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I.
Purpose
The purpose of this policy is to provide guidelines and procedures for the prompt and just investigation and disposition of complaints made against Departmental employees.

II.
Policy
This policy establishes an Office of Professional Standards (OPS) within the LaGrange Police Department. It is the policy of the LaGrange Police Department to investigate all complaints against the Department or its employees, to include anonymous complaints, in a manner that will assure the community a prompt corrective action when a police employee conducts themselves improperly, while also protecting the Department and its employees from unwarranted criticism pursuant to discharge of official duties.

All Employees in the Police Department shall be instructed in and have access to a copy of the OPS policy.

III.
Administration
The OPS Supervisor shall be responsible and accountable for conducting all internal investigations of the LaGrange Police Department as directed by the Chief of Police.  The OPS Supervisor shall report directly to the Chief of Police concerning the progress and findings of such investigations.

In cases where conflict of interest may be present, the Chief of Police shall appoint an officer to act as an investigator for any internal investigation.  This investigator shall report directly to the Chief of Police on a daily basis for supervision and support. 

The functions of the OPS shall be:

1.
Recording, registering, and controlling the investigation of all complaints against sworn and non-sworn employees;

2.
Supervising and controlling the investigation of alleged misconduct by employees within the agency;

3.
Maintaining the confidentiality of the aforementioned complaint records;

4.
Administrative control and documentation of all procedures; and

5.
Make available to the public, information concerning the procedures for filing a complaint against the agency or its employee. 

This is accomplished by placing informational brochures complaint procedures in the front lobby of the Police Department, and by passing this information to citizens at neighborhood watch meetings and the Citizen’s Police Academy.

All files, documents, information, and other administrative records accumulated during the course of the investigation, shall be stored in locked filing cabinets maintained by the members of OPS. Only the Chief of Police or OPS employee shall have unaccompanied access to the files. Such records shall remain on file according to the above guidelines for sixty-nine (69) years.

A.
Complaint Processing
A written record of all complaints against the LaGrange Police Department or its employees shall be maintained, regardless of the nature or reasonableness of the complaint.  All complaints will be entered in the Guardian Tracking System.  The following types of incidents shall be referred to OPS for review and screening:

1.
Incidents in which the completion of a Response to Aggression/Resistance report is required;

2.
Vehicle pursuits; and

3.
Incidents involving off-duty misconduct.

On a monthly basis, the OPS Supervisor will submit a Response To Aggression/Resistance review to the Chief of Police, containing all response to aggression/resistance incidents and findings.

The following type incidents shall be referred to OPS for investigation:

1.
Complaints involving allegations of civil rights violations, or involving allegations that an employee has used racial or ethnic epithets;

2.
Incidents involving allegations of criminal or unethical activity;

3.
Incidents involving Police Department Command level supervisors;

4.
Allegations of negligence or neglect of duty resulting in bodily injury or death;

5.
Complaints involving allegations of unlawful or improper manipulation of, or tampering with the promotional, evaluation, or disciplinary process;

6.
Complaints involving allegations of abusive conduct by a supervisor directed toward a subordinate;

7.
Incidents of officer involved shootings and accidental discharges;

8.
Other incidents as directed by the Chief of Police and;

9.
Workplace harassment complaints.

Note: Where appropriate, and with the approval of the Chief of Police, the OPS supervisor may refer certain matters back to the appropriate division supervisor for investigation and disposition.

When a complaint is made, the Chief of Police must be notified by OPS. This information may be passed either verbally or in writing.  All complaints listed above that require investigation, must be brought to the attention of the Chief of Police immediately. Other complaints may be brought to the attention of the Chief of Police at a later time.

