FLOWCHARTS

INTAKE

Is This A Citizen Complaint?

NO

Could the Complaint Received

Complete OPS Contact Report
Be Recommended for
Administrative Dismissal or
Transfer/Referral?

Send to Administrator for Review & Signature

Enter Contact Report Information
into IAPro

It the complainant
follows up with a
complaint related fo the

Process for Administrative
Dismissal or Transfer/Referral

contact. find and link
the OPS Contact in 1APro
D to the newly created
N investigation.

Has The Complaint Form and All
Supplemental Documents Been Received?

NO

Send Initial Intake Letter send Inifial Intake LeH
(With Supplemental Document Request) ,,ei e nﬁu.e_e—_ei

Preliminary Investigation
(If Needed, Contact Complainant)

Compile Preliminary Investigation Documents

Create OPS Case Folder
(Transfer to Hard Drive)

Construct Intake Narrative

Enter Case Information into IAPro

Route Completed Intake In IAPro to
Administrator for Review/Case Assignment

Give Hard Copy Investigation File to Administrator

STOP

This case will now
move forward fo the
Investigation stage

FLOWCHART LEGEND

SYMBOL FUNCTION

Want fo leam more about the
Process Question Office of Professlonal Standards
or recelve more information on

Transition to Next Step how lo file an officer
R e e S e complalnt/commendation?

Process Description

End Point CLICK HERE
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WCHARTS

INVESTIGATION

Receives Investigation from Administrator

At Any Point During the Investigation Does The Send Nofice of Investigation to
Complaint Fall Within The Criteria Below? Complainant, Officer(s) and
" e e ST S — Supervisor
Houisdicion Contact/Schedule Interview with

Complainant and/or Witnesses

Off-Duty Civil Conduct

Evidence Gathering
Uniform Traffic Ticket (UTT) / g | o
Parking Infraction Notice
(PIN) Complaint Only?

— | .

Review All Reports Received
Unavoidable Workload
Delay?

Create Investigation Plan

Unidentified Officer(s)
“Only After Altempts Have
Been Exhausted fo Identify
Involved Officer(s) Evaluation of Relevant Evidence

Conducting Interviews

Process for Administrative

Dismissal or Transfer/Referral
Send Type Orders

Form-1 Responses

Preparing The Investigative
Summary Report

Submit The Completed Investigation To The
Administrator
(Administrative Review/Pending CPRB Hearing)

STOP

The completed
invesfigation is now
being reviewed by the
Administrator and/or
their designee

FLOWCHART LEGEND
SYMBOL FUNCTION

Want to leam more about the
Process Question Office of Professlonal Standards
ot recelve more Information on
Transition to Next Step how fo file an officer
complalnt/commendation?
Process Description

End Point CLICK HERE
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FLOWCHARTS

ADMINISTRATIVE DISMISSAL & TRANSFER/REFERRAL

Does The Investigation Need To Be Referred To

Process for
The Internal Affairs Unit?

Administrative
Dismissal === o

Provide Supplemental NO
Documents if Necessary
To Support Reason For

Administrative Dismissal
Does The Investigation Need

To Be Transferred To An Contact The

Internal/External Agency? Internal Affairs
S—— - E—— Unit; Notify Them

Complete The
Administrative OpRelendl
Dismissal Form And
Include It With The
Investigative File

. Contact
Reach Out To The Agency To Nofify = %
5 Complainant;
Them Of Transfer; Get Point Person tify Th of
Submit To The Notify Them
Administrator For Referral, Request
Review And Permission.To
Signature Contact Complainant; Nofify Send Their
Contact
— e Them Of The Transfer; Request N
ok Information To
Permission To Send Contact 3
Internal Affairs Unit

Information To Outside Agency

Mail Administrative
Dismissal Disposition
Letter to Complainant
- 10 Day Appeal
Prepare And Send

Period Begins Prepare and send letter
to complainant Memo To Internal

3 Affairs Unit
Has The Complainant
Notified OPS To Appeal Send To Administrator For
The Administrative Signature And Approval Prepare To Send
. Referral Letter To

Dismissal Within The 10
Day Appeal Period?

The Complainant
o IR Change Status To Forwarded
Then Completed In IAPro

Make A Copy Of The
Complainant And
Retain Original

STOP
Transter
Completed 4 Attach Memo To

Internal Affairs Unit
With Complaint; Send
Via Inter-office Mail

Conduct Investigation -
Submitf to the Administrator for

Cose Assignment Periodically Check

Status Of Complaint
Until Completed

10 Day Appeal Period Ends

Once Completed By
Internal Affairs Unit
Update 1APro And

Close out The Administrative
Close The Case

Dismissal in IAPro and Archive
The Case

STOP STOP
Referral

Administrative
Dismissal Completed
Completed e

FLOWCHART LEGEND
sYmBoL FUNCTION
Want lo leam more about the
Process Question Office of Professional Standards
of recelve more Information on

Transition to Next Step how fo file an officer
R e R complalnt/commendation?

Process Description

End Point CLICK HERE
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FLOWCHARTS

ADMINISTRATIVE

Review Of Intake Received
(Preliminary Review)

Email Details Of
Corrections And
Send Back To Intake
- - Coordinator For

Changes

Are Corrections

Assign Case To An Investigator

Conduct Periodic Cuse
Reviews/Status Updotes Of
Ongoing Investigations

Received Completed Case From
Investigator

Email Details of
Corrections
and Send Back
to Investigator
for Changes

Are Corrections
Needed?

NO

Prepare And Send Notice

Letter To Complainant And

Subject CDP Employee(s)
Advising Of CPRB Hearing Date

Prepare and Send Complainant
Final Disposition Letter
(No More Than 15 Days Post-CPRB)

Prepare and Send Findings Letter for
Chief of Police and/or Director of
Public Safety
(No More Than 15 Days Post-CPRB)

Once Received, Notity Complainant of
Scheduled Disciplinary Hearing Date

Await Result Of Disciplinary Hearing

Notify Complainant Of Disciplinary
Outcome And Close Investigation

STOP

Investigation
Completed

FLOWCHART LEGEND

SYMBOL FUNCTION

Process Que:

Want fo leamn more about the
Office of Professional Standards
or recelve more Information on

how o file an officer
complalnt/commendation?

Transition to Next Step

Process Description

CLICK HERE

CPRB Hearing

Per CPRB: Are Additional
Details or Corrections Needed?

NO

Submit to CPRB for
Hearing

Notify Complainant and
Involved CDP Officer(s)
of Hearing Date

Post-CPRB Hearing -
Receive Investigative File

Was The Case Sustained?

NO

Prepare and Send Complainant
Final Disposition Letter
(No More Than 15 Days Post-CPRB)

Close Case In IAPro And
Submit To Archives

Mayor Frank G. Jackson
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