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PURPOSE: To define types of complaints and incidents to be investigated by chain of command supervisors 

and the report process for investigating such complaints. 

 

SCOPE: This policy and procedure applies to all supervisors and members.  

  

REVIEW RESPONSIBILITY: Administrative/Investigations Division Assistant Chief 

  

POLICY: The Department will investigate all allegations of member misconduct appropriately and promptly 

and those made against the Department regarding police action(s) or responsibility by appropriate shift 

supervisors when the best interest of the member and the Department can be served in this manner. 

  

1. PROCEDURE 

a. Complaints of all types will be directed to the on duty shift supervisor.  

b. The supervisor who receives the information concerning a complaint will meet, if possible, in person with 

the complainant(s) and verbally ascertain the nature of the complaint and take appropriate action to resolve 

the complaint.  

c. If the complaint can be resolved by the supervisor, then the supervisor should notify the member involved 

of the complaint and provide counseling if appropriate.  

d. Information which must be included in the complainant’s statement is the date, time, place, and details of 

the incident.  

e. Complaints which do not require additional investigation (i.e., guilt or innocence in a traffic violation, 

minor parking infractions or where officer clearly followed department policy or procedure) are non--

complaints.  

f. The supervisor receiving the complaint, upon determining the nature of the complaint, will initiate the 

recording or documenting of the complaint on the complaint form and any or all subsequent detailed 

statements should be attached.  

g. The supervisor will then furnish the complainant with a receipt which acknowledges receipt of the 

complaint. Periodically (i.e., if requested by complainant), supervisors or the Internal Affairs (IA) 

authority will appropriately provide status reports of investigated complaints to complainants in timely 

intervals through completion of investigation.  

h. If the supervisor determines that the seriousness of the complaint warrants a formal investigation, then a 

complaint form will be completed by the supervisor and forwarded through the chain of command.  

i. The initial complaint form shall be routed through the chain of command to the Division Assistant Chief 

for review and determination as to whether it is to be referred to the IA authority for investigation.  
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j. The Chief of Police, without delay, should be notified of all complaints to be investigated that are of a 

serious nature.  

k. Complaints to be investigated by IA should be designated within twenty-four (24) hours (excluding 

weekends and holidays) of receipt for assigning of an IA case number.  

l. When the investigation is completed by the assigned IA investigator, the completed file will be forwarded 

for review to the Division Assistant Chief for a recommendation on disposition, and when appropriate, the 

disciplinary action to be recommended to the Chief of Police.  

m. Any complaints documented as resolved by the supervisor shall be forwarded to IA for filing within 

twenty-four (24) hours (excluding weekends and holidays).  

n. IA will ensure that complainant(s) are notified in writing as to the disposition of their IA complaints and 

investigating supervisor will ensure complainant(s) are notified in writing of their resolutions.  

o. Categories of finding as to the conclusion of the investigation are the same as established for determining 

IA findings:  

i. Sustained  

ii. Partially Sustained  

iii. Unfounded  

iv. Not Sustained (Unsubstantiated)  

v. Exonerated  

 

2. COMPLAINTS AND INCIDENTS REQUIRING REPORT BY EMPLOYEE AND/OR SUPERVISOR  

a. The following incidents are subject to an initiated report and procedures used to complete such reports.  

b. In all of the following incidents it shall be the responsibility of the officer involved in the incident to report 

to his/her Sergeant immediately upon the incident being under control, so that the Sergeant may respond to 

the scene. The officer shall ensure that the information is received by his/her Sergeant and Bureau Major or 

designee.  

i. Whenever a person is injured as a result of using a police canine for apprehension.  

1. The canine officer/handler will notify the shift Sergeant of the incident.  

2. The shift Sergeant will be responsible for completing a written report in memorandum format.  

ii. Whenever significant physical force is used on any person, which shall include, but is not limited to, the 

following:  

1. When a person is charged with resisting arrest as a result of physical contact with an officer.  

2. When there is any observable injury or complaint of injury to any subject(s) or police officer(s) as a 

result of physical contact between the subject(s) and officer(s).  

3. Whenever an officer strikes a subject to be arrested with an object (including head, hand, elbow, knee, 

foot, etc.) that is likely to cause injury.  

iii. When a control of persons action results in a serious injury to the officer or another, a report of the 

findings including the relevant facts and circumstances surrounding the incident, a conclusion as to 

whether the action violates a department directive and any recommendations shall be written by the shift 

Sergeant and submitted through the chain of command to the Chief of Police.  

iv. Whenever a firearm is discharged, on or off-duty, (other than for training or recreational purposes).  

1. If the discharge of a firearm is unintentional and there is no control of person involved, the shift 

Sergeant will complete a report, in memorandum form. Upon completion of the report, the shift 

Sergeant will submit it to the Chief of Police with any recommendations via the chain of command for 

review and comment.  

2. If there is a discharge of a firearm and there is a control of persons involved, the shift Sergeant will 

notify the appropriate Bureau Major. The Chief of Police, appropriate Division Assistant Chief and IA 

authority will also be notified via chain of command. The appropriate Bureau Major will investigate 
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the incident and forward a report of their findings to the IA Authority and Chief of Police via chain of 

command.  

a. The IA authority will conduct a parallel investigation of the incident to determine compliance with 

applicable policies, procedures and statutes.  

3. The report of the findings of a firearms discharge investigation, including the relevant facts and 

circumstances surrounding the incident and a conclusion as to whether the discharge violates a 

department directive shall be submitted to the Chief of Police.  

v. When a death results from a control of persons incident:  

1. The shift Sergeant of the person(s) involved in the incident shall:  

a. Notify the Chief of Police or designee via the chain of command.  

b. Immediately advise the command Sergeant of the detective division and IA authority of the incident.  

2. The Chief of Police shall notify the State's Attorney's Office and the appropriate outside agency to 

investigate the incident.  

3. The agency assigned to investigate the death will complete all subsequent reports as deemed 

appropriate and forward to the Chief of Police or designee.  

4. Whenever the initial investigation shows that a death was the result of use of force by an officer, at the 

conclusion of the initial investigation the involved officer's shift Sergeant shall then place the officer 

on paid Administrative Leave pending the conclusion of the investigation and an administrative 

review.  

5. A report of the findings of the death investigation, including the relevant facts and circumstances 

surrounding the incident and a conclusion as to whether the action violates a department directive shall 

be submitted to the Chief of Police by the assigned authority when completed.  

c. All reports will be forwarded to the IA authority when completed.  

i. If an IA Investigation is requested, the report of incident along with the request will be forwarded to the 

IA authority.  

ii. If the report is written by an investigating supervisor who is not in the same division or chain as the 

employee involved, the report will be submitted to Internal Affairs. Internal Affairs will notify and 

consult with the Bureau Major of the division in which the employee works.  

iii. Both the personnel complaint report and report of incident involving persons will be completed when:  

1. There is a personnel complaint in conjunction with a control of persons incident.  

2. After investigation, if it is found that the force used was not or may not have been necessary or the 

force used was not or may not have been within departmental guidelines.  

iv. No copies of the report of incident will be made except by Internal Affairs at the direction of the Chief 

of Police. 
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