B.
Complaint Investigation
Any Police Department employee contacted by a citizen wanting to make a complaint against a police department employee shall immediately provide the citizen with a complaint form and complaint brochure. The employee should offer to contact a supervisor to facilitate taking the complaint, if the citizen is agreeable to that process. If a supervisor responds, it shall be the responsibility of the supervisor taking the complaint to insure that a copy of the Citizen's Complaint Form is provided to the complainant. This procedure does not apply to anonymous complaints. Complaints made over the telephone shall be accepted by any employee. In the event that the employee cannot immediately locate a supervisor or if the complainant indicates that they will not wait for a supervisor to be contacted, then the employee shall make a written record of the complaint, to include anonymous complaints, and forward it to OPS, and the supervisor on duty. The employee should attempt to obtain as much information as possible from the complainant, in order for a follow-up investigation to be completed. Employees in the Records Section shall immediately record the telephone number that is displayed on the telephone and document the time that the call is received, in order to facilitate Dictaphone retrieval. Employees receiving telephone complaints should offer to mail or fax a complaint form to the complainant; however, if the complainant refuses the offer, or  to complete a complaint form, the employee shall detail the nature of the complaint on the standard complaint form, and forward it to the OPS and shift supervisor. At no time should any complaint be refused to be accepted by any employee. Any supervisor taking a complaint from a citizen will sign the Citizen Complaint Form and give the complainant a copy as a receipt that the complaint was received. 

1.
The complainant shall receive periodic follow-up contacts by the person responsible for the investigation. The complainant shall be informed of Departmental procedures that are to be followed during the course of the investigation.  

2.
The Chief of Police shall receive from OPS, a status report during the course of the investigation, every seven (7) calendar days.  Unless the nature of the case dictates otherwise, every attempt will be made to complete any internal investigation within thirty (30) days. This thirty (30) day limit shall be considered a goal, as the integrity and conduct of the entire Department is involved.  An extension(s) may be granted by the Chief of Police concerning those cases where extenuating circumstances exist.  

3.
Whenever an officer or employee becomes the subject of an OPS investigation, prior to being interviewed, OPS shall provide the employee with notice of the allegation(s) and of the employee's rights and responsibilities relative to the investigation. 

4.
Upon receipt of the formal investigation report in its final form, the Chief of Police shall, within fifteen (15) days, review and provide written notification to the employee in question of the outcome and/or result of the investigation, and any action that will follow, unless extraordinary circumstances dictate otherwise.

5.
Upon receipt of the formal investigative report in its final form, the Chief of Police shall within fifteen (15) days, review and provide notification to the complainant that said complaint has been reviewed, and that appropriate action has been taken, unless extraordinary circumstances dictate otherwise. 

6.
The Chief of Police may, at any time, request an outside agency, (such as the Georgia Bureau of Investigations, etc.), to conduct an investigation on a complaint regarding police misconduct.

C.
Supervisor’s Responsibilities


Complaints involving minor traffic violations, minor violations of Departmental rules and regulations, discourtesy to the public, etc., shall be handled by the employee's own supervisor, without referring the matter for internal investigation unless there is a need for more information to be gathered by an investigative employee.

1.
All complaints will be documented on a Citizen's Complaint Form or in a memorandum by the supervisor receiving the complaint. The original copy will be forwarded immediately to OPS and a copy retained by the supervisor. Once the supervisor has completed his investigation, all statements and supporting documents will be forwarded to OPS for review and record retention. The OPS supervisor will forward a copy of the complaint and the findings to the Chief of Police. The supervisor’s investigation will be completed within five (5) working days.  All investigations completed by a supervisory employee will be maintained in a secure file by OPS in the same manner as those investigation conducted by OPS.

2.
In the event a supervisor feels the complaint should be forwarded to OPS for further investigation, he will document the justification for such an investigation in a memorandum to the Chief of Police.

D.
Operational Procedures
Upon a reasonable cause standard, and with the express authorization of the Chief of Police, at the agency’s expense, an internal, non-criminal investigation may entail the following procedures, of which an officer or employee may be required to submission:

1.
Any medical or laboratory examinations at the expense of the Department;

2.
Participate in a line-up;

3.
Produce financial disclosure statements;

4.
Be photographed; and

5.
A polygraph examination.

6.
The above actions will only be taken when necessary, and when they are material to a particular OPS investigation conducted by this Department. An employee will not be allowed legal representation during an internal investigation.

E.
Conclusion of Fact
All investigations shall have a finding of fact at the conclusion.  The findings of fact shall include one of the following: 

1.
Unfounded:  The evidence tends to disprove the allegation of misconduct.

2.
Not Sustained/Insufficient Evidence: There is insufficient evidence, either to prove or disprove the allegation of misconduct.

