
 

 

 

EXHIBIT K 

 

Case: 1:16-cv-08940 Document #: 366-11 Filed: 07/16/24 Page 1 of 63 PageID #:13084



CITY-BG-028997

Internal Affairs Division 

Standard Operating Procedures 

I..__.Z3111ayl991' 

Case: 1:16-cv-08940 Document #: 366-11 Filed: 07/16/24 Page 2 of 63 PageID #:13085



CITY-BG-028998

fNTERNAL A.FF AIRS DMSION 
ORGANIZATION FOR COMMAND 

The Internal Affairs Division is commanded by an Assistant Deputy Superintendent who 
is responsible for coordinating and exercising staff supervision over disciplinary matters 
involving alleged or suspected violations of ordinances, statutes, Department rules, regu.latiom, 
and directives. The division also coordinates the assignment of complaint register investigaticms, 
serves as a repository for all Department records of these investigations, conducts overt and 
covert field investigations and is responsible for detecting corrupt practices involving 
Department members. The Internal Affairs Division is also responsible for ad.vising cnmm:n,d 
and supervisory personnel in the application of policies and procedures as they relate to 
discipline. 

ADMINISTRATIVE SECTION: 

The Administrative Section coordinates and assists in activities relative to the operations 
of the section, at the direction of the Assistant Deputy Superintendent. Functions performed by 
this division include. but are not limited to. the assignment. reassignment and tn:nsfer of 
complaint register investigations. issuance of confidential investigation complaint numbers. 
maintenance of confidential investigative files. assignm.ent of prelirniTiary investigations. 
maintaining information and photo systems and the gathering and publishing of statistics 
relative to the Internal Affairs Division. The Administrative Section also has the responsibility 
for, preparing and maintaining monthly reports for the Assistant Deputy Superintendent, 

. corresponding to requests for informaticm from outside law enforcement agencies and other units 
with.in the Department. responsibility for budgetary and contingency fund matters and other 
activities as directed by the Assistant Deputy Superintendent. 

ADVOCATE SECTION: 

The t.i.mc:tion of the Depamnent Advocate Section is to ellSW'e that the quality of internal 
investigations are at the highest level. The Depa:rtm.ent Advocate Section ensures consistency in 
the application of rule violations and recommended disciplinary penalties on a Department wide 
basis and is responsible for the review and preparation of appropriate cases for presentation to the 
Police Board as well as cases for Complaint Review Panel Hearings. The Depamnent Advocate 
Section is responsible for representing the Department as an expert witness at arbitration. 
hearings. grievance hearings, Equal Employment Oppommity Commission hearings, and otha 
outside hearings a$ directed by the Assistant Deputy Superintendent, Intern& Affai.rs Division. 
The Department Advocate is responsible for establishing. monitoring. and enforcing the roles 
and regulations with regard to the disciplinary process and sharing tJw information with other 
Depamnent units. The Department Advocate also acts as the liaison with the Department of 
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Law, the Office of Legal Affairs and the Management and Labor Affairs Section. 
RECORDS SECTION: 

The Records Section is responsible for, maintaining and updating files of ongoing investigations, indexing of complaint register numbers. complainants, wimesses and other data. The Records Section acts as a repository for all complaint register files and the utilization of the computer case management system for the input and extraction of record information. The Records Section also has the responsibility for the proper retention of complaint register files and individual disciplinary histories of Department members. This section also responds to court subpoenas and . requests for information under the Freedom of T.nformation Act and the City Personnel Code. 

