SPRINGFIELD POLICE DEPARTMENT

Administrative/Supervisory Manual

Disclaimer

The City of Springfield, Missouri (“City”), makes no warranty, express or implied,
of any kind or type in favor of or for the benefit of any person or entity with regard
to any aspect of the policies and procedures contained herein. These policies
are intended solely for the use by the officials, officers, and employees of the City
and the Springfield Police Department, a department of the City administration,
for the purposes of promoting the delivery of law enforcement to the community
and assisting the administration and operation of the Springfield Police
Department in the performance of its work. These policies shall not be construed
S0 as to create any obligation of any kind or type on the part of the City in favor of
any person or entity, or as creating any right or cause of action in favor of any
such person or entity against the City. The presence of these policies shall not
be construed to be an individual act of any employee officer or official, or agent of
the City, or otherwise construed so as to create any personal liability on the part
of any such employee, officer or official or agent of the City to any third party.



To the citizens of Springfield,

The Department Manual is comprised of directives established to provide guidance to our police
employees. Policing requires the ability to respond to many unpredictable and often, unique situations.
We have trained our officers to exercise professional judgment and utilize discretion. Therefore, with
few exceptions, these are not hard and fast rules but policies and procedures to guide our employees in
determining the appropriate course of action, while providing quality police service.

This Manual of “Standard Operating Guidelines” is provided for your review because we often receive
questions about our policies and why we do what we do. Through this educational effort we hope to
provide you with a greater understanding about policing in general, and about SPD in particular.

As you look through this Manual, you will notice that some sections or subsections have been redacted.
Although we have attempted to limit these omissions, we must consider that tactical and investigative
techniques, if made known to the criminals we face, would not only make our job more difficult but
would compromise public safety.

The SPD “Standard Operating Guidelines” were first created in 1997 and function as a living document.
Therefore updates and revisions to this manual are made regularly. It is based upon standards and
principles as promulgated by the Commission on Accreditation for Law Enforcement Agencies, Inc.
(CALEA), thus ensuring our adherence to industry standards and best practices. As you review our
Department Manual, may it lead to a better understanding how we operate, while providing insight into
the basis for the professionalism and dedication to duty exhibited by YOUR Police Department.

Should you have questions, please feel free to contact us via email: SPDmail@springfieldmo.gov or by
mail: Springfield Police Department, 321 E. Chestnut Expressway, Springfield, MO 65802.

Sincerely,

D@,ﬁ,é’@ Z)AM%M

Paul F. Williams, Chief of Police


mailto:SPDmail@springfieldmo.gov
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SPRINGFIELD POLICE DEPARTMENT

Standard Operating Guideline

Effective Date:
05/31/2014

Supersedes Policy Dated:
01/30/2008

Rescinds:

Accreditation Index: 11.3.1,22.2.7 (5" Edition)

SOG Number:

101.1

Part Title: Administration

Chapter Title: Role and Authority

Chief of Police:

Responsibility and Authority of Personnel

I Policy

In police agencies, authority is delegated to subordinates. It is the policy of the Springfield
Police Department that all employees of the department are delegated the necessary authority
to allow them to perform their assigned duties and responsibilities in an effective manner. 2

1] Definitions

Span of control- The number of employees a supervisor can effectively supervise at one

time.

11 Procedure

1 SPAN OF CONTROL

1.1 Supervision at the line level should not exceed a ratio of ten employees to one
supervisor and will decrease proportionally in a pyramid fashion upward through
the Chain of Command.

1.2 Each organizational unit shall be under direct command of only one supervisor.

1.3 All employees shall be accountable to only one supervisor at any given time.

2 RESPONSIBILITY AND ACCOUNTABILITY

1  This document has been revised to meet current formatting standards, per Policy Change Order 14-031,

Effective Date 05/31/2014.

2 Grammatical corrections made to the Policy Statement, per Policy Change Order 14-031, Effective Date

05/31/2014.




SOG 101.1

Responsibility and Authority of Personnel
Effective Date: 05/31/2014

2.1

2.2

All employees, at all levels, are granted authority that is commensurate with their
responsibilities.  Supervisors shall insure that responsibilities delegated to
subordinates do not exceed the level of authority necessary to complete them.
(CALEA 11.3.1(a) — 5" Edition)

All employees are held accountable for the application of, or the failure to apply,
when appropriate, the authority delegated to them. (CALEA 11.3.1(b) — 5" Edition)

3 SUPERVISORY AUTHORITY AND ACCOUNTABILITY

3.1

3.2

All supervisors are held accountable for performance and conduct of employees
under their command.

Any employee, of subordinate position, who may be placed temporarily into a
higher supervisory position shall exercise the authority and perform the duties of
that higher position; and shall be held accountable and responsible for performance
in that position.

3.2.1 In order to promote consistency and avoid confusion, employees in
acting supervisory capacities should avoid countermanding any lawful
standing order issued by the supervisor they are replacing; except in an
emergency.

4 RESPONSIBILITY AND AUTHORITY FOR EACH SWORN POSITION

4.1

Springfield Police Officer

4.1.1 Powers of arrest with and without warrant as defined by state law;

4.1.2 Power to enforce federal, state, and local statutes within defined
jurisdiction;

4.1.3 Power to execute arrest and search warrants as provided by law;

4.1.4 Power to conduct criminal investigations within the constraints provided
by law and the directives of this department. (See SOG’s 101.3, Limits
of Authority and 101.4, Use of Discretion) *

4.1.5 Must comply with all ordinances, statutes, Merit Rules, and
departmental directives, and lawful orders of ranking officers.

4.1.6 Must perform all job requirements as defined by job description.

4.1.7 Must meet all certification and training requirements defined by the

State of Missouri, Department of Public Safety, Peace Officer Standards
and Training Commission.

3 Section previously numbered 4.1.1 pertaining to full time employees deleted, remaining sections renumbered as
necessary, per Policy Change Order 14-031, Effective Date 05/31/2014.
4 Section 4.1.4 added SOG titles, per Policy Change Order 14-031, Effective Date 05/31/2014.
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SOG 101.1
Responsibility and Authority of Personnel
Effective Date: 05/31/2014

5 EMPLOYEE IDENTIFICATION °
5.1 All department personnel shall be issued an authorized Department ID card.

51.1 Identification cards will be printed only in a format approved by the
Chief of Police

5.1.2 Each identification card shall contain at least the following information:

5.1.2(a) Employee’s name
5.1.2(b) Employee’ rank
5.1.2(c) Employee’s department serial number
5.1.2(d) Employee’s photograph (CALEA 22.2.7(b) 5™ Edition)
5.1.2(e) Issue date

5.1.3 Identification cards for sworn, non-sworn, and volunteer employees
should be readily distinguishable from each other.

514 Department employees shall present their identification card to any

person upon request, except when such action may jeopardize a
successful police operation. (CALEA 22.2.7(a) - 5™ Edition)

5.2 All department personnel shall verbally identify themselves with their name and
agency when in contact with the public during a telephone conversation. ° (CALEA
22.2.7(c) - 5™ Edition)

521 Department personnel involved in undercover operations are exempt
from this requirement.

v Attachments

5 Section 5 heading revised, Sections 5.1 through 5.1.4 corrected outline numbering , per Policy Change Order
14-031, Effective Date 05/31/2014.

6 Section 5.2 and 5.2.1 pertaining to identification during telephone conversations with the public added, per
Policy Change Order 14-031, Effective Date 05/31/2014.
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SPRINGFIELD POLICE DEPARTMENT

Standard Operating Guideline

Effective Date: Supersedes Policy Dated: Rescinds: SOG Number:
07/01/2015 12/31/2013
Accreditation Index: 12.1.2, 12.1.3 (CALEA 5™ Edition) 101.2
Part Title: Administration Chapter Title: Role and Authority

Chief of Police:

Policy

Command Protocol

It is the policy of the Springfield Police Department to provide uniform direction to all
Police Department employees through an established chain of command in order to
promote consistency, reduce confusion, and enhance public safety operations. *

| Definitions

11 Procedure

In normal day to day operations, the following command structure is in place: (CALEA

12.1.2(d) - 5" Edition)

11

1.2
13
1.4

The Chief of Police represents the highest ranking authority within the Police
Department.

Majors are the highest ranking officer within a Bureau.?
Captains are the highest ranking officer within a Division.
Lieutenants are the highest ranking officer within a Section.’

1.4.1 Lieutenants serve as Watch Commanders and are the Chief’s
representative having overall command authority of Police
Department operations both administratively and operationally after
hours (1700-0800) and on weekends (Saturday and Sunday).

A OWOWNBE

Policy Statement revised, minor punctuation change, per Policy Change Order 15-001.

Section 1.2 revised; minor wording, capitalization, and punctuation change; per Policy Change Order 15-001.
Section 1.4 revised, capitalization and punctuation change, per Policy Change Order 15-001.

Section 1.4.1 revised, minor punctuation and capitalization change, Policy Change Order 15-001.



SOG 101.2
Command Protocol
Effective Date: 07/01/2015

15 Sergeants, unit supervisors, and shift supervisors are first line supervisors within
their respective squads or units.
1.6 Corporals serve as relief first line supervisors in the Sergeant’s absence. They

shall perform supervisory duties as assigned for subordinate personnel including
reviewing and approving work, conducting squad meetings, and initiating
corrective action including disciplinary action as required.

2 The protocol for command succession shall be as follows: (CALEA 12.1.2(a) - 5t
Edition)
2.1 From Chief of Police to designated Acting Chief of Police or the most senior
Major,
2.2 From Major to the designated Acting Major or the most senior Captain,
2.3 From Captain to the designated Acting Captain or the most senior Lieutenant on
duty,
2.4 From Lieutenant to the designated Acting Lieutenant or the most senior
Sergeant on duty,
2.5 From Sergeant to the designated Acting Sergeant or the most senior Corporal
on-duty from within that Division,
2.6 From Corporal to the designated Acting Corporal or the most senior Police
Officer on duty from within that Division. °
3 All personnel shall immediately comply with the lawful direction provided by an officer
or employee of supervisor rank. Failure to do so may be considered insubordination.
(CALEA 12.1.3 - 5™ Edition)
3.1 In the event an employee receives an order which is in conflict with a previous
order, they shall notify the supervisor issuing the conflicting order.
Responsibility for disobedience of the first order then shifts to the supervisor
who issued the second and conflicting order. °
4 All supervisors and commanders retain full authority and responsibility for their positions
until relieved by an authorized person.
5 Supervisors and commanders shall name a subordinate to acting authority whenever the
supervisor cannot be physically present and able to assume command functions.
6 Notification of transfer of command authority shall be completed in writing, on a timely
basis, and circulated to all affected personnel.
5 Section 2.6 revised, typographical correction, per Policy Change Order 15-001.

6

Section 3.1 revised, punctuation correction, per Policy Change Order 15-001.
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SOG 101.2

Command Protocol
Effective Date: 07/01/2015

7 Acting supervisors and commanders have the full authority and responsibility of the
position they assume until relieved by their supervisor or another superior officer.

8 INCIDENT COMMAND PROTOCOL/EXCEPTIONAL SITUATIONS (CALEA
12.1.2(b) - 5™ Edition)

8.1 In exceptional situations, catastrophic events, major crimes, dignitary protection
operations, or other large scale events; the ranking officer on scene will assume
command of the police operation as Incident Commander until relieved by a
higher ranking authority. ’

8.2 An Incident Commander, usually the rank of Lieutenant, shall be designated and
shall have overall command authority over the operational management of the
incident. ®
8.2.1 The on-duty Watch Commander shall assume initial responsibility

until formally relieved by higher authority.

8.3 Transition of command over an incident from one person to another shall be
formally declared to all personnel involved in the operation. (CALEA 12.1.2(c) -
5" Edition)

8.4 When two supervisors of equal rank appear on a field operation, the Uniform
Operations Bureau supervisor assigned to that zone shall assume command until
relieved by a higher ranking supervisor. °
8.4.1 Exception: Incidents of officer involved deadly force or serious

injury involving less lethal shall be investigated by the Criminal
Investigations Persons Section. The Criminal Investigations Persons
Lieutenant shall be the Incident Commander in these situations. *°

9 MILITARY COURTESY AND PROTOCOL ™

9.1 On-duty Police Department employees shall address ranking officers, non-sworn
supervisors, and managers as indicated below when in the presence of other
junior-ranking employees, representatives from other agencies or departments,
or the public.

9.11 Employees shall address a ranking officer by their rank (e.g.
“Corporal” or “Corporal Jones”) or address them as “Sir” or
“Ma’am”, as appropriate.
9.1.2 Employees shall address non-sworn supervisors and managers as
“Mr.”, “Sir”, “Ms.”, or “Ma’am”, as appropriate.
7  Section 8.1 revised, grammatical correction and capitalization change, per Policy Change Order 15-001.
8 Section 8.2 revised, minor rewording and grammatical correction, per Policy Change Order 15-001.
9  Section 8.4 revised, the word Uniform was added, per Policy Change Order 15-001.
10 Section 8.4.1 revised, minor rewording, per Policy Change Order 15-001.
11 Section 9 revised, entire section was reorganized and reworded, per Policy Change Order 15-001.
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SOG 101.2
Command Protocol
Effective Date: 07/01/2015

9.2 Employees may address ranking officers, non-sworn supervisors, and managers
by their first name, only if authorized by that person and others described below
are not present.

9.21 It is not appropriate to address a ranking officer, non-sworn
supervisor, or manager by their first name in the presence of junior-
ranking employees, representatives from other agencies or
departments, or in public.

v Attachments

4 of 4



SPRINGFIELD POLICE DEPARTMENT

Standard Operating Guideline

Effective Date: Supersedes Policy Dated: Rescinds: SOG Number:
10/06/2015 10/15/2014
Accreditation Index: 1.1.1,1.2.1,1.2.3,1.2.4,1.2.5,61.1.2 101.3
(5™ Edition)

Part Title: Administration Chapter Title: Role and Authority

Chief of Police:

Limits of Authority

I Policy

The purpose of this policy is to establish guidelines for arrest, search, and seizure
decisions by Springfield Police Officers in order to assure that they are made in a manner

consistent with federal and states laws, and constitutional guidelines.

1 Definitions

Consent: permission for an officer to search a constitutionally protected area given by a
person with standing to grant it. That permission must be given without force, duress, or

compulsion of any kind.

Field Interview: a brief detention of a person to determine the person’s identity and to
resolve the officer’s suspicions about possible criminal activity. A field interview is
intended to resolve an ambiguous situation. A field interview contrasts with an
investigative stop in that an investigative stop must be based upon reasonable suspicion
of criminal behavior. A field interview may be conducted only with the voluntary

cooperation of the citizen being interviewed.

Frisk: a “pat down” search of the outer garments for a weapon.

Investigative stop: the temporary detention of a subject when the officer has reasonable
suspicion that criminal activity has occurred, is occurring, or is about to occur and that

the person to be stopped is involved.



SOG 101.3

Limits of Authority
Effective Date: 10/06/2015

Probable cause: facts and circumstances that would lead a reasonable and prudent
officer, acting in a cautious manner, to believe that a crime has been committed, and the
person in question committed the crime.

Procedure

OATH OF OFFICE (CALEA 1.1.1-5™ Edition)

11

1.2

Upon graduation from the Police Academy, and in order to assume sworn status,
each new graduate shall be administered the oath of office by the City Clerk, or
other authorized official.

Upon receiving the oath of office, each new officer shall execute a sworn
affidavit, as provided by the City Clerk or other authorized official, agreeing to
support the Constitution of the United States and the State of Missouri, comply
with the laws of the City of Springfield, and faithfully discharge the duties of
Police Officer.

LEGAL AUTHORITY (RSMo 544.157 and RSMo 544.216) (CALEA 1.2.1-5" Edition)

2.1

2.2

2.3

Springfield Police Officers are state certified peace officers possessing the
power of arrest, search, and seizure.

Officers shall at all times exercise their authority in a fair and impartial manner
so as to safeguard the constitutional rights of the persons with whom they come
into contact, while enforcing the law to enhance public safety.

Geographic jurisdiction
2.3.1 Police officers have authority to enforce laws within the corporate
limits of the City of Springfield.

2.3.2 Police officers have authority to enforce ordinances and statutes upon
lands operated by and managed under authority of the Springfield
Park Board, both within and outside the corporate city limits,
including, but not limited to Ritter Springs Park and Rivercut Golf
Course.

2.3.3 Police officers have authority to enforce ordinances and statutes upon
lands operated by and managed under authority of any city
department located within or outside the corporate city limits of
Springfield; including, but not limited to Noble Hill Landfill and
Southwest Water Treatment Plant.

2.3.4 Police officers have authority to enforce ordinances and statutes upon
lands operated by and managed under the authority of City Utilities
and the Board of Public Utilities located either within or outside the
corporate city limits of Springfield; including but not limited to the
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SOG 101.3

Limits of Authority
Effective Date: 10/06/2015

2.4

2.35

Southwest Power Plant, Fellows Lake, and McDaniel Lake.

Police officers shall have authority to respond to incidents, enforce
ordinances and statutes upon any lands annexed under authority of
City Council upon the effective date of such annexation.

Extra-Jurisdictional Authority

24.1

24.2

2.4.3

Springfield Police Officers have the authority (70.820 RSMo) to carry
concealed firearms outside the corporate limits of the City of
Springfield within the State of Missouri and in other states as
provided by law. When doing so, officers shall exercise due caution to
promote concealment and avoid public alarm;

Springfield Police Officers are empowered, but not required to
respond to an emergency situation anywhere in the State of Missouri
when the officer has the reasonable belief that a crime is about to be
committed, is being committed, or has been committed, involving
injury or the threat of injury to any person, property, or governmental
interest.

Springfield Police Officers are empowered, but are not required to
arrest on view and without a warrant, at any place within the State,
any person the officer sees asserting physical force or using forcible
compulsion for the purpose of causing or creating a substantial risk of
death or serious physical injury to any person or persons. Any such
action and the circumstances subsequent to it shall be deemed to be
within the scope of the officer's employment.

2.4.3(a) In the event the officer uses extra-jurisdictional police
authority, whether on or off duty, they shall
immediately report the incident through their chain of
command.

2.4.3(b) Whenever any such action occurs, the officer shall
request that a copy of the report be sent from the
investigating law enforcement agency to the Chief of
Police.

3 INTERVIEWS AND INTERROGATIONS, ACCESS TO COUNSEL

Officers will at all times treat individuals being interviewed or interrogated
fairly and with respect. No statements or confessions will be taken in a manner
that is in any way in violation of their constitutional rights.

Protection of Citizens Rights

3.1

3.2

321

Miranda warnings shall be given when two conditions are both met:
(CALEA 1.2.3(b)-5" Edition)

3.2.1(a) The subject is in custody, and
3.2.1(b) The officer intends to interrogate the subject about the
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SOG 101.3
Limits of Authority

Effective Date: 10/06/2015

3.2.2

3.2.3

3.24

3.2.5

offense for which they are in custody.

Miranda warnings may be given verbally or in writing. In either case,
the warnings must be acknowledged by the suspect as being
understood, and those rights waived prior to interrogation. In the
event that a suspect waives his rights but refuses to sign a waiver
form, the officer will document the refusal and may then interrogate
the suspect. In the event that the suspect invokes his rights at any
point, all interrogation must cease. Interrogation may not be
reinitiated except in accordance with case law in effect at the time.
(CALEA 1.2.3(a) and 1.2.3(b)-5" Edition)

Suspects who have an insufficient command of English to clearly
understand their rights or the questions being asked them shall be
provided with an interpreter by the department prior to any
interrogation.

There are occasions when the officer believes that a suspect to be
interrogated may not understand his rights due to the level of
intoxication or other impairment. In these situations the officer shall
confirm that the suspect understands their rights through interactive
questioning, prior to any interrogation. (CALEA 1.2.3(b)-5" Edition)

Officers should make note of any unsolicited statements made by a
suspect in custody and are under no obligation to provide him with
any advice to stop, or to stop him for the purpose of advising him of
his rights.

4 PRETRIAL PUBLICITY

4.1 Press releases relative to arrest or detention of a suspect will be made in
accordance with the guidelines established in SOG 303.1 Public Information.

5 SEARCHES AND SEIZURES (CALEA 1.2.4-5" Edition)

51 Search by consent — A Springfield Police Officer may conduct a search of any
person, place, or thing without probable cause when the person having legal
control (sole or common authority or standing) over that area consents to the
search. (CALEA 1.2.4(a)-5" Edition)

51.1 Consent must be freely and voluntarily given;
51.2 Burden of proof is on the officer to prove voluntariness;
51.3 Consent may be withdrawn at any time by the suspect;
51.4 Scope of the search may be limited in any way he/she wishes
515 If the search exceeds the authorized scope, it is unlawful.
5.2 Frisk resulting from a detention — Although an officer may have reasonable

cause to stop an individual, there must be a separate belief, based on articulable
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SOG 101.3

Limits of Authority
Effective Date: 10/06/2015

5.3

facts, that a suspect is armed and dangerous in order to justify a frisk. (CALEA
1.2.4(b)-5™ Edition)

521
5.2.2

5.2.3

5.24

Limited pat-down of outer clothing;

If a heavy overcoat is worn, the officer may require the subject to
remove the coat so that a pat-down search may be conducted;

Search is not limited only to the person of the detained suspect if
reasonable suspicion exists that the person poses a danger:

5.2.3(a) Scope in such cases is limited to the reach of the
person where a weapon might be found.

Lawful protective search extending beyond the person where no
probable cause exists to arrest must have ALL the following elements
present:

5.2.4(a) A lawful investigative stop of a person or vehicle;

5.2.4(b) Reasonable suspicion that the suspect poses a danger
based on “specific and articulable facts, which taken
together with the rational inferences from those facts,
reasonably warrant the officer to believe the suspect is
dangerous and that the suspect may gain immediate
control of weapons.”

5.2.4(c) Search must be limited to those areas where a weapon
may be placed or hidden.
5.2.4(d) Search must be limited to the area within the subject's

immediate grasp.

Searches of vehicles under the movable vehicle exception — Officers shall be
guided by the following basic principles, and will be kept appraised of changes
in case law from the state and federal courts by the Training Unit. (CALEA
1.2.4(c)-5" Edition)

5.3.1

Due to the inherent mobility of a motor vehicle, the courts have
historically held officers to a standard of probable cause for their
search. This means that there are some conditions under which the
officer does not need a search warrant in order to search a motor
vehicle. Officers may search a motor vehicle without first obtaining a
search warrant under the following conditions:

5.3.1(a) The passenger compartment may be searched incident
to arrest for evidence involved with the offense.
(i.e. DWI, officer may search for evidence related to
intoxicants.)

5.3.1(b) Carroll Doctrine: If the officer has probable cause that
the vehicle contains evidence of criminal activity, the
officer may conduct a thorough search of any area of
the vehicle in which the evidence might be found.
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5.3.1(c)

5.3.1(d)

5.3.1(e)

5.3.1(f)

Inventory: This is an administrative exception and
may not be used as a pretext for a criminal search. An
inventory shall be routinely conducted on all motor
vehicles impounded by this department. (CALEA
1.2.4(f)-5" Edition)

Terry Frisk: If an officer has a reasonable suspicion
that a passenger or recent occupant of a vehicle —
whether arrested or not — is dangerous and may gain
access to a weapon, they may frisk the passenger
compartment for weapons.

Consent: A properly executed consent search is
always available to officers.

Protective Sweeps: If an officer conducting an arrest
reasonably suspects that a dangerous person is hiding
in a nearby vehicle, the officer may conduct a
protective sweep of the vehicle by looking in places
where such a person might be concealed.

54 Searches at the scene of a crime (CALEA 1.2.4(d)-5™ Edition)

54.1 Officers will adhere to the following guideline with respect to
searches of crime scenes: if the crime scene includes a
constitutionally protected area, and a possible suspect might have a
reasonable expectation of privacy in the scene, it will be searched
pursuant to a search warrant.

54.2 Exceptions:
5.4.2(a)

5.4.2(b)

5.4.2(c)

5.4.2(d)

5.4.2(e)

Officers may conduct protective sweeps of a crime
scene for their protection prior to securing the scene
pending a warrant or consent.

Upon exigent entry, the scope of any search is limited
to providing aid to those believed to be in need of
assistance or to secure evidence in plain view. Once
aid is provided, a search warrant must be obtained
before searching for evidence or contraband.

Constitutionally protected areas may be searched with
the consent of a person with standing to give it.

When the suspect is arrested in the crime scene,
officers may search the area under the immediate
control of the suspect if it is contemporaneous with the
arrest.

Officers may enter and search a constitutionally
protected area under lawful exigent circumstances to
include medical emergencies, or public safety issues
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5.5

5.4.3

such as a violent felony in progress or the reported
presence of a bomb. This exception only extends to the
termination of the emergency. At that point, another
justification must be found. (CALEA 1.2.4(e)-5"
Edition)
At a crime scene, absent consent of the person having legal control
over the premises or exigent circumstances as described above,
officers will proceed with the application for a warrant.

Other situations authorized by state and federal provisions: (CALEA 1.2.4(g)-
5" Edition)

5.5.1

5.5.2

5.5.3

5.5.4

5.55

5.5.6

Officers may enter an open field and search it for items subject to
seizure when they have reason to believe that the stated item(s) are to
be found at the location. The Fourth Amendment affords no
protection to open fields. An open field is the area in proximity to a
dwelling, but not within the curtilage of that dwelling.

Officers may search public places when they have reason to believe
that items subject to seizure are at the location. The Fourth
Amendment affords no protection to public places. Public places are
those locations owned or controlled by public entities that are
available for public use. An example would be a public park.

Officers may search private locations open to the public when they
have reason to believe that items subject to seizure are at that location.
The Fourth Amendment affords no protection to private places open
to the public. These are locations that are privately owned, but are
available for public use. An example would be the lobby of a bank.

Officers may seize items that are immediately apparent as evidence
when they come into view and the officer is lawfully searching in
connection with a crime or they otherwise have a right to be where
they are at the time.

Officers may search abandoned property if it can be established that
the owner or person in possession of the property intended to abandon
it and did so freely.

School Situations: School administrators must meet a standard less
than probable cause for searches by school personnel. However,
when a trained police officer enters into discussion or preparation for
the search, the higher standard of probable cause may be required.
(New Jersey v. TLO, 469 U.S. 325 (1985))

5.5.6(a) Private school administrators and staff may search a
student, student locker, and personal property at any
time for any reason without a finding of probable
cause. However, because the Fourth Amendment
protects against government intrusion, once a police
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officer directs or causes school staff to search, Fourth
Amendment requirements apply.

6 DETENTION
6.1 Field Interview

6.1.1 The Fourth Amendment permits an officer to approach a person and
ask if they are willing to answer questions, and to ask questions if the
person is willing to listen and respond. The person’s voluntary
answers to such questions may be offered into evidence in any
subsequent criminal prosecution of that person.

6.2 Investigative Stop

6.2.1 A law enforcement officer may temporarily detain a person in a
public place if reasonable suspicion exists that a crime has been
committed, is being committed, or is about to be committed; or the
officer reasonably suspects that the person is illegally carrying a
concealed weapon.

6.2.2 Officers may make such stops even if probable cause is insufficient to
make an arrest. (Terry v. Ohio)

6.2.3 The following factors may be considered in determining whether
reasonable suspicion exists to justify an investigative stop of a person.
These factors must be considered in view of the officer’s training,
knowledge, and experience. All of the factors need not be present in
order to establish reasonable suspicion:

6.2.3(a) The officer has valid knowledge that a person has a
prior felony record;

6.2.3(b) The person fits the description of a wanted notice;

6.2.3(c) The person has exhibited furtive conduct (i.e.: an

attempt to conceal an object from the officer’s view,
reaching under the seat of a car);

6.2.3(d) Clothing worn by the person is similar to the suspect’s
clothing described in notices for a known offense;

6.2.3(€) The person exhibits unusual behavior (i.e.: staggering
or in need of medical attention);

6.2.3(f) The area or time of day are indicative of possible
criminal activity;

6.2.3(9) Hearsay information is acceptable dependent upon the

content of information known to officers and the
degree of reliability. Officers must corroborate some
of the hearsay information provided by citizens or
anonymous tips when developing reasonable suspicion
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6.2.4

to conduct an investigative stop.

An investigative stop must be conducted as briefly as possible. The
stop must be restricted only to the time necessary to confirm or dispel
the officer’s reasonable suspicion of criminal activity.

6.2.4(a) Upon determining the basis for the stop no longer
exists, the person detained will be immediately
released.

6.2.4(b) The detention period may be lengthened ONLY if the

suspicion  becomes reinforced with additional
supportive information or if the officer develops
probable cause.

.
-—

7 ARREST WITH/WITHOUT A WARRANT (CALEA 1.2.5(a) and 61.1.2(a)-5" Edition)

Springfield Police Officers may arrest anyone within their jurisdiction when
they have knowledge of the existence of a felony warrant, a misdemeanor
warrant issued within this state, or they have probable cause to believe that the
person has committed a violation of federal or state criminal laws, or is in
violation of a Springfield city ordinance.

7.1

711

7.1.2

7.1.3

When possible, the officer will identify themselves as a police officer,
clearly advise the suspect that they are under arrest, and advise them
of the charge.

All arrested suspects will be searched incident to arrest, subject to the
constraints in SOG 407.1 Prisoner Searches of Opposite Sex. The area
of their immediate control may also be searched contemporaneous
with the arrest. They will then be transported to the proper facility for
booking as soon as is practical.

Arrestees will be afforded all the rights available to them under
federal and state law, and case law; to include the right to be
considered for bond by a judge, to communicate with family, friends,
or counsel, and to release after 24 hours if no arrest warrant is issued.
(CALEA 1.2.3(c)-5" Edition)

7.1.3(a) Exception: an arrestee may be held briefly without the
opportunity to communicate with persons outside the
jail when that communication could represent a direct
threat to officers in the performance of their duties.
This exception may only be exercised with the
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v

permission of an officer of command rank and must be
continuously reviewed for termination as soon as the
threat that caused the restriction no longer exists. An
example would be a series of search warrants being
served on felons who are armed, violent, and known to
be associates of each other.

7.2 Officers who are outside their legal jurisdiction may have limited police powers
under special statutory authority.

ALTERNATIVES TO ARREST

8.1 Absent the existence of an arrest warrant or a statutory provision to the contrary,
Springfield Police Officers are not required to make an available arrest.
Alternatives to arrest include: the issuance of a summons, a warning, or referral
of a case to the appropriate prosecutor.

8.2 The factors that an officer shall consider in the decision to make an arrest or

select an alternative shall include: the safety of the community, outstanding
evidence to be recovered, the seriousness of the charge, the advisability of
securing bond from the suspect, and the level of restraint necessary to resolve an
ongoing situation. (CALEA 61.1.2(a)-5" Edition)

PRETRIAL RELEASE

9.1

9.2

9.3

Prisoners in custody under authority of an arrest warrant shall not be released
except with permission of a judge with jurisdiction over the offense.

Prisoners in custody on the basis of a warrantless arrest may be released by the
arresting officer, follow-up investigator, any supervisor, or commander without
posting bond. Relevant considerations will include the seriousness of the
offense, the reasons that the arrest was made, and jail capacity constraints.
(CALEA 61.1.2(a)-5" Edition)

9.2.1 Exception: Felony prisoners in custody on a warrantless basis shall
not be released on a discretionary basis unless the arresting officer has
responsibility for completing the case, or relevant Criminal
Investigations Division personnel are consulted prior to the release.

Officers are strongly advised not to make arrests on minor charges when the sole
justification is to secure bond. Those persons may be arrested upon the
subsequent issuance of an arrest warrant if they fail to appear for arraignment.

Attachments
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Accreditation Index: 1.2.6, 1.2.7 (5™ Edition) 101.4
Part Title: Administration Chapter Title: Role and Authority
Chief of Police:

Use of Discretion *
I Policy
It is the policy of the Springfield Police Department to grant broad discretion to employees
in determining what level of action is required of them in the performance of their duties.
The use of this discretion shall be based on written guidelines, training, and supervision.
Furthermore, we recognize that other avenues of problem solving exist in addition to the
Criminal Justice System, and employees are encouraged to utilize these alternative avenues.

1i Definitions 2

Arrest — As used in this policy shall mean:

° the taking of a person into temporary custody in the field either by the actual restraint
or by the person’s submission to detention; OR
° the taking of a person into custody and transporting him/her to jail.

Felony - A crime for which a suspect, if convicted, may be incarcerated for a term in excess
of one year. (RSMO 556.016)

Infraction - An offense (not a crime), for which a suspect, if convicted, may be assessed a
fine and/or forfeiture. Does not allow for incarceration.

Misdemeanor - A crime for which a suspect, if convicted, may be incarcerated for a term
not to exceed one year. (RSMO 556.016)

1 This document has been revised to meet current formatting standards. Minor grammatical and/or typographical
corrections have been completed as necessary, per Policy Change Order 11-027, Effective Date 06/30/2011.
2 Placed definitions in alphabetical order, per Policy Change Order 11-027, Effective Date 06/30/2011.
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Release Pending - Release of a suspect, after booking, without bond.

11 Procedure
1 ARRESTS
1.1 Springfield Police Officers shall arrest anyone within their jurisdiction when:
1.1.1 They have knowledge of an active felony warrant from any jurisdiction.
1.1.2 They have knowledge of an active misdemeanor warrant issued within
the state of Missouri.
1.1.3 The offense is covered under a statutory provision which mandates an
arrest.
1.1.3(a) Example - the Adult Abuse Statute.
1.2 Springfield Police Officers may arrest anyone within their jurisdiction when:
(CALEA 1.2.6-5™ Edition)
1.2.1 They have probable cause to believe that the person has committed a
violation of any Federal or State criminal statute, or a violation of any
Springfield Municipal Code.
1.2.2 The arrest is not in conflict with SOG 101.5, Adult Cite and Release. 3
1.2.3 Factors that may be considered when determining to make an arrest may
include, but are not limited to:
1.2.3(a) The nature and degree of the offense.
1.2.3(b) Age and physical condition of the offender.
1.2.3(b.1) If possible, officers should avoid
arresting any person that requires medical
treatment.
1.2.3(c) Attitude and safety concerns of the victim.
1.2.3(d) The safety of the community, and or any witnesses.
1.2.3(e) The ability to positively identify the suspect.
1.2.3(f) The location of the suspect's permanent address.
1.3 Officers who are outside their legal jurisdiction may have limited police powers
under special statutory authority. (Refer to SOG 101.3, Limits of Authority)
(CALEA 1.2.6-5" Edition) °
2 TRAFFIC OFFENSES
2.1 Springfield Police Officers have the authority to stop any vehicle on any public
3 Section 1.2.2 revised SOG reference, per Policy Change Order 11-027, Effective Date 06/30/2011.
4  Section 1.2.3(b.1) corrected outline, per Policy Change Order 11-027, Effective Date 06/30/2011.
5  Section 1.3 revised SOG reference, per Policy Change Order 11-027, Effective Date 06/30/2011.
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2.2

23

street or highway, or on private property.

Vehicles may be stopped for the following reasons:

2.2.1

222

223

Any time an officer has reason to arrest the driver or any occupant (see
section 1.1 through 1.2 above).

Any time an officer has reasonable suspicion to believe the driver, any
of the occupants, or the vehicle itself, has been involved in any criminal
activity.

Any time an officer has observed a violation of state traffic statute or
Springfield Municipal traffic code.

2.2.3(a) Includes moving, non-moving, or equipment violations.

2.2.3(b) Some violations may be cited once the vehicle is
stopped, but cannot provide reasonable suspicion for the
stop.

2.2.3(b.1) Example - seat belt violations. 6

Traffic offenses may be dealt with in the following manner: (CALEA 1.2.6-5"

Edition)
2.3.1
232
233

234

Provide a verbal warning to the driver.
Issue a citation into the appropriate court for any observed violations.
Arrest the violator

2.3.3(a) Arrest for traffic violations should only be used in the
following instances:

23.3(l1) DWL’
2.3.3(a.2) DWLR/DWLS with prior convictions;

2.3.3(a.3) When the violator leads the officer to
believe, by statements or actions that they
do not intend to honor the court
appearance date. ®

2.3.3(a.3.1) This option shall be
approved by a field
Supervisor.
Things to consider in determining which option to utilize include, but
are not limited to, the following:

2.3.4(a) The severity of the violation.
2.3.4(b) Past warnings or citations for the violation.
2.3.4(¢c) Is the violation a prevalent community safety issue?

6  Section 2.2.3(b.1) corrected outline, per Policy Change Order 11-027, Effective Date 06/30/2011.
7  Sections 2.3.3(a.1) through 2.2.3(a.3.1) corrected outline and punctuation, per Police Change Order 11-027,

Effective Date 06/30/2011.

8  Section 2.3.3(a.3.1) minor grammatical correction, per Policy Change Order 11-027, Effective Date 06/30/2011.
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2.3.4(d)

Is the violation currently being addressed by an
enforcement strategy?

235 The Withdrawal of a Traffic Summons

10

11
12

2.3.5(a) No Police Department employee shall dispose of or
authorize disposal of municipal traffic charges, once a
summons has been issued, except as provided in SOG
405.3, Traffic Enforcement Procedures.
2.3.5(b) No Police Department employee shall dispose of or
authorize disposal of state traffic charges, once a
summons has been issued, except as provided in SOG
405.3, Traffic Enforcement Procedures.
3 PATROL ACTIVITIES
3.1 Calls for service
3.1.1 Officers have the discretion of handling calls for service in whatever
manner they feel will most appropriately resolve the call, in
consideration of the following items:
3.1.1(a) The circumstances of the call; '
3.1.1(b) Past training;
3.1.1(c) Current written policies;
3.1.1(d) Current standard procedures;
3.1.1(e) Supervisory guidance;
3.1.1(%) Statutory requirements.
3.2 Any uncommitted time that an officer has during their shift will be used at their
own discretion, in furtherance of the goals of the Department. '’
3.2.1 Examples of things officers should consider when utilizing this time
include, but are not limited to, the following:
3.2.1(a) Special assignments; '?
3.2.1(b) Information from Criminal Information Bulletins;
3.2.1(c) Traffic enforcement;
3.2.1(d) Wanted persons;
9  Section 2.3.5(a) and 2.3.5(b) deleted reference to section 6 of SOG 405.3, Traffic Enforcement Procedures, per

Policy Change Order 11-027, Effective Date 06/30/2011.
Sections 3.1.1(a) through 3.1.1(f) minor grammatical corrections, per Policy Change Order 11-027, Effective

Date 06/30/2011.

Section 3.2 minor grammatical correction, per Policy Change Order 11-027, Effective Date 06/30/2011.
Section 3.2.1(a) through 3.2.1(e) minor grammatical corrections, per Policy Change Order 11-027, Effective

Date 06/30/2011.
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3.2.1(e) Community Problem Solving.

4 ALTERNATIVE RESOLUTIONS (CALEA 1.2.6-5™ Edition)

4.1 Alternative resolutions to problem solving most frequently involve a referral to
another agency.

4.2 When a referral to another agency is appropriate, employees should make every
effort to facilitate the referral for the involved citizen.

4.3 Examples of referral agencies include:

4.3.1
432
433
4.3.4
4.3.5

v Attachments

Division of Family Services; "
Division of Youth Services;

Other Law Enforcement Agencies;
Other Service Agencies;

Conflict Resolution Programs.

13 Section 4.3.1 through 4.3.5 minor grammatical corrections, per Policy Change Order 11-027, Effective Date

06/30/2011.
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Adult Cite and Release

I Policy

It is the policy of the Springfield Police Department to conserve the resources of the
Greene County Jail through the use of sound discretion and in accordance with
established laws and procedures. Included in the use of discretion and policy is the
utilization of non-arrest alternatives which includes citations to appear. It is the policy of
the Springfield Police Department to issue citations for misdemeanor arrests or
infractions unless one or more of the criteria set forth in this policy exists.

1 Definitions

Arrest — As used in this policy, shall mean:
e the taking of a person into temporary custody in the field either by the actual
restraint or by the person’s submission to detention; OR
e the taking of a person into custody and transporting them to jail.

Citation — A notice to appear which releases an arrested person and directs them to
appear in court on a particular day to respond to the arrest charge. Citations may be
issued after either an arrest or a physical arrest. The citation will either be an e-ticket or a
traditional, handwritten paper summons. *

E-Ticket — Electronically generated citation which is stored/retained within the RMS
system. The offender’s copy is printed by the officer. 2

1 Definition of “citation” revised, per Policy Change Order 15-043.
2 Definition of “e-ticket” added, per Policy Change Order 15-043.
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2

Infraction — An offense (not a crime) for which a suspect, if convicted, may be assessed
a fine and/or forfeiture. Does not allow for incarceration.

Misdemeanor — A crime for which a suspect, if convicted, may be incarcerated for a
term not to exceed one year. (RSMO 556.016)

Procedure

Considerations for Cite and Release

1.1 The investigating officer may determine the suspect is ineligible for Cite and
Release under the following circumstances:

111
1.1.2
1.13
114
115

1.16

117

1.1.8

1.19

1.1.10

1.1.11

Issuing Citations *

Violence

An offense involving firearms

Resisting arrest

Giving false information to a police officer

The suspect/prisoner is a danger to themselves or others due to
intoxication or being under the influence of drugs or narcotics.

The suspect/prisoner has other charges pending, if known, against
them that would make them ineligible for citation.

There is reasonable likelihood that the offense(s) would
continue/resume, or that the safety of person(s)/property would be
immediately endangered by the release of the person.

The suspect/prisoner cannot provide satisfactory evidence of personal
identification.

Any instance in which the arresting officer, with supervisor’s
approval, deems the arrest necessary. The supervisor must review the
circumstances prior to approval for booking.

The prosecution of the offense(s) for which the person is arrested, or
the prosecution of any other offense(s) would be jeopardized by the
immediate release of the person arrested.

The offense is covered under a statutory provision, which mandates
an arrest, such as the adult abuse statute.

2.1 Whether an officer decides to arrest or cite and release, officers are required to
issue citations using the E-Ticketing System unless certain circumstance exists.
Officers may issue a traditional, handwritten summons under the following
conditions:

211

Officer safety issues exist;

3

Section 2 added, per Policy Change Order 15-043.
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2.1.2 The officer’s vehicle is not readily accessible;
2.1.3 The vehicle is not equipped with an e-ticket printer;
2.1.4 The printer is not working properly.

2.1.4(a) Officers are required to test their vehicle’s printer prior
to beginning their shift. If a printer is not functioning
properly, officers shall document this on their Daily
Vehicle Maintenance and Equipment Inspection form
(SPD Form # 02-OP-0466) and notify their supervisor.
Officers are not allowed to unplug or remove printers
without the approval of Information Systems.

2.1.4(b) If the e-ticket printer in the jail is not functioning
properly, officers should notify the jail staff.
2.2 When the victim of a crime wants to pursue charges against an offender (e.g.

shoplifting, noise disturbance, common assault, etc.), officers are not required to
have the complainant sign an e-ticket citation; however, the officer shall note in
their report the complainant’s desire to prosecute.

2.2.1 If the officer has to issue a traditional paper ticket, they should have
the complainant sign the citation and note in their report the victim’s
desire to prosecute.

v Attachments
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Organizational Structure
I Policy
To establish the organizational structure of the department and the responsibilities of the
various units which comprise functional elements. It is the policy of this department that
each organizational unit is commanded by only one supervisor.

11 Definitions

11 Procedure

1 RANK STRUCTURE

1.1 SWORN - Rank structure of the sworn police officers will be as follows:
1.1.1 Chief of Police
112 Major

1.1.3 Captain
114 Lieutenant
1.15 Sergeant
1.16 Corporal
1.1.7 Police Officer
1.2 NON-SWORN - Rank structure of the non-sworn employees shall be as follows:
1.2.1 Administrator(s)
1.2.2 Supervisors
1.2.3 PAT Positions



SOG 102.1
Organizational Structure

Effective Date: 05/31/2014

2 ORGANIZATIONAL STRUCTURE

2.1 The organizational structure of the Springfield Police Department is divided into
two bureaus; Uniform Operations Bureau and Investigations and Support

Services Bureau.

directly responsible to the Chief of Police. *

The Inspections and Internal Affairs Unit is administered by a
Sergeant who answers directly to the Chief of Police. (CALEA

Each bureau will be administered by a Major who will be

The Financial Analyst is a non-sworn employee who answers directly

The Uniform Operations Bureau is responsible for responding to calls
for service, maintaining order, enforcing the laws and city ordinances,
providing security and providing traffic control.

2.1.1
52.1.3- 5" Edition)
2.1.2
to the Chief of Police.
2.2 Uniform Operations Bureau
2.2.1
2.2.2

The Uniform Operations Bureau is divided into two Divisions, Zone 1
and Zone 2, which also includes the Center City Zone. Each Zone
will be commanded by a Captain.

2.2.2(a)
2.2.2(a.1)

Patrol

UOB Divisions — Zone 1 and Zone 2
Field Command

shifts are

administered by a Watch Commander

with the rank of Lieutenant.

In the

Lieutenant’s absence a Sergeant will act
as Watch Commander.

2.2.2(a.1.1)

2.2.2(a.1.2)

2.2.2(a.1.3)

Line supervisors hold
the rank of Sergeant
and are assigned to a
squad.

The squad Corporal is
assigned as the Major
Crime Investigator
(MCI). In  the
Sergeant's absence the
Corporal will act as
supervisor. A MCI
qualified officer will be
selected to act as the
Corporal.

Police  officers are
assigned to a squad.

1 Sections 2.1 and 2.2 corrected the outline format, per Policy Change Order 14-041, Effective Date 05/31/2014.
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2.2.2(a.2) The Traffic Services Section is
commanded by a Lieutenant, who
answers directly to the Zone 1 Captain,
and supervised by two (2) Sergeants. It
consists of:

2.2.2(a.2.1) Traffic Enforcement
2.2.2(a.2.2) Traffic Investigations
2.2.2(a.2.3) Traffic Crashes
2.2.2(a.2.4) Parking Enforcement

2.2.2(a.3) The Community Services Section is
commanded by a Lieutenant, who
answers directly to the Zone 2 Captain.
The section is responsible for
coordinating and directing delivery of a
wide range of community policing,
problem solving, and crime prevention
programs throughout the City. It

consists of:

2.2.2(a.3.1) Center City  Zone
(Beats 31 and 32)

2.2.2(a.3.2) CSS Support / Crime
Prevention

2.2.2(a.3.3) SRT/Police Service
Dog Handlers

2.3 Investigations and Support Services Bureau 2

2.3.1  The Investigations and Support Services Bureau is divided into two divisions:
the Criminal Investigations Division and the Support Services Division. Each
Division will be commanded by a Captain.

2.3.1(a) The Criminal Investigations Division

The Criminal Investigations Division is responsible for
follow-up  investigations of reported  crimes,
apprehension of criminals, preparation of case reports
for the  prosecutor, conducting  crime-scene
investigations and initiating investigations on illegal
activities.

The Criminal Investigations Division is divided into
three sections: Crimes Against Persons, Crimes
Against Property and Special Investigations Section.

2 Section 2.3 outline format is slightly different than normal standards because of the number of outline levels,
per Policy Change Order 14-041, Effective Date 05/31/2014.
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SOG 102.1
Organizational Structure
Effective Date: 05/31/2014

2.3.1(a.2.1) The Crimes Against Persons and
Crimes Against Property Sections are
commanded by a Lieutenant.

2.3.1(a.2.1.a) Line supervisors hold
the rank of Sergeant
and are assigned to the
Violent Crimes Unit,
Special Victims Unit,
Child Victim/Computer
Forensics Unit,
Property Crimes Unit,
Vehicle Theft Unit, and
Financial Crimes Unit.
The Violent Crimes
Unit, Child
Victim/Computer
Forensics Unit and
Special Victims Unit
are commanded by the
Crimes Against
Persons Lieutenant, and
the Property Crimes
Unit, Vehicle Theft
Unit and Financial
Crimes Unit are
commanded by the
Crimes Against
Property Lieutenant.

2.3.1(a.2.1.b) There will be a
minimum  of  one
investigator in each
unit that holds the rank

of Corporal.
2.3.1(a.2.1.c) Investigators assigned
to Criminal

Investigations Division
may hold the rank of
police officer  or
corporal and are
assigned to the Violent
Crimes Unit, Special
Victims Unit, Property
Crimes Unit, Child
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SOG 102.1
Organizational Structure

Effective Date: 05/31/2014

Victim/Computer
Forensics Unit, Vehicle
Theft Unit, Financial
Crimes Unit or task
force positions.

2.3.1(a.2.1.d) The Investigation
Services Unit is
administered by a non-
sworn supervisor who
reports directly to the
CID Captain.

The Special Investigations Section is
commanded by a Lieutenant.

2.3.1(a.2.2.a) Line supervisors hold
the rank of Sergeant
and are assigned to the
Narcotics Unit or the
Special Investigations
Unit.

There will be a
minimum  of  one
investigator holding the
rank  of  Corporal
assigned to each unit.

All other investigators
assigned to the
Narcotics Unit and the
Special Investigations
Unit will hold the rank
of Police Officer.

2.3.1(a.2.2)

2.3.1(a.2.2.b)

2.3.1(a.2.2.c)

2.3.1(b) Support Services Division

2.3.1(b.1)

The Support Services Division is responsible for
research, crime analysis, department accreditation,
technical systems, internal and external
communications, records management, and training.
The Support Services Division is divided into three
sections: Central Records, Training, and Support
Operations.

2.3.1(b.1.1) Central Records is directed by a non-
sworn administrator.
2.3.1(b.1.2) The Training Section is commanded by

a Lieutenant.
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SOG 102.1
Organizational Structure

Effective Date: 05/31/2014

2.3.1(b.1.2.a) Line supervisor holds
the rank of Sergeant
and is assigned to the
Training Section.

2.3.1(b.1.2.b) There will be a

minimum  of  two
Corporals assigned to
the Training Section.

2.3.1(b.2.2.c) All  other  officers
assigned to the
Training Section will
hold the rank of Police
Officer.

2.3.1(b.1.3) The Support Operations Section is
commanded by a Lieutenant. The
Support Operations Section is divided
into two units: the Professional
Standards and Crime Analysis Unit, and
the Fleet and Equipment Unit. 3
2.3.1(b.1.3.a) The Professional
Standards and Crime
Analysis Unit is
supervised by a
Sergeant.
2.3.1(b.1.3.b) The Fleet and
Equipment  Unit s
supervised by a non-
sworn supervisor. *
3 ORGANIZATIONAL CHART
3.1 The organizational chart and manpower distribution of the department defines

the department’s chain of command.

3.11

The Professional Standards and Crime Analysis Unit shall review and
revise the organizational chart and functional allocations as needed at

the direction of the Chief of Police.

At a minimum it shall be

reviewed and revised on an annual basis, to be completed by

February 1.

3 Section 2.3.1(b.1.3) changed Technical Services Unit to Fleet and Equipment Unit, per Policy Change Order
14-041, Effective Date 05/31/2014.
4  Section 2.3.1(b.1.3.b) changed Technical Services Unit to Fleet and Equipment Unit, per Policy Change Order
14-041, Effective Date 05/31/2014.
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SOG 102.1
Organizational Structure
Effective Date: 05/31/2014

3.1.2 The organizational chart is located in SharePoint under Police and
Shared Documents.

4 STAFF MEETINGS

4.1 Command Staff meetings shall be held weekly. The meetings shall be chaired
by the Chief of Police. Policies, procedures and other administrative issues shall
be discussed.

4.2 Bureau Staff meetings shall be held at the discretion of the Bureau Commander
who shall chair the meetings.
4.3 Management Team meetings shall be held on a quarterly basis at the discretion

of the Chief of Police.

5 COMMUNICATIONS AND COORDINATION WITHIN THE DEPARTMENT

51 All divisions and sections shall coordinate their activities and maintain open
lines of communication.

5.2 Procedural updates and revisions will be forwarded to all bureaus of the Police
Department.

5.3 Staff meetings are used to facilitate coordination as per Section 4, above.

5.4 The Office of Chief of Police shall publish the minutes of each staff meeting and
the results of each Management Team meeting conducted for distribution
throughout the department.

55 Crime Analysis will publish the Daily Bulletin to detail wanted persons, try to
locate information, stolen vehicles and other timely information important to
operational personnel.

5.6 The Support Services Division maintains liaison with the City Department of
Information Systems for procurement and maintenance of the police computer
network.

56.1 Other technical systems (RMS, MDCS) are administered by the
City’s Information Systems.

5.7 Voice-Mail systems are installed allowing each employee 24 hour a day/7 days a
week access to department-wide information and communication.

5.8 Supervisors in the Uniform Operations Bureau and the Criminal Investigations
Division will conduct daily roll call with personnel under their command.
5.8.1 Criminal Investigations Division personnel shall periodically attend

patrol briefings for the purpose of exchanging information.

v Attachments
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SPRINGFIELD POLICE DEPARTMENT

Standard Operating Guideline

Effective Date: Supersedes Policy Dated: Rescinds: SOG Number:
07/01/2015 05/31/2014
Accreditation Index: 12.2.1, 12.2.2 (CALEA 5"™Edition) 102.2
Part Title: Administration Chapter Title: Organization and Management

Chief of Police:

Written Directive System

I Policy

The Springfield Police Department shall establish and maintain a system of written
directives for the guidance and use of all employees. The directive system shall contain
department policy, rules and regulations, and procedures for implementing agency

activities. (CALEA 12.2.1)*

I Definitions > (CALEA 12.2.1)

Intra-Department Communication (IDC) — A written document that may be used to
implement immediate changes within written directives, until a formal change is made

within a policy.

Policy — A written directive that is a broad statement of agency principles. Policy
statements may be characterized by such words as “may” or “should” and usually do not
establish fixed rules or set procedures for conduct of a particular activity, but rather,

provide a framework for development of procedures and rules or regulations. *

Procedure — A written directive that is a guideline for carrying out agency activities. A
procedure may be mandatory in tone through the use of “shall” rather than “should”, or
“must” rather than “may”. Procedures sometimes allow some latitude and discretion in

carrying out an activity.

Entire directive, “5" Edition” removed from CALEA standard citations, per Policy Change Order 15-025.
SOG Manual definition removed, per Policy Change Order 15-025.

IDC definition revised, comma added, per Policy Change Order 15-025.

Policy definition revised, punctuation and grammatical correction, per Policy Change Order 15-025.
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SOG 102.2
Written Directive System
Effective Date: 07/01/2015

Special Order (SO) — A directive affecting only a specific segment of the organization
or a statement of policy or procedure regarding a specific circumstance or event. °

Standard Operating Guideline (SOG) — The primary authoritative directive for the
Department, impacting department-wide operations or processes, which affect more than
one Bureau. Each SOG shall include a policy statement and a set of procedures; it may
also include a list of definitions and attachments. °

Training Bulletin — A document covering specific and immediate needs for training, to
identify officer safety issues, and may be used to explain or clarify a procedure addressed
in policy.