3.
Sustained/Improper Conduct: The evidence supports the allegation of misconduct.

4.
Exonerated/Proper Conduct: The evidence tends to support factual occurrence, but conduct does not appear improper.

5.
Misconduct: Not alleged in the complaint, but disclosed by investigation.

6.
Conduct may be improper; however, there is no violation of law or policy as it exists at the time of the incident. The incident may be reviewed for possible implementation of policy to govern future incidents of a similar nature.

F.
Employee Suspension Pending Investigation
Whenever an internal investigation is conducted upon an employee of the LaGrange Police Department, the Chief of Police may at his discretion, suspend said employee, pending the final outcome of the internal investigation.

1.
It is the policy of this Department that the said suspension will be with full pay and benefits, until such time as a "findings of fact" can be made in reference to the internal investigation.

2.
After the completion of the internal investigation in which a findings of fact has been concluded to substantiate that the employee in question acted within the legal scope of his authority, and violated no Departmental policy or criminal law, then said employee shall be immediately re-instated into his previous position, with no adverse action applying.

3.
No employee will be suspended without pay unless such suspension is accompanied with a formal letter of disciplinary notice, notification of the employee's due process rights, and the method of appeal as outlined in the Employee Management System for the City of LaGrange.

IV.
Disciplinary Process
All members of the LaGrange Police Department are members of a team working together with a primary objective of serving the community.  Employees who fail to follow the necessary rules and regulations, do a disservice to all members of the Department. It is the policy of the LaGrange Police Department to administer discipline in fairness to the employee and the Department, and in accordance with the City of LaGrange Employee Policy. 

A.
Responsibility of the Management in the Disciplinary Process 

Supervisors at all levels of the LaGrange Police Department are responsible for the administration of discipline. Generally speaking, the first line supervisor has the greatest opportunity to identify disciplinary needs and to take corrective action.

This Department recognizes three broad categories of discipline; positive, corrective, and punitive discipline. All supervisors and commanding officers may utilize all categories to the extent the policy allows. Limitations on the various levels of management are specifically withheld by policy.

B.
Positive Discipline 

Positive discipline is designed to stimulate the morale of the employee. Rewards, such as, time off with pay, awards, and letters of commendation are positive forms of discipline. The supervisor wishing to recognize an employee may complete a favorable contact form describing the action of the employee, and forward the favorable contact to the Chief of Police via the Chain of Command.

1.
Letter of Commendation:  May be presented to employees for their performance in any of the following instances:

a.
Employee's action results in the arrest of persons for major felonies.

b.
Employee's action results in the rescue of citizen(s) from personal injury/ death.

c.
Employee's action results in the rescue of another officer from personal injury/death.

d.
Employee has demonstrated personal involvement in police/community programs.

The employee's supervisor shall submit a written request for a Commendation to be issued.  Requests will be made to the Chief of Police describing the incident, the employee's performance, and reasons why a Commendation is recommended.

2.
Merit Increase:  Merit increases will be based upon satisfactory job performance.  Supervisors who evaluate the employee's job performance, may recommend an employee for a merit increase.  Employees who are eligible for a merit increase are those whose overall job performance meets or exceeds a rating of "meets standards."

3.
Time Off With Pay:  The Chief may authorize time off with pay to an employee who has devoted extra time for special or exemplary projects.  

C.
Corrective Discipline
Corrective discipline is progressive and includes training and counseling.  This discipline is appropriate in those cases involving minor duty infractions that can be corrected through proper counseling or training. 

1.
Counseling:  A supervisor should use counseling as a function of discipline in cases involving infractions. Criteria used to determine the necessity of counseling, as opposed to other discipline may include:  

a.
Employee's past work record (including disciplinary record, attendance, job performance, evaluations, etc.).

b.
Employee's attitude (toward work place, supervisors and other employees).

c.
The severity of the offense in relation to Department guidelines governing offenses.

Supervisors who utilize counseling as a form of discipline, shall document the conditions that prompted the counseling session and the corrective action expected.  Results should be forwarded to the Watch Commander or next level of supervision for review.

