In all other situations, within 24 hours of the incident

POLYGRAPH EXAMINATIONS

[42.2.6]

1. TIMING OF INTERVIEWS

a.

b.

When necessary, obtain witness and suspect statements as soon as
possible after a report is received

If the investigator conducts the initial investigation, interview
witnesses when practical and obtain statements from suspect(s) as
soon as possible after apprehension
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K. UNLAWFUL FLIGHT
WARRANTS

Page 5

2. CIB INTERVIEW ROOMS: When possible, suspects should be interviewed

in CIB interview rooms where interviews can be documented through
audio and video media

a. While in police custody, suspects will be monitored at all times to
avoid officer and suspect injury and possible escape

b. Suspects should be searched for any contraband or item, which could
be utilized as a weapon prior to being placed into the interview room.
The suspect’s personal items will be removed and placed into a
secured property locker outside of the interview rooms.

c. Officers are encouraged to secure their weapons prior to conducting
an interview with a suspect. Weapons may be secured in the weapon
retention boxes located outside of the monitor room.

d. Interviews conducted in the CIB interview rooms must be monitored
by other police personnel in case an emergency arises

e. Only the interviewing officer should be in the interview room during an
interview unless authorized by a supervisor

f. Suspects shall be afforded the use of the restroom (located adjacent
to the interview rooms) when needed

g. The only equipment maintained in the interview room is a chair for
each person in the room

DOCUMENTATION

a. Accurately document both witnesses and suspects

b. Proofread report to avoid any error that may later jeopardize
prosecution of the case

c. Always record suspect statements in their entirety no matter how
unimportant they may seem at the time
(Often, these types of recorded comments are helpful in disputing
defense testimony and will provide a basis for finding deceptive
statements during a polygraph examination)

POLYGRAPH EXAMINATION: Notify the CIB commander to arrange for the
polygraph. See General Order D-37.100 Polygraph for guidelines.

PROVIDE EVIDENCE suspect has left Arizona

FORWARD ALL AVAILABLE INFORMATION to the Maricopa County
Sheriff's Office (MCSO), i.e., physical description of suspect, present
location, and how relevant information was obtained

REQUEST WARRANT with extradition authorized for relevant crime
CONTACT THE MCSO WARRANT DETAIL

a. They will provide certified copies of the local complaint and warrant to
the County Attorney’s Office

b. The County Attorney's Office will prepare a letter requesting an
"unlawful flight to avoid prosecution" warrant and forward the letter
and all information to the US Attorney
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L. POLICE ARMOR, JACKETS,
WINDBREAKERS, T-SHIRTS,

AND UNIFORM
[41.3.6]

THE QUARTERMASTER WILL ISSUE blue windbreakers or T-shirts to be worn
with body armor and clearly marked with the words "Police" to each detective:

1.

Detectives will wear these items at ALL PRE-PLANNED HIGH-RISK
SITUATIONS including:

Serving a search warrant

Buy busts

Reversals

Situations where a long rifle is used

Any situation where prior information identifies substantial risk
Situations with SWAT involvement

All in-progress crimes except where it would be detrimental to the
officer's safety (e.g., answering bank alarms) or at the discretion of
the supervisor

h. Any situation where being identified as a police officer would enhance
the ability to perform official duties

@~ooooTy

ACCOUNTABILITY

a. Each detective is responsible to know when he is required to wear
a protective vest

b. When Field Operations personnel augment CIB personnel or SWAT
personnel, the operation supervisor will ensure personnel are in
compliance with requirements

WEAR VESTS UNTIL the risk of danger is eliminated and then keep them
immediately available

EACH DETECTIVE IS RESPONSIBLE for the care, maintenance, and
safekeeping of the or vest, windbreaker, or T-shirt, and at least one set
of issued patrol uniforms

a. Keep these items where they are readily available for any of the
above listed conditions

b. Wear only for official business

c. Return the vest carrier and T-shirt to the unit supervisor on leaving
CIB. You may keep the windbreaker until you leave the department.

M. PERSONAL EQUIPMENT
HAVE THE FOLLOWING ITEMS READILY AVAILABLE:

PoONPE

Nooa

Weapons

Note pads

Flashlight

List of current telephone numbers and addresses of hospitals, referral
services, and the Office of the Medical Examiner

Audio recorders

Bulletproof vests

Less lethal devices as needed
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N. GENERAL DUTIES

O. CIB SURVEILLANCE

P.

EQUIPMENT
[43.1.4]

INVESTIGATIVE
CHECKLISTS

Page 7

1. STREET RESPONSIBILITIES

a. Keep portable radio with you tuned to the primary CIB frequency

b.

C.

unless situations dictate otherwise

Respond when investigators are needed if closest investigator to the

area. Advise Communications when on scene.

Inform immediate supervisor of case activities and any of the following

situations:

1) Unusual activity

2) Irate citizens

3) Any other situation of which the supervisor should be informed

4) Any needed maintenance or repairs to the assigned vehicle or
equipment

Be responsible for the timely disposition of evidence items placed into

Property

2. STAFF RESPONSIBILITIES

All investigators will attend scheduled section meetings unless excused
by the appropriate CIB commander

1. The Criminal Intelligence Unit supervisor is responsible for surveillance
equipment and will:

a. Ensure personnel in the Criminal Intelligence Unit are trained in the

b.

use of the specialized equipment
Keep a list of qualified personnel on each piece of equipment

2. Every Criminal Intelligence Unit investigator will be trained and authorized
on each piece of equipment before using the equipment

CIB will maintain a variety of investigative checklists available to any
investigator to ensure critical areas of investigation are not overlooked. The
checklists may also be utilized for new detective orientation and training.

+4+
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Summary This order describes procedures for tracking and processing reports assigned

to the Criminal Investigations Bureau (CIB).

A. CASE ACCEPTANCE

SUPERVISORS EVALUATE AND ASSIGN REPORTS FORWARDED from other
parts of the department for follow-up investigation or information only
designation based on:

[42.1.2]
1.
2.
3
4.
Rev 5.

B. CASE ASSIGNMENT

Type of crime

Location of crime

Probability of resolution based on evidence, witnesses, and other sources
of information

Specialized knowledge, skills, and abilities required

Follow-up requires out of city travel

SUPERVISORS WILL CONSIDER THE FOLLOWING WHEN ASSIGNING CASES:

1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
C. UNIT SUPERVISORS'
RESPONSIBILITIES
1.
2.
3.

D. INVESTIGATORS’

RESPONSIBILITIES [42.1.3]

1.

Suspects known, arrested, or cited instead of detention

Identifiable suspect vehicle and/or license plate number

Identifiable suspect description

Investigative leads listed/known

Witness to crime, willing to testify

High monetary value

Significant physical evidence

Multiple occurrences with the same victim or other victim information
indicating follow-up would be advantageous

Any combination of factors lending to solving the case or recovering the
property, if applicable

When the seriousness of public sensitivity of a case would warrant
immediate follow-up (e.g., homicides, rape, child molest)

REVIEW TEAM HANDLE Case Management Queue for investigations
routed to the unit

REVIEW SUPPLEMENTS as they are received

ENSURE:

a. Report classifications are appropriate

b. Investigators conduct thorough investigations in a timely manner

c. Equitable assignment of caseloads based on the quantity and
complexity of assigned cases

KEEP YOUR SUPERVISOR INFORMED of the status, quantity, and
complexity of your assigned caseloads
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E. TIME LIMITS
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PRIORITIZE YOUR CASELOAD. You may use the following guidelines:

a.

Priority 1: Suspect in Jail (In-Custody Cases)

A booked suspect will be handled as a top priority. When possible,
the report will be assigned to the investigator who would normally do
the follow-up on the case. If the investigator is not available, an on-
duty investigator will be assigned responsibility for doing necessary
follow-up and preparing the appropriate reports.

Priority 2: Suspect Known (Suspects/Listed)

When suspects in a criminal case have been identified but the case
requires more work

Priority 3: County Attorney Furthers

Reports returned by the County Attorney needing additional follow-up
Priority 4: No Suspect, workable leads (investigative leads listed)
Felony reports are always priority over misdemeanor reports
unless a supervisor directs otherwise

Suspend cases with no suspects or workable leads. The case may
be reopened once additional information is obtained.

PERSONS CRIMES, ROBBERY/HOMICIDE, SEX CRIMES/ABUSE AND
FAMILY CRIMES UNITS

a.

Priority 1 or 2 cases: Review and acknowledge within 24 hours
from the date the follow up was assigned. Immediately contact the
victim.

Initial supplement: Due within 15 working days from date the follow
up was assigned

Supplement every active case every 45 days after the initial report
until the case is completed

PROPERTY CRIMES, FINANCIAL CRIMES, COMPUTER CRIMES, AND
AUTO THEFT/REPEAT OFFENDER UNITS

a.

Priority 1 case: Review and acknowledge the assigned follow up
within 24 hours from the date the follow up was assigned.
Immediately contact the victim.

Priority 2 case: Review and acknowledge the assigned follow up
within two working days from the date the follow up was assigned.
Contact victim within five working days.

Initial supplement: Due within 15 working days from the date the
follow up was assigned

Supplement every active case every 45 days after the initial report
until the case is completed

NARCOTICS UNIT

a.

b.

Priority 1 case: Review and acknowledge the assigned follow up
within 24 hours from the date the follow up was assigned

Priority 2 case: Review and acknowledge the assigned follow up
within 15 working days from the date the follow up was assigned
Supplement every active case every 45 days after the initial report
until the case is completed
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A COLD CASE BY DEFINITION is any unresolved event that is not being
actively investigated because all known leads have been exhausted and
there is a lack of any further evidence

EVALUATION CRITERIA to be considered to re-open a cold case for
investigation includes:

a. Legal consideration

1) Statute of limitations

2) Revision of State statutes
b. Technology considerations

1) Technological advances

2) Condition and nature of evidence
c. Practical considerations

1) Victim Witness availability

2) Resource availability

COLD CASE INVESTIGATIVE PROCEDURES: Conduct a thorough,
analytical review of the case file at least annually

a. Review and reorganize all reports, case notes, the medical examiner’s
report, and crime scene photographs and any related documentation

b. Contact the County Attorney as soon as possible for legal advice and
considerations

c. Send evidence to appropriate crime lab for testing, if new
technological advances have been established

d. Attempt to locate and interview witnesses to determine if they are able
to assist in the prosecution of the case

e. Supplement case file with a detailed report depicting any information
and action taken

COLD CASE REGISTER

Per ARS 13-4271, cold cases requiring a cold case register are defined as

a homicide or a felony sexual offense that remains unsolved for one year

or more after being reported to a law enforcement agency and that has no

viable and unexplored investigatory leads

a. Include the names of any victims, victim’s family member or other
lawful representative of a victim of a cold case who requests the
person’s name be included in the register

b. Information will include the Incident Report number, the crime
address, date and time of occurrence, and suspect/crime details

c. Maintain the name of the victim, victim’s family member or other lawful
representative in register for three years

d. Each year upon review and evaluation of the case, the assigned
detective will update the due date for another calendar year

e. The assigned victim advocate will notify the registrants of all reviews
of the case or any new developments that occur

f. Cold cases will remain in the register for a minimum of three years

g. The assigned victim advocate will make reasonable efforts to provide
notice to the registrant at the end of the three year period

h. On request of the registrant, the case will be extended for an
additional three years
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G. SUBMISSION FOR COMPLAINT

H. STATISTICAL REPORTING
1.

Rev

I. CASE FILE MAINTENANCE

[42.1.3] [43.1.2] [82.3.5]

1.

CASE AGENT puts the case together for submittal

a. Place the face sheet, all supplements, the necessary elements of the
offense including booking/CIB numbers and any other criteria set by
the filing division, city, or county and other necessary documents in an
orderly manner to make it easy to read and understand for the
prosecutor

b. May include a table of contents and tabs if the report warrants

c. Injuvenile cases, note if a complaint/referral was made and forwarded

2. SUPERVISOR

a. Reviews, approves, and initials all reports submitted for complaint as
a direct result of the detective's investigation
b. Makes appropriate entry in the control log on approval

CIB Activity Report: Due weekly

2. Overtime Report: Due each pay period

1.

TYPES OF RECORDS TO MAINTAIN: Each investigator will maintain an

active case file for each investigation until its status becomes cleared,

unfounded, or inactivated (suspended). Case file may be electronic or
hardcopy. Types of records may include:

a. A copy of the report and all related supplements

b. Any notes kept by investigator until all are incorporated into a
supplement. Remove all notes from file after completing supplement.

c. Copies of examination results of physical evidence and other reports
or records needed for investigation purposes

**No original paperwork is to be kept in case file
FILES ACCESSIBILITY

a. VDO-related files: Securely file in work area until the investigation is
complete

b. Other: Routinely limited to the investigator(s) directly involved in the
case and their supervisors (This restriction is not intended to limit the
free exchange of investigative information among officers)

PURGING FILES

a. Inactivate file after case is either cleared, unfounded, or suspended
with no further court action pending after all information has been
supplemented in the offense report and filed in Records

b. Shred inactivated cases

c. May retain case files with a low probability of resolution for longer
periods of time at the supervisor’s discretion. Reasons may include
but are not limited to the seriousness of the offense, the dollar loss
involved, or potential uses as a future investigative tool.

d. Do not destroy original documents determined to be evidence (GO
F-05.500A) and digital evidence such as recordings of interrogations
and interviews of suspects, witnesses, or victims (GO E-07.100G).
Place the original in Property as evidence and retain a copy in the CIB
file. +4++
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SUMMARY:
Rev The Mobile Command Center is assigned to The Criminal Investigations
_/ Bureau. In addition to complying with all policies governing the use of
department vehicles in General Order B17 Use of Department Vehicles, the
following additional guidelines apply to use of the Mobile Command Center.

A. PURPOSE

THE MOBILE COMMAND CENTER IS AVAILABLE to provide a temporary
command post in the field for major crime scenes, civil disturbances, tactical
situations, or other applications at the command staff’s discretion

B. AUTHORIZATION
AND USAGE

1. THE MOBILE COMMAND CENTER may be used at any incident the

command staff deems appropriate. The watch commander may approve
the use of the Mobile Command Center.

2. TRAINED AND AUTHORIZED police personnel will operate the Mobile
Command Center

3. THE MOBILE COMMAND CENTER MAY BE UTILIZED by other city
departments for major incidents with the approval of the division
commander. Trained and authorized police personnel will operate the
mobile command center for the requesting city department.

