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	INTRODUCTION

This policy establishes an internal affairs function and a citizen complaint process for the Belleville Police Department.  This policy identifies the purposes and procedures for processing complaints and conducting investigations of complaints against the agency or its employees. 

GENERAL POLICY  

The Belleville Police Department ensures that its employee’s exhibit integrity in their reputation and job performance through an internal system of investigation and review founded on objectivity, fairness, and justice.  This internal investigative process shall be invoked for all complaints against the department or its employees.

To maintain positive police/community relations, this department established an effective method for handling citizen complaints concerning department personnel.  This citizen complaint process provides an effective and credible investigation and resolution of those compliants from those individual officers and citizens allegedly aggrieved by the actions of members of this department.  Implementation of this directive and its attendant guidelines requires a distinction between complaints regarding the actions of individual members of this department and complaints about the department in general or the department’s directives and/or policies.  This department will thoroughly and objectively investigate all allegations of misconduct received from any source outside or inside the department.  After the investigation, the department will document the results and report to all concerned parties.  To a certain degree, public opinion of the agency is determined by how well the Internal Affairs function responds to allegations of misconduct by the agency or its employees.

The filing of legitimate complaints against department personnel demands officer accountability to the public.  While holding officers accountable to the public, the department demands that members of the public be held responsible for filing false and malicious allegations against police officers. In such cases, the department will inform the complainants of appropriate legal proceedings instituted to remedy such complaints.

SCOPE  

This order applies to all members of this Department.


PROCEDURES
23.1 Administration and Operations
This department encourages citizens to bring forward legitimate grievances regarding misconduct by employees, yet recognizes that malicious and deliberate false accusations against the agency or its employees occasionally occurs.  Nevertheless, all accusations must be investigated to protect the integrity of the agency and its employees and to instill public confidence in the agency.  In some cases, the extent of the investigation may be limited to substantiating the falsity of the accusation.

A.
Recording, registering, and controlling the investigation of complaints against officers

1. The Belleville Police Department has a complaint packet that is available to any citizen filing a complaint.  This packet includes all the forms necessary to begin an investigation.  There is also an Instruction for Completing form for this complaint (see Appendix E) with step by step information.

2. For each complaint against the department or its employees, the receiving supervisor shall complete a Citizen Complaint Form (see Appendix A) and forward copies to the Chief of Police.
3. The Chief of Police assigns a control number to each complaint and logs this information on a complaint log sheet.  The Chief shall use the Citizen Complaint Report form to determine further 
action regarding the complaint.  In situations where the complaint can be immediately resolved through an informal inquiry, the report shall serve as the only record of the complaint.
4. The citizen complaint report form shall include the following:

a.
Name and contact information of the person making the complaint.

b.
Name of the employee(s) involved, if known, or action, policy or directive in question.

c.
Date, time and location of incident and when the incident is being reported.

d.
Specific details of the complaint, including any related incident numbers.

e.
Receiving supervisor’s assessment as to the validity of the complaint.

f.
Supervisor’s action taken, if any, upon receiving the complaint.

g.
Receiving supervisor’s recommendations and subsequent action.

h.
Final disposition (to be completed upon conclusion of the informal inquiry or internal investigation).

i.
Names, dates of birth, addresses and phone numbers of all witnesses. 

5. When misconduct is observed or complaints of misconduct are received by non-supervisory personnel, such members shall immediately notify a supervisor of the circumstances regarding the misconduct. If an officer receives a complaint, he/she will forward the name and number of the aggrieved person to the Chief.  Ideally, the officer should hand the complainant a complaint form and advise to contact the appropriate supervisor.  If the complainant refuses to give his/her name, the supervisor will investigate as usual to determine any wrong doing.

B.
Supervising and controlling the investigation of alleged/suspected misconduct within the agency

1.
Individual Responsibility

a.
Each employee shall perform his/her duties and assume the obligations of his/her rank in the investigation of complaints or allegations of misconduct against any member of the department.

b.
Each employee shall cooperate fully with the Chief of Police or any other department member conducting such an internal investigation.

c.
Any employee who has, or is alleged to have, knowledge of circumstances surrounding an internal investigation or formal inquiry shall submit a written report on the matter upon request by the Chief of Police or his designee.