Written Directives — Any written document used to guide or affect the performance or
conduct of agency employees. The term includes policies, procedures, rules and
regulations, and instructional material. ’

Il Procedure
1 Types of Written Directives and Issuing Authorities (CALEA 12.2.1)
1.1 Standard Operating Guideline — The primary authoritative directive for the
Department. ®
111 SOGs are issued and/or revised only by the authority of the Chief of
H 910
Police.
1.2 Special Orders — A written directive affecting only a specific segment of the
Department. ™
121 Special Orders are issued and/or revised under the authority of the
Chief of Police or the Bureau Commander specifically responsible for
that function. *2 13
1.3 Training Bulletin — A formal document covering specific and immediate training
needs. Training bulletins may be used to explain or clarify a procedure
addressed in policy.
131 Training Bulletins are issued by the Training Section under the
authority of the Investigations and Support Services Bureau
Commander.
5  Special Order definition revised, per Policy Change Order 15-025.
6 Standard Operating Guideline definition revised, per Policy Change Order 15-025.
7  Written Directive definition revised, per Policy Change Order 15-025.
8 Section 1.1 revised, capitalization changes, per Policy Change Order 15-025.
9 SOG’s changed to SOGs throughout the entire policy, per Policy Change Order 15-025.
10 Section previously numbered 1.1.1(a) was deleted, per Policy Change Order 15-025.
11 Section 1.2 revised, capitalization change, per Policy Change Order 15-025.
12 SO’s and SOs changed to Special Orders throughout the entire policy, per Policy Change Order 15-025.
13 Section previously numbered 1.2.1(a) was deleted, per Policy Change Order 15-025.
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SOG 102.2

Written Directive System

Effective Date: 07/01/2015

1.4 Intra-Department Communication — A written document that may be used to
implement immediate changes to a policy.

IDCs used to implement changes within a written directive are issued
by the Chief of Police for SOGs, and by a Bureau Commander or
their designee for Special Orders. **

141

2.1 Formulation and Review (CALEA 12.2.1)

SOGs shall not conflict with or deviate from any directive issued by a
higher authority or applicable accreditation standards as published by
the Commission on Accreditation for Law Enforcement Agencies.

Any employee may submit a suggestion for a revision of an SOG or
submit a draft of a new SOG through their chain of command, at any

New SOGs, revisions to SOGs, and cancellation of
SOGs are requested by submitting a Policy Change
Order — Standard Operating Guideline (SPD Form #
97-AD-0270). V'

The Professional Standards and Crime Analysis Unit
Supervisor is authorized to approve PCOs that only
contain minor revisions; such as changes in document
format, reorganization, and the correction of errors in
grammar, spelling, syntax, typography, etc. The
revisions cannot change the meaning or intent of the
SOG. ™

If revisions change the meaning or intent of the SOG,
the Policy Change Order will be reviewed by
Command Staff and must be signed by the Chief of
Police. **

All SOGs shall be reviewed annually. %°

2 Standard Operating Guideline *°
2.1.1
2.1.2
time. *°
2.1.2(a)
2.1.2(b)
2.1.2(c)
2.13
14
15
16
17
18
per Policy Change Order 15-025.
19
Change Order 15-025.
20

IDC’s changed to IDCs throughout the entire policy, per Policy Change Order 15-025.

Section 2 heading revised, SOG spelled out, per Policy Change Order 15-025.

Section 2.1.2 revised, grammatical and punctuation correction, per Policy Change Order 15-025.

Section 2.1.2(a) revised, punctuation corrections and minor rewording, per Policy Change Order 15-025.
Section 2.1.2(b) revised, information previously in section 2.1.2(b.1) was reworded and moved to this section,

Section 2.1.2(c) (previously numbered 2.1.2(b)) was revised, syntax changes and renumbering, per Policy

Section 2.1.3 revised, SOG annual review process clarified and Policy Corporal duties established, also minor
wording and punctuation changes, per Policy Change Order 15-025.
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SOG 102.2
Written Directive System
Effective Date: 07/01/2015

2.1.3(a)

2.1.3(b)

2.1.3(c)

Each month, the Policy Corporal will forward a list of
the SOGs scheduled for review to the appropriate
Bureau Commander.

The Bureau Commander will distribute the SOGs to
designated personnel for review.

The designated person shall review the SOG, complete

the SOG Annual Review form, and send the form to

the Policy Corporal by the end of the month in which it

was received.

2.1.3(c.1) If the SOG requires a revision, a Policy
Change Order will be completed by the
end of the following month.

2.2 Policy Change Orders * (CALEA 12.2.1)

2.2.1 All Policy Change Orders shall be completed electronically and
forwarded through the chain of command to the Bureau Commander

for approval.
2.2.1(a)

If approved, the Bureau Commander shall forward the
Policy Change Order to the Professional Standards and
Crime Analysis Unit Supervisor.

2.2.1(a.1) Policy Change Orders not received from
a Bureau Commander will be returned.

2.2.2 Upon receipt of the PCO, the Professional Standards and Crime
Analysis Unit Supervisor shall review the PCO and then forward it to
the Policy Corporal.

2.2.3 The Policy Corporal shall:

2.2.3(a)
2.2.3(b)

2.2.3(c)

2.2.3(d)
2.2.3(e)

Proofread the PCO and review the associated SOG;
Make the following changes to the PCO, as needed;

2.2.3(b.1) Combine pending PCOs of the same
SOG.

2.2.3(b.2) Formatting corrections.

2.2.3(b.3) Corrections pertaining to grammar,
spelling, syntax, typography, etc.

Verify that changes do not contradict other directives;
(CALEA 12.2.1)

Identify related CALEA Standards;
Assign a Policy Change Order Number;

21 Section 2.2; the PCO process for SOGs was revised pertaining to responsibilities of the PSCAU Supervisor,
Policy Corporal, and Administrative Assistant; subsections were renumbered as necessary; per Policy Change

Order 15-025.
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SOG 102.2
Written Directive System
Effective Date: 07/01/2015

2.2.3(f)

2.2.3(q)

Forward the PCO to the Professional Standards and
Crime Analysis Unit Administrative Assistant;

2.2.3(f.1) The Administrative Assistant shall
review the PCO to verify the changes
are in compliance with all applicable
accreditation standards and will advise
the Policy Corporal of any possible
conflicts.

Forward the PCO to the Professional Standards and
Crime Analysis Unit Supervisor for final review.

224 Command Staff Review

2.2.4(a)

2.2.4(b)
2.2.4(c)

2.25 Publication
2.2.5(a)

2.2.5(b)

2.2.5(c)

The Professional Standards and Crime Analysis Unit
Supervisor will schedule the PCO for Command Staff
review at the earliest possible date.

2.2.4(a.1) PCOs containing only minor changes
may be held until the SOG comes up for
review at the regularly scheduled time,
unless otherwise directed by the
submitting Bureau Commander or the
Chief of Police.

The Command Staff shall determine if the PCO is to
be approved.

The completed PCO shall be returned to the Policy
Corporal.

If approved, the Professional Standards and Crime
Analysis Unit Supervisor shall issue an effective date
for the PCO.

The Policy Corporal shall incorporate the changes into
the SOG and forward the revised SOG to the Chief of
Police for his signature.

The Policy Corporal shall update the SOG Manual
with the revised SOG and disseminate the revisions
department wide, through a Policy Revision
Acknowledgement. (CALEA 12.2.2)

2.3 Manual Organization and Document Format (CALEA 12.2.1)

231 The Department SOG Manual shall be divided into four parts, each
part shall be divided into chapters, and each chapter shall contain the

SOGs. %

22 Subsections 2.3.1(a)-2.3.1(d) revised, commas replaced with colons, per Policy Change Order 15-025.
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Written Directive System

Effective Date: 07/01/2015

2.3.2

2.3.3

234

2.3.5

2.3.1(a) Part I: Administration, Chapters 101-199
2.3.1(b) Part I1: Personnel, Chapters 201-299
2.3.1(c) Part I1l: Support Services, Chapters 301-399
2.3.1(d) Part IV: Operations, Chapters 401-499

SOG Numbers shall be unique designations and shall consist of two
parts: Chapter Number and Directive Number separated by a decimal
point. (e.g. 101.2, 303.5)

2.3.2(a) Directives will be sequentially numbered and may
continue through three decimal points. (e.g. 101.999)
2.3.2(b) SOG Numbers shall not be reused once rescinded. %3

SOG Title Pages shall include the following information: **
2.3.3(a) Effective Date;

2.3.3(b) Supersedes Policy Dated:;

2.3.3(c) SOG Number;

2.3.3(d) Accreditation Index;

2.3.3(e) Rescinds;

2.3.3(f) Part Title;

2.3.3(9) Chapter Title;

2.3.3(h) Signature of the Chief of Police;

2.3.3(i) SOG Title.

All subsequent pages shall contain a header and footer.

2.3.4(a) The header shall include the SOG Number, title of the
SOG, and the effective date. *°

2.3.4(b) The footer shall contain page numbers in the X of Y

format. (e.g. 1 of 10, etc.)
The document will be outlined in the following format; 2°
I Policy Statement (CALEA 12.2.1)
] Definitions (as necessary)
i Procedure (CALEA 12.2.1)
1
11
111
1.1.1(a)

23 Section 2.3.2(b) revised, capitalization change, per Policy Change Order 15-025.
24 Section 2.3.3 revised, typographical correction, per Policy Change Order 15-025.
25 Section 2.3.4(a) revised, capitalization change, per Policy Change Order 15-025.
26 Section 2.3.5 revised, capitalization changes, per Policy Change Order 15-025.
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Written Directive System

Effective Date: 07/01/2015

2.3.6

1.1.1(a.1)
1.1.1(a.1.1)
v Attachments (optional)
Footnotes will be used to reflect the latest revisions to the SOG.

2.3.6(a) The footnote will be placed after the affected section
and will indicate the nature of the revision and the
Policy Change Order Number. ?’

2.4 Dissemination and Retention (CALEA 12.2.2)
24.1 All current SOGs are available in the online SOG Manual. SOGs
located in the SOG Manual are the official Directives of Record. 2
2.4.2 All Police Department employees shall have ready access to the SOG
Manual located on the Police Network drive in the Network SOG
Manual folder. The SOG Manual can also be accessed by utilizing
the Mobile Data Communication System (MDCS) in patrol vehicles.
2.4.2(a) The SOG Manual will not be printed in its entirety
unless authorized by the Investigations and Support
Services Bureau Commander.
2.4.2(b) The SOG Manual or any portion shall not be
distributed to any outside person or agency without
approval of the Chief of Police or a Bureau
Commander. %°
2.4.2(c) Information to be redacted from publication shall be
identified in red. All redactions will be approved by
the Chief of Police.
2.4.2(c.1) Text identified in red shall be redacted
from any portion of the SOG Manual
distributed to a non-law enforcement
agency or person, unless otherwise
approved by the Chief of Police. ¥
2.4.3 A historical record of all SOGs shall be maintained permanently in

accordance with the Missouri Public Records Retention Schedules
established by the Local Records Board under the Missouri Secretary
of State. 3!

27
28
29
30
31

Section 2.3.6(a) revised, effective date no longer included in footnotes, per Policy Change Order 15-025.
Section 2.4.1 revised, reworded and self-canceling reference deleted, per Policy Change Order 15-025.

Section 2.4.2(b) revised, typographical correction, per Policy Change Order 15-025.
Section 2.4.2(c.1) reworded, per Policy Change Order 15-025.
Section 2.4.3 revised, minor syntax correction, per Policy Change Order 15-025.
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SOG 102.2
Written Directive System
Effective Date: 07/01/2015

2.4.3(a) The Policy Corporal is responsible for maintaining a
system of historical records. *

244 Policy Revision Acknowledgements are classified as training records
and shall be retained in accordance with the Missouri Public Records
Retention Schedules established by the Local Records Board under
the Missouri Secretary of State. ** (CALEA 12.2.2)

2.4.4() The Policy Corporal will maintain an electronic record
of Policy Revision Acknowledgements for each
department employee. *

3 Special Orders
3.1 Formulation and Review
3.1.1 Each bureau shall maintain Special Orders specific to their segment of
the organization.
3.1.2 The Bureau Commander has the authority to issue Special Orders
affecting their segment of the organization. (CALEA 12.2.1)
3.1.2(a) Special Orders shall not conflict with or deviate from
any directive issued by a higher authority or applicable
accreditation standards as published by the
Commission on Accreditation for Law Enforcement
Agencies. (CALEA 12.2.1)
3.1.2(a.1) Special Orders may be more restrictive
but will not be more lenient than
already established written directives.
3.1.3 Any employee may submit a suggestion for a revision of an SO or
submit a draft of a new SO through their chain of command, at any
time. (CALEA 12.2.1) ®
3.1.3(a) New Special Orders, revisions to Special Orders, and
cancellation of Special Orders are requested by
submitting a Policy Change Order — Special Order
(SPD Form # 09-AD-0591). *
3.1.3(b) The Professional Standards and Crime Analysis Unit
Supervisor is authorized to approve PCOs that only
contain minor revisions; such as changes in document
format, reorganization, and the correction of errors in
32 Section 2.4.3(a) revised, SOG historical records maintenance designated to the Policy Corporal, per Policy

33
34

35
36

Change Order 15-025.

Section 2.4.4 revised, capitalization and syntax change, per Policy Change Order 15-025.

Section 2.4.4(a) revised, Policy Revision Acknowledgement records maintenance designated to the Policy
Corporal, per Policy Change Order 15-025.

Section 3.1.3 revised, grammatical correction, per Policy Change Order 15-025.

Section 3.1.3(a) revised; grammatical, punctuation, and wording change; per Policy Change Order 15-025.
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Written Directive System
Effective Date: 07/01/2015

3.1.3(c)

grammar, spelling, syntax, typography, etc. The
revi53i7ons cannot change the meaning or intent of the
SO.

If revisions change the meaning or intent of the SO, the
Policy Change Order must be approved by the Bureau
Commander.

3.1.4  All Special Orders shall be reviewed annually. *° (CALEA 12.2.1)

3.1.4(a)

3.1.4(b)

3.1.4(c)

Each month, the Policy Corporal will forward a list of
the Special Orders scheduled for review to the
appropriate Bureau Commander.

The Bureau Commander will distribute the Special
Orders to designated personnel for review.

The designated person shall review the SO, complete
the Special Order Annual Review form, and send the
form to the Policy Corporal by the end of the month in
which it was received.

3.1.4(c.1) If the SO requires a revision, a Policy
Change Order will be completed by the
end of the following month.

3.2 Policy Change Orders *° (CALEA 12.2.1)

3.2.1 All Policy Change Orders shall be completed electronically and
forwarded through the chain of command to the Bureau Commander

for approval.
3.2.1(a)

If approved, the Bureau Commander shall forward the
Policy Change Order to the Professional Standards and
Crime Analysis Unit Supervisor.

3.2.1(a.1) Policy Change Orders not received from
a Bureau Commander will be returned.

3.2.2 Upon receipt of the PCO, the Professional Standards and Crime
Analysis Unit Supervisor shall review the PCO and then forward it to
the Policy Corporal.

3.2.3 The Policy Corporal shall:

3.2.3(a)

37

38

39

40

Proofread the PCO and review the associated SO;

Section 3.1.3(b) revised, information previously in section 3.1.3(b.1) was reworded and moved to this section,

per Policy Change Order 15-025.

Section 3.1.3(c) (previously numbered 3.1.3(b)) was revised, syntax changes and renumbering, per Policy

Change Order 15-025.

Section 3.1.4 revised, SO annual review process clarified and Policy Corporal duties established, also minor

wording and punctuation changes, per Policy Change Order 15-025.

Section 3.2; PCO process for SOs revised pertaining to the responsibilities of the PSCAU Supervisor, Policy
Corporal, and Administrative Assistant; subsections were renumbered as necessary; per PCO 15-025.
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Effective Date: 07/01/2015

3.24

3.25

3.2.3(b)

3.2.3(c)

3.2.3(d)
3.2.3(e)
3.2.3(F)

3.2.3(q)

Make the following changes to the PCO, as needed;

3.2.3(b.1) Combine pending PCOs of the same
Special Order.

3.2.3(b.2) Formatting corrections.

3.2.3(b.3) Corrections pertaining to grammar,
spelling, syntax, typography, etc.

Verify that changes do not contradict other existing

directives;

Identify related CALEA Standards;

Assign a Policy Change Order Number;

Forward the PCO to the Administrative Assistant;

3.2.3(f.1) The Administrative Assistant shall
review the PCO to verify the changes
are in compliance with all applicable
accreditation standards and will advise
the Professional Standards and Crime

Analysis  Unit  Supervisor of any
possible conflicts.

Forward the PCO to the Professional Standards and
Crime Analysis Unit Supervisor for final review.

Following the final review by the Professional Standards and Crime
Analysis Unit Supervisor, the PCO will be returned to the submitting
Bureau Commander for review and signature.

3.2.4(2)

3.2.4(b)

Publication
3.2.5(a)

3.2.5(b)

3.2.5(c)

PCOs containing minor changes may be held until the
SO comes up for review at the regularly scheduled
time, unless otherwise directed by the submitting
Bureau Commander.

The signed PCO shall be returned to the Policy
Corporal.

Following approval, the Professional Standards and
Crime Analysis Unit Supervisor shall issue an effective
date for the Policy Change Order.

The Policy Corporal shall incorporate the changes into
the SO and forward the revised SO to the Bureau
Commander for their signature.

The Policy Corporal shall update the Special Order
Manual with the revised SO and disseminate the
revisions department wide through a Policy Revision
Acknowledgement. (CALEA 12.2.2)
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Written Directive System
Effective Date: 07/01/2015

3.3 Manual Organization and Document Format (CALEA 12.2.1)

3.3.1 The Bureau Commander shall determine if there will be one SO
Manual for the entire bureau or if there will be an SO Manual per
division and/or section. *

3.3.2 SO numbers shall be unique designations and appear in the following
format; *2
3.3.2(a) Bureau Identifier;
3.3.2(a.1) UOB or ISSB
3.3.2(b) Division ldentifier, if applicable;
3.3.2(b.1) Example — CID or SSD *®
3.3.2(c) Section Identifier, if applicable;
3.3.2(c.1)  Example — Persons/Property or SIS **
3.3.2(d) Special Order designation;
3.3.2(d.1) SO
3.3.2(e) Chapter and Directive Number separated by a decimal.

3.3.3 SO documents shall mirror the format of the SOGs. (see Section 2.3
Manual Organization and Document Format) *°

3.4 Dissemination and Retention (CALEA 12.2.2)

3.4.1 All current Special Orders are available online in the Special Order
Manuals. The Special Orders located in the SO Manuals are the
official Directives of Record. *

3.4.2 All Police Department employees shall have ready access to each SO
Manual located on the Police Network drive in the Network SO
Manual folder. The SO Manuals can also be accessed by utilizing the
Mobile Data Communication System, (MDCS) in patrol vehicles. *’

3.4.2(a) SO Manuals will not be printed in their entirety unless
authorized by the Bureau Commander. 42
3.4.2(b) The SO Manuals or any portion shall not be distributed

to any outside person or agency without approval of
the Chief of Police or a Bureau Commander. %

41
42
43
44
45
46
47
48
49

Section 3.3.1 reworded, per Policy Change Order 15-025.

Section 3.3.2 revised, Special Order abbreviated and punctuation correction, per Policy Change Order 15-025.
Section 3.3.2(b.1) revised, capitalization and punctuation change, per Policy Change Order 15-025.

Section 3.3.2(c.1) revised, capitalization and punctuation change, per Policy Change Order 15-025.

Section 3.3.3 revised, Special Order abbreviated, per Policy Change Order 15-025.

Section 3.4.1 revised, reworded and self-canceling reference deleted, per Policy Change Order 15-025.

Section 3.4.2 revised, Special Order abbreviated and minor wording change, per Policy Change Order 15-025.
Section 3.4.2(a) revised, Special Order abbreviated and minor rewording, per Policy Change Order 15-025.
Section 3.4.2(b) revised, Special Order abbreviated & minor wording change, per Policy Change Order 15-025.
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SOG 102.2

Written Directive System

Effective Date: 07/01/2015

4 Training Bulletins

4.1

3.4.3

344

3.45

3.4.2(c) Information to be redacted from publication shall be
identified in red. All redactions will be approved by
the Chief of Police. *°

3.4.2(c.1) Text identified in red shall be redacted
from any portion of the SO Manuals
distributed to a non-law enforcement
agency or person, unless otherwise
approved by the Chief of Police.

A historical record of all Special Orders shall be maintained
permanently in accordance with the Missouri Public Records
Retention Schedules established by the Local Records Board under
the Missouri Secretary of State. >

3.4.3(@) The Policy Corporal is responsible for maintaining a
system of historical records. >

Policy Revision Acknowledgements are classified as training records
and shall be retained in accordance with the Missouri Public Records
Retention Schedules established by the Local Records Board under
the Missouri Secretary of State. >* (CALEA 12.2.2)

3.4.4(a) The Policy Corporal will maintain an electronic record
of Policy Revision Acknowledgements for each
department employee. **

Upon transferring or assignment to a new section, division, or bureau;
an employee’s immediate supervisor will ensure the employee has
reviewed the respective Special Orders for that assignment. >°

3.4.5(a) The employee will sign documentation acknowledging
the review.
3.4.5(b) This documentation will be forwarded to the Policy

Corporal for retention. *°

A Training Bulletin may be used to explain or clarify a procedure addressed in

policy.

50 Section 3.4.2(c) added to address redaction procedures for Special Orders, per Policy Change Order 15-025.
51 Section 3.4.3 revised, minor syntax correction, per Policy Change Order 15-025.
52 Section 3.4.3(a) revised, SO historical records maintenance designated to the Policy Corporal, per Policy

Change Order 15-025.

53 Section 3.4.4 revised, minor syntax correction, per Policy Change Order 15-025.

54 Section 3.4.4.(a) revised, Policy Revision Acknowledgement records maintenance designated to the Policy
Corporal, per Policy Change Order 15-025.

55 Section 3.4.5 revised, capitalization correction, per Policy Change Order 15-025.

56 Section 3.4.5(b) revised, SO review documentation forwarded to the Policy Corporal instead of Training, per
Policy Change Order 15-025.
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Written Directive System

Effective Date: 07/01/2015

4.2 Dissemination and Retention

421

All Training Bulletins will be disseminated department wide and
placed on SharePoint under the heading “MDT Daily Briefing”. °’

4.2.2 It is the responsibility of all departmental personnel to review all
issued Training Bulletins.
4.2.3 The Training Section will be responsible for the retention of issued
Training Bulletins.
5 Intra-Department Communication (IDC)
5.1 An IDC can be issued as an Immediate Change Order to revise an SOG or SO.
511 IDCs issued as Immediate Change Orders for the purpose of revising
an SOG shall be issued by the Chief of Police. *°
51.2 IDCs issued as Immediate Change Orders for the purpose of revising
an SO shall be issued by the Bureau Commander specifically
responsible for that function. ®
5.2 Dissemination and Retention
521 A copy of the IDC issued as an Immediate Change Order shall be

v Attachments

forwarded to the Professional Standards and Crime Analysis Unit
Supervisor and saved in the written directive historical files.

5.2.1(a) The IDC shall include a Policy Change Order signed
by the Chief of Police or the appropriate Bureau
Commander.

5.2.1(b) The Professional Standards and Crime Analysis Unit

Supervisor shall ensure the SOG or SO manual is
revised as necessary and that the revision is
immediately disseminated through a department-wide
e-mail and later through a Policy Revision
Acknowledgement.

57 Section 4.2.1 revised, minor wording change, per Policy Change Order 15-025.

58 Section 5.1 revised, grammatical correction, per Policy Change Order 15-025.

59 Section 5.1.1 revised, grammatical correction, per Policy Change Order 15-025.

60 Section 5.1.2 revised, grammatical correction, per Policy Change Order 15-025.

61 Section 5.2 heading added, subsequent sections were renumbered accordingly, section previously numbered 5.2
was deleted, per Policy Change Order 15-025.

13 of 13



SPRINGFIELD POLICE DEPARTMENT

Standard Operating Guideline

Effective Date: Supersedes Policy Dated: Rescinds: SOG Number:
09/30/2016 07/01/2015
Accreditation Index: 33.5.3 (5" Edition) 102.4
Part Title: Administration Chapter Title: Organization and Management

Chief of Police:

Accreditation and Administrative Reports

Policy

It is the policy of the Springfield Police Department to seek, achieve, and maintain law
enforcement agency accreditation from the Commission on Accreditation for Law

Enforcement Agencies, Inc. (CALEA).

To ensure all administrative reports identified by policy that measure, analyze, or provide
an accounting of activities performed or conducted by the department are completed in a
timely manner and to facilitate the accreditation process; an Administrative Report

Clearinghouse System shall be maintained.

Definitions

Administrative Report — A report or completed form required per Standard Operating
Guidelines or Special Orders that is essential to the management of a function, activity,

and/or personnel.

Administrative Report Clearinghouse — A location on the police computer network

designated as a central depository for all administrative reports required by policy. *
Procedure

Accreditation

1

Definitions revised, minor wording change and capitalization corrections, per Policy Change Order 16-026.




SOG 102.4

Accreditation and Administrative Reports
Effective Date: 09/30/2016

11

1.2

1.3

1.4

1.5

The Chief of Police will determine which tiered law enforcement accreditation
program, CALEA Law Enforcement Accreditation or CALEA Advanced Law
Enforcement Accreditation, the department will achieve.

111 Based on that selection, the department will remain in compliance
with all applicable standards promulgated by the Commission on
Accreditation for Law Enforcement Agencies.

The Support Operations Section has overall responsibility for accreditation.

121 The Professional Standards and Crime Analysis Unit Supervisor will
act as the accreditation coordinator and is accountable directly to the
Support Operations Section Commander on all accreditation issues.
1.2.1(a) The Unit Supervisor shall be responsible for managing
the accreditation process and organizing accreditation
activities with CALEA staff.

1.2.2 The Professional Standards and Crime Analysis Unit Administrative
Assistant and the Policy Corporal report directly to the Unit

Supervisor.
1.2.2(a) The Administrative Assistant is responsible for the
assimilation, storage, and organization of all
departmental accreditation files.
1.2.2(a.1) The Administrative Assistant has the
authority to  make  appropriate
assignments and  set  deadlines
throughout the agency to ensure
compliance with applicable
accreditation standards.
1.2.2(b) The Policy Corporal will assist with the accreditation

process, as directed by the Unit Supervisor.

The department shall conduct a mock assessment preceding an on-site visit
pursuant to accreditation or re-accreditation.

Preceding the on-site visit associated with re-accreditation, the Professional
Standards and Crime Analysis Unit Supervisor shall inform Police Department
employees of the planned event and schedules. (CALEA 33.5.3(c)) ?

Accreditation Training

151 The Professional Standards and Crime Analysis Unit Supervisor,
Administrative Assistant, and Policy Corporal shall receive
specialized accreditation training within one year of being appointed.

152 All police department personnel shall receive accreditation training.
1.5.2(a) Sworn personnel shall receive accreditation training
while attending the recruit academy. (CALEA
33.5.3(a))

2

5" Edition removed from all CALEA standard references throughout the entire policy, per PCO 16-026.

2 of 4



SOG 102.4
Accreditation and Administrative Reports
Effective Date: 09/30/2016

1.5.2(b)

2
2.1

Non-Sworn personnel shall receive accreditation
training from their supervisors, within 30 days after
their employment begins. (CALEA 33.5.3(a))

1.5.2(b.1) It is the supervisor’s responsibility to
ensure this training is completed and
documented on a Training Activity
Report (SPD Form # 94-SP-0157),
which shall be submitted to the Training
Section to be entered into the
employee’s permanent training records.

Administrative Reports (Administrative Report Clearinghouse System) *
The Professional Standards and Crime Analysis Unit Administrative Assistant

will be responsible for maintaining a list of administrative reports included in
the Administrative Report Clearinghouse System.

211
2.1.1(a)
2.1.1(b)

2.1.1(c)
2.1.1(d)
2.1.1(e)
2.1.1(f)
2.1.1(g)

2.1.1(h)
2.1.1(i)

212

The Administrative Report Clearinghouse list will include: *

Activity/purpose of the report;

Identity of the person or position responsible for
completion of the report;

The frequency of the report;

Date due (month/year), if applicable;
Report distribution information;

The corresponding policy (SOG/SO);

The corresponding SPD form number or administrative
report number, if applicable;

The corresponding CALEA standard, if applicable;

Location on the police computer network where the
final report is to be stored.

The Administrative Assistant shall identify the reports added to the

Administrative Report Clearinghouse System and will update the list

as needed.
2.1.2(a)

3
Assistant, per Policy Change Order 16-026.

Any report required by policy can be added to the
Administration Report Clearinghouse System by
notifying the Professional Standards and Crime
Analysis Unit Supervisor or Administrative Assistant.

Section 2 revised, Administrative Report Clearinghouse responsibilities reassigned to PSCAU Administrative

4 Section 2.1.1 revised, capitalization corrections, per Policy Change Order 16-026.
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SOG 102.4
Accreditation and Administrative Reports
Effective Date: 09/30/2016

2.1.3 The Administrative Report Clearinghouse list is available in the
Administrative Report Clearinghouse folder located on the police
computer network. °

2.2 The Bureau Commander or designee having responsibility over each report will
ensure a copy of the final report is saved in the appropriate Administrative
Report Clearinghouse file subfolder.

2.2.1 The Administrative Report Clearinghouse files will serve as historical
files for all reports contained therein.

2.2.1(a) Reports containing confidential information will not be
included in the clearinghouse files, historical files shall
be maintained by the Bureau Commander or designee.

2.2.1(b) In order to keep files sorted in date order, all files
should be saved with the following naming
conventions:  YYYY-MM-DD title of report (e.g.
2009-12-06 Workplace Harassment Report).

2.2.1(b.1) Files not completed electronically shall
be scanned and saved to the correct
location.

2.3 On a monthly basis, the Administrative Assistant shall verify that all reports
identified on the Administrative Report Clearinghouse list are completed and
stored in the correct Administrative Report Clearinghouse folder.

231 At the beginning of each month, the Administrative Assistant shall
disseminate a list of the administrative reports due that month as well
as a list of any past due administrative reports. °

v Attachments

5 Section 2.1.3 revised, minor wording change and capitalization correction, per Policy Change Order 16-026.
6 Section 2.3.1 reworded, per Policy Change Order 16-026.
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SPRINGFIELD POLICE DEPARTMENT

Standard Operating Guideline

Effective Date: Supersedes Policy Dated: Rescinds: SOG Number:
08/15/2013 03/31/2013
Accreditation Index: 15.2.1 (5" Edition) 102.5
Part Title: Administration Chapter Title: Organization and Management

Chief of Police:

Goals and Objectives
Policy
The purpose of this policy is to establish procedures outlining the development of
departmental goals and objectives as well as procedures for reviewing progress made
toward achieving those goals.
1 Definitions

Goal: The end product toward which an organizational effort is directed.

Objective: An activity that will assist the department in progressing towards the
accomplishment of a goal.

i Procedure
1 Goals and Objectives
1.1 The Chief of Police will develop a report on a triennial basis listing
departmental goals and objectives. (CALEA 15.2.1-5™ Edition)
1.1.1 This report will address the short and long term goals of the

department over a three year period.

1.1.2 The development of goals and objectives will coincide with the
calendar year and will be implemented on January 1st.

1.2 The goals and objectives development process will begin during the fourth
quarter of the previous calendar year.
121 It will be the responsibility of Bureau Commanders to draft and

submit goals and objectives to the Chief of Police.



SOG 102.5
Goals and Objectives
Effective Date: 08/15/2013

1.2.1(a) Bureau supervisors, in coordination with employees,
will provide recommendations for their areas of
responsibility.
1.2.2 When developing goals and objectives the following criteria should
be considered:

1.2.2(a) Associated costs;
1.2.2(b) Anticipated personnel levels and workload;
1.2.2(c) Anticipated capital improvements and equipment
needs;
1.2.2(d) Consistency with departmental mission.
1.3 Selected goals and objectives will be compiled into a Goals and Objectives
Report.
131 Each goal will be listed in the report followed by supporting
objectives.
1.3.1(a) Each objective will identify the group responsible for
implementation as well as associated performance
measures.

1.3.2 The Goals and Objectives Report will be posted on SharePoint and
will be accessible to department employees.

2 Evaluation
2.1 Annually, the Chief of Police will direct that a review be conducted beginning in
December to evaluate the progress made towards the attainment of the listed
goals and objectives during the preceding year.
2.2 A report with updates, changes, additions and deletions will be produced on an
annual basis in March and made available on SharePoint. (CALEA 15.2.1-5"
Edition) *
v Attachments
1 Section 3, Annual Report, deleted per Policy Change Order 13-054, Effective Date 08/15/2013.
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SPRINGFIELD POLICE DEPARTMENT

Standard Operating Guideline

Effective Date: Supersedes Policy Dated: Rescinds: SOG Number:
09/30/2016 06/30/2012
Accreditation Index: 1.1.2,1.3.8,12.1.3,12.2.1,26.1.1" 103.1
(5" Edition)

Part Title: Administration Chapter Title: Standards of Conduct

Chief of Police:

Code of Conduct

Policy

The Springfield Police Department sets standards of conduct for employees to follow
ensuring credibility for themselves, the Department and the City of Springfield. In
addition to complying with the law, employees shall comply with the letter and the spirit
of the Law Enforcement Code of Ethics, the Springfield Police Department Vision and
Values statement as well as the Rules of Conduct.

Definitions

Chain of Command — Lines of communication going downward or upward within the
organizational hierarchy through each successive level of command.

Employees or Members — All personnel performing duties for the Department. This
includes both paid employees and volunteer workers.

Procedure

Springfield Police Officers shall regularly commit to and uphold the Law Enforcement
Oath of Honor:

1

Accreditation index revised, CALEA Standard 52.2.7 removed as it was no longer applicable, per PCO 16-015.



SOG 103.1
Code of Conduct
Effective Date: 09/30/2016

LAW ENFORCEMENT OATH OF HONOR
HONOR means that one’s word is given as a guarantee.
BETRAY is defined as breaking faith with the public trust.
BADGE is the symbol of your office.
INTEGRITY is being the same person in both private and public life.
CHARACTER means the qualities that distinguish an individual.
PUBLIC TRUST is a charge of duty imposed by faith toward those you serve.
COURAGE is having the strength to withstand unethical pressure, fear, or danger.

ACCOUNTABILITY means that you are answerable and responsible to your oath of
office.

COMMUNITY is the jurisdiction and citizens served.

On my honor,
I will never betray my badge,
My integrity, my character, or the public trust.
I will always have
The courage to hold myself
And others accountable for our actions.
I will always uphold the constitution, my community, and the agency | serve.

1.1 Officers may be called upon to execute written pledges to commit to the Oath of
Honor,

1.2 When officers are called upon to publicly recite and declare the Oath of Honor;
they shall do so professionally.

1.3 Academy recruits shall initial and sign a witnessed Pledge of Honor declaring

commitment to the Law Enforcement Oath of Honor, Law Enforcement Code of
Ethics, City of Springfield Merit Rules, and Springfield Police Vision and
Values Statement.

2 The LAW ENFORCEMENT CODE OF ETHICS shall be the basis for governing the
behavior of all employees of the Department and is hereby adopted as follows: (CALEA
1.1.2)?

As a law enforcement officer, my fundamental duty is to serve the community; to
safeguard lives and property; to protect the innocent against deception, the weak against

2 Section 2 revised, CALEA standard reference added, per Policy Change Order 16-015.
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Effective Date: 09/30/2016

oppression or intimidation, and the peaceful against violence or disorder; and to respect
the constitutional rights of all to liberty, equality and justice.

| will keep my private life unsullied as an example to all and will behave in a manner that
does not bring discredit to me or my agency. | will maintain courageous calm in the face
of danger, scorn, or ridicule; develop self-restraint; and be constantly mindful of the
welfare of others. Honest in thought and deed in both my personal and official life, I will
be exemplary in obeying the law and the regulations of my department. Whatever | see or
hear of a confidential nature or that is confided to me in my official capacity will be kept
ever secret, unless revelation is necessary in the performance of my duty.

I will never act officiously or permit personal feelings, prejudices, political beliefs,
aspirations, animosities or friendships to influence my decisions. With no compromise for
crime and the relentless prosecution of criminals, I will enforce the law courteously and
appropriately without fear or favor, malice or ill will, never employing unnecessary force
or violence and never accepting gratuities.

| recognize the badge of my office as a symbol of public faith, and | accept it as a public
trust to be held so long as | am true to the ethics of the police service | will never engage
in acts of corruption or bribery, nor will I condone such acts by other police officers 1
will cooperate with all legally authorized agencies and their representatives in the
pursuit of justice.

| know that I alone am responsible for my own standard of professional performance and
will take every reasonable opportunity to enhance and improve my level of knowledge
and competence.

I will constantly strive to achieve these objectives and ideals, dedicating myself before
God to my chosen profession ... law enforcement.

ORGANIZATIONAL VALUES AND VISION (CALEA 12.2.1)®
3.1 The members of the Springfield Police Department also adhere to a set of

specific values they share with the community. In addition to the Code of
Ethics, these values guide us in our conduct and delivery of services.

3.2 VISION STATEMENT
3.2.1 “As members of the Springfield Police Department, we are committed

to providing quality service to our community through personal
integrity, fairness, open communication and a helpful attitude.”

3.3 ORGANIZATIONAL VALUES

3

Section 3 revised, CALEA standard reference added, per Policy Change Order 16-015.
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Effective Date: 09/30/2016

3.3.1

3.3.2

3.3.3

3.34

3.35

Quality Service - We will provide quality, professional service to our
community by:

3.3.1(a)
3.3.1(b)

3.3.1(c)

3.3.1(d)
3.3.1(e)

3.3.1(fF)
Integrity
3.3.2(a)

Enforcing the law;

Preventing crime, thereby improving the quality of
life;

Responding promptly to calls for service and other
public needs;

Conducting thorough investigations;

Providing state of the art training and continuing
education programs;

Leading by example.

Having sound moral principles that earn the trust,
respect, and confidence of the community and each
other through:

3.3.2(a.1) Being honest, and demanding the same
from each other;

3.3.2(a.2) Living by the rules we enforce.

Fairness - To provide equal treatment of all persons without prejudice

or bias by:
3.3.3(a)
3.3.3(b)

3.3.3(c)

Treating all persons with dignity and respect;

Expressing compassion in our attitudes and in our
communication;

Ensuring consistency in decision making without
favoritism.

Communication - Sharing information and knowledge with the
community, other agencies, and within our department as allowed by

law through:

3.3.4(a)
3.3.4(h)

3.3.4(c)
3.3.4(d)

3.3.4(e)

Actively listening to all concerned;

Keeping crime victims informed about their cases and
where to go for additional help;

Educating the community about crime risks and
prevention;

Informing the community about the inner workings of
our department;

Encouraging the open exchange of ideas and
information.

Helpful Attitude - A helpful attitude is fundamental to earning the
respect and confidence of the community. We will accomplish this
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Code of Conduct

Effective Date: 09/30/2016

by:

3.3.5(a) Treating people’s problems as important;

3.3.5(b) Being polite and courteous;

3.3.5(c) Showing empathy and concern for the needs of others;
3.3.5(d) Showing pride in our profession tempered by humility.

4 RULES OF CONDUCT - While not all inclusive, the specific following rules shall
govern the conduct of all Police Department employees, unless otherwise stipulated.

4.1 GENERAL RULES

411

4.1.2

4.1.3

All members of the Department shall be familiar with and adhere to
the policies and procedures of the Department and Rules and
Regulations of the City.

Employees shall maintain sufficient competency to properly perform
their duties and assume the responsibilities of their positions.
Employees will perform their duties in a manner which will maintain
the highest standards of efficiency in carrying out the functions and
objectives of the Department.

4.1.2(a) Unsatisfactory performance may be demonstrated by:

4.1.2(a.1) A lack of knowledge of the application
of laws required to be enforced,;

4.1.2(a.2) An unwillingness or inability to perform
assigned tasks;

4.1.2(a.3) The failure to conform to work
standards established for the employee's
rank, grade, or position;

4.1.2(a.4) The failure to take appropriate action on
the occasion of a crime disorder, or
other  condition deserving police
attention; or

4.1.2(a.5) Absence without leave.

4.1.2(b) In addition to other indicia of unsatisfactory
performance, the following will be considered prima
facie evidence of unsatisfactory performance:
4.1.2(b.1) A failing evaluation; or
4.1.2(b.2) A written record of repeated infractions

of rules, regulations, directives or orders
of the Department.

Conduct unbecoming police employees, which shall include any act
or conduct not specifically mentioned in these regulations which
brings the Department into disrepute or reflects discredit upon the
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Effective Date: 09/30/2016

414

4.1.5

4.1.6

4.1.7

4.1.8

4.1.9

individual as a police employee, based on accepted standards of
behavior. Conduct unbecoming includes, but is not limited to:

4.1.3(a) intoxication in public places,

4.1.3(b) commission of unlawful acts, or

4.1.3(c) willful false public criticism of the Department or any
member.

All employees shall be courteous to the public and shall avoid
displaying an overbearing attitude or showing disrespect. Employees
shall be tactful in the performance of their duties, and shall control
their tempers, and exercise the utmost patience and discretion, and
shall not engage in furtherance of argumentative discussions, even in
the face of extreme provocation. In the performance of their duties,
employees shall not use coarse, violent, profane, or insolent language
or gestures and shall not express any prejudice concerning race,
religion, politics, national origin, lifestyle, or personal characteristics.

4.1.4(a) While performing duties, officers shall assess the
situation in a neutral, objective manner but shall refrain
from exhibiting an attitude of disinterest or that the
incident is petty or insignificant.

4.1.4(b) Employees shall answer questions from the public
courteously and civilly, giving their name and
department serial number to any person upon request
except when such action may jeopardize a successful
police assignment.

Police department employees shall speak the truth at all times
concerning police matters. In cases where the employee is not
authorized by regulations of the Department to divulge facts within
their knowledge, the employee will decline to comment.

An employee shall be attentive and alert at all times while on duty and
shall devote their entire duty time and energy to the services of the
Department.

Employees shall cooperate fully with any personnel or internal
investigation provided such cooperation is not a violation of law or
the employees' Constitutional rights.

Employees shall report any employee of the Department engaged in
any type of criminal behavior or inducing another employee to
commit an unlawful act or violation of a stated regulation.

Employees shall not sell tickets or solicit, outside the department, any
form of donation or contribution while on duty or in uniform or while
representing themselves as Springfield Police Department employees
without approval from the Chief of Police.
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Effective Date: 09/30/2016

4.1.10

4111

41.12

4.1.13

4.1.14

4.1.15

4.1.16

4.1.17

4.1.18

4.1.19

Employees shall report for duty promptly and be fully prepared at the
start time for their shift or assignment, or at the time designated by
their immediate supervisor.

4.1.10(a) Any employee that is going to be absent for their shift
or assignment, or late arriving, and does not have prior
authorization, shall notify their supervisor at least 30
minutes prior to the start time, unless an emergency
prevents such notification. In an emergency, the
employee shall make such notification as soon as
possible.

4.1.10(b) Supervisors have the authority to require their
employees to notify them of being late or absent more
than 30 minutes in advance of the start time, based on
an operational need.

Employees shall not be careless, negligent, or unsafe in their use of
Department property or vehicles, which unnecessarily jeopardizes the
safety of themselves, fellow employees, or the safe use of police
equipment. (Merit Rule 12, Separation and Disciplinary Actions)

Employees shall not intentionally violate the Chain of Command
within the Department without appropriate justification.

Employees may suspend patrol or other assigned activity, subject to
immediate call at all times, for the purpose of having meals or breaks
during their tours of duty, but only for such period of time, and at
such time and place, as established by department procedures.

Employees shall use leave or sick time in accordance with Merit Rule
20, Holidays and Merit Rule 21, Leaves of Absence.

Employees shall not conduct private business that would create a
conflict of interest or interfere with the proper performance of their
duties.

Employees shall not destroy, deface or remove any official written
notice posted within the Department nor shall they post or cause to be
posted any unauthorized material.

Department employees shall not accept a law enforcement
commission from another agency or jurisdiction without approval
from the Chief of Police.

Employees shall not terminate their tour of duty or any assignment
unless properly relieved or dismissed by an appropriate supervisory
authority.

Employees shall not leave the City limits while on duty except in the
performance of official duty or approval by their immediate
supervisor.
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4.1.20  Employees shall not remove from Police Headquarters any
departmental equipment, evidence, contraband or property which has
been found, on loan, or is being held for safekeeping without prior
approval from their supervisors or a court order.

4.1.20(a) Exception: Equipment which has been issued or
assigned to the employee.

4.1.21  Employees shall not make purchases or authorize repairs for the
Department without first obtaining permission or instructions to do so
from a supervisor.

4.1.22  Employees shall not use their private vehicles or equipment for
official purposes unless directed or authorized to do so.

4.1.23  Employees shall not be insubordinate toward supervisors and all
employees shall treat each other with respect.

42  Orders (CALEA 12.1.3) *

4.2.1 Every employee of the Department is required to obey and promptly
execute all lawful orders from a superior, including any order relayed
from a superior by an employee of same or lesser rank.

4.2.2 An employee receiving an order that is in conflict with a previous
order shall notify the supervisor issuing the conflicting order.
Responsibility for disobedience to the first order then shifts to the
supervisor issuing the second and conflicting order.

4.3 Appearance

4.3.1 Every employee of the Department, while on duty, must report at all
times neat and clean in appearance. Clothing shall be clean and
neatly pressed. The clothing worn must conform to Department
standards as defined in SOG 304.6 — Police Uniforms and Appearance
Regulations.

4.3.2 Employees shall wear the regulation police uniform only with duty-
related activities unless approved by the Chief of Police.
4.3.3 Body piercing is prohibited. ®
4.4 Police Actions in Personal Affairs

4.4.1 Off-duty employees are discouraged from making arrests or engaging
in police actions within their families, neighborhoods, or personal
affairs, except when lawfully protecting property, using measures of
self-defense or in the immediate defense of others.

4.4.2 On-duty employees, when becoming involved in police situations
with relatives or persons, with whom they have a close personal
relationship, should request that another employee handle the

4
5

Section 4.2 revised, CALEA standard reference added, per Policy Change Order 16-015.
Section 4.3.3 revised, punctuation correction, per Policy Change Order 16-015.
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443

situation.

Off-duty employees should refrain from becoming directly involved
in police situations except when such involvement would likely
prevent injury to themselves or others.

4.5 Integrity - Abuse of Authority

451

45.2

45.3

454

45.5

4.5.6

45.7

Springfield police officers shall never choose to conduct a traffic stop
or other enforcement contact based solely on the racial, gender, or
socioeconomic characteristics of the driver or subject.

Use of racial profiling or enforcement techniques is prohibited.
Officers may use behavioral or vehicle descriptors as elements in a
profile but the use of ethnicity, gender, or socioeconomic status of the
occupant/subjects are forbidden and will not be tolerated.

4.5.2(a) Where race, gender, or socioeconomic status are
presented as essential components of a physical
description provided by a witness during the
investigation of a crime(s), their use and justification
for further investigation are necessary and approved.

4.5.2(b) Officers shall impartially enforce the law applying it
fairly to all persons regardless of racial characteristics,
gender or socioeconomic status.

Officers shall not make any arrest, search, or seizure, which they
know or should know, is not in accordance with law and departmental
procedures.

Employees shall not accept or solicit any compensation, reward, gift,
discount or gratuity, which is provided as a result of their status as a
Department employee.

Employees shall not knowingly make false statements or intentionally
misrepresent facts.

4.5.5(a) Exception: Officers may employ false statements or
misrepresentation as an investigative tool or
interrogative technique, however, these actions will
always be judged by legal, ethical, and administrative
guidelines. ®

Officers may, while in the performance of duty, be required to
misrepresent their identity or purpose in order to perform
investigations.

Employees shall not affiliate with any organization whose

constitution or charge would create a conflict of interest or interfere
with the proper performance of their duties.

6

Section 4.5.5(a) revised, punctuation corrections, per Policy Change Order 16-015.
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45.8

45.9

4.5.10

4511

45.12

45.13

45.14

4.5.15

4.5.7(a) Exception:  Undercover officers may, while in the
performance of their duties, be required to affiliate
with such organizations in order to perform
investigations. ’

Employees shall not furnish, recommend or suggest any attorney,
counsel, bondsman or service to any member of the public while in
the official course of their duties.

Harassment, ridicule, or retaliation in any form against a complainant,
employee or any witness for complaining or otherwise offering
evidence in an Internal Affairs or criminal investigation involving
Police Department employee(s) is strictly prohibited and may result in
severe disciplinary action.

4.5.9(a) Any attempt by an employee to pressure or influence a
complainant/witness to offer untruthful statements or
alter the nature of evidence offered in an internal
administrative or criminal investigation shall be
deemed official misconduct as provided above.

Political Activity by Police Employees

4.5.10(a) This section supplements and does not replace Merit
Rule 2, General Provisions or other city ordinance
impacting political activity by city employees. Police
Department employees are strongly encouraged to
consult the Law Department prior to engaging in
political activity.

4.5.10(b) Employees shall not use their official position with the
Department for political purposes or to endorse
political candidates.

Employees shall not use the prestige or influence of their official
position; or time, facilities, equipment or supplies of the Department
for their private gain or advantage of another.

Employees shall not attempt to bring influence to bear upon the Chief
of Police, superior officer or elected official for the purpose of
promotion, assignment or to avoid corrective action.

Employees shall not withhold any information concerning criminal
activity.

Employees shall not make malicious, harassing or frivolous
complaints against fellow members of the Department.

Employees shall not intentionally violate any Federal or State law or
City ordinance.

7

Section 4.5.7(a) revised, wording correction, per Policy Change Order 16-015.

10 of 16



SOG 103.1

Code of Conduct
Effective Date: 09/30/2016

4.6

4.5.16

45.17

45.18

45.19

Employees shall not feign illness, avoid responsibility, or
intentionally fail to perform their duties.

Employees shall avoid regular or continuous associations or dealings
with persons whom they know, or should know, are persons under
criminal investigation or indictment, or who have a reputation in the
community or the Department for present involvement in criminal
behavior, except as necessary to the performance of official duties, or
where unavoidable because of other personal relationships of the
employees.

Employees shall not maliciously threaten, strike or assault any other
member of the Department nor aid, abet, or incite any altercation
between members of the Department.

Employees shall not intentionally expose the identities of undercover
officers or the existence of investigative operations.

Alcohol, Intoxicating Liquor, Drugs and Tobacco Use. (see Merit Rule 26
Substance Abuse Policy) Department employees shall not:

4.6.1

4.6.2

4.6.3

4.6.4

4.6.5

4.6.6

4.6.7

Possess or use any controlled substance while on or off duty, except
with the approval and guidance of a licensed physician or in the actual
performance of duty.

Report for duty under the influence of illegal drugs to any degree or
under the influence of any other drug that may cause impairment of
the ability to perform their duties.

Consume or possess alcoholic beverages of any kind while on duty
except in the actual performance of duty.

Be under the influence of alcohol, be unfit for duty due to the use of
alcohol or have the odor of alcoholic beverages on their breath when
reporting for or on duty.

While off duty, consume alcoholic beverages to the extent their
behavior would bring discredit upon themselves or the Department.

While off duty, consume alcoholic beverage to the extent that they are
unfit to report for their next regular tour of duty.

On-Duty Use of Tobacco Products

4.6.7(a) Use of tobacco products in any form by city employees
within the Government Plaza complex is prohibited by
City Manager’s Administrative Memorandum 22,
Tobacco Use Policy.

4.6.7(b) Tobacco use is prohibited inside any Police
Department facility.  The supervisor(s) of these
locations may designate appropriate exterior tobacco
use areas with respect for concerns regarding Police
Department image.
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4.7

4.8

4.6.7(b.1) Designated exterior tobacco use areas
must be at least 25 feet away from the
building.
4.6.7(c) Tobacco use is prohibited when in personal contact
with citizens in the performance of duties. Employees
shall observe and comply with tobacco use policies of
businesses and organizations when in the performance
of duty or when in uniform.

4.6.7(d) Tobacco use is prohibited within the perimeter of
crime scenes.
4.6.7(e) The use of tobacco products in any form is prohibited

in any City owned or leased vehicle, except as
appropriate during undercover operations only.

Physical Injury and Property Damage Accidents (CALEA 1.3.8)°

4.7.1

4.7.2

4.7.3

While working in an official capacity or operating a city-owned
vehicle, all employees shall promptly notify their immediate
supervisor of any incident which results in a serious physical injury or
death of an individual, personal injury of an employee, or damage to
or involving any city-owned vehicle, equipment, or property. °
Employees who become involved in such incidents shall make no
public statement as to nature of the incident or responsibility and shall
not advise other parties involved in the incident of any liability for
damage or injury. *°

An administrative review of the incident shall be conducted at the
direction of the Chief of Police. (CALEA 1.3.8) !

4.7.3(a) Employees shall promptly provide their supervisors
with necessary information pertaining to the incident.
4.7.3(b) Employees involved in any incident which results in a

serious physical injury or death shall be removed from
operational assignment or placed on administrative
leave at the discretion of the Chief of Police.

Address and telephone

48.1

Upon employment, each member of the Police Department is required
to provide their correct address and telephone number.

4.8.1(a) Where an exact street address exists, that address must
be supplied.

10
11

Section 4.7 revised, CALEA standard reference added, per Policy Change Order 16-015.

Section 4.7.1 revised, punctuation corrections, per Policy Change Order 16-015.

Section 4.7.2 revised, minor wording change, per Policy Change Order 16-015.

Section 4.7.3 revised, capitalization correction, CALEA standard reference added, and subsections reorganized,
per Policy Change Order 16-015.
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4.9

4.10

4.8.2

4.8.3

Prisoners
49.1

4.9.2

4.9.3

49.4

495

4.9.6

4.9.7

4.8.1(b) If an address consists of a route or box number,
directions to the employee's residence must be on file
in the office of the Chief of Police.

4.8.1(c) The employee's telephone number may be unlisted in
the telephone directory, but must be made available to
the Department.

Employees who change their residence or telephone must notify their
supervisor, in writing, within twenty-four hours after the change.

