
STARBUCK POLICE DEPARTMENT
POLICY AND PROCEDURE MANUAL

The Chief of Police chooses and authorizes punitive disciplinary actions.  Corrective 

actions.

following types of punitive discipline for sustained complaints:

–

– Letter of Reprimand.

–

–

– Termination from the department.

GENERAL ORDER 10

1.

initiate enforcement action in a lawful and impartial manner without fear and 

rights.
2. This complaint procedure is intended to provide corrective action when a 

department member conducts himself/herself improperly, and to protect 
him/her from unwarranted criticism when he/she discharges his/her duties 
properly.

3. Any person who believes that a law enforcement act is improper is 
encouraged to bring the complaint to the department's attention.
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4.
consequences occur to any person or witness who brought a complaint or 
provided information in any investigation of a complaint.

5. Complaints shall be handled in a prompt, just, open, and expeditious matter 

and copies of these procedures shall be made available to the public upon 
request.

EFINITIONS

them.

: means the Chief of Police or the City Attorney when a complaint is 
made against the Police Chief.

:

supervisor who accepts believable facts relating to alleged misconduct by a 
member from an anonymous person.

: means a statement which is made to a department supervisor in 
writing, in person, or by phone which alleges misconduct.  If the complaint is 
made in writing, the complaint form below should be given to and completed 
by the complainant. 

E means a fair preponderance of the evidence established either 
that 

misconduct. 

member's ability to perform his/her duties within the department.
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I
transgressions that are not major violations.

1.
2. The use of unnecessary or excessive force.
3. Abuse of authority.
4. Conduct which violates a person's civil rights.
5. Abusive or insulting language or conduct which is derogatory of a person's 

race, religion, sex, national origin, or sexual preference.
6. Intimidation of or recrimination toward a complainant or witness involved 

in any complaint proceeding.
7. Member

whether full-time, part-time, or temporary.
Misconduct means any infraction or major violation committed by a 

ability to perform his/her duties within the department.
            9.                             

10. Policies and Procedures means the administrative acts             
promulgated by the Chief regulating the conduct of        
members.

11. means a fair preponderance of the evidence obtained in the 
investigation established that the accused member's actions   

                 constituted misconduct.

1. Anyone who is not a member and has personal knowledge of the facts 

complaint. Any department member who has personal knowledge of 
se procedures.

2. There shall always be a supervisor available who is responsible for taking complaints. 
Upon receiving any complaint, the supervisor shall in a reasonable amount of time
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3.   
alleged misconduct and the person wishes to remain anonymous, the supervisor receiving 
the information shall then become the complainant.  If the supervisor has reason to believe 
that the complaint is unfounded, the supervisor shall have the authority to require the 
person to identify himself/herself.  If the person refuses to do so, the supervisor may refuse 
to initiate a complaint and shall advise the anonymous person of that fact.

4 mail a copy to 
the complainant and furnish a copy to the Chief.  The Chief will forward a copy of the 
document to the accused member, only after it is determined that the complaint does 
not allege a criminal investigation.

5. A complainant may be accompanied by an attorney or other appropriate representative 

1. Upon receipt of the ICR, the Chief shall make an initial determination whether the facts 
alleged warrant a formal investigation.  In making this determination, the Chief may meet  
informally with the complainant, accused member may meet informally with complainant, 

accused member or any potential witness.  If the Chief decides that an investigation is not 
warranted, the disposition of the complaint shall be either not sustained or exonerated.  
The complainant will be notified of this decision and the basis for determination.  Also, the 
accused members will be notified.  If the complainant supplies additional information 
within 30 days of the determination, the Chief may reverse this decision.
     
2. If the Chief determines that a formal investigation should be conducted, he/she shall    
assign the appropriate supervisor to investigate the complaint. The investigation may 
be assigned to an external agency where there is the potential for criminal charges  
resulting from the investigation or in any other situation where the Chief believes  
that an external investigation is appropriate.

3. The investigator shall, as soon as possible after being assigned the investigation, 
inform the complainant of his/her name, business phone number, and the status of 
the complaint.

4. The investigator shall thoroughly investigate all allegations contained in  
the complaint and any other potential misconduct discovered during the 
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investigation. If the investigation uncovers potential misconduct by another member, the 
investigator shall initiate a complaint against that member.

5. All members, including the accused member, shall cooperate with the 

6.   The investigator shall do a report which shall contain all relevant information, organized
into the three following sections:

- This section shall consist of an itemized summary of 
the acts of misconduct alleged in the complaint.  Reference shall be 
made to those rules, procedures, orders, statutes, or constitutional 
provisions that would be violated if the allegations are taken as 
true.