4. THE MOBILE COMMAND CENTER WILL BE STORED at a secured location
and will remain available upon call out 24 hours a day

5. IF ACALL-OUT IS REQUESTED, the Communications Section will contact
the Criminal Investigations Bureau designated Command Center
Supervisor

C. QUALIFICATIONS
AND TRAINING

1. NEW OPERATORS MUST RECEIVE TRAINING from a qualified operator
and be proficient with the operation of electronic and support equipment
and the setup of the vehicle

2. OPERATORS WITH A CLASS A, B, C, D, OR G license may operate the
Mobile Command Center under the exception stated in ARS § 28-3102.A.
Operators must demonstrate proficient driving skills prior to solo
operation.
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D. RESPONSIBILITY FOR
MAINTENANCE AND CONDITION

E. EQUIPMENT

The Criminal Investigations Bureau designated Command Center Supervisor
will be responsible for the condition and maintenance of the vehicle and
equipment

1. A TRAINED AND AUTHORIZED OPERATOR WILL INSPECT the Mobile
Command Center monthly to ensure operational readiness, including
checking:

a) Tires

b) Engine oil

c) Fuellevel

d) Generator operation
e) Supplies

f) Holding tank levels

2. AN INSPECTION LOG WILL BE MAINTAINED inside the Mobile Command
Center. After each use, the operator will ensure the Mobile Command
Center is cleaned and re-stocked with supplies as soon as operationally
possible.

3. A DESIGNATED AUTHORIZED OPERATOR will schedule any repairs
(mechanical or damage)

4. OPERATORS WILL DOCUMENT ALL USAGE of the Mobile Command
Center on a Mobile Command Center Event Recap form that will be
maintained by the Command Center Supervisor. The recap form will note
the operator, purpose, destination, beginning and ending mileage, and
vehicle condition.

The Mobile Command Center will contain the following equipment

Operational Manuals (1-8)
Laptop Computer

Digital Camera

Office Supplies
Rechargeable Flashlight (2)
Audio/Video Cables and
Related Supplies

Folding Table (2)
Folding Chairs (6)
Traffic Cones
Fresh Water
Drinking Water

+44+
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A. ACCOUNTABILITY

The department will not tolerate organized crime or drug law violations. Each
Police Department member will take appropriate action when discovering
evidence or acquiring intelligence information.

B. UNIT GOAL

To dismantle organizations which deal in drugs or are large racketeering
organizations and hold each person accountable through arrest and criminal
prosecution

C. INVESTIGATION DUTIES

Rev

pPwdE

Sale of drugs
Trafficking in drugs

Prescription-related offenses
lllegal enterprises and criminal syndicates

W



Narcotics Unit - Procedures CPD GO D-11.100
02/10/20 Page 2

-
. I -

il
Yl



Narcotics Unit - Procedures CPD GO D-11.100
02/10/20 Page 3

F. I

el ‘ LT
i



Narcotics Unit - Procedures CPD GO D-11.100
02/10/20 Page 4

. Ii
|| —— |
L L



CPD GO D-11.100

Narcotics Unit - Procedures

02/10/20

Page 5



Narcotics Unit - Procedures
02/10/20

CPD GO D-11.100
Page 6

H. HANDLING SEIZED DRUGS

I. PROCESS MARIJUANA
“FLASH” BALES

1. BRING ALL DRUGS SEIZED to Chandler Police Department or the

appropriate department if working with other agencies. The CIB
commander must authorize any other location.

LIST THE DRUGS AND OTHER ITEMS SEIZED on a Chandler Police
Department property form ensuring that item numbers for drugs seized
pursuant to a search warrant correspond to the search warrant
information sheet numbers

LIST ANY DRUGS THAT ARE TO BE ANALYZED on a “Request for
Scientific Examination” form ensuring the numbers correspond to the
numbers on the search warrant information sheet and Chandler Police
Department property form

PACKAGE ALL DRUGS SO THERE WILL BE NO SPILLAGE

a. Normally, package in plastic bags except where plastic containment
would cause rot and/or spoilage, such as undried marijuana

b. Dry fresh marijuana and place in paper bags

c. Use as few packages as possible to diminish the possibility of
confusion in Property, Forensics Laboratory, and in court

MAY RETAIN MARIJUANA OR DRUGS for use in operations or training
after completion of the court case

a. Check “flash” drugs retained or used as samples by suspects in and
out of Property for each use

b. A property custodian will weigh each package of drugs before it is
released from or returned to Property

c. Fully document any discrepancy in weight in the case report and on
the property receipt

PLACE BALES FOR POSSIBLE U/C OPERATIONS in the Narcotic Room for
thawing purposes

SIGN OUT BALES FOR U/C OPERATIONS:

a. Use property receipt with current U/C operation OR number

b. Document in Narcotic Flash book under the control OR number

c. Take a copy of the property receipt for bales in detectives’ possession

BALES NOT IMMEDIATELY NEEDED FOR UPCOMING OPERATIONS:
a. Return signed out bales during regular business hours

b. Sign in on original property receipt

c. Return bales to freezer/refrigerator

BALES NEEDED FOR LATER OPERATIONS:
a. Store in the Narcotic Room on a pallet separate from thawing bales
that have not been signed out
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Sign property receipt showing change in custody when bales come in
and go out

5. BALES STORED IN PROPERTY LOCKERS:

a.

b.

If after hours, call property technician when bales are stored for more
than five hours before start of next business day (0700 M-F)

Narcotic detective will sign in bales on copy of property receipt and
leave receipt with the bales

Property personnel will secure the bales in the appropriate location
and attach the signed property receipt to the original

Call out property personnel if the amount of bales will not fit in the
six large lockers on west side of the room

6. SEIZURE OF BALES AFTER HOURS:

a.

Place in the six large lockers on west side of room when storage time
is less than five hours before start of business day (0700 M-F) with
property receipt

All seizures involving large amounts of marijuana bales require call
out of a property technician to impound and store bales securely in
the Narcotic Room

WHEN OBTAINING A PREDETERMINED AMOUNT of drug from Property as a
sample:

1. OBTAIN APPROVAL from a CIB lieutenant before removing a sample

2. MINIMIZE THE AMOUNT of sample to be utilized

3. DOCUMENT AS FOLLOWS:

a.
b.
c.

Obtain an offense report number for the sample

Give the sample an item number using a property receipt
Weigh the sample in the presence of a property custodian and
record weight on the property receipt

Complete the chain of possession section on the new property
receipt and on the original property receipt

Distribute copies of property sheet to the following locations:

1) Blue copy - Records Unit

2) Pink copy - Investigator’s case file

4. IF THE SAMPLE IS RETURNED

a.

Record weight on property receipt, and return it to the property
custodian under the offense report number from which is was
obtained

Immediately report any change in weight to the Narcotics supervisor

+44
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A. POLICY

B. GENERAL
RESPONSIBILITIES

. PROPERTY CRIMES UNIT detectives investigate crimes perpetrated

against property, including:

Burglary

Felony Theft

Arson

Environmental Crimes

Organized Retail Theft

Theft of motor vehicles, boats, aircraft, off-road equipment, and
construction equipment

~pooow

ON SELECTIVE ASSIGNMENTS, include:

a. Criminal Trespass
b. Criminal Damage
c. Misdemeanor Theft

BECOME KNOWLEDGEABLE of all applicable laws, statutes,
ordinances, rules, and procedures when investigating a case

USE LEGAL, PROPER INTERVIEWING TECHNIQUES when
interviewing suspects, witnesses, and investigative leads

ENSURE ALL ELEMENTS OF A CRIME ARE INCLUDED, as provided
by statute, before proceeding. Suspend or reclassify the report if required
elements are not present and cannot be proven.

BE AWARE OF CRIME TRENDS in assigned areas; develop proactive
means to deter such criminal activity

CONDUCT ALL ASSIGNED FOLLOW-UP INVESTIGATIONS

BE RESPONSIBLE TO THE VICTIM to attempt to recover each item of
property taken or ensure an equitable resolution has been reached in all
cases

C. GENERAL INVESTIGATOR

DUTIES

REVIEW all related reports

INVESTIGATE AND FOLLOW-UP all assigned cases that have sufficient
leads and/or suspects to merit such work

BE AWARE OF CRIMINAL TRENDS in assigned areas, and work on
developing proactive means to deter such criminal activity

CHECK NCIC for information and enter information when appropriate
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MAINTAIN EXCELLENT COMMUNICATIONS within the department and
with other agencies

INITIATE CAD AND CADMINE SEARCHES on a regular basis for auto
theft recover reports

RECOGNIZE AND DOCUMENT IDENTIFYING MARKS, including model
and serial numbers

INSPECT VEHICLES WHOSE IDENTIFYING NUMBERS, e.g., the VIN,
has been destroyed, removed, or altered and attempt to determine the
true identity and ownership of such vehicle

ALL BURGLARIES to vehicles requiring follow up will be pended and
forwarded to the unit’s sergeant for review. The Property sergeant will
assign the follow up to an investigator.

D. MOTOR VEHICLE THEFT

1.

2.

3.

REPORTS

a. Field Operations Division takes vehicle theft reports and turns them
in according to their procedures

b. The Property sergeant reviews all vehicle theft reports and assigns
such cases as listed below requiring further investigation:
1) Stolen vehicles
2) Recoveries
3) Altered VINs
4) Abandoned vehicles
5) Major auto components

c. The Property sergeant will receive recovery supplements and
ensure they are reviewed for information

TYPE OF STOLEN VEHICLES WORKED (This includes embezzled
vehicles and/or any embezzled equipment listed below)

a. Automobiles, semi-trucks and tractors, buses, and motor homes, etc.

b. Off-road equipment, wheeled or tracked equipment, farm tractors,
heavy construction equipment such as backhoes and excavators

c. Motor driven cycles, designed for on or off-road use, regardless of
horsepower. Not to include bicycles with owner-installed helper
motors.

d. Trailers (utility, camping, mobile homes, etc.)

e. Boats with or without engine, but not including portable, plastic, or
rubber boats

f.  Aircraft including fixed wing, helicopters, blimps, or gliders

g. Snowmobiles/jet skis with or without engines

PROCEDURES BY TYPE OF THEFT INVESTIGATED

a. Automobile Thefts

1) Verify all information and ensure the vehicle is entered into NCIC
and all applicable information is present and correct. Appropriate
"Attempts to Locate" may be issued also.

2) May refer to outside agencies for assistance in locating
information

3) Contact regional or national distributor of non-titled vehicles e.g.,
Honda parts distributor:
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American Honda Motor Company
100 W. Alondra Boulevard
Gardenia, California

Similar resources are available for many other products, both
domestic and imported

b. Unlawful Failure to Return a Motor Vehicle Subject to a Security
Interest: ARS 13-1813
1) The original responding officer will:
a) Complete the initial investigation with a general offense report
and pend to Property Unit
b) Obtain the necessary documentation establishing elements of
Rev the crime from the complainant/victim as described in ARS 13-
1813 and include them with the original report
c) Not enter vehicle into ACIC/NCIC as stolen. The assigned
investigator will enter the vehicle if deemed necessary.
2) The assigned investigator will submit the appropriate charges
through the City Prosecutor’s Office

c. Boat Thefts
1) Verify all information and ensure the boat and, if applicable, the
motor and trailer are properly entered into NCIC.
2) Informational resource:

Game and Fish Department || IGzNEG

d. Aircraft Thefts
1) May be investigated by CIB or an outside agency (FBI, Customs,
U.S. Department of Justice, or any one of several other agencies)
2) If assigned follow up:
a) Verify all information and ensure the aircraft is properly
entered into NCIC
b) Notify a federal enforcement agency, such as Customs, or
other federal or state agencies as appropriate
3) Resource agencies:
a) National Insurance Crime Bureau || GGz
b) Immigration and Customs Enforcement
c) Federal Aviation Administration
4) Pilot Reference for any registered aircraft or licensed pilot in the
United States: FAA Investigations Office in Los Angeles
5) Flight Service Station Alert Information: Investigator duties:
a) State type of request
e If confirmed stolen: State "stolen aircraft”
e If not confirmed, state "lookout" pending confirmation
b) Show date and time of theft: time element
¢) Request area to be notified:
e Southwest Region
e National Alert
d) Give aircraft description
e Tail number
Engine number(s)
Make, model
Fuel: capacity, range, on board
Color: markings
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e Special notes: unusual features of aircraft

e) Dictate body of message: report number, suspects, direction of
travel

f) Note person to be contacted in event of aircraft sighting or
recovery, with phone number

g) List special handling instructions - prints, etc.

h) Ensure NCIC entry is made

6) Theft Report: Include the above information and the name of the
legal owner, authorized possessors, lien holder, and flight service
station person taking report

4. RECOVERIES

a. For Other Jurisdictions

1) Complete as much of the investigation as possible

2) Ensure the reporting agency was notified of the recovery via the
Communications Section (i.e. teletype)

3) Forward a copy of the offense report to the reporting agency

By Other Jurisdictions

1) Complete a recovery report with all information

2) Notify the owner of the recovery location and condition

3) Request a copy of the recovery report from the other jurisdiction

Stolen Vehicle Located in Another Country

1) Do not remove the vehicle from ACIC/NCIC until the vehicle is
brought back into the United States. Update NCIC with locate
information

2) Supplement the stolen report with all new information

5. SOURCES OF INFORMATION

a. MVD Files

1) Registered owner and address
2) VIN
a) Registered owner and address
b) Lien holder
c) Description of vehicle
d) Title number
e) License number, if current title
3) Description of car

Name File

1) License number of all vehicles registered
2) VIN of all vehicles registered

3) Address of registered owner

MVD Film File

1) Use current title number

2) Background on vehicle since first registered in the state of
Arizona.

MVD Investigator's Office
1) Assistance on vehicle identification
2) Assistance on all phases of MVD records

Federal Bureau of Investigation
1) Recovery information
2) Suspect information
3) File federal charges
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Miscellaneous Sources
1) NICB (National Insurance Crime Bureau - formerly NATB
[National Auto Theft Bureaul])

2) Local automobile dealers

REPORTING PROCEDURES
1. The Police Department’s fire investigator will:

a.
b.
c.

d.

Conduct the criminal investigation

Collect and preserve evidence

Complete supplemental reports in cases where all elements of
reckless burning or arson are present as stated in ARS 13-1702,
ARS 13-1703, or ARS 13-1704

Filing of any complaints

2. Notify the Maricopa County Attorney’s Office Arson Task Force in the
same manner as the Major Felony Bureau if the following situations exist:

a.
b.
c.

F. PAWNSHOP DUTIES

Suspected arson fires where damages exceed $25,000
Suspected arson fires where serious bodily injury or death results
Conspiracies to commit arson for financial gain

1. GENERAL DUTIES

a.

b.