4.8.2(a) The employee must complete a CAD form and submit
it to the office of Research and Development, via the
employee’s supervisor, no later than the next
scheduled work day of the employee.

Employees shall not knowingly use the Police Department as an
address for private or personal correspondence.

No member of the Department may release any prisoner without
proper authority or allow any prisoner in their charge to escape,
whether through neglect or design.

When a person is found unconscious or their condition is
unexplainable, members shall contact the appropriate physician or
take that person to the appropriate medical facility for examination.

When lawfully arresting a person, the initiating officer shall ensure
that an appropriate and thorough search of that person is completed,
seizing all weapons and pertinent evidence.

Employees shall be responsible for the safe custody, fair humane
treatment, and expeditious transport to the appropriate facility of all
prisoners within their custody.

Employees shall be responsible for the safeguarding and proper
custody of all personal property a prisoner may have in their
possession or under their control at the time of arrest or detention.

Female prisoners shall be transported in a separated area of a vehicle
which is not occupied at the same time by another prisoner of the
opposite sex.

Juveniles shall be transported and detained separately from any other
adult prisoner.

Court Appearances

410.1

4.10.2

Employees shall not give testimony as a character witness for any
defendant in a criminal trial without knowledge of the Chief of Police.

Each employee shall diligently prepare for criminal cases subject to a
court proceeding. All employees concerned in criminal cases before a
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411

412

4.10.3

4.10.4

4.10.5

4.10.6

court are to be punctual and report at the designated place and time
honoring a witness subpoena.

Employees shall report in proper uniform when their assignment
requires the wearing of the uniform. Off-Duty employees may wear
appropriate business attire.

4.10.3(a) When appearing in a civil matter unrelated to their
official duties employees are prohibited from wearing
a uniform.

Police department employees shall not appear as witnesses in civil
matters arising from situations encountered in performance of their
duties without being subpoenaed by legal process.

Employees shall at all times be attentive and courteous toward the
court, prosecutor, defense counsel, and other witnesses and testify
with a courteous, clear, audible voice, providing accurate facts before
the court as requested.

Employees shall report to the Chief of Police via the Chain of
Command any summons to appear before any officer of the court,
regarding any matter in which they or any member of the Department
may become a defendant.

Department Information

4111

411.2

411.3

4114

Employees shall treat the official business of the Department as
confidential.

Information regarding official business shall be disseminated only to
those for whom it is intended.

Documents  labeled = CONFIDENTIAL or FOR LAW
ENFORCEMENT USE ONLY shall not be disseminated to non-law
enforcement personnel without approval from the Bureau
Commander.

Crime Information Bulletins and other intelligence information shall
ONLY be copied and disseminated by the Crime Analysis Unit.

Electronic Recording

412.1

412.2

Employees of the Police Department are prohibited from
surreptitiously recording fellow employees, through the use of any
electronic surveillance device or system, including but not limited to
the recording of sound or voice or a closed circuit television system,
or any combination thereof, unless specifically authorized by the
Chief of Police.

Any employee wishing to record a conversation or action of other
employees shall have the duty to inform those employees that they
wish to record the conversation or action, whether for personal
reasons or official business. If any employee sought to be recorded
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4.13

4.12.3

4.12.4

4.12.5

objects to being recorded, the employee operating the recording
device shall not record the subject employee.

This policy applies to any type of electronic recording, video or audio,
or still photo, whether in person or on a phone or radio.

The provisions of this section shall not apply to an investigator, acting
under the authority of the Chief or designee, who is engaged in the
investigation of law or policy violation; nor shall it apply to devices
generally related to the safety and security of police department
facilities, such as perimeter and building security surveillance
systems, or the Mobile Video System when used as per SOG 413.4 —
Mobile Video Systems.

This provision of this section shall also not apply to a police
department employee who, while using an electronic surveillance
device or recording device to record citizen contacts while on duty,
during such citizen contact, incidentally records a fellow employee.
However, the Police Department employee using such devices shall
take such actions as necessary to avoid or minimize such recording of
fellow employees, shall inform any fellow employee recorded by
them in the course of such a citizen contact, and shall comply with
these provisions in their contact with fellow employees.

Social Networking

413.1

4.13.2

4.13.3

4.13.4

4.13.5

Any employee posting information on social networking websites,
blogs, public comment sections, or any other electronic media should
be aware that their actions will be governed by the Standard
Operating Guidelines contained in this manual as well as the City of
Springfield Merit Rules if the employee identifies themselves, or they
can be identified as an employee of the Springfield Police Department
as a result of the posting. In addition, it should be made clear that the
views expressed are those of the individual and not those of the
Springfield Police Department.

The posting of any inflammatory, derogatory, ethnically motivated, or
confidential information is prohibited.

Postings shall not include any inappropriate or unauthorized
information regarding the Springfield Police Department, its
employees, or its relationship with the community.

Employees should not post information regarding on-duty or off-duty
activities that might bring their reputation or the reputation of the
Springfield Police Department into question.

Employees shall not use department computers or equipment to
access social networking sites, except in the performance of an
authorized duty, and limited to those computers or equipment
identified for such use.
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4.13.6  If an internal investigation of inappropriate posting of information is
initiated, employees shall be required to allow access to their social
networking sites in cooperation with the investigation.

DISCIPLINARY ACTION

5.1 An employee of the department who violates a regulation or provision of
Department policy, City Merit Rules, or upon conviction in a court of law
having criminal jurisdiction; shall be subject to administrative disciplinary
action imposed by proper authority under provisions of the Merit Rules of the
City of Springfield and SOG 103.8 — Administration of Discipline.

Attachments
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SPRINGFIELD POLICE DEPARTMENT

Standard Operating Guideline

Effective Date: Supersedes Policy Dated: Rescinds: SOG Number:
10/15/2014 03/31/2010
Accreditation Index: 1.2.3 (5" Edition) 103.2
Part Title: Administration Chapter Title: Standards of Conduct
Chief of Police:

Protection of Civil Rights *
Policy
It is the policy of the Springfield Police Department to require employees to recognize and

comply with those rights granted to individuals by the United States Constitution, all
applicable statutes and ordinances, and those case decisions which impact the department.

1 Definitions
i Procedure
1 DUTY TO BE INFORMED
1.1 Employees should become familiar with laws, issues and court decisions affecting
civil rights and shall comply with subsequent requirements.
1.2 Training Unit.

1.2.1 The supervisor of the Training Unit shall provide department personnel
with Training bulletins designed to inform employees of new provisions
affecting their ability to comply with constitutional rights. This shall be
done as soon as possible after details of the law or case decision are
received.

1.2.2 References are to be available in the training unit library for study and
review.

1.3 Supervisors shall be alert for violations of civil rights and take appropriate action.
1 Policy reissued under Chief Williams command, no changes made to content, per Policy Change Order 14-080,

Effective Date 10/15/2014.




SOG 103.2
Protection of Civil Rights
Effective Date: 10/15/2014

2 RIGHTS GRANTED BY THE CONSTITUTION AND FEDERAL LAW

2.1 The U.S. Constitution and civil rights acts guarantee numerous freedoms, rights and
privileges. The list below does not attempt to be exhaustive or detailed. Further,
the judiciary has granted limited restrictions upon these rights in certain specific
circumstances.

2.2 The first ten amendments of the U.S. Constitution are what are referred to as the
"Bill of Rights". These amendments form the foundation to all subsequent laws and
case decisions impacting on civil rights.

2.2.1 First Amendment Rights:

2.2.1(a) Freedom of Religion;

2.2.1(b) Freedom of Speech;

2.2.1(c) Freedom of the Press;

2.2.1(d) Freedom of Assembly;

2.2.1(e) Freedom of Association.
2.2.2 Fourth Amendment Right:

2.2.2(a) Freedom from illegal searches and seizures without

warrant or probable cause;

2.2.2(b) Freedom from lllegal Seizure of Person (Arrest);

2.2.2(c) Freedom from unnecessary force when arrested.
2.2.3 Fifth Amendment:

2.2.3(2) Right to Due Process;

2.2.3(b) Privilege against self-incrimination;

2.2.3(c) Freedom from coercion to secure a confession.
2.2.4 Sixth Amendment:

2.2.4() Right to be informed of the reason for arrest;

2.2.4(b) Right to Access and consult with an attorney;

(CALEA 1.2.3 - 5" Edition)

2.2.4(c) Right to be brought promptly before a magistrate;

2.2.4(d) Right to a fair trial.
2.2.5 Eighth Amendment:

2.2.5(2) Right to bail;

2.2.5(b) Freedom from cruel and unusual punishment.

2.2.6 While not specifically defined or mentioned in the Bill of Rights the
following have been defined by the court as rights:

2.2.6(a) Freedom from assault and bodily injury;
2.2.6(b) Freedom from malicious prosecution;
2.2.6(c) Freedom from false imprisonment;
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Protection of Civil Rights
Effective Date: 10/15/2014

2.2.6(d) Right to equal protection under the law. (Civil Rights
Acts).
2.2.7 Prisoner's rights:
2.2.7(a) Right to medical care while in confinement;
2.2.7(b) Right of access to the courts;
2.2.7(c) Right to be free from discrimination due to religion;
2.2.7(d) Right to be free from physical violence;
2.2.7(e) Freedom from involuntary servitude;
2.2.7(f) Right to privacy.

AV Attachments
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SPRINGFIELD POLICE DEPARTMENT

Standard Operating Guideline

Effective Date: Supersedes Policy Dated: Rescinds: SOG Number:
07/01/2015 05/31/2014
Accreditation Index: 1.2.9, 33.1.5, 33.5.1 (5™ Edition) 103.3
Part Title: Administration Chapter Title: Standards of Conduct

Chief of Police:

Bias Based Policing

I Policy !

All investigative detentions, traffic stops, arrests, searches, and seizures of property by
officers will be based upon a standard of reasonable suspicion or probable cause as
required by the Fourth Amendment of the U.S. Constitution and statutory authority.
Officers must be able to articulate specific facts, circumstances, and conclusions which
support probable cause or reasonable suspicion for an arrest, traffic stop, or investigative

detention.

In making routine or spontaneous law enforcement decisions officers may not use race,
ethnicity, gender, national origin, religion, sexual orientation, or gender identity to any
degree, except that officers may rely on the listed characteristics in a specific suspect
description.  In conducting all activities other than routine or spontaneous law
enforcement activities, officers may consider race, ethnicity, gender, national origin,
religion, sexual orientation, or gender identity only to the extent that there is trustworthy
information, relevant to the locality or time frame, that links persons possessing a
particular listed characteristic to an identified criminal incident, scheme, or organization.

Springfield Police Department employees shall evaluate their activities and those of
subordinates within their control for disparate or unequal treatment and shall

appropriately intervene to prevent recurrence.

1 Policy statement revised to include language from 2014 DOJ Guidance statement, per PCO 15-020.



SOG 103.3
Bias Based Policing
Effective Date: 07/01/2015

Definitions

Bias Based policing- any police initiated action including stops, detentions, enforcement,
arrest, or search or seizure of assets that relies on any characteristic other than the
behavior, conduct, unlawful act or omission of that individual or information that leads
the police to a particular individual.

Articulable suspicion- More than a mere hunch. Based upon a set of articulable facts
and circumstances that would warrant a person of average caution to believe that an
offense has been committed, is being committed, or is about to be committed by a
specific person.

Procedure

GENERALLY (Refer also to SOG 405.9, Stopping and Approaching Traffic Violators)

1.1 In the absence of a specific report; racial, ethnic, sexual preference,
socioeconomic, age, gender, cultural, or religious characteristics of an individual
shall not be a factor in the decision to stop, detain or arrest an
individual. (CALEA 1.2.9(a) - 5™ Edition)

1.2 In the absence of a specific report, such characteristics shall not be considered as
factors constituting reasonable or articulable suspicion that an offense has been
committed so as to justify the detention of an individual, or the investigative
stop of a motor vehicle. (CALEA 1.2.9(a) - 5™ Edition)

1.3 Officers may take into account the reported racial, ethnic, sexual preference,
socioeconomic, age, gender, cultural, and/or religious characteristics of an
individual based on credible information that links a person of those specific
characteristics to a particular criminal incident or to a specific series of crimes.

TRAFFIC /PEDESTRIAN STOPS
2.1 Reason for stop/Nature of violation

2.1.1 Traffic crashes are a leading cause of death, injury, and property
damage. Citizens in this community have consistently cited traffic
safety as a concern.

2.1.1(a) Active, visible traffic enforcement sends a strong
deterrent message that reduces the incidence of
aggressive driving and road rage and it suppresses
crime.

2.1.1(b) Wanted criminals, drug traffickers and persons who
have or may be about to commit a crime are often
apprehended following a stop for a traffic violation.

2.1.2 The U.S. Constitution guarantees “equal protection under the law”
and the Bill of Rights places particular emphasis on the protection of
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2.2

2.3

2.4

2.5

2.1.3

214
2.15

2.1.6

civil liberties. Those who commit infractions of traffic laws must
receive equal and fair treatment regardless of race, color, ethnicity or
other factors not directly linked to behavior. (CALEA 1.2.9(a) - 5"
Edition)

Officers may initiate stops strictly based on authorization provided in
SOG 101.4 Use of Discretion, SOG 405.2 Uniform Traffic
Enforcement Policies, and SOG 405.3 Traffic Enforcement
Procedures.

Officers shall release detained individuals as soon as practical.

Officers shall be able to clearly articulate the reason for any stop or
detention.

Officers shall not disengage from conducting traffic stops as
necessary to discharge their lawful duties of crash prevention and
criminal suppression.

Video Camera

221

If the patrol car is equipped with a video camera system, this
equipment shall be operated in accordance with established
procedures including:

2.2.1(a) Circumstance and method by which the camera is to be
activated and deactivated;

2.2.1(b) Time periods for retention of recordings;

2.2.1(c) Procedures for supervisory review of recordings.

The Decision to Warn, Summons, or Arrest

2.3.1

2.3.2

Searches

24.1

24.2

2.4.3

Officers shall decide to warn, summons, or arrest based upon the
severity of the offense and direction provided in SOG 101.4 Use of
Discretion, SOG 405.2 Uniform Traffic Enforcement Policies, and
SOG 405.3 Traffic Enforcement Procedures.

Officers shall never decide to issue a warning, issue a summons or
effect an arrest based upon any characteristic other than the behavior,
conduct, unlawful act or omission of that individual.

Officers shall conduct all searches in accordance with constitutional
standards.

Officers shall search incident to all arrests and conduct inventories in
all appropriate cases.
Officers shall initiate a search based only upon information relevant

to any fact pattern, condition, behavior, or conduct relevant to an
unlawful act or omission of the individual.

Reporting Traffic Stops
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251

Officers shall report all traffic stops, whether based upon an observed
violation, probable cause or reasonable suspicion, as required by law
and procedures utilizing the Vehicle Stop Racial Profiling Report
located in the RMS, which is consistent with Missouri State Attorney
General’s Instructions. The report should be completed after each
stop, but no later than the end of the work shift.

2.6 Supervisory Responsibility (CALEA 1.2.9(c) - 5™ Edition)

2.6.1

2.6.2

2.6.3

2.6.4

Supervisors shall familiarize themselves with this policy and take
appropriate action whenever it appears that it is being violated. They
shall pay particular attention to any indication of inappropriate or
illegal discriminatory treatment.

Supervisors shall ensure officers continue to enforce laws, avoid
disengagement and properly complete all traffic stop data records.

Supervisors shall ensure that all personnel in their command are
familiar with the content of this policy and are in compliance with it.

Complaints by drivers of racial profiling or other bias based policing
activity shall be processed in the same manner as provided in SOG
103.10, Disciplinary Investigation Process.

2.7 Traffic Stop Data Management and Reporting

2.7.1

2.7.2

2.7.3

2.74

2.75

The Research and Development Unit is charged with the
responsibility to compile, tabulate, analyze and report on Traffic Stop
data.

The Research and Development Unit shall regularly review data to
ensure accuracy, integrity, and reliability.

The Research and Development Unit shall prepare a quarterly
tabulation of all data required to be reported to the Office of the
Attorney General. This report shall be sent to the Chief and Bureau
Commanders.

The criteria for entry and tabulation of the data shall be the

Instructions for Reporting Traffic Stop Data to the Attorney General’s
Office.

The Research and Development Unit shall prepare and submit an
Annual Report on Traffic Stops (for the previous year) utilizing the
AG approved reporting format to the Office of Attorney General prior
to March 1 of each calendar year.

3 FIELD CONTACTS/DETENTIONS (CALEA 1.2.9(a) - 5™ Edition)

3.1 Field contacts and recording of information shall be conducted pursuant to the
provisions of SOG 401.1, Field Interviews.
3.2 Decision to contact or question
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3.21 The decision to detain a person pursuant to a traffic or criminal stop
shall be based upon clearly articulable reasonable suspicion.

4 ASSET SEIZURE AND FORFEITURE (CALEA 1.2.9(a) - 5™ Edition)

4.1 No officer shall initiate a Criminal Activity Forfeiture Act (CAFA) or any other
seizure of assets pursuant to any bias related police action.

4.2 Asset seizure efforts shall NOT be initiated based upon any characteristic other
than the behavior, conduct, and unlawful act or omission behavior of that
property owner and the legality of the seizure.

5 TRAINING CURRICULUM (CALEA 1.2.9(b) and CALEA 33.5.1 - 5™ Edition)

5.1 Beginning in 2013 the Training Section shall conduct triennial training of
personnel to include bias based profiling issues, legal aspects of bias based
profiling, traffic stops, and other related objectives as required by the Missouri
Peace Officers Standards and Training Commission.

6 CORRECTIVE MEASURES (CALEA 1.2.9(c) - 5 Edition)

6.1 The Springfield Police Department, utilizing sound statistical methodology and
a rational evaluation of local demographic conditions shall determine the
statistical population benchmark for identifying disparate performance on traffic
stops by officers and shall direct the Research and Development Unit to conduct
analysis against that benchmark.

6.2 In the event reported data suggests disparity in police actions, the Chief of
Police shall order an investigation to determine if evidence of biased policing
exists. The conduct and findings of the investigation shall be documented.

6.3 If bias based profiling occurs, corrective action may include supervisory
counseling, remedial training, or disciplinary action. (CALEA 33.15 - 5"
Edition)

6.4 If it is determined that disciplinary action is necessary, administrative
investigation and action shall be in accordance with SOG 103.10, Disciplinary
Investigation Process and SOG 103.8, Administration of Discipline.

7 ANNUAL ADMINISTRATIVE REVIEW (CALEA 1.2.9(d) - 5" Edition)

7.1 The Chief of Police shall meet with members of command staff and conduct a
documented annual review of police practices related to bias based profiling in
traffic stops and field contacts prior to April 1 of each year. 2

7.2 The review shall include the following information:

2 Section 7.1 revised, sentence reworded, per Policy Change Order 15-020.

3

Section 7.2 revised, punctuation between bulleted list items changed, per Policy Change Order 15-020.
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7.2.1

71.2.2

7.2.3

724
7.25

v Attachments

Data from the annual report on traffic stops prepared by the Research
and Development Unit;

A review of any citizen concerns as transmitted by the Police Civilian
Review Board, the Inspections and Internal Affairs Unit, the annual
Citizens’ Satisfaction survey instrument and/or the Community
Services Section;

Information on citizen concerns related to biased based issues, during
the previous calendar year, provided by the Community Services
Section;

A review of data related to field contacts; *

Asset forfeiture information, by race of suspect, for the previous
calendar year, as provided by the Special Investigations Section.

4 Section 7.2.4 added, subsequent section renumbered, per Policy Change Order 15-020.
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Part Title: Administration Chapter Title: Standards of Conduct

Chief of Police:

Resistance Response
Policy

This policy is to establish and regulate the decision to respond to resistance, to regulate
the manner in which responses are used, and to establish procedures for reporting the
response to resistance.

This order is for internal use only and is not intended to enlarge the employee's civil or
criminal liability in any way. This order shall not be construed as the creation of a higher
legal standard of safety or care, insofar as the employee’s legal duty is imposed by law or
discretion authorized by law.

Non-compliance with this order constitutes a violation of an employment duty only,
except in such case as any non-compliance may also be a violation of law. Therefore,
violations of this Standard Operating Guideline shall only form the basis of corrective
action within this Department.

Definitions

Control - The responses an officer uses to influence or neutralize the unlawful, physical
actions of a subject. Generally, there are four times an officer is justified in using
physical control methods. They are: to stop potentially dangerous and unlawful behavior;
to protect the officer or another from injury or death; to protect subjects from injuring
themselves; and in the process of effecting lawful arrest or detention when the subject
offers resistance.
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Deadly Force — Physical force which the actor uses with the purpose of causing or which
he knows to create a substantial risk of causing death or serious physical injury.
See RSMo. 563.011(1). (CALEA 1.3.2)*

Immediate Threat — A statement or other indication of intention to hurt or injure another
that is capable of being carried out without intervening lapse or interval. (CALEA 1.3.2)

Physical Injury — Any impairment of physical condition. (CALEA 1.3.2)

Reasonable Belief — The facts or circumstances the officer or other employee knows, or
should know, are such as to cause an ordinary and prudent person to act or think in a
similar way under similar circumstances. (CALEA 1.3.2)

Resistance — Behavior by the subject in an attempt to evade an officer's attempts of
control. (CALEA 1.3.2)

Serious Physical Injury — Physical injury that creates a substantial risk of death or that
causes serious disfigurement or protracted loss or impairment of the function of any part
of the body. See RSMo. 565.002(6). (CALEA 1.3.2)

Violent Felon — any person who has been identified as participating in the commission or
attempt of a murder, manslaughter, forcible rape, forcible sodomy, aggravated assault,
kidnapping, or armed robbery.

Procedure

RESISTANCE RESPONSE TRAINING

1.1 No Police Department employee shall be authorized to carry a firearm or other
lethal or less lethal weapon until they have (1) been issued a copy of SOG 103.5
— Resistance Response and a copy of SOG 304.5 — Training, Proficiency, and
Use of Weapons, and (2) have received instruction in both. Such issuance and
instruction shall be documented by the Training Unit. > (CALEA 1.3.13)

DEGREE OF CONTROL (CALEA 1.3.1)

2.1 Police employees are confronted frequently with varying levels of resistance
where, in order to protect the public safety, control must be exercised to effect
arrests, overcome physical resistance and neutralize assaults. Control may be
achieved through advice, warnings and persuasion, or by the use of physical
responses. There are varying degrees of control that may be justified depending
on the dynamics of a situation.

1
2

Edition reference removed from CALEA standard citations throughout the entire directive, per PCO 16-006.
Section 1.1 revised, punctuation changes, per Policy Change Order 16-006.
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3 EXCESSIVE FORCE (CALEA 1.3.1)
3.1 The use of excessive force, regardless of the provocation or action of the
offender, shall result in certain and severe corrective action and may result in
criminal prosecution.

4 JUSTIFICATION OF FORCE (CALEA 1.3.1)

4.1 Justification of the use of force in the judicial system is measured by two broad
standards. First, the officer's use of control methods was initiated by a subject's
resistance. Second, the level of physical response used by the officer was
reasonable and not excessive when considering the type of resistance offered by
the subject.

5 HANDCUFFS AND RESTRAINTS
5.1 The purpose of handcuffs, flexcuffs, the hobble or transport handcuffs is to
restrain the movements of a subject.

51.1 All subjects taken into custody should be handcuffed behind their
back. This is to ensure the safety of the officer or the citizens. The
exceptions to this are:

5.1.1(a) When the subject has an injury that does not permit
his/her arms to move behind the back;
5.1.1(b) When the subject’s age, physical condition, or physical
limitations may also indicate a change in this
procedure.
5.2 Once handcuffs are applied, they shall be double-locked as soon as practical.
5.3 The arresting and transporting officers shall check the handcuffs for proper

security and proper fit.
5.4 All subjects will be handcuffed prior to being searched.

55 Unless exceptional circumstances exist, officers should not handcuff a subject to
a fixed object such as a post, vehicle, building, etc.
5.6 A suspect should not be placed on his/her stomach after being handcuffed for

any prolonged period of time, especially if the suspect has been involved in a
strenuous physical activity as this can lead to positional asphyxia.

5.7 If an officer encounters resistance by a suspect under restraint, the officer should
utilize appropriate control techniques to prevent injuries to the officer or injuries
to others.

5.8 Use of the Hobble
5.8.1 Only hobbles approved by the Training Unit may be used by officers.

Home-made devices are specifically prohibited.
58.2 The hobble may be used as an additional restraint device on the feet
or legs of a suspect in cases where continued physical resistance (i.e.
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5.8.3

5.8.4

5.85

kicking, flight, etc) occurs after a suspect is handcuffed.

The hobble shall never be used to “hog tie” a suspect by securing the
feet behind them to the hands, arms or handcuffs.

Additional possible uses include, but are not limited to:

5.8.4(a) Linking several handcuffed suspects together through
the arms to prevent flight.
5.8.4(b) Temporary securing of animals.

All uses of the hobble shall be documented in a RMS report, to
include the reason the hobble was necessary and particularly
describing the method in which it was used.

6 LEVELS OF RESISTANCE

The officer's actions in response to resistance will be based upon his perception
of the level of resistance.

Psychological Intimidation

6.1

6.2

6.3

6.4

6.5

6.2.1

Non-verbal actions, often called body language, often influence an
officer's decision on how to approach a subject or what level of
response to use if a subject starts to resist an arrest. Non-verbal
intimidation actions may include clenching of fist, widening of foot
stance or a blank expression that may warn an officer of an
individual's emotional state. An officer who reads the non-verbal
signals and believes that physical control is necessary to prevent a
subject from injuring himself, others, or the officer may initiate action
before any overt moves are made by the subject.

Verbal Non-Compliance

6.3.1

Dialogue in the form of threats of physical injury may influence an
officer's opinion as to the amount of response needed to effect control.
An offender may boast of his fighting skill and his intention to injure
the officer. The officer's judgment to attempt either empty hand
control, impact weapons, or even firearms may be elevated, in part, by
resistive dialogue from the offender. An officer's decision of the level
of response necessary to control a subject will be based on his
perception of the threat and the subject's ability to carry out that
threat. An additional factor is the officer's knowledge of his own
physical ability to manage the threat presented.

Passive Resistance

6.4.1

Passive Resistance is the lowest level of physical resistance. The
subject resists control through passive, physical actions. At this level,
the offender never makes any attempt to defeat the physical contact of
the officer.

Defensive Resistance
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6.6

6.7

6.5.1 This level of resistance occurs when the offender attempts to push or

pull away in a manner that does not allow the officer to establish
control. However, the subject never attempts to strike the officer.

Active Aggression

6.6.1 Physical actions of assault by the offender (punching, kicking).
Deadly Force Assaults

6.7.1 Deadly Force Assaults occur when the subject is assaulting the officer

with a weapon, and/or uses techniques or objects that could result in
death or serious physical injury to the involved officer(s). At this
level, officers may not only face resistance to an arrest, but also overt,
physical actions against the officer.

LEVELS OF CONTROL (CALEA 1.3.4and 41.2.3(a))

The level of control used will be dependent upon the officer’s perception of resistance
and danger of that resistance, and whether that resistance is placing the officer or another
in jeopardy of serious injury or death. An officer’s perception of the danger of the level
of resistance will be based upon their past training, experience, and knowledge of
physical control techniques. Justification for the level of control must be limited to what
reasonably appears to be the facts known or perceived by an employee at the time they
decide to use such control. Facts unknown to an employee, no matter how compelling,
cannot later be considered in determining whether the use of force response was justified.

Level: | 1 ]| v \Y VI
Levels Psychological | Verbal Non- Passive Defensive Active Deadly
of JS . . . : Force
. Intimidation Compliance Resistance Resistance Aggression
Resistance: Assaults
Levels Soft Empty Hard Empty .
of Officer Presence \_/erbfal Hand Hand Intermediate Deadly
Direction . . Weapons Force
Control: Techniques Techniques
Kick
Advice Physical Stun Impact Firearm
Examples of Badge Warning Control Holds Strike Weapons Vehicle
Control: Uniform Persuasion Pain LVNR Less Lethal | Ramming
Compliance OC Spray K9 Roadblock
TASER
7.1 Level I - Officer Presence
7.1.1 Identification of authority (badge, uniform, etc.). The mere presence
of an officer will be sufficient to persuade most individuals to follow
an officer's direction.
7.2 Level Il - Verbal Direction
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7.3

7.4

7.2.1 The majority of situations can be resolved by good communication
skills or Verbal Direction. Successful communication techniques can
prevent many physical confrontations from escalating to higher levels.

Level 11l - Soft Empty Hand Control

7.3.1 Soft Empty Hand Control techniques have minimal or nonexistent
possibility of injury. Generally, these techniques are used to control
passive and defensive resistance. Soft Empty Hand Control is
authorized for any level of resistance.

7.3.1(a) Soft Empty Hand Control Techniques include
techniques such as pressure points, transport wristlocks
and straight arm bars.

Level IV - Hard Empty Hand Control

7.4.1 This level of control is authorized for high levels of resistive dialogue,
defensive resistance, active aggression, or deadly force assaults. All
Level IV Techniques will require that a RCF be completed.

7.4.3 Lateral Vascular Neck Restraint (LVNR)

7.4.3(a) The Lateral Vascular Neck Restraint is a method of
controlling the movement and active resistance of a
subject by safely restraining the neck and applying
lateral pressure to the sides of the neck while
protecting the structures of the front of the throat.

7.4.3(b) In cases where a subject fails to comply and continues
to resist the application of the LVNR, the subject may
be rendered unconscious as a byproduct of that

resistance.
7.3.4(b.1) In the event of unconsciousness, the
subject shall be transported to a medical
facility.
74.4 OC Spray shall be considered a Level 1V response. (CALEA 1.3.4)
7.4.4(a) All uniformed officers shall carry department-issued

6 of 13



SOG 103.5

Resistance Response
Effective Date: 03/29/2016

745

7.4.4(b)

7.4.4(c)

7.4.4(d)

7.4.4()

7.4.4(f)

7.4.4(Q)

OC Spray while on duty except where otherwise
specified in SOG 304.6 — Police Uniforms and
Appearance Regulations.

All non-uniformed officers, and Traffic Service
Officers may carry department issued OC Spray at
their discretion.

7.4.4(b.1) Traffic Service Officers shall only use
OC Spray for self protection.

All personnel who carry OC Spray must complete
training as required by the Training Unit.

At no time shall an officer unnecessarily brandish or
use OC Spray as an intimidation device unless the
officer is attempting to prevent further escalation of
response. *

Any time OC Spray is used for controlling an offender;
the application of the OC Spray will end when the
offender discontinues resistance or aggression.

Following the use of OC Spray for the purpose of
subject control, the officer will ensure that the subject
receives adequate decontamination as soon as
practical. The officer should supply immediate medical
attention if requested by the suspect.

When an officer books a subject who has been exposed
to OC Spray, the officer will advise the Detention
personnel in order to prevent any unnecessary
contamination of other jail occupants or Detention
personnel.

TASER (CALEA 1.3.4)

7.4.5()

7.4.5(b)

7.4.5(c)

The primary goal of the TASER is to create
neuromuscular incapacitation.

For the safety of the officer and the public, officers
shall not deploy the TASER in any environment
containing flammable hazards such as gasoline, natural
gas, meth labs, explosives, etc.

In circumstances that include an increased injury risk
deployment, (i.e. A subject on an elevated platform or
running on a concrete surface) officers shall evaluate
the need to overcome resistance or terminate a
subject’s flight and balance that need against the

3 Section 7.4.4(a) revised, hyphens added, per Policy Change Order 16-006.
4 Section 7.4.4(d) revised, minor punctuation and wording change, per Policy Change Order 16-006.
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increased risk before deployment.

7.4.5(d) Handcuffing under power may minimize the need for
multiple cycles if it is tactically safe to do so.
7.4.5(e) TASER probes are generally removed by officers in
the field.
7.4.5(e.1) Probe removal will be done according
to current training protocols.
7.4.5(e.2) Probes in sensitive target areas (eyes,
throat, genitals, female breast) will be
removed by medical personnel (EMS).
7.4.5(e.3) Photographs will be taken of impact
sites.
7.4.5(e.4) The officer will collect the air cartridge,
the wire leads, and the probes. The
probes will be packaged by placing
them into the expended cartridge with
the pointed ends of the probes facing
down. Tape will be placed around the
cartridge holes to secure the probes in
the cartridge. The secured probes and
cartridge, as well as the wire leads, will
be placed into a manila envelope and
labeled with a biohazard sticker. They
will be logged into the property room
for safekeeping (not evidence) and
retained for a 6 month period, unless
notification of civil action is made or
requested by an investigator.
7.5 Level V - Intermediate Weapons
7.5.1 Hard Intermediate Weapons (CALEA 1.3.4)
7.5.1(a) Intermediate weapons can provide a means by which
an officer can defend himself or another from injury
when an officer is facing resistance in the form of
active aggression or deadly force assaults.
7.5.1(b) Only departmentally issued or approved batons shall
be used.
7.5.1(c) No officer shall carry an impact weapon unless he has
successfully completed the annual certified training.
7.5.1(d) When carried by uniform employees, the baton shall be

secured in a manner consistent with established
standards.
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7.5.1(e) At no time shall an officer brandish or use the impact
weapon as an intimidation device, unless the officer is
attempting to prevent further escalation of response. °

7.5.1(F) Other types of striking devices are prohibited, except
as authorized in Section 8.

752  Tear Gas ° (CALEA 1.3.4 and 71.2.4)

7.5.2(a) Commanders have the responsibility of determining
the need for the use of tear gas and the authority to
direct its deployment.

7.5.2(b) Prior to the deployment of tear gas, due regard shall be
exercised for the safety of innocent citizens, police
officers, and the subject. Proper scene cordon and
evacuation techniques shall be utilized. Only the
reasonable amount of tear gas under the circumstances
shall be deployed and consideration of fire hazard and
injuries shall be undertaken with fire department and
appropriate  medical personnel on scene prior to
deployment of pyrotechnic forms of chemical
munitions whenever possible.

7.5.2(c) Actual deployment shall be by a member trained in the
use and deployment of tear gas.

7.5.3 Less Lethal Extended Range Impact Devices (See SOG 304.5 —
Training, Proficiency, and Use of Weapons) ’ (CALEA 1.3.4)

7.6 Level VI - Lethal Force Responses (CALEA 41.2.3(a))

7.6.1 An employee may use lethal force responses only when he reasonably
believes that the action is in the defense of human life, including the

5 Section 7.5.1(e) revised, minor wording change, per Policy Change Order 16-006.
6 Section 7.5.2 revised, underline removed from heading, per Policy Change Order 16-006.
7  Section 7.5.3 revised, hyphen added to SOG title, per Policy Change order 16-006.
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officer's own life, or in the defense of any person in immediate danger
of serious physical injury or death. (CALEA 1.3.2)
7.6.2 Fleeing Felon (CALEA 70.1.7(c))
7.6.2(a) An officer may use lethal force responses to prevent
the escape of a violent fleeing felon (see definitions)

only if that suspect poses a clear and immediate threat
to public safety if not apprehended without delay.

7.6.2(b) Officers shall issue a clear and loud verbal warning
prior to firing, if practical.
7.6.2(c) Some examples may include:

7.6.2(c.1) A serial murderer or rapist;

7.6.2(c.2) A suspect who has used a deadly
weapon to effect escape.

7.6.3 No distinction shall be made relative to the age of the intended target
of lethal force response.

7.6.4 Officers shall only draw or display a weapon when it is reasonable to
believe it may be needed to protect themselves or others by the use of
deadly force response. Officers should be prepared to articulate this
reasonable belief when needed.

8 OTHER THAN AUTHORIZED WEAPONS (CALEA 1.3.4 and 41.2.3(a))

8.1

Responses may consist of the use of items, articles, instruments or equipment
other than firearms which are designed, intended and routinely utilized for other
legitimate police purposes, such as vehicles, flashlights, etc. Deliberate use of
any such item, article, instrument or equipment for any purpose other than that
for which it was designed and intended is discouraged; however, if used in
exigent circumstances, it must conform to parameters defined in the resistance
control continuum.

9 DESTRUCTION OF ANIMALS

9.1

9.2

9.3

Officers may use weapons to destroy severely injured non-domesticated animals
or to defend themselves against vicious, rabid or otherwise dangerous animals.
Such destruction requires that it can be accomplished safely with regard to other
persons and property. Head shots should be avoided if the possibility of rabies
tests exists.

Officers will not destroy domesticated animals unless the animal is vicious,
injured to the point of being dangerous, or livestock causing a hazardous
condition for persons. The decision and responsibility to destroy injured
domestic animals (pets) is solely the responsibility of the owner.

Officers will complete an incident report, using the call type “Animal Call” to
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document the use of their weapon and the safety precautions exercised while
discharging their firearms.

10 RESISTANCE RESPONSE REPORTING AND ADMINISTRATIVE REVIEW

10.1 A Resistance Control Form (RCF) (SPD Form # 94-OP-0002) will be used to
assist in identifying training and equipment needs. The form will also provide
for the immediate documentation of the response used so that, should a
complaint be filed, the pertinent facts would be readily available.

10.2 The Resistance Control Form shall be completed if: °
10.2.1  Level IV response or greater is applied; (CALEA 1.3.6(c), 1.3.6(d),

and 41.2.3(e))

-
|

10.2.3  Evident injury or claim of injury is made by recipient; (CALEA
1.3.6(b))
10.2.3(a) In the event it is unknown which officer(s) caused the

injury, all officers laying hands on must complete an
RCF.

10.2.4  Medical treatment is required by hospital or EMT; (CALEA 1.3.6(b))

10.2.4(a) In the event it is unknown which officer(s) caused the
injury, all officers laying hands on must complete an
RCF.

10.2.5  Any discharge of a firearm during on-duty or off-duty status; except
for marksmanship training, firearms training, ballistic tests, sporting
events, and the humane destruction of sick or injured animals.
(CALEA 1.3.6(a))

10.2.6 At the direction of a supervisor or commander.

10.3 The Resistance Control Form will be completed as soon as possible by the
officer who applied the response. The RCF will always be completed prior to
the end of the shift. Use of Level IV response requires the employee to notify
his supervisor as soon as practical, prior to the end of shift. Use of Level V or
Level VI response requires the employee to immediately notify his supervisor. *°
10.3.1  Off-duty officers involved in resistance response situations are subject

to the same reporting procedures as on-duty officers. Any time a RCF
is required, off-duty employees shall notify an on-duty police
supervisor as soon as practical.

10.3.2  All resistance responses that result in physical injury (requiring

8 Section 10.1 revised, minor punctuation changes, per Policy Change Order 16-006.

9

Section 10.2 revised, minor punctuation and wording correction, per Policy Change Order 16-006.

10 Section 10.3 revised, minor punctuation correction, per Policy Change Order 16-006.
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medical attention) require the employee to immediately notify an on-
duty supervisor. The supervisor will ensure that photographs of the
obvious and/or apparent injuries are taken.

10.4 Administrative Review Procedure (CALEA 1.3.7)

10.4.1

10.4.2

10.4.3

10.4.4

10.4.5

The immediate supervisor will receive the RCF, review it for
completeness and ensure that all supporting documentation is
included (video, photographs etc.).

10.4.1(a) When an RCF is completed based on Taser use; the
officer’s supervisor will use the computer designated
for Taser download in the report writing room at either
Headquarters or the South District Station to print out
the Taser download data from the date of the Taser
use. This printout shall be attached to the RCF.

The supervisor will then forward the RCF and all supporting
documentation to their Section Lieutenant for review. After the
Section Lieutenant completes their review, they will forward the RCF
packet to the Inspections and Internal Affairs Unit.

The NAU staff will file the form and log the RCF into the
Administrative Investigations Management System (AIM). [1AU will
then track the RCF through AIM to the officer’s immediate
supervisor.

The immediate supervisor will review the RCF and make a
determination if the response used was in compliance with department
training and the Resistance Response policy. If the supervisor finds
that the officer was not in compliance a recommendation for
disciplinary action will be included. The RCF will then be forwarded
through the chain of command for supervisory review.

10.4.4(a) Members of the chain of command receiving the form
will assess completeness, compliance with policy, and
compliance with training and recommend disciplinary
action if necessary. The RCF will be forwarded to the
Bureau Commander.

10.4.4(b) The Bureau Commander will determine if the response
was within policy, and consistent with training. If there
are disciplinary issues pertinent to the response used
the Bureau Commander will recommend disciplinary
action or cause an administrative complaint to be
initiated with the Inspections and Internal Affairs
Supervisor. After review of the RCF the Bureau
Commander will forward it back to 11AU.

AU will then compile all related Resistance Control Forms and
forward one complete packet to the Chief of Police for review.
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11

v

10.4.5(a) After review and completion, the Chief of Police will
make a final determination regarding the level of
resistance used and any associated discipline.

10.5 Annual Resistance Response Data Analysis (CALEA 1.3.13)

10.5.1

10.5.2

IHAU will forward RCF data to Research and Development to conduct
an annual analysis of the Resistance Control Forms and present the
analysis to the Chief of Police by May of each year. *

The Support Operations Section Commander will conduct an analysis
of the department’s resistance response policies and practices which
will be included within the final Research and Development Annual
Resistance and Control Report.

MEDICAL AID (CALEA 1.3.5)

111 The officer will ensure that the subject is transported to a medical facility for
medical attention if the subject is struck by a less lethal round, unconsciousness
occurs, there are obvious signs of serious injury, or the subject requests medical

attention.
11.1.1

11.1.2

11.1.3

Attachments

Minor abrasions or bruises that can be treated with simple first aid do
not require transportation to a medical facility unless requested by the
subject.

A Watch Commander shall be notified as soon as possible whenever
injuries have been inflicted by a department employee sufficient to
cause the injured party to require medical attention (at a medical
facility). In the absence of a Watch Commander, the appropriate
Bureau Commander or ranking officer shall be notified.

11.1.2(a) An officer will be assigned to transport, or follow EMS
to the hospital.

11.1.2(b) The Watch Commander shall determine whether or not
the subject can be released from custody (with a
summons or pending formal charges) at the hospital
prior to a full evaluation by the Emergency Room
physician.

If the response is such that the affected individual is admitted to a

hospital, the Watch Commander shall immediately notify AU

personnel.

11

Section 10.5.1 revised, minor punctuation correction, per Policy Change Order 16-006.
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I Policy

Department Awards Program

The policy of this department is to be aggressive in determining if a given act or
consistent outstanding service warrants recognition and, if so, to appropriately recognize
that act or achievement.

11 Definitions

11 Procedure

1 SPRINGFIELD POLICE DEPARTMENT LEADERSHIP COUNCIL

1.1 The Springfield Police Department Leadership Council will be responsible for
receiving, reviewing and conferring all department awards mentioned in this

policy.
111
112
1.1.3

114

A quorum of seven members shall be necessary to transact business.

All eleven members will vote on any award decision with eight votes
required to approve an award. Voting may be by email or phone.

The Leadership Council may add, delete, change or deny any
award(s) request presented after careful review and deliberation.

If there are any changes to the original award request, the Leadership
Council will provide written feedback to the sponsoring employee.

2 ELIGIBILITY FOR AWARDS
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Department Awards Program
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2.1 Any department member is eligible to receive the eight employee awards listed
in this policy.

2.2 Any private citizen is eligible to receive the three citizen awards listed in this
policy.

2.3 Employees and private citizens are eligible to receive the Chief’s Challenge
Coin.

3 APPLICATION AND PROCESSING OF AWARD RECOMMENDATIONS

3.1 Each candidacy shall be initiated by a sponsor who can be a department member
or private citizen.

3.11

3.1.2

3.1.3

3.14

3.15

Every candidacy in any award category shall be initiated by the
sponsor through completion of the Awards Candidate Review Form,
SPD Form # 98-AD-0295, with the exception of the Chief’s
Challenge Coin.

3.1.1() The Awards Candidate Review Form can be located on
the Springfield Police Department website.

3.1.1(b) The sponsor shall complete as fully as possible all of
Part I.

Although any person may sponsor any other person for candidacy for
a specified award, the immediate supervisor of an employee has the
primary responsibility to assume sponsorship of an outstanding
performance, if they have personal knowledge.

If the candidate is an employee of the Police Department, the Awards
Candidate Review Form will be forwarded through the chain of
command to the appropriate Bureau Commander and then to the
Leadership Council.

If the candidate is not an employee of the Police Department but the
sponsor is an employee, the Awards Candidate Review Form, will be
forwarded by the sponsoring employee through the chain of command
and then to the Leadership Council.

3.1.4(a) The sponsoring employee’s immediate supervisor will
be responsible for conducting any background
investigation necessary for proper review.

If the candidate is not an employee of the Police Department and the
sponsor is also a private citizen, the Awards Candidate Review Form
will be sent directly to the Leadership Council. The Leadership
Council will review the form and, if accepted, assign an employee to
conduct any background investigation necessary for proper review.

3.2 Supervisory Review and Recommendation
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4

3.2.1 The immediate supervisor of the employee-candidate shall conduct an
investigation, interview witnesses, and attach all related
documentation to the Awards Candidate Form.

3.2.2 The immediate supervisor of the employee-candidate will complete
Part Il of the Awards Candidate Review Form and make a
recommendation, in a written narrative, to the Leadership Council
through the chain of command.

3.3 Leadership Council Review

3.3.1 Review of pending cases will take priority during the course of
regular business meetings.

3.3.2 A decision shall be made by the Leadership Council based upon their
review.

3.3.2(a) The Leadership Council may elect to interview any
concerned parties or seek further documentation prior
to making a decision.

3.3.3 The Council secretary will complete Part 1V of the Awards Candidate
Review Form based on the decision voted on by the Leadership
Council. *

3.3.3(a) The Leadership Council will provide a written
explanation of its decision to the Chief of Police.

3.4 Chief's Review

34.1 The Chief of Police shall review the case file on all candidates
nominated for an award and may request additional information or
clarification from the Leadership Council.

CRITERIA FOR AWARDS
4.1 Medal of Valor

4.1.1 The Medal of Valor shall be awarded to department personnel who
distinguish themselves by performing courageous acts of bravery or
heroism above and beyond the call of duty in the protection of life or
furtherance of justice, and in doing so place their own safety in
imminent danger.

4.1.1(a) The Medal of Valor recipient shall receive a gold
award for suffering serious physical injury or death
while performing in the described manner.

4.1.1(b) The Medal of Valor recipient shall receive a silver
award for those incidents in which they suffer minor
injury or no injury at all while performing in the
described manner.

1

Section 3.3.3 revised procedures, per Policy Change Order 14-018, Effective Date 05/31/2014.

3of 7



SOG 103.6

Department Awards Program
Effective Date: 05/31/2014

4.2

4.3

4.4

4.5

4.6

4.1.1(c) If nominated personnel failed to demonstrate sound
judgment, and in doing so created the necessity for
their actions, they will not be eligible for the award.

Meritorious Service Award

4.2.1 The Meritorious Service award shall be presented in recognition of
acts by department personnel who, in the protection of life or
furtherance of justice, exhibit conduct which is exceptional.

4.2.1(a) If nominated personnel failed to demonstrate sound
judgment, and in doing so created the necessity for
their actions, they will not be eligible for the award.

Certificate of Commendation/Command Commendation

43.1 The Certificate of Commendation/Command Commendation shall be
presented to department personnel who distinguish themselves by a
single act or series of actions that impact the community in a positive
manner, or significantly improve the ability of this department to
fulfill its mission.

4.3.1(a) Actions must be creditable, show intelligent and
determined effort beyond reasonably expected job
performance and must produce documentable results.

Lifetime Achievement Award

44.1 The Lifetime Achievement Award is presented in recognition of a
career of distinguished service to the Springfield Police Department
and the community. The award is given to department personnel with
not less than twenty (20) years of service and is intended to recognize
a career of excellence above the normal duties that are expected of
department personnel.
4.4.1(a) The Lifetime Achievement Award recognizes
excellence, dedication and initiative displayed by
department personnel that demonstrates as much
commitment and enthusiasm for the job in their final
years as they did in their first.

4.4.1(b) The recipient of the Lifetime Achievement Award
should be a role model greatly respected by other
department personnel and a credit to the agency.

Chief’s Challenge Coin

45.1 The Chief’s Challenge Coin shall be presented by the Chief of Police
to anyone inside or outside the department they deem worthy of the
coin.

Life Saving Award

4.6.1 The Life Saving Award may be issued to department personnel who
personally save a life. The life saving effort will normally involve
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4.7

4.8

4.9

4.10

one of the learned life supporting processes. Actions meriting this
award shall be significant actions by department personnel and not
routine measures, unless such efforts are performed under difficult or
dangerous conditions.

4.6.1(a) The award will be granted only if the victim survives.
The request for this award shall be accompanied by a
document from a qualified witness or an attending
physician stating that the methods applied significantly
contributed to the saving of a life.

4.6.1(b) The Life Saving Award does not preclude any other
appropriate award that may be given for the same
incident.
Police Cross
4.7.1 The Police Cross is awarded when department personnel lose their
lives in the performance of their duty under honorable circumstances.
4.7.1(a) The Police Cross award does not preclude any other
appropriate awards that may be given for the same
incident.

Community Service Award

4.8.1 The Community Service Award is awarded to department personnel
who, by virtue of sacrifice and expense of his or her own time, fosters
or contributes to a valuable and successful program in the area of
community affairs, or who acts to substantially improve
police/community relations through contribution of time and effort
whether they be involved in an official police capacity or on their
own personal time.

Purple Heart Award

4.9.1 The Purple Heart is awarded to department personnel who are
seriously injured in the line of duty. The Purple Heart will only be
awarded once during an individual’s career.

4.9.1(a) Any subsequent actions deemed worthy of a Purple
Heart will be documented with an oak leaf cluster
attached to the original award.

4.9.1(b) Only one Purple Heart will be awarded per individual
for any one incident regardless of multiple injuries.

4.9.2 The Purple Heart may be awarded in conjunction with other awards
for the same incident.

4.9.3 The recipient must have used sound judgment. The injury must not
have been due to poor decision making on the part of the recipient.

Citizen Service Medal
4.10.1  The Citizen Service Medal shall be presented to any citizen who

5 o0of 7



SOG 103.6

Department Awards Program
Effective Date: 05/31/2014

411

4.12

5
5.1
5.2
6
6.1
6.2
6.3

displayed an act of bravery and/or courage while providing assistance
to the Springfield Police Department.

4.10.2  The act must have been necessary to the furtherance of justice or
protection of life and related to the overall law enforcement objectives
of this department.

4.10.3  Sound judgment must have been demonstrated throughout the
incident.

Citizen Service Commendation

4.11.1  The Citizen Service Commendation shall be presented to any citizen

who, through a single act, provided assistance to the Springfield
Police Department.

411.2 The act must have been related to the overall law enforcement
objectives of this department.

4113 Sound judgment must have been demonstrated throughout the
incident.

Citizen Service Citation

4.12.1  The Citizen Service Citation shall be presented to citizens who
distinguish themselves in the community by their commitment to law

enforcement and have demonstrated this commitment through active
involvement in law enforcement related activities.

PRESENTATION AND METHOD OF RECOGNITION

The Chief of Police will determine, on a case by case basis, the method and
scope of award presentations

Every award conferred will include a written narrative of the incident which led
to the award.

AUTHORIZED DISPLAY OF AWARDS

Neck Ribbon and/or medals may be worn only with the dress uniform at formal
ceremonies.

Bars shall be worn centered above the name tag.
More than one medal and/or bar may be worn at a given time.

6.3.1 An officer will wear their bar in rows of two, centered above their
name tag. The award with highest rank will always be worn closest to
the officer’s heart. If there are an odd number of bars, the highest
ranking bar will be worn centered above the row of two bars. The
darker portion of the bar shall be towards the heart.

6.3.1(a) Ranking of awards are as follows with the highest
listed first:
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Medal of Valor-Gold
Medal of Valor-Silver
Meritorious Service
Purple Heart

Life Saving

Life Time Achievement

6.3.2 Subsequent presentations for each type of award shall be indicated by
a star for the Medal of Valor or bronze oak leaf clusters for all other
awards attached to the original bar.

6.4 Non-Sworn members of this department may wear commendation bars in an
appropriate manner, taking into consideration the type of clothing being worn.

v Attachments
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Chief of Police:

Administration of Discipline

Policy

It is the policy of the Springfield Police Department to utilize the disciplinary process to
correct and improve employee conduct and performance in a fair, equitable, and just manner.
Consistent with the concept of progressive discipline, the Department uses the least punitive
corrective action necessary to promote compliance with department policy, City Merit Rules,
and the law.

I Definitions
1 Procedure

1 RESPONSIBILITY FOR DEPARTMENT DISCIPLINE

1.1 Each member of the Springfield Police Department is charged with the
responsibility to conduct themselves in accordance with the law, Merit Rules, and
department policy, rules and regulations.

1.2 Each member of the Police Department is charged with the responsibility to report
violations of policy to a department supervisor.
1.3 Supervisory and Command Ranks

13.1 Supervisors and commanders are fully empowered and are EXPECTED
to intervene and act on problems of sub-standard performance and minor
misconduct without requiring formalized investigative processing.

132 Pursuant to that responsibility, members of command and supervisory
ranks have the following authority:
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1.3.2(a)

1.3.2(b)
1.3.2(c)
1.3.2(d)

1.4 Chief of Police

To issue verbal and written reprimands, verbal and
written commendations to employees under their
supervision;

To order an employee to leave the job site under
provisions listed in Section 2 of this directive;

To issue letters of appreciation to employees under their
command,

To make recommendations involving disciplinary cases
and any aspect of the disciplinary process.

1.4.1 The Chief of Police has the authority to take any form of corrective
action as presented in Section 2 of this directive.

2 RANGES OF POSITIVE/CORRECTIVE DISCIPLINARY ACTION

21 Positive Action

2.1.1 Supervisory Praise, Recognition
2.1.2 Departmental Awards (Refer to SOG 103.6 — Department Awards

Program)

2.1.2(a)
2.1.2(b)
2.1.2(c)
2.1.2(d)
2.1.2()
2.1.2(f)
2.1.2(g)
2.1.2(h)
2.1.2(i)

Medial of Valor

Meritorious Service Award

Certificate of Commendation/Command Commendation
Lifetime Achievement Award

Life Saving Award

Police Cross

Community Service Award

Purple Heart Award

Chief’s Challenge Coin

2.1.3 Supervisory Guidance/Oral Counseling (CALEA 26.1.4(b)) *

2.1.3(a)

Informal supervisory counseling conducted to provide
assistance.

2.1.3(a.1) Such guidance allows the supervisor to
bring to the attention of the employee the
need to improve performance, work
habits, attitude or other behaviors and to
serve as a warning against future
repetition of unsatisfactory conduct.