I - This section shall consist of a chronological 
summary of the investigation, including all pertinent facts obtained 

and analysis of any physical evidence, and all other relevant 
information shall be included.

- This section shall include the investigators’ findings, 
conclusions as to whether any misconduct occurred, and the 
underlying reasons for the findings and conclusions.  These 
conclusions shall not be binding on the Chief.

complaint, unless for good cause an extension is granted by the Chief.  The complainant 
shall be informed of any extension of time, and the accused member shall also be 
informed if he/she was informed pursuant to section 3-

1. Upon completion of the investigation, the investigator shall submit his/her

investigation was not adequate, he/she will reorder the investigation.   If the Chief 
determines the investigation was adequate, the Chief shall make one of the following 
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2. The Chief may withhold issue of a disposition until any related criminal charges are 
resolved.  The complainant shall be informed if he/she was informed pursuant to 
section 3-B.

3. If the complainant is either exonerated or not sustained, the Chief shall 
immediately notify the complainant and the accused member of the disposition.

4. If the complainant is sustained the Chief shall take appropriate 

and the accused member’s record of service and shall be in conformance 
with any applicable collective bargaining agreement, contract or other rule 
or regulation relating to discipline of members.  The disciplinary action 
may include counseling, remedial education an oral reprimand, a written 
reprimand, suspension with or without pay, demotion or discharge.  

5. 
which shall minimally contain the following information:

a. A summary of the act or acts constituting misconduct and the 

  b.       description of the disciplinary or remedial action taken to prevent recurrence   
            

c.
accurately document the disposition.

6. Prior to the implementation of remedial and/or disciplinary actions, accused members

supervisor shall review it with the accused member and explain the reasons for the 
action.

7. The

Either the complainant or the accused member may within 15 days after
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investigation. -day period if there 
     is no request for reconsideration.  If a request for reconsideration is made, the     

decision on such request, or the completion of 
any additional actions directed by the Chief.  Notwithstanding the foregoing, the 
investigation may be reopened by the Chief at any time if substantial new evidence is

    discovered which is relevant to the complaint.

9. the disposition
according to the member's collective bargaining agreement or if applicable, through the 

.

10. The Chief may suspend an accused member with pay at any time during the 
investigation of a complaint.

11. This policy procedure shall not preclude other disciplinary procedures for misconduct 
not initiated by citizen complaint.

created, received, or maintained in connection with this policy and procedure shall be 

2. All data collected, created, or received by the department in connection with this policy 
and procedure shall be maintained in accordance with the department’s retention 
schedule.

3. The placement of the disposition report or other data in an employee’s personnel file 
shall be governed by applicable collective bargaining agreements and/or personnel policy.

1 to the complainant, accused member of the public of data collected, 
created, received, or maintained in connection with this policy and procedure shall be 

2. All data collected, created, or received by the department in connection with this policy  
and procedure shall be maintained in accordance with the department’s retention  
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schedule. 

3. The placement of the disposition report or other data in an employee's personnel 
file shall be governed by applicable collective bargaining agreements and/or 
personnel policy.

ate

Name 
Address

An investigation will be conducted into the allegations contained in your complaint.  You 
will be advised of the results of the investigation in approximately three weeks.

Once the investigation is completed and a finding determined, the complainant is notified 

citizen should be apprised that the agency does not condone such action and that 
corrective action will be taken. If the complaint is unfounded, the complainant will be 
notified of this with a copy to be also forwarded to the employee.
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Name
Address

department.

appropriate disciplinary action has been administered.

Thank you for bringing this matter to our attention.  If you desire further information 
regarding the investigation or disposition, please contact the Chief of Police, telephone # 
320-239- .
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Name
Address

investigation of the incident you described.

Careful examination and evaluation of the evidence established that the actions of the 
employees concerned were in accordance with the high standards of performance 
demanded by members of this department.

Please be assured that we desire to provide the best possible police service and are 
appreciated when given the opportunity to clarify such matters.

If you desire further information regarding the investigation or disposition, please contact 
the Chief of Police.

Chief of Police

cc:
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ST O I E E T ENT
COMPLAINT AGAINST OFFICER

FORM

if the complainant details the alleged misconduct, date, time, and place in writing and 
signs his/her name to the written complaint.  Please describe the alleged misconduct in 

completed, please deliver it to the Chief of Police, or if the complaint is against the Chief, 
orney for investigation.
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- -
If an investigation of an employee is clearly focused as a non-criminal investigation, all 
workplace searches must be conducted with a search warrant or lawful warrant exemption.  

e searches.