New

Monitor and take necessary enforcement on violations by pawnshops,
secondhand dealers, auction houses, scrap metal, and junk dealers
Oversee maintenance of all records sent in from these shops and
entry and removal of items from NCIC

Handle recovery of stolen property from other jurisdictions and
recovery of stolen property from pawn dealers within Chandler
Coordinate efforts with the police admin specialist assigned to
manage the online database and billing of pawn shops and second
hand dealers

Complete initial paperwork reference interpleading proceedings
through the Chandler City Court and submit the paperwork to the
Chandler Police Department legal advisor

Coordinate efforts with the police administrative specialist to complete
records checks on all persons responsible for pawning a firearm. If
the responsible party is identified as a prohibited possessor, an
investigation will be conducted and when appropriate, charges filed.

2. PROCEDURES

a.

Pawnshop Records
1) Oversee the maintenance and control of all records from
pawnshops, second-hand dealers, auction houses, scrap metal,
and junk dealers; maintain a list of such businesses from city
permits
2) Inspect pawn tickets for any pawn code violations, names of
suspects or suspicious persons, possible stolen property
3) Oversee entry of information on pawn tickets entered in online
database
a) Names are checked within the system for "flags" placed on
persons or property by agencies for possible stolen property or
suspects
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b) Any property with a serial number is automatically checked
through NCIC

c) The system may also be queried for information about
individuals who have sold or pawned property and information
about property that has been entered

d) The pawn tickets will be kept at the pawnshop or secondhand
dealer conducting the transaction

Retention of Records: Maintain original for 2 years

Police Holds

1) Mail a letter on Chandler Police Department letterhead with a
complete description of the property, the report number, the
investigator’'s name and the date to implement the hold. Distribute
the original and copies as follows:
a) Original — to business where stolen property was located
b) Copy - included in investigative report
c) Copy — to pawnshop detail detective

2) The hold is effective indefinitely; however, the investigator may
discontinue the hold at any time

Recovery of Stolen Property (Chandler)

1) Place a "Police Hold" on property reported stolen in Chandler and
located in our jurisdiction

2) Complete a property sheet if the property is removed for
prosecution. Leave a copy with the pawnshop if there is not a
court order directing otherwise.

3) The 9th Circuit Court of Appeals has rendered a decision in G & G
Jewelry, et al. v. City of Oakland, et al., 989 F. 2d 1093 (1993) that
prevents the police returning the property to anyone other than the
pawnshop without a court directive or agreement of the parties of
interest. The victim, pledger, and pawnbroker will have to seek a
civil remedy to settle disputes over ownership of the property.

Recovery of Property for Other Agencies (in Maricopa County)

1) Notify the jurisdiction involved by letter, telephone, or teletype of
all the pertinent facts surrounding the discovery of the property

2) The jurisdiction involved is responsible for the recovery. Make
every effort to assist the recovering agency if requested.

Recovery of Property for Other Agencies (out of Maricopa

County)

1) Place a "Police Hold" on the property

2) Notify the jurisdiction involved by letter, telephone, or teletype, and
advise them of all the pertinent facts surrounding the recovery

3) Make a "Trafficking in Stolen Property" Offense Report and
investigate the person(s) pawning or selling the property

4) If requested by the jurisdictional agency, complete a property
sheet, package the recovered property, and have the
Property/Evidence Unit ship the property to the agency involved

5) Advise the requesting agency of our adherence to the 9th Circuit
Courts ruling in G & G Jewelry, et al. v. City of Oakland, et al., 989
F. 2d 1093 (1993), and the item is being forwarded as evidence in
a criminal prosecution, and a court of competent authority must
determine final ownership
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Recovery of Stolen Property by Other Agencies: When this agency
is notified stolen property has been recovered by another jurisdiction,
the pawnshop detective will conduct the follow-up investigation, and
advise the officer originally assigned the case

Violations of City Ordinance
1) Initiate an offense when prosecutable violations are uncovered
2) Obtain complaints or summons through City Prosecutor

Supervision of Business: Contact local businesses covered by the
pawn ordinances reference reporting procedures and any other
pertinent matters, as duties permit

NCIC Operations
1) Make checks on wanted persons
2) Make queries of items by NCIC code and serial number

Federal Firearms (ATF): Personnel will work closely with ATF
agents on all matters in which ATF has interest or jurisdiction

OPERATION WEAPONS CHECK

Program Description: Operation Weapons Check is a procedure
designed to help in the recovery of stolen weapons and the arrest of
suspects, while reducing losses by pawnshop owners. It allows shop
owners to have a weapon and seller checked through ACIC and NCIC as
soon as possible during CIB business hours.

a.

b.

Have shop owner/employee complete the required city pawn tickets

and then call the CIB pawn personnel

Have owner/employee properly identify himself and give the serial

number and other information to run the weapon and seller through

NCIC

A CIB administrative specialist will run the weapon and seller as soon

as possible

If a stolen report or warrant is found,

1) Do not give that information to the owner/employee

2) The administrative specialist will immediately inform
Communications, and a patrol unit will be assigned to recover the
weapon and apprehend the person in possession of it

3) The administrative specialist may call the shop owner/employee
and advise there may be a delay in processing their check.

If the NCIC system is out of service or CIB personnel are not able to

immediately complete the check, they will notify the owner/employee

the check cannot be made immediately. At all times, the shop has full

financial responsibility for accepting the weapon.

An "Operation Weapons Check" agreement will be signed by each

shop owner before they are allowed to participate in the program.

+44+
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A. PURPOSE

The purpose of this order is to establish policy and procedures for the operation
of the Family Crimes Unit
B. INVESTIGATIVE
RESPONSIBILITIES
THE FAMILY CRIMES UNIT IS RESPONSIBLE FOR investigating the following
crimes perpetrated against persons and functions:

1. Child Abuse (physical)
2. Vulnerable Adult Abuse
3. Domestic Violence

4. Missing Persons

5. Runaway Juveniles

Rev 6. Children injured in unattended vehicles

C. CHILD ABUSE
[83.2.2]
1. THE FAMILY CRIMES UNIT WILL INVESTIGATE all child abuse cases
where:

A medical exam is required

There is serious physical injury or the child is hospitalized

There is continual physical abuse

A warrant is needed to collect physical evidence

There is a special needs victim who is unable to answer the five
guestions allowed in the Child Abuse Protocol

A forensic interview is needed to establish the corpus of the crime
A pretext call or other specialized investigative techniques may be
needed

coooTp
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2. FOR THE INVESTIGATIVE GUIDELINES refer to GO E-11.400 Crimes
Against Juveniles
D. VULNERABLE
ADULT ABUSE

The Family Crimes Unit will investigate vulnerable adult abuse cases in
accordance with the Maricopa County Vulnerable Adult Protocol.
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E. DOMESTIC VIOLENCE
The Family Crimes Unit is responsible for:

1. INVESTIGATING DOMESTIC VIOLENCE INCIDENTS with the exception of
aggravated domestic investigations when the victim’s condition is so
serious that death appears imminent or likely. See General Orders
F-11.100 Civil Disputes, F-11.200 Domestic Violence.

2. REVIEWING ALL DOMESTIC VIOLENCE REPORTS for the following:

Elements of the crime

Documentation of interviews of all parties who were present
Documentation of injuries

Case meets misdemeanor or felony guidelines

Welfare check of the children

®oooTp

3. INVESTIGATING ALL STRANGULATION REPORTS

a. Strangulation:
1) Must have any circumstance existing as set forth in 13-3601A,
paragraphs 1-6
2) Elements of strangulation as defined by ARS 13-1204B1 (General
Order F-11.200)
b. The assigned investigator will:
1) Contact and re-interview the victim
2) Arrange for a Forensic Nurse Examination as soon as possible but
within 120 hours of the offense
3) Coordinate with Victim Services
4) Conduct witness interviews
5) Ensure adequate photos are taken of the involved parties and
crime scene
6) Process the crime scene for evidence (obtain consent or search
warrant as needed)
7) Perform criminal history check and document history of violence in
the relationship
8) Interview/interrogate suspect

F. MISSING PERSONS

The Family Crimes Unit will investigate persons missing under circumstances
not conforming to their ordinary habits or behavior, who may be in need of
police assistance or attention (i.e., a senile or aged person who may be lost or
helpless, a mentally or physically handicapped person, a person believed to be
suicidal or a person that is in need of daily medications). See General Order F-
08.500.

G. RUNAWAY JUVENILES

The Family Crimes Unit will follow up investigations of runaway juveniles.
These investigations will be conducted in accordance with General Order E-
11.300.

+44
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HIGH FREQUENCY/HIGH SEVERITY

Summary

[42.1.6] The Criminal Intelligence Unit facilitates the gathering, analyzing and
dissemination of criminal intelligence and counter-terrorism information
obtained on behalf of/or by employees in conformance with 28 CFR Part 23,
as well as providing technical electronic surveillance and criminal case
management support.

A. PHILOSOPHY

The gathering and dissemination of criminal intelligence is a legitimate and
necessary law enforcement function and serves the public interest in a variety
of ways. It may lead to the apprehension of those engaged in organized
crime, stem the flow of illegal drugs, or allow for the early detection and
prevention of criminal activity.

The Chandler Police Department gives the greatest possible consideration to
the value of individual privacy. Itis a highly regarded and constitutionally
protected right of each American citizen or resident. However, the right to
remain free from intrusion into private matters cannot be extended to the
planning and execution of serious crimes, including acts of terrorism and
political violence. It is self-evident that those conspiring to engage in criminal
activities are not going to make their preparations public.

B. UNIT RESPONSIBILITIES

1. CONDUCT THE GATHERING OF CRIMINAL INTELLIGENCE in conformance
with General Orders dealing with general enforcement and criminal
investigations and State and Federal law

2. FIRST PRIORITY: To monitor and review all information concerning
criminal activity and counter-terrorism that comes to the attention of the
unit for the following purposes:

a. Provide timely information to the command staff concerning current
criminal activities, projected trends, and threat assessments
b. Facilitate coordination of enforcement and dissemination of
information between the different divisions, districts, and beats
c. Identify threats to the community including:
1) Methods of operation to crimes
2) Significant crime patterns
3) Develop and make recommendations on ways to reduce incidents
of criminal activity in known areas; assist case investigators with
Special Enforcement Projects to address specific crime threats
4) Domestic and International terrorism targeting federal, state, and
local infrastructure and governments

3. SECOND PRIORITY: To investigate intelligence leads on suspected
criminal activity and terror threats to develop these leads into potential
criminal enforcement projects and bring to bear enforcement activities to
address the threat
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THIRD PRIORITY: Through involvement in federal, state, and local task
forces and intelligence/investigative initiatives:
a. Gather criminal intelligence and counter-terrorism information from
these agencies for use by enforcement units within the department
b. Facilitate and coordinate between the department and these agencies
. Prepare and protect Chandler from criminal and terrorist threats
d. Brief Command staff on intelligence and activities

TRAINING: Train employees in the collection, processing and sharing of
suspicious incidents and criminal intelligence

REVIEW: At least annually, the sergeant of the unit will review the
procedures and processes of collecting, processing, and sharing of
suspicious incidents and criminal intelligence and forward the report to
the commander

DETECTIVES assigned to the unit are generally not to engage in enforcement
action (unless life, serious injury, or significant property loss were to occur
through inaction) but are to gather and investigate information for preparation
to be assigned to an enforcement unit

EMPLOYEES' RESPONSIBILITIES

Rev

Rev

1.

EVERY DEPARTMENT EMPLOYEE is responsible for gathering criminal
intelligence

EMPLOYEES SHOULD REPORT any information concerning suspected or
identified criminal activity that is not appropriate for long or short form
reports to the Intelligence Unit. The departmental wireless Field Interview
Report has been formatted to meet the Intelligence Unit's requirements.

THE CORE OBJECTIVE OF THIS REPORTING SYSTEM: To ensure that all
information concerning criminal activity or terrorism coming to the
attention of any member of this department will be reviewed according to
criteria set forth in 28 CFR 23 and disseminated to the proper
enforcement unit or maintained for further investigation

CIU INVESTIGATORS WILL provide a timely response to officers
submitting information for review

E. HOMELAND SECURITY LIAISON

1.

ORGANIZATIONAL PLACEMENT: The Chandler Police Department
Criminal Intelligence Unit is the primary conduit through which information
that may be of intelligence value to the United States "National Security
Effort" is funneled, both to the State of Arizona counter-terrorism (CT)
effort and the United States Government's (USG) national CT projects
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2. THE TERRORISM LIAISON OFFICER

a.

F. SURVEILLANCE PLATFORM

In addition to complying with all policies governing the use of department
vehicles in General Order B17 Use of Department Vehicles, the following
additional guidelines apply to use of the surveillance platform:

[41.1.3]

1.

Position Description: A full-time detective assigned to the Criminal
Intelligence Unit representing the interests of the Chandler Police
Department to the Arizona Counter-Terrorism Information Center
(ACTIC). This will ensure effective coordination of effort, mutual
exchange of information, and to assure investigative due diligence on
matters related to terrorism that could affect the City of Chandler.

Position Responsibilities

1) The primary liaison the Criminal Intelligence Unit uses to forward
information obtained through criminal analysis and field officer
investigations / contacts to our state and federal national security
infrastructure, thus:

a) Ensuring that information obtained locally will be included in
state and national "classified" intelligence databases for
evaluation and analysis from a global security view point

b) Ensuring appropriate allocations of resources, as a
participating member of the counter-terrorism community, in
the event the City of Chandler is faced with a major terror
threat or incident

2) Work to educate local civic groups, private enterprises, and public
entertainment venues in CT awareness. Encourage CT reporting
by management and private security forces associated with these
entities.

PURPOSE: The primary purpose of this vehicle is to collect evidence of
criminal activity through the use of covert surveillance methods

INSTRUCTIONS AND LIMITATIONS FOR USAGE

a.

b.

Use as a tool during criminal investigations or special operations. Do
not use as a general-purpose vehicle.

No person or any vehicle having any police marking or indicia
will ever approach the vehicle

Log all usage of the surveillance platform on the “Surveillance
Platform Deployment Log” maintained by the Criminal Intelligence
Unit (CIU) sergeant. Keep an additional log in the vehicle.

AUTHORIZATION FOR USE: The Criminal Intelligence Unit is responsible
for use and operation of this vehicle

QUALIFICATIONS AND TRAINING FOR OPERATION: Only officers trained
in the use of the equipment are authorized to use the vehicle. The
designated Intelligence Unit detective will conduct training.