2.
Supervisory Personnel

a.
When misconduct is observed or complaints of misconduct are received by a supervisor, that supervisor shall immediately initiate a preliminary investigation or the initiating supervisor shall notify the Chief of Police as soon as practical.

b.
Upon initiation of the investigation, the initiating supervisory personnel shall complete   a thorough investigation when directed to do so by the Chief of Police.

c.
Supervisors shall maintain the confidentiality and security of internal affairs investigations and records.

d.
Upon completion of investigation, a supervisor shall make a recommendation to the Chief of Police regarding the final disposition of the matter.

3.
Chief of Police

a.
The Chief of Police shall record, register, and control the investigation of all complaints against department personnel.

b.
The Chief of Police shall conduct investigations of alleged or suspected misconduct within the department or assign the investigation to another supervisor.  If assigned to another supervisor, the Chief shall supervise and control the investigation.

c.
The Chief of Police shall maintain the confidentiality and security of internal affairs investigations and internal affairs records.

d.
Upon conclusion of an investigation, the Chief of Police shall make a recommendation to the Police Committee regarding final disposition of the matter.

e.
The Chief of Police shall review recommendations for disciplinary action and will 
 take such action if the Police Committee deems appropriate.

f.
Nothing in this policy diminishes the authority of the Chief of Police to order suspensions, terminate temporary or probationary employees, or to file charges with the Police Committee irrespective of recommendations made by subordinates.

C.
During the course of an internal investigation, the Chief of Police or his/her designee shall immediately notify any employee against whom a written citizen complaint is filed with the department using the Internal Investigation Warning (as stated in Wisconsin Statute 164.02(a) (see Appendix B).  Given the sensitivity of the matter, the affected officer and the supervisors will maintain the confidentiality and security of internal affairs investigations and records.

D. Upon conclusion of the investigation, the Chief of Police provides the complainant a written explanation of the final outcome of the internal investigation.  In the case of lengthy investigations, an effort shall be made to communicate the status of the investigation to the complainant on a periodic basis.

23.2 Categories of Complaints
This department categorizes complaints according to the following:

A.
Informal Inquiry: A meeting between supervisory personnel and an employee to mediate or discuss the facts of a procedural or misconduct complaint to determine whether a formal investigation should be initiated.

B.
A Citizen Complaint: Any citizen complaints initiated against an employee of this department.

C.
All Other: Any complaints based on performance, process, procedure, and/or policy.

23.3 Responsible Individual or Position

The Chief of Police shall be responsible for investigating complaints and maintaining all records of complaints against the agency and its employees.  The Chief of Police may select other department employees to assist when conducting investigations.

23.4 Employee Notification
When an employee is notified that he/she has become the subject of an internal affairs investigation, the agency issues the employee a written statement of the allegation and notifies the employee of his/her rights or responsibilities relative to the investigation (Chapter 13.2B).(see Appendix B)
23.5 Complaint Investigation
A.
All complaints against the department or its employees, including those received anonymously, will be courteously received and thoroughly investigated.  With the exception of anonymous complaints, the supervisor receiving the complaint will provide the complainant with written verification that the complaint is being processed within five (5) days of receiving the complaint (see Appendix C).

B.
Upon receipt of a complaint and completion of the Citizen Complaint Report, the receiving supervisor shall initiate a preliminary investigation into the matter to include requesting a      written statement from the complainant using a Citizen Complaint statement form                     (see Appendix D).  The receiving supervisor shall also take any action that may be immediately required; e.g., take steps to prevent further misconduct.

C.
During the preliminary investigation, the receiving supervisor shall determine whether the complaint is based on procedure or misconduct and how the investigation should proceed.
D.
Complaints or performance problems will be handled through the chain of command.  The Chief of Police shall be notified any time a complaint is filed or a performance investigation is initiated.

E.
Criminal Investigations - In the event an alleged misconduct is of a criminal nature, the Chief of Police may request investigation by an outside agency. The Chief of Police will notify the Police Committee and may contact the District Attorney during the investigation. 

F. Regardless of who conducts the investigation and prior to interviewing the employee identified in the complaint, consideration shall be given to the likelihood that criminal charges or department disciplinary action are possible outcomes of the investigation.  This will enable the investigator to ensure that the involved employee is extended all rights afforded by law.

G.
In exceptional circumstances, i.e. investigation of on-going acts of misconduct, internal investigations shall be completed within thirty (30) days of receipt of the complaint.  While the investigation is continuing, status reports shall be submitted to the Chief of Police every seven (7) days.  The final outcome of every internal investigation shall be reported to the Police Committee for its inclusion in the Internal Affairs files.