GENERAL INVESTIGATION SECTION: 

The General Investigation Section conducts investigations into allegations of police misconduct. as directed by the Assistant Deputy Superintendent. Assigned investigations include, but are not limited to, allegations of drug abuse, criminal offenses, investigations relative to arrests of Department members, short term covert investigations and cases of alleged ·= 
police impersonators. This section includes the drug/alcohol abuse investigative teams. who are available to assist other Department units in investigations when necessary. This section also investigates civil suits that have been filed ~gainst the Department and individual members. 
SPECIAL INVESTIGATION SECTION: 

The Special Investigation Section conducts lengthy, highly sensitive investigations into allegatio~ of serious misconduct as directed ~y the Assistant Depµty Superinten4ent. This· section also maintains a liaison with the Federal Bureau of Investigation. United States Attorney's Office, Cook County State's Attorney Office and other federal state and local law enforcement agencies. This section works with these agencies and engages in many cooperative investigations focusing on allegations relative to Department members' involvement in organized crime, narcotic trafficking, racketeering and other criminal activity. 
CONFIDENTIAL INVESTIGATION SECTION: 

The Confidential Investigation Section is responsible for conducting long term covert investigations involving allegations ofDepamnent members' involvement in criminal activity. The investigations conducted by this section include, but are not limited to, medical roll abuse, narcotic sales and trafficking, residency violatio~ traffic integrity and other investigations as directed by the Assistant Deputy Superintendent. 
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HOURS OF OPERATION: 

The hours of operation for the Internal Affairs Division are primarily from 0700 to 2400 
hours, Monday through Friday. Du.ring the third watch. personnel are available in the General 
Investigations Section of the division. During the fim watch and on weekends. (Saturday and 
Sunday) personnel are available on a call out basis via Operations Command in the Office of the 
First Deputy Superintendent for advice and assistance on investigations. 

SECTION COMMANDING OFFICERS: 

Each Section Commanding Officer has the overall responsibility for the administration. 
discipline and activities of their respective Section. Section Commanding Officers will supervise 
and oversee all pending investigations conducted by their sectiom. They will maintain a liaison 
with the Department of Law, the Office of the State Attorney General. with federal law 
enforcement agencies and other local and state law enforcement agencies with direct 
involvement relative to pending investigations of Department members. 

Section Commanding Officers will apprise the Assistant Deputy Superintenden~ via 
monthly reports, of the status of all open investigations tlw have been open for more than thirty 
(30) days. Section Commanding Officers will immediately notify the Assistant Deputy 
Superintendent or his designee upon receipt of my information relative to indictments. filing of 

· charges. arrest or declination of prosecution of Department members. 

Section Commanding Officers will. with the approval of the Assistant Deputy 
Superintendent. IntemaJ.Affainl Division, implem~t approved operational policies and.· 
procedures, ensure effective guidance and supervision of subordinate members, assign 
investigations fairly and equitably, and will monitor and direct the progress of all investigations. 
Section Commanding Officers will also review and approve all investigative reports. ensure tlm 
the investigative findings are dearly supported by evidence and that recommended penalties are 
fair and consistent. AJl correspondence relative to investigations., which is directed to outsi<re 
law enfon::ement agencies or exempt members assigned to other divisions. will be submitted to 
the Assistant Deputy Superintendent for review and approval. prior to tranmrittai 

Section Commanding Officers will inform the Assistant Deputy Superintendent of all 
matters pem.illing to the operation of the division. particularly emergency and newsworthy 
situations. immediru:ely upon receipt of the in.formation. 

SECTION ORGANIZATION: 

A third watch cocmiim.tor will be assigned to the General Investigations Section by the 
Section Commanding Officer. The duty homs of the coordinator will be 1600 to 2400 hours. 

3 
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The coordinator will be responsible for responding to calls for advice/assistance from other 
Department supervisors pertaining to matters under investigations, assign immediate response 
teams for ongoing investigations, maintain the security of the physical plant and all other duties 
as directed by the Assistant Deputy Superintendent. 

The administrative assistant assigned to the investigative sections will. maintain all statistics and logs, assist their Section Commanding Officers in the adminim-ative performance 
of his duties, supervise administrative personnel and activities and ensure prompt assignment of 
investigations in accordance with existing division policies. Administrative assistants will 
ensure prompt distribution of all investigative reports and perform other duties as identified by 
the Section Commanding Officer and the Assistant Deputy Superintendent. 