POSITION RESPONSIBLE FOR THE VEHICLE: The Criminal Intelligence
Unit sergeant is responsible for the condition and maintenance of the
vehicle and equipment
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G. BAIT VEHICLES

[41.1.3] [43.1.5] In addition to complying with all policies governing the use of department
vehicles in General Order B17 Use of Department Vehicles, the following
additional guidelines apply to use of the Bait Vehicles:

1. PURPOSE: To detect and apprehend thieves and to prevent auto-related
crimes through proactive, covert operations

2. INSTRUCTIONS AND LIMITATIONS FOR USAGE

a. Use bait vehicles as a tool during criminal investigations or special
operations, not as general-purpose vehicles

b. Complete a Unit Enforcement Plan prior to the deployment

c. Log all usage of bait vehicles under the CIU activity log

3. AUTHORIZATION FOR USAGE

a. Officers trained in the use of the equipment may use the vehicles for
criminal investigation purposes with the authorization of the
Intelligence Unit sergeant or a CIB lieutenant

b. Law enforcement agencies within Maricopa County may use the bait
vehicle with the authorization of the Intelligence Unit sergeant or a
CIB lieutenant. The agency using the vehicle shall sign a Letter of
Understanding that identifies the responsibilities and liabilities of the
agency using the vehicle.

4. QUALIFICATIONS AND TRAINING FOR OPERATION: Only officers trained
in the use of the equipment are authorized to utilize the vehicle. The
designated Intelligence Unit detective will conduct training.

5. POSITION RESPONSIBLE FOR VEHICLE: The Intelligence Unit sergeant is

responsible for the condition and maintenance of the vehicle
6. RESPONSE TO NOTIFICATIONS:

a. No Capture: A CIU detective will respond to retrieve a CPD bait
vehicle and items placed into this vehicle,

b. Capture: At the request of a Field Operations lieutenant, a Property
Crimes detective will respond to assume the investigation of a
burglary/theft from a CPD bait vehicle

The CIB detective will work cooperatively with Field Operations units
to ensure that all elements of the criminal investigative process are
completed

- I

[43.1.4] [43.1.5]
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Summary:
[42.1.6] This order provides guidelines for the developing criminal intelligence files.
A. TYPES OF

INTELLIGENCE

B. FILE GUIDELINES

The Criminal Intelligence Unit (CIU) provides the following types of
intelligence through the collection efforts of the department and information
derived from criminal and intelligence task forces at the federal, state, and
local levels. CIU ensures this information is disseminated to the appropriate
section:

1.

INDICATIVE INTELLIGENCE: That which suggests new developments or
new operations by organized criminals and terrorism threats to our
community.

TACTICAL INTELLIGENCE: Implies immediate action. Since the
Intelligence Unit is required to turn this type of information over to other
units to be acted upon. Tactical intelligence can:

a. Lead to an arrest
b. Lead to further information gathering and subsequent arrest
c. Be filed to be used in one of the other categories as noted below

STRATEGIC INTELLIGENCE: Collected over time and put together by an
analyst to indicate a new, or newly discovered pattern of criminal activity
and used by the command staff in planning the allocation of resources
over a period of time

a. Some of the information on persons and functions may already have
been used in an indications report or as tactical intelligence

b. The information may be confirmed or be in the form of still
unsubstantiated

c. The pattern into which the information is fitted may be hypotheses
based on fragmentary data

EVIDENTIAL INTELLIGENCE: Factual and precise information

a. May be presented in court depends on other elements entering into
the case building, normally based on decisions in the enforcement
units of the department or the prosecutor

b. May be used in developing a strategic report or it may have tactical
value and be currently useful in a case that is actively being
investigated and/or prosecuted

These standards are designed to bring about an equitable balance between
the civil rights and liberties of American citizens and residents and the needs
of law enforcement to collect and disseminate criminal intelligence on the
conduct of persons and groups who may be engaged in systematic criminal
activity
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D. FILE CONTENT
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CRIMINAL INTELLIGENCE FILE: Consists of stored information on the
activities and associations of:

1. INDIVIDUALS WHEN:

a.

Reasonable suspicion exists to believe they have been or are
involved in the actual or attempted planning, organizing, financing, or
commission of criminal acts; or

When reasonable suspicion exists to believe they have been involved
in criminal activities with known or suspected crime figures

2. ORGANIZATIONS, BUSINESSES, AND GROUPS WHEN:

a.

Reasonable suspicion exists to believe they have been or are
involved in the actual or attempted planning, organizing, financing, or
commission of criminal acts; or

Reasonable suspicion exists to believe they have been or are
suspected of being or of having been illegally operated, controlled,
financed, or infiltrated by known or suspected crime figures

Only information with a criminal predicate (where reasonable suspicion
exists) and which meets the agency’s criteria for file input should be stored in
the criminal intelligence file.

1. SPECIFICALLY EXCLUDED material includes:

a.

b.

C.

d.

e.

Information on an individual or group merely on the basis that such
individual or group supports unpopular causes

Information on an individual or group merely on the basis of ethnic
background

Information on any individual or group merely on the basis of religious
or political affiliations

Information on an individual or group merely on the basis of personal
habits and/or predilection

Associations with individuals that may not be of a criminal nature

2. CONTENT TO INCLUDE

a.

Information that relates to an individual, organization, business, or

group when reasonable suspicion exists to suspect persons or

entities of being or having been involved in the actual or attempted

planning, organizing, financing, or committing of one or more of

the following criminal acts:

1) Narcotic trafficking/manufacturing

2) Unlawful gambling

3) Loan sharking

4) Extortion

5) Pornography

6) Infiltration of legitimate business for illegitimate purposes

7) Stolen securities

8) Bribery and other forms of public corruption

9) Major crime, including homicide, sexual assault, burglary, auto
theft, kidnapping, destruction of property, robbery, fraud, fencing
stolen property, and arson
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E.

F.

FILE STATUS

INFORMATION

EVALUATION CRITERIA
Investigators should review information for reliability and content validity prior
to filing. Evaluating the information’s sources and content indicates to future
users the information’s worth and usefulness. Circulating information, which
may not have been evaluated, where the source reliability is poor or the
content validity is doubtful, is detrimental to the agency’s operations and
contrary to the individual’s right to privacy.

Page 3

10) Manufacture, use, or possession of explosive devices for
purposes of fraud, intimidation, or political motivation

11) Threats to public officials and private citizens

12) Terrorism and political violence

b. In addition to one or more of the above criminal activities, the
subject/entity must be identifiable — distinguished by a name and
unique identifying characteristic(s) (e.g., date of birth, criminal
identification number, driver’s license number, address)

1) Identification at the time of file input is necessary to distinguish the
subject/entity from existing file entries and those that may be
entered at a later time

2) NOTE: The exception to this rule involves modus operandi (MO)
files. MO files describe a unique method of operation for a
specific type of crime (homicide, fraud) and may not be
immediately linked to an identifiable suspect. MO files may be
retained indefinitely while additional identifiers are sought.

All information retained in the criminal intelligence file shall meet the following
file criteria:

1. PERMANENT STATUS: Permanent status means that the information

may be held for a period of five years. After five years, the information
must be updated, validated, or purged.

TEMPORARY RETENTION: Information may be retained for up to 90
days while it is being evaluated. Do not retain information longer than
90 days unless a compelling reason exists to extend this time period

Example: Several pieces of information indicate that a crime has been
committed, but more than a year is needed to identify a suspect. During this
period, efforts should be made to identify the subject/entity or validate the
information so that its final status may be determined.

PURGING: If the information is still classified temporary retention at the
end of a 90-day period, and a compelling reason for its retention is not
evident, the information shall be purged. A 90-day extension may be
authorized for specific reason and in the interest of due diligence with the
concurrence of the CIB lieutenant and commander.

To ensure uniformity with the intelligence community, stored information may
be evaluated according to the criteria set forth below:
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SOURCE RELIABILITY

a. Reliable: The reliability of the source is unquestioned or has been well
tested in the past

b. Usually Reliable: The reliability of the source can usually be relied

upon as factual. The majority of information provided in the past has

proven to be reliable.

Unreliable: The reliability of the source has been sporadic in the past

Unknown: The reliability of the source cannot be judged. Neither

experience nor investigation has yet determined its authenticity or

trustworthiness.

e o

CONTENT VALIDITY

a. Confirmed: The information has been corroborated by an investigator
or another independent, reliable source
b. Probable: The information is consistent with past accounts

c. Doubtful: Information is inconsistent with past accounts

d. Cannot Be Judged: The information cannot be judged. Neither
experience nor investigation has yet determined its authenticity.

VALUE

a. Protects sources, investigations, and the individual’s right to privacy

b. Indicates the internal approval that must be completed prior to the
release of the information to persons outside the agency

c. Isnotinitself is a defense against a subpoena duces tecum

SUBJECT TO CONTINUAL CHANGE: The passage of time, the conclusion
of investigations, and other factors may affect the security classification
assigned to particular documents. Documents within the intelligence files
should be reviewed on an ongoing basis to ascertain whether a higher or
lesser degree of document security is required to ensure that information
is released only when and if appropriate.

CLASSIFICATION CATEGORIES

a. Sensitive

1) Information pertaining to significant law enforcement cases
currently under investigation

2) Corruption (police or other government officials) or other sensitive
information

3) Informant identification information

4) Criminal intelligence reports which require strict dissemination and
release criteria

b. Confidential
1) Criminal intelligence reports not designated as sensitive
2) Information obtained through criminal intelligence unit channels
that is not classified as sensitive and is for law enforcement use
only

c. Restricted
1) Reports that at an earlier date were classified sensitive or
confidential and the need for high-level security no longer exists
2) Non-confidential information prepared for/by law enforcement
agencies
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The value of information stored in a criminal intelligence file is often directly
related to the source of such information.

I. QUALITY CONTROL
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Unclassified

1) Civic-related information to which, in its original form, the general
public had direct access (e.g., birth and death certificates)

2) News media information newspaper, magazine, and periodical
clippings dealing with specified criminal categories

1. WHETHER OR NOT confidential source identification is warranted, reports
shall reflect the name of the agency and the reporting individual.

a.

Code Number: When identifying the source by name is not practical
for internal security reasons, a code number may be used. The
criminal intelligence unit lieutenant shall retain a confidential listing of
coded sources of information.

Source Description: It may also be appropriate in a particular case

to describe how the source obtained the information (for example, “S-

60, a reliable police informant hears” or “a reliable law enforcement

source of the Police Department saw” a particular event at a particular

time)

Correlation with Source: 28 CFR 23 requires that all intelligence

projects be able to correlate intelligence reports with the informational

source

1) Often disclosing methods, persons, or means of collecting
information (unless under subpoena) is not in the best interest of
the Police Department or information provider. Under these
circumstances, protecting anonymity of intelligence sources is of
the highest priority to the Chandler Police Department and CIU.

2) When appropriate, intelligence sources will be classified within the
database in the following manner when given an intelligence
control number:

a) Witting sources
b) Unwitting sources, or
c) Law Enforcement sources

3) IR will refer to this number when identifying information provided
by this source

4) Only disclose intelligence sources with the concurrence of the CIU
supervisor, section lieutenant, or under legal requirement

2. TO DETERMINE NEED FOR SOURCE IDENTIFICATION, include:

a.
b.

The nature of the information reported

The potential need to refer to the source’s identity for further or
prosecutorial activity

The reliability of the source

1. THOROUGHLY REVIEW all information for storage for compliance with
established file input guidelines and department policy prior to being filed.
The quality control reviewer is responsible for seeing that all information
entered into the criminal intelligence files conforms with the department’s
file criteria and has been properly evaluated and classified.
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a. Does it contain a criminal predicate offense?

b. Is it relevant to the identification of an individual and the criminal
activity engaged in by an individual or organization that is reasonably
suspected of involvement in criminal activity?

c. Isthe information related to the criminal activities of the person or
organization?

UNIT INVESTIGATORS AND THE UNIT SUPERVISOR will be tasked with
information quality control oversight

a. Ensure programmed audit controls on intelligence files to alert unit
investigators and/or the unit supervisor 90 days prior to the case file
expiration

b. Ensure all intelligence case files are reviewed against 28 CFR 23
criteria within this 90-day re-work window

c. If after the 90-day re-work period new information cannot be
documented to establish intelligence data base inclusion, purge the
file

RELEASE REQUIREMENTS: Information from a criminal intelligence report
may only be released to an individual who has demonstrated both a
“right-to-know” and a “need-to-know”

a. Right-to-know: Requestor has official capacity and statutory authority
to the information being sought

b. Need-to-know: Requested information is pertinent and necessary to
the requestor agency in initiating, furthering, or completing an
investigation

DO NOT RELEASE an “original document” which has been obtained from
an outside agency to a third agency. Refer such a request to the
submitting agency for further assistance.

CLASSIFY Stored information according to the following system:

Security Level Dissemination Criteria Release Authority

Sensitive Restricted to law enforcement Intelligence Unit Lieutenant

personnel having a specific
need-to-know and right-to-know

Confidential Same as for sensitive Intelligence Unit Lieutenant

or designee

Restricted Same as for Sensitive Intelligence Unit

Supervisor or designee

Unclassified Not restricted Intelligence Unit personnel

4. RELEASE CONTROL FORM: To eliminate unauthorized use and abuses of

the system, the department shall use a dissemination control form that
shall be maintained with each stored document to record the date of the
request, the name of the agency and individual requesting the
information, the need-to-know, the information provided, and the name of
the employee handling the request

REQUIRED INTELLIGENCE RELEASE (IR) FORM: Only release copies of
IRs for review by the CIU through the use of an intelligence report release
form
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This form will act as the official audit trail as required by 28 CFR 23
All IRs released for review will have a 15-day return suspense

The IR release form will note number of pages disseminated and
returned and whether the hard copy of the IR was destroyed upon
return to the CIU

NO IRs WILL BE PHOTOCOPIED WITHOUT THE EXPRESSED WRITTEN
PERMISSION OF THE CIU SECTION LIEUTENANT

1. PURPOSES FOR REVIEW AND PURGE: Information stored in the criminal
intelligence file shall be reviewed periodically for reclassification/validation
or purge in order to ensure that:

a.

b.

C.

The file is current, accurate, and relevant to the needs and objectives
of the agency

The individual’s right of privacy as guaranteed under federal and state
laws is safeguarded

The security classification level remains appropriate

2. OBLIGATION OF REVIEW

Law enforcement agencies have an obligation to keep stored information
on subjects current and accurate. Reviewing of criminal intelligence
should be done on a continual basis as department personnel use the
material in carrying out day-to-day activities to immediately be purged or
reclassified where necessary.

3. PURGE CRITERIA

a.

Utility

1) How often is the information used?

2) For what purpose is the information being used?
3) Who uses the information?

Timeliness and Appropriateness

1) Is the investigation still ongoing?

2) Is the information outdated?

3) Is the information relevant to the needs and objectives of the
agency?

4) Is the information relevant to the purpose for which it was
collected and stored?

Accuracy and Completeness

1) Is the information still valid?

2) Is the information adequate for identification purposes?

3) Can the validity of the data be determined through investigative
techniques?

4. REVIEW AND PURGE TIME SCHEDULE

a.

b.