H.
Investigative Tools and Resources

1.
Polygraph Procedures

a.
No employee shall be compelled to submit to a polygraph examination.
2.
Medical and Laboratory Examination

a.
Any supervisor, based on his/her observation, may require a department employee to submit to a test for alcohol or drug use to determine fitness for duty.

b.
When ordered by the Chief of Police, or his designee, employees shall be required to submit to any additional medical and laboratory examinations that are specifically directed and narrowly related to an internal investigation.

c.
If, at any time, the investigator determines the investigation is likely to result in criminal charges being preferred against the employee under investigation, the investigator shall confer with the police legal advisor before proceeding under this section.

3.
Photograph and Line-Up Identification Procedures

a.
When ordered by the Chief of Police, an employee shall submit to being photographed for the purpose of creating a photograph line-up when such a line-up is needed to identify an employee accused of misconduct.

b.
When ordered by the Chief of Police, an employee shall be required to stand in a line-up for the purpose of identifying an employee accused of misconduct.

c.
If, at any time, the investigator determines the investigation is likely to result in criminal charges being preferred against the employee under investigation, the investigator shall confer with the police legal advisor before proceeding under this section.

4.
Financial Disclosure Statements

a.
When offered by the Chief of Police, an employee shall be required to make financial disclosure statements when such statements are directly and narrowly related to an internal investigation.

b.
If, at any time, the investigator determines the investigation is likely to result in criminal charges being preferred against the employee under investigation, the investigator shall confer with the police legal advisor before proceeding under this section.

I.
Status of Employee Under Investigation

1.
Release from Duty

a.
If the condition of an employee is such that a supervisor deems that the employee should not be performing police duties, the supervisor shall place the employee on administrative leave with pay and provide the employee with instructions for reporting to the department.

b.
If the alleged misconduct is of such a serious nature that the best interests of the department would be served by the employee being relieved from duty, the supervisor shall place the employee on administrative leave with pay and provide the employee with instructions for reporting to the department.

2.
Administrative suspension with pay may continue pending the outcome of an investigation if the Chief of Police deems it is in the best interests of the department and the community.

J.
Complaint Adjudication: The Chief of Police will classify a completed internal investigation using the following guidelines.

1.
Unfounded: Investigation indicates the allegations are false.

2.
Not Sustained: Insufficient evidence to either prove or disprove the allegations exist.

3.
Sustained: Allegations are supported by sufficient evidence to conclude they are true (See Chapter 13.2A for disciplinary action).

4.
Exonerated: Investigation indicates that the incident occurred but was justified, lawful, and proper under the circumstances.

5.
Policy Failure: The investigation reveals that the allegations are true; however, the employee was acting in accordance with established department policy.

23.6 Maintenance of Records
The Chief of Police shall maintain a file of all citizen complaint reports.  The Chief shall compile a summary of all complaints filed against the department and its employees on an annual basis and maintain completed investigations in the department’s Internal Affairs files. These files exist for a period of (5) five years, unless otherwise established through a disciplinary action.

BY ORDER OF THE CHIEF OF POLICE

Appendix A

Belleville Police Department

CITIZEN COMPLAINT FORM

	Complainant: ___________________________________Date of Birth:________________

                                                                Print

Address: ___________________________________________________________________

                                            STREET                                                              CITY                                    STATE                ZIP
Phone:    __________________        ________________        _________________

                                           HOME                                                     CELL                                               WORK



	Briefly state the nature of the complaint:            See attached statement(s)

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


	Witness Information:_____________________________ Date of Birth:_______________

Address:___________________________________________________________________

                                         STREET                                                                    CITY                            STATE                ZIP CODE
Phone:    _________________        _________________        _________________

                                           HOME                                                      CELL                                                  WORK




(Use additional sheet(s) if necessary and supply the name and addresses of other person(s) who have direct knowledge supporting this complaint.)

	NOTICE

On May 12, 1998, Wisconsin State Statute, 66.312(3), was amended to require that notice be given to any person who makes a complaint against a law enforcement officer, that under Sec. 946.66, WI Statutes states. “Whoever knowingly makes a false complaint regarding the conduct of a law enforcement officer is subject to a class A forfeiture.”
______________________________________________________________________________________________________

I, ____________________________ have read or had explained to me the notice above and I have read each page of my statement(s) consisting of _____ page(s) each page of which bears my signature, (corrections, if any, bear my initials), and I certify that the facts contained herein are true and correct.        