1 5™ Edition removed from all CALEA standard references throughout the entire policy, per PCO 16-025.
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2.2

214

Corrective Training (CALEA 26.1.4(a) and 33.1.5)

2.1.4(a)

2.1.4(b)

2.1.4(c)

2.1.4(d)

Training may be employed by itself in a proactive
manner or it may be employed in conjunction with other
components of the disciplinary system. The purpose is to
strengthen the employee's performance in a positive
manner.

Employees are required to diligently maintain an
acceptable level of competence in performance of their
duties and to comply with department in-service training
standards and minimal continuing education standards as
required by the Department of Public Safety, State of
Missouri.

Acts of employees which are because they misunderstood
procedures or were never aware of them indicate the need
for corrective training.

Supervisors are expected to identify performance
deficiencies and insufficient knowledge during the job
performance evaluation process, when appropriate,
supervisors should take the necessary steps to secure
such remedial training for the employee.

Punitive Disciplinary Actions (CALEA 26.1.4(c))
Documented Oral Counseling

221

2.2.2

2.2.3

224

2.2.5

2.2.1(a)

More formal counseling session. Identifies problem,
clearly defines expectations, and includes formalized
memo to Department Personnel File. Minor disciplinary
action.

Letter of Reprimand

2.2.2(a)

Suspension
2.2.3(a)

Demotion
2.2.4(a)

Issued by any supervisor, the letter defines violation or
policy clearly, sets out clear expectations for
improvement, warns of the likelihood of more severe
action in future. Moderate disciplinary action.

Suspension of pay (and benefits) for a defined period.
Considered a severe disciplinary action.

Reductions in rank, pay, and grade permanently. Severe
disciplinary action.

Dismissal/Termination
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2.3

2.2.5(a) Permanent loss of position. Most severe disciplinary
action.

Immediate Summary Action

231

2.3.2

2.3.3

2.34

2.35

2.3.6

2.3.7

Immediate Summary Action provides for immediate intervention by
supervisors or commanders to act on violations of standards of conduct
or appearance. These actions do not require a complaint control number
and subsequent Inspections and Internal Affairs investigation although in
serious cases such documentation may be appropriate.

Immediate Summary Action may be implemented by supervisors or
commanders outside the affected employee’s chain of command.

Immediate Summary Action includes documenting employee counseling,
issuing oral or written reprimands, and/or immediate suspensions.

2.3.3(a) When suspension is necessary, it shall be for the
remainder of the employee's workshift and may continue
through the subsequent workshift.

Proper discretion and good judgement should be exercised in the
application of Immediate Summary Action.

Upon taking this action, the enforcing supervisor or commander shall
notify: the supervisor of the affected employee and his/her own
supervisor. The enforcing supervisor shall immediately follow-up with
a written report of the incident.

Application of Immediate Summary Action does not prevent application
of additional or more severe disciplinary action.

A list of violations that could result in application of Immediate
Summary Action include but are not limited to:

2.3.7(a) Tardiness or misuse of duty time;

2.3.7(b) Failure to be clean and neat in appearance;

2.3.7(c) Out of uniform;

2.3.7(d) Failure to maintain equipment;

2.3.7(e) Failure to report back to service upon completion of
assignment;

2.3.7(F) Taking excessive time for lunch/breaks;

2.3.7(9) Failure to give full attention to duty

2.3.7(g.1) Lounging on post;
2.3.7(g.2) Unnecessary visiting;

2.3.7(h) Failure to perform assigned tasks;
2.3.7(i) Misuse of equipment or supplies;
2.3.7()) Failure to report for duty when scheduled;
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2.3.7(k) Reporting unfit for duty;
2.3.7(1) Failure to provide prompt, courteous and correct service;
2.3.7(m) Failure to comply with a direct order from a supervisor;

ACTION BY THE CHIEF OF POLICE

If the Chief of Police determines an allegation to be sustained, he/she will
determine the appropriate corrective or disciplinary action.

If the corrective or disciplinary action involves Supervisory
Guidance/Oral Counseling, Corrective Training, Documented Oral
Counseling, or a Letter of Reprimand, the case will be remanded to the
Bureau Commander to administer that action.

If the corrective action potentially involves Suspension, Demotion, or
Dismissal/Termination, a pre-disciplinary hearing will be held. The
hearing will be conducted by the Chief of Police or designee.

3.1.2(a) Procedure for the Pre-Disciplinary Hearing:

3.1

3.11

3.1.2

3.1.2(a.1)

3.1.2(a.2)

3.1.2(a.3)

3.1.2(a.4)

3.1.2(a.5)

3.1.2(a.6)

3.1.2(a.7)

5 o0of 7

The Pre-Disciplinary Hearing will include
the chain of command of the involved
employee.

The employee is allowed to have an
observer of their choice present as well.

During the hearing, the employee may
present information that might mitigate or
assist in determining the appropriate level
of discipline.

The employee may also present
information in writing by delivering it to
the Chief of Police or designee on or
before the hearing date.

The hearing will be audio recorded and a
transcript will be prepared from that
recording.

After hearing the information provided
by the employee, each member of the
chain of command will make
their recommendations for disciplinary
action.

The recording and transcript will then be
forwarded to the Chief of Police, who
will make the final decision.
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3.2

In deciding the disciplinary action appropriate to the case, the chain of command

shall consider:

3.2.1 The nature and severity of the misconduct and its negative impact upon
the department;

3.2.2 The accused officer's personnel record;
3.2.3 Recommendations from the chain of command;
3.24 Past disciplinary actions taken for similar violations.
4 PROCEDURES FOR SERIOUS DISCIPLINARY ACTION: SUSPENSION, DEMOTION,

DISMISSAL

4.1 All serious disciplinary action such as demotion, reduction in compensation,
suspension, or termination shall be documented in written form with a copy to the
accused employee and another to the Director of Human Resources.

4.2 The Chief of Police may dismiss any employee from service, or from any position
within the service after appropriate notification and citing violation of applicable
rules and regulations.

4.3 If the disciplinary action involves dismissal of a non-probationary employee, a
termination notification letter will be presented to the involved employee in person
by the Chief of Police or his/her designee. A copy will be placed in the department
personnel file located in the Office of the Chief of Police and another copy sent to
the Director of Human Resources. The termination letter shall include the
following information: *

43.1 The employee’s job title;

4.3.2 A statement citing the reason for dismissal, the specific behavior, and
violation of Merit Rules or department policy;

4.3.3 The effective date of dismissal;

4.3.4 A statement of the status of fringe and retirement benefits after
dismissal;

4.3.5 A statement of the content of the employee record relating to the
dismissal,

4.3.6 Date of the first disciplinary notice;

4.3.7 Declared opportunity for and/or date of the first disciplinary hearing;

4.3.8 Declaration of the employee's attendance or non-attendance at such
meeting;

4.3.9 Declaration of hearing the employee's evidence;

4.4 Appeals Process for Dismissals, Demotions, Suspension or Reduction in
Compensation (CALEA 26.1.6)

2 Section previously numbered 4.3 deleted, subsequent sections reorganized and renumbered, per PCO 16-025.
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Disciplinary appeals for employees who are members of the Springfield
Police Officers Association Bargaining Unit will be governed by Article
17 of the Collective Bargaining Agreement. The Collective Bargaining
Agreement is available on the CityShare webpage. *

Appeals involving all other employees will be in accordance with Merit
Rule 13.4. Employees may seek redress through the grievance procedure
as defined in Merit Rule 13.5 or appeal directly to the Personnel Board
in accordance with Merit Rule 13.4(c). *

441
442
4.4.2(a)
4.4.2(b)
4.4.2(c)
v Attachments
3

Any request for hearing by the Personnel Board must be
filed in writing within five (5) working days after
decision by the City Manager.

Any person dismissed in accordance with Merit Rule 12
shall appeal only to the Personnel Board in accordance
with Rule 13.4(c).

Any direct appeal to the Personnel Board must be
followed by written request, stating facts pertinent to the
appeal, and delivered to the Secretary of the Personnel
Board within fifteen (15) calendar days following the
effective date of dismissal, demotion, suspension, or
termination.

Section 4.4.1 added regarding SPOA Collective Bargaining Unit members, per Policy Change Order 16-025.

4 Section 4.4.2 (previously 4.5.1) reworded, per Policy Change Order 16-025.
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Chief of Police:

Disciplinary Investigation Process

I Policy

As members of the Springfield Police Department, we value the welfare of each
employee and the achievement of the organization's goals. Therefore, it is the policy of
this department to diligently and expeditiously receive, record and investigate all

complaintsy against the agency or its employees regardless of nature, including all
anonymous complaints, to take corrective disciplinary action when appropriate, to take
corrective procedural action when necessary, to vindicate the employee when justified
and to protect the rights of employees and citizens. (CALEA 52.1.1 and 52.1.2 — 5"

Edition)

11 Definitions

Administrative Complaint - A complaint originating within the Department and
involving its personnel which are specific allegations of violations of departmental rules,

regulations or procedures, Merit System rules, or violations of law.

CCRP Complaints — A class of external complaints against the agency or its employees
that the Chief of Police has directed to be resolved using the Citizen Complaint

Resolution Process.

Citizen Complaint Resolution Process (CCRP) — A process by which certain external
complaints will be resolved at the direction of the Chief of Police which involves a

resolution meeting between the complainant and the involved employee.

Conclusions of Fact - A clear, specific disposition classification for each complaint.
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Demeanor Report — A report produced by the Inspections and Internal Affairs Unit to
provide guidance for disciplinary recommendations and to facilitate supervisory
knowledge of employee performance and conduct history.

External Complaint - All complaints originating from sources outside the Police
Department, regardless of severity.

Miscellaneous Complaints - A class of complaints against the agency or its employees
that are of a minor nature and/or do not justify formal review by the chain of command.

Procedure

ROLE AND RESPONSIBILITIES

1.1 Police Department employees will receive all complaints made against the
department or its employees. A record of that complaint shall be maintained in
the Inspections and Internal Affairs Unit. (CALEA 52.1.2-5™ Edition)

111 Department Employees

1.1.1(a) Shall take proactive steps to identify and prevent
inappropriate behavior.

1.1.1(b) If inappropriate behavior is observed, the employee
shall notify their supervisor.

1.1.1(c) Each employee has the duty to assist the public with

complaints of employee misconduct or of Department
operations and to do so in a courteous and willing

manner.
11.2 Department Supervisors
1.1.2(a) If requested by a complainant, an on-duty supervisor

shall promptly respond to an incident when informed
that a person is making a complaint alleging improper
conduct.

1.1.2(b) If the involved employee's supervisor is not
immediately available, that employee's commanding
officer should be contacted. In the event the
commander is not available, the first available
supervisor within their line of authority will respond to
address the complaint. Every effort will be made to
expedite recording the complaint and avoid delays.

1.1.2(b.1) If a supervisor, for some reason, cannot
respond, the employee who is contacted
will provide a set of complaint forms to
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1.13

1.1.2(c)

1.1.2(d)

1.1.2(e)

the complainant with instructions to
mail them to the Inspections and
Internal ~ Affairs Unit at Police
Headquarters or provide information on
making the complaint through the SPD
website.

After discussing the matter with the complainant, if the
matter is not resolved, the supervisor shall provide the
complainant with Complaint Form, SPD Form #
94-AD-0003-B and/or provide instructions for filing
the complaint online.

If the supervisor determines that additional
investigation is necessary, the complainant will be
referred to the Inspections and Internal Affairs Unit.

If a complaint is received from a Springfield Police
Department employee, the supervisor shall attempt to
resolve the complaint if appropriate or refer the
complaint to the Inspections and Internal Affairs Unit
through their chain of command for further
investigation. (CALEA 52.2.1(a) and 52.2.1(b) — 5"
Edition)

Inspections and Internal Affairs Unit

1.1.3(a)

1.1.3(b)

1.1.3(c)

1.1.3(d)

1.1.3(e)

The Inspections and Internal Affairs Unit has staff
control over all complaint investigations and may
investigate any or all complaints as directed by the
Chief of Police. (CALEA 52.2.1(b) — 5™ Edition)

IIAU is responsible for receiving, reviewing, and
maintaining records of all complaints against
Springfield Police Employees and volunteers acting on
the behalf of the Springfield Police Department.

AU shall serve as a neutral fact-finding investigator
and shall not make decisions as to the final disposition
in any disciplinary matter.

The only opinions that IIAU may make as part of an
investigation are those concerning the credibility of
witnesses and statements of fact regarding the presence
or lack of consistency in statements of witnesses.

To assist the public awareness of the proper method for
reporting complaints of misconduct or service
problems to the Police Department, Inspections and
Internal Affairs Unit shall periodically publish and
distribute a brochure detailing such information.
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1.1.3(e.1) This information should be placed on
the SPD website and is available in the

lobby at HQ and SDS.
2 COMPLAINT CLASSIFICATION
2.1 Class I Complaints - All serious complaints lodged against Police Department
members.
211 Class I complaints include allegations of:
2.1.1(a) Intentional discrimination;
2.1.1(b) Corruption;
2.1.1(c) Unnecessary/Excessive Use of Force;
2.1.1(d) Violation of a criminal statute;
2.1.1(e) Severe injury or death resulting from an act or
omission of any employee;
2.1.1(F Unintentional Discharge of firearm whether on or off
duty;
2.1.1(f.1) Exception: Unintentional Discharge at
range practice, or other lawful sporting
events.
2.1.1(0) Complaint in the form of an intent to file civil action
that alleges or suggest improper conduct on the part of
an employee;
2.1.1(h) Conduct Unbecoming an Officer;
2.1.1(i) As directed of the Chief of Police.
2.1.2 Class | Complaints are investigated by the Inspections and Internal
Affairs Unit (I1AU). (CALEA 52.2.1(b) — 5™ Edition)
2.2 Class Il Complaints - Complaints not rising to the level of a Class | Complaint,

or as directed by the Chief of Police.
2.2.1 Class Il Complaints are investigated by the IIAU. (CALEA 52.2.1(b)
5" Edition)

2.3 CCRP Complaints — Complaints investigated utilizing the Citizen Complaint
Resolution Process (CCRP) as directed by the Chief of Police. (CALEA
52.2.1(a) - 5™ Edition)

2.3.1 CCRP Complaints are investigated by supervisors as described in

Section 4.3.
2.4 Miscellaneous Complaints
24.1 Miscellaneous Complaints may include, but are not limited to the
following:
2.4.1(a) Complaints, which center on a difference of opinion
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over the guilt or innocence of the complainant or
another person in a pending municipal or criminal
case.

2.4.1(a.1) The HAU Supervisor will conduct a
review of the case.

2.4.1(a.2) Absent compelling evidence of officer
misconduct, these cases shall be
appropriately  cleared, filed, and
properly adjudicated in court.

2.4.1(b) Minor complaints where the complainant is
anonymous or does not wish to file a written
complaint.

2.4.1(c) Complaints against other agencies and/or their
employees, which are not under authority of the Chief
of Police.

2.4.1(d) Complaints and other administrative inquiries as
independently received and disposed of by the Chief of
Police.

2.4.1(e) Minor complaints received by AU in which the

complainant agrees to have the issue handled by the
supervisor of the involved employee.

2.4.2 Miscellaneous Complaints are investigated by supervisors or as
determined by the Chief of Police. (CALEA 52.2.1(a) 5" Edition)

3 RECEIVING AND REPORTING COMPLAINTS

3.1 Members of this department shall accept complaints whether in person, by
phone, by mail, or by electronic media. If the complaint is not received in
written form, the employee receiving the complaint will put the complaint in
written form and forward it to 11AU.

3.2 Notification of the Chief of Police

3.2.1 The AU Supervisor, or in his absence his designee, shall keep the
Chief of Police informed about the existence and status of all
complaints against the Springfield Police Department and its
personnel.
3.2.1(a) Class | complaints shall be reported to the Chief of
Police as soon as possible after they have been
received. Notification may be made in person, by
phone, through memorandum (IDC), or email.

3.2.1(b) All other complaints shall be reported to the Chief of
Police in the Monthly IIAU Activity Report;
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3.3

3.4

3.5

3.2.1(c) The 1HAU Supervisor may report any complaint to the
Chief of Police, regardless of classification, at their
discretion if a compelling organizational interest is
presented.

Administrative Complaints

33.1

3.3.2

3.3.3

Interpersonal relationships,  supervisory  techniques, and
administrative processes may generate employee concerns; however,
such concerns should be handled through the chain of command, and
not the internal investigation process.

Supervisors may lodge an Administrative Complaint in writing
through their chain of command.

3.3.2(a) The complaint will be forwarded from the Bureau
Commander to 11AU.
3.3.2(b) All relevant documentation should be attached or

reference should be made to it in the written complaint.

Administrative complaints may be assigned to I1AU for investigation
at the discretion of the Chief of Police.

External Complaints

34.1

3.4.2

All external complaints will be accepted by Springfield Police
Department employees in a courteous and willing manner. The
employee may explain to clarify police procedures, if pertinent.

The complainant may be referred to the supervisor if appropriate, or
they may be provided with a Complaint Form, SPD Form #
94-AD-0003-B and/or instructions for making the complaint online.

3.4.2(a) If the complaint is handled by a supervisor and
resolved to the satisfaction of both the supervisor and
the complaining party, complaint forms do not need to
be completed.

3.4.2(b) If the complainant requests a complaint form, one will
be provided to them.

3.4.2(b.1) The complainant will complete and sign
the written complaint unless disabilities
prevent it. In such cases, Department
employees will assist fully with
completion, except signature.

3.4.2(b.2) The complaint, including all forms and

related reports, will be forwarded to the
Inspections and Internal Affairs unit.

Anonymous Complaints

3.5.1

Anonymous and second party complaints shall be accepted.
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3.5.1(a) The Chief of Police shall determine the extent to which
they will be investigated. (CALEA 52.1.1-5" Edition)

4 IIAU PROCEDURES UPON RECEIVING A COMPLAINT OR COMPLAINT
PACKET
4.1 Upon receipt of a complaint, I1AU shall review and determine the complaint

4.2

4.3

classification, as directed by the Chief of Police, assign a complaint control
number and enter the complaint into the Internal Investigations Control Log and
the Administrative Investigations Management System (AIM).

Class I or Class Il Complaints

421 I1AU shall provide the named employee(s) with a written notification.
This written notification shall become part of the investigative case
file.

4.2.1(a) At a minimum, the notification shall include:

4.2.1(a.1) Name of investigator conducting
investigation;

4.2.1(a.2) Nature of complaint, location, date, and
time, if known;

4.2.1(a.3) The employee's rights and
responsibilities as provided in the Merit
Rules and the policies and procedures
of the Springfield Police Department.

4.2.1(b) Suspension of the requirement to notify the employee
of the complaint shall only be authorized by the Chief
of Police in written form.

4.2.2 If the complaint alleges possible criminal conduct, Internal Affairs
staff shall notify the Chief of Police. In such cases, the Chief of
Police may authorize delay of the internal investigation until a
criminal investigation is completed.

CCRP Complaints will be handled by the Citizen Complaint Resolution Process

as follows:

431 The complaint will be referred to the supervisor of the involved
employee for resolution and the named employee shall receive written
notification.

4.3.1(a) CCRP complaints will not be handled by an supervisor
of the same rank as the involved employee, but by a
supervisor of higher rank.

4.3.2 The supervisor will conduct an investigation into the complaint and
determine what action will be taken.
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4.4

4.3.2(a) If the investigation reveals more serious allegations or
allegations that were not listed in the original
complaint, the supervisor will refer the complaint back
to IIAU for review and possible reclassification.

4.3.3 After the investigation is completed, the supervisor will schedule a
resolution meeting with the complainant and the involved
employee.

4.3.3(a) The resolution meeting will be conducted in a
confidential setting to allow open and candid
discussion of the issues at hand. The intent of the
meeting is to facilitate a better understanding of the
issues for both parties and identify ways to improve
such interactions in the future. In some cases, no
agreement will be reached, but the issue will be
considered Resolved at the conclusion of the meeting.

4.3.3(b) If new or more serious allegations related to the
incident are revealed during the resolution meeting, the
meeting will be concluded and the supervisor will refer
the complaint back to 11AU for review and possible
reclassification.

4.3.3(c) If the complainant fails to attend two consecutive
resolution meetings when reasonable attempts at
notification were made, the complaint will be
classified as Resolved.

4.3.4 After the resolution meeting, the supervisor will complete a brief
report in AIM describing the results of the investigation and the
resolution meeting. This shall be completed within 45 days of
receiving the CCRP complaint.

4.3.5 The complaint will then be closed by 11AU staff and the conclusion of
fact will be classified as Resolved.

4.3.6 CCRP complaints will not result in disciplinary action as defined in
SOG 103.8, Administration of Discipline.

Miscellaneous Complaints will be documented in the Administrative
Investigations Management System (AIM) and on the Internal Investigations
Control Log and the named employee shall receive written notification.

44.1 AU will forward the complaint to the supervisor of the involved
employee.
4.4.2 The supervisor will address the complaint with the involved

employee, contacting the complainant for clarification if necessary,
and respond to the 11AU supervisor within 30 days with the resolution
of the complaint.
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443 If it is determined that a formal complaint investigation should be
undertaken, the supervisor shall contact the Inspections and Internal
Affairs Unit for reclassification to Class I or Class Il status.

5 INVESTIGATIVE TIMELINE (CALEA 52.2.1 and CALEA 52.2.3-5" Edition)) *
51 Investigative Time Limits

51.1 Class | investigations shall be completed within 60 days of the
assignment of the complaint.

51.2 Class Il investigations shall be completed within 30 days of the
assignment of the complaint.

5.1.3 Miscellaneous Complaints shall be completed within 30 days of the
assignment of the complaint.

514 Disposition shall be completed within 30 days of the completion of
the investigation.

515 If the investigation cannot be completed within these time limits, an
extension may be granted by the Chief of Police.
5.2 IIAU shall compile an investigative case file which shall consist of the
following:
521 Investigative synopsis;

522 Complaint Form, SPD Form # 94-AD-0003-B or written
documentation of the original complaint;

5.2.3 Copies of all related reports and statements;
524 A demeanor report;
525 Other pertinent reports and information.
5.3 If investigation reveals previously uncited allegations of misconduct, the 11AU

Supervisor may decide whether to include the additional information in the
original case file or activate a new investigation and case file. They shall insure
that the new allegation is thoroughly investigated.

54 [IAU shall notify the complainant in writing that the complaint has been
received and has been assigned for investigation and that they may be contacted
for additional information. Such notification shall include the name of the
investigator.

55 The assigned investigator shall be responsible for keeping the citizen
complainant and the involved employee notified concerning the overall status of
the investigation but should avoid discussing findings or details. This will be
documented in the investigative report.

1 Section 5 and 5.1 new headings, section 5.1.1 — 5.1.4 was previously numbered 5.1, section 5.1.5 was
previously numbered 5.1.1, grammatical corrections made as necessary, per Policy Change Order 13-117,
Effective Date 12/31/2013.
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6 COMPLAINT REVIEW AND RECOMMENDATION PROCESS

6.1 Upon completion of the investigation, IIAU staff shall notify the involved
employee’s chain of command that the investigation is ready for the chain of
command review in the Administrative Investigations Management System
(AIM).

6.2 Beginning with the immediate supervisor, each command level within that
employee's chain of command shall conduct a comprehensive and structured
review of the investigative case file to include:

6.2.1 A determination that the investigation complies with department
policies and procedures for conducting internal investigations;
6.2.2 A determination that the evidence presented in the investigation
justifies a specific “conclusion of fact” to include:
6.2.2(a) Unfounded: Allegation is false or not factual.
6.2.2(b) Not Involved: Employee not present at time the
alleged misconduct occurred.
6.2.2(c) Exonerated: Incident complained of occurred, but
actions of employee were lawful and proper.
6.2.2(d) Not Sustained: Insufficient evidence to prove or
disprove the allegation.
6.2.2(e) Sustained:  Allegation is supported by sufficient
evidence.
6.2.2(f) Policy Failure: The incident may or may not have
occurred but the investigation revealed faulty policies,
procedures, or rules.
6.2.2(9) Resolved: The incident has been closed utilizing the
Citizen Complaint Resolution Process. 2
6.2.3 A recommendation for specified disciplinary action in accordance
with SOG 103.8, Administration of Discipline. If the supervisor
believes severe discipline in the form of suspension, demotion,
reduction in pay, or termination is appropriate, they should
recommend that a pre-disciplinary hearing be held.

6.3 Whenever a supervisor or commander's disposition differs from that of a
subordinate, written justification is required and shall be included in the case file
with all other recommendations.

6.4 At any time, any supervisor or commander within the involved employee's chain
of command may request clarification or additional information from IIAU on
any aspect of the investigation.

2  Section 6.2.2(g) added “Resolved” to the list of “Conclusion of Fact”, per Policy Change Order 13-117,

Effective Date 12/31/2013.
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6.5

6.6

6.7

The Chief of Police shall receive the case file and shall indicate the final
"conclusion of fact" and shall specify final disciplinary action as provided in
SOG 103.8, Administration of Discipline.

Upon receiving the final disposition from the Chief of Police, IIAU staff shall
notify the complainant, the involved employee, and the employee's chain of
command in writing of the findings of the investigation. Copies of these
notifications will be maintained in the case file.

6.6.1 The notification to the complainant will include the general findings
and if the complaint is sustained, a statement that "appropriate action
is being taken by the Chief of Police."” This notification will also
include a brief description of the procedure for appeal of the
disposition of the complaint.

6.6.2 The notification to the involved employee and their chain of
command will include the general findings. If disciplinary action in
the form of suspension, demotion, dismissal, or reduction in pay
results, a brief description of the appeal process and reference to
Merit Rule 13.4 will be included as well.

If it has been established that a citizen knowingly and fraudulently made a false
complaint, the Chief of Police may forward the case to the appropriate
prosecutor for criminal prosecution review.

7 EMPLOYEE RIGHTS AND RESPONSIBILITIES

7.1

7.2

Employees are afforded all rights under law and municipal regulations pursuant
to any investigation of any complaint.

7.1.1 A complete and current copy of Merit System Rules and Regulations
are on file and available for inspection on the city’s computer network
and at the office of the Director of Human Resources.

For any employee involved in a complaint investigation, the following
additional rights are granted:

7.2.1 The employee may review the complaint after receiving written
notification of the investigation.

7.2.2 During any interview, the employee may have a representative

present.

7.2.2(a) The representative may not participate in the interview.

7.2.2(b) Proceedings may not normally be delayed due to the
inability of a particular representative to attend.

7.2.2(c) The representative may be the employee's attorney.

7.2.2(d) The employee's representative may not be anyone
within the employee's chain of command.

7.2.3 During the interview, the IIAU investigator will record the
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7.3

7.4

7.5

724
7.2.5

7.2.6

proceedings and the employee may record the proceedings. The IIAU
recording will be transcribed for Class | complaints and as directed by
the AU supervisor. The recording and transcript will become part of
the case file.

Reasonable breaks are allowed during the interview process.

If practical, interviews will be conducted during the employee's
scheduled work shift.

The employee may provide additional information in writing without
the request of IAU.

Police employees must cooperate fully with the investigation of an internal,
complaint. Refusal to do so will be grounds for disciplinary action.

Statements:

74.1
74.2

Employees are required to truthfully answer all questions.

Employees may not refuse to answer questions narrowly and
specifically related to the performance of their duties.

Medical, Laboratory, and Polygraph Examinations

751

7.5.2

7.5.3

754

Employees shall not be ordered to submit to medical, laboratory or
polygraph examinations or submit financial disclosure statements
except for cause, as determined by the Chief of Police.

Employees shall not refuse to submit to any non-testimonial
examinations for cause (e.g. polygraph, blood-alcohol testing, medical
examination, lineups, drug testing, photographs) during internal,
administrative investigations. In criminal cases, the employee may
have an attorney present as provided by law.

For drug testing information, refer to Merit Rule 26, Substance Abuse
Policy.

Polygraph Examinations - An employee may be ordered by the Chief
of Police to submit to a polygraph examination.

7.5.4() When the complaint from a citizen is the basis for the
investigation, and no corroborating evidence has been
discovered, the employee will not be required to
submit to a polygraph examination without the
complainant first taking such examination; however,
based upon justification the Chief of Police may order
the employee to take the polygraph.

7.5.4(b) An employee may request a polygraph examination.
Such examination may be completed during the
investigative process at the discretion of the Chief of
Police.

7.5.4(c) Prior to any examination, the employee will be
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7.5.5

7.5.6

7.5.7

7.5.8

7.5.4(d)

7.5.4(e)

Searches
7.5.5(a)

7.5.5(b)

Photographs
7.5.6(a)

Line-ups
7.5.7(a)

7.5.7(b)

permitted to review all questions to be asked during the
polygraph.

Polygraph test results gained pursuant to an
administrative investigation are not usable in a
criminal proceeding.

The person making the complaint may be asked to
submit to a polygraph examination if the Chief of
Police believes the examination would be necessary to
accurately complete the investigation.

All Department property, property issued by the
Department, and personal property used in connection
with official police duties shall be subject to inspection
at any time, even if assigned or used exclusively by the
employee.

An employee's personal property shall be afforded
protection as provided by law.

Pursuant to an internal investigation, photographs of
the employee may be taken at any time.

Photographic lineups may be utilized to assist in
identification of officers in internal investigations.
When used, the same procedures and methods shall be
used as employed during criminal investigations.

In the event a live lineup is required, accused
employees shall cooperate fully with investigators.

Financial Disclosure Statements

7.5.8()

8 DISCIPLINARY RECORDS
8.1 Location and Physical Security of Records (CALEA 52.1.2-5" Edition)

For cause, employees may be directed by the Chief of
Police to provide personal financial disclosure
statements  detailing  financial  receipts  or
disbursements.

8.1.1 IIAU investigation and disposition records are secured in the
Inspections and Internal Affairs office and on a secured portion of the
city’s computer network. File cabinets and offices shall be locked
after working hours.

8.2 Access Control to Disciplinary Records
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8.2.1 Disciplinary and personnel records are closed records by Missouri
law. These records shall not be made public, nor released to
unauthorized persons.

8.2.2 Employees may inspect their own I1AU record by appointment during
office hours. Such inspection must occur directly on premise. Notes
may be made but copies are not authorized unless specifically
approved by the Chief of Police.

8.2.2(a) [1AU staff will review the contents of the case file and
will edit out any references to the 11AU record of any
other employee.

8.2.2(b) If other involved employees give written consent to
release records pertaining to them, they may be viewed
by the requesting employee.

8.2.2(c) An attorney representing the employee(s) may also
review the 1IAU file with written consent from the
involved employee(s).

8.2.2(d) A background investigator may review all 1HAU
records pertaining to a specific employee if a release
signed by that employee is provided. A copy of the
release will be retained in the employee’s file.

8.2.2(e) ITAU records pertaining to open complaints are not
available for inspection. A complaint is considered
open until a final conclusion of fact is indicated by the
Chief of Police.

8.2.3 I1AU staff has access to records. No other person shall have access to
information from [IAU records without the express written
permission from the Chief of Police, except as otherwise provided in
this policy. If such permission is granted, the written request and
authorization shall become an addition to the case file.

8.2.4 Supervisors in the chain of command of an employee may review
IIAU records pertaining to that employee.
8.2.5 Lieutenants, Captains, and Majors will have access to IIAU records

for any employee unless directed otherwise by the Chief of Police. ®

8.2.6 Any review of 1IAU records by supervisors will be documented in
AIM and/or noted in the employee’s file.

8.3 The employee's Police Department file, including 11AU records, is a permanent
file and may not be purged.
8.4 The Demeanor Report will be available to any supervisor in the chain of

command of the involved employee or as authorized by the Chief of Police. A

3

Section 8.2.5 added “Captains”, per Policy Change Order 13-117, Effective Date 12/31/2013.
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record of any request for a Demeanor Report will be maintained in the
employee’s file.
8.5 The Demeanor Report shall include:
8.5.1 All Class | complaints;
8.5.2 Promotions;
8.5.3 Use of Force reports;
8.5.4 Pursuits;
8.5.5 For the past 5 years, all traffic crashes;
8.5.6 For the past 2 years:

8.5.6(a) All Class Il complaints;
8.5.6(b) All Miscellaneous complaints;
8.5.6(c) All CCRP complaints;
8.5.6(d) Letters of compliment;
8.5.6(e) Citations, awards.

9 DISCIPLINARY STATISTICAL DATA

9.1 The Inspections and Internal Affairs Unit Supervisor shall prepare an annual
report detailing internal affairs investigative activity, status, and disposition.
This report will also detail all other IIAU activity, workload, action, and

projects.

9.2 The 1HAU Supervisor shall make the annual report available to Research and
Development for publication of statistical data by the Public Affairs Officer.

9.3 Statistical data is available to any person upon request.

v Attachments
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SPRINGFIELD POLICE DEPARTMENT

Standard Operating Guideline

Effective Date: Supersedes Policy Dated: Rescinds: SOG Number:
09/30/2016 03/29/2016
Accreditation Index: 1.3.8, 81.2.4, 82.2.1 (5th Edition) 103.11
Part Title: Administration Chapter Title: Standards of Conduct

Chief of Police:

Lethal Force Investigations and Follow-up
I Policy

Incidents of homicide involving officers and use of force which threaten or seriously
impair normal life processes will be investigated by the Crimes Against Persons Section.
All criminal investigative processes will be centralized with the Crimes Against Persons
Section and controlled by their supervisors. The department will provide support
services for the officer and will also assess fitness for duty. The following procedures
will be used to investigate every incident of use of lethal force or unintentional discharge
by a department employee.

I Definitions
Lethal Force — Force used upon a person which results in death or serious physical injury.
i Procedure

1 IMMEDIATE RESPONSE
1.1 Involved Officer

111 When an officer uses lethal force or discharges their firearm, either
unintentionally or intentionally, they shall: ?

1.1.1(a) Determine the physical condition of any injured person
and render first aid when appropriate.
1.1.1(b) Request necessary emergency medical aid.

1 Definition of Lethal Force revised, minor wording change, per Policy Change Order 16-021.
2 Section 1.1.1 revised, use of lethal force added, per Policy Change Order 16-021.
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1.1.1(c)

1.1.1(d)
1.1.1(e)

1.1.1(f)

1.1.1(g)

M uyuo odw

Notify Communications of the location and incident.
(CALEA 81.2.4(a)) ®

Immediately notify a supervisor.

Remain at the scene, unless injured or otherwise
directed by a supervisor. *

1.1.1(e.1) If the circumstances are such that the
continued presence of the officer may
cause a more hazardous situation (e.g.
violent crowd), the ranking officer shall
have the discretion to instruct the
involved officer to report to another
more appropriate location. °

Protect their weapon(s) and ammunition for
examination and submit said weapon(s) and
ammunition to the appropriate investigator, if the
incident involved the discharge of their firearm. °

1.1.1(f.1) A non-involved host officer will be
assigned to the involved officer to
maintain the integrity of evidence.

1.1.1(f.2) The involved officer shall remain with
the host officer at all times until
relieved by a supervisor.

Prepare a detailed RMS report in accordance with this
Standard Operating Guideline. (CALEA 82.2.1) ’

.
.
.
.
.

HE -
1.1.1(g.2) In cases of an unintentional discharge

with no injuries which does not occur in
a public setting, an IDC shall be
prepared and no police report is
required.

5" Edition removed from all CALEA standard references throughout the entire policy, per PCO 16-021.
Section 1.1.1(e) revised to include at a supervisor’s direction, per Policy Change Order 16-021.

Section previously numbered 1.1.1(e.2) moved to subsection of 1.1.1(f), per Policy Change Order 16-021.
Section 1.1.1(f) revised, ammunition included and subsections added, per Policy Change Order 16-021.
Section 1.1.1(g) revised, CALEA standard reference added, per Policy Change Order 16-021.

2 of 10



SOG 103.11

Lethal Force Investigations and Follow-up
Effective Date: 09/30/2016

1.2

1.3

1.1.1(h) Be available at any reasonable time for Internal
Affairs, administrative interviews, and statement
regarding the case. The officer is subject to recall to
duty at any reasonable time.
Communications °

121 Dispatchers shall ensure the following are completed:

1.2.1(a) Medical aid is requested if appropriate;

1.2.1(b) Notify the on-duty Watch Commander. If not
available, notify the on-call Watch Commander.
(CALEA 81.2.4(f))

Patrol Supervisor (CALEA 81.2.4(f)) °
13.1 Notify the on-duty Watch Commander.
1.3.2 Respond to the scene and assume management responsibilities.

133 Arrange for in-custody medical transport of injured suspects with
armed police officers.

1.34 Establish crime scene security utilizing personnel, barricades, crime
scene tape, or other means.

1.35 Assign a non-involved host officer to accompany the involved officer
to a secure area. The host officer will remain with the involved
officer at all times until dismissed by a supervisor.

1.3.6 Arrange for all involved officers to be sequestered and removed from
the scene as quickly as possible.

1.3.7 Brief arriving Watch Commander.

1.3.8 Brief the arriving Crimes Against Persons Section Supervisor and
render command assistance to investigators.
1.39 In cases of an officer-involved shooting, make arrangements for

Crimes Against Persons investigators to take possession of the
weapon(s) and ammunition of the involved officer(s).

1.3.9(a) Ensure the officer’s magazines and vehicle are
inventoried and secured, if appropriate.
13.9(b) Weapons shall be collected away from public view.

Involved officers should be transported to a secure area
(such as police headquarters) before their weapon(s) is
collected. ~ Under exceptional circumstances, the
weapons(s) may be collected at the scene, hospital, or
other locations.

1.3.9(b.1) The host officer will maintain sight of

9

Section 1.2 reorganized, per Policy Change Order 16-021.

10 Section 1.3 reorganized, per Policy Change Order 16-021.
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the weapon(s) until collected.

1.3.9(b.2) The weapon(s) will be turned over to
the appropriate Crimes Against Persons
investigator as soon as practical.

1.3.9(c) Ensure arrangements are made to provide the involved
officer with a replacement weapon(s) as soon as
practical.

1.3.9(c.1) A replacement weapon can be obtained
by contacting Internal Affairs or a
Range Officer.

1.4 On-Duty Watch Commander *

14.1

1.4.2

1.4.3
1.4.4

145

Where serious injury resulted or an officer discharged their firearm at
a suspect pursuant to official duty, ensure the following are notified:

1.4.1(a) Investigations and Support Services Bureau if needed,;
1.4.1(b) Chief of Police via Chain of Command;

1.4.1(c) Inspections and Internal Affairs Supervisor;

1.4.1(d) Appropriate Bureau Commander;

1.4.1(e) Public Affairs Officer;

1.4.1(f) Critical Incident Response Team.

Release supervision of the scene to the Crimes Against Persons
Section Supervisor upon their arrival;

Provide CID with supplementary manpower, if requested;

Ensure continued crime scene security services by patrol until the
Persons Section releases the scene.

In the event of an unintentional discharge without personal injury the
following shall be notified:

1.4.5(a) Chief of Police via Chain of Command;
1.4.5(b) Inspections and Internal Affairs Supervisor;
1.4.5(c) Appropriate Bureau Commander.

2 IMPLEMENTATION OF INVESTIGATION PROTOCOL *
2.1 Crimes Against Persons Section

211

Crimes Against Persons investigators will direct the crime scene and
investigative response as provided in SOG 402.2 — Crime Scene
Management under the following circumstances:

2.1.1(a) An officer has taken the life of a person;

11 Section 1.4 reorganized, per Policy Change Order 16-021.
12 Section 2 revised, minor rewording and reorganization throughout section, per Policy Change Order 16-021.
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2.1.1(b) An officer has injured a person using lethal force;
2.1.1(c) Incidents involving the use of any less lethal weapon
causing life-threatening injury;

2.1.1(d) By direction of a command officer.

212 In these instances, Patrol personnel will provide support to the Crimes
Against Persons investigators.

2.2 Internal Affairs Unit
2.2.1 The Internal Affairs Unit shall conduct an administrative investigation

in the following cases:

2.2.1(a) Firearm discharge by a department employee except
for destruction of animals, marksmanship training,
firearms training, ballistic tests, and sporting events;

2.2.1(b) When an officer has taken the life of a person or a
person dies while in custody;

2.2.1(c) Incidents involving the use of any less lethal weapon
causing life-threatening injury;

2.2.1(d) Any other use of force incident as directed by the

Chief of Police.

3 RESPONSE BY CRIMES AGAINST PERSONS SECTION *
3.1 Crimes Against Persons Section Commander
3.1.1 Direct overall management of the investigation.
3.1.2 Supervise follow-up investigation team.
3.1.3 Coordinate with the crime scene supervisor.
3.14 Coordinate with the Public Affairs Officer.
3.15 Update the appropriate Bureau Commander, Investigations and
Support Services Bureau Commander, Internal Affairs Sergeant, and
Chief of Police.
3.1.6 Implement the major case management process.
3.2 Violent Crimes Unit Sergeant
3.2.1 Expedite arrival on-scene.
3.2.2 Assign investigative personnel at the scene.
3.2.3 Determine need for and notification of Homicide Response Team
personnel.
3.24 Coordinate crime scene activities with the follow-up investigation
team and Persons Section Commander.
3.25 Notify the medical examiner, if homicide.
13 Section 3 reorganized, per Policy Change Order 16-021.
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3.2.6 Notify the Greene County Prosecutor’s Office and maintain a close
liaison with them throughout the course of the investigation.

3.2.7 Notify family of the victim, if not an officer.

3.2.8 Release the scene when all evidence collection is complete.

3.3 Crimes Against Persons Section Crime Scene Investigation Team

3.3.1 Expedite arrival on-scene.

3.3.2 Conduct preliminary field investigation.

3.3.3 Execute search warrant(s), if needed.

3.34 Conduct neighborhood canvass.

3.35 Process the crime scene. Collection and preservation of physical
evidence should include, as relevant to the case:
. |
I |
. I
I |
. I
. I
I I
I |
I .

I
. |
. |
. B B BN B B
I
3.4 Crimes Against Persons Section Follow-up Team

34.1 Interview witnesses and suspects.

3.4.2 Apply for search warrant(s), as needed.

3.4.3 Continue investigation and prepare criminal case report.

3.4.4 Attend autopsy if necessary and document/collect physical evidence.
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CRIMINAL CASE REPORT *

51 The Crimes Against Persons investigation team shall complete a thorough

criminal case report and submit it to the Green County Prosecutor’s Office for
review. (CALEA 82.2.1)

51.1 A copy of the case report shall also be given to the Inspections and
Internal Affairs Unit.

INVESTIGATION OF OFFICER-INVOLVED INCIDENTS REQUESTED BY OTHER
LAW ENFORCEMENT AGENCIES ¥

6.1 Prior to acceptance of a request for investigation from another law enforcement
agency, the Chief of Police will determine the precise nature, scope, and

16
17

- |
Section 5 revised and reorganized, per Policy Change Order 16-021.
Section 6 revised, minor punctuation changes, per Policy Change Order 16-021.
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6.2

6.3

authority of the request.

Request for "review" will involve a non-participatory assessment of the incident
against commonly accepted practices and standards of criminal investigation.

Request to "investigate™ will involve a complete, thorough, and active criminal
investigation of the incident against standards presented in this policy.
Standards will not be negotiated with agencies.

6.3.1 Investigations will be conducted with the Crimes Against Persons
Section staff as the lead and primary investigators. The agency must
agree to subordinate administrative investigations to the criminal
investigation or the Chief of Police will deny acceptance of the case.

Release of information.

7.1.1 All investigative information pertinent to an officer-involved shooting
or other use of force is protected from disclosure under the Sunshine
Law (RSMo Chapter 610), as an open criminal investigation or as a
personnel record.

7.1.2 All releases of information must be approved by the Chief of Police
or designee.

EMPLOYEE SUPPORT SERVICES *

In cases where an employee uses force which causes death or life-threatening
injury to another person, all employees directly involved in the incident will be
required to undergo emotional debriefing with a qualified, department-furnished
psychologist within five days of the incident, or as soon as practical.

8.1.1 The purpose of this debriefing is to allow the officer to express his
feelings and to deal with the moral, ethical, and/or psychological
aftereffects of the incident.

8.1.2 The psychologist will make a recommendation to the Chief of Police
as to the employee's fitness for duty.

In cases where an employee uses lethal force, the involved employee(s) will
have available to them the services of a police chaplain or a department-
furnished psychologist.

8.2.1 The purpose of this is to provide the officer with a source of
professional consultation to aid them in dealing with the potential
moral and ethical aftereffects of a lethal force incident.

8.2.2 The services shall not be related to any department investigation of
the incident and nothing discussed will be divulged to the department.

Section 7 revised, minor punctuation and wording changes, per Policy Change Order 16-021.

7 NEWS MEDIA *
7.1

8
8.1
8.2

18

19

Section 8 reorganized, per Policy Change Order 16-021.
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8.3

8.2.3 The consultation sessions will remain protected by the privileged
relationship.
8.2.4 Counseling is also recommended for the spouse of the officer.
8.2.4(b) The department will provide for transportation and
counseling for the employee and spouse.
8.2.5 The Chief of Police and the Director of Human Resources shall

determine the duration of psychological services provided by the City.

The Critical Incident Response Team will also be available to provide peer
support and assist the involved officer(s).

EXTRA-JURISDICTIONAL USE OF FORCE

Springfield officers who use lethal force outside of their jurisdiction shall
immediately report the incident through their chain of command as provided in
SOG 101.3 — Limits of Authority and SOG 103.5 — Resistance Response. #

9.11 Unless unforeseen jurisdictional issues arise, the Chief of Police will
request that a qualified agency with jurisdiction conduct the
investigation. #

The Inspections and Internal Affairs supervisor shall conduct a standard use of

lethal force investigation, coordinating with the appropriate law enforcement

agency and ensuring compliance with Springfield Police Department policy. #

CIVIL RIGHTS INVESTIGATIONS *#

The Department will respect the rights of the federal government to conduct an
independent investigation.

The Department shall respect the right of the employee not to talk to federal
investigators without advice of counsel.

ADMINISTRATIVE LEAVE (CALEA 1.3.8) *

Any employee directly involved in the use of any force which results in death or
life threatening injury shall be placed on administrative leave. This leave shall
be without the loss of pay or benefits, pending the results of the investigation.
Assignment to administrative leave shall not be interpreted to imply that the
employee has acted improperly.

While on administrative leave, the employee shall remain available for official
department interviews/statements regarding the incident and will be subject to

Section 9.1 revised, minor wording and punctuation changes, per Policy Change Order 16-021.
Section 9.1.1 revised, investigating agency changed, per PCO 16-021.

Section 9.2 revised, spelling correction, per Policy Change Order 16-021.

Section 10 revised, capitalization changes, per Policy Change Order 16-021.

9
9.1
9.2
10
10.1
10.2
11
111
11.2
20
21
22
23
24

Section 11 revised, minor wording changes, per Policy Change Order 16-021.
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recall to duty at any reasonable time. The employee shall not discuss the
incident with anyone except prosecutors assigned to the case, personnel assigned
to the investigation, the employee's private attorney, the employee's chosen
clergy, the employee's immediate family, or members of the Critical Incident
Response Team (CIRT).

11.3 Upon returning to duty, the officer may be assigned to administrative duty for a
period of time as deemed appropriate by the Chief of Police. %

v Attachments

25 Section previously numbered 12 was removed, information was combined with Section 8, per PCO 16-021.
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Part Title: Administration Chapter Title: Standards of Conduct

Chief of Police:

Workplace Harassment

I Policy

The purpose of this directive is to establish and maintain a healthy working environment
and to provide procedures for reporting, investigating, and resolving complaints of all

forms of harassment; including sexual harassment.

It is the policy of the Springfield Police Department that all employees have the right to
work in an environment that is free of all forms of harassment. Harassment, in any form,
will not be tolerated and necessary action will be taken to prevent and /or remedy any
reported incidents of harassment. In particular, sexual harassment will result in vigorous

intervention and severe disciplinary action.

I Definitions

SEXUAL HARASSMENT: Unwelcome sexual advances, requests for sexual favors, and
other verbal or physical conduct of a sexual nature, constitute sexual harssment when (1)
submission to such conduct is made either explicitly or implicitly a term or condition of
an individual’s employment, (2) submission to or rejection of such conduct by an
individual is used as the basis for employment decisions affecting such individual, or (3)
such conduct has the purpose or effect of unreasonably interfering with an individual’s
work performance or creating an intimidating, hostile or offensive working environment.

UNLAWFUL HARASSMENT: Conduct that has the purpose or effect of unreasonably
interfering with the individual’s work performance or creating an intimidating, hostile, or

offensive working environment.



SOG 103.12
Workplace Harassment

Effective Date: 10/06/2015

1

Procedure

PROHIBITED ACTIVITY
No employee shall maliciously ridicule, mock, or belittle any person.

No employee shall make offensive or derogatory comments based on race, sex,
religion, or national origin either directly or to a third party.

No employee shall sexually harass another person.
Fraternization Restricted-Protected Classes

11
1.2

13
14

1.5

1.6

141

1.4.2

1.4.3

Employees, Police Cadets, Interns, and volunteers who are less than
21 years of age are considered a protected class of persons within the
department. They are entrusted to us for direction, guidance, and
assistance. Employees shall avoid inappropriate on-duty or off-duty
relationships with this class of persons. Employees who develop such
relationships are subject to disciplinary action.

1.4.1(a) Inappropriate is defined as a relationship that involves
sexual intimacy or dating.
1.4.1(b) Cadet supervisors and Cadet commanders are not

prohibited from dating other cadets however cadets
have the same rights to complain of inappropriate
conduct as any employee.

Also protected is a group or person that, by the nature of their position
is here for learning/developing experience or on the job training.

1.4.2(a) Examples include but are not limited to:

Police Academy trainees, officer trainees participating
in the Field Training and Evaluation program engaged
in relationships with supervisors, FTO’s or other
officers who evaluate or could be in a position to affect
the evaluation of the new officer.

This policy is not intended to affect relationships that existed prior to
one or both parties becoming affiliated with the Department,
providing that the pre-existing relationship is disclosed at the time of
hiring nor would it apply to relationships that began prior to adoption
of the policy.

Retaliation in any form against an employee for filing a harassment complaint or
for assisting, testifying, or participating in the investigation of such complaint is
strictly prohibited.

Displays of inappropriate posters, cartoons, other illustrations or photographs
bearing sexual, suggestive, or improper content in offices at headquarters,
substations, or undercover offices.
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1.7 Use of sexual terminology, phrases, or the telling of jokes may be offensive or
insensitive to some people. It is the responsibility of the speaker to ensure that
anything said will not be heard by any person who may be offended.

1.7.1 Professional terminology pursuant and necessary to an investigation is
NOT restricted in any manner.
1.8 False accusations of workplace harassment are viewed to be as severe a form of

misconduct as the harassment itself. Fabrications or false statements made in
such cases will be thoroughly investigated and, if sustained, will be met with
severe disciplinary action.

2 EMPLOYEE RESPONSIBILITIES
2.1 Employees who encounter harassment should tell the harasser that their actions
are unwelcome and offensive.
2.2 Employees may wish to report the incident to either:

2.2.1 Their immediate supervisor

2.2.2 Director of Human Resources (ext. 1600)

2.2.3 A supervisor other than their direct supervisor

224 Chief of Police

2.3 Nothing in the policy should be construed as to prohibit, inhibit, or restrict the
right of an employee from filing a complaint or grievance with an appropriate
outside agency.

3 SUPERVISOR’S RESPONSIBILITIES

3.1 Supervisors who receive a complaint of harassment shall: *

3.1.1 Document the allegations from the reporting party and any other
relevant information;

3.1.2 Explain to the involved employee such conduct may violate Standard
Operating Guidelines and/or policies of the City of Springfield,

3.1.3 Notify the chain of command and determine if a temporary
reassignment of the involved employee is required pending an
investigation;

3.14 Forward the complaint to the Director of Human Resources;

3.15 Document the results of the investigation, as appropriate, in the
involved employee’s Performance Documentation File and ensure any
resulting disciplinary/corrective action is carried out.

3.2 Supervisors shall assume responsibility for preventing harassment by: 2

1 Section 3.1 revised, supervisor’s responsibilities clarified, per Policy Change Order 15-038.
2 Section previously numbered 3.2 was deleted, subsequent section (previously 3.3) was renumbered, per Policy

Change Order 15-038.
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3.2.1 Educating employees about harassment, department and city policies,
and procedures for resolving such problems;

3.2.2 Monitoring their commands for signs of harassment or prohibited
activity and taking appropriate intervention action; *

3.2.3 Isolating employees involved in such an incident from continued

work contact through re-assignment, pending completion of the
investigation. Care should be taken to ensure that this is NOT
perceived by the complainant as a disciplinary action against them. °

4 INSPECTIONS AND INTERNAL AFFAIRS RESPONSIBILITIES

4.1 The 11AU Supervisor shall record and log any such complaint and shall direct an
investigation alleging workplace or sexual harassment as provided in SOG
103.10 — Disciplinary Investigation Process. °

v Attachment

Section 3.2.1 (previously 3.3.1) revised, punctuation correction, per Policy Change Order 15-038.
Section 3.2.2 (previously 3.3.2) revised, minor wording change, per Policy Change Order 15-038.
Section 3.2.3 (previously 3.3.3) revised, spelling corrections, per Policy Change Order 15-038.
Section 4.1 revised, punctuation change, per Policy Change Order 15-038.
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Chief of Police:

Staff Inspections

I Policy

Properly conducted staff inspections are essential to insuring compliance with agency
standards and the law, providing quality and efficient law enforcement services, and to
assist in future planning. Such audits enable the agency to identify problems early and to

take corrective action.

It is the policy of the Springfield Police Department to conduct a program of regular staff
inspections throughout all organizational components of the department once every three
years. The Inspections and Internal Affairs Unit is responsible for conducting staff
inspections and when doing so, is acting with the functional authority of the Chief of

Police.

11 Definitions

Staff Inspection- an inspection conducted by personnel who do not have control of the
persons, facilities, or procedures being inspected. A quality control, anticorruption
management tool, designed to objectively review the department’s organizational
components. Examination of operations are conducted for efficiency, effectiveness,
policy compliance, and adequacy of management controls. Results are reported to the

Chief of Police.

Organizational Components — A subdivision of the agency, such as a bureau, division,

section, unit, or position that is established to provide a specific function.



SOG 103.13
Staff Inspections
Effective Date: 08/15/2013

Procedure

ROUTINE STAFF INSPECTION PROCESS

1.1 The supervisor of the Inspections and Internal Affairs Unit shall ensure that an
audit is conducted within all organizational components once every three
1
years.