Reclassifying and purging information in the intelligence file shall be
done on an ongoing basis as documents are reviewed

A complete review of the criminal intelligence file for purging purposes
should be undertaken periodically. This review and purge schedule
shall be:

1) Atleast once every year for documents with temporary status

2) At least once every five years for permanent documents
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5. MANNER OF DESTRUCTION

Material purged from the criminal intelligence file shall be destroyed.
Disposal is used for all records or papers that identify a person by name.

ALL FILE REVIEWS MUST IDENTIFY THE FOLLOWING:

Name of reviewer

Date of review

Explanation for reason to retain/and or purge the file
Concurrence of information retention/purge by section lieutenant

apow

Physical security of the criminal intelligence file is imperative to maintain
the confidentiality of the information stored in the file and to ensure the
protection of the individual’s right to privacy. The criminal intelligence file
shall be located in a secured area with file access restricted to authorized
personnel.

PUBLIC RECORD

Public record includes any writing containing information relating to the
conduct of the public’s business prepared, owned, used, or retained by
any state or local agency regardless of physical form or characteristics.

“Member of the public” means any person, except a member, agent,
officer, or employee of a federal, state, or local agency acting within the
scope of his or her membership in an agency, office, or employment.

For purposes of these guidelines, public record information includes only
that information to which the general public normally has direct access,
e.g., birth or death certificates, county recorder’s information,
incorporation information, etc.

CRIMINAL OFFENDER RECORD INFORMATION (CORI)

CORl is defined as summary information to arrests, pretrial proceedings,
sentencing information, incarcerations, parole, and probation. Summary
criminal history records are commonly referred to as “rap sheets.” Data
submitted on fingerprint cards, disposition of arrest and citation forms,
and probation flash notices create the entries on the rap sheet.

+4+
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A. SUMMARY
The Financial Crimes Unit provides criminal investigative support to the
Rev citizens of Chandler by conducting thorough criminal investigations on
individuals engaged in the commission of crimes for financial gain.
B. PURPOSE

C. INVESTIGATIONS

The Financial Crimes Unit's primary responsibility is to identify, disrupt, and
investigate financial crimes committed against individual citizens and
businesses within the City of Chandler. This unit investigates a wide variety
of violations, to include but not limited to:

1. Fraudulent Schemes ARS 13-2310
2. Identity Theft ARS 13-2008
3. Felony Theft (Embezzlement) ARS 13-1802
4. Credit Card Fraud ARS 13-2105
5. Forgery ARS 13-2002
6. Counterfeit Negotiable Instruments;

investigate as a forgery

1. FRAUD SCHEMES, as defined in Arizona Revised Statute (ARS):
13.2310 (F2) - In and of itself is not a singular charge. This violation is an
“‘Umbrella” charge and needs to be supported by lesser charges. It is the
result of a series of violations cumulated together.

2. IDENTITY THEFT, as defined in ARS: 13.2008 & Aggravated Identity
Theft: 13.2009. The Chandler Police Department shall take an initial
report at the request of a person or business residing within its
jurisdiction, or if the crime occurred within the City of Chandler for this
violation(s).

a. The officer will take an initial report outlining and documenting the

facts and:

1) Secure, collect and preserve all evidence and obtain all pertinent
information about the crimes (who, what, when, where, how)

2) Always attempt to make a probable cause arrest

3) Provide an identity theft packet to the victim in person, via U.S.
mail, or the victim may choose to download the identity theft
packet from the department’s website www.chandlerpd.com

4) Review the entire packet with the victim so the victim has full
understanding of the requirements for the investigation as well
subsequent prosecution

5) Close the case with a status of “Closed-No Further Action” if
no further investigation is required. The victim will complete,
return, and address the identity theft packet to the Financial
Crimes sergeant. The sergeant will assign the case for follow-up
investigation to a member of the unit.
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Aggravated identity theft for employment. Refer to Identity Theft
Investigation section above. The officer should always attempt to
make a probable cause arrest. The officer may pend the case to the
Financial Crimes sergeant if:

1) The suspect information is available and the suspect is not at or
near the scene

2) The suspect information does not make the identity of the true
suspect readily identifiable

For forged Internal Revenue Service (IRS) documents or
fraudulently submitted tax return(s), refer to Identity Theft
Investigation section above. The officer will take an initial report
outlining and documenting the facts and:

1) Secure, collect and preserve all evidence and obtain all pertinent
information about the crimes (who, what, when, where, how)

2) Provide an identity theft packet to the victim in person, via U.S.
Mail or the victim may choose to download the identity theft
packet from the department’s website www.chandlerpd.com

3) Upon receiving the identity theft packet from the victim, mail the
entire case along with the identity theft packet to the Internal
Revenue Service’s Criminal Investigation at:

Department of the Treasury
Internal Revenue Service
Criminal Investigations
Fresno, California 93888.0002

3. FELONY THEFT (EMBEZZLEMENT), as defined in ARS: 13.1802

a.

The officer will take an initial report outlining and documenting the
facts. The officer shall secure, collect and preserve all evidence and
obtain all pertinent information about the crimes (who, what, when,
where, how).

If the employee theft is in progress and the suspect is on scene, the
officer shall obtain the information from the victim business that
corroborates the loss and effect a probable cause arrest. The officer
will provide the victim business an embezzlement packet and request
that it be completed.

In all cases of employee theft in which the suspect is no longer
employed by the victim business, the officer shall:

1) Take an initial report outlining the facts and documenting them in
a report

2) Provide the victim business with an embezzlement packet in
person, via U.S. Mail or the victim may choose to download the
embezzlement packet from the department’s website
www.chandleraz.gov. Close the case with a status of “Closed —
No Further Action” if no further investigation is warranted.

The victim business will complete the embezzlement packet and
submit it to the Financial Crimes sergeant

The sergeant will assign the investigation to a member of the unit for
completion after receiving the embezzlement packet
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4. CREDIT CARD FRAUD, as defined in ARS 13.2101 - 13.2110

a. The officer will take an initial report outlining and documenting the
facts and
1) Secure, collect all pertinent information about the crimes (who,
what, when, where, how)
2) Preserve all evidence, e.g., surveillance footage, receipts and/or
any information that tends to identify the individual(s) responsible

b. The officer will progress the case to completion up to the point where
all leads are exhausted or additional assistance is required. If
additional assistance is requested, the Financial Crimes sergeant will
be notified.

c. Inthe event that officers locate a suspect immediately and evidence
demonstrates that the suspect(s) are organized and use any
electronic device, e.g., computer, skimming device, the Financial
Crimes sergeant will be notified

NOTE: If after hours, refer to the protocol in D-01.200 — CIB Call-Out

5. FORGERY, as defined in ARS: 13.2002

a. The officer will take an initial report outlining and documenting the
facts and
1) Secure, collect all pertinent information about the crimes (who,

what, when, where, how)

2) Preserve all evidence, e.g., the forged document(s), surveillance
footage, receipts and/or any information that tends to identify the
individual(s) responsible.

b. The officer will progress the case to completion up to the point where
all leads are exhausted. The officer should always attempt to make a
probable cause arrest. If additional assistance is requested, the
Financial Crimes sergeant will be notified.

c. Inthe event that officers locate a suspect immediately and evidence
demonstrates that the suspect(s) are organized and use any
electronic device e.g., computer, skimming device, the Financial
Crimes sergeant will be notified

NOTE: If after hours, refer to the protocol in D-01.200 — CIB Call-Out

6. COUNTERFEIT UNITED STATES CURRENCY - 18.USC 472 - This
case is investigated as a Forgery and Theft, as defined in ARS 13.2002
and 13.1802 respectively

United States Secret Service Phoenix Office:
(24 Hours)
(Fax)

Business Hours: 8:00 am — 5:00 pm (Duty Agent)
After Hours: 5:00 pm — 8:00 am (Leave Message)

NOTE: If the case is manufacturing counterfeit bills or if a large amount
of counterfeit bills are located with a suspect, follow the telephone
prompts to speak to the Duty Agent
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a. Negotiating of Counterfeit United States Currency. The officer
will take an initial report outlining and documenting the facts and:

1) Secure, collect all pertinent information about the crimes (who,
what, when, where, how)

2) Preserve all evidence, e.g., surveillance footage, the counterfeit
bill(s), witness statement(s) and/or any information that tends to
identify the individual(s) responsible

3) The officer will progress the case to completion up to the point
where all leads are exhausted or additional assistance is
required. If additional assistance is requested, the Financial
Crimes sergeant will be notified.

NOTE: If after hours, refer to the protocol in D-01.200 — CIB Call-Out

b. Manufacturing of Counterfeit United States Currency. The officer
will take an initial report outlining and documenting the facts and:

1) Secure, collect all pertinent information about the crimes (who,
what, when, where, how)

2) Preserve all evidence, e.g., all equipment used to produce the
counterfeit bill(s): computers and everything with a hard-drive;
printers, copiers, paper, ink, cutting devices, and images

3) The officer will progress the case to completion or to the point
where all immediate leads are exhausted, then the Financial
Crimes sergeant will be notified

NOTE: If after hours, refer to the protocol in D-01.200 — CIB Call-Out

c. In either circumstance, upon completing the initial investigation the
officer shall contact the United States Secret Service, at the above
listed numbers. Provide them with the listed information and fax a full
copy of the police report including legible photocopies of the
counterfeit bills both front and back.

Agency name

Officer name and badge number

Report number

Brief synopsis of report

Identity and disposition of suspect(s), (if applicable)
Denomination, serial number(s) and quantity of
counterfeit bills recovered

7. CONCLUSION OF INVESTIGATION. The detective is responsible for:

a. Notifying the victim that they are assigned to the case

b. Determining jurisdiction

c. Evaluating all elements are present for prosecution

d. Completing the investigation by following up all leads and evidence

e. Effecting an arrest (if applicable)

f. Presenting the case to the charging attorney for formal charges (if
applicable)

g. Closing out the case in RMS
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D. ADDITIONAL RESPONSIBILITIES

1.

abrwd

o

Assist other members of the department in obtaining information from
financial institutions and drafting court orders, e.g., subpoenas in order to
further an investigation

Assist with Advanced Officer Training (AOT)

Perform public seminars to groups of the community, as requested
Assist other agencies, as requested

Maintain our internal case management system: Record Management
System (RMS)

Build long-term relationships with counterparts throughout the law
enforcement community, the court system(s) and the business
community in order to make our tasks more efficient

Detective on call status — Refer to the protocol in D-01.200

+44
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SUMMARY: This order defines the crimes assigned to the Sex Crimes Unit.

Sex Crimes Unit detectives investigate the following crimes perpetrated against
persons:

A. SEXUALLY MOTIVATED CRIMES
AGAINST ADULTS
Sexual assault
Violent sexual assault
Sexual abuse
Surreptitious videotaping and photography

PonE

B. SEXUALLY MOTIVATED CRIMES
AGAINST CHILDREN

Sexual assault

Violent sexual assault

Sexual abuse

Child molestation

Sexual exploitation of a minor

Indecent exposure

Public sexual indecency

Sexual conduct with a minor

Luring a minor for sexual exploitation
10 Surreptitious videotaping, photography

New 11. Child prostitution

CoNoOrWNE

C. SEX OFFENDER
REGISTRATION
Includes terms and conditions, i.e., failure to register, failure to change
address, failure to obtain ID

+44
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Summary: This policy describes procedures for compliance with the Arizona state-

mandated sex offender registration and tracking (SORT).

A. PROGRAM OVERVIEW

PROCEDURES INCLUDE:

1. Completing full background investigation of the offender
2. Determining classification of the offender and appropriate community

notification

3. Documenting and tracking offenders
4. Coordinating with and assisting other criminal justice agencies as

necessary
B. POLICY

This department makes appropriate community notifications based on the
risk-level criteria, maintains perpetual tracking documentation, and performs
ACJIS/SOPN updates on all registered sex offenders as required by Arizona
state law, ARS 13-3825

C. DEFINITIONS

Table 1. Sex Offender Notification Program Definitions

Acronym

Definition

SO

Sex Offender

SOPN

Sex Offender Profile and Notification

SORI

Sex Offender Registration Inquiry

Rev SORN

Sex Offender Registration and Notification

SORT

Sex Offender Registration and Tracking

ACJIS

Arizona Criminal Justice Information System

DPS

Department of Public Safety

DOC/ADC

Arizona Department of Corrections

MVD

Motor Venhicle Division

MCSO

Maricopa County Sheriff’'s Office

CPD

Chandler Police Department

CiB

Criminal Investigation Bureau

Level 1
offender

Offender whose risk assessment profile and investigation
identify him as a low risk to the community

Level 2
offender

Offender whose risk assessment profile and investigation
identify him as an intermediate risk to the community

Level 3
offender

Offender whose risk assessment profile and investigation
identify him as a high risk to the community

D. INITIAL REGISTRATION

1. MARICOPA COUNTY SHERIFF’S OFFICE (MCSO) completes the
registration for offenders living within the Chandler city limits and then
notifies the CIB SORT detective using the Offender Watch program

2. MCSO collects a blood sample and gives it to DPS where it is entered
into CODIS (Combined DNA Index System) for DNA records
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F. CLASSIFICATION
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CREATE A SORT FILE INCLUDING:

Initial registration with photo

SORT investigative checklist

DOC/parole information

Copies of investigative interviews and notes

apow

ADD INFORMATION AND DOCUMENTS as needed into the Offender
Watch program

INTERVIEW THE OFFENDER, if possible, and:

a. Have the offender sign sex offender registration notification which
includes acknowledgement the offender is under the notification
and/or registration law

b. If the offender refuses to sign the notification form
1) Leave it blank
2) Write on form, “ __Name was read the instructions from this

form. He refused to sign the form. | acknowledge he was given
all of the information contained on this form and was left with a
copy.”

c. Notify the offender of the level and notification details when the SORT
investigation is complete

OBTAIN NEEDED DOCUMENTATION to support classification

a. Run a criminal history and SORI

b. Contact agencies where offender may have had police contact
regarding sex crimes

Contact the offender’s probation or parole officer for information
Obtain copies of police reports, probation reports, court files, and
other documents relating to the offender

2o

DOCUMENT offender’s level and create a flag in RMS including a
summarized narrative of the offender’s relevant offenses

THE SORT DETECTIVE CLASSIFIES the offender into a level 1, 2, or 3
notification classification based on the assessment screening profile,
police and probation reports, court documents, investigative information,
interview with the offender, and all other available information on the
offender

a. Level 1 Offender 0-20 points sex offense risk and 0-19 points general
recidivism risk on the profile assessment

b. Level 2 Offender 21-30 points sex offense risk or 20-52 points
general recidivism risk on the profile assessment

c. Level 3 Offender 31 or more points sex offense risk or 53 points
general recidivism risk on the profile assessment

THE FINAL DECISION on offender classification is based on all of the
available information on the offender, regardless of the numerical rating
on the Assessment Profile
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THE SORT DETECTIVE WILL:

1.