2.
Training:  A supervisor should use training as a function of discipline in those areas involving minor infractions, usually of a procedural nature in Departmental policy.  Examples of areas that training may be used as a function of discipline include, radio procedures, firearms qualifications, and report writing, etc. Criteria used to determine necessity of training, as opposed to other forms discipline include:

a.
The effectiveness of training in a particular area to improve productivity;  

b.
The ability of the employee to respond to re-training in specific areas; and

c.
The employee's work performance record, to include, attendance, disciplinary records, etc.

Supervisors who utilize training as a form of discipline, should document the employee's shortcomings, deficiencies, or lack of expertise, and either take immediate steps to retrain in deficient areas, or schedule that employee for training.  

Documentation shall be forwarded to the Watch Commander or next level of supervision for review.

D.
Punitive Discipline

1.
Verbal Reprimand:  A verbal warning or indication of disapproval concerning a specific act, infraction, or violation of a policy or procedure, that is usually given by the immediate supervisor, and is noted for the record but does not become part of an employee's Employee file.  

2.
Written Reprimand:  A written statement concerning a specific act, infraction of a policy or procedure that is made part of the employee's Employee file.

3.
Suspension:  The placing of an employee on leave without pay status for a specified time, not to exceed 30 days, for a specific infraction, act or violation of a policy or procedure, with the approval of the Chief of Police. 

4.
Suspension Pending Investigation of Charges or Trial:  The placing of an employee on administrative leave with pay pending investigation of charges and/or trial for job-related offenses.  

5.
Demotion:  The movement of an employee from one position or class to another, with a lower grade level assignment.

6.
Dismissal: The removal of an employee from City service for cause.

7.
An immediate or higher level supervisor is delegated the authority to immediately relieve an employee from duty, if the retention of such employee will cause or continue a disruption of the work force, and, within one work day, shall submit a recommendation for appropriate disciplinary action to the Chief of Police.

8.
Any supervisor may immediately suspend any employee for the balance of the work day under any of the following conditions:

a.
Employee is intoxicated;

b.
Gross insubordination or misconduct;

c.
Any violation of criminal law;

d.
Gross negligence involving potential loss of life;

e.
Any violation of Departmental rules and regulations that would submit the violating employee to immediate dismissal.

9.
Any supervisor may recommend termination, under conditions that warrant termination, although the Chief of Police is the only authority within the LaGrange Police Department authorized to terminate employees.

10.
In all cases of dismissal, the following information will be provided the affected employee:

a.
a statement citing the reason for termination;

b.
the effective date of the termination;

c.
a statement as to the status of fringe, and retirement benefits (supplied by Human Resources); and

d.
a statement as to the content of the employee’s employment record relating to dismissal.

E.
Initiation of the Disciplinary Process

Corrective and punitive disciplinary action against an employee shall be initiated promptly, when it is evident that such action is necessary to maintain an orderly and productive work environment. Except in cases of theft or serious violation of policy or procedure that creates a health or safety risk, disciplinary actions should be progressive in severity.  The severity of the action shall be determined after consideration of the nature and gravity of the offense, its relationship to the employee's assigned duties and responsibilities, the employee's work record and other relevant factors. Supervisors who suspend an employee under any of the conditions listed above must notify their supervisor immediately, who in turn must advise the Chief of Police.

F.
Disciplinary Records

Official disciplinary records are those documents involving any and all actions taken against an employee that involve any property interest loss subsequent to the disciplinary action.  These disciplinary records are maintained in the Human Resources Department and retained securely therein consistent with the Georgia Records Retention Schedule.  These records are also duplicated in internal management personnel files securely maintained within the Office of the Chief of Police and entered in the Guardian Tracking System.  These files are maintained as a managerial reference for the Chief and will be maintained therein for a minimum period of three years, unless otherwise specifically authorized by the Chief of Police.  After such time the employee may submit a written request to the Chief of Police for consideration of removal of disciplinary actions from the file regarding verbal warnings, written reprimands, suspensions, and chargeable accidents.  If the request is approved, the disciplinary record shall be removed from the employee's file and destroyed by shredding or burning.  All reports pertaining to OPS investigations shall be maintained permanently in a separate file.