  _______________________________        Date: __________________ Time:__________

             Complainant signature     

 ________________________________       Date: __________________ Time:__________ 

                Officer taking complaint



Appendix B
BELLEVILLE POLICE DEPARTMENT

INTERNAL INVESTIGATION WARNING
1.  I wish to advise you that you are being questioned as part of an official investigation of the           Police Department.

2.  You will be asked questions specifically directed and narrowly related to the performance of        your official duties or fitness for office.

3.  You are entitled to all the rights and privileges guaranteed by the laws, the Constitution of             Wisconsin, and the Constitution of the United States, including the right not to be compelled       to incriminate yourself.

4.  I further wish to advise you that if you refuse to testify or answer questions relating to the             performance of your official duties or fitness for duty, you will be subject to departmental           charges which could result in your dismissal from the Police Department.

5.  If you do answer, neither your statements nor any information or evidence which is gained by      reason of such statements can be used against you in any subsequent criminal proceedings.           However, these statements may be used against you in relation to subsequent departmental           charges.

I hereby acknowledge that this form has been read to me by a supervisor of the Belleville Police Department and I have been provided a copy of the same.

SIGNATURE: ________________________________________________                                                                           Print                        


signature
DATE:            _________________________________________________                                                                                                     

SUPERVISOR: _______________________________________________                                                                          

DATE:               _______________________________________________
                                                                                       

SUPERVISOR SIGNATURE: ___________________________________                                                                          

DATE:               _______________________________________________                                    
Appendix C
BELLEVILLE POLICE DEPARTMENT 

ACKNOWLEDGMENT OF COMPLAINT
Control Number: ____________                                              

Dear                                                                       ,

This will acknowledge receipt of the complaint made by you on                              concerning the actions of a member (s) of this department on                                                         .

An investigation will be conducted into the allegations contained in your complaint and you will be advised of the results of the investigation in approximately thirty (30) days.  In the meantime, should a question arise, you can contact me by calling me at 608-424-3129.

Sincerely, 

                                                                                                                                                            Chief of Police

Appendix D
Belleville Police Department

Citizen Complaint Statement

 SHAPE  \* MERGEFORMAT 



Detailed Statement of Complaint:

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

I have read each page of this statement consisting of _____ page(s), each page of which bears my signature, (corrections, if any, bear my initials), and I certify that the facts contained herein are true and correct.

_______________________________________________________  _______________
Page ___ of ___

Complainant’s signature


                     Date

Appendix E
INSTRUCTIONS FOR COMPLETING
Citizen Complaint against the Department or Officer

A. Procedure:  Normally, your citizen complaint will be made to the Chief of Police.

If the Chief of Police is unavailable to receive your complaint, the officer or employee will advise you when the Chief is available for you to contact at a later time.

The Chief may provide you with a Citizen Complaint Reporting Packet that includes;

1. Complaint Procedure instructions form

2. Citizen Complaint Report form

3. Citizen Complaint Statement form

4. Pre-addressed envelope

1. Submitting Citizen Complaint Form

a. Submit all completed forms now, or

1. place them in a sealed envelope;

2. be dated and initialed across the seal by the person completing the forms;

3. be dated and initialed across the seal by the receiving officer or employee; and

4. be secured by the officer or employee.

b. Submit directly to the Chief of Police, or

1. placing them in a sealed envelope is not required

c. Complete and mail all forms to the Chief of Police.

3.
The Chief of Police shall cause a record to be made of your complaint, mail you a Citizen Complaint Acknowledgment, and conduct an investigation with 30 days.

Commentary:  To maintain confidentiality of your complaint, only the Chief of Police is authorized to conduct an interview with you concerning the details of your complaint.

B.
Notification: On May 12, 1998,Wisconsin State Statute, 66.312(3), was amended to require that notice be given to any person who makes a complaint against a law enforcement officer, that under Sec. 946.66, WI Statutes: “Whoever knowingly makes a false complaint regarding the conduct of a law enforcement officer is subject to a class A forfeiture.”
Department Contact: Please contact the Chief of Police regarding any questions you may have concerning the Belleville Police Department’s policy and handling of complaints against the Department or its Officers.
Revised 8/2012
Complainant Name: ________________________________________  Date: ___________





Address: ______________________________________________________


		Street address			City			State		Zip Code
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