1.2 All personnel shall afford the IIAU inspector the highest courtesy and
cooperation during the staff inspection. The inspector performs their duties with
the full authority of the office of Chief of Police.

NOTIFICATION TO BUREAU COMMANDER

2.1 Prior to conducting a routine staff inspection, the Inspections and Internal
Affairs Supervisor shall conduct a Pre-Inspection Conference with the Bureau
Commander and any other pertinent staff to establish the goals of the inspection
and present the topic areas to be inspected.

211 The purpose of this conference is informational, not negotiable.

2.2 The 11AU supervisor shall notify the Commander of the Bureau to be inspected
in writing at least 5 working days prior to the Pre-Inspection Conference.

CRITICAL INCIDENT STAFF INSPECTIONS

3.1 The Chief may order an “emergency” staff inspection at any time regardless of
the scheduling of other such inspections;
3.2 When such an order is given, preliminary notification requirements by the

Inspections and Internal Affairs Unit are suspended.

THE INSPECTION PROCESS

4.1 The 11AU Supervisor, in conjunction with his chain of command, will determine
the scope of the staff inspection.
4.2 The typical staff inspection process will normally include:
4.2.1 A review of the condition and safe environment of working facilities;
4.2.1(a) Quality of ventilation, temperature, lighting;
4.2.1(b) Adequacy of facilities for conduct of business
4.2.2 Inspection of equipment;
4.2.2(a) State and readiness of equipment
4.2.2(b) Sufficiency

1

Section previously numbered 1.1 and 1.1.1 pertaining to the inspection schedule deleted. Remaining sections
renumbered as necessary, new Section 1.1 revised, per Policy Change Order 13-055, Effective Date 08/15/2013.
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5

4.2.2(c) Downtime
4.2.2(d) Compliance with inspection forms/frequency
4.2.3 Inspection of vehicles;
4.2.3(a) State and readiness of equipment
4.2.3(b) Sufficiency
4.2.3(c) Downtime
4.2.3(d) Compliance with inspection forms/frequency
4.2.4 Policy and Procedure;
4.2.4(a) Compliance with directives pertaining to the function
of the unit/section being inspected.
4.2.4(b) Knowledge of staff about critical policies affecting
their functions
4.2.4(c) Availability of policy in their work area
4.2.5 Files and Records including payroll records;
4.2.5(a) Relevance of records on file
4.2.5(b) Organization
4.2.5(c) Consistency
4.2.6 Supervision and Leadership;
4.2.6(a) Descriptive narratives of command and supervisory
staff, experience and functions
4.2.6(b) Subjective evaluations of command and supervisory
ranks by subordinate personnel as a group
4.2.6(c) Use of employee questionnaire to develop findings
4.2.7 Any other pertinent issues.
4.3 The methods used to conduct the staff inspection may include:
4.3.1 Personal observations of the inspector(s);
4.3.1(a) May include use of structured inspection report and
notes
4.3.2 Interviews with bureau, division, section, or unit staff;
4.3.2(a) May include use of an interview questionnaire.
4.3.3 Written questionnaires to employees and citizens concerning attitudes
and how services are provided.
4.3.4 Interviews with other persons inside and outside the department.

POST INSPECTION CONFERENCE
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7

v

5.1 The post inspection conference is a non-adversarial, informal, non-
confrontational one on one exchange of information by the IIAU Supervisor
with the recently inspected Bureau Commander.

5.2 The conference includes a summary of findings.

THE INSPECTION REPORT

6.1 The inspection Report shall be completed within 30 days of the commencement
of the inspection process;
6.2 The inspection Report shall be well-organized, easy to read, comprehensive and

supported by documentation. It is a document that shall detail issues and
concerns for the unit as well as positive observations.

6.3 The inspection report shall be subdivided as follows:
6.3.1 Organizational/sub-unit description
6.3.2 Mission and Purpose of the sub-unit
6.3.3 Staffing
6.3.4 Facilities and Equipment
6.3.5 Operations (Division of Labor)
6.3.6 Leadership (Command)
6.3.7 Training
6.3.8 Policies and Procedures
6.3.9 Files and Records
6.3.10  Miscellaneous Information
6.3.11  Recommendations
6.3.12  Appendices (Supporting Documentation)

FOLLOW-UP ON DEFICIENCIES
7.1 The Bureau Commander’s Follow-up Report

7.1.1 The Bureau Commander shall respond in writing to each of the
findings/recommendations offered in the Staff Inspection Report
within 30 days unless otherwise extended by the Chief of Police.

7.1.2 The follow-up report shall be addressed to the Chief of Police.

7.1.3 A follow-up inspection will be conducted by the IIAU Supervisor
within 30 days of the Bureau Commander’s follow-up report.

Attachments
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Chief of Police:

Line Inspections

I Policy

Line inspections are those inspections conducted by the employee’s chain of command to
determine if they are maintaining a professional appearance, are properly equipped, and
are adhering to agency standards. Line inspections are critical activities essential to the
proper discipline of officers and other police employees. Line inspections are a key

responsibility of supervisors.
1 Definitions

Formal inspection — a focused, announced or unannounced examination of

employee’s appearance, equipment, grooming, and workspace which occurs at a

predetermined place and time and is always officially documented.

Informal inspection — a routine, casual examination of the employee’s appearance,
equipment, grooming and workspace which may occur at any time, including daily, and

which may or may not be officially documented.

11 Procedures

1 SUPERVISORY RESPONSIBILITY

1.1 First line supervisors have oversight responsibility for the appearance,
grooming, equipment and workspace organization of staff assigned to their

command.
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Effective Date: 03/31/2013

1.2

13

1.4

1.5

Standards for the conduct of inspections will be based upon regulations as set
forth in SOG 103.1 Code of Conduct and in SOG 304.6 Police Uniforms and
Appearance Regulations. *

Each formal inspection will be properly recorded on approved department
records. Results of those records will be used as part of the subject employee’s
annual evaluation process.

All discrepancies identified by a supervisor during a formal or informal
inspection shall be documented on the employee’s Inspection Record and/or
Performance Documentation File.

In the event an employee presents an unacceptable appearance during either a
formal or informal inspection, the inspecting supervisor shall take immediate
summary action and require correction of the deficiency.

2 INSPECTION RATINGS
2.1 The following definitions and rating standards shall be used in conducting line
inspections of employees:
211 Unacceptable: The object or area of inspection fails to meet minimal
acceptable standards, and is outside of policy. The condition does not
present a satisfactory, professional, or functional image consistent
with the expectations of the citizens we serve. Unacceptable
deficiencies require correction prior to beginning duty. Examples
include:
2.1.1(a) Obviously soiled or damaged uniform;
2.1.1(b) Part of the uniform missing or improperly worn;
2.1.1(c) Obviously worn or damaged leather gear;
2.1.1(d) No body armor immediately available;
2.1.1(e) Haircut color or style not in compliance with SOG
103.1 Code of Conduct;

2.1.1(FH Dirty fingernails or hair;

2.1.1(0) Non-functional or unauthorized piece of equipment,
weapon is dirty or too oily;

2.1.2 Needs Improvement: The object or area of inspection fails to meet
minimal acceptable standards but does not require immediate
correction. Examples may include:
2.1.2(a) Minor tarnishing of brass;
2.1.2(b) Shoes needing higher polish;
2.1.2(c) Hair in need of trim;

1  Section 1.2 corrected title of SOG 304.6, Police Uniforms and Appearance Regulations, per Policy Change

Order 13-017, Effective Date 03/31/2013.
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2.1.2(d) Worn spots beginning to show in shirt or trousers;
2.1.2(e) Polish on leather gear is worn.

2.1.3 Acceptable: The object or area of inspection meets department
standards and the employee presents a positive image of the
department.
2.1.3(a) Uniform or clothing is clean and pressed with all

buttons present, buttoned. A few loose threads may be
visible;
2.1.3(b) Hairstyle and personal grooming are within limits;
2.1.3(c) Brass and leather are shined and clean;
2.1.3(d) All required equipment is present, clean, properly

secured and functional.

214 Outstanding: The object or area of inspection exceeds department
standards and the employee exhibits obvious and genuine pride in
their professional appearance.

2.1.4(a) Brass is spotless and highly shined;

2.1.4(b) Leather is clean and highly polished;

2.1.4(c) No loose threads;

2.1.4(d) Hair is properly and conventionally trimmed,

2.1.4(e) Employee appears clean;

2.1.4(F) Employee presents an exceptional overall appearance.

2.15 X: The equipment inspected is present and functional. A numerical
rating is required only when the item is deficient or unavailable for
inspection.

3 INSPECTION OF UNIFORMED POLICE OFFICERS
3.1 Uniformed police officers will receive formal inspections regularly conducted
by the immediate supervisor and/or commander;

311 The supervisor shall conduct continuous informal inspections
sufficient to insure proper appearance, equipping, and organization of
personnel.

3.1.2 At a minimum, supervisors shall conduct at least one formal
inspection per month. This will include a complete inspection of all
assigned weapons, equipment, and duty related gear. 2

3.2 Additional formal or informal inspections may be conducted at any time.
3.3 Uniforms shall be worn as specified in SOG 304.6 Police Uniforms and
2  Section 3.1.2 revised per Policy Change Order 13-017, Effective Date 03/31/2013.
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3.4

Appearance Regulations. ®

Formal inspections shall be recorded on the Uniformed Officer Inspection Form,
SPD Form # 94-IN-0053.

4 INSPECTION OF UNIFORMED NON-SWORN EMPLOYEES
4.1 Uniformed non-sworn personnel will receive at least one formal inspection each
month conducted by their immediate supervisor and/or commander;

4.1.1 The supervisor shall conduct continuous informal inspections
sufficient to ensure proper appearance, equipping, and organization of
personnel.

4.2 Uniformed non-sworn employees shall include Police Services Representatives

(PSR’s) assigned to Records and Traffic Services Officers. *

4.3 Additional formal or informal inspections may be conducted at any time.
4.4 Uniforms shall be worn as specified in ISSB SSD SO 304.1, Support Services

Division Uniform and Appearance Regulations, and UOB SO 304.3, Traffic

Services Officer Uniform and Appearance Regulations. °

4.5 Formal inspections shall be recorded on the Non-Sworn Inspection Form, SPD

Form # 97-AD-0282.

5 INSPECTION OF NON-UNIFORMED POLICE OFFICERS
51 Non-uniformed officers will receive at least one formal inspection each month
conducted by their immediate supervisor and/or commander;

51.1 The supervisor shall conduct continuous informal inspections
sufficient to ensure proper appearance, equipping, and organization of
personnel.

5.2 Additional formal or informal inspections may be conducted at any time.
5.3 Formal inspections shall be recorded on the Non-Uniformed Officer Inspection

Form, SPD Form # 01-IN-0347 or the Special Investigations Section Inspection

Form, SPD Form # 01-IN-0348.

6 INSPECTION OF NON-UNIFORMED, NON-SWORN EMPLOYEES
6.1 Non-sworn employees who do not wear any type of department-approved
uniform are subject to formal inspection one time per month.
3 Section 3.3 corrected title of SOG 304.6, Police Uniforms and Appearance Regulations, per Policy Change

Order 13-017, Effective Date 03/31/2013

Section 4.2 revised, per Policy Change Order 13-017, Effective Date 03/31/2013.
Section 4.4 revised, per Policy Change Order 13-017, Effective Date 03/31/2013.
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6.2

6.3

6.1.1 The supervisor shall conduct continuous informal inspections
sufficient to ensure proper appearance, equipping, and organization of
personnel.

Command officers in the non-uniformed, non-sworn employee’s chain of
command may conduct formal or informal inspections, in addition to those
conducted by the supervisor, at any time.

Formal inspections shall be recorded on the Non-Sworn Inspection Form, SPD
Form # 97-AD-0282.

DISCREPANCIES AND SUPERVISORY FOLLOW-UP

7.1

7.2

7.3

Discrepancies in appearance, equipment, or organization should be corrected as
soon as possible and formally re-inspected by the supervisor.

If an unsatisfactory discrepancy cannot be corrected prior to the next official
workday for the employee, the supervisor shall:

7.2.1 Reassign the employee to a function not requiring public contact;

7.2.2 Take immediate summary action pending administrative investigation
of the incident and correction of the deficiency.

Supervisors may order the employee to purchase uniforms or equipment
necessary to eliminate the deficiency.

7.3.1 Failure or refusal to do so may be considered insubordination.

Attachments
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SPRINGFIELD POLICE DEPARTMENT

Standard Operating Guideline

Effective Date: Supersedes Policy Dated: Rescinds: SOG Number:
10/06/2015 07/01/2015
Accreditation Index: 17.4.2 (5™ Edition) 104.2
Part Title: Administration Chapter Title: Administrative Support

Chief of Police:

Fiscal Management

I Policy

The Chief of Police has ultimate authority within the Police Department to create, administer,
and control the Police Department budget. It is the policy of the Police Department to
conform to the budgetary controls as established by the City Administration and City Council
and published in the Purchasing Ordinance (Ch. 13, Art. 1lI), the Purchasing Manual and

Purchasing Manual Supplement.
| Definitions
Il Procedure

1 BUDGET ADMINISTRATION

1.1 Administration of the budget is the responsibility of the Chief of Police. The
Financial Analyst assigned to the Chief of Police shall perform this function on a

daily basis.

1.2 Each Bureau Commander is responsible for the proper administration, control, and
expenditure of their respective bureau budgets as supervised by the Chief of Police.

2 BUDGET PREPARATION

2.1 Preparation of each budget shall commence in November of the year preceding the
fiscal year.
2.2 The Financial Analyst shall publish and disseminate a budget preparation schedule

prior to the above date that shall ensure preparation and submission as required by

the Finance Department.
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Fiscal Management
Effective Date: 10/06/2015

2.3

2.4

2.5

2.6

2.7

3.1

3.2

The Financial Analyst shall maintain copies of all Budget Priorities and Capital
Outlay requests that are declined or cut.

Each Bureau Commander is responsible for the preparation of their respective
bureau budgets and in collaboration with the other Bureau Commander and the
Chief of Police, they shall develop the Police Department Budget to include:

24.1 Overtime Requests

2.4.2 Capital Outlay Requests

2.4.3 Supplies and Services Requests
2.4.4 Police Department Priorities

The Financial Analyst shall prepare spreadsheets and comparative analysis tools to
assist the budget development process.

Bureau budget submissions to the Financial Analyst shall be on forms provided by
the Financial Analyst.

Budget Adjustments

2.7.1 The Financial Analyst submits Police Department budget adjustments to
the Finance Department as required.

PURCHASING

All purchasing processes shall be in compliance with the Purchasing Ordinance,
Chapter 13 and procedures as published by the Finance Department, and in the
Purchasing Manual and Supplement. The Police Department requires additional,
internal procedures for accountability and tracking of expenditures as herein
contained. These are subordinate to the Purchasing Ordinance.

3.1.1 Personnel within the Police Department who are authorized to perform
purchasing shall be trained and registered with the Director of Finance.

3.1.2 Purchase of items that are continually and regularly consumed can be
through use of a Supply Contract or Price Agreement. Contact the
Purchasing Division for assistance and direction.

Department Prepared Purchase Orders (PO)

3.2.1 To be used for purchases up to $5000. Purchases between $2000 and
$5000 require a phone bid sheet to be completed and forwarded to the
Police Departments Financial Analyst for approval prior to completion
of the Purchase Order.

3.2.2 Must be completely filled out and approved in Oracle prior to
transaction.

3.2.3 Refer to Purchasing Manual, 13-3.202 and Purchasing Manual
Supplement, "Purchases Under $2,000" for restrictions.
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3.24 The Financial Analyst shall maintain a log of all PO's prepared by Police
Department personnel.

3.25 Purchase Order Preparation and Processing:

3.2.5(a)
3.2.5(b)

3.2.5(C)

3.2.5(d)

3.2.5()

3.2.5(f)

3.3 Requisitions

Approved Police Department buyer prepares PO in
Oracle.

Electronically forward to Bureau Commander for review
and approval.

Bureau Commander electronically forwards to Financial
Analyst to review PO and verify funds are available. The
Financial Analyst will then approve PO, log PO and
enter information in Police Department budget
database.

Purchaser receives electronic notification of approval in
Oracle, prints PO, and completes purchase.

Upon receipt of Invoice, receipt the good(s) in Oracle and
prepares Accounts Payable/Invoice Register in Oracle
with the appropriate invoice information. Match to the
PO.

Forward completed invoice register, original Invoice, and
packing list(s) to the Financial Analyst for review,
database adjustments (if necessary), signature and date
approved for payment. Copies are retained in the office
of the Financial Analyst and originals are forwarded to
the Finance Department.

3.3.1 Requisitions are applications for issuance of a Purchase Order by the
City Purchasing Division, Finance Department.

3.3.1(a)

Requisitions shall be completed for purchases exceeding
$5,000.

3.3.1(a.1) Formal bids are required for all purchases
over $5,000 as conducted by the Division
of Purchasing.
3.3.1(a.1.1) Bidding procedures are
defined by regulations
set forth in the
Purchasing Manual and
Supplement.

3.3.2 Requisition Process:

3.3.2(a)

Complete Requisition in Oracle.
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3.3.2(b)

3.3.2(c)

3.3.2(d)

Electronically forward to Bureau Commander for
approval.

Bureau Commander electronically forwards to Financial
Analyst for review of completion, verification of funds
availability, approval, entry into budget database, logging
and retention of copies.

Financial Analyst electronically forwards requisition to
Purchasing.

3.4 Accounts Payable Without a Purchase Order

Refer to Purchasing Manual (13-3.207) and Purchasing Manual Supplement
("Acct. Payable™), and financial control procedures.

3.4.1 When paying for items not purchased on a PO, such as payments for
membership dues, utilities, etc., prepare an Accounts Payable/Invoice
Register in Oracle.

3.4.2 Processing:
3.4.2(a)

3.4.2(b)

Upon receipt of invoice, complete Accounts
Payable/Invoice Register in Oracle with appropriate
vendor number, vendor name, invoice number and
amount, fund, low org number, account number.
Accuracy of entries is essential to processing.

Forward Accounts Payable/Invoice Register and original
invoice to Financial Analyst for review, database entry,
signature and date for approval of payment. Copies are
retained in office of Financial Analyst and originals are
forwarded to Finance Department.

35 Emergency Purchasing Procedures

All Emergency Purchasing Procedures are defined in the Purchasing Manual (13-
3.300 through 13-3.304) and the Purchasing Manual Supplement ("Emergency

Purchases").
3.5.1 General
3.5.1(a)

3.5.1(h)

3.5.1(c)

Major case investigations, natural disaster or other
critical event may occur which threaten public safety,
health, and welfare.

Specific conditions are defined in regulations
promulgated by the City Purchasing Agent.

Written determination of the basis for the emergency and
selection of a particular contractor is required to be
included in the contract file.

3.5.2 Normal Working Hours: Purchases Exceeding $5,000
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3.6

3.5.2(a)

3.5.2(b)

3.5.2(c)

3.5.2(d)
3.5.2(e)

Designee of Chief of Police will prepare requisition in
Oracle and explain the reason for selection of vendor or
contractor.

Electronically forward to Financial Analyst for review of
completion, verification of funds availability, approval,
entry into Police Department budget database, logging,
and retention of copies.

Financial Analyst electronically forwards requisition to
Purchasing.

Purchasing Agent will issue Purchase Order number.

Emergency Purchases exceeding $20,000 requires verbal
approval of the City Manager.

3.5.3 Emergencies Outside Normal Working Hours:

3.5.3(@)

3.5.3(b)

3.5.3(c)

3.5.3(d)

3.5.3(e)

Direct purchase is authorized by the Chief of Police or
his designee.

Designee of Chief of Police will prepare requisition in
Oracle and explain the reason for selection of vendor or
contractor.

Electronically forward to Financial Analyst for review of
completion, verification of funds availability, approval,
entry into Police Department budget database, logging,
and retention of copies.

Financial Analyst electronically forwards requisition to
Purchasing.

Purchasing Agent will issue Purchase Order number.

3.5.4 Emergency Appropriation

3.5.4(a)

The Chief of Police may seek appropriation from City

Council of additional financial resources for overtime or
other expenses as needed to restore the operating budget.

Vendor-Purchaser Relations/Ethics

3.6.1 Vendors are certified only by the Purchasing Division according to
regulations set forth in the Purchasing Ordinance.

3.6.2 Guidelines for ethical relations with vendors are found in the Purchasing
Manual Supplement (Vendor Relations).

3.6.3 Employees and relatives are prohibited from selling to the City of
Springfield. Violation may result in the employee vacating their office
(Springfield City Charter).

3.6.4 Employees shall never disclose information from other vendors.
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4 ACCOUNTING SYSTEM

4.1 All budget and accounting entries shall comply with the Oracle system defined by
the Finance Department.

4.2 A complete listing of fund, low org and account numbers is available from the
Financial Analyst or Finance Department.

4.3 Upon request, Commanders may receive monthly account reports detailing initial
appropriation, expenditure, any funds encumbered, and remaining unencumbered
balance. Note: Selected personnel have access to view the Police Department
budget database.

5 CASH FUND PROCEDURES

5.1 Disbursement Authority: (CALEA 17.4.2(c)) *

511 No cash fund shall be established without authorization from the
Director of Finance and the Chief of Police.

512 No petty cash fund transaction shall exceed $100.

5.1.3 Disbursements from the Investigative Fund are controlled by SOG 402.7
— Investigative Funds
I

514 All other cash funds are non-discretionary meaning that their monies
must be submitted in total to a specific legal authority and may not be
disbursed for any other purpose.

5.2 Records: Record keeping procedures are established by the Finance Department and
may differ from fund to fund; however, all funds shall utilize, at a minimum:
521 Ledger or balance sheet showing initial balance, credits (cash income

received), debits (cash disbursed), and balance on hand, and itemizing
every transaction; or procedures approved by the Finance Department.
(CALEA 17.4.2(a))

522 Receipts or other documentation for cash received; or procedures
approved by the Finance Department. (CALEA 17.4.2(b))

523 Records, invoices, bills or other documentation for cash expenditures;
(CALEA 17.4.2(d))

5.3 Custodian: Designated, named custodian(s) responsible for supervision of the fund.
Positions authorized to disburse or accept cash include: (CALEA 17.4.2(e))
531 Records Section: The monies received in Records Section are delivered

to the Finance Department as needed, but no less than once per week,
and are verified by the Finance Department upon receipt.
1 “5" Edition” references deleted from all CALEA citations throughout policy, per Policy Change Order 15-050.
. |
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5.3.1(a) The custodian shall be the Police Services Administrator.

5.3.1(b) Positions authorized to disburse or accept cash include
the Police Services Shift Leaders, Police Services
Representatives, Clerical Assistants, 2nd and 3rd Shift
Police Officers assigned to TELCOM, and Police
Services Assistants.

532 Investigations and Support Services Bureau (ISSB) Office Administrator

(petty cash custodian)

5.3.2(a) Photo and Video Services

5.3.2(a.1)

5.3.2(a.2)

The ISSB Office Administrator receives
fees for photos and videos provided to the
public.

Receipts are stored until a remittance
form is prepared and the remittance of
funds is forwarded to the Police
Department Financial Analyst. No funds
shall be retained by the Office
Administrator longer than 10 working
days before forwarding to the Financial
Analyst. The Financial Analyst will then
forward it to the City Finance
Department.

5.3.2(b) False Alarm Fees

5.3.2(b.1)

5.3.2(b.2)

5.3.2(c) Car Fax Fees
5.3.2(c.1)

5.3.2(c.2)

All monitoring and billing of false alarms
will be outsourced to a third party vendor.

The ISSB Office Administrator shall be
responsible for depositing the remittance
of false alarm fees collected by the third
party vendor.

The ISSB Office Administrator receives
payments from Records for Car Fax
reports once a month.

Receipts are stored until a remittance
form is prepared and the remittance of
funds is forwarded to the Police
Department Financial Analyst. No funds
shall be retained by the Office

3 Section 5.3.2(a.2) revised, minor wording changes, per Policy Change Order 15-050.
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Administrator longer than 10 working
days before forwarding to the Financial
Analyst. The Financial Analyst will then
forward it to the City Finance
Department. *

5.3.3 Internal Affairs Administrative Assistant (petty cash custodian)
534 Investigative Funds (see SOG 402.7, Investigative Funds).

5.3.4(a)
5.3.4(b)
5.3.4(c)

5.3.4(d)

Narcotics and Special Investigations Supervisors
Persons Section and Property Section Commanders

Financial Analyst (petty cash custodian-undercover
funds)

Special Investigations Office Administrator (petty cash
custodian — undercover funds)

5.35 Training Unit Receipts:

5.3.5(a)

5.3.5(b)

5.3.5(c)

5.3.5(d)

Personnel from other law enforcement agencies attending
training conducted by the SPD Training Unit are
generally required to pay a tuition fee to the SPD.

When the tuition payment is made, the Training Unit
Administrative Assistant gives the attendee a receipt
from a pre-numbered receipt book. A copy of the receipt
is maintained by the Administrative Assistant.

A remittance form is prepared, and the remittance and
funds are forwarded to the Police Department Financial
Analyst, who then forwards them to the Finance
Department. No funds shall be retained by the
Administrative Assistant longer than 10 working days
before forwarding to the Financial Analyst.

Custodians shall be the Training Unit Supervisor and
Administrative Assistant.

5.3.6 Support Operations Section Administrative Assistant °

5.3.6(a)

5.3.6(b)

The Support Operations Administrative Assistant
receives reimbursements to the City for damages to
police vehicles (generally forwarded from the City Law
Department).

Receipts are stored until a remittance form is prepared
and the remittance of funds is forwarded to the Police
Department Financial Analyst. No funds shall be

4 Section 5.3.2(c.2) revised, minor wording changes, per Policy Change Order 15-050.
Section 5.3.6 added, per Policy Change Order 15-050.

5
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5.4

5.5

retained by the Administrative Assistant longer than 10
working days before forwarding to the Financial Analyst.
The Financial Analyst will then forward it to the City
Finance Department.

Other Cash Funds (CALEA 17.4.2(e))

54.1

5.4.2

5.4.3

5.4.4

5.4.5

The Financial Analyst receives grant reimbursements in the form of
checks and bank wires. A spreadsheet is maintained for each grant,
which shows the monthly amount of reimbursement to receive and when
it is remitted (in the case of wire received, when it is journalized).

The Financial Analyst receives monthly recoupment fees in the form of a
check from the Greene County Circuit Clerk reference DWI
recoupments.

The Financial Analyst occasionally receives restitutions regarding drug
cases. The restitutions are generally in the form of a check.

The Financial Analyst occasionally receives checks for restitutions for
“filing a false report,” etc., as well as checks from Police Department
employees who have received payment for jury duty or witness fees, etc.
Jury Duty payments to employees acting as citizens shall be kept by the
employee.

5.4.4(a) Payments to Police from Attorneys: When a Police
employee in the capacity of their job is providing service
to an attorney, they should not receive any payment from
the attorney. If a payment is received (for example, a
check arrives in the mail), the payment should be
returned to the attorney. It should not be accepted by the
City.

Upon receipt of each check, the Financial Analyst immediately endorses

the check with a “For Deposit Only, Treasurer’s Fund, City of

Springfield, Police-Admin.” stamp. Remittance forms are prepared and

are forwarded with the funds to the Finance Department.

Physical Security

5.5.1

5.5.2

Each fund described in this section shall be stored in a secure lock box,
lock bag, or cash register.
During hours when the custodian and/or designee are off-duty the

secured lock box or lock bag shall be stored in a locked file cabinet, safe,
or other means which offers access only to authorized personnel.

6 AUDITS AND REVIEWS

All cash funds or accounts where department personnel receive, maintain, or
disburse cash shall receive a compliance audit conducted by the Inspections and
Internal Affairs Unit at least once each quarter. (CALEA 17.4.2(f))

6.1
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6.2

6.3

The Finance Department will complete a cursory review and reconcile all
investigative funds bank accounts semi-annually AND upon transfer of an SIS
Supervisor or a Persons or Property Section Commander.

6.2.1 Upon completion of each review, the Finance Department prepares a
written report, which is then forwarded to the Chief of Police.

A report shall be submitted annually of all federal seizures and the proceeds
received from those seizures. This shall be submitted by January 31% for the
previous calendar year ending December 31* in accordance with Section 513.653,
RSMo.

6.3.1 In addition to providing the report to the State Auditor, copies of the
report shall be provided to the Springfield City Clerk’s office, the City of
Springfield Director of Finance and the Missouri Department of Public
Safety.

6.3.2 The Missouri Department of Public Safety shall not issue funds to any
law enforcement agency that fails to comply with the provision of this
section.

FEDERAL GRANTS

7.1

7.2

Before draw down requests are made by the Financial Analyst, the draw down
request and related supporting documents are to be reviewed and approved by the
Chief of Police or his designee. The Chief of Police or his designee shall also sign
the draw down request form.

When there are subrecipients, and when applicable, the Financial Analyst will
verify whether the subrecipients receiving American Recovery and Reinvestment
Act (ARRA) funding from federal grants have registered with the CCR prior to
distributing funds. The Financial Analyst will maintain a copy of the subrecipients’
CCR document.

Attachments
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SPRINGFIELD POLICE DEPARTMENT

Standard Operating Guideline

Effective Date: Supersedes Policy Dated: Rescinds: SOG Number:
08/15/2013 06/30/2012
Accreditation Index: 31.2.1, 31.2.2 (5™ Edition) 201.1
Part Title: Personnel Chapter Title: Recruitment and Selection

Chief of Police:

Recruitment of Police Officers
Policy

To establish guidelines within the Springfield Police Department for the purpose of
attracting quality personnel who are motivated, intelligent, ethical, progressive and
dedicated, and who represent the racial, ethnic and gender composition of the community.
(CALEA 21.2.1(a) — 5" Edition)

Definitions
Procedure

RESPONSIBILITY

11 Although every member of the Department should act as recruiters during their
daily contacts with the public, the responsibility and authority of the recruitment
program shall belong to the Resource Management Unit and the City of Springfield
Human Resources Department. (CALEA 31.2.1(c) — 5™ Edition)

MEMBER INVOLVEMENT

2.1 Recruitment teams shall consist of Human Resource staff and Police Officers who
present a positive professional image and are effective oral communicators.

2.1.1 The Human Resource staff assigned recruitment activities shall have
specific ~ knowledge of concerning  Equal  Opportunity
Employment/Affirmative Action and Americans with Disabilities Act
policies of the City of Springfield, federal and state compliance
guidelines, community demographic characteristics, police officer
selection processes including background investigation procedures,
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minimum qualification standards for police officer, Police Department
recruitment needs, plans, and commitments, selection disqualification
standards, written, oral, and physical agility examinations, career
opportunities, salaries, benefits, and training, and skills in
communications with various ethnic groups.

2.1.2 The Police Officers assigned to the recruiting team shall have
knowledge concerning: minimum selection qualifications, the police
officer selection process, and more specifically, about the skills,
knowledge, and abilities necessary to perform the job, police department
policies and procedures, community characteristics that make
Springfield an attractive place to live and work.

2.1.2(a) Consideration should be given to officers who represent
minority, ethnic or gender status.
2.1.2(b) Officers should exhibit positive motivation, work ethic,
and support Police Department policies, goals, and
objectives.
2.1.3 Selection for a recruitment team will depend heavily upon the

operational requirements of the Uniform Operations Bureau.

2.1.4 The Investigations and Support Services Bureau Commander shall
supervise the recruitment team after it is assembled.

3 RECRUITMENT PROGRAM (CALEA 31.2.1(b) — 5™ Edition)

3.1

3.2

3.3

3.4

3.5

Members of the recruitment team will work with civic organizations, educational
institutions and key community leaders to provide recruitment assistance, referrals,
and advice about the Department. The Human Resources Department will post
police recruit job openings.

Recruitment team members will make an aggressive effort to periodically visit
colleges and universities and other sources of worthy candidates for the purpose of
recruiting quality applicants to the Springfield Police Department.

Job Announcements shall be the responsibility of the City's Human Resources
Department, and contain a description of the duties, responsibilities, requisite skills,
educational level and physical requirements for the position to be filled. The
announcements will be disseminated and posted by the Human Resources
Department. When possible, the announcement will be advertised in commercial,
college and other professional newspapers, magazines or other media.

The Resource Management Unit shall work with the City's Human Resources
Department to maintain professional quality recruitment brochures and videotapes
that promote the image and mission of the Springfield Police Department.

The Resource Management Officer will maintain a written Recruitment Plan for
full-time sworn personnel containing the following information:

351 Recruiting Objectives of the Springfield Police Department.
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3.5.2 A Plan of Action that describes the actions designed to achieve the listed

objectives.
3.5.3 Procedures for evaluating progress towards achieving the stated
objectives, revising and reissuing the plan.
3.6 The Resource Management Officer shall conduct a documented annual analysis of
the recruitment plan to include: (CALEA 31.2.2(a) and 31.2.2(b) — 5™ Edition)
3.6.1 Progress toward stated objectives; and

3.6.2 Revisions to the plan, as needed.

4 AFFIRMATIVE ACTION/EQUAL EMPLOYMENT OPPORTUNITY

4.1 The Springfield Police Department shall at all times adhere to the City's
Affirmative Action Plan and Equal Opportunity Plan in an effort to maintain a
diverse work force.

v Attachments
1 Police Officer Recruitment Plan, dated 08/15/2013*

1 Revised Attachment 1, Police Officer Recruitment Plan, per Policy Change Order 13-102, Effective Date
08/15/2013.
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SPRINFIELD POLICE DEPARTMENT

POLICE OFFICER RECRUITMENT PLAN

l. OBJECTIVE

The Springfield Police Department strives to seek, attract, and employ qualified
individuals who are personable, motivated, intelligent, ethical, progressive, and dedicated
to public service, who represent the racial, ethnic, and gender composition of our
community.

1. PLAN
1. Conduct recruitment activities both inside and outside of our jurisdiction by:
1.1  Attending job fairs
1.2 Conducting presentations at colleges in regards to a career in law
enforcement.
1.3 Publish job opportunities in various printed publications.

1.4  Post job opportunities on the City of Springfield Website, Springfield
Police Department Website and on “goSPD.com” the Springfield Police
Department Recruiting Website.

1.5  Distribute recruitment literature to organizations who are fluent in the
community’s minority and multi-cultural environment. This literature
shall project officers as personable, professional, and integrated into the
community, and will include women and minorities in law enforcement
roles.

1.6 Conduct a Police Academy Informational seminar prior to each police
academy testing process. Topics that will be covered are:

1.6.1 Physical Agility Test
1.6.2 Written Test

1.6.3 Background Investigation
1.6.4 Post Offer Exams

I1.  EVALUATION AND REVISION OF THE PLAN

1. The Resource Management Officer shall conduct a documented annual analysis of
the Recruitment Plan. This report will be used to determine which type of
recruiting method was most beneficial, if the recruitment activities targeted our
demographic/geographic features of the agency’s service area and will help in
determining how the plan should be modified. The report will include the
following information:

Revised 08/15/2013 SPD Recruitment Plan.docx AR-08-SP-0053



1.1 A list of institutions where recruiting efforts were made through
presentations at colleges or job fairs, etc.

1.2 Alistand a copy of all printed publications identifying job opportunities at
the Springfield Police Department.

1.3 A list of locations where recruitment literature was sent, if sent to
additional locations other than the job fairs and colleges attended by the
recruiting officer.

1.4 Identify the number of applicants who participated in the Police Academy
Informational seminar.

1.5 Identify the number of participants for the written exam, physical agility
test, and oral interview. *

1.6 A count of recruiting methods identified by each applicant pertaining to
how the applicant heard about the job opportunities at the Springfield
Police Department i.e. Job Fair, College Presentations, Website,
Publications, Recruitment Literature.

1.7 Identify how the use of social media was used in recruiting efforts. Using
our recently established Facebook, Twitter, and Youtube channel to reach
a larger audience with minimal expense.

1.8 Identify how Lateral Hire employment opportunities material was made
available to potential candidates while officers from other agencies were
attending training at the Regional Police Fire Training Center. *

1.9  Document all the changes and or additions made to the plan during the last
year.

The Resource Management Officer will provide a copy of the report to the
executive command staff.

The executive command staff will review the report and make suggestions for
improvement to the plan.

The plan will be revised based on input from the command staff and will be
distributed to the executive command staff and the City’s Human Resources
liaison.

Section 1.5 revised per Policy Change Order 13-102, Effective Date 08/15/2013.
Section 1.7 added, per Policy Change Order 13-102, Effective Date 08/15/2013.

3 Section 1.8 added, remaining sections renumbered as needed, per Policy Change Order 13-102, Effective Date

1
2

08/15/2013.
Revised 08/15/2013
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SPRINGFIELD POLICE DEPARTMENT

Standard Operating Guideline

Effective Date: Supersedes Policy Dated: Rescinds: SOG Number:
07/01/2015 05/31/2014
Accreditation Index: 22.3.2,32.1.1, 32.2.1,32.2.7, 32.2.8, 32.2.10 201.2
(5™ Edition)

Part Title: Personnel Chapter Title: Recruitment and Selection

Chief of Police:

Selection Process for Police Recruits

I Policy

To establish procedures for the selection of qualified police recruits and the
responsibilities of the department in the selection process. (CALEA 32.1.1)*

I Definitions 2

Applicant — Someone who has submitted an application with the City of Springfield for
the position of police officer.

Candidate — An applicant who has received and accepted a Conditional Offer of
Employment for the position of police officer.

i Procedure

1 QUALIFICATIONS

1.1 In order to maintain a professional and qualified Department, certain minimum
hiring standards must be maintained. The minimum qualifications for the
position of Springfield police officer are:

111 21 years of age by the date of commission.
1.1.2 A United States citizen.
1.1.3 Be in excellent physical condition.

1 5™ Edition references removed from all CALEA Standard citations throughout the body of the policy, per
Policy Change Order 15-022.
2 Definitions for applicant and candidate were added, per Policy Change Order 15-022.
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1.14

115

1.1.6

1.1.7

1.18

1.19

1.1.10

1111

Meet the vision tests that demonstrate the candidate is able to perform
the essential functions of the position. This includes having vision
correctable to 20/40, along with satisfactory color vision and depth
perception.

Meet the hearing standards test that demonstrates the candidate is able
to perform the essential functions of the position. *

Be able to acquire a valid Missouri class "F" driver's license by the
time of appointment. *

Be free of any objectionable tattoos or brands. No tattoos or brands
shall be visible while wearing a short sleeve police uniform.

Except for the ears, no portion of the body may be pierced. The ears
may not have more than four pierced holes, each.

Pass all required post-offer exams including: polygraph examination,
drug screen (urinalysis), psychological examination, medical
examination, final review, and a follow-up investigation (if needed). °

Regular Academy Program applicant education requirements:

1.1.10(a) Have 60 credit hours from an accredited college or
university; or

1.1.10(b) Have two years of active military service with an
honorable discharge; or

1.1.10(c) Possess a Missouri Class A certification; or

1.1.10(d) Possess a Missouri Class B certification as a peace

officer, plus two years full-time law enforcement
experience within the last five years; or °

1.1.10(e) Have 30 credit hours from an accredited college or
university and three years of experience as a
Springfield police cadet. ’

Lateral Hire Program applicant education requirements:

1.1.11(a) In addition to the Regular Academy Program applicant
education requirements, lateral applicants  must
possess a Missouri POST Class A license and have a
minimum of two years full-time sworn civilian police
experience in any state, within the last five years. ®

ONO Ok~ W

Section 1.1.5 revised, minor rewording, per Policy Change Order 15-022.

Section 1.1.6 revised, minor rewording, per Policy Change Order 15-022.

Section 1.1.9 revised, punctuation corrections, per Policy Change Order 15-022.

Section 1.1.10(d) revised, punctuation corrections, per Policy Change Order 15-022.

Section 1.1.10(e) revised, commas removed and capitalization change, per Policy Change Order 15-022.
Section 1.1.11(a) revised, capitalization change and terminology change (candidates to applicants), per Policy

Change Order 15-022.
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1.1.11(b)

1.2 Automatic Disqualifiers

121

1.1.11(a.1) If an applicant does not possess a
Missouri POST Class A certification
but possesses a law enforcement
certification through another state, they
may participate in the testing process
while seeking reciprocity through

Missouri POST. °

Primary duties must include responding
to calls for service, conducting
preliminary and/or follow-up
investigation of crimes, responding to
traffic crashes, and apprehending,
detaining, and arresting suspects. *°

Currently certified as a law enforcement officer in the
state of Missouri with a Missouri POST Class A
certification. 1*

1.1.11(b.1)

1.1.11(a.2)

If in possession of a Missouri Class B
certification, it must be upgraded to a
Missouri Class A certification by the
application deadline. *?

An applicant shall be automatically disqualified and ineligible for

employment under any of the following conditions:

1.2.1(a)

1.2.1(b)

1.2.1(c)

The applicant has pled guilty or nolo contendre to, or
has been found guilty of, or has a pending indictment
for any Missouri felony or their equivalents (a
misdemeanor charge may be cause for elimination). =

The applicant has been convicted of two moving
violations from separate incidents within the past
twelve months. '

The applicant has been at fault in more than one traffic
crash during the past twelve months. *°

9 Section 1.1.11(a.1) revised, punctuation and capitalization correction, per Policy Change Order 15-022.

10
11
12
13
14
15

Section 1.1.11(a.2) revised, punctuation correction, per Policy Change Order 15-022.
Section 1.1.11(b) revised, sentence deleted, per Policy Change Order 15-022.
Section 1.1.11(b.1) revised, punctuation correction, per Policy Change Order 15-022.
Section 1.2.1(a) revised, minor wording change, per Policy Change Order 15-022.
Section 1.2.1(b) revised, syntax change, per Policy Change Order 15-022

Section 1.2.1(c) revised, syntax change, per Policy Change Order 15-022
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1.2.1(d)

1.2.1(e)

1.2.1(f)

1.2.1(g)

1.2.1(h)

1.2.1(i)

1.2.1(j)

1.2.1(K)

1.2.1(1)

1.2.1(m)

16
17
18
19

The applicant has received a DWI, DUI, or BAC
conviction within the past three years prior to the date
of application.*

The applicant has used controlled substances illegally
within the last three years.

The applicant does not meet or has falsified any one of
the requirements, or has made a false statement of
material fact established concerning the examination
for the position of police officer, or has otherwise been
intentionally untruthful at any time during the hiring
process. !’

The applicant has used or attempted to use political
pressure or bribery to secure an advantage in an
examination or other determining factor in securing a
position as a police officer.

The applicant intentionally omits relevant information
or fails to submit a complete, accurate, and truthful
application for employment or background information
questionnaire.

The applicant has sold, transported, traded or
dispensed drugs illegally, or has sold or traded in any
contraband.

The applicant has established an unsatisfactory
employment or personnel record, evidenced by a
reference check, of such a nature as to demonstrate
unsuitability for employment. *°

The applicant has served in the Armed Forces and was
released or discharged under less than honorable
conditions.

The applicant violates or does not meet the
requirements of the Merit Rules of the City of
Springfield, Missouri, or the State of Missouri Public
Safety "Police Officers Standards and Training
(P.O.S.T.)" requirements. (References: RSMo
590.120 and 590.135; Merit Rule 5.4).

The applicant fails to return the Springfield Police
Background Investigation Packet in a timely manner, it

Section 1.2.1(d) revised, syntax change, per Policy Change Order 15-022
Section 1.2.1(f) revised, comma added, per Policy Change Order 15-022
Section 1.2.1(h) revised, comma added, per Policy Change Order 15-022
Section 1.2.1(j) revised, commas added, per Policy Change Order 15-022

4 of 16


http://sharepoint/merit%20Rules/Rule%2005.doc

SOG 201.2
Selection Process for Police Recruits
Effective Date: 07/01/2015

is returned intentionally incomplete, or verification of
required information cannot be made with reasonable
investigation. 2°

1.2.1(n) The applicant fails to provide documents requested for
the purpose of conducting a background investigation
(e.g. school transcripts, Authorization For Release of
Personal Information, etc.).

1.2.1(0) The applicant does not pass or complete the required
post-offer examinations.
1.3. Discretionary Disqualifiers

13.1 An applicant may be disqualified and ineligible for employment based
upon a review by the Springfield Police Department and/or
Springfield Human Resources Department under any of the following
conditions:

1.3.1(a) The applicant has pled guilty or nolo contendere to, or
has been found guilty of, or has a pending indictment
for any misdemeanor charge, ordinance violation or
infraction (including all Missouri class A, B, and C
misdemeanors, or their equivalents). %

1.3.1(b) The applicant has abused/misused alcohol or a
controlled substance without successfully completing
an acceptable alcohol or substance abuse treatment
program.

1.3.1(c) The applicant is in arrears on taxes or has
demonstrated an unwillingness to honor fiscal
contracts or just debts. 3

1.3.1(d) The applicant has been cited for an excessive number
of traffic violations or one or more serious traffic
violations.

1.3.1(e) The applicant has a history of disgraceful conduct,

moral turpitude, or has otherwise established a pattern
of conduct that would tend to disrupt, diminish, or
otherwise jeopardize public trust in the law
enforcement profession. *

1.4 The disqualifiers listed in Sections 1.2 and 1.3 are given as basic guidelines and
are not meant to be considered all-inclusive.

20
21
22
23
24

Section 1.2.1(m) revised, capitalization change, per Policy Change Order 15-022

Section 1.2.1(n) revised, punctuation change, per Policy Change Order 15-022

Section 1.3.1(a) revised, minor rewording and punctuation correction, per Policy Change Order 15-022.
Section 1.3.1(c) revised, punctuation correction, per Policy Change Order 15-022.

Section 1.3.1(e) revised, unnecessary word removed and punctuation change, per Policy Change Order 15-022.
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ADMINISTRATION

2.1

2.2

2.3

2.4

2.5

2.6

2.7

2.8

2.9

The Chief of Police, the Director of Human Resources, the Investigations and
Support Services Bureau Commander, and the Resource Management Officer,
or their designees shall evaluate the selection process annually and make any
necessary revisions or deletions.

Vacancies shall be filled at the discretion of the Chief of Police from the current
eligibility list of police officer candidates provided by the Human Resources
Department, based upon established periodic testing and other valid factors,
such as background investigation information. 2

;I;}esting for the position of police recruit will be conducted on a continual basis.

The Resource Management Officer shall act as the Police Department's liaison
to the City's Human Resources Department.

The Resource Management Officer and the City's Human Resources Department
shall be responsible for the administration of the selection process.

Material generated and used during the selection process shall be stored in a
secure area in the Resource Management Unit or the Human Resources
Department. All related material disposed of shall be shredded to prevent
disclosure of information.

The Human Resources Department shall advise applicants of their success or
failure in completing the physical agility and written tests within one week from
the date the tests were administered.

After oral interviews are completed, the Human Resources Department will
notify unsuccessful applicants/candidates, in writing and within 30 days, at any
stage in the selection process in which they are no longer being considered for
employment.?’

Applicants who fail any portion of the selection process are disqualified. If the
applicant fails the written test or the physical agility/physical fitness test, they
may retest during the next regularly scheduled selection process. If the
applicant fails the oral interview, they must wait six months before reapplying
for the position of police officer. 2

29.1 If the applicant fails the written test or oral interview a second time,

they must wait a period of one year before reapplying for the position
of police officer.

25
26
27
28

Section 2.2 revised, comma added, per Policy Change Order 15-022.

Section 2.3 revised, period added, per Policy Change Order 15-022.

Section 2.8 revised, the word applicants was added, per Policy Change Order 15-022.

Section 2.9 revised, terminology update (candidate(s) changed to applicant(s)) and retesting conditions revised,
per Policy Change Order 15-022.
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2.10

211

2.9.2 Any applicant who fails the written test or oral interview a third time
is permanently disqualified.

The individual segments of the selection process shall be validated and have a
practical value, using rating criteria or minimum qualifications that are job-
related.

2.10.1  The documentation for each segment shall be the responsibility of the
Human Resources Department and, with the exception of background
investigation paperwork, such documentation will be retained within
that department.

All elements of the selection process will be administered, scored, evaluated,
and interpreted in a uniform manner. #°

2.11.1  The physical agility/physical fitness test shall be scored on a pass/fail
basis.

2.11.2  The written exam shall be scored by percentile.
2.11.3  Oral interviews shall be based on percentage scoring.
2.11.4  Background investigations shall be scored on a pass/fail basis.

2.11.5  Polygraph examinations shall be administered to all candidates who
receive a conditional offer for employment as a police officer. *

2.11.5(a) The results of the polygraph examination shall be used
in conjunction with all other available information to
support hiring decisions.

2.11.6  The drug screening shall be administered to all candidates who
receive a conditional offer for employment as a police officer and will
be considered on a pass/fail basis. **

2.11.7  The written psychological test and psychological evaluation shall be
administered to all candidates who receive a conditional offer for
3e2mployment as a police officer and will be scored on a pass/fail basis.

2.11.7(a) All psychological reports are confidential. They will
be maintained and stored in a locked file cabinet in the
Human Resources Department separate from the
candidate's other personnel records. (CALEA 32.2.8)

29
30

31

32

Section 2.11 revised, comma added, per Policy Change Order 15-022.

Section 2.11.5 revised; terminology change (applicants to candidates), capitalization and syntax correction; per
Policy Change Order 15-022.

Section 2.11.6 revised; terminology change (applicants to candidates), capitalization and syntax correction; per
Policy Change Order 15-022.

Section 2.11.7 revised; terminology change (applicants to candidates), capitalization and syntax correction; per
Policy Change Order 15-022.
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2.11.8  Medical tests shall be administered to all candidates who receive a
conditional offer for employment as a police officer and will be
considered on a pass/fail basis. *

2.11.8(a) All medical reports are confidential. They will be
maintained and stored in a locked file cabinet in the
Human Resources Department separate from the
candidate's other personnel records. (CALEA 32.2.7)

APPLICATION PROCESS

3.1

3.2

3.3

A written application containing complete and accurate information will be filed
with the City of Springfield Human Resources Department. All applications
shall be screened and maintained by the Human Resources Department to ensure
the applicant meets the minimum requirements for the position.

At the time formal application is made, the Human Resources
Department shall inform the applicant of the following information in writing:

3.2.1 All elements of the selection process.
3.2.2 The expected duration of the selection process.
3.2.3 A list of areas from which polygraph questions will be drawn.

3.24 The City of Springfield's policy on reapplication, retesting, and
reevaluation of applicants who are not appointed.

The City of Springfield Human Resources Department shall be responsible for
all applications and records used in or pertaining to the hiring and selection
process, with the lone exception being background investigation paperwork. All
related materials shall be stored in locked files. *°

SELECTION PROCESS

4.1

Testing Process *°

411 Applicants will be notified by the Human Resources Department of
the expected duration of the selection process. The Human Resources
Department will notify qualifying applicants of test dates at least one
week prior to the test being given. Applicants must pass each testing
phase before proceeding to the next phase.

4.1.2 Applicants will be required to take entrance level examinations and
must pass with a score equal to or greater than the minimum
acceptable score established for that examination. *’

33

34

35
36

Section 2.11.8 revised; changes in syntax, terminology (applicants to candidates), and capitalization; per Policy
Change Order 15-022.

Section 3.2.4 revised, change in punctuation and terminology (candidates to applicants), per Policy Change
Order 15-022.

Section 3.3 revised, minor rewording, per Policy Change Order 15-022.

Section 4.1 heading revised, punctuation removed, per Policy Change Order 15-022.
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41.3 Written exams:

4.1.3(a) Multiple choice reading comprehension/writing skills
test (scored by percentile).

4.1.3(b) General police officer aptitude test (scored by
percentage).

4.1.3(c) Failure to pass the written exam will eliminate the

applicant from continuing the selection process.
4.1.4  Agility/physical fitness test *®

4.1.4(a) The physical agility/physical fitness test is a timed 1/2
mile long obstacle course and will be graded on a
pass/fail basis.

4.1.4(a.1) The maximum allowable time for the
Regular Academy Program applicants
to complete the course shall be 7
minutes and 5 seconds.

4.1.4(a.2) The maximum allowable time for the
Lateral Hire Program applicants to
complete the course shall be 5 minutes
and 54 seconds.

4.1.4(a.2.1) If an applicant does not
meet the required time
for the lateral hire
program, but meets the
required time for the
regular academy
program, they may
choose to continue the
hiring process as a
regular academy
program applicant.

4.1.4(b) The obstacle course consists of the following 10
stations/tasks:

4.1.4(b.1) 100 meter sprint;
4.1.4(b.2) Vehicle push;
4.1.4(b.3) Jump box;
4.1.4(b.4) 6 foot wall climb;
4.1.4(b.5) 3 foot wall climb;
4.1.4(b.6) Window climb;

37 Section 4.1.2 revised, unnecessary word removed, per Policy Change Order 15-022.
38 Section 4.1.4 heading revised, punctuation removed, per Policy Change Order 15-022.
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4.1.4(c)

4.1.4(d)

4.1.4(b.7) Dummy drag;

4.1.4(b.8) Subject resistance station;
4.1.4(b.9) Stair climb;

4.1.4(b.10)  Trigger pull.*®

This test may change as necessary to reflect current
standards. *°

Failure to pass the physical agility/physical fitness test

will eliminate the applicant from continuing the
selection process.

415 Oral Interview *

4.1.5(a)

4.1.5(b)

4.1.5(c)

4.1.5(d)

Advancement to this phase of the testing process is
based upon satisfactory completion of the physical
agility/physical fitness, multiple choice reading
comprehension/writing skills, and general police
officer aptitude tests. *

The oral interview shall be conducted using valid,
nondiscriminatory procedures.

The oral interview board members will be coordinated
by the Resource Management Officer with the
approval of the Director of Human Resources.
Whenever possible, board members who are
representative of race, sex, and ethnic groups within
the community should be included in this process. *

Failure to pass the oral interview will eliminate the
applicant from continuing the selection process.

4.2 Background Investigation *°

4.2.1 A complete, thorough, and confidential background investigation will
be conducted on applicants who have passed the testing process. “°

4.2.1(a)

39
40
4
42
43
44
45
46

The investigation will verify qualification credentials
including the applicant's education, character,
reputation, financial arrearage, driving record, criminal
record, fingerprint record, military record, employment

Section 4.1.4(b) (previously 4.1.4(c)) was moved and renumbered, per Policy Change Order 15-022.
Section 4.1.4(c) (previously 4.1.4(d)) was moved and renumbered, per Policy Change Order 15-022
Section 4.1.4(d) (previously 4.1.4(b)) was moved to the end of section and renumbered, per PCO 15-022.
Section 4.1.5 heading revised, punctuation removed, per Policy Change Order 15-022.