V.
Personnel Early Warning System

The purpose of the early warning system is to facilitate the early identification of potential problem employees, and follow-up, in a timely manner, with the appropriate intervention. This allows the Department to be accountable proactively, to the public it serves, by providing a disciplinary and training tool that may identify those employees, who may, without intervention, provide a service at a standard unacceptable to the agency. This system allows employees that may be destined for severe disciplinary action, the opportunity to be guided back to the Department’s values and mission.

A.
Evaluation of Documents

Positive and negative behavior and performance indicators of employees will be documented in the Guardian Tracking System pursuant to established thresholds detailed in this policy.  If an employee meets or exceeds a threshold in any of the listed categories the Guardian Tracking System will alert the appropriate supervisor and OPS.

1.
Supervisor Inquiries External – three in a twelve month period

2.
Supervisor Inquiries Internal – three in a twelve month period

3.
OPS Investigations – two in a twelve month period

4.
Absentees – two incidents in a twelve month period

5.
Law Suits – one in a twelve month period

6.
Response to Aggression – six in a twelve month period

7.
Vehicle Pursuits – three in a twelve month period

8.
Vehicle Accidents – two in a twelve month period

9.
Citizen Surveys Not Satisfied - three in a twelve month period

10.
Tardiness - three in a twelve month period

11.
Disciplinary Actions – four in a twelve month period

12.
Work Related Injuries – two in a twelve month period

13.
Yearly Evaluations Below Standards - one in a twelve month period

14.
Garnishments - one in a twelve month period

15.
EAP Referral by Supervisor - one in a twelve month period

16.
Drug Screen Positive Test Result – one in a twelve month period

17.
Any combination of six or more of the above listed categories numbered 1 through 9 in a twelve month period

B.
Reporting Requirements

Each time OPS conducts a review as a result of the Guardian Tracking System activation a Guardian entry will be generated for review by the appropriate division commander and Chief of Police.  The review shall include a recommendation for intervention, and/or remedial action, if appropriate.  Recommended interventions may include: 

1.
Employee Assistance Program (EAP);

2.
Training;

3.
Counseling;

4.
Fitness for duty Evaluation;

5.
Disciplinary action;

6.
Monitoring by supervisor; and/or

7.
Other discretionary incidents or trends.

C.
Role of Supervisors and Management

Managers will be responsible for entering the required documentation in the Guardian Tracking System for the purpose of review and retention. First line supervisors, in theory, have the best knowledge of their subordinates, and should be able to identify trends and/or changes in behavior. The supervisors shall report this information via the Chain of Command to OPS. Management shall be responsible for assuring that recommendations for intervention are followed through, and respond in writing to OPS, or give written explanation why other intervention(s) was used, or no action was taken. OPS shall forward this to the Chief of Police for review.

D.
Annual Evaluation of the System

Each year, OPS shall conduct a review of the Early Warning System, to include the numbers and types of actions taken, and the general effectiveness of the system. OPS will also make specific recommendations for change, if needed. This report will be forwarded to the Chief of Police.

______________________________________


Louis M. Dekmar             Date

Chief of Police

LAGRANGE POLICE DEPARTMENT
CITIZENS COMPLAINT FORM
COMPLAINANTS NAME:____________________________________________

ADDRESS:___________________________________________________

HOME PHONE:____________________ WORK PHONE:_______________
SOCIAL SECURITY NUMBER:_____________ DOB:_________SEX: ____
INCIDENT LOCATION: ___________________ INCIDENT DATE & TIME: ________________ 
NAME(s) OF OFFICER INVOLVED:____________________________________________________

Please write a narrative of your complaint below:
___________________________________________________________
___________________________________________________________

___________________________________________________________

___________________________________________________________

___________________________________________________________

___________________________________________________________

___________________________________________________________

(Continue narrative on reverse side)

WITNESS:  List Name, Address and Phone Number.
_________________________________________________________________________________________________________________________________________________________________________________

I swear or affirm the facts outlined in this complaint are true and accurate to the best of my knowledge.  (Georgia Code 16‑10‑71 makes false swearing a crime.)

________________________


_______________________

Signature of Complainant           Date/Time of Complaint

__________________________________

Signature of Agency Representative
Supervisor documenting complaint must forward original copy to OPS, and provide  a copy to the complainant.
Revised/07 LPD
5-1.1