COMPLETE “INTEROFFICE RECOMMENDATION” FORM including:

a. Synopsis of sex-related criminal activity of the offender

b. Completed Assessment Profile on the offender based on all

information learned during the investigation

SORT detective’s recommendation for classification for the offender

Justification if the profile recommendation score and SORT

detective’s recommendation differ

e. Recommendation for the level of community natification to be done
and a plan of action for the natification, including an area map

f. A date by which the form should be returned to SORT detective to
assure timely notification (if applicable) pursuant to ARS 13-3825

Qo

OBTAIN CHAIN OF COMMAND APPROVAL

a. Level 1: CIB SORT detective, Sex Crimes sergeant, and CIB
lieutenant

b. Level 2: CIB SORT detective, Sex Crimes sergeant, and CIB
lieutenant

c. Level 3: CIB SORT detective, Sex Crimes sergeant, CIB lieutenant,
and CIB commander

d. Variant recommendation: If the level on the Assessment Profile is
lower or higher than the SORT detective’s recommendation, final
approval will be given by a CIB lieutenant.

WITHIN 45 DAYS OF NOTIFICATION, Chandler Police Department must make
the appropriate notification. As part of the action plan, the SORT detective
may:

1.

2.

VERIFY THE RESIDENCE of the offender in person

NOTIFY THE OFFENDER of offender level in person and explain the
notification process

EVALUATE THE GEOGRAPHICAL AREA for notification considering:

Modus operandi of the offender
Age and sex of victim(s)
Offender’s mobility
Neighborhood layout

aoow

DEVELOP FLYERS (English and Spanish versions) to distribute

EXECUTE PLANS FOR LEVELS 1, 2, AND 3 NOTIFICATIONS per ARS 13-
3825



SEX CRIMES UNIT -
02/10/20

Sex Offender Notifications

CPD GO D-16.200
Page 4

Table 2. Notification Requirements by Classification Level

Rev

Level Requirements for Notification
Level 1 The SORT detective:
Lowriskto |a. Shall maintain information about the offender and a photograph
community of the offender which may be disseminated to other appropriate
law enforcement agencies
b. May advise the immediate household into which the offender is
moving of the offender’s background and notification status

Level 2 a. Notification shall include a flyer with a photograph and exact
Intermediate address of the offender and a summary of the offender's status
risk to and criminal background
community / | b. The department shall:
Level 3 1) Notify the surrounding neighborhood, appropriate community
Highest risk groups
to the 2) Notify area schools through the affected school district
community superintendent’s office, which may include:

e Chandler Unified School District

e Mesa Unified School District

¢ Kyrene Unified School District

e Charter and private schools

6. THE SORT DETECTIVE WILL NOTIFY the following regarding Level 2 and 3

offender information:

a.

I. ONGOING TRACKING

Surrounding law enforcement agencies including, but not limited

to:
1)
2)
3)
4)
5)

Gilbert Police Department

Mesa Police Department
Tempe Police Department
Phoenix Police Department
Maricopa County Sheriff’'s Office

Within Chandler Police Department (for information only), email
flyer to PoliceAll email group

THE SORT DETECTIVE WILL:

Verify offender’s residence every 12 months additional or random
verification as needed

For each level offender, send a verification letter to each offender’s
address via mail If not returned in a timely manner, contact offender in
person

MVD LISTS REGISTERED OFFENDERS in the MVD Driver’s

License/ldentification file and issues a one-year driver’s license or
identification card. Verify offender’s driver license or ID every 12 months.

J. DATA MAINTENANCE

1.
a.
b.
2.
1.

MAINTAIN ALL INTELLIGENCE FILES on registered sex offenders in a

separate, secure location in the CIB area
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K. PROSECUTION

L. OTHER SORT
DETECTIVE DUTIES

M. TRAINING

N. LOSING
OFFENDERS
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2. THE CIB SERGEANT AND THE SORT DETECTIVE have authority to release
information from the restricted access files

3. THE SORT DETECTIVE maintains all systems records

1. THE SORT DETECTIVE initiates and conducts follow-up investigations for:

a. Failure to register ARS 13-3821 (class 4 felony)
b. Failure to change address ARS 13-3822 (class 4 felony)
c. Failure to obtain ID ARS 13-3821.J (class 6 felony)

2. THE SORT DETECTIVE MAY forward these cases to the Maricopa County
Attorney’s Office for possible prosecution

MAY INCLUDE:

1. PERFORMING PUBLIC RELATIONS DUTIES, such as answering inquiries
from the public, attending public meetings, and providing media
information as directed

2. ASSISTING OTHER AGENCIES by coordinating with criminal justice
agencies to identify, investigate, apprehend, prosecute, and monitor
offenders

SORT detective provides training to field officers for community notification,
sex offender laws, and procedures reference sex offenders

1. OFFENDER RELOCATES FROM CHANDLER to another jurisdiction

a. Offender notifies MCSO within 72 hours of move

b. MCSO notifies gaining Sheriff, CPD, and gaining law enforcement
agency of move via ACJIS

c. DPS updates ACJIS SORT file

d. CPD closes interest on offender

2. OFFENDER LEAVES CPD JURISDICTION WITHOUT NOTIFICATION

a. When discovered through follow-up, check ACJIS SORI file for
change of address

b. If changed, CPD closes interest

c. If not changed, file failure to register case
1) DPS updates ACJIS with current address if known
2) County Attorney issues arrest warrant if offender is not located

+44
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SUMMARY: This order establishes policy and procedures for investigating sex crimes

against children.
A. COUNTY PROTOCOL

The Interagency Council of the Maricopa County Children’s Justice Project
developed the multi-disciplinary protocol for the investigation of child abuse
(revised 3/2016). The goal of this protocol is to provide for professional
investigations into child abuse allegations and to treat child victims/witnesses in
a manner to minimize secondary trauma often associated with an
investigation

B. INVESTIGATOR’S
RESPONSIBILITIES

1. REVIEW THE MULTI-DISCIPLINARY PROTOCOL, SECTION 1 of the
law enforcement protocol for the investigation of child abuse

2. INTERVIEW THE REPORTING SOURCE to determine the
circumstances of disclosure

3. DETERMINE IF DCS WILL TAKE TEMPORARY CUSTODY or if CPD
will apply for Court Application for Removal (CAR) of the child pursuant to
A.R.S. Section 8-821

4. INTERVIEW THE VICTIM

a. Arrange an interview of the victim by a qualified forensic interviewer
only. The child’s interview should be conducted per the Maricopa
County Multidisciplinary Interview Protocol for Children, Appendix A.

b. Coordinate the interview with Department of Child Safety (DCS) if
they are involved in the case. If a joint interview with DCS is not
feasible and the circumstances dictate DCS involvement, the victim
interview should be shared with DCS in order to ensure there is only
one victim interview conducted. This will eliminate unnecessary or
multiple interviews of the child victim.

c. A child shall be taken into temporary custody only if the temporary
custody has been ordered by the superior court or if a parent or
guardian has consented to the temporary custody under ARS 8-821a

5. CONDUCT CRIME SCENE(S) INVESTIGATION and evidence
processing

6. INTERVIEW THE FAMILY AND OTHER WITNESSES obtaining dates of
birth, social security numbers and other biographical information including
where child withesses attend school. However, do not audio or video
record biographical and locating information when possible.

7. REVIEW ALL INFORMATION to determine the threat to the immediate
neighborhood/community, e.g., suspected transient pedophile

New

a. If a significant threat exists, notify the appropriate Sex Crimes Unit
sergeant
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b. The Sex Crimes Unit sergeant will determine whether or not to make
neighborhood/community notification, the extent of the notification,
and the mode of the natification, e.g., media alert, autodialer, or door-
to-door notification
8. MEDICAL EXAMINATION
a. Arrange for a medical examination at a Child Advocacy Center (See
Appendix 7 of protocol)
b. May take a child into temporary custody
Rev 1) With a court order, or
2) Without a court order only with consent of DCS
c. Immediately have the child examined by an appropriately licensed
physician or other health care provider with specific training in
evaluations of child physical and sexual abuse
d. Obtain a copy of the report and interview medical personnel
e. Send a copy of the examination report to DCS if requested
9. CONDUCT INVESTIGATIVE RESEARCH ON:
a. Prior convictions of the suspect
b. Prior police reports involving the suspect, victim(s) or witness(es)
c. Prior unreported allegations involving the suspect, victim(s) or
witness(es), and
d. Current and prior DCS reports
10. CONDUCT ANY OTHER NECESSARY INVESTIGATIONS
11. INTERVIEW THE SUSPECT
a. The suspect should be interviewed only by law enforcement
personnel present, and
b. Notify DCS of the suspect interview when possible and of the content
of the suspect interview, and
c. Video record or, if not possible, audio record the interview
12. DETERMINE THE NEED TO ARREST THE SUSPECT based on the

C. CASE PRESENTATION
1.

following:

a. The risk of flight to avoid prosecution, and
b. The danger to the community, and
c. The need to conduct any further investigation

SUBMIT THE COMPLETE CASE PACKAGE

Complete copy of the police report

A copy of audio, video, and 911 recordings, and any photographs
All medical records of the child

DCS files on the child and family

Prior relevant police reports

Any other relevant information obtained during the investigation

~PpoooTw

IF THE CASE IS FILED AND THE CASE GOES TO GRAND JURY, the
assigned detective should present the case at Grand Jury when possible.
If the detective is uncomfortable with presenting the medical evidence,
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notify the deputy county attorney who can subpoena a physician to the
Grand Jury for testimony regarding medical findings.

3. IF THE CASE IS REFERRED BACK to law enforcement for further
investigation by the Maricopa County Attorney’s Office:

a. Requests for further investigation should be answered within thirty
days if possible and

b. Must advise the Maricopa County Attorney’s Office if the investigating
agency decides to close the case

4. CASES SUBMITTED FOR PROSECUTION will remain on the case
agent’s pending list for tracking purposes

5. IF AWARRANT IS ISSUED, the case agent is responsible for case
follow-up and suspect apprehension

+44
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SUMMARY: This order establishes policy and procedures for investigating sex-related

A. COUNTY PROTOCOL

crimes against adults.

The Maricopa County Sex Assault Protocol (revised 2017) outlines the best
practices for utilizing a trauma-informed approach in conducting sexual
assault investigations within Maricopa County. Law enforcement agencies
should follow these practices bearing in mind circumstances and resources
may call for deviations from these practices.

MCAO sex crimes bureaus have an on call prosecutor. The prosecutor may
want to visit the scene or observe parts of the investigation, such as
interviews. The on call prosecutor should be contacted under the following
circumstances:

1. An arrestis imminent and charges will be submitted

2. The case involves multiple victims, serious injury, or a complex or lengthy
investigation

3. Any other circumstance where the investigator deems it appropriate. The
on call prosecutor may:
a. Review the search warrant
b. Answer some legal inquires
c. Attend the initial appearance
d. Attend case briefings/multidisciplinary team meetings

B. ASSIGNED DETECTIVE

DUTIES

1. REVIEW THE MULTI-DISCIPLINARY PROTOCOL, SECTION 1 of the law
enforcement protocol for the investigation of adult sex crimes

2. ENSURE THE CRIME SCENE(S) REMAIN SECURE where applicable

3. IDENTIFY, DOCUMENT, AND COLLECT crime scene evidence when
available

4. IMPOUND AND SUBMIT EVIDENCE to an accredited crime laboratory for
testing

5. CONDUCT A DETAILED INTERVIEW of the victim (See beIOW)
6. IDENTIFY AND INTERVIEW other withesses in the case
7. IDENTIFY AND INTERVIEW the suspect

8. WORK WITH AGENCY’S PUBLIC INFORMATION OFFICER on which, if any,
details should be disclosed to the public



SEX CRIMES UNIT: Crimes Against Adults CPD GO D-16.400
02/10/20 Page 2

9. OBTAIN A DNA SAMPLE from victim’s consensual sex partner, if relevant
sexual activity occurred in the past 7 days or if any items seized (e.g., bed
linens) may contain DNA from the partner

10. REVIEW ALL INFORMATION TO ASSESS THREAT to the immediate
neighborhood / community.

a. If a significant threat exists, notify the appropriate Sex Crimes Unit
sergeant
b. The Sex Crimes Unit sergeant will determine whether or not to make
neighborhood/community notification, the extent of the notification,
and the mode of the notification, e.g., media alert, auto dialer, or
door-to-door notification
C. SCENE PROCESSING

The lead investigator must recognize there could be multiple crimes scenes
such as the contact location, assault location, release location, victim and
suspect (person, personal belongings, clothing, etc.). Some of the functions
the investigator may complete at a scene include the following:

1. ATTEMPT TO LOCATE SCENE by transporting the victim to the location if
scene is undetermined

2. PRESERVE THE VICTIM’S FINGERPRINTS for comparison, if appropriate

3. ENSURE PHOTOGRAPHS are taken
D. INTERVIEWING
THE VICTIM

1. CONDUCT ALL INTERVIEWS USING COMMON SENSE and good judgment

2. RECORD ALL INTERVIEWS with digital technology and/or cassette-based
equipment

3. INTERVIEW VICTIM AS SOON AS POSSIBLE at an advocacy center or
other safe and private location that has audio and video recording
capabilities. If video recording is not possible, audio record.

4. CONSIDER WAITING FOR A PERIOD OF TIME if the victim is under the
stress of the traumatic event

5. DO NOT ASK A VICTIM if he or she wishes to prosecute or wants “to be a
victim”. Instead, explain the process of the investigation to the victim.

6. INTERVIEW VICTIMS USING PRINCIPLES taught in the basic and
advanced forensic interviewing courses as applied to victims of sex
assault. (See Appendix B of the Maricopa County Protocol)

7. SUBSEQUENT INTERVIEWS MAY BE NECESSARY and conducted for
clarification purposes or if additional information and evidence warrants it.
Video or audio record these interviews.
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/ COLLECTION OF EVIDENCE

VICTIMS 13 AND OLDER: Forensic Nurse Examiners (FNE) will conduct
sexual assault examinations. Procedure for accessing a FNE:

1.

A sex crimes detective or sergeant from the Sex Crimes Unit will call
I (o schedule a time and location for an FNE to be
conducted.

A nurse will return the call and make arrangements to respond to an
advocacy center, within a reasonable time, to conduct an examination
There are several advocacy centers staffed by medical personnel with the
necessary qualifications to provide sexual assault examinations in
Maricopa County. Because of the nature of such an exam, conduct the
exam at one of these centers. This will ensure patient privacy, comfort,
safety, and immediate attention. Exceptions may be necessary based on
the physical condition of the patient.

The investigating agency and /or the FNE may select any of the
available advocacy centers for the exam. All of these facilities offer
interview rooms with audio/ videotaping equipment, and the various
police agencies are willing to co-ordinate use of the facilities.