Section 4.1.5(a) split into two parts, new and subsequent sections numbered accordingly, per PCO 15-022.
Section 4.1.5(c) revised, comma added, per Policy Change Order 15-022.

Section 4.2 heading revised, punctuation removed, per Policy Change Order 15-022.

Section 4.2.1 revised, punctuation and terminology change (candidates to applicants), per PCO 15-022.
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4.2.2

record, residency, and personal references.*’ (CALEA
32.2.1)

4.2.1(a.1) Background investigations shall be
conducted only by background
investigators who have been specially
trained to conduct such investigations.
(CALEA 32.2.1)

4.2.1(a.2) When conducting background
investigations, investigators  should
refer to their experience and training, as
well as, "The Sourcebook to Public
Record Information" and “National
Directory of Law  Enforcement
Administrators”, which are available
through the Resource Management
Officer. Whenever possible,
background investigators will conduct
neighborhood  checks, employment
checks, applicant interviews, etc., in
person. *8

4.2.1(a.3) Background investigators shall report to
the Resource Management Officer. *°

Prior to the commencement of the background investigation, each
applicant will be required to complete and sign the following

documents:*
4.2.2(a)

4.2.2(b)

4.2.2(c)

4.2.2(d)

Background Investigation Questionnaire (SPD Form #
07-SP-0550).

Background Investigation Waiver and Release of
Personal Information Authorization (SPD Form # 12-
SP-0619).

Applicant Authorization for Procurement of Consumer
Report (City of Springfield Human Resources
Department form).

U.S. Military Standard Form 180 (SF-180), if the

applicant currently serves or has served in the
military.>

47 Section 4.2.1(a) revised, syntax, wording, and terminology changes, per Policy Change Order 15-022.
48 Section 4.2.1(a.2) reworded, per Policy Change Order 15-022.

49 Section 4.2.1(a.3) (previously 4.2.1(a.2.1)) reworded, per Policy Change Order 15-022.

50 Section 4.2.2 revised, terminology change (candidate to applicant), per Policy Change Order 15-022.
51 Sections 4.2.2(a) through 4.2.2(d) revised; form information placed in parentheses; per PCO 15-022.
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4.2.2(e) Fingerprints are taken electronically and submitted to
the MSHP and FBI for the purpose of verifying the
applicant’s identity and to check for a criminal
history.>?
4.2.2(e.1) Two hard copies of the electronic
fingerprints are printed. One copy is
placed in the applicant’s file. The other
copy is sent to Missouri POST if the
applicant is accepted into the academy.

4.2.3 Failure to complete and sign all required documents listed in 4.2.2
may eliminate the applicant from further consideration of
employment. >

424 If the questionnaire packet is returned incomplete or verification of
required information cannot be made, or if it is not returned to the
Resource Management Officer in a timely manner, the applicant may
be disqualified. >*

4.2.5 The applicant is required to provide the following: >
4.2.5(a) Birth certificate with a raised state seal.

4.2.5(b) Sealed high school and/or college transcripts sent
directly to the Springfield Police Department from the
school, college, or university. *°

4.2.5(c) A photocopy of a valid driver's license or other state-
issued form of photo identification. >’

4.2.5(d) A photocopy of a marriage certificate, if applicable. *®

4.2.5(e) A photocopy of a dissolution of marriage certificate, if
applicable. *°

4.2.5(f) A photocopy of the U.S. Military DD-214, long form,
if applicable.

4.2.5(9) A photocopy of a high school diploma or G.E.D.

4.2.5(h) The Springfield Police Background Information
Questionnaire form completed accurately and in its
entirety.

52 Section 4.2.2(e) revised, applicant fingerprint procedure changed, per Policy Change Order 15-022.
53 Section 4.2.3 revised, terminology change (candidate to applicant), per Policy Change Order 15-022.
54 Section 4.2.4 revised, terminology change (candidate to applicant), per Policy Change Order 15-022.
55 Section 4.2.5 revised, terminology change (candidate to applicant), per Policy Change Order 15-022.
56 Section 4.2.5(b) revised, comma added, per Policy Change Order 15-022.

57 Section 4.2.5(c) revised, hyphen added, per Policy Change Order 15-022.

58 Section 4.2.5(d) revised, punctuation change, per Policy Change Order 15-022.

59 Section 4.2.5(e) revised, punctuation change, per Policy Change Order 15-022.

60 Section 4.2.5(f) revised, minor wording and punctuation change, per Policy Change Order 15-022.
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4.2.5(i) Other information that may be needed to verify claims
of skills, training, or eligibility for employment with
the City of Springfield.
4.2.6 All information or material received or developed as a part of the

background investigation shall be treated as confidential and shall be
referred to as the Springfield Police Background Investigation

Packet.®*
4.2.6(a)

4.2.6(b)

4.2.6(c)

4.2.6(d)

4.2.6(e)

4.2.6(f)

4.2.6(g)

61
62
63
64
65

After the hiring process is complete, the Resource
Management Officer shall turn over all Background
Investigation Packets to the Investigations and Support
Services Bureau Commander. %

Except as specifically noted in this section, no person
shall have access to the information contained in this
packet at any time without written permission from the
Chief of Police.

If a release of information is authorized, the release
shall be made in the form of a photocopy of the desired
information. ®3

The original  Springfield Police  Background
Investigation Packet shall remain in the custody of the
Investigations and  Support  Services Bureau
Commander at all times, except in rare circumstances
(e.g., subpoenaed for court).

All information or material received shall be kept
secure, during and after the investigation.

If the candidate is hired by the City of Springfield,
their Background Investigation Packet shall be stored
in a locked cabinet in a location designated by the
Investigations and  Support  Services Bureau
Commander, separate from all other files. This file
must be retained for five years after the employee has
separated from the City. ®

If the candidate is not hired, the Background
Investigation Packet shall be stored in the same
manner as above, but shall be destroyed five years
from the date the investigation commenced.

Section 4.2.6 revised, comma removed, per Policy Change Order 15-022.

Section 4.2.6(a) revised, capitalization change, per Policy Change Order 15-022.
Section 4.2.6(c) revised, comma added, per Policy Change Order 15-022.

Section 4.2.6(e) revised, comma added, per Policy Change Order 15-022.

Section 4.2.6(f) revised, minor wording change, per Policy Change Order 15-022.
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4.2.7 Persons who

4.2.6(g.1) This allows for future reference
concerning unsuccessful applicants who
apply again at a later date.

4.2.6(g.2) In case of litigation, Background
Investigation Packets shall be retained
for at least three years after
adjudication.  (References:  Missouri
Secretary of State General Records
Retention  Guidelines, GS 062
Employment Recruitment and Selection
Records). %

may possess or access a Background Investigation

Packet:

4.2.7(a) A background investigator (but only those files
pertaining directly to the applicant they are
investigating, and then only while the investigation is
active). ®

4.2.7(b) The Resource Management Officer.

4.2.7(c) The SPD Polygraph Technician (but then only for the
purpose of preparing questions for the respective
candidate's polygraph examination).

4.2.7(d) The Training Section Commander (or designee) *®

4.2.7(e) The Support Services Division Commander (or
designee)®®

4.2.7(f) The Investigations and Support Services Bureau
Commander (or designee).

4.2.7(9) The Chief of Police (or designee).

4.2.7(h) The City of Springfield Director of Human Resources
(or designee).

4.3 Review and Selection
4.3.1 All individual Background Investigation Packets and test results shall

be reviewed by, at minimum, the Resource Management Officer, the
Investigations and Support Services Bureau Commander, the Chief of
Police, and the Director of the Human Resources Department (or their

66
67
68
69
70

Section 4.2.6(g.2) revised, capitalization change, per Policy Change Order 15-022.

Section 4.2.7(a) revised, wording and terminology (candidate to applicant) change, per PCO 15-022.
Section 4.2.7(d) revised, Training Section Commander added, per Policy Change Order 15-022.

Section 4.2.7(e) revised, SSD Commander added, subsequent sections renumbered, per PCO 15-022.
Section 4.3 heading revised, the word candidate and punctuation removed, per Policy Change Order 15-022.
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4.4

4.3.2

4.3.3

glesignees) for the purpose of selecting the most qualified candidates.

If an applicant is judged to be qualified to hold the position of police
officer and an open position exists, a "Conditional Offer of
Employment” will be made. Such an offer will be made in writing
and signed by the Chief of Police, Director of Human Resources, and
the prospective candidate. If the applicant fails to sign the
Conditional Offer of Employment, they shall no longer be eligible for
employment. "2

An applicant who has received and accepted a Conditional Offer of
Employment will then be considered a “candidate” for the position of
police officer.

Post Job Offer:

441

A candidate must satisfactorily complete all of the following steps of

the hiring process to gain employment as a police officer with the

City of Springfield.

4.4.1(a) A polygraph examination shall be conducted by a
certified polygraph technician trained to conduct such
examinations and approved by the City of Springfield
to administer the examination.

4.4.1(b) Drug screening (urinalysis) shall be conducted at a
medical facility approved by the City of Springfield to
conduct such tests.

4.4.1(c) Written psychological exams based upon accepted
professional standards.
4.4.1(d) A psychological evaluation conducted by a licensed

psychologist or psychiatrist, based on procedures
established for law enforcement officers. (CALEA
32.2.8)

4.4.1(e) A medical examination shall be conducted by a
licensed physician approved by the City of Springfield
to perform such examinations. The examinations shall
use valid, non-discriminatory procedures to determine
physical and medical fitness of the candidate for the
position of police officer. This testing shall include
hearing and vision tests. All medical, hearing, and
vision testing pursuant to the police officer selection

71
72
73
74
75

Section 4.3.1 revised, capitalization and punctuation changes, per Policy Change Order 15-022.
Section 4.3.2 revised, terminology changes (candidate to applicant), per Policy Change Order 15-022.

Section 4.3.3 added, per Policy Change Order 15-022.
Section 4.4 heading revised, punctuation changes, per Policy Change Order 15-022.
Section 4.4.1 revised, minor wording change, per Policy Change Order 15-022.
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process conducted by the City of Springfield shall be at
no cost to the candidate. Subseq7uent medical testing
will be at the candidate’s expense.’® (CALEA 32.2.7)

4.4.1(f) A final review and follow-up investigation. A final
review may be conducted of each candidate concerning
any new information received during the hiring
process. Additional information or investigation may
be requested. This review shall be made by, at
minimum, the Resource Management Officer, the
Investigations and  Support  Services Bureau
Commander, the Chief of Police, and the Director of
g?]e Human Resources Department (or their designees).

4.5 Candidates who successfully complete all phases of the hiring process and are
selected for the position of police officer shall serve a period of probationary
status for a minimum of one year from the date of the beginning of the academy.
(CALEA 32.2.10)

v Attachments

76 Section 4.4.1(e) terminology change (applicant to candidate) and grammatical correction, per PCO 15-022.
77 Section 4.4.1(f) revised, syntax change and punctuation correction, per Policy Change Order 15-022.
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Chief of Police:

Selection and Training for Specialized Assignment

I Policy

The Springfield Police Department selects sworn personnel for specialized assignment
based upon the characteristics essential to that specific duty post. It is the policy of the
Department to select fully qualified personnel who volunteer for a post before selecting

personnel who are not volunteers.

1 Definitions

In-Service Training: Mandatory training to be undertaken while in-service in the

specialized position. A qualification for remaining in the position.

In-Service Re-Training: Mandatory re-certification or other re-training following initial

training received on a subject or course (e.g. CPR recertification).

Specialized Assignment: An assignment often characterized by increased levels of
responsibility and specialized training, but within a given position classification; a

specialized assignment may involve higher pay or additional benefits.

Specialized Training: Training to enhance the skills, knowledge, and abilities of the
employee. Specialized training may address supervisory, management, and/or executive
development training, or it may include technical and job-specific subjects, e.g., homicide

investigation, fingerprint examination, juvenile investigation.

Temporary Duty: A temporary assignment made to the overall benefit of the bureau or
department. Temporary assignments are not subject to other procedures in this policy

and shall not exceed six months without approval of the Chief of Police.
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Procedure

SPECIALIZED ASSIGNMENT SELECTION

1.1 The Police Department announces job openings in specialized assignments and
selects personnel for those openings utilizing a selection process.

SPECIALIZED ASSIGNMENT VACANCY AND POSTING

2.1 When a vacancy is anticipated or occurs, the Bureau Commander shall cause a
job opening announcement to be published and disseminated throughout the
department.

2.1.1 Each specialized assignment announcement shall include a
description of the job duties and any necessary training, knowledge,
skills, qualifications, abilities, or certifications necessary for
performance.

2.1.2 Such announcements shall be displayed for a minimum of 10 days
unless unusual circumstances exist requiring action more quickly.

2.1.3 Such announcement shall also provide a description of the process to
be used to select a candidate(s).

SELECTION PROCESS FOR SPECIALIZED ASSIGNMENT
3.1 All selection processes shall include:

3.1.1 Documentation review for compliance with basic qualifications and
certification of Pre-Appointment Training;

3.1.2 Evaluation of past work performance and employee job performance

evaluation;
3.1.3 Review of demeanor reports for each candidate;
3.14 Formal or informal interview;
3.15 Other processes as prescribed in the posting.
3.2 The Springfield Police Department is committed to selecting the best person for

the position. If the selection process does not identify a suitable candidate, a
qualified person will be assigned to the position.

RECORDS

4.1 Bureau commanders shall retain selection records for duty assignments for a
minimum of 3 year following selection. Release of information shall be at the
direction of the Chief of Police.
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5 SPECIALIZED ASSIGNMENT CHANGES

5.1 Recommendations for additions or deletions to the Specialized Assignment list
shall be sent through the chain of command. Each recommendation shall be
accompanied by a statement of need and purpose for that assignment.

6 DURATION OF ASSIGNMENT

6.1 It is reasonable for an officer to expect transfer out of a particular duty
assignment prior to the conclusion of their career. No employee shall retain
permanent title or expectation of permanency to any assignment for any
predetermined, specified period.

7 TEMPORARY DUTY ASSIGNMENT

7.1 Temporary assignments may be made when it is beneficial for the goals of the
department or bureau. Temporary assignments may be made, but not limited to
the following situations:

7.1.1 When unanticipated resource needs develop causing a time critical
situation.

7.1.2 When normal assignment resources have been restricted for varying
reasons and varying times.

7.1.3 When a supervisor requests a temporary assignment be considered for
career development (i.e. temporary assignment to a specific unit)

7.14 When an employee has a performance deficiency and temporary
exposure to another aspect of policing will benefit the employee and
the department

7.15 When eligibility lists do not exist, or have expired

7.16 When specialized skills are found in a very limited number of officers
7.1.7 When limited funding exists to train employees

7.1.8 When time constraints for training demands immediate placement

7.1.9 When department needs require the immediate assignment of
personnel until policy guidelines can be met.

8 ACTING POSITIONS

8.1 Vacancies in positions of rank may occur for a number of reasons and officers of
lower rank may be used to temporarily fill those positions. Filling of Acting
Positions shall not be in conflict with Rule 8 of the City of Springfield Merit
Rules.

8.1.1 Generally, an officer of only one rank lower in seniority will fill an
Acting Position, however, there may be exceptions based upon need
and availability of qualified persons within the affected chain of
command.
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10

8.1.2 Acting Positions for vacancies of short durations (less than four days)
may be authorized by a Sergeant or above.

8.1.3 A Bureau Commander shall approve all Acting Positions of durations
lasting from 4 to 28 days.

8.14 The Chief of Police shall approve all Acting Positions that are
anticipated to last longer than 28 days and a Provisional Appointment
shall be made.

8.1.4(a) An Employee Change Form shall be completed.

8.15 In the event an Acting Position was not expected to exceed 28 days,
however, circumstances cause it to do so, the Chief of Police may:
8.1.5(a) Fill the position with an another employee; or

8.1.5(b) grant a Provisional Appointment and cause an
Employee Change Form to be completed for the
duration of the appointment.

8.1.6 Acting Positions shall not exceed 6 months in duration, without the
approval from the Chief of Police.

SPECIALIZED ASSIGNMENTS INVOLVING CONTRACTUAL AGREEMENTS
FOR LAW ENFORCEMENT SERVICES

9.1

Some specialized duty assignments may be in a unit(s) that provides law
enforcement services under a contract agreement (example: MSU
Substation).

9.11 Participation in a contracted law enforcement service arrangement
will not penalize the participating employees nor in any way threaten
their employment rights, promotional opportunities, training
opportunities, or fringe benefits.

SPECIALIZED IN-SERVICE TRAINING AND ON-THE-JOB TRAINING

10.1

10.2

10.3

The Police Department shall provide specialized training to personnel in
preparation for selected job assignments and shall continue to provide such
training subsequent to assignment. Some positions require specialized training
prior to performing that function and other positions will require continued
training during tenure in that assignment.

Specialized training and certification required by law, other governmental
regulations, and sound management practice shall have priority. The Bureau
Commander responsible for that function shall determine other continued
education and training.

Supervisors of specialized positions shall insure that new employees and
transfers receive documented on-the-job training necessary to provide proper
orientation to the functions and officer requirements of the new job.
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10.3.1  The unit supervisor shall forward documentation of on-the-job
training and orientation to the Training Unit to be included in the
employees training record.

11 SPECIALIZED ASSIGNMENTS AND QUALIFICATIONS - Basic qualifications for
each specialized duty post are as follows. Additional requirements may become
necessary and will be added to the specialized assignment posting:

11.1 Community Services Section Officer/MSU Police Officer/Drury Police

Officer:

11.1.1 Purpose:
11.1.1(a)

To work with the community to identify problems,
develop solutions, and marshal government and
community resources to implement those solutions,
and to provide police services of a community-based
nature to a specific geographic area.

11.1.2 Qualifications:

11.1.2(a)

11.1.2(b)
11.1.2(c)

11.1.2(d)
11.1.2(e)

Police Officer with at least 3 years SPD experience
from date of last hire;

Non-probationary status;

Satisfactory rating on the most recent performance
appraisal;

Excellent communication skills;

Demonstrated desire and ability to solve community
problems.

11.1.3 Required In-Service Training and/or Re-Training:

11.1.3(a)

Springfield Police Department Police Cyclist Course *

11.2 Community Services Section Support Sergeant:

11.2.1 Purpose:
11.2.1(a)

11.2.1(b)

To coordinate and direct community policing services,
problem solving, and resourcing to a pre-defined
policing zone/area.

Provide oversight to Crime Prevention, Special Events,
and K9 programs.

11.2.2 Qualifications:

11.2.2(a)
11.2.2(h)

Police Sergeant;

Prior community oriented policing experience
preferred and demonstrated desire and ability to solve
community problems;

1 Section 11.1.3(a) revised, required bicycle training changed, per Policy Change Order 16-018.
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11.2.2(c)
11.2.2(d)

Excellent interpersonal and communication skills;
Satisfactory prior performance appraisal.

11.2.3 Required In-Service Training and/or Re-Training:

11.2.3(a)

Community Services Section Support Sergeant On-the-
Job Training and Orientation.

11.3 Community Services Section Support Corporal:

11.3.1  Purpose:
11.3.1(a)

11.3.1(b)
11.3.1(c)
11.3.1(d)

11.3.1(e)

11.3.1(F)

Assists in the planning and coordination of all special
events within the City of Springfield.

Coordinates with the City’s Public Information Office
on resolving service requests reported to their office.
Maintains liaison with residential and business area
community organizations and agencies.

Provides supervision of the Community Services-
Support Unit in the absence of the Unit’s Sergeant.

Works with the City’s Planning Department to provide
oversight of the Department’s response for Community
Development Block Grants.

Maintains and oversees the day-to-day operations of
the MCRV.

11.3.2 Qualifications:

11.3.2(a)
11.3.2(b)
11.3.2(c)
11.3.2(d)

11.3.2(e)

Police Corporal;
Satisfactory annual evaluation;
Excellent oral and written communication skills;

Demonstrated desire and ability to solve community
problems;

Possess excellent time management skills and be able
to work without direct supervision.

11.3.3 Required In-Service Training and/or Re-Training:

11.3.3(a)

Special Events On-the-Job Training and Orientation.

11.4 Community Services Section Center City Zone Sergeant:

11.4.1 Purpose:
11.4.1(a)

11.4.1(b)

11.4.1(c)

To provide direct supervision over a patrol squad.

Respond, plan, and direct resources to identified
community problems and in accordance with
department identified priorities.

Maintain liaison with residential and business
organizations and agencies.
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11.5

11.6

11.4.2 Qualifications:

11.4.2(a)
11.4.2(b)
11.4.2(c)
11.4.2(d)

11.4.2(e)

Rank of Police Sergeant;
Satisfactory annual evaluation;
Excellent oral and written communication skills;

Demonstrated desire and ability to solve community
problems;

Possess excellent time management skills and be able
to work without direct supervision.

11.4.3 Required In-Service Training and/or Re-Training:

11.4.3(a)

Community Services Section Center City Zone
Sergeant On-the-Job Training and Orientation.

Community Services Section Center City Zone Corporal:

1151  Purpose:
11.5.1(a)

11.5.1(b)

11.5.1(c)

Provide direct supervision over a patrol squad in the
absence of the sergeant.

Respond, plan, and direct resources to identified
community problems and in accordance with
department identified priorities.

Maintain liaison with residential and business
organizations and agencies.

11.5.2  Qualifications:

11.5.2(a)
11.5.2(h)
11.5.2(c)
11.5.2(d)

11.5.2(e)

Rank of Police Corporal;
Satisfactory annual evaluation;
Excellent oral and written communication skills;

Demonstrated desire and ability to solve community
problems;

Possess excellent time management skills and be able
to work without direct supervision.

11.5.3 Required In-Service Training and/or Re-Training:

11.5.3(a)

Community Services Section Center City Zone
Corporal On-the-Job Training and Orientation.

Crime Prevention Officer:

11.6.1  Purpose:
11.6.1(a)

11.6.1(b)

11.6.1(c)

To implement effective crime prevention, homeland
security and traffic safety education strategies;

Coordinate neighborhood watch groups and other
community groups;

Conduct security surveys.
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11.7

11.8

11.6.2

11.6.3

Qualifications:

11.6.2(a) Police Officer with at least 3 years SPD experience
from date of last hire;

11.6.2(b) Satisfactory annual evaluation;

11.6.2(c) Ability to communicate effectively in public
presentations.

Required In-Service Training and/or Re-Training:

11.6.3(a) Crime Prevention Officer On-the Job Training and
Orientation.

Crime Stoppers Coordinator:

11.7.1

11.7.2

11.7.3

Purpose:
11.7.1(a) Coordinator for Springfield Area Crime Stoppers;

11.7.1(a.1)  Conducts tip research and analysis;

11.7.1(b) Collects, analyzes, and disseminates information in
support of crime analysis;

11.7.1(c) Coordinator for community intelligence programs;

11.7.1(d) Makes presentations and public appearances.

Qualifications:

11.7.2(a) Police Officer with at least 3 years SPD experience
from date of last hire;

11.7.2(b) Satisfactory annual evaluation;
11.7.2(c) Effective written and oral communication skills;
11.7.2(d) At least basic proficiency with computers, internet

research and computer applications such as Word,
Outlook, Excel and Access.

Required In-Service Training and/or Re-Training:

11.7.3(a) Basic intelligence training including federal
regulations dealing with intelligence systems.

Criminal Investigator:

11.8.1

Purpose:

11.8.1(a) To conduct follow-up criminal investigations, conduct
surveillance, reactive and proactive investigative
strategies to apprehend criminal suspects,

11.8.1(b) Collect intelligence on criminal groups,

11.8.1(c) Conduct interviews, and

11.8.1(d) Develop quality criminal case investigation reports,

assist with criminal prosecutions.
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11.9

11.10

11.8.2

11.8.3

Qualifications:

11.8.2(a) Police Officer or Police Corporal with at least 3 years
SPD experience from date of last hire;

11.8.2(b) Satisfactory annual evaluation.

Required In-Service Training and/or Re-Training:

11.8.3(a) Criminal  Investigations Investigator On-the-Job

Training and Orientation.

Criminal Investigations Sergeant:

119.1 Purpose:
11.9.1(a) Monitor and evaluate investigator performance;
11.9.1(b) Coordinate  investigative  resources on  major
investigations;
11.9.1(c) Review and monitor individual criminal case
investigation quality;
11.9.1(d) Assign cases and direct investigative resources
effectively;
11.9.1(e) Respond to investigative service complaints.
11.9.2  Qualifications:
11.9.2(a) Police Sergeant;
11.9.2(b) Investigative experience preferred,;
11.9.2(c) Satisfactory annual evaluation.
11.9.3  Required In-Service Training and/or Re-Training:
11.9.3(a) Criminal  Investigations  Supervisory On-the-Job
Training and Orientation.
DWI Officer:
11.10.1 Purpose:
11.10.1(a) Pro-actively enforce DWI laws;
11.10.1(b) Participates in impaired driver prevention programs;
11.10.1(c) Works with Municipal and State prosecutors to
produce effective DWI cases;
11.10.1(d) Works as part of a DWI enforcement TEAM dedicated
to reducing the number of impaired drivers;
11.10.1(e) Other police duties as required.
11.10.2 Qualifications:

11.10.2(a) Police officer with at least 3 years SPD experience
from date of last hire and at least 2 years experience in
patrol;

11.10.2(b) Satisfactory 1IAU Demeanor Report;
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11.10.2(c)

Satisfactory annual evaluation.

11.10.3 Required In-Service Training and/or Re-Training:

11.10.3(a)
11.10.3(b)

11.10.3(c)
11.11  Field Training Officer:

11.11.1 Purpose:
11.11.1(a)

11.11.1(b)

11.11.1(c)

11.11.1(d)

Drug Recognition Expert (DRE) training and
certification;

Missouri DHSS Type 2 Breath Instrument Supervisor
certification;

SFST Instructor training and certification.

Act as the immediate supervisor for the assigned
Probationary Officer.

Responsible for documenting all aspects of the
Probationary Officer’s training.

Evaluates the Probationary Officer on the various
required job skills to be learned according to
standardized evaluation guidelines.

At the end of the final phase of the Field Training
Program  recommends  extension, release, or
termination of the Probationary Officer.

11.11.2 Qualifications:

11.11.2(a)
11.11.2(b)

11.11.2(c)
11.11.2(d)
11.11.2(¢)
11.11.2(f)

Police Officer with at least 3 years SPD experience
from date of last hire;

An officer who has demonstrated superior
performance;

Has no history of excessive IA complaints;
Must have the desire to train;

Good written and verbal communication skills;
Satisfactory annual evaluation.

11.11.3 Required In Service Training and/or Re-Training:

11.11.3(a)

11.11.3(b)

New FTOs must complete a 40-hour basic Field
Training Officer course;

Active FTOs must complete an annual 9-hour
refresher/update course prior to being assigned a
Probationary Officer.

11.12 Inspections and Internal Affairs Investigator:

11.12.1 Purpose:
11.12.1(a)

11.12.1(b)

To receive complaints concerning police service and
conduct;

Conduct follow-up administrative investigations;
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11.13

11.14

11.12.1(c) Develop complete case report on disciplinary issues,
11.12.1(d) Testify in administrative or criminal hearings.
11.12.2 Qualifications:
11.12.2(a) Two years experience as a Police Corporal;
11.12.2(b) Satisfactory annual evaluation;
11.12.2(c) Previous CID experience preferred.
11.12.3 Required In-Service Training and/or Re-Training:

11.12.3(a) Internal Affairs Unit On-the-Job Training and
Orientation

Inspections and Internal Affairs Sergeant:

11.13.1 Purpose:
11.13.1(a) Coordinates disciplinary investigation system and
professional licensing program.

11.13.1(b) Monitors and evaluates complaints, pursuits, and
resistance response incidents.

11.13.1(c) Directs disciplinary investigations into officer
misconduct.

11.13.2 Qualifications:
11.13.2(a) Police Sergeant;

11.13.2(b) Previous  investigative  supervision  experience
preferred;

11.13.2(c) Satisfactory annual evaluation.
11.13.3 Required In-Service Training and/or Re-Training:

11.13.3(a) Internal Affairs Supervisory On-the-Job Training and
Orientation.

Motorcycle Officer:

11.14.1 Purpose:
11.14.1(a) Provides enforcement, escort, and other traffic services
to public utilizing police motorcycle.

11.14.2 Qualifications:

11.14.2(a) Police Officer with at least 3 years SPD experience
from date of last hire;

11.14.2(b) Able to successfully complete Police Motorcycle
Operator's Training Course;

11.14.2(c) Able to acquire Department of Revenue Motorcycle
qualification;

11.14.2(d) Satisfactory annual evaluation.
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11.15

11.16

11.14.3

Required In-Service Training and/or Re-Training:

11.14.3(a) Springfield Police Department Motorcycle Officer
Certification Course;

11.14.3(b) Annual Springfield Police Department Motorcycle
Officer Recertification.

MSU Police Corporal:

11.15.1

11.15.2

11.15.3

Purpose:
11.15.1(a) Provides police follow-up investigation services to the
MSU Police Substation, and

11.15.1(b) Assists with coordination of community oriented
policing resources within the quadrant.

Qualifications:

11.15.2(a) Police Corporal;

11.15.2(b) Prior investigative experience preferred;

11.15.2(c) Satisfactory annual evaluation.

Required In-Service Training and/or Re-Training:

11.15.3(a) Springfield Police Department Policy Cyclist Course 2

MSU Police Sergeant:

11.16.1

11.16.2

11.16.3

Purpose:

11.16.1(a) To coordinate and direct community policing services,
problem solving, and resourcing to the defined MSU
policing area.

11.16.1(b) Responsible for supervision of the MSU Police team
and substation operation.

11.16.1(c) Responsible for administration of MSU police services
agreement.

Qualifications:
11.16.2(a) Police Sergeant;

11.16.2(b) Prior community oriented policing experience
preferred and demonstrated desire and ability to solve
community problems;

11.16.2(c) Excellent interpersonal and communication skills;
11.16.2(d) Satisfactory prior performance appraisal.

Required In-Service Training and/or Re-Training:

11.16.3(a) Springfield Police Department Policy Cyclist Course® *

2 Section 11.15.3(a) revised, required bicycle training changed, per Policy Change Order 16-018.
3 Section 11.16.3(a) revised, required bicycle training changed, per Policy Change Order 16-018.
4 Section previously numbered 11.17 deleted, Narcotics Diversion Corporal position eliminated, per PCO 16-018.
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11.17

11.18

Narcotics Investigator:

11.17.1

11.17.2

11.17.3

Purpose:
11.17.1(a) Perform covert and/or overt investigations to include
but not limited to:

11.17.1(a.1) Drug buys,
11.17.1(a.2) Search warrants,
11.17.1(a.3) Interdictions,
11.17.1(a.4) Meth labs,
11.17.1(a.5) Knock and talks.

11.17.1(b) May work in an undercover capacity and will conduct
follow-up investigations of patrol cases.

11.17.1(c) Will have regular interaction with other agencies and
task forces.

11.17.1(d) May utilize technical surveillance equipment and be
involved in high-risk operations.

Qualifications:

11.17.2(a) Police Officer with at least 3 years SPD experience
from date of last hire;

11.17.2(b) Satisfactory annual evaluation.

Required In-Service Training and/or Re-Training:

11.17.3(a) Special Narcotics Investigator On-the-Job Training and
Orientation.

11.17.3(b) Must be able to pass OSHA physical and attend DEA
lab certification training.

Narcotics Unit Corporal:

11.18.1

11.18.2

Purpose:

11.18.1(a) Perform duties of unit Sergeant when they are
unavailable.

11.18.1(b)  Act as the primary training officer for the Narcotics
unit.

11.18.1(c) Provide investigative guidance and direction to
narcotics investigators.

11.18.1(d) Interact with other agencies and organizations.

11.18.1(e) Assist in the planning and supervision of high-risk
operations.

Qualifications:
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11.19

11.20

11.18.3

11.18.2(a) Police Corporal;

11.18.2(b) Satisfactory annual evaluation.

Required In-Service Training and/or Re-Training:

11.18.3(a) Special Investigations Corporal On-the-Job Training
and Orientation.

11.18.3(b) Must be able to pass OSHA physical and attend DEA
lab certification training.

Narcotics Unit Sergeant:

11.19.1

11.19.2

11.19.3

Purpose:
11.19.1(a) Provide liaison with local, state and federal drug
investigation forces;

11.19.1(b) ~ Assigns narcotics cases to investigators;
11.19.1(c) Coordinates investigative response to narcotics,
organized crime, vice complaints;

B B B N
|

11.19.1(e) Plans high risk investigative operations such as decoy,
undercover buys and surveillance.

Qualifications:

11.19.2(a) Police Sergeant;

11.19.2(b) Previous drug investigation experience preferred;
11.19.2(c) Satisfactory annual evaluation.

Required In-Service Training and/or Re-Training:

11.19.3(a) Narcotics Supervisory On-the-Job Training and
Orientation.

Police Service Dog Handler:

11.20.1

Purpose:

11.20.1(a) To utilize Police Service Dogs superior sense of smell,
hearing and physical apprehension capabilities to assist
law enforcement personnel in the performance of their
duties.

11.20.2 Qualifications: (CALEA 41.1.4)°

11.20.2(a) Police Officer with at least 3 years SPD experience
from date of last hire;

11.20.2(b) Satisfactory annual evaluation;

5

5" Edition removed from all CALEA standard references throughout the entire policy, per PCO 16-018.
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11.20.2(c) Commitment to care for and house the canine at the
officer’s residence with a secure outdoor area that
meets Department approval;

11.20.2(d) Commitment to remain in PSD unit throughout the
service life of the canine;

11.20.2(e) Commitment to be available on 24 hour call-in status.
11.20.2(f) Upon selection, the Officer must: °

11.20.2(f.1) Attend a minimum 10-week basic
training program approved by the PSD
Training Program Coordinator.

11.20.2(f.2) Pass the National Police Canine
Association certification standards.

11.20.3 Required In-Service Training and/or Re-Training: (CALEA 41.1.4)

11.20.3(a) Participate or attend a minimum of 16 hours of PSD
training each month

11.20.3(b) Complete annual recertification.
11.20.3(c) Maintain Patrol Rifle qualification
11.21  Policy Corporal
11.21.1 Purpose
11.21.1(a) Perform duties of Sergeant when they are unavailable;

11.21.1(b) Responsible for development and management of
department policies;

11.21.1(c) Assist with the department’s reaccreditation process.
11.21.2 Qualifications

11.21.2(a) Police Corporal,

11.21.2(b) Satisfactory annual evaluation;

11.21.2(c) Effective written and oral communication skills;

11.21.2(d) Basic proficiency with computers and computer
applications.

11.21.3 Required In-Service Training and/or Re-Training:
11.21.3(a) Policy and Accreditation On-the-Job Training;

11.21.3(b) Specialized accreditation training within one year of
being appointed.

11.22 Professional Standards and Crime Analysis Unit Supervisor
11.22.1 Purpose:

11.22.1(a) Supervises the department policy and procedure
system, accreditation  process, research  and

6 Section 11.20.2(f) revised, initial training requirements changed, per Policy Change Order 16-018.
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11.23

11.24

development, crime analysis and the Crime Stoppers
programs.

11.22.2 Qualifications:

11.22.2(a)
11.22.2(h)
11.22.2(c)
11.22.2(d)

11.22.2(e)

Police Sergeant;
Satisfactory annual evaluation;
Effective written and oral communication skills;

At least basic proficiency with computers and
computer applications such as Word, Outlook and
Excel.

Ability to understand and interpret data in numerical,
text, and graphic forms.

11.22.3 Required In-Service Training and/or Re-Training:

11.22.3(a)
11.22.3(b)

Resource Manager:

11.23.1  Purpose:
11.23.1(a)

Professional ~ Standards and  Crime  Analysis
Supervisory On-the-Job Training and Orientation.

Specialized Accreditation Training within one year of
being appointed.

Conducts/coordinates  pre-employment and other
background investigations as well as recruiting and
hiring processes.

11.23.2 Qualifications:

11.23.2(a)
11.23.2(b)
11.23.2(c)

Police Officer or Police Corporal;
At least 3 years SPD experience from date of last hire;
Satisfactory evaluation for last 2 years.

11.23.3 Required In-Service Training and/or Re-Training:

11.23.3(a)

Resource Management On-the-Job Training and
Orientation.

Special Investigations Investigator:

11.24.1 Purpose:
11.24.1(a)

11.24.1(b)

11.24.1(c)

Perform covert and overt investigations into narcotics,
organized crime, gang crimes, adult entertainment,
prostitution, pornography, extremism, as well as a
wide range of other crimes.

May work in an undercover capacity and will have to
interact regularly with multiple other agencies and task
forces.

Use of highly technical equipment and sophisticated
prosecution strategies, as well as high-risk operations.
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11.25

11.26

11.24.2 Qualifications:

11.24.3

11.24.2(a)

11.24.2(b)

Police officer with at least 3 years SPD experience
from date of last hire.

Satisfactory annual evaluation.

Required In-Service Training and/or Re-Training:

11.24.3(a)

Special  Investigations On-the-Job

Training and Orientation.

Investigator

Special Investigations Corporal:

11.25.1

11.25.2

11.25.3

Purpose:
11.25.1(a)

11.25.1(b)
11.25.1(c)
11.25.1(d)
11.25.1(¢)
11.25.1(f)

11.25.1(q)
11.25.1(h)

Assist in oversight of a wide range of special
investigations.

Provides input into operational strategies for covert
operations.

Provides guidance and supervisory assistance to
undercover officers.

Facilitation, supervisory review and authorization of
use of confidential funds, covert narcotics purchases
and surveillance operations.

Interaction with other agencies and organizations.

Leadership role in unit on-the-job training of other
officers.

Public education involvement.

Generally, an operational focus with supervisory or
administrative functions on occasion.

Qualifications:

11.25.2(a)
11.25.2(h)

Police Corporal;
Satisfactory annual evaluation.

Required In-Service Training and/or Re-Training:

11.25.3(a)

Special Investigations Corporal On-the-Job Training
and Orientation.

Special Investigations Sergeant:

11.26.1

Purpose:
11.26.1(a)

11.26.1(b)
11.26.1(c)

11.26.1(d)

Monitors/evaluates investigator performance,
Coordinates resources for street level investigations.

Monitors criminal case assignments, direction of
proactive investigations.

Prepares statistical, trend, and criminal activity reports.
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11.27

11.28

11.26.2

11.26.3

11.26.1(e) Liaison with numerous investigative agencies and task
forces.

11.26.1(f) Coordinates investigation and operations in narcotics,
organized crime, vice, and intelligence activities.

11.26.1(g) Maintains asset forfeiture records, expense records,
grant applications, and grant administration.

11.26.1(h) Department representative in numerous organizations.
Qualifications:

11.26.2(a) Police Sergeant;

11.26.2(b) Satisfactory annual evaluation.

Required In-Service Training and/or Re-Training:

11.26.3(a) Special  Investigations  Supervisory  On-the-Job
Training and Orientation.

Special Response Team Officer:

11.27.1

11.27.2

11.27.3

Purpose:

11.27.1(a) Specializes in high risk warrant service, barricade, and
hostage rescue operations.

11.27.1(b) May perform other routine policing duties as required.

Qualifications:

11.27.2(a) Police Officer with at least 3 years SPD experience
from date of last hire;

11.27.2(b) Satisfactory annual evaluation.

Required In-Service Training and/or Re-Training: (CALEA 33.6.2)

11.27.3(a) SRT School, Springfield Police Department (80
hours);

11.27.3(b) Additional specialized training requirements for
Marksmen Observers, NFDD, Less Lethal or Chemical
munitions.

11.27.3(c) The Special Response Team Officers are required to
have continued specialized training, conditioning, and
practice to develop and enhance their specialized
knowledge, skills, and abilities as well as to function as
a team.

Special Response Team Corporal:

11.28.1

Purpose:
11.28.1(a) Specializes in high risk warrant service, barricade
resolution, and hostage rescue operations.

11.28.1(b) May perform other routine policing duties as required.
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11.29

11.30

11.28.2

11.28.3

11.28.1(c) Provides supervisory/operational oversight in the
absence of the SRT Sergeant.

Qualifications:

11.28.2(a) Police Corporal;

11.28.2(b) Prior Special Response Team experience preferred,;
11.28.2(c) Satisfactory annual evaluation.

Required In-Service Training and/or Re-Training: (CALEA 33.6.2)

11.28.3(a) National Tactical Officers Association — recognized
SWAT Supervisor School.

11.28.3(b) The Special Response Team Corporal is required to
have continued specialized training, conditioning, and
practice to develop and enhance their specialized
knowledge, skills, and abilities as well as to function as

a team.
Special Response Team Sergeant:
11.29.1 Purpose:
11.29.1(a) Provides direct supervision to the Red Team and
Police Service Dog Units and operational supervision
to the Blue Team.
11.29.1(b) Provides  supervisory/operational  oversight and
coordination of activities for those officers tasked with
serving high/unknown risk warrants, and resolving
barricaded suspect/hostage-taking incidents.
11.29.1(c) Also supervises and coordinates other routine police
duties as required.
11.29.2 Qualifications:
11.29.2(a) Police Sergeant;
11.29.2(b) Satisfactory annual evaluation;
11.29.2(c) Prior Special Response Team experience preferred.
11.29.3 Required In-Service Training and/or Re-Training: (CALEA 33.6.2)
11.29.3(a) National Tactical Officers Association — recognized
SWAT Supervisor School.
11.29.3(b) The Special Response Team Sergeant is required to
have continued specialized training, conditioning, and
practice to develop and enhance their specialized
knowledge, skills, and abilities as well as to function as
a team.
Traffic Officer:
11.30.1 Purpose:
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11.31

11.32

11.30.2

11.30.3

11.30.1(a) Provides diverse traffic enforcement, parking
enforcement, training and education activities as
needed.

11.30.1(b) Conducts routine and major crash investigation
Services.

11.30.1(c) Provides parade and dignitary escort, traffic control at
special events.

11.30.1(d) Performs other police related duties as required.
Qualifications:

11.30.2(a) Police Officer with at least 3 years SPD experience
from date of last hire;

11.30.2(b) Satisfactory annual evaluation.
Required In-Service Training and/or Re-Training:

11.30.3(a) Basic Crash Investigation Course (40 hours);
11.30.3(b) Advanced Crash Investigation (80 hours);
11.30.3(c) Reconstruction Course (80 hours).

Traffic Corporal:

11.31.1

11.31.2

11.31.3

Purpose:

11.31.1(a) Conducts routine and major crash investigations.

11.31.1(b) Develops traffic operations plans and provides traffic
control for special events.

11.31.1(c) Reviews traffic records and reports, and monitors
traffic officers' performance in the absence of the
traffic supervisor.

Qualifications:

11.31.2(a) Police Corporal,

11.31.2(b) Prior Traffic Services Section experience preferred,
11.31.2(c) Specialized traffic related training preferred;
11.31.2(d) Satisfactory annual evaluation.

Required In-Service Training and/or Re-Training:

11.31.3(a) Basic Crash Investigation Course (40 hours);
11.31.3(b) Advanced Crash Investigation (80 hours);
11.31.3(c) Reconstruction Course (80 hours).

Traffic Sergeant:

11.32.1

Purpose:
11.32.1(a) Monitors and evaluates traffic crash data and
coordinates effective Police Department response,
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11.33

11.34

11.32.2

11.32.3

11.32.1(b) Schedules personnel, develops traffic operations plans
for special events, reviews traffic records and reports,

11.32.1(c) Monitors and evaluates traffic officer performance.
Qualifications:

11.32.2(a) Police Sergeant;

11.32.2(b) Prior Traffic Section experience preferred;
11.32.2(c) Satisfactory annual evaluation.

11.32.2(d) Specialized traffic related training preferred;
Required In-Service Training and/or Re-Training:

11.32.3(a) Basic Crash Investigation Course (40 hours);
11.32.3(b) Advanced Crash Investigation (80 hours).

Training Officer:

11.33.1

11.33.2

11.33.3

Purpose:
11.33.1(a) Coordinates academy or continuing education services
to Police

11.33.1(b) Department employees in compliance with DPSPOST
and CALEA standards.

11.33.1(c) Provides instruction, develops lesson plans, evaluates
student performance,

11.33.1(d) Purchases supplies, maintains equipment and training
facilities.

11.33.1(e) Performs other training related duties as required.
Qualifications:

11.33.2(a) Police Officer with at least 3 years SPD experience
from date of last hire;

11.33.2(b) POST Certified Instructor or able to qualify for same;
11.33.2(c) Satisfactory annual evaluation;
Required In-Service Training and/or Re-Training:

11.33.3(a) Instructor Development Training, approved by
Missouri Department of Public Safety, Peace Officer
Standards and Training Program;

11.33.3(b) Depending upon Training Unit assignment:

11.33.3(b.1) 3" Party licensing as determined by the
Chief of Police.

Training Corporal:

11.34.1

Purpose:
11.34.1(a) Coordinates the specialty schools hosted by the Police
Department.
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11.35

11.34.2

11.34.3

11.34.1(b)
11.34.1(c)
11.34.1(d)
11.34.1(e)
11.34.1(f)

11.34.1(g)

11.34.1(h)

Coordinates the Police Department professional
development computer-based training program.

Supervises the Cadet Program and is the Assistant
Academy Director.

Acts as an instructor for both the Academy and
professional development training programs.

Develops programs and evaluates student performance.
Supervises the range and is responsible for the
maintenance of range supplies, ammunition and
department owned firearms.

Coordinates all range scheduling and is responsible for
firearms training programs and the evaluation and
direction of other firearms instructors.

Performs other training-related functions as required.

Qualifications:

11.34.2(a)
11.34.2(b)

11.34.2(c)

Police Corporal;

Possesses or is qualified to obtain POST Certified
Instructor or Specialist certification;

Satisfactory annual evaluation.

Required In-Service Training and/or Re-Training:

11.34.3(a)

11.34.3(b)

Instructor Development Training, approved by
Missouri Department of Public Safety, Peace Officer
Standards and Training Program;

Depending upon Training Unit assignment:

11.34.3(b.1) 3" Party licensing as determined by the
Chief of Police.

Training Unit Supervisor:

11.35.1

Purpose:
11.35.1(a)

11.35.1(h)
11.35.1(c)
11.35.1(d)
11.35.1(e)
11.35.1(f)
11.35.1(g)
11.35.1(h)

Supervises all Police Department academy and
continuing education programs in compliance with
DPSPOST regulations and CALEA standards

Monitors employee training records,
Conducts instruction,

Reviews and approves lesson plans,
Evaluates instructor performance,
Purchases supplies and equipment,
Evaluates student performance,
Schedules training programs.
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v

11.35.2

11.35.3

11.35.1(i) Directs the Field Training Officer Program.
Qualifications:

11.35.2(a) Police Sergeant;

11.35.2(b) Possess POST Certified Specialist or Generalist
Instructor certification or be able to obtain same;

11.35.2(c) Satisfactory annual evaluation;
Required In-Service Training and/or Re-Training:

11.35.3(a) Instructor Development Training, approved by
Missouri Department of Public Safety, Peace Officer
Standards and Training Program.

11.36  Volunteer Coordinator:

11.36.1

11.36.2

11.36.3

Attachments

Purpose:

11.36.1(a) Coordinates all volunteer related activities,
11.36.1(a.1) Oversees Cadet program and Cadet

Academy,

11.36.1(a.2) Coordinates the Citizen’s Police
Academy,

11.36.1(a.3) Coordinates HEAT and Chaplain
program,

11.36.1(a.4) Manages the Volunteers in Police
Service (VIPS)

11.36.1(a.5) Assists with police officer recruitment
as needed,

11.36.1(b) Other duties as assigned.
Qualifications:

11.36.2(a) Police Officer or Police Corporal with at least 3 years
SPD experience from date of last hire;

11.36.2(b) Satisfactory annual evaluation.
Required In-Service Training and/or Re-Training:

11.36.3(a) Volunteer Coordinator On-the-Job Training and
Orientation.
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Effective Date: Supersedes Policy Dated: Rescinds: SOG Number:
10/15/2014 02/20/2007
Accreditation Index: 22.3.2 (5™ Edition) 201.4
Part Title: Personnel Chapter Title: Recruitment and Selection

Chief of Police:

Employee Fitness for Duty Program *
Policy

The Springfield Police Department expects all members to be physically and mentally able
to perform the duties of their positions. If it appears a member of the department is unable to
perform those duties due to physical or mental reasons, the Chief of Police may order an
employee to be examined by a physician or psychiatrist to determine the employee's ability
to perform those duties to ensure safe and efficient conduct of department business and the
well being of the employee.

Definitions
Procedure

All employees shall maintain a level of general physical fithess commensurate with their job
classification and responsibilities.

Sworn officers shall participate in a fitness assessment once every three years, which
compares their physical fitness to population norms. The purpose of this assessment is to
provide information and individual consultation to the employee in order to assist him or her
in maintaining or improving his or her level of fitness. 2 (CALEA 22.3.2 — 5" Edition)

This document has been revised to meet current formatting standards. Minor grammatical and/or typographical

corrections have been completed as necessary. Per Policy Change Order 14-058, Effective Date 10/15/2014.
Section 2 revised, participation in a fitness assessment once every three years is now mandatory, per Policy
Change Order 14-058, Effective Date 10/15/2014.
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3 When the Chief of Police has reasonable cause to believe an employee is unable to perform
duties of his or her position due to physical or mental reasons, the Chief may order said
employee to submit to an examination by a physician or a psychiatrist, at no cost to the
employee. 3
3.1 It shall be the duty of any supervisor who has reasons to believe an employee is
unable to perform the duties of his or her position to make a written report to the
Chief of Police, describing the performance problems and facts which support the
supervisor's belief the problems are caused by physical or mental reasons.

3.2 The examining doctor and date and time of the examination will be determined by
the Chief of Police and the Director of Human Resources.

3.3 The employee shall report for examination at the date and time scheduled by the
department, and shall cooperate fully with the examination.

3.4 The employee shall sign a release authorizing the examining doctor to release
examination results to the Chief of Police.

3.5 The cost of examination as well as employee time for examination shall be paid by
the City.

4 Failure by the employee to cooperate in this process, or to follow the procedure herein, shall
be cause for disciplinary or corrective action.

5 VOLUNTARY HEALTH SCREENINGS: CITY HEALTH INSURANCE PLAN
5.1 Annual medical examinations are recommended but not required for all Police

Department employees. Costs for such examinations may be reimbursable under
the City of Springfield Healthcare Plan.
5.2 Annual health screenings are available free of charge to all City of Springfield
Healthcare Plan insures.
v Attachments
3 Section 3 revised, examination by a physician or psychiatrist is at no cost to the employee not the applicant as

stated previously, per Policy Change Order 14-058, Effective Date 10/15/2014.
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Effective Date: Supersedes Policy Dated: Rescinds: SOG Number:
10/15/2014 06/30/2011
Accreditation Index: 22.3.2 (5 Edition) 201.5
Part Title: Personnel Chapter Title: Recruitment and Selection

Chief of Police:

Physical Fitness Assessment Program

Policy

The Department Physical Fitness Assessment Program is a multi-purpose instrument
designed to provide the following benefits to the department and individual sworn

employees: (CALEA 22.3.2 — 5" Edition)

1 Provide a timed score in performance events to determine if minimum physical
fitness standards are met for in-service officers, with respect to essential functions of

the job of police officer.

2 Provide standard fitness criteria for academy participation and compliance with
fitness requirements.
3 Provide a physical fitness evaluation for the employee and a basis for any necessary
recommendations or counseling.
4 Provide data for the Physical Fitness Coordinator to track and evaluate individual
and group fitness norms within the department.
5 Participation in the assessment for officers is mandatory. *
1 Definitions
i Procedure
1 The Department Physical Fitness Assessment will be administered by a certified Physical
Fitness Coordinator (I.A.R., A.C.S.M. or other provider).
2 Prior to participation in the Physical Agility Test/Obstacle Course, standard pre-screening
1 Policy Statement Section 5 revised, participation in the physical fitness assessment of officers is now

mandatory, per Policy Change Order 14-059, Effective Date 10/15/2014.
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information will be obtained and evaluated for any health risk factors by the Physical Fitness
Coordinator. This will include: 2

2.1 Age
2.2 Sex
2.3 Height
2.4 Weight
2.5 Body Composition
2.6 Existing Medical Conditions
2.6.1 Medical conditions that could be detrimental or jeopardize the employee
during the performance of the physical activity phase.

3 Upon receiving clearance from the Physical Fitness Coordinator, the employee will proceed
with the performance phase of the physical fitness assessment. (CALEA 22.3.2 — 5" Edition)
3.1 All participating sworn personnel will be assessed using a Physical Agility

Test/Obstacle Course. This course consists of a 1/2 mile run and successful
completion of 10 stations/tasks that are located within the course.
3.1.1 This course will be timed and consist of the following stations:
3.1.1(a) 100 meter sprint;
3.1.1(b) Vehicle push;
3.1.1(c) Jump box;
3.1.1(d) 6 foot wall climb;
3.1.1(e) 3 foot wall climb;
3.1.1(FH Window climb;
3.1.1(g) Dummy drag;
3.1.1(h) Subject resistance station;
3.1.1(i) Stair climb;
3.1.1(j) Trigger pull.
3.1.2 All sworn personnel are encouraged to complete the timed course in less
than 5 minutes and 54 seconds.
3.2 Full physical fitness assessments will be administered to Police Recruits at the

beginning and end of the Academy.

3.2.1 Other interim event specific fitness tests may be given for evaluation
purposes during the academy.

3.2.2 Police Recruits are required to pass the Academy Exit Physical Agility

Section 2 revised, identified the Physical Agility Test/Obstacle Course as the activity of the assessment

program. Sections previously numbered 2.5, 2.6 and 2.9 pertaining to resting heart rate, resting blood pressure
and tobacco usage were deleted, remaining sections renumbered as necessary. Per Policy Change Order 14-059,
Effective Date 10/15/2014.
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/Obstacle Course.

3.2.2(a) Police Recruits must complete the course in under 5
minutes and 54 seconds.
3.2.2(b) Police Recruits who complete the course in the allotted

time have met the required standards for performing
essential physical functions of a law enforcement officer.

3.2.2(c) Police Recruits who are unable to complete the course in
the allotted time have failed to meet the required
standards for performing essential physical functions of a
law enforcement officer.