10.2.1 -CRIMINAL
If an investigation of an employee is clearly focused as a criminal investigation, all 
workplace searches must be conducted with a search warrant or lawful warrant 
exemption.

10.2.2 NON-
All non-workplace searches must be conducted with a search warrant or lawful 
warrant exemption.

10.2.3 POLYGRAPH-
A. The department shall not directly or indirectly solicit or require a polygraph, 

voice stress analysis, or any test purporting to test the honesty of any 

B. If an employee requests a polygraph test, the department or agent 
administering the test shall inform the employee that taking the test is 

written authorization, authorizing or consenting to a polygraph test.

C. The department shall not disclose that an employee has taken a polygraph or 
any test purporting to test honesty or the results of that test except to the 
individual tested.  Only the tested employee may authorize the test results to 
be given to any other p

10.2.4
Officers are not required to produce or disclose their personal financial records 
except pursuant to a valid search warrant or subpoena.
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10.2.5
A.

B.

10.2.6
All drug and alcohol testing in the workplace shall be conducted in accordance with 

Temporary relief from duty is an administrative action reassigning you to temporary duties, 
or total relief of duties.  If your use of force results in a death to any person, the Chief of 
Police will relieve you from line duty.  The Chief of Police may relieve you from duty when 
your use of force results in a serious injury to any person or following serious allegations 
of misconduct.  Temporary relief from duty is:

N - – Temporary relief from duty is a non-disciplinary action without 
loss of pay or benefits and does not show or imply that you acted improperly.
I   I – Temporary relief from duty is to protect your interests and shield 
you from community confrontation, although your actions might have been totally 
justified.
I   C  I – Temporary relief from duty is to protect the 
community’s interest when your actions might not have been justified.

The Chief of Police has authority to take immediate action, affecting emergency relief 

such action for the best interests of the police department.  The Chief shall document an 
emergency relief from duty with a written report.

General provisions of suspension and discharge are covered under the Union Contract and 
in the Personnel Policy.



STARBUCK POLICE DEPARTMENT
POLICY AND PROCEDURE MANUAL

Evidence of violation of any one or a combination of any of the policies contained 
within this manual shall constitute reasonable and probable cause for the Chief of 
Police to discipline any member of the police department in accordance with the 
provisions of the Union Contract and Personnel Policy.

Investigators or the Chief of Police may need you during this review time to resolve any 
unanswered questions, enabling a quick resolution and end to the investigation and review 
process.

A. Chief of Police.  The Chief of Police may impose all forms of discipline and corrective 
action granted by policy or ordinance and can recommend the appropriate actions 
to the City Council in those situations in which the Chief is not empowered to act 
witho

B.
employee’s behavior, actions, or physical condition endanger the employee or 

ic perception of the department’s ability to perform its 
expected function.  Examples of such behavior would include, but not be limited to 
the following:

1.
2. Insubordination to the point of endangering a human being or endangering 

3.

4.
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C.
require such leave for hours only, while another may require a leave of several days.  

considered to be suspended.

.
Personnel Committee and shall prepare a comprehensive report of the incident.  
The Chief shall then cause the Personnel Complaint process to begin.

10.4.2 PRE-

of Police will conduct a pre-disciplinary hearing. This will allow you to present 
statements, explain actions, or provide other favorable evidence.  Your legal counsel 
may be present.

After evaluation of facts and circumstances of a sustained complaint, the Chief of 

all disciplinary action.

The Chief of Police will notify you of any punitive disciplinary action in writing.  You 
may appeal as prescribed by law, labor contract, or as established by the City.

The following alternatives are non-disciplinary, and may, on occasion, be a 
preference in achieving the desired outcome of future behavior:

1. Corrective Action Notice – this notice is designed to improve, modify, or 
correct an employee’s behavior or performance, while providing 
documentation of such notice.  

2. Training Recommendation – employees may not meet performance 
expectations on occasion simply because of a lack of experience or training.  

through training, a written recommendation shall be made to the Chief of 
Police.
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The Chief of Police will record all complaints in a permanent record and assign an 

I –

reports, photographs, and other documentation.
NOTE  E
complaints or investigations.

–

You may request the Chief of Police to remove a disciplinary disposition from your 
.  

R   P –

A  –

A  R – If denied, you may submit another request to remove a 

I  A  R –

GENERAL ORDER 11
PERFORMANCE E AL ATION

PURPOSE

Personnel management involves a continuous process of documented personnel 
evaluations.  The process develops a body of objective information for supervisory raters to 