F. INVESTIGATION/INTERVIEW

OF SUSPECT

1.

RUN CRIMINAL HISTORY to:

a. Obtain past reports and court records on sex-related offenses

b. Review other offenses, such as burglary, kidnapping or trespass, for
possible sexual motivation

CONDUCT INTERVIEW - If video recording is not possible, audio record

IF EVIDENCE NEEDS TO BE COLLECTED from the suspect:

a. Court Order for Identifying Physical Characteristics (ARS § 13-3905)

b. Search Warrant if probable cause exists to arrest and/or blood is
needed

G. SEX CRIME EVIDENCE KIT (SCEK)

Rev

1.

FNE personnel notifies law enforcement of a completed SCEK within

48-hours

a. Collect and impound SCEK from FNE within 5-business days of
notification

b. Enter the SCEK into the Track-Kit program and impound as evidence

c. Submit SCEK to appropriate crime laboratory within 15 business days
and document this submittal in the departmental report unless one of
the following exceptions apply
1) The allegation is “unfounded” meaning evidence proves crime was

not committed or

2) The victim does not agree to involve law enforcement (VAWA)

d. Collect FNE medical report (provided by FNE at time SCEK is picked
up) and incorporate into the General Offense report

DOCUMENT LAB RESULTS in report and conduct appropriate follow-up
investigation

SCEKs will not be destroyed regardless of lab results unless allegation
is “unfounded”, meaning evidence proves crime was not committed



SEX CRIMES UNIT: Crimes Against Adults CPD GO D-16.400

02/10/20

Rev

Page 4

4. Violence Against Women Act (VAWA) — VAWA SCEKs are sometimes
collected by Forensic Nurse Examiners and then transferred to CPD
custody. This occurs even in cases where the alleged victim may not
want the kit tested or to participate in the investigation. Complete the
following when assigned to pick up a VAWA SCEK.

a. Collect and impound SCEK from FNE within 5-business days of
notification

b. Run an RMS check using the patient name listed on the kit to
determine if a related report has previously been completed

c. Enter the VAWA SCEK into evidence using the original General
Offense (GO) report number if a connecting report exists

d. Create a new GO report using the Non-Criminal Offense — VAWA if
no connecting report is found and place the VAWA SCEK into
evidence

e. Complete GO report listing the patient as an involved person in the
entity section. Attach victim’s name to the SCEK property entry.

f. VAWA SCEK’s should not be submitted for testing absent the victim’s
agreement to involve law enforcement

H. EVIDENCE RETENTION

[. VICTIM ASSISTANCE

Evidence may be used in future cases from investigations regardless of the
outcome of the investigation. Therefore, all evidence in a sexual assault case
will be retained by the investigating agency pursuant to ARS 13-4221.

1. CHANDLER FIRE DEPARTMENT provides the initial crisis response
through the Crisis Response 288 Unit (CR288)

2. CHANDLER POLICE DEPARTMENT works in partnership with CR288-
trained staff and volunteers to help meet the needs of those citizens who
are victims or witnesses of person crimes or who are in crisis

3. VICTIM SERVICES UNIT will be utilized for long-term victim assistance
follow up. Do not name these specialists in reports.
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Policy: This policy describes the operation of the Therapy Canine within the

Chandler Family Advocacy Center (FAC). The goal is to assist in aiding and
comforting individuals and first responders who have experienced critical
and/or traumatic events. The canine may also be used at public events to
increase awareness of the FAC services and programs.

A. PROGRAM OVERVIEW
PRIMARY TASKS
1. Assist in aiding and comforting individuals who have experienced

traumatic events by calming and distraction techniques

2. Assist in aiding and comforting employees during stressful events
3. Participate in public awareness programs

4. When available, visit police employees throughout the department
B. HANDLER

1. The canine is managed by one handler, a detective in the Special Victims
Unit, who is responsible for the canine’s 24 hour care and feeding. The
canine is maintained at the handler’s residence and responds with the
handler during their regular shift.

2. Upon assignment of the therapy canine, the handler will receive and
maintain relevant canine crisis response training from a certified dog
trainer using the guidelines of the International Association of Canine
Professionals

3. A second handler/sitter will be available to manage the canine when the
primary handler is on vacation, medical leave, training, etc.

4. The canine handler is responsible for the canine and its actions

5. The handler is aware of the canine’s abilities, training, and temperament
and has ultimate authority on whether to use the canine in a given
situation

6. The handler will give the canine frequent breaks for its physical and
mental well-being

C. CANINE USAGE
1. PURPOSE AND USAGE

Traumatized persons

Witnesses/victims of crimes

First responders who have witnessed or experience a traumatic event
Public relations events, upon command approval

coow
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DEPLOYMENT ASSESSMENT CRITERIA: The handler assesses all
situations prior to deploying the canine with the following as assessment
criteria:

Handler, canine and citizen safety

Likelihood of benefit to the subject

Environment is safe for the canine

Subject is willing to interact with the canine

Subject is stable and acting appropriately

Subject is not under the influence of drugs or alcohol

Subject does not have a violent criminal history or a history of animal
cruelty

@roaooow

NON-DEPLOYMENT CRITERIA

a. A negative response to the above listed criteria
b. Subjects with acute psychosis
C. Subjects with a risk of violence

THERAPY CANINE VEHICLE

a. The canine is transported in the city issued vehicle
b. The canine will not be left unattended in a vehicle

VETERINARIAN

a. The therapy canine uses the same veterinarian as CPD patrol canines

b. Veterinarian services include annual check-ups, immunizations, and
other routine services

c. For emergencies, transport the canine to the nearest emergency clinic

GROOMING / MAINTENANCE

a. Per department policy, canine handlers receive one (1) hour of
compensation each day for canine maintenance

b. The canine is professionally groomed, to include shampoo, cut and
nails

¢. Maintain licensing with Maricopa County

d. Maintain microchip ID

EQUIPMENT: Equipment for the canine is maintained and checked
regularly by the handlers and includes:

a. Canine identification vest

b. Food and water containers

c. Kennels

d. Grooming supplies, shoes

e. Dogtra electronic collar/leash

While in the office, the canine may be off lead and may walk freely about
the office as circumstances permit

a. The canine has a bed where it can rest and not be engaged in
activities
b. The canine has access to food and water in the office
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c. At no point is the canine given human food or non-approved treats

d. If the handler must leave the office, then the canine can be watched
by other members of the FAC and taken out for breaks

e. Provide the canine adequately frequent outdoor breaks for relief

2. To ensure the safety of the canine and others, only the handler will
engage the canine with victims or the public

G. ADMINISTRATIVE DETAILS
1. PUBLIC RELATIONS: Public requests must be approved by a supervisor

2. OWNERSHIP
a. The canine is the sole property of the Chandler Police Department
b. The canine is not used for breeding, participating in non-approved
events, or off-duty employment

3. EXPENSES
a. On-going costs for food, treats, equipment, etc. will be paid for
through a specified account set up for the Therapy Canine Program
b. Use the department issued P-card when possible

4. BITES
For dog bites, an incident caused by the animal, or any major injury to the
canine, the handler immediately calls for appropriate resources
(paramedic, AZ Humane Society) and contacts a supervisor who makes
necessary notifications and completes all necessary city reports

5. TRAINING
In order to assist in providing the highest level of services, the handler will
make training an ongoing priority. The FAC canine will be trained under
the guidelines of the International Association of Canine Professionals.
The handler is responsible for maintaining proficiency with the therapy
canine and documenting requirements for all training.
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SUMMARY: This order defines the crimes assigned to the Robbery/Homicide Unit.

A. ASSIGNMENTS
[42.1.4]

Rev

The Robbery/Homicide Unit detectives investigate the following crimes against
persons:

1.

2.

Homicide

Aggravated Robbery (13-1903) or Armed Robbery (13-1904)
Aggravated Assault (Life Threatening)

Domestic Violence (Life Threatening)

Infant Deaths

Any Suspicious Death (e.g., suicides, overdoses)

Kidnapping for Extortion
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Summary: This order outlines homicide investigations responsibilities.

[42.1.4] [55.2.6] [83.2.2]

A. CASE TYPES
INVESTIGATED

1. CIB INVESTIGATORS WILL MAKE ORIGINAL investigations on the following:

Rev €.

Homicides, infant death cases, suicides, or any death that involves
suspicious circumstances

Shootings where a police officer shoots a person or the officer is
seriously injured and/or killed by a suspect as a result of a non-motor
vehicle accident or intentional assault

A city prisoner is seriously injured and/or dies while in custody
Domestic violence related assaults where the victim’s condition is so
serious that death appears imminent or likely

Bank robberies

2. CIB INVESTIGATORS WILL FOLLOW UP on Medical Examiner’s death cases
follow-up (See GO F-08)

3. CIBINVESTIGATORS MAY:

a.

b.

B. CALL OUTS

Assist with accidental motor vehicle-related deaths if requested by a
supervisor

Make original investigations in aggravated assaults when the victim’s
condition is so serious that death appears imminent or likely

One investigator will be subject to call after normal working hours, on
weekends, and on holidays to investigate the offenses listed above

C. AUTOPSIES

1. EVERY ROBBERY/HOMICIDE UNIT DETECTIVE will acquaint himself with the
medical examiner and staff and shall familiarize themselves with the routine
of the Medical Examiner’s Office

2. ONE DETECTIVE from the homicide investigation shall attend the autopsy.
Duties include:

a.

Ensuring that all evidentiary material that accompanies the body to the
Medical Examiner’s Office is properly impounded in the evidence locker,
e.g., projectiles, clothing, trace evidence (such as hairs, fibers, fluids),
etc.

Bringing to the attention of the Medical Examiner any items that are
needed as evidence so that they may be properly collected
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APPROACH EVERY DEATH INVESTIGATION as a homicide until it is proven
otherwise.

a.
b.

Use a Crime Scene Technician Il or Il for both homicides and suicides
May use a Crime Scene Technician | at the discretion of the case agent
and/or Robbery/Homicide supervisor

DUTIES AT THE SCENE

a.

Supervision on the Scene

1) The assigned investigator is in charge of the investigation and scene

2) The supervisor will keep superiors and the PIO informed on the
progress of the case as he learns it from the investigator

Upon arrival at the scene, talk with the first officer that arrived on scene

and attempt to learn the following:

1) Identity of the victim, if it is known

2) Identity of the suspect and if he is in custody

3) Identity of all witnesses and persons discovering crime

4) Identity of all persons at the scene and those who have been there
and left, and why. What did they do while at the scene?

5) ldentity of all persons that have entered the homicide scene proper,
e.g., police personnel (all ranks), ambulance attendants,
paramedics, doctors, witnesses, etc. Did they move or touch
anything? Require supplements from applicable police personnel.

WITNESSES

a.

b.

c.
d.

As soon as possible, interview witnesses and take statements to ensure
that memory of the incident is fresh and to not detain witnesses longer
than is necessary. The homicide team may request the assistance of
patrol officers or other detectives to interview witnesses.

Separate witnesses when practical and request them not to discuss the
incident among themselves or with other investigators

Interview witnesses separately

The County Attorney requires recorded interviews

PROCESSING SCENE

a.

Be cautious and patient. Do not form early opinions. Let the facts

guide the investigation. Gather all facts and evidence before coming to

a conclusion.

Direct the crime scene technician as to what should be photographed

1) Photograph and measure every item of evidence in place before it is
further examined

2) Process all items necessary for fingerprints

3) Preserve for DNA

Complete a Medical Examiner’s Identification Tag. Examine the

body of the victim as closely as possible without disturbing the wounds,

clothing, etc. Do not move the body prior to the Medical Examiner’s

arrival.

1) Direct the photographing of wounds (both entrance and exit) and
other important markings and evidence. It may be necessary to
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have the body photographed again at the Medical Examiner’s Office
after the body has been cleaned.

2) If for some pertinent reason it is necessary to obtain fingerprints
from the deceased prior to autopsy, instruct the crime scene
technician to lift “dry prints” from the deceased. Notify the medical
examiner of this prior to the prints being lifted.

d. Evidence to be processed by the Crime Lab:

1) Impound in property with a request for scientific analysis, instructing
the lab as to what is hoped to be learned from the evidence

2) Request blood and hair samples from victim on the Medical
Examiner’s Identification Tag if needed

3) Obtain suspect’s physical evidence with his consent or by court
order after filing a proper affidavit

4) Consult with the DPS Lab and the County Attorney to determine
“best evidence” and process is to be used to obtain that evidence

5. MEDICAL EXAMINER’S IDENTIFICATION TAG

a. Description: It is a report form that includes identification tag and report
by investigation officer to the medical examiner. Complete the front with
care as completely as possible.

b. Purpose
1) Identify the body
2) Provide the medical examiner with the known circumstances

surrounding the death

6. SURGICAL AND ANESTHETIC DEATH

a. Non-trauma related surgical and anesthetic deaths: No offense
report required
1) When hospitals notify the Chandler Police Department of a surgical
or anesthetic death, refer the caller directly to the Medical
Examiner’s Office
2) If officers are dispatched to a hospital on an unknown death and
determine that the cause of death was surgical or anesthetic, the
officer will request that hospital personnel notify the Medical
Examiner’s Office by telephone
b. Trauma-related surgical and anesthetic deaths (accidents, gunshots,
assaults, etc.: Offense Report Required)
1) Person receiving the original information from the hospital will notify
the CIB Persons Crimes supervisor
2) The hospital may unhook the deceased victim from operating room
surgical equipment and move the deceased victim from the surgical
suite to a different location within the hospital pending the
investigating officer’s arrival

7. NOTIFICATION OF NEXT OF KIN

a. Officers will notify a next of kin in person as soon as practical
whenever possible
b. If the next of kin to be contacted lives within the City of Chandler or
nearby proximity,
1) The supervisor will designate the investigating officer or other
Chandler officer to make the notification
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2) The officer will make the notification in person, accompanied by
another officer or with the assistance of CR288 or Victims Services
3) Include a member of the department’s Victim Services Unit if
available, or attempt to arrange to have a friend, clergyman, or
family member present when the next of kin is notified
c. Ifthe person to be notified lives outside of Chandler or the nearby
proximity, the investigating officer will contact the police department
within the next of kin’s area of residence to request that they make an
in-person notification
d. Note the name of the person notified, the date, and time on the report
as soon as practical
e. If unable to notify a next of kin, note it in the report. The notification
becomes the responsibility of the Medical Examiner’s Office.
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SUMMARY: This order outlines robbery investigations responsibilities.