4 The Physical Fitness Assessment form, SPD Form # 01-SP-0382 will be used in the academy

to record the results of each recruit’s assessment. *

4.1 Upon completion, the recruit and the Physical Fitness Coordinator will each sign
the form indicating knowledge of the results. The recruit will receive a copy of the
form and the original will be filed in a locked confidential storage unit in the
Physical Fitness Coordinator's office. *

v Attachments

3 Section 4 revised, changed when the Physical Fitness Assessment form, SPD Form # 12-SP-0382 will be used,
per Policy Change Order 14-059, Effective Date 10/15/2014.
4  Section 4.1 revised, changed employee to recruit, per Policy Change Order 14-059, Effective Date 10/15/2014.
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Effective Date: Supersedes Policy Dated: Rescinds: SOG Number:
06/30/2012 12/30/2011
Accreditation Index: 32.1.1, 32.2.1 (5" Edition) 201.6
Part Title: Personnel Chapter Title: Recruitment and Selection

Chief of Police:

Selection Process for Non-Sworn Employees

Policy

To establish procedures for the selection of qualified non-sworn applicants to

employment positions within the Springfield Police Department.
1 Definitions

11 Procedures

1 JOB ANNOUNCEMENT

1.1 The Human Resources Department shall be responsible for posting all job

announcements for non-sworn employment positions within the department.
111 The job announcement will contain the following:

1.1.1(a) A description of the duties, responsibilities, requisite
skills, educational level and physical requirements for

the position to be filled;

1.1.1(b) A statement advertising the department as an equal
opportunity employer;
1.1.1(c) Information stating the application deadline.
1.1.2 The announcements will be advertised in commercial, college and

other professional newspapers, magazines or other media such as the

City of Springfield web site.

1.1.3 The Human Resources Department shall ensure that public notice of
all entrance examinations is given at least seven calendar days in

advance of the closing date for receiving applications.
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2 APPLICATION PROCESS

2.1

2.2

A written application containing complete and accurate information will be filed
with the City of Springfield Human Resources Department.

211 All applications shall be screened and maintained by the Human
Resources Department to ensure the applicant meets the minimum
requirements for the position.

2.1.2 An applicant may be disqualified and ineligible for employment based
upon any of the conditions listed in the City of Springfield Merit Rule
5.4, Disqualification of Applicants.

At the time formal application is made, the Human Resources Department shall

inform the applicant of the following information in writing:

2.2.1 All elements of the selection process.

2.2.2 The expected duration of the selection process.

2.2.3 The City of Springfield's policy on reapplication, retesting and
reevaluation of candidates who are not appointed.

3 SELECTION PROCESS

3.1

3.2

3.3
3.4

3.5

The Human Resources Department is responsible for the initial screening of
applicants, scheduling and administering all elements of the selection process.

3.11 All elements of the selection process will be administered, scored,
evaluated and interpreted in a uniform manner within the
classification.

The selection process may consist of, but is not limited to, the following
elements:

3.2.1 Typing test;

3.2.2 Oral interview;

3.2.3 Written test;

3.24 Practical skills test.

Examinations shall be conducted on an open-competitive basis.

Open-competitive examinations shall be open to all applicants who meet the
standard of requirements with regard to experience, education and training.

Examinations shall be practical and of a generally accepted nature, constructed
to reveal the capacity of the applicant for the particular class of positions for
which the applicant is competing, and the applicant's background and related
knowledge shall be rated impartially.

3.5.1 The applicant may be evaluated by education and experience and /or a
test of capacity, knowledge, skills, abilities, and personal
characteristics.
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3.6

3.7

3.8

3.9

3.10

3.5.2 Examination procedures will be established to assure that selection
instruments will be reliable, valid, and objective.

When practicable, the identity of persons taking competitive assembled tests
shall be concealed from the examiners by use of identification numbers.

Written Tests

3.7.1 Any applicant taking an entrance written test for any position with the
City who fails to make a passing grade may, with approval of the
Director of Human Resources, retake the test at the next regularly
scheduled time.

3.7.2 If the applicant fails to make a passing grade on the second attempt,
he will not be allowed to retake the test for such position until one
year from the date of the second test.

3.7.3 Failure to make a qualifying grade on a written test for a given
position on the third attempt or failure to make a qualifying score
before an oral board on the third attempt for the position is sufficient
reason for permanent denial of any further consideration of the
applicant.

The final rating shall be based upon a weighted average of the various parts of
the total examination.

3.8.1 All applicants for the same class of positions shall be accorded
uniform and equal treatment to all phases of the rating procedure.

3.8.2 A minimum passing score may be set for any part of the examination.
Candidates may be required to attain at least a minimum score on
each part of the examination in order to receive a passing grade or to
be rated on the remaining parts of the examination.

3.8.3 When the rating of education and experience forms a part or all of the
examination, the formula used in appraisal shall give due regard to
recency and quality, as well as quantity, of experience and pertinency
and quality of the education.

3.8.4 When an oral interview forms a part or all of the examination, an oral
interview board shall be appointed consisting of two or more
members. All candidates who qualify for the oral interview shall be
rated by the same oral interview board.

After each open-competitive examination, the Director of Human Resources
shall prepare a register of persons with passing grades.

391 All fractional scores shall be rounded off to the nearest whole
number.

3.9.2 The names of individuals shall be placed on the register in the order
of their final ratings, starting with the highest final rating.

All applicants not selected shall be notified in writing.
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3.11

3.12

3.13

3.10.1

3.10.2

3.10.3

Each internal applicant, or current City employee, shall be notified of
his examination results as soon as practical after the rating of the
examination has been completed or the register established.

Each external applicant shall be notified of his examination results as
soon as practical after the register is established or the position has
been filled.

All applicants shall be entitled to information concerning their relative
position on the register upon request.

Records Retention

3.11.1  The City of Springfield Human Resources Department shall be
responsible for the maintenance of all applications, testing and
employment records used in the hiring and testing process, with the
lone exception being background investigation paperwork. All
related materials shall be stored in locked files.

3.11.2  The application and examining material of all applicants shall be
stored in locked files in accordance with records retention
requirements.

Eligibility List

3.12.1  After the selection process is completed, the Human Resources
Department will establish an eligibility list of all eligible applicants.

3.12.2  The names of individuals shall be placed on the eligibility list in the
order of their final ratings, starting with the highest final rating

3.12.3  The applicants achieving the top three scores are then submitted to the

hiring supervisor for selection.

Background Investigations and Polygraph Examinations

3.131

3.13.2

A background investigation will be conducted on the individual
selected. The extent of the investigation will vary, depending on the
nature and sensitivity of the position, and may also include a
polygraph examination.

The background investigation shall include the candidate's education,
character, reputation, financial arrearage, driving record, criminal
record, finger print record, military record, employment record,
residency, qualifications, personal references, and other pertinent
information. The investigation shall include verification of qualifying
credentials.

3.13.2(a) Background investigations shall be conducted only by
background investigators who have been specially
trained to conduct such investigations.

3.13.2(b) All information or material received or developed as a
part of the background investigation shall be treated as
confidential and shall remain in the custody of the
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Investigations and  Support  Services Bureau
Commander at all times, except in rare circumstances
(e.g., subpoenaed for court). All information or
material received shall be kept secure during and after
the investigation. If the candidate is hired by the City
of  Springfield, their respective  Background
Investigation Packet shall be stored in a locked cabinet
in a location designated by the Investigations and
Support Services Bureau Commander, separate from
all other files. *

3.13.3  If Required, Polygraph examinations shall be conducted by a certified
polygraph technician trained to conduct such examinations and
approved by the City of Springfield to administer the examinations.

3.13.3(a) A list of areas from which the polygraph questions will
be drawn shall be supplied to the candidate prior to the
polygraph examination.

3.13.3(b) The examination shall not be used as the single
determinant of employment status. The results shall be
used, together with other information, to support hiring
decisions.

3.14 Psychological Evaluations and Physical Examinations

3.14.1 If required, a psychological evaluation and physical examination will
be scheduled by the Human Resources Department.

3.14.1(a) All psychological reports are confidential. They will be
maintained and stored in a locked file cabinet in the
Human Resources Department. They shall be kept
separate from the candidate’s other personnel records.

3.14.1(b) All medical reports are confidential. They will be
maintained and stored in a locked file cabinet in the
Human Resources Department. They shall be kept
separate from the candidate’s other personnel records.

3.15 Pre-employment drug test

3.15.1 A pre-employment drug test is required for all positions and will be
scheduled by the Human Resources Department. Human Resources
shall ensure the results remain confidential and kept separate from the
candidate’s other personnel records.

v Attachments

1  Section 3.13.2(b) changed Support Services Division Commander to Investigations and Support Services
Bureau Commander, per Policy Change Order 12-039, Effective Date 06/30/2012.
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I Policy

Allocation and Distribution of Personnel

The purpose of this policy is to establish a process for measuring workloads to ensure the
effective and efficient use of resources.

2.1

Il Definitions
111 Procedure
1 WORKLOAD ASSESSMENTS

1.1 Research and Development will be responsible for collecting workload data
from available sources. Sources include but are not limited to:
1.1.1 Communications Automated Dispatch;

1.1.2 City Finance Department;
1.1.3 City Planning and Development;
114 Department Bureau/Divisional Components.

1.2 Research and Development will conduct a documented Workload Assessment &
Manpower Allocation Study at least once every three years for each
bureau/division in the department.

2 UNIFORM OPERATIONS BUREAU

The deployment of patrol personnel will accommodate the pursuit of incident-
driven resources and problem-oriented policing.

2.1.1 Incident-driven workload measures may include but are not limited
to:
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2.1.1(a) Number of calls;
2.1.1(b) Number of officers;
2.1.1(c) Time of day;
2.1.1(d) Time on calls;
2.1.1(e) Unobligated time;
2.1.1(F) Day of week;
2.1.1(0) Geographic area;
2.1.1(h) Shift relief factor;
2.1.1(i) Number of officers responding;
2.1.1(j) Shift structure;
2.1.1(k) Available hours;
2.1.2 Problem-oriented policing workloads may include but are not limited
to:
2.1.2(a) Geographic area;
2.1.2(b) Days, times - usually evenings;
2.1.2(c) Availability of citizens to work with police;
2.1.2(d) Beat integrity.

2.1.3 Research and Development will conduct a documented Uniform
Operations Bureau Patrol Resource Analysis in an effort to analyze
patrol deployment and resource allocation. The analysis will be
completed by October of each year. *

3 CRIMINAL INVESTIGATIONS DIVISION
3.1 The workload of investigators is determined by the supervisors and commanders
of the Criminal Investigations Division based on solvability factors gathered
during the preliminary investigation, the seriousness of the offense, impact upon
the community and other relevant factors.
3.2 Workload measures may include but are not limited to:
3.2.1 The number of cases reviewed and assigned for follow up
investigation.
3.2.2 The number of available investigators assigned to the section.
3.2.3 The solvability factors of each case reviewed.
4 SUPPORT SERVICES DIVISION
4.1 A number of maintenance and service tasks are performed by the Support
Services Division: records, property control, technical, training, research,
1 Section 2.1.3 added, per Policy Change Order 13-124, Effective Date 12/31/2013.
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analysis, and resource management. The separate units require the need to
assess workloads differently.

4.2 Workload measures may include but are not limited to the following:

4.2.1 Reports written vs. calls received;
4.2.2 Time available;
4.2.3 Activity times;
4.2.4 Calls handled;
4.2.5 Reports or cases processed,
4.2.6 Documents prepared;
4.2.7 Products produced.

5 Positions not requiring the specific skills and authority of sworn officers will be

designated as non-sworn and staffed as workloads demand, programs change or services

are revised.

1V Attachments

30of 3



SPRINGFIELD POLICE DEPARTMENT

Standard Operating Guideline

Effective Date: Supersedes Policy Dated: Rescinds: SOG Number:
03/06/2015 12/31/2009
Accreditation Index: 22.2.8 (5" Edition) * 202.2
Part Title: Personnel Chapter Title: Personnel Administration
Chief of Police:

Military Leave
Policy

The Springfield Police Department hereby establishes the following procedures for
uniform accounting of military leave.

Definitions

Calendar Day — 24-hour period (midnight to midnight) in which the employee is entitled
to leave for military duty. For example, if the employee is scheduled to work until 0300
hours on a day in which they have military duty, the employee shall be released from
work by 0001 hours on the day their duty is to begin. Similarly, if the employee is
scheduled to work from 2120 hours until 0720 hours on the day they are to return from
military duty, the employee is not reguired to report to work until 0001 hours on the day
they are scheduled to return to work.

Military Leave — For the purposes of this policy, the term shall refer to any notification
of leave related to military service in which the employee will be absent from work. It
does not require the employee to request absence for military service.

Orders — “A communication, written, oral, or by signal, which conveys instructions from
a superior to a subordinate.” (NATO/DOD definition) May be in the form of an e-mail,
letter, memorandum, or formal military order with an official order number.

USERRA — Uniformed Services Employment and Reemployment Rights Act.

1
2
3

CALEA Standard reference corrected, per Policy Change Order 14-060.
Definitions, grammatical correction, per Policy Change Order 14-060.
Definition of Military Leave revised, per Policy Change Order 14-060.


http://www.esgr.org/contents/userra.pdf
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i Procedure
1 MILITARY LEAVE ENTITLEMENT
1.1 Authorized Leave

1.1.1 Each employee who is a member of the National Guard or of any
reserve component of the Armed Forces of the United States shall be
entitled to a maximum of 120 hours of military leave in each federal
fiscal year (October 1 — September 30). *

1.1.2 Application of military leave will be authorized when the employee is
ordered to active duty for training, inactive duty for training, or when
ordered to active duty in times of an emergency. All orders must be
issued by appropriate military authority. °

1.1.3 Military duty exceeding the 120 hour compensation benefit shall be:
1.1.3(a) Without Pay and/or charged against the employee’s

earned leave time at the discretion of the employee. °
1.2 Employee Salary — Military leave (maximum of 120 hours) will be granted
without loss of pay, but will not entitle the employee to be paid more by the City
than the amount that they would normally be entitled to if they were working
their normal schedule.
2 ACCOUNTING PROCEDURE
2.1 Total Leave Hours per Merit Rule 21, Leaves of Absence, Section 21.5, Military

Training Leave, House Bill 1822, and RSMo 105.270.

211 The calculation of paid military leave for an employee will be a total
of 120 hours of scheduled work time. ’

2.1.1() The employee will only be charged for the hours in
which they would have normally been scheduled to
work.
2.1.1(@a.1) Scheduled AWL days do not count

towards expended Military Leave.

2.1.2 All approved Military Leave is granted without loss of position,
seniority, accumulated leave, impairment of performance appraisals,
pay status, work schedule including shift, working days and days off
assigned to the officer at the time leave commences.

2.1.3 The state statute and Merit Rule are not grants of additional pay.
Employees who do not utilize the full 120 hours of paid military leave

4  Section 1.1.1 revised, grammatical correction, per Policy Change Order14-060.

5 Section 1.1.2 revised, punctuation correction, per Policy Change Order 14-060.

6 Section 1.1.3(a) revised, grammatical correction, per Policy Change Order 14-060.

7  Section 2.1.1 revised. The word “paid” added to military leave, per Policy Change Order 14-060.
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4

2.2

for military duty shall not receive additional compensation from the
City for any unused military leave. ®

Procedure Not Retroactive - These accounting procedures are not retroactive
from the effective date of this SOG.

NOTIFICATION OF MILITARY LEAVE°

3.1

3.2

3.3

USERRA guidelines state:

3.1.1 “An employee is not required to request permission to be absent for
military leave, but rather provides notification of pending military
service.”

3.1.2 This notice can be written or verbal.

Employees are required to provide notice of military service to their police
department supervisor:

3.2.1 Ten days prior to a weekend training session and/or any additional
duties required by military service, or as soon as orders are received.

3.2.2 Thirty days prior to an annual training period or as soon as orders are
received.

3.2.3 If the employee requests military leave credit, they must provide
notice as required in 3.2.1 or 3.2.2.

3.24 Exemptions to the minimum notice requirement will be allowed when
non-scheduled military duty is required (alert or state of emergency).

3.25 Written orders are only required for activations of over thirty-one (31)
days in length.

Failure to Notify — Failure to provide notification on a timely basis prevents
police department commanders from planning deployment of manpower and
may result in disciplinary action.

SCHEDULING MILITARY LEAVE *°

4.1

The use of long-range planning allows the department greater ability to deal
with the unexpected contingencies of police work. In December of each year,
the department schedules leave for the upcoming year. Each employee who is a
member of the military will schedule their military leave at this time or as soon
as that information is received. Military Leave will not count against the
number of other earned leave hours an employee is allowed to schedule.

8
9

Section 2.1.3 revised. The word “paid” added to military leave, per Policy Change Order 14-060.
Section 3 heading revised, wording change, per Policy Change Order 14-060.

10 Section 4 revised, changes regarding Military Leave scheduling procedure, per Policy Change Order 14-060.
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4.2

Supervisors must be aware of fatigue issues and should not require officers to
work if there has not been, or will not be, an adequate rest period. (See
definition of Calendar Day, above.)

5 MILITAlll?Y LEAVE LASTING MORE THAN 90 DAYS (CALEA 22.2.8 — 5"
Edition)

5.1

5.2

5.3

5.4

5.5

5.6

5.7

For military leave lasting more than 90 days, the employee will notify their
immediate supervisor as soon as practical. The employee’s immediate
supervisor will be the Springfield Police Department’s designated point of
contact for the entire period of military leave. (CALEA 22.2.8(a) — 5™ Edition)

The City of Springfield’s Human Resources Department has a designated liaison
to the police department. That liaison will be the employee’s point of contact
for human resources matters for the remainder of the leave period. The human
resources designee shall provide the employee with information regarding the
Uniformed Services Employment and Reemployment Rights Act of 1994
(USERRA). (CALEA 22.2.8(b) — 5™ Edition)

As part of the out-processing for the military member, the employee’s direct
supervisor will conduct an exit interview. The immediate supervisor should, to
the extent possible, establish a method of contact with the employee and/or the
employee’s family in reference to agency news, significant events, and
promotional opportunities. (CALEA 22.2.8(c) & CALEA 22.2.8(g) — 5
Edition)

The employee’s immediate supervisor will arrange for the employee to turn in
their agency owned equipment to the quartermaster’s office. (CALEA 22.2.8(d)
— 5™ Edition)

Upon returning from military service, the employee’s immediate supervisor
shall conduct an interview with the returning employee. This interview should
be used to determine if the employee has any specialized needs and/or concerns
upon returning to work. Traditional Employee Assistance Programs (EAP) may
not sufficiently meet the needs of our returning service members. As a result,
the agency shall consider all locally available and feasible resources to meet
those particular needs. (CALEA 22.2.8(e) — 5™ Edition)

The employee’s immediate supervisor will arrange for the employee to have
their agency owned equipment re-issued.

The immediate supervisor shall contact the Training Department and arrange all
necessary refresher training, including weapons requalification and steps for
reintegration, as needed. (CALEA 22.2.8(f) — 5™ Edition)

v Attachments

11 Section 5 added, per Policy Change Order 14-060.
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Promotional Process

Policy

It is the policy of the Springfield Police Department to establish a process for promotion.
It is the objective of the City of Springfield, the Springfield Police Department and the
Department of Human Resources to provide equal promotional opportunities to all
members of the police department based on a candidate’s merit. Merit, within the
interpretation of these rules, shall mean ability, efficiency, qualification, and seniority.

The Springfield Police Department shall work with the Department of Human Resources
to ensure that a fair, professional standard is utilized for the purpose of promoting
employees. The final decisions concerning elements used in a competitive process rests
with the Director of Human Resources based upon recommendations from the Chief of
Police.

At all times, the City’s Merit Rules shall govern and supersede any policy, procedure,
rule or other requirement established in the SOG.

Definitions
Procedure

Non-Sworn Personnel

1.1 Each available position will be posted by the Department of Human Resources
in accordance with City Merit Rules.
1.2 Interested personnel shall follow the application procedures listed on the

posting.
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2

Sworn Personnel

2.1

Selection Process and Eligibility Requirements

211

212

Major
2.1.1(a)

2.1.1(b)

Captain
2.1.2(a)

Promotions to the position of Major may be based on a
non-competitive process as defined by Merit Rule 10,
Promotions, Transfer, and Demotion, Section 10.1 (d)
and Administrative  Memorandum  #8, Direct
Promotions.

2.1.1(a.1) If a competitive process is utilized, the
Director of Human Resources shall
approve the elements of the competitive
process based upon recommendations
from the Chief of Police, and will be
defined on the Job Posting and MAY
include but is not limited to the
following elements:

2.1.1(a.1.1) assessment center;
2.1.1(a.1.2) written test;
2.1.1(a.1.3) interview;

2.1.1(a.1.4) past performance
evaluation.

To be eligible for promotion the candidate shall meet
the experience, education and training requirements as
described on the current City of Springfield Police
Major Job Description AND received a satisfactory
rating on their last performance evaluation.

2.1.1(b.1) Current Job Descriptions are available
on CityShare.

Promotions to the position of Captain may be based on
a non-competitive process as defined by Merit Rule 10,
Promotions, Transfer, and Demotion, Section 10.1 (d)
and Administrative  Memorandum  #8, Direct
Promotions.

2.1.2(a.1) If a competitive process is utilized, the
Director of Human Resources shall
approve the elements of the competitive
process based upon recommendations
from the Chief of Police, and will be
defined on the Job Posting and MAY
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2.1.2(b)

213 Lieutenant
2.1.3(a)

2.1.3(b)

include but is not limited to the
following elements:

2.1.2(a.1.1) assessment center;
2.1.2(a.1.2) written test;
2.1.2(a.1.3) interview;

2.1.2(a.1.4) past performance
evaluation.

To be eligible for promotion the candidate shall meet
the experience, education and training requirements as
described on the current City of Springfield Police
Captain Job Description AND received a satisfactory
rating on their last performance evaluation.

2.1.2(b.1) Current Job Descriptions are available
on CityShare.

Promotions to the position of Lieutenant may be based
on a non-competitive process as defined by Merit Rule
10, Promotions, Transfer, and Demotion, Section 10.1
(d) and Administrative Memorandum #8, Direct
Promotions. *

2.1.3(a.1) If a competitive process is utilized, the
Director of Human Resources shall
approve the elements of the competitive
process based upon recommendations
from the Chief of Police, and will be
defined on the Job Posting and MAY
include but is not limited to the
following elements:

2.1.3(a.1.1) assessment center;
2.1.3(a.1.2) written test;
2.1.3(a.1.3) interview;

2.1.3(a.1.4) past performance
evaluation.

To be eligible for promotion the candidate shall meet
the experience, education and training requirements as
described on the current City of Springfield Police
Lieutenant Job Description.

1  Section 2.1.3(a) revised to allow a non-competitive promotional process for the position of lieutenant, per

Policy Change Order 15-019.
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2.14 Sergeant
2.1.4(a)

2.1.4(b)

2.15 Corporal
2.1.5(a)

2.1.3(b.1) Current Job Descriptions are available
on CityShare.

Promotions to the position of Sergeant shall be based
on a competitive process as defined by Merit Rule 10,
Promotions, Transfer, and Demotion, Section 10.1 (c).

2.14(a.1) The Director of Human Resources shall
approve the elements of the competitive
process based upon recommendations
from the Chief of Police, and will be
defined on the Job Posting and MAY
include but is not limited to the
following elements:

2.14(a.1.1) assessment center;
2.1.4(a.1.2) written test;
2.1.4(a.1.3) interview;

2.1.4(a.1.4) past performance
evaluation.

To be eligible for promotion the candidate shall meet
the experience, education and training requirements as
described on the current City of Springfield Police
Sergeant Job Description AND received a satisfactory
rating on their last performance evaluation.

2.1.4(b.1) Current Job Descriptions are available
on CityShare.

Promotions to the position of Corporal shall be based
on a competitive process as defined by Merit Rule 10,
Promotions, Transfer, and Demotion, Section 10.1 (c).

2.1.5(a.1) The Director of Human Resources shall
approve the elements of the competitive
process based upon recommendations
from the Chief of Police, and will be
defined on the Job Posting and MAY
include but is not limited to the
following elements:
2.1.5(a.1.1) assessment center;
2.1.5(a.1.2) written test;

2.1.5(a.1.3) interview;
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2.2

2.3

2.4

2.1.5(a.1.4) past performance
evaluation;

2.1.5(b) To be eligible for promotion the candidate shall meet
the experience, education and training requirements as
described on the current City of Springfield Police
Corporal Job Description AND received a satisfactory
rating on their last performance evaluation.

2.1.5(b.1) Current Job Descriptions are available
on CityShare.

All required college credit hours must have been earned from an accredited

college or university.

2.2.1 Human Resources shall be responsible for ensuring that all candidates
meet the required college hours.

Refer to City of Springfield Job Descriptions for time in grade and years of

service requirements.

231 Time in grade and years of service requirements must be met by the
last day of the promotional posting.

2.3.2 Years of service at any department other than the Springfield Police
Department do not apply.

Promotion by Competitive Process as defined by Merit Rule 10, Promotions,

Transfers, and Demotion, Section 10.1 (c).

24.1 When a vacancy exists, the Chief of Police shall begin the
promotional process as soon as practical and feasible by notifying the
Department of Human Resources.

2.4.2 The Director of Human Resources shall approve the elements of the
competitive process based upon recommendations from the Chief of
Police.

2.4.3 The Posting for a competitive promotional process shall be made in
writing for at least seven (7) days to allow the candidate to sign up for
process.
2.4.3(a) The posting will announce the elements, duration and

schedule of the promotional process.
244 The information to be contained in the announcement will include:

2.4.4(a) a description of the vacant position, including duties
and responsibilities, skills, knowledge and abilities
needed,

2.4.4(b) a description of eligibility requirements; education and
length of service or time in grade requirements;

2.4.4(c) full salary range;
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245

description of the all elements of the competitive

process including a numerical weight for each element,

tentative dates, times and locations of all phases of the

promotional process;

2.4.4(d)

if applicable;
2.4.4(e)
2.4.4(f)

instructions on application.

The competitive selection process MAY include but shall not be
limited to the following elements:

2.4.5(a)
2.4.5(a.1)

2.4.5(a.2)

2.4.5(a.3)

2.4.5(a.4)

6 of 12

Assessment Center

The assessment center may include
multiple exercises which are designed
to provide relevant, reliable, and
objective information designed to
measure the candidate’s characteristics,
qualities, skills, knowledge and abilities
relating to the position described in the
job posting to identify each candidate’s
promotional potential.

Exercises shall be job related and non-

discriminatory and may include but are
not limited to:

2.4.5(a.2.1) role-play exercises;

2.4.5(a.2.2) written  in basket
exercises;

2.4.5(a.2.3) oral review board
exercises.

The dimensions to be evaluated for each
position shall be announced in writing
to each candidate prior to evaluation at
the assessment center.

A minimum of two to three assessors
shall be utilized for each center.

2.4.5(a.4.1) Assessors shall be one
rank above that of the
position being tested.

Assessors  shall  be
selected from
Departments with rank
structures and
promotional processes
comparable to those of

2.4.5(a.4.2)
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2.4.5(b)

2.4.5(a.5)

2.4.5(a.6)

Interviews
2.4.5(b.1)

2.4.5(b.2)

7 of 12

the Springfield Police
Department.

2.4.5(a.4.3) This does not preclude
personnel  from the
Springfield Police
Department from being
utilized as an assessor.

Assessors shall be trained prior to the
start of the assessment center exercises
by the Department of Human Resources
and/or the contractual consulting firm.

Assessors shall utilize a standard rating
scale to assess a defined set of job
related elements established by the
Department of Human Resources.

2.4.5(a.6.1) A standardized form
will be used to record
scores and document
observations at each
stage of the exercise(s).

Questions used in the interview will be
job related and non-discriminatory and
will be designed to provide relevant,
reliable, and objective information used
to identify the knowledge, skills and
abilities required for the position.

A minimum of three evaluators shall be
utilized for each oral interview.

2.4.5(b.2.1) One evaluator shall be
from the Department of
Human Resources;

2.4.5(b.2.2) The remaining
evaluators shall  be
selected from within
the Springfield Police
Department or other
agencies and shall be at
least one rank above
the  position  being
interviewed for.
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2.4.5(c)

2.4.5(d)

2.4.5(b.3)

2.4.5(b.4)

Written Test
2.4.5(c.1)

2.4.5(c.2)

Evaluators shall be trained prior to the
start of the interview process by the
Department of Human Resources.

Evaluators shall use a standardized
rating scale and assess a defined set of
job related elements as established by
the Department of Human Resources.

2.4.5(b.4.1) The scores and
observations shall be
recorded on a form
provided by the
Department of Human
Resources.

Questions used in a written test will be
job-related and non-discriminatory and
will be designed to provide relevant,
reliable, and objective information used
to identify the knowledge, skills and
abilities required for the position.

Written tests will be scored in a uniform
manner by the Department of Human
Resources and/or the contractual
consulting firm.

Past Performance Evaluation

2.4.5(d.1)

8 of 12

A review of each candidate’s personnel
files, evaluations, Internal Affairs
demeanor reports, and/or a resume will
be conducted to assess each candidate’s
past performance.

2.4.5(d.1.1) Elements to be
reviewed  will  be
approved by  the
Department of Human
Resources and will be
job-related and non-
discriminatory.

2.4.5(d.1.2) The review will be
conducted by a team of
two evaluators selected
from the candidate’s
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24.6

2.4.5(e)

2.4.5(f)

supervisors for the past
two years.

2.4.5(d.2) Evaluators shall be trained prior to the
start of the evaluation process by the
Department of Human Resources.

2.4.5(d.3) Evaluators shall use a standardized
rating scale and assess a defined set of
job related elements as approved by the
Department of Human Resources.

2.4.5(d.3.1) The scores and
observations shall be
recorded on a form
approved by  the
Department of Human
Resources.

Candidates who fail any portion of the promotional
process will be disqualified from competing further in
the current promotional process.

2.4.5(e.1) The candidate may re-apply for the next
scheduled promotional process in
accordance with Merit Rule 6,
Registers, provided they meet the
established  requirements for the
position to which they have applied.

Requests to review or appeal any part of the
competitive process shall be made in accordance with
Merit Rule 6, Registers and Merit Rule 13, Appeals.

Competitive Process Results

2.4.6(a)

2.4.6(b)

2.4.6(c)

2.4.6(d)

The Director of Human Resources shall be responsible
to see that elements of the selection process are job
related and non-discriminatory.

The Department of Human Resources is responsible
for the tabulation and final results of all elements of
the competitive process.

The Department of Human Resources shall be
responsible for the maintenance and security of all
records pertinent to the promotional process according
to Missouri Retention Guidelines.

The Department of Human Resources shall prepare a
register of persons with passing scores in order of their
final rating.

9 of 12
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2.4.6(d.1)

2.4.6(d.2)

2.4.6(e)

All fractional scores shall be rounded
off to the nearest whole number and ties
will be broken as stated in the current,
or active, Collective Bargaining
Agreement. 2

The list of eligible candidates shall
normally be maintained for six (6)
months from the date of establishment
of such list, in accordance with Merit
Rule 6, Registers, Section 4, Duration
of Registers.

2.4.6(d.2.1) The list may, upon the
request of the Chief of
Police and with
approval of the
Director of Human
Resources, be extended
for not more than one
year beyond the
original date of its

expiration.

The Director of Human Resources or designee shall

forward the eligibility list to the Chief of Police.

2.4.7 Appointment
2.4.7(a)

The Chief of Police shall select a person whose score

is included in the three highest scores listed on the
eligibility list as stated in Merit Rule 7, Certification
and Selection of Eligibles, Section 7.2 Certification of

Eligibles.
The Chief of Police may conduct an informal interview

2.4.7(b)

of the candidates with the three highest scores for the
purpose of assessing the suitability of the candidate to
serve in the position being filled.

2.4.7(c)

2.4.7(c.2)

2

Candidates will not be considered for appointment if:
2.4.7(c.1)

they have requested that they not be
considered;

who fail to reply within a period of

seven (7) calendar days to the request of
the chief for an interview;

Section 2.4.6(d.1) revised; tie scores will be broken according to the Collective Bargaining Agreement rather

than Merit Rule; per Policy Change Order 15-019.
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2.5

2.6

2.4.7(c.3) who fail to appear for an interview that
they have scheduled with the chief;

2.4.7(c.4) who accept an appointment and fail to
present themselves for duty at the time
and place agreed to without giving the
Chief satisfactory reasons for delay;

2.4.7(c.5) to whom the Chief offers an objection
in writing based on Merit Rule 5,
Applications and Examinations, Section
4, Disqualification of Applicants, and
that objection is sustained by the
Director of Human Resources.

2.4.7(d) The Chief of Police shall announce all promotions in
writing.
Promotions by Non-Competitive Process
25.1 When a vacancy exists, the Chief of Police shall begin the non-

competitive promotional process as soon as practical and feasible by
notifying the Department of Human Resources.

2.5.2 The City Manager or his designee may authorize the Chief of Police
to fill a position by promotion of an employee on a non-competitive
basis, otherwise referred to as a direct promotion in accordance with
Merit Rule 10, Promotion, Transfer, and Demotion, Section 10(d),
and Administrative Memorandum #8, Direct Promotions.

2.5.3 The Chief of Police shall submit the name of the employee proposed
for promotion to the Director of Human Resources.

254 The Director of Human Resources shall verify the qualifications of
the employee proposed for promotion and notify the Chief of Police
of their findings.

255 The Chief of Police shall announce all promotions in writing.

Probation

2.6.1 Upon promotion, the first six (6) months of service in the position to
which the employee has been promoted shall constitute a probationary
period.

2.6.1(a) The Chief of Police, with the approval of the Director
of Human Resources, may extend the probationary
period no more than an additional six (6) month or any
part thereof.

2.6.2 During the probationary period, the employee shall be closely
observed to ensure they are developing and performing in a
satisfactory manner.
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2.6.2(a)

v Attachments

Refer to SOG 205.2 Performance Evaluations, for
information on documentation requirements of newly
promoted employees.
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SPRINGFIELD POLICE DEPARTMENT

Standard Operating Guideline

Effective Date: Supersedes Policy Dated: Rescinds: SOG Number:

03/29/2016 10/06/2015
204.1

Accreditation Index:

Chapter Title: Compensation, Benefits, and Working

Part Title: Personnel Conditions

Chief of Police:

Employee Overtime Program

I Policy

It shall be the policy of the Springfield Missouri Police Department to compensate those
employees required to perform tasks which exceed their normal work shift or which occur

during their scheduled leave period.

All department employees may be required to work hours in excess of their official work
period when necessary and as determined by department management. These procedures
shall not apply to employees whose work week is normally less than 40 hours per week.

1 Definitions

Court Overtime — Normal off-duty time required to respond to an official court subpoena
that relates to duties performed as an employee of the Department. The period of time from
when the employee is required to report to court, until they are released from court or until

their duty shift commences, whichever shall be sooner.

Emergency Call-In —When an eligible employee is called to duty for emergency conditions,

while on authorized leave. Examples: Disasters, Internal Affairs Investigations, etc.

Labor Distribution Codes — Coding to indicate the amount of overtime earned and which

budget program other than the employee’s normal program it should be charged to.

Overtime - Authorized time worked by an employee, caused by no fault of the employee,

which exceeds the normal hours of a scheduled work week.



SOG 204.1
Employee Overtime Program
Effective Date: 03/29/2016

Work Week - 0001 hours on Sunday through 2400 on Saturday.
i Procedure

1 ADMINISTRATION OF THE COMPENSATION PROGRAM
1.1 Employee Responsibility

111 Each department employee shall be responsible for the accurate and
timely submission of compensation time claims.

1.1.2 The employee claiming overtime compensation shall appropriately
complete the Compensation Time Record (SPD Form # 96-OP-0244)
and submit the form to their immediate supervisor for approval.

1.1.3 Overtime that qualifies as guaranteed shall be listed under the Hours
Type as Guaranteed Overtime. The employee shall list the total amount
of overtime worked in five (5) minute increments on the day of the week
the overtime was earned and the time sheet codes for the activity
involved on the timesheet.

1.1.3(a) Example: An employee works a total of 4 hours and 45
minutes guaranteed overtime during the pay period. The
time should be indicated on the timesheet on the day
worked as 4.75 under the Guaranteed Overtime category.

1.14 Regular overtime that does not qualify as guaranteed will be listed under
the Hours Type as Regular Pay. Any time indicated as Regular Pay over
40 hours at the end of the work week will then be calculated as overtime.

1.15 Overtime Compensation Discrepancy Claims - All claims of reported
overtime that have not been paid, or any challenge to the accuracy
of overtime compensation received, shall be made in writing by
claimant employees to their immediate supervisor within fourteen
calendar days after receipt of the payroll check in question (G.O.
No. 3736, April 14, 1986).

1.2 Supervisor's Responsibility

1.2.1 Each department supervisor shall be responsible for organizing and
managing the work of their unit in a manner to minimize accumulation
of overtime.

1.2.2 The unit supervisor shall review and take appropriate action on all
Compensation Time Records submitted by their subordinates.

1.2.3 Each department supervisor shall be responsible for the accurate and
timely recording of Compensation Time Records. These records shall be
maintained for one calendar year by the unit supervisor.

20f5
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1.3

Command Officers

131 Each command officer shall be responsible for organizing and managing
the work of their command in a manner to minimize accumulation of
overtime.

1.3.2 Each command officer shall review overtime records that are kept within
their command.

OVERTIME

2.1

All eligible employees shall be compensated at one and one-half times their normal
hourly salary for authorized work time actually worked in excess of their normal
work week.

ON CALL

3.1

3.2

3.3

3.4

Due to the nature of their positions, certain members of the Springfield Police
Department are required to be on call. These officers are issued a cell phone and
shall be available for contact at all times unless: *

311 On sick leave;
3.1.2 On holiday or vacation leave;
3.1.3 Otherwise unavailable due to supervisory approval.

The officers are considered as waiting to be engaged and may be contacted to
respond during times other than their normal duty hours. If notified, officers should
respond immediately. Based on the circumstances and the officer’s position, the
response may require phone contact or an actual physical response.

Officers on call should not travel outside of the Springfield area to the extent that
the response time would be drastically increased. Officers on call shall not engage
in activities that would impair their abilities to perform their job.

When an employee is called out, they will be compensated at the appropriate
overtime rate.

EMERGENCY CALL-IN COMPENSATION

4.1

All non-exempt employees called to duty by a supervisor or command officer for
emergency or special conditions while on authorized leave shall be designated as
emergency call-in. Such call-in shall be at a minimum rate of four (4) hours at time
and one-half. Time required in excess of four hours shall be compensated as
standard overtime unless the time is within the employee's normal work shift.

411 Example: An employee is called back to duty by their supervisor to
complete a pending follow-up investigation requiring immediate

1

Section 3.1 revised, correction of omitted word, per Policy Change Order 16-009.
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4.2
4.3

attention. The employee works two hours. The employee's timesheet
should indicate 4 hours of Guaranteed Overtime.

4.1.2 Example: An employee is called into duty two hours prior to their
regularly scheduled work shift. The employee assumes their work duties
and continues to work during the two hours and into their work shift
without interruption. This is not emergency call-in; it is regular
overtime. Payroll records should reflect two additional hours of regular
pay.

[IAU Investigations shall fall under the same guidelines as Emergency Call-In.

Employees claiming emergency call-in shall complete the appropriate section of the

Compensation Time Record and request the authorizing supervisor to acknowledge

the call-in with their signature in the Approved By section.

5 COURT TIME COMPENSATION

5.1

5.2

5.3

5.4

All off-duty eligible employees attending a court session who are released by the
court prior to the beginning of a regular duty shift shall be compensated at a
minimum of four hours at the normal hourly pay rate.

Off-duty eligible employees attending a court session that continues up to and/or
past the start time of a regular duty shift shall be paid overtime only for the time
spent in the court session.

Court time shall be recorded as Guaranteed Overtime on the employee timesheet.
The minimum time shall be 2.67 hours with time actually spent in excess being
noted as the time actually spent.

53.1 Example: An eligible employee attends Municipal Court while off duty
from 1100 to 1200 hours and their shift begins at 1700 hrs. The
timesheet should indicate 2.67 hours totaled under Hours Type of
Guaranteed Overtime.

532 Example: An eligible employee attends Municipal Court while off duty
from 1300 to 1600 hours and their shift begins at 1700 hrs. The
timesheet should indicate 3.00 hours totaled under the Hours Type of
Guaranteed Overtime.

5.3.3 Example: An eligible employee attends Municipal Court while off duty
from 1530 to 1700 and their shift began at 1700 hrs. The timesheet
should indicate 1.5 hours of Guaranteed Overtime.

Claiming Court Time

54.1 Employees must be responding to an official court subpoena or a request
from the prosecutor's office that is the result of employment by the
Springfield Police Department.
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54.2 Prior to responding to Greene County Court, the employee must call the
Docket Line for that court to ensure their case has not been delayed or
canceled.

54.3 Members claiming court time compensation shall complete the
appropriate section of the Compensation Time Record and request the
prosecutor processing the case to acknowledge the appearance with their
signature.

6 COMPENSATION OPTIONS
6.1 Work Schedule Options

6.1.1 If possible, employees assigned/elected to various departmental
committees shall adjust their work hours so that they are attending the
meetings while on duty, doing so with the approval of and in
coordination with their supervisor.

6.1.2 The commander or supervisor may "reschedule” the departmental
business workday with another workday.
6.2 Compensatory Time

6.2.1 All eligible employees will receive compensatory time or cash payment
for regular overtime.
6.2.1(a) The employee will receive compensatory time until they
accrue the maximum allowable amount, at which time
they will receive cash payment for overtime. The
maximum allowable amount of accrued compensatory
time shall be 80 hours for all employees.

6.2.2 All eligible employees will receive cash payment for guaranteed
overtime.

v Attachments
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Standard Operating Guideline

Effective Date: Supersedes Policy Dated: Rescinds: SOG Number:
03/29/2016 06/30/2012
Accreditation Index: 22.3.5, 81.2.4 (5" Edition) 204.2

Chapter Title: Compensation, Benefits, and Working

Part Title: Personnel Conditions

Chief of Police:

Extra-Duty and Off-Duty Employment

Policy

The availability of off-duty police officers to work in police-related functions such as
traffic control, safety, and security is of mutual benefit to the department and private
enterprise. However, the allegiance and responsibility of all police employees must
remain with the Springfield Police Department. This guideline is for the purpose of
maintaining the efficient and uniform regulation of off-duty and extra-duty employment,
avoiding potential conflicts of interest, and preventing any possible detrimental effect on
the image of the Springfield Police Department due to employment held by employees

while off-duty. *

It is particularly important that department employees not be subjected to outside
interests which might conflict with their official duties by diluting their energies,
occupying time during which they are potentially on call, or involving themselves in

situations where they might be motivated to neglect or subvert their official duties.

I Definitions 2

Continuous Extra-Duty Employment — Employment that continues for a period
exceeding three scheduled days which requires a significant level of new employee
training, additional knowledge, or skill development beyond that possessed by a trained

police officer (e.g. Cox Security, Wal-Mart, etc.).

1
2

Policy Statement revised, punctuation corrections, per Policy Change Order 16-001.
Definitions revised, capitalization and minor wording changes to existing definitions, per PCO 16-001.
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Extra-Duty Employment — Employment on the employee's own time, outside the
Springfield Police Department wherein the actual or potential use of law enforcement
powers or police-related functions are expected.

Off-Duty Employment — Employment outside the Springfield Police Department
wherein the use of law enforcement powers or police-related functions are not expected.
It does not include self-employment based on the employee's own private property and
not requiring them to leave that property to perform the services, so long as that self-
employment does not affect the employee's job performance while on duty, nor the
professional image of the Springfield Police Department.

PowerDETAILS — An advanced, cloud-based extra-duty detail management platform,
which is used by the Springfield Police Department to manage extra-duty employment
opportunities.

Procedure *

EXTRA-DUTY AND OFF-DUTY EMPLOYMENT — GENERAL INFORMATION °

1.1 No employee may perform any extra-duty or off-duty employment which is, or
can be interpreted to be, inconsistent with their City work or detrimental to the
best interests of the Police Department or City of Springfield as determined by
the Director of Human Resources. (Merit Rule 11 - Employee Conduct and
Relations, Section 5, Outside Employment)

1.2 No employee of the City shall have any financial interest, direct or indirect, in
any contract or service provided to the City, except on behalf of the City as a
salaried employee. (Merit Rule 11 - Employee Conduct and Relations Section
5.1, Conflicts of Interest — Outside Work)

1.3 Employees shall not engage in outside business activities while on duty.

1.4 City property shall not be used while engaging in extra-duty or off-duty
employment activities, except for equipment that is required to be worn as a part
of the uniform or other equipment as approve by a Commander.

15 The Uniform Operations Bureau (UOB) Commander or their designee shall
serve as coordinator and oversee adherence to the policies, processes, and other
related issues necessary for the administration of the extra-duty and off-duty
employment program. (CALEA 22.3.5(d))

AUTHORIZATION FOR EXTRA-DUTY AND OFF-DUTY EMPLOYMENT (CALEA
22.3.5(a) & (¢))

g1~ W

Definition of PowerDETAILS added, per Policy Change Order 16-001.

Procedure heading revised, per Policy Change Order 16-001.

Section (previously numbered 1) was reorganized and split into two separate sections (currently Section 1 & 2),
all subsequent sections were renumbered accordingly, per Policy Change Order 16-001.
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2.1

2.2

2.3

2.4

2.5

An employee wishing to participate in extra-duty or off-duty work must
complete a Department of Human Resources Request for Approval of Outside
Employment form and submit it to their supervisor.

The employee’s supervisor shall recommend approval or disapproval of the
request, sign/date the form in the upper right-hand corner, and forward it to the
Chief of Police.

The request must be approved by the Chief of Police or their designee before the
employee may engage in any extra-duty or off-duty employment, unless exigent
circumstances exist.

2.3.1 In situations involving exigent circumstances, a commander may
approve an employee to proceed with extra-duty or off-duty
employment prior to authorization by the Chief.

Approval for an employee to work in an extra-duty or off-duty capacity may be
revoked at any time by the Chief of Police upon the request of the employee’s
supervisor or commanding officer. Reasons for revocation may include:

24.1 Extra-duty or off-duty employment is impairing or interfering with
the employee’s on-duty job performance;

2.4.2 Violation(s) of City Merit Rules or department policies relating to on-
duty or extra-duty employment;

2.4.3 Issues related to the employee’s extra-duty or off-duty job
performance.

If extra-duty or off-duty employment is denied or revoked, the reason for the

denial/revocation shall be communicated to the affected employee in writing.

EXTRA-DUTY EMPLOYMENT REQUESTS FROM PRIVATE BUSINESSES AND
INDIVIDUALS © (CALEA 22.3.5(¢))

3.1

All businesses, agencies, or individuals requesting temporary or continuous
extra-duty services must complete a Department of Human Resources Worker’s
Compensation Memorandum of Understanding and Agreement and submit a
valid Certificate of Liability Insurance.

3.1.1 The completed agreement and insurance certificate will be forwarded
to the Department of Human Resources for approval.

3.12 Upon approval, the UOB Commander or their designee shall be
responsible for entering any and all relevant information into the
PowerDETAILS system.

3.13 Extra-duty notices will be announced using PowerDETAILS and/or
included in the monthly sign-up process.

3.1.3(a) The notice shall include the following:

6

Section 3 (previously Section 2) revised to reflect the use of PowerDETAILS software for the management of
extra-duty employment, per Policy Change Order 16-001.
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3.2

3.3

3.1.3(a.1) Name of the company, agency or
individual requesting employees for
extra-duty employment;

3.1.3(a.2) Location of company/event;
3.1.3(a.3) Person to contact and their contact
information;

3.1.3(a.4) Type of work requested,;
3.1.3(a.5) Date(s) and hours to be worked;
3.1.3(a.6) Rate of pay per hour;

3.1.3(a.7) Designated line(s) for the interested
employee(s) to sign.

All necessary information and arrangements from the individual, agency, or
business requesting the services of an extra-duty employee will be gathered at
the time the request is made to the UOB Commander or their designee. Any
additional information needed by the affected employee(s) can be obtained at
the time the extra-duty assignment begins. Attendance responsibility of
employees working extra-duty assignments is the same as their on-duty
employment.

The extra-duty sign-up process shall be announced using the PowerDETAILS
email distribution system, approximately one week prior to the process taking
place. The email will include the date and time of the sign-up process, which will
also include the time each involved employee will be able to sign up available
opportunities. Those employees wishing to participate in the extra-duty sign-up
process are required to be licensed with PowerDETAILS in order to apply for
available opportunities. The sign-up process will be administered as follows:

3.3.1 Participants will sign in to PowerDETAILS at their assigned time,
which is determined by their seniority, as outlined in the current
Collective Bargaining Agreement (CBA).

3.3.2 Participants will be allowed to sign up for only four (4) opportunities;
one shift per opportunity, during their designated sign-up time.

3.3.3 After the initial sign-up process is completed, all remaining opportunities
will be available the following day (subject to a 30 hour per week limit).

3.34 Relinquishment or reassignment of extra-duty assignments by
participants shall be done in accordance with the provisions set up in
PowerDETAILS.

3.3.4(a) If a participant needs to solicit a replacement for an
extra-duty assignment, they shall utilize the
PowerDETAILS email distribution system. City or
personal email should not be used for this purpose.
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3.4

3.5

3.6

3.7

3.8

3.35 Any violation of the sign-up process rules or other regulations as set
forth in this policy may result in a suspension from any/all extra-duty
opportunities.

The UOB Commander or their designee shall ensure extra-duty assignments are
distributed among employees in a fair and equitable manner, without favoritism,
and in accordance with this guideline.

The Chief of Police shall establish a set rate of pay per hour on requests for ALL
extra-duty employment. This rate shall be maintained on file and considered for
adjustment on a yearly basis.

No employee shall solicit extra-duty employment. All individuals, agencies, or
businesses requesting extra-duty officers should be referred to the UOB
Commander or their designee.

The business or individual employing the extra-duty officer shall be responsible
for all compensation and benefits for the extra-duty officer, as well as, the
method and arrangement of payment. This includes extended employment hours
that occur as a result of incidents handled by the extra-duty officer during the
extra-duty shift. For example, if an officer working a four hour extra-duty shift
makes an arrest that causes them to have to work an additional two hours, the
business or individual employing the extra-duty officer is responsible for
compensating them for the additional two hours.

Following initial assignment of personnel to a continuous extra-duty job, the
UOB Commander or their designee shall ensure the requesting individual,
business, or agency understands that future assignment scheduling shall be the
responsibility of the Uniform Operations Bureau.

TYPES OF WORK PROHIBITED FOR EXTRA-DUTY OR OFF-DUTY
EMPLOYMENT ’ (CALEA 22.3.5)

4.1
4.2

4.3

4.4

4.5
4.6

Bodyguard, bounty hunter, or bouncer.
For a bail bond agency, private security business, wrecker service, taxicab
service, locksmith service, pawnshop, escort service, or massage technician.

Service of civil process as a private investigator, private detective, or other
capacity where the primary purpose of such employment is to gather
information for, or to appear as a witness in a civil action.

For a business which derives more than 50% of its gross income from the sale,
service, or dispensing of alcoholic beverages; or any other business that requires
the extra-duty/off-duty employee to sell, serve, or dispense alcoholic beverages.

Employment related to a labor dispute.

Employment by any individual, business, or agency that would violate or tend to
violate the provisions of SOG 103.1 — Code of Conduct or any other SOG.

7

Section 4 (previously Section 3) revised, wording/punctuation changes throughout section, per PCO 16-001.
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SOG 204.2
Extra-Duty and Off-Duty Employment
Effective Date: 03/29/2016

4.7
4.8

4.9

4.10

411

Work outside the city limits of Springfield, Missouri, in an extra-duty capacity.

Any work which may require as criteria for employment the employee having
access to police information, files, or records and require furnishing those
records as a condition of employment.

Employment that would in any way discredit City employment, detract from his
or her duties, or take preference over on-duty needs or overtime required by City
employment.

Employment that would tend to subject a department employee to outside
interests which might conflict with their official duties by diluting their energies
or involving them in situations where they might be motivated to neglect or
subvert their official duties or functions.

Exceptions: The Chief of Police may exempt an employee from any of these
restrictions, but only in those instances where undertaking such employment is a
necessary part of an official Springfield Police Department undercover investigation.

4.11.1 In such cases, any gift or payment received by the employee for
employment related to the undercover assignment (other than from
the City of Springfield) must be turned over to the City of
Springfield's general revenue fund.

GENERAL REGULATIONS AND RESTRICTIONS CONCERNING EXTRA-DUTY
AND OFF-DUTY EMPLOYMENT ® (CALEA 22.3.5(b))

5.1

5.2

5.3
5.4

5.5

5.6

5.7

All employees working in an extra-duty or off-duty capacity shall act in a
professional manner and shall avoid doing tasks that would tend to detract from
the professional image of the Springfield Police Department. Employees
engaged in extra-duty employment shall refrain from performing tasks that are
generally not police-related (e.g. stocking shelves at a store, dispensing or
preparing food or drink, pushing shopping carts, etc.).

An employee may not work more than 70 hours of combined extra-duty, off-duty,
and on-duty employment per week without permission from their commander. °

Employees on suspension shall not work in an extra-duty capacity.

Employees shall not work extra-duty or off-duty while on any type of sick,
injury, or funeral leave.

Any employee who takes a sick day will not engage in extra-duty or off-duty
employment within a 24-hour period starting at the time the person would have
normally begun their on-duty shift.

No employee may engage in extra-duty or off-duty employment while assigned
to light duty.

Employees shall not use Springfield Police Department facilities, equipment, or

8
9

Section 5 (previously Section 4) revised, wording/punctuation changes throughout section, per PCO 16-001
Section 5.2 added (moved from section previously numbered 1.6), per Policy Change Order 16-001.
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5.8

5.9

5.10

5.11

5.12
5.13

5.14

5.15

5.16

5.17

5.18

5.19

5.20

records in conjunction with extra-duty or off-duty employment except as
authorized in this SOG or otherwise approved by a Bureau Commander.

Employees shall not use police identification or authority while engaged in the
collection of debts, bills, or checks.

Officers engaged in extra-duty employment must be armed with a department-
approved firearm. Officers employed in a plainclothes police capacity shall
keep their firearm(s) concealed from public view.

An employee must be in good standing and removed from probationary status
(relating to their initial hire) before being eligible for extra-duty employment
unless otherwise authorized by the Chief of Police.

No employee shall refuse to respond to a request for aid from any citizen while
working in an extra-duty capacity.

Officers shall not wear a police uniform in an off-duty employment capacity.

While engaged in extra-duty or off-duty employment, non-sworn employees are
not authorized to wear a police department uniform or work in a capacity
requiring police authority without permission of the Chief of Police or their
designee.

