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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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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.

+44+
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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

Page 5

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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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



1A .
<3 Ca
g OQMEDLE;»\

‘30]_‘ 1 C»]-‘:'i /
N Y

CHANDLER POLICE |}
DEPARTMENT

A-02 DEPARTMENT ORGANIZATION

Subject Effective

GENERAL ORDERS 100 Department Components 02/10/20

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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Unit/Function

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




DEPARTMENT ORGANIZATION -
11/01/19

C. COORDINATION

Organizational Components CPD GO A-02.200
Page 4

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
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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.
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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

+44



DEPARTMENT

CHANDLER POLICE

GENERAL ORDERS

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




WRITTEN DIRECTIVES-Authority CPD GO A-03.100

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



s&te, CHANDLER POLICE |
DEPARTMENT

[ ) i /) =
| e
{ paAn Lrg:

A-05 PLANNING AND RESEARCH
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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
The Planning and Research Section provides crime analysis, uniform crime
reporting, planning and research, fiscal/budget management, grant

Rev , management, facilities planning, and capital project management for the

B. ORGANIZATION

C. OBJECTIVES

Police Department

PLANNING AND RESEARCH MANAGER

a. Reports directly to the Chief of Police

b. Is responsible for the administrative functions and the supervision of
the personnel in the section

THE PLANNING AND RESEARCH SECTION is comprised of the following

personnel:

a. Police Planning and Research Manager
b. Crime Analysis Supervisors

c. Planning and Research Analysts

d. Police Crime and Intelligence Analyst

e. Police Crime Analysis Data Techs

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

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

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

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

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

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

e. Provide crime analysis both routinely and as requested by personnel
to assist in identifying crime trends, methods, and probabilities

f. Provide coordination and monitoring of fiscal affairs including budget
preparation and development

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

h. Evaluate new technology and procedures in law enforcement, future
department needs, and conduct administrative studies and reports

i. Administer the department’s Uniform Crime Reporting (UCR) Program

j- Provide emergency planning development
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D. CRIME ANALYSIS FUNCTION

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

1. CRIME ANALYSIS AND RESEARCH UNIT (CARU): Responsible for
strategic and administrative crime analysis for the purpose of crime and
disorder suppression through long term research and data analysis
a. Strategic and administrative crime analysis
b. Uniform crime reporting duties

1) Review data quality of National Incident Based Reporting (NIBRS)
information from departmental reports
2) Modify all UCR required fields for consistency of report narrative
with UCR classifications
3) Responsible for the Incident Based Reporting (IBR) clearance
status
4) Cannot change, add or delete arrest bookings, detail pages,
entities, internal status, and drug property entries
5) Only change or add to stay consistent with the narrative: entity
roles, offenses, property (excluding drugs) and administrative
fields
c. Long-term research and studies
d. Identification of crimes and disorder problems
e. Internal and external data collection, cleaning, analysis, and reporting

2. TACTICAL CRIME ANALYSIS UNIT (TCAU): Responsible for tactical crime
and intelligence analysis for the purpose of crime and disorder
suppression through crime analysis and intelligence information
development
a. Short term crime analysis
b. Identification of patterns and series
c. Collaboration with investigators, investigative analysts, and patrol
d. Ultilization of intelligence databases
e. Development of crime information bulletins

E. PLANNING AND RESEARCH FUNCTION

[15.2.1]
THE PLANNING AND RESEARCH SECTION:

1. Performs research and special studies as requested

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

Performs on-going studies to assess patrol workload

4. 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
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F. FISCAL MANAGEMENT FUNCTION
THE PLANNING AND RESEARCH SECTION:

1.

2.

Rev 3.
—/

4.

0.

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 Technology Replacement Program fund
contribution requests for department technology additions and upgrades

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

G. FACILITIES MANAGEMENT
THE PLANNING AND RESEARCH SECTION:

Rev ,

1.

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

+ee
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Summary: The purpose of this order establishes policy for fiscal management related to

administration.
A. POLICY

B. MANAGEMENT
[15.2.1]

C. RESPONSIBILITIES
[15.2.1]

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

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

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

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

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

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

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
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Prepare a written recommendation concerning personnel resources,
including:
1) An annual review of each specialized unit under their command to
determine if the program should continue to be funded
2) A triennial assessment of each organizational component for the
allocation of personnel based on workload demand
3) Where applicable, workload assessments may be used as
supporting documentation for budget decision packages
4) 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
c) 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.

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 assistant chief and chief approval (budget
requests) shall include narratives to explain operational need(s),
identification of the position or classification title, pay grade (hew
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
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f.  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
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.
i 4

3.

4,

G. EXTERNAL AUDITING

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

THE CITY 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 ACCOUNTING DIVISION continuously monitors the department's
fiscal activity through monthly general ledger reports
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CITY COUNCIL directs the City 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
City and any separate or subordinate accounts kept by any other office,
department, or agency of the city government, City Charter Section 5.10.

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

(LIS NI

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)

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

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

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

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

1.

2.

THE FINANCIAL CRIMES UNIT seizes valuable assets

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

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 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,
qualifies 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 and/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 Division,
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
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2) Supervisors are responsible for ensuring personnel assigned to
them maintain their equipment in a state of operational readiness,
generally accomplished through line inspections

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 Planning & Research Manager 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.

+ee
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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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SUMMARY:
[11.4.1]

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:




Serving with Courage, Pride, and Dedication
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DEPARTMENT

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 meth