[83.2.2]

A. BANK ROBBERY/

OTHER BUSINESS ROBBERIES

B. ARMED ROBBERY /

1. WHEN A VALID BANK ROBBERY HAS OCCURRED

a. A Robbery/Homicide investigator will report to the scene as directed by
the CIB supervisor

b. The CIB detective will coordinate efforts with the FBI

c. Manage other business robberies in the same manner as bank
robberies

. ALL INVESTIGATORS AND UNIFORMED OFFICERS will remain outside

the bank until it has been determined that the suspect(s) has left, except in
case of an emergency, such as a shooting in the bank, occurs. This
procedure prevents a shooting inside the bank.

BANK MANAGERS AND EMPLOYEES have been instructed on what to
do during and after a robbery. They have been advised that no police
officer will enter the bank unless an emergency exists or until it has been
determined that the suspect(s) has left.

CALL THE BANK after assigning officers to blocking positions. Instruct a
reporting party to meet with officers outside of the bank to determine the
status inside the bank.

THE CIB OR FIELD OPERATIONS SUPERVISOR at the scene will
determine when an officer will be sent inside the bank

STRONG ARM ROBBERY

C. ROBBERY REPORT

THE ROBBERY/HOMICIDE UNIT SUPERVISOR will review all reports to
determine the need for the case to be assigned to an investigator. The
information will be forwarded to other local agencies to assist by providing
possible leads and connecting cases.

Detailed reports increase the chances of apprehending a suspect later.
1. THE VICTIM/SUSPECT

a. A victim of a robbery is often a business or corporation.
1) List the name of the store as a victim
2) List the cashier’s personal property separately if also taken

b. Include victims’ and witnesses’ business address, phone numbers, and

hours of work in the report
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c. List the following before the narrative on the face sheet of the original
robbery investigative report to eliminate the necessity of reading the
entire report to pick out the information:

1) Suspect #1: All available information not listed in suspect section
reference description, possible address, and type of weapon

2) Additional Suspects: Same information

3) Victim #1: State the location where follow-up officers can contact
him. (Does he work an extra job?) State briefly what the victim saw
and if he can identify the suspects.

4) Additional Victims: Same information

5) Witness #1: Name, address, age, telephone number, where can he
be contacted, what did he observe, and can he identify the
suspect(s)

6) Additional Witnesses: Same information

7) Weapon Used: Description of all weapons. Suspect who carried it
should be documented.

8) Vehicle Used: Description of vehicle and direction of travel

9) Evidence: All evidence and disposition. Include information
reference fingerprints. When no attempt is made to lift prints, it
should be explained briefly.

10) Property: List of all property taken in robbery, i.e., $350 cash, wallet
with ID to victim #2, one Timex wristwatch

11) Subpoena List: — Officers, victims, and withnesses’ names

12) Synopsis: Brief statement of incident

13) Narrative

14) Detailed Property List/Receipt

15) Bait Bill — taken or not?

16) Serial number of bill(s)

17) Electronic tag taken?

2. ROBBERY CAMERA: Include the following information when investigating
a robbery where a surveillance camera is mounted:

Condition and position of camera when officer arrived
Type of equipment

Disposition of recording

Disposition of camera, if removed

Time on recording equipment is accurate

Rev
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3. SURVEILLANCE PHOTOGRAPHS

a. The crime scene technician processes surveillance photographs taken
by department-owned cameras

b. Corporate security personnel generally develop and provide to the
investigator surveillance photos taken by corporation-owned cameras. If
the company does not have an internal method for processing the film,
the department will process them.

c. Still photos may be made from videotapes with department equipment
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4. BULLETINS: Prepare and distribute bulletins from the best photographs
obtained from either department surveillance photos or corporate sources

5. REPORT DISPOSITIONS: ALL robbery, aggravated robbery, and armed
robbery reports taken by Field Operations personnel will be pended to CIB
Robbery/Homicide

D. EXTORTION PROCEDURE

1. HOSTAGE-TYPE EXTORTION: Very few extortions are alike. Due to vast
variances in the many types of extortions, the following is a guide to assist
officers in a hostage-type extortion.

a. There are four main concerns:

1)

2)

3)

4)

Most important: the welfare and safety of the victim and/or his

family

The drop location for the extortion money

a) It may be near the bank or business in a busy business area
such as a shopping center. Search for the victim in such an
area keeping in mind that the victim will most likely be followed
by one or more suspects at the time

b) The obvious presence of officers may endanger the victim or his
family member who may be held hostage

The victim’s residence

a) Itis most important that surveillance of the residence be done
discreetly if a member of the victim’s family is being held
hostage. The suspects in the residence will be watching
activities from the residence. The use of aircraft may be
beneficial.

b) If it can be quickly and safely established that none of the
victim’s family is being held as hostage, the payoff might be
prevented and the investigation concentrated on the arrest of the
suspects.

The bank or business with which the victim is connected

a) Keep in mind that if the victim is still at that location, the
suspects will most likely have the victim and/or the business or
bank under surveillance

b) If the original caller breaks telephone contact, the first officers at
the scene must obtain the needed information and relay it to the
investigators

b. Information to Obtain from the Extortion Victim or Caller

1)
2)
3)

4)

5)

Description of victim or threatened person’s vehicle, if applicable
Description of the victim or threatened person

An attempt to determine the location of the money drop area

a) Amount of money

b) Denominations

¢) How carried (in what container)

Victim or threatened person’s home address and home telephone
number

Spouse’s name and any information on children

a) Names and ages, if possible and applicable.

b) Schools they attend, if possible and applicable.
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Name of the bank or business, telephone number, and the name of
the victim

The telephone company will be contacted on status of residence
telephone

MVD will be contacted for victim or threatened person’s vehicle
information

Coordination After Receiving the Call

1)
2)

3)

Notify the on call CIB sergeant or Robbery CIB sergeant. If he is

unavailable, notify the lieutenant.

Notify the FBI. If they have already been informed, all available

information will be exchanged.

Shall call Communications for the following purposes:

a) Inform the Communications supervisor of circumstances

b) Request the Communications supervisor to inform all
dispatchers and call-takers

¢) Request any information obtained by the Communications
Center be called in to the CIB as soon as possible

d) Requestthat no radio broadcasts be made concerning the
extortion, if at all possible

Assign detectives: The CIB supervisor will give assignments by
telephone to avoid use of radio

1)

2)

3)

Send a detective to the bank or business if the victim or threatened
person has already left the bank or business. The detective will
complete the following:

a) Meet and coordinate with FBI

b) Call the office by telephone and attempt to keep an open line
from the scene

Dispatch detectives to the victim’s residence area. Detectives will:

a) Note residence activity, vehicles and plate numbers, if possible

b) Contact at least one neighbor for any available information on
the victim’s residence
e Does spouse have a vehicle? Is it at home?

Does spouse work? Where?

Any children home? How many and what ages?

Any strangers seen at house? Any strange vehicles?

Is victim’s vehicle at home at this time?

c) Contact CIB supervisor to report findings. An attempt will be
made to keep an open line to the supervisor, if possible and
applicable.

Send at least two (2) detectives to the area of the money drop.

They will accomplish the following tasks:

a) Contact supervisor with information on the drop status and/or
any activities of victim, if possible

b) Cover the area as covertly as possible

c) Avoid radio transmissions

e. Alternatives, possibilities, and suggestions

1)

May need to call victim’s residence. The investigator will:

a) Use a female to make the call

b) Make call from a quiet area

c) Make up areason for call if a wrong person answers the
telephone
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2) May have the telephone company cut in on victim’s residence
telephone to determine if the telephone is in normal use, off hook, or
out of order

3) May contact the mail carrier for possible information

f. Extortion and/or kidnap telephone tracing procedure: For a

reported extortion or kidnap, the CIB supervisor will contact the

telephone company customer service and relay the following

information:

a. Give name, rank, and department

b. Advise the telephone company that CIB is working a kidnap (or
extortion) and request tracing equipment be placed on the numbers
to be traced

IF A KIDNAPPING FOR RANSOM BECOMES a hostage/barricade
situation, CIB supervisors will coordinate with SWAT and Field Operations
supervisors in placement of manpower and in controlling events

PRINCIPLE GOAL: THE SAFE RELEASE OF THE VICTIM. After the safe
release of the victim, apprehension of the suspect(s) and preservation of
evidence will be the goal of detectives assigned.

+44
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SUMMARY: This order outlines procedures for investigating assaults by the
Robbery/Homicide Unit.

A. ASSIGNED OFFICERS’
GENERAL DUTIES

AS A GENERAL RULE, detectives do not conduct original crime scene
investigations unless the crime is a life-threatening aggravated assault

1. REVIEW ALL ASSIGNED REPORTS to determine if the elements of a
crime exist

2. CONDUCT ALL NECESSARY FOLLOW-UP investigations to prepare the
report for presentation to the County or City Attorney

B. REPORT CONTENTS
ITEMS TO BE INCLUDED IN REPORTS for successful prosecution:

1. ASSAULT CASES

Photographs of all injuries, including follow-up time-lapse photos
Doctor's name, address, and the prognosis/diagnosis

Proper identification of suspect

Any statements by suspect

Names and addresses of withesses

The child must be 15 years or under (not 16 or 17) when charging
aggravated assault by an adult on a child.

g. Impound evidence and request scientific analysis, when necessary
h. Medical records of victim

Rev
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2. ENDANGERMENT: A person recklessly endangers another person with a
substantial risk of imminent death or physical injury

3. THREATENING OR INTIMIDATING: Can be by word of mouth or by
conduct with the intent to terrify, intimidate, or threaten to cause physical
injury, severe property damage, or public inconvenience

C. NEIGHBORHOOD
NOTIFICATIONS

1. REVIEW ALL INFORMATION to determine the threat to the immediate
neighborhood/community, e.g., suspected serial rapist

2. IF A SIGNIFICANT THREAT EXISTS, notify the Robbery/Homicide
sergeant

3. THE SERGEANT WILL DETERMINE whether or not to make
neighborhood / community notification, the extent of the notification, and the
mode of the notification, e.g., media alert, autodialer, or door-to-door

+4+
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Summary

A. PURPOSE

This order establishes policy and procedures for the operations of the Human
Trafficking Unit

The Human Trafficking Unit (HTU) investigates individuals and groups who
engage in human trafficking, prostitution, child prostitution, luring a minor for
sexual exploitation, pandering, illegal sexually oriented businesses, illegal
gambling and massage violations

B. INVESTIGATION DUTIES

C. GENERAL
RESPONSIBILITIES

D. REGULATIONS

INVESTIGATE the following crimes:

Sex Trafficking

Prostitution

Child Prostitution

Luring a Minor For Sexual Exploitation
Pandering

Prostitution Customer Apprehension
Sexually Oriented Businesses

Massage Parlor Enforcement/Compliance
lllegal gambling establishments

CoNoUR~WNE

1. BE KNOWLEDGEABLE of general orders, city personnel rules, all
applicable laws, statutes, ordinances, rules, procedures and crime trends
when conducting an investigation

2. ENSURE ALL ELEMENTS OF A CRIME ARE INCLUDED, as provided by
statute before proceeding. Suspend or re-classify the report if required
elements are not present and cannot be proven.

1. ALL UNIT MEMBERS ARE PROVIDED a city-issued phone, laptop/IPad,
digital camera, digital recorder and spare radio battery which will be in
their possession during duty hours (GO E-07.100)

2. DETECTIVES ARE RESPONSIBLE for maintaining communication with
their supervisor at all times

3. UNIT MEMBERS INVESTIGATE ALL unit related crime within the city

4. MAINTAIN CASE MANAGEMENT and adhere to GO D-01.300 Criminal
Investigations Bureau (CIB): Case Management

5. CONDUCT COMPLIANCE INSPECTIONS of all massage parlors, steam
baths, escort services and places featuring adult entertainment to ensure
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E. COVERT OPERATIONS

F. SUPERVISOR
RESPONSIBILITIES

Page 2

compliance with Arizona Revised Statutes and Chandler City Codes,
ensuring they are not being used to conduct criminal activity:

a. As needed based on complaints as well as self-initiated information
b. Randomly at licensed businesses

SCAN LOCAL NEWSPAPERS, adult publications, and other print and/or
electronic media sites for advertisements

CREATE AND MAINTAIN undercover profiles on numerous social media
websites for the purposes of detecting criminal activity and conducting
criminal investigations

MAINTAIN A LIAISON with other CIB units and patrol, as well as other
federal, state and city law enforcement agencies

ADHERE TO GO D-01.200 CIB Operations H — Alcohol Consumption On
Duty if required to consume alcoholic beverages during the course of an
investigation

Human Trafficking Unit members:

1.

ADHERE TO GO D-35.100 COVERT OPERATIONS when performing covert
operations during investigations

DO NOT EXPOSE YOUR genitals or female areola for any reason. If the
situation occurs, cover up and remove yourself from the situation.
Immediately notify your supervisor of the details of the incident.

AVOID PHYSICAL CONTACT with a suspect’s breast or genital area. If this
situation occurs, remove yourself from the situation. Immediately notify
your supervisor of the details of the incident.

AT NO TIME DURING AN UNDERCOVER OPERATION make contact with
any suspect without first advising surveillance/backup officers to ensure
they are provided cover

CONFIRM appropriate staffing is maintained to ensure the safety of
detectives and the general public

PROVIDE notification to the precinct where an operation is being
conducted

PROVIDE and discuss an operations plan prior to an operation

ENSURE Communication procedures during undercover operations per
General Orders

REVIEW all investigations and operations to ensure policies and
procedures were followed

ACCURATELY ACCOUNT for all crime control funds and expenditures in
accordance with GO D-36.100 Crime Control Funds

+44
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Summary: This order establishes policy and procedures for the operations of the

A. UNIT PURPOSE

B. UNIT PRIORITIES

C. GENERAL DUTIES

Criminal Apprehension Unit (CAU)

The Criminal Apprehension Unit is responsible for support and criminal
apprehension functions to CIB, Patrol, and for instituting a system of “Due
Diligence” as required by law in attempting to locate and apprehend wanted
persons

All new CAU detectives will be members of the SWAT team. CAU may also
provide tactical support (e.g., service of search and arrest warrants, buy-bust
operations, and rapid response to critical incidents) to CIB and patrol when
they can adequately do so. The CAU sergeant will inform the SWAT
lieutenant of all requests for tactical assistance.

1. FIRST PRIORITY: To assist CIB detectives with the apprehension of
identified suspects with either probable cause or a warrant for their arrest.
To accomplish this task, CAU detectives conduct background
investigations to determine suspect location(s) and employ surveillance
techniques to safely apprehend the subject.

2. SECOND PRIORITY: To conduct surveillance operations on subjects
identified by CIB detectives as criminal recidivist and/or ROP candidates.
The objective of surveillance is to gather intelligence, reasonable
suspicion for contact, or probable cause for an arrest.

3. THIRD PRIORITY: To execute court-ordered warrant arrests in the City of
Chandler, worked in priority of severity

4. FOURTH PRIORITY: To provide tactical support to CIB and Patrol for
operations of eleva