When an employee (sworn or non-sworn, including supervisory personnel) is
working an extra-duty assignment, the chain of command and rank structure will
be followed at all times.

All City and department policies and guidelines shall be followed while the
employee is engaged in extra-duty employment, just as if the employee were on
duty.

All employees shall handle incidents that occur during extra-duty assignments as
they would while on-duty or as specified in Section 6 of this SOG.

All reports made as a result of extra-duty employment must be approved by an
on-duty supervisor.

Extra-duty employees shall notify an on-duty supervisor as soon as practical in
those events where police administration would ordinarily have a need to know
(e.g. injuries to an officer or arrestee; mass arrests; volatile situations, etc.)

An Extra-Duty Log is posted on Sharepoint and in the UOB folder on the
N:Drive. This log will assist in rapid deployment of sworn personnel in cases of
emergency operations (e.g. civil disturbances, natural disasters, etc.). Officers
working extra-duty must ensure the time and location they are working the
assignment is documented on the log. Extra-duty assignment information must
be on the log at least 24 hours prior to the start of the assignment, except in
those cases where the job originates in less than 24 hours.

When working an extra-duty assignment, the involved employee shall notify the
Emergency Communications Center prior to beginning the assignment and shall
provide the following information: (CALEA 81.2.4)

5.20.1  Employee’s name and DSN;
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Extra-Duty and Off-Duty Employment

Effective Date: 03/29/2016

6

5.20.2
5.20.3

Location of the assignment;
Duration of the extra-duty shift.

ARRESTS DURING EXTRA-DUTY EMPLOYMENT *

Because supervisors are not present during most extra-duty assignments, officers
should use a heightened degree of discretion and common sense when handling
situations with the potential for arrest.

Misdemeanor Violations

6.1

6.2

6.3

6.2.1

6.2.2

6.2.3

Officers engaged in extra-duty employment have the same power and
discretion as an on-duty officer and may arrest or issue a summons
based on probable cause or make an arrest pursuant to a warrant.

An extra-duty officer shall have the dispatcher log a case number in
reference to the incident and will write a complete report detailing the
facts of the case.

If an arrest is made, an on-duty officer or the Detention
Transportation Vehicle shall be called to transport the prisoner.

Felony Violations

6.3.1

6.3.2

6.3.3

Officers engaged in extra-duty employment have the same power and
discretion as an on-duty officer and may arrest for a felony crime
based on probable cause or pursuant to an arrest warrant.

In the case of a felony arrest, an on-duty officer should be called to
take custody of the prisoner and conduct the investigation. The extra-
duty officer shall assist as needed.

The extra-duty officer shall write a supplemental report in regard to
the felony arrest, which will be in addition to a report made by the on-
duty officer.

ARRESTS DURING OFF-DUTY EMPLOYMENT *
Officers working in an off-duty capacity are discouraged from making arrests,
unless it is necessary to prevent injury to themselves or others.

Any arrest made while off-duty must be in accordance with SOG 101.3 — Limits
of Authority and SOG 103.1 — Code of Conduct.

7.1

7.2

Attachments

10 Section 6 (previously section 7) revised; punctuation and minor wording changes throughout section, off-duty

arrest procedures moved to Section 7, per Policy Change Order 16-001.

11 Section 7 added, off-duty arrest information moved from Section 6 (previously Section 5), per PCO 16-001.
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SPRINGFIELD POLICE DEPARTMENT

Standard Operating Guideline

Effective Date: Supersedes Policy Dated: Rescinds: SOG Number:
07/01/2015 12/31/2013
Accreditation Index: 25.1.1, 26.1.6 (5 Edition) 204.3

Chapter Title: Compensation, Benefits & Working

Part Title: Personnel Conditions

Chief of Police:

Grievance System

I Policy

The Springfield Police Department recognizes the legitimate need for a structured process for
reviewing employee grievances. Employees must have the means to bring to the attention of
management issues of concern. Properly conducted, the resolution of grievances can result in
improved employee morale and greater job satisfaction. It is the policy of the Springfield
Police Department to resolve grievances at the lowest organizational level possible and to
always comply with the grievance processing requirements of Merit Rule or the current
Collective Bargaining Agreement between the City of Springfield and the Springfield Police

Officers Association (SPOA), whichever is applicable. *

1 Definitions

Grievance - any issue which results in an employee feeling dissatisfied or annoyed with
some aspect of their work over which they have no control (Merit Rule 13.5.-a). (CALEA

25.1.1(a) - 5" Edition)
i Procedure

1 MEMBERS OF THE SPOA BARGAINING UNIT 2

1.1 Grievance procedures for employees who are members of the SPOA Bargaining
Unit will be governed by Article 16 and Article 17 of the Collective Bargaining
Agreement. The Collective Bargaining Agreement is available on the City Share

webpage.

1 Policy Statement revised to include reference to the SPOA Collective Bargaining Agreement, per PCO 15-035.
2  Section 1 added regarding the grievance procedure for members of the SPOA Bargaining Unit, per PCO 15-035.
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SOG 204.3
Grievance System
Effective Date: 07/01/2015

2

OTHER POLICE DEPARTMENT EMPLOYEES *
2.1 Initiation and Presentation of the Grievance (CALEA 25.1.1(a) - 5t Edition)

211

212

2.13

214

2.15

2.16

2.1.7

An employee with a grievance should discuss the issue first with their
immediate supervisor. This presentation may be formal or informal.
(CALEA 25.1.1(c) - 5" Edition)

2.1.1(a) Whenever the employee is aggrieved by some act of
commission or omission on the part of their immediate
supervisor, they may initiate the action authorized by this
procedure by explaining the grievance to the immediate
supervisor of the said supervisor or may initiate the
action authorized by forwarding the appeal form to the
immediate supervisor of said supervisor. {Merit Rule
13.5(b)(8)}

The aggrieved employee should present the facts of the case as clearly

and as objectively as possible. (CALEA 25.1.1(c) - 5™ Edition)

Grievance discussions shall be conducted in a professional and courteous
manner at all times.

2.1.3(a) The supervisor shall calmly and actively listen to the
employee with a willing attitude to resolve the complaint,
if possible.

2.1.3(b) The complaint shall receive prompt, objective, and
thorough consideration.

Employees are free to ask questions or to seek resolution of the
complaint without discrimination, coercion, restraint, or reprisal.

2.1.4(a) Supervisors or commanders who seek reprisal as a result
of a grievance lodged by an employee may receive severe
disciplinary action.

If an employee wishes, they may be accompanied by another employee

during the meeting. (CALEA 25.1.1(e) -5" Edition)

Whenever possible, grievance hearings should be conducted during the
regularly scheduled working hours of the persons involved.

Every effort should be made to try to resolve the grievance at the lowest
supervisory level.

2.1.7(a) Any step in the grievance process may be the last and the
complaint considered settled if all involved parties are
satisfied.

3

Section 2 heading added, all subsequent sections were renumbered accordingly, per PCO 15-035.
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SOG 204.3

Grievance System
Effective Date: 07/01/2015

2.2

2.3

GRIEVANCE PROCESS AND TIMETABLE (CALEA 25.1.1 and 26.1.6 - 5"

Edition)
2.2.1

2.2.2

2.2.3

224

2.25

The immediate supervisor, upon hearing the grievance, either alone or
with the assistance of superiors, shall reach a decision and shall
communicate that decision to the aggrieved employee within two
working days.

If the employee remains unsatisfied, they shall have three working days
to write an appeal, setting forth the facts of the case and citing
appropriate Merit Rule provisions impacting on the case. Within that
time period, the employee shall submit the written appeal to the Chief of
Police. (CALEA 25.1.1(c) - 5 Edition)

Upon receipt of the appeal, the Chief of Police shall obtain all pertinent
information and may hold conference with all involved parties.

2.2.3(a) Within three working days of receiving the written
appeal, the Chief of Police shall notify the employee and
the supervisor of the decision in writing.

If the appeal to the Chief of Police does not satisfy the aggrieved
employee, they may request appeal to the City Manager. Such request
shall be filed with the Director of Human Resources.

2.2.4(a) The Director of Human Resources shall assemble the
facts of the case.

2.2.4(b) The City Manager may conduct a conference with the
involved persons to hear statements and to ask questions.

2.2.4(c) Within five working days following receipt of the appeal,

the City Manager shall present the decision in writing to
the Chief of Police and the employee.

Upon completion of the appeal process, the Chief of Police or designee
shall provide a copy of the grievance and associated documentation to
the I1IAU Supervisor.

CONTENT OF THE CASE PACKAGE
The written appeal document shall contain at a minimum:

23.1
2.3.2
2.3.3

234

2.35

Date, time, and location of the incident, if appropriate.
Names of all persons involved,;

Names of witnesses (if non-employees, include addresses and telephone
numbers);

A chronological, detailed description of the incident(s)

2.3.4(a) A written allegation of the wrongful action taken or harm
committed,

Supporting documentation, if available;
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Grievance System
Effective Date: 07/01/2015

v

2.3.6

2.3.7

Reference to the appropriate Merit Rule provision which impacts on the
source of the grievance;

A written statement describing the remedy or adjustment sought by the
aggrieved employee;

2.4 COORDINATION OF THE GRIEVANCE SYSTEM

24.1

24.2

24.3

244

The Inspections and Internal Affairs Unit Supervisor shall have the
responsibility to coordinate summary information on all grievances
presented to the Chief of Police, including those grievances submitted
directly to the Director of Human Resources and later presented to the
Chief of Police for a response.

The Inspections and Internal Affairs Unit Supervisor shall annually
tabulate and analyze grievance data. This analysis shall be included in a
written report to the Chief of Police and shall be used to identify issues
or patterns of behavior which, if addressed, may reduce the number of
grievances in the future.

The Chief of Police shall ensure that the Inspections and Internal Affairs
Unit receives all information necessary to comply with 4.1 above.

All grievance records, data, and written appeals shall be physically
secured in a locked file and a locked office after duty hours.

2.4.4() If such information is stored on computer, the access
must be controlled by password and system account
identification.

2.4.4(b) Grievance records are considered to be personnel
records, closed under Ch. 610, RSMo. Access to
grievance records, statements or other file material is
restricted to employees who are named as principals in
the recorded grievance, Inspections and Internal Affairs
Staff, and the Chief of Police.

2.5 APPEAL TO THE PERSONNEL BOARD (CALEA 26.1.6 - 5" Edition)

251

2.5.2

2.5.3

Attachments

The Personnel Board hears only cases which involve dismissal,
demotion, reduction in pay, or suspension. (Merit Rule 13.6-a)

Refer to Merit Rule 13.6 for further details on the Personnel Board
hearing process.

Appeals presented directly to the Personnel Board will not be included in
the annual analysis of grievances by the 1IAU Supervisor.
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SPRINGFIELD POLICE DEPARTMENT

Standard Operating Guideline

Effective Date: Supersedes Policy Dated: Rescinds: SOG Number:
10/15/2014 05/25/2007
Accreditation Index: 11.4.5,22.2.2 (5" Edition) 204.4

Chapter Title: Compensation, Benefits, and Working

Part Title: Personnel Conditions

Chief of Police:

Legal Assistance and Liability *
I Policy

The policy of the City of Springfield with respect to the defense and indemnity of its
employees is as set out in General Ordinance No. 2843, enacted July 17, 1978. This
ordinance states as follows:

Section 2-29.21.3. Indemnity of City officers and employees.

The City of Springfield may defend, save harmless and indemnify any of its
officers and employees, whether elective or appointive, against any tort claim or
demand, whether groundless or otherwise arising out of an alleged act or
omission occurring in the performance of duty. The provisions of this section do
not apply in case of malfeasance in office or willful or wanton neglect of duty.

The procedures and statements set out herein are not intended to in any way modify or

change the provisions of the above-referenced ordinance. In the event of any conflict

between the terms of this policy and those of the ordinance, the ordinance shall control.
1 Definitions

11 Procedure

1 GENERALLY
11 Scope

1 Policy reissued under Chief Williams command, no changes made to content. Document has been revised
to meet current formatting standards. Per Policy Change Order 14-081, Effective Date 10/15/2014.




SOG 204.4

Legal Assistance and Liability
Effective Date: 10/15/2014

1.1.1 The scope of the City's policy shall be as described in the preceding
Section |. Policy, above. The obligations and provisions of this
Guideline contained herein shall apply to regular commissioned
police officers commissioned and acting pursuant to applicable state
law and local ordinance.

1.1.2 Upon official service or notification of imminent or threatened legal
action or legal demand as a result of status as a law enforcement
employee or in any way naming the City of Springfield, the named
employee shall notify the Office of Chief of Police and the City
Attorney's Office, and shall supply a copy of the summons,
subpoena, correspondence and/or all other documents relevant to the
action to both offices no later than the next business day following
service or notification. (CALEA 11.4.5 — 5" Edition)

1.1.3 Such served employee shall be responsible for adhering to the orders
of the subpoena or other direction by the court.

LEGAL ASSISTANCE

2.1

2.2

2.3

2.4

When a Police Department employee is the subject of a criminal proceeding, if
he chooses to have an attorney, he shall be represented by an attorney employed
and paid by the employee, or one appointed to represent the employee by the
court.

In civil liability situations arising out of the operation of a City-owned or leased
vehicle by a Police department employee, the City may tender the defense of
the matter to its vehicle insurance carrier, for defense and indemnity pursuant to
the terms of the City's vehicle insurance policy. The employee shall cooperate
fully with the insurer and its designated defense counsel in the defense of the
matter, in the same manner as described in Paragraph 2.4 herein.

In other situations in which a Police Department employee is sued in a civil
action for acts done in the performance of official duties, the City may choose
to defend the employee by the City Attorney's office or by other appropriate
legal counsel as may be approved and hired by the City, provided that the
hiring of such outside counsel is approved by the City Council.

Decisions regarding the defense of employees are made on a case by case basis,
depending upon the facts of each situation, and are at the discretion of the City.
As a condition of such representation by the City or its outside counsel, the
employee shall cooperate fully in the defense of the claim, shall follow
counsel's legal advice with respect to the claim, and shall take no action
detrimental to the interests of the City in the defense of the matter.

Attachments
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SPRINGFIELD POLICE DEPARTMENT

Standard Operating Guideline

Effective Date: Supersedes Policy Dated: Rescinds: SOG Number:
05/31/2014 06/30/2012
Accreditation Index: 22.2.2 (CALEA 5" Edition) 204.5

Part Title: Personnel

Chapter Title: Compensation, Benefits & Working
Conditions

Chief of Police:

Disability and Death Benefits Program
Policy
The Springfield Police Department shall make a program of benefits as administered by
the City of Springfield and the State of Missouri available to those qualified employees or
their surviving families who are affected as a result of disability or death.

Definitions

Procedure !

1 All work related illness and injuries shall be immediately reported to the employee’s
immediate supervisor.
1.1 Employee Responsibility

1.1.1 Immediately report illness or injury to immediate supervisor by
completing the Worker’s Compensation Incident Report.

1.1.2 Complete IDC to supervisor including all information.

1.2 Supervisor Responsibility

1.2.1 For non-life threatening injuries fax the completed Worker’s
Compensation  Incident Report to Human Resources at
864-1610 and contact Human Resources at 864-1605 for a medical
referral.

1.2.2 For life threatening injuries have employee transported to nearest
emergency/trauma center and complete and fax forms as soon as
possible.

1  Section Il Procedure, grammatical correction, per Policy Change Order 14-007, Effective Date 05/31/2014.



SOG 204.5

Disability and Death Benefits Program
Effective Date: 05/31/2014

1.2.3
1.24
1.2.5
1.2.6
1.2.7

1.2.8

1.2.9

1.2.10

1.2.2(a) Body fluid exposures should be directed to St. John’s
Emergency Trauma Center.

Report any serious injury to Watch Commander.
Collect and preserve any physical evidence.
Identify and interview witnesses.

Photograph visible injuries

Complete the following forms:

1.2.7(a) Supervisor Incident Investigation Report shall be faxed
to 864-1610 as soon as possible.
1.2.7(b) 1.D.C. by Supervisor

The supervisor will ensure that any related reports are completed and
attached to the packet. The Workers’ Compensation Report will be
completed by employee, if able. 2

Supervisors shall ensure that the packet, along with any reports, and
medical bills are completed and sent through their chain of command
as soon as possible (within 24 hours). See Incident Cover Sheet, SPD
Form # 96-OP-0246, for dissemination information. *

The packet is routed from the Bureau Commander to the Department
Safety Representative, who will review the reports for completeness.
The packet is then forwarded to the Chief of Police, and then to the
City Occupational Health Coordinator. A copy will be maintained for
the Police Department and forwarded to the Chief of Police.

2 DISABILITY BENEFITS (CALEA 22.2.2(c) — 5" Edition)
2.1 Disability Pay

211

212

2.1.3

Payment for Total Temporary Disability (TTD), which is the required
Workers’ Compensation income when an employee is not able to
work, is processed by the City’s Third Party Administrator and will
be available to the employee on the City’s normal pay date.

This payment is equal to 66 2/3’s of the employee’s average weekly
wage and is non-taxable income.

A supplemental paycheck will be generated and paid through the
City’s payroll system to ensure the employee receives their “normal
net” during the first twenty-six (26) weeks of their injury.

2.1.3(a) This supplemental check is provided by the City and is
taxable income.

2  Section 1.2.8 deleted listed examples and corrected grammar, per Policy Change Order 14-007, Effective Date

05/31/2014.

Effective Date 05/31/2014.

Section 1.2.9 added the title and form number of the Incident Cover Sheet, per Policy Change Order 14-007,
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SOG 204.5
Disability and Death Benefits Program
Effective Date: 05/31/2014

2.1.3(b) If the supplemental check is not sufficient to cover the
employee’s deductions, the employee will be required
to make up those deductions. *

2.2 Payment of Health and Medical Insurance When Disabled

2.2.1 The City will pay the employee’s portion for the health plans
authorized under City Merit Rule 25.1 and 25.2, when the employee
is off work due to an injury covered by Workers’ Compensation, or
other injury on the job covered by City Merit Rule 22.6, until the
employee has recovered and returned to work, or until the
employment relationship is terminated with the City, whichever
occurs first.

2.3 Duty Disability

2.3.1 Any sworn employee of the Police Department under the Police and
Fire Pension System, irrespective of length of service, who becomes
disabled as the direct result of occupational duties, including but not
limited to accidents and/or hazards peculiar to the employment, shall
be entitled to a duty disability pension.

2.3.1(a) The rate of pension for duty disability shall be sixty-six
and two-thirds (66 2/3) percent of the rate of salary of
the member in effect the date of disability.

2.3.1(b) For complete information on duty and non-duty
pensions, see the Police and Fire Retirement System
Manual.

2.3.2 Any employee of the Police Department under the LAGERS
Retirement System who becomes unable to perform their duties as an
employee due to a disability or disease that arose out of those duties
may receive a LAGERS duty disability benefit. This benefit does not
require the member to be vested with five or more years of service
credit in order to be eligible.

2.3.2(a) The benefit would be calculated using the current
benefit program in effect at their subdivision, their
final average salary and the total years and months the
member would have accrued from their employment
date to their sixtieth birthday.

2.3.2(b) Further information on the Missouri Local
Government Employees Retirement System may be
obtained at www.molagers.org.

4  The section previously numbered 2.1.3(b) was deleted, the remaining sections renumbered as necessary, per
Policy Change Order 14-007, Effective Date 05/31/2014.
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SOG 204.5
Disability and Death Benefits Program
Effective Date: 05/31/2014

3 SURVIVOR’S BENEFITS AND OTHER ASSISTANCE - DUTY CONNECTED
DEATH (CALEA 22.2.2(c) — 5™ Edition)

3.1 Under the Police and Fire Pension System, a pension equal to fifty (50) percent
of the salary of the member in effect at date of death shall be payable to a
surviving spouse of a member whose death occurs as the direct result of the
performance of an act of duty.

3.1.1 If minor children under the age of eighteen (18) also survive the
member, then additional allowance shall be made on account of each
child.

3.1.2 For complete information on duty and non-duty pensions, see Police
and Fire Retirement System Manual.

3.2 If an employee of the Police Department under the LAGERS Retirement System

dies before retirement as the result of a duty-related injury or illness, the
surviving spouse, to whom the deceased member was married on the date of
onset of the injury or illness that resulted in the member’s death, is entitled to
receive a surviving spouse benefit.

3.2.1 The survivor’s benefit is calculated to include the period of time to
when the deceased member would have attained the age of 60 or the
date the member would have acquired five years of credited service, if
later.

3.2.2 Further information on the Missouri Local Government Employees
Retirement System may be obtained at www.molagers.org.

3.3 Public Safety Officers’ Benefit Act (PSOB Act 42 U.S.C. 3797, et seq. U.S.
Department of Justice), “Line of Duty” Death provides a one-time financial
benefit to the eligible survivors of public safety officers whose deaths are the
direct and proximate result of a traumatic injury sustained in the line of duty or
certain eligible heart attacks or strokes.

3.3.1 The Act also provides the same benefit to a public safety officer who
has been permanently and totally disabled as the direct result of a
catastrophic personal injury sustained in the line of duty.

3.3.1(a) The injury must permanently prevent the officer from
performing any gainful work and has been approved
for quadriplegics and people existing in a comatose
state.

3.3.2 The Hometown Heroes Survivors Benefits Act of 2003 modifies the
PSOB Act and establishes a presumption of death in the line of duty
when a qualified individual dies as a result of a heart attack or stroke
within 24 hours of working a shift.

3.4 Concerns of Police Survivors, Inc. provides resources to assist in the rebuilding
of the lives of surviving families of law enforcement officers killed in the line of
duty as determined by Federal criteria.
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Disability and Death Benefits Program
Effective Date: 05/31/2014

3.5

3.6

3.7

34.1 COPS also provides training to law enforcement agencies on survivor
victimization issues and educates the public of the need to support the
law enforcement profession and its survivors.

3.4.2 Additional information may be obtained by contacting: Concerns of
Police Survivors: P.O. Box 3199 Camdenton, Missouri 65020, (573)
346-4911, www.nationalcops.org.

Missouri Victim’s Compensation Fund — Does not have a benefit fund
specifically for officers killed in the line of duty.

3.5.1 However, funds may be provided through the Missouri Victim’s
Compensation Fund.

3.5.2 Beneficiaries of this fund may be:

3.5.2(a) Victims of violent crimes; the surviving spouse, child,
or other dependent of a deceased violent crime victim;
a family member who, in the event of a victim’s death,
legally assumes the obligations or voluntarily pays the
medical and/or burial expenses incurred as a direct
result of the crime.

3.5.3 Benefits from this fund may cover:
3.5.3(a) Loss of earnings or support, funeral expenses,
reasonable medical, drug, counseling and other
expenses to a maximum limit of $25,000.
3.5.4 For more information contact the Division of Workers Compensation,
Jefferson City, Missouri at (573) 751-4231.
Greene County 100 Club
3.6.1 The Greene County 100 Club is a community support group that may
provide a monetary benefit to the surviving spouse and dependent
children of police officers killed in the line of duty while performing
official duties for a Law Enforcement Agency of, or within, Greene
County.
3.6.1(a) Benefits provided are subject to availability of funds.
Fraternal Order of Police
3.7.1 Police Officers of the Department who are members of the Fraternal

Order of Police (F.O.P.) may be eligible for accidental death and/or
line of duty death benefits from the F.O.P.

3.7.1(a) Current benefits range from $10,000 to $40,000 for a
wide range of circumstances involving an officer’s
death.

3.7.1(b) For more information visit the Fraternal Order of

Police website at www.fop.net or the Missouri
Fraternal Order of Police website at www.mofop.org.
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3.8 Life Insurance

3.8.1 Life insurance is not provided as a benefit to City employees;

however, it may be purchased through the Human Resources
Department, City of Springfield.

v Attachments
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SPRINGFIELD POLICE DEPARTMENT

Standard Operating Guideline

Effective Date: Supersedes Policy Dated: Rescinds: SOG Number:

03/31/2013 11/30/2012
204.6

Accreditation Index:

Chapter Title: Compensation, Benefits, and Working

Part Title: Personnel Conditions

Chief of Police:

Limited Duty Assignments

I Policy

Temporary limited duty assignments, when available, are for officers and other eligible
personnel in this department who, because of injury, illness or disability, are temporarily
unable to perform their regular assignments but are capable of performing alternate duty
assignments. Use of temporary limited duty can provide employees with an opportunity to
remain productive while convalescing and provides a work option for employees who may
otherwise risk the health and safety of others by remaining on duty when physically or
mentally unfit for their regular assignment. Therefore, it is the policy of the Springfield
Police Department that eligible personnel be given a reasonable opportunity to work in

temporary limited duty assignments consistent with the needs of the department.

1] Definitions

Eligible Personnel- Any full time sworn or non-sworn member of this department suffering
from a medically certified illness, injury or disability requiring treatment of a licensed
healthcare provider and who, because of this, is temporarily unable to perform the regular

duty assignment, but is capable of performing alternate assignments.

Family and Medical Leave Act (FMLA)- Federal law providing for up to 12 weeks of
annual leave for employees, in addition to leave provided by the City, due to illness, injury

or certain other family conditions/situations.

11 Procedures

1 GENERAL PROVISIONS
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Limited Duty Assignments
Effective Date: 03/31/2013

11

1.2

1.3

14

1.5

2.1

2.2

2.3

Temporary limited duty positions are limited in number and variety. Therefore,
employees injured or otherwise disabled in the line of duty shall be given
preference in the assignment to limited duty.

1.1.1 Assignments may be changed at any time, if deemed in the best interest
of the employee or Department.

This policy in no way affects the privileges of employees under provisions of the
Family and Medical Leave Act, Fair Labor Standards Act, Americans with
Disabilities Act, or other federal or state law.

Assignment to temporary limited duty shall not affect an employee's pay
classification, promotions, or bonus pay for special assignments, (for example
canine handlers)-as determined on a case by case basis.

No specific position in this department shall be established for use as a temporary
limited duty assignment, nor shall any existing position be designated or utilized
exclusively for employees on temporary limited duty.

Depending upon the nature and extent of the disability, an officer on temporary
limited duty may be prohibited or restricted from wearing the Department uniform,
carrying a service weapon or otherwise limited in employing police powers as
determined by the Chief of Police.

TEMPORARY LIMITED DUTY ASSIGNMENTS

Temporary limited duty assignments may be drawn from a variety of technical and
administrative areas that include but are not limited to:

2.1.1 Administrative functions (e.g. report review, special projects)
212 Clerical functions (e.qg. filing)

2.1.3 Desk assignments (e.g. bookkeeping, data entry)

2.1.4 Report taking (e.g. Telecom)

Decisions on temporary limited duty shall be based upon the availability of an
appropriate assignment given the applicant's knowledge, skills and abilities;
availability of limited duty assignments, and the physical limitations imposed on
the employee.

Every effort shall be made to assign officers to positions consistent with their rank
and pay classifications. However, where deemed appropriate, personnel may be
assigned to positions designated for personnel of lower rank or pay classification.
Officers working these assignments shall:

2.3.1 Answer to the supervisor of the unit to which they are assigned with
regard to work responsibilities and performance; and
2.3.2 retain the pay classification and related benefits of the position held prior

to temporary limited duty.
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3 REQUESTS FOR LIMITED DUTY ASSIGNMENTS
3.1 Duty Related Injury or Iliness

3.1.1 An employee who becomes temporarily disabled due to an on-the-job
injury may be eligible to perform a temporary or modified assignment.

3.1.2 The Occupational Health Coordinator, the employee's physician, and the
employee's commander will assist with placement in a limited duty
position.

3.1.3 The Department may require the employee to be examined by a City
physician at City expense to determine if the employee is able to
perform a limited duty assignment.

3.2 Non-Duty Related Injury or Disability

3.2.1 An employee who is temporarily disabled due to a non-duty related
injury or illness may submit a request in writing to their
Bureau Commander to be placed in a temporary modified work
assignment.

3.2.2 The request must be accompanied by a physician's statement to support a
requested reassignment, which must be signed either by the treating
physician or other licensed health care provider. The statement must
include an assessment of the nature and probable duration of the
disability, prognosis for recovery, and nature of work restrictions.

3.2.3 The information will be evaluated to determine if the employee would
be able to perform a temporary limited duty assignment.

3.24 If the Chief of Police determines the Department cannot accommodate
the employee's temporary medical restriction, the employee will be
required to utilize leave in a paid status, or request a leave of absence
without pay. Such time in a paid status shall consist of sick leave,
vacation or other accumulated leave. *

4 ASSIGNMENT TO TEMPORARY LIMITED DUTY
4.1 Upon approval of limited duty status by the Chief of Police, the employee's
commander shall coordinate the employee's placement into a limited duty position.
4.2 A reasonable effort will be made to keep the employee in the same Bureau,
however, the employee may be assigned to a different Bureau provided a temporary
limited duty position exists in the second Bureau, and upon approval of the second

Bureau’s commander. 2

4.3 While assigned to temporary limited duty, the employee shall keep their
commander updated on their condition by submitting periodic statements from their
1  Section 3.2.4 grammatical corrections, per Policy Change Order 13-016, Effective Date 03/31/2013.

2

Section 4.2 grammatical corrections, per Policy Change Order 13-016, Effective Date 03/31/2013.
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4.4

4.5

physician as required by the Department.

Temporary limited duty assignments may be authorized for up to 30 days by
the respective Bureau Commander. Limited duty assignments for more than
30 days and up to 6 months may be authorized by the Chief of Police.
Beyond 6 months, the status of the employee will be determined through
applicable ordinances, Workman's Compensation Rules, Merit Rules, and the
ability of the employee to perform the essential functions of the job.

When the conditions of this Standard Operating Guideline are met and the
employee refuses to perform limited duty, the employee may be ordered to perform
the limited duty assignment. The continued refusal of an employee to perform
limited duty will be grounds to remove the employee from pay status and initiate
appropriate disciplinary action.

5 RETURN TO FULL DUTY

51 In order to return to full duty, the employee must present a written physician's
statement to his Commander indicating that the employee is able to return to full
duty based upon the essential functions as listed in their job description.

5.2 The employee's Commander shall then coordinate the return of the employee. The
City may request a supplemental examination by the City's physician prior to the
employee returning to full duty.

5.3 The returning employee will be assigned to a job assignment based upon
Department need and the availability of appropriate positions, however, a
reasonable effort will be made to return the employee to their assignment
held prior to the limited duty or injury leave.

v Attachments
3 Section 5.2 grammatical correction, per Policy Change Order 13-016, Effective Date 03/31/2013.
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Standard Operating Guideline

Effective Date: Supersedes Policy Dated: Rescinds: SOG Number:
11/30/2012 03/31/2010
Accreditation Index: 204.7

Chapter Title: Compensation, Benefits & Working

Part Title: Personnel Conditions

Chief of Police:

Tuberculosis Testing

Policy

Tuberculosis (TB) is a potentially severe contagious disease that is spread from person to
person through the air. Police Department employees, by the nature of their duties, are
deemed to be “at risk” for TB. To detect and prevent the transmission of this disease

testing and reading of employees is highly encouraged.

11 Definitions

Tuberculosis (TB) — A contagious disease that is spread from person to person through
the air. The TB germs may spray into the air if a person with TB of the lungs or throat
coughs, speaks, or sneezes. Anyone nearby can breathe TB germs into their lungs.
People with TB infection do not feel sick and do not have any symptoms. However, they

may develop TB at some time in the future.
i Procedure

1 TESTING AND READING

1.1 Testing and reading is highly encouraged and will be offered once annually to
all employees. The Springfield/Greene County Health Department, or a

contracted health services provider, will conduct the testing and reading.

1.2 The Uniform Operations Commander or designee will coordinate with the
Springfield/Greene County Health Department, or contracted health services

provider, regarding scheduling employees for testing and reading.
1.3 Testing and reading will be provided at no cost to all employees.
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Tuberculosis Testing
Effective Date: 11/30/2012

1.4 Employees with unique physical conditions may not be suitable for this test,
which is determined by the administering medical staff during the screening
process.

2 TREATMENT

2.1 The Springfield/Greene County Health Department will provide follow-up
treatment and education to employees that test positive.

211 A positive test does not necessarily mean an active case of TB.
Additional tests such as chest x-rays will need to be done to confirm a

diagnosis.
3 RECORDS
3.1 A log of those employees participating in the testing process will be maintained
by the UOB Commander or designee for billing purposes. *
3.2 Test results will be forwarded to the employee by the health service provider.
3.3 Test results received by the department will be sent to Human Resources for

inclusion in the employee’s medical file.

AV Attachments

1 Section 3.1 changed UOD to UOB, per Policy Change Order 12-107, Effective Date 11/30/2012.
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Standard Operating Guideline

Effective Date: Supersedes Policy Dated: Rescinds: SOG Number:
03/29/2016 09/30/2010
Accreditation Index: 22.2.4 (5" Edition) 204.8

Part Title: Personnel

Chapter Title: Compensation, Benefits, & Working
Conditions

Chief of Police:

Critical Incident Response Team
Policy

It is the policy of this department to provide every employee and their family with the
needed emotional and psychological support associated with their involvement in a
critical incident.

This directive establishes and provides guidance for deployment of the Springfield Police
Department Critical Incident Response Team. The goal of the Critical Incident Response
Team is to mitigate the impact on victims/personnel and to accelerate the recovery
process of those experiencing stress reactions to abnormal traumatic events. The Critical
Incident Response Team coordinates crisis intervention services and provides SPD
employees the opportunity to receive tangible crisis intervention services and stress
management education following critical incidents.

The Program Coordinator will develop and manage a Critical Incident Response Team of
peer volunteers, who are specially trained and certified in Critical Incident Stress
Management, to be available for immediate deployment in response to critical incidents. *
Definitions

Critical Incident Response Team (CIRT) — A support group to assist employees who
have been involved in a critical incident.

1

Policy Statement revised, formatting correction and removal of abbreviations, per Policy Change Order 15-077.
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Critical Incident Stress Debriefing (CISD) — A confidential meeting between an
employee or employees involved in a critical incident and members of the CIRT to allow
them a chance to express their reactions regarding the incident.

Critical Incident Stress Management (CISM) — A comprehensive, systematic and
multi-component approach to managing traumatic stress within an organization.

Crisis Management Briefing (CMB) — A brief, confidential meeting between the
employee and members of the CIRT immediately following a critical incident to prepare
the employee for future stress reactions resulting from the incident and to make them
aware of appropriate stress management techniques.

Critical Incident- Any event an employee might experience on or off the job that is
outside the realm of normal human experience and that could be expected to produce
significant emotional or physical reactions.

Program Coordinator (PC) — A member of the CIRT who is designated to perform the
administrative duties of the team. This person is appointed by the Chief of Police and is
responsible for managing the team. 2

Procedure

TEAM STRUCTURE

1.1 Operational control and oversight of the Critical Incident Response Team is the
responsibility of the Chief of Police.
1.2 The Chief of Police shall designate an individual who will serve as the Program

Coordinator (PC). The PC shall be a member of the Springfield Police
Department to ensure that they have operational knowledge of the agency and
have a police mindset.

1.2.1 The Program Coordinator will develop, manage, and coordinate the
Critical Incident Response Team (CIRT), to include: ®

1.2.1(a) Activation, notification, and response of the CIRT. *

1.2.1(b) Plan and coordinate training and certification
requirements for CIRT members.

1.2.1(b.1) Training shall be conducted through the
International Critical Incident Stress
Foundation, Law Enforcement
Resiliency and Peer Support (LERPS)
training course, or other training

2  Definition of Program Coordinator revised, capitalization correction, per Policy Change Order 15-077.
3 Section 1.2.1 revised, Critical Incident Response Team spelled out, per Policy Change Order 15-077.
4  Section 1.2.1(a) revised, comma added and Critical Incident Response Team removed, per PCO 15-077.

2 0of 6



SOG 204.8

Critical Incident Response Team
Effective Date: 03/29/2016

recommended by the PC and approved
by the Chief of Police. °

1.2.1(c) Provide training to department members and outside
agencies as needed.
1.2.1(d) Serve as liaison to other agency Critical Incident Stress
Management (CISM) teams.
1.3 CIRT members, who have received specialized training in CISM, will respond

to Critical Incidents. CIRT members will work closely together to ensure proper
care and support is rendered in critical incident stress situations.

CIRT members consist of the following:

13.1

1.3.2

1.3.3

1.3.1(a)

1.3.1(b)

Professional Support

1.3.1(a.1) Mental Health Professionals
1.3.1(a.2) Clergy / Police Chaplains
Peer Support Personnel

1.3.2(b.1) Police Officers

Teams responding to critical incidents will consist of two or more
Team members.

1.3.2(a)
1.3.2(b)

1.3.2(c)

A Mental Health Professional (MHP) will be available
to assist or consult in critical situations.

A member of the Police Chaplains Unit will also be
available, if needed.

The involved employee may also have any other
person contacted to respond and assist them following
the critical incident.  This may include another
employee, friend, family member, or a member of the
clergy. °

The recruitment and selection of CIRT members will be the
responsibility of the PC, with the approval of the Chief of Police. ’

1.3.3(a)

Qualifications for the position of CIRT Peer Support
member shall include:

1.3.3(a.1) Police officer of any rank;

1.3.3(a.2) In good standing, not currently
suspended or on probation;

1.3.3(a.3) Having at least five years of fulltime
experience with the Springfield Police
Department, unless otherwise

5 Section 1.2.1(b.1) revised, additional training options added, per Policy Change Order 15-077.
6  Section 1.3.2(c) revised, comma added, per Policy Change Order 15-077.
7  Section 1.3.3 reorganized, per Policy Change Order 15-077.
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recommended by the PC and approved
by the Chief of Police.
1.3.3(b) When a vacancy exists, an IDC will be posted listing
the qualifications and the deadline for submission of a
letter of intent. The selection process for the position
of CIRT members shall include:

1.3.3(b.1) Documentation review for compliance
with listed eligibility requirements.

1.3.3(b.2) Oral interview.

2 INCIDENT RESPONSE
2.1 The Watch Commander should notify the PC of any of the following critical
incidents: ®
2.1.1 Police-related shootings;

2.1.2 Death or serious injury of an employee;

2.1.3 Death or serious injury of another at the hands of an employee;

2.1.4 Suicide of an employee;

2.15 Mass casualty incident;

2.1.6 Death or serious injury of children;

2.1.7 Involvement in a multiple fatality or an unusually violent crime scene;

2.1.8 Any other incident which causes a high level of stress to an employee.
2.2 Upon notification, the PC will make a determination as to the appropriate level

of response from the CIRT. The PC will ensure the Chief of Police is informed
of the CIRT response. °

2.3 If directed, CIRT members will immediately respond to make personal contact
with the involved employee following their involvement in a critical incident. *°

2.3.1

2.3.2

The CIRT member(s) will conduct a Crisis Management Briefing
(CMB) to provide the employee with information on CISM.
The CIRT member(s) will discuss with the employee various stress

reactions they may experience as a result of the critical incident and
will provide information about resources that are available.

2.3.2(a) CIRT member(s) will remain with the involved
employee as long as necessary to provide short-term
support.

2.3.2(b) CIRT member(s) will provide additional CIRT

services as requested by the involved employee.

8 Section 2.1 revised, minor wording changes, per Policy Change Order 15-077.
9 Section 2.2 revised, Program Coordinator abbreviated and minor wording change, per PCO 15-077.
10 Section 2.3 revised, minor wording changes, per Policy Change Order 15-077.
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2.3.3 The CIRT will attend to the needs of the affected employee only and

will not be used to investigate the incident.

2.4 At the conclusion of any related administrative or criminal investigations; the
PC, with input from other CIRT members, will determine if a Critical Incident

Stress Debriefing (CISD) is necessary. *

24.1 When debriefings are necessary, all employees involved in the critical

incident will be invited to attend.

2.4.1() Every attempt will be made to schedule the CISD
during the employees’ regularly-scheduled shift.

2.4.2 A CISD is an educational stress debriefing and is not counseling or an

operational critique.

2.4.2(a) There shall be no media or uninvolved observers
allowed in the debriefing.
2.4.2(b) No notes or records are to be made of anything that
occurs or is said in the debriefing.
2.4.3 The CIRT will also conduct one-on-one debriefings with involved

employees, if determined necessary.

2.5 If the CIRT does not respond to a traumatic incident, involved employees may
contact the CIRT and/or Employee Assistance Program (EAP) and request

services for themselves and/or their family members. **

25.1 If the employee wishes, a Mental Health Professional representative
or CIRT member will be available to meet with them and/or their
family members. Employees are encouraged to consider this
opportunity since their children, spouses, and parents may also be

traumatized by critical incidents.

3 CONFIDENTIALITY

3.1 Confidentiality for statements made by the employee will be honored by the
CIRT in accordance with the EAP confidentiality regulations (unless disclosure

is required by other applicable law). **

3.1.1 CIRT personnel under EAP regulations may not honor confidentiality
if the CIRT learns of criminal activity, someone threatens to harm
him or herself or others, or there is a reasonable suspicion that
domestic abuse occurred. Thus, under these circumstances it will not
be required to obtain a release from clients to share information
between the PC and the EAP Administrator. This will permit a fluid

11 Section 2.4 revised, minor wording and punctuation changes, per Policy Change Order 15-077.

12 Section 2.5 revised, minor wording changes, per Policy Change Order 15-077.
13 Section 3.1.1 revised, minor wording changes, per Policy Change Order 15-077.
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exchange of information for the purpose of providing appropriate and
comprehensive support services.

4 EMPLOYEE ASSISTANCE PROGRAM REFERRALS AND FOLLOW-UP *

4.1 Follow-up services are intended to reduce the stress levels of employees and to
assure them of continued departmental support.
4.2 Post-traumatic stress follow-up services will be provided to employees and

family members through the EAP, as needed.

421 Information regarding the EAP is outlined in Merit Rule 28.
Additional information and EAP services are available on the City
Sharepoint website. *°

v Attachments

14 Section 4 heading revised, per Policy Change Order 15-077.
15 Section 4.2.1 revised, EAP information sources added, per Policy Change Order 15-077.
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Standard Operating Guideline

Effective Date: Supersedes Policy Dated: Rescinds: SOG Number:
09/30/2016 07/01/2015
Accreditation Index: 35.1.1, 35.1.2, 35.1.7 (5" Edition) 205.2
Part Title: Personnel Chapter Title: Career Development
Chief of Police:

Performance Evaluations

I Policy

It shall be the policy of the Springfield Police Department to establish and maintain a
system for employee evaluations. The evaluation system shall be a management tool

utilized to:
° communicate job expectations and performance standards to employees;
) provide feedback to employees concerning their job performance;
° modify work behavior;
) assist in personnel and compensation decisions;
° enhance career development.
I Definitions

Critical Incident — job performance that is worthy of documentation for performance
evaluation purposes.

Core Competencies — a written summary of the tasks and activities in which an
employee engages while performing their job. It shall include job related traits such as
appearance and attendance.

Performance Evaluation — the process by which the organization measures the
knowledge, skills, and abilities demonstrated through the job performance of individual
members of the department.

Probationary Period — The probationary period is the examination period during which
the employee can be removed by the appointing authority without right to appeal or
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Performance Evaluations

Effective Date: 09/30/2016

hearing if their work performance does not meet required standards. The length of
probationary will be as follows:

° The first six (6) months of service in a position to which an employee has been
probationally appointed, promoted, re-employed or reinstated under the provision
of Merit Rule 9 shall constitute a probationary period; provided that, with the
approval of the Director of Human Resources, the Department Head may have the
period extended for no more than an additional six (6) months or any part thereof.

° The probationary period for any employee in the position of Police Officer shall
last a minimum of one year from the date of the start of the Police Officer’s
academy, but no longer than 18 months from the date of appointment as a Police
Officer for those officers hired prior to the start of an academy notwithstanding
any interim promotions or pay increases.

Procedure

ADMINISTRATIVE STANDARDS

1.1 In order to insure accurate and timely performance evaluation, the following
administrative standards shall apply:

111

1.1.2

1.13

114

115

1.16

117

Supervisors shall receive formal rater training in performance
appraisal from the Department of Human Resources or their designee.
(CALEA 35.1.1)

Evaluation interviews shall be conducted and documented by
supervisors a minimum of once each year.

In the field designated “Evaluation Period”, the rating supervisor shall
enter the date the rating period began and the last date of the rating
period, generally denoting one calendar year.

Supervisors shall utilize the Performance Appraisal Forms approved
by the Department of Human Resources for the Springfield Police
Department (located on the SharePoint website under the Supervisor
Resources tab). *

Performance evaluations should be completed and submitted through
the chain of command no later than 30 days prior to the conclusion of
the rating year, unless an extension is authorized by the Bureau
Commander. (See 1.1.9 for requirements for special evaluations)

Supervisors shall comply with all instructions presented to the
evaluator in completing the Performance Appraisal Form.

When an employee’s job performance is deemed to be unsatisfactory,
the supervisor shall notify them in writing. This should occur as soon
as the supervisor becomes aware of the deficiency.

1

Section 1.1.4 revised, appraisal forms location added, per Policy Change Order 16-016.
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1.1.8 Failing Performance Appraisal Notification

1.1.8(a) When a non-probationary employee’s overall job
performance is deemed to be unsatisfactory and a
failing evaluation is anticipated, the supervisor will
notify the employee in a written IDC in a timely
manner.

1.1.8(b) The IDC will:

1.1.8(b.1) Be given to the employee during an
interview where the IDC will be
discussed:;

1.1.8(b.2) Specifically state the reason for the
failing evaluation with supporting
documentation;

1.1.8(b.3) Be accompanied by a completed Human
Resources Performance Improvement
Plan, which will document the actions
necessary for the employee to reach an
acceptable level of performance; ?

1.1.8(b.4) Be signed by the employee and have a
copy forwarded through the employee’s
chain of command for review;

1.1.8(b.5) Have an employee signed copy sent to
the Inspections and Internal Affairs
Unit.

1.1.8(c) If the unsatisfactory performance continues, the
supervisor shall include this information in the
performance evaluation.

1.2 The Performance Appraisal Form is a tool used in performing the performance
evaluation function. A primary goal of the evaluation is the objective and
complete assessment of the job performance of the employee during the rating
year. In the event that additional information pertinent to employee
performance is warranted, the rating supervisor will attach a descriptive
memorandum to the Performance Appraisal Form.

1.3 Appeals of performance evaluations are to be made through the guidelines
provided in Merit System Rule 13, Appeals, Section 13.5.
1.4 Raters shall be evaluated by their supervisors, in part, based on the quality of the

entire rating process by which they evaluate employees.

2 PROCESS
2.1 Performance Documentation

2 Section 1.1.8(b.3) revised, performance improvement plan form change, per Policy Change Order 16-016.
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3

211

212

2.1.3

214

2.15

2.16

2.1.7

Every supervisor will maintain a Performance Documentation File on
each employee under their supervision.

The Performance Documentation File will contain an ongoing record
of examples of each employee’s job performance throughout the
rating year.

2.1.2(a) Examples of both positive and negative job
performance should be recorded in this file. Note:
Supervisors should include examples of performance
that meets standards in that all performance ratings
should be supported with specific examples.

Supervisors may use the Performance Documentation Report, SPD
Form # 02-AD-0399, for making entries to this file.

Each form should contain, at a minimum, the following information:

2.1.4(a) The date and time of the incident or event;
2.1.4(b) A brief description of the incident or event;
2.1.4(c) Any resultant disciplinary or award action.

Information should be purged from the Performance Documentation
File annually, based on the employee’s evaluation date.

2.1.5(a) A maximum of two years of information (preceding
year and current year) should be kept in the file.

The file cabinet containing the employee Performance Documentation

Files shall be kept secure.

If an electronic file is maintained, the file shall be kept on the
supervisor’s personal (M:/) drive, which is password protected.

PERFORMANCE APPRAISAL FORM (CALEA 35.1.1)
Measurement Definitions

3.1

3.2

3.11

3.1.2

Narrative
3.21

The following ratings are available for the Core Competencies:

3.1.1(a) Exceeds Expectations;

3.1.1(b) Occasionally Exceeds Expectations;
3.1.1(c) Meets Expectations;

3.1.1(d) Occasionally Meets Expectations;
3.1.1(e) Fails to Meet Expectations.

In the event that your ratings span more than one section, select the
rating that you are most able to support.

A narrative will be completed for each section to support the given
ratings.
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3.3

3.4

3.5

4.1

4.2

4.3

3.2.2 The narrative will be a short, factual recounting of specific examples
of employee performance that support the ratings given.

Rating Documentation

3.3.1 Ratings for each of the Core Competencies will be documented on the
Performance Appraisal Form.

3.3.2 The supervisor will sign and date the Performance Appraisal Form
and will also sign the Performance Evaluation Cover Sheet.

Supervisory Review

34.1 The entire Performance Appraisal Form will then be forwarded to the
rater’s immediate supervisor for their review and signature prior to
holding an evaluation interview with the employee.

Complete an Employee Change Form, as appropriate.

PERFORMANCE APPRAISAL INTERVIEW

The objectives of the performance appraisal interview are to:

4.1.1 Communicate rating criteria and level of performance expected;
(CALEA 35.1.7)

4.1.2 Communicate the results of the performance appraisal just completed;
(CALEA 35.1.7)

4.1.3 Provide the employee with feedback in the form of recognition and
constructive criticism for their job performance during the rating
period;

4.1.4 Develop objectives for job performance in the new rating period;

(CALEA 35.1.7)

4.1.5 Develop and/or benchmark professional goals that focus on the
mutual interests of the organization and the employee. These should
include career counseling topics such as advancement, specialization,
and training appropriate for the employee’s current position. (CALEA
35.1.7)

When the appraisal interview is concluded, the rater shall complete the Career
Development section of the appraisal form.

The employee will be afforded the opportunity to sign and date the following
forms:

43.1 Performance Evaluation Cover Sheet.
4.3.2 The Appraisal Form.

4.3.2(a) The employee will be allowed to make written
comments that will become a permanent part of the
performance appraisal.

4.3.2(b) The employee’s signature does not necessarily reflect
their agreement with the results of the performance
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43.3

appraisal. The purpose of the signature is to indicate
the employee was given an opportunity to both view
and discuss their appraisal as prepared by the rater.

4.3.2(b.1) If the employee refuses to sign the
performance appraisal document the
rater shall write, “refused to sign” on
the form.

Employee Change Form (if completed).

5 DISTRIBUTION AND RETENTION OF FORMS
5.1 Distribution of the evaluation reports will be as follows:

5.11
5.1.2
5.1.3
5.14
5.15

One set to the employee;

One set (original) submitted through the chain of command;
Employee Personnel File;

Human Resources;

In the event of a failing appraisal, a copy signed by the employee will
be forwarded to the Inspections and Internal Affairs Unit.

5.2 Copies of the Performance Appraisal Forms shall be retained in the employee’s
file located in the Office of the Chief of Police throughout the tenure of that

employee.

53 The original document shall be forwarded to the Director of Human Resources
and shall be retained in that department for seventy-five years from the
employee’s date of hire, as required by the Missouri Secretary of State.

6 PERFORMANCE APPRAISAL — WHEN REQUIRED
6.1 Sworn and non-sworn staff (not on probation) (CALEA 35.1.2)

6.1.1

6.1.2
6.1.3

Performance appraisals shall be conducted at a minimum of once per
year.

Performance appraisals may be conducted more frequently for cause.

In cases of recent transfers, a supervisor must have supervised the
employee a minimum of 90 days immediately prior to the appraisal date.

6.1.3(a) Example: If the employee’s evaluation period ends on
06-01-04, it should be completed for chain-of-
command review on 05-02-04; therefore, the employee
must have been assigned to the evaluating supervisor
on or before 02-01-04.

6.1.3(b) In the event the 90-day rule cannot be fulfilled, the
appraisal shall be completed by the most appropriate
supervisor, as determined by the Division Commander
or above.
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6.2

6.3

Newly Appointed (Hired) Non-Sworn, and Newly Promoted Sworn and Non-
Sworn Employees.

6.2.1

6.2.2

6.2.3

All newly appointed (hired) or promoted employees will be placed in
probationary status following appointment for a minimum period of
six months, plus any extensions approved by Merit Rules.

Unsatisfactory performance should be identified and corrected early
through counseling, training, or other suitable personnel actions to
safeguard against the appointment or promotion of employees beyond
their capabilities.

An entry level employee’s Supervisor will complete an evaluation of
the employee’s job performance during their probationary period
quarterly until the probationary period is completed.

6.2.3(a) These evaluations can be completed in the form of an
IDC.
6.2.3(b) The evaluations shall include the following issues and

observations:

6.2.3(b.1) Specific examples of job performance,
to include areas of performance
deficiencies;

6.2.3(b.2) Current level of development;

6.2.3(b.3) Work attitude;

6.2.3(b.4) Quality and volume of work;

6.2.3(b.5) Judgment;

6.2.3(b.6) Other indicators of performance
appropriate to the job.

6.2.3(c) The evaluation shall be reviewed with the employee,
signed by the employee, and forwarded through the
chain of command.

6.2.3(d) The probationary officer’s annual appraisal will be
conducted by their current supervisor unless otherwise
directed by a Division Commander or above. The 90
day rule regarding annual performance appraisals does

not apply.

Newly Appointed Police Officers (Police Academy Trainees / Probationary

Officers)
6.3.1

6.3.2

All newly hired Police Officers will be placed in probationary status
for a minimum period of one year from the date of the start of the
Officer’s academy, plus any extension approved by Merit Rules.

Unsatisfactory performance should be identified and corrected early
through counseling, training, or other suitable personnel actions to
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safeguard against

capabilities.
6.3.2(a)

6.3.2(b)

6.3.2(c)

the appointment of officers beyond their

During academy training, the Training Section
Supervisor shall continuously evaluate the job related
performance of Trainees based on testing, inspections,
and evaluation of conduct.

6.3.2(a.1) Written feedback shall be provided for
critical incidents and substandard
performance.

During field training, the Field Training Officer (FTO)

becomes the Probationary Officer’s immediate

supervisor for training and evaluation purposes.

6.3.2(b.1) During this period, the FTO will
complete a Daily Observation Report in
the LEFTA computer program.

6.3.2(b.2) The FTO shall complete an End of

Phase Report in the LEFTA computer
program at the end of each phase.

Following field training, during the balance of the
probationary period, the Squad Supervisor will
complete an evaluation of the Probationary Officers
job performance quarterly until the probationary period
is completed.

6.3.2(c.1) These evaluations can be in the form of
an IDC.
6.3.2(c.2) The evaluations shall include the

following issues and observations:

6.3.2(c.2.1) Specific examples of
job performance, to
include areas of job
performance
deficien