A team concept will be utilized for narcotic investigatio~ residency investigations., 
traffic integrity investigations and any other investigations as directed by each Section Commanding Officer. Each team will consist of a supervising sergeant and subordinate members. The supervising sergeant will determine the activities of each team member and 
ensure that all investigations are fair and complete. The supervising sergeant is also responsible_ 
for review of the final swnmary of preliminary and complaint register investigations on the basis 
of information that has been garnered and submitted, and will ensure that all team members · 
comply with Department directives. Additionally the supervising sergeant will perform other 
prescribed functions and duties as directed by the Section Commanding Officer and the Assistant 
Deputy Superintendent. 
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CML!AJ.'1' MEMBERS: 

A civilian member wi.11 be assigned to each section when possible to perform clerical 
duties. These will include. but are not limited to, typing, filing and answering incoming 
telephone communications. Data Entry Operators will be assigned to the Records Section for 
utilization of the computerized case management system, in addition to clerical duties as directed 
by the Records Section Commanding Officer. 

INVESTIGATORS: 

Personnel assigned to the Internal Affairs Division to conduct investigations will have 
duties which include., but are not limited to, investigations of complaints and/or allegations 
which may vary from minor rule violations, to serious misc:cmduc:t and/or criminal activity by 
Department members. Personnel will perform their duties in compliance with existing 
Department and division directives. as well as by the agreement between the City of Chicago 
and the Fraternal Order of Police and other union agreements currently in effect. 

The duties of personnel assigned to the Internal Affairs Division require making personal 
contact with victims. complainants and witness~ the gathering and securing of documents~ the 
visiting and canvassing of locations and areas of incidents, while demonstrating the highest 
degree of integrity and professionalism at all times. 

The assigned investigator will monitor the court proceedings of Department personnel 
who have been indicted,, ar:rested or are on trial for incidents that are under investigation by the 
Departm.ent. Investigators will submit the Complaint Register Case Swnmary Report (CPD 0 

44.213 Rev. 7/88) to theAss~stant Deputy Superintendent. Internal Affairs Division through their 
Section Commanding Officer, relative to the proceedings. The investigator will continue to 
monitor the results of all subsequent coW't proceedings following the completion of the 
investigation and submission of the closing summary report and case file attachments. 

Investigators assigned. to all sections of the division have the responsibility for submitting 
the final ~11mmm:y of their investigation and ensuring that the investigative file contains all the 
available evideim::e and doc:wnenw:ion supporting the finding. Prior to the recommemiation of 
disciplinary action in suswned cas~ the assigned investigator will take into consideration the 
accused member's complimentary and disciplinary history. 

5 
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Per Department General Order 93-3, Addendum 3, when the investigation is complete., classify the complaint as one of the following: 

A. "Unfounded" 

B. "Exonerated" 

C. "Not Sustained" 

D. "Sustained" 

PERSONAL APPEARANCE: 

\\Then the allegation is false or not factual. 

\\Then the incident occurred but the actions of the accused were lawful and proper. 

'When there is insufficient evidence either to prove or disprove the allegation. 

\\Then the allegation is supported by substantial evidence to justify disciplinary action. 

Members assigned to the Internal Affairs Division will be well groomed and present a "Business-Like" appearance. Articles of clothing will be clean, well press~ conservative in color and design and will include the following apparel: 

MALE: A suit or sport coat with trousers. a shirt, necktie, shoes (well-shined) and socks. 

FEMALE: A suit or blazer type jacket with a dress, or A suit or blazer type.jacket with slacks or shirt. These ensembles will include a blouse (shirt) and/or sweater. 

NOTE: Denim fabrics. leisure jumpsuits, and exercise apparel are prohibited. unless authorized by the Section Commanding Officer or the Assistant Deputy Superintendent. 
Members will also be required to have in their possession: 

A) A holstered fully-loaded approved Depamnent weapon with Department authorized ammunition. 
B) Six additional authorized cartridges of ammunition. C) Approved ammunition case. 
D) Department Identification Card. 
E) Prescribed Star. 
F) Watch. 
G) Pen with black ink. 

6 
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NOTE: Members who hav~ qualified with a semiautomatic weapon in accordance with 
Department General Order 92-3 and possess a valid Approved Handgun Certificate may utilize a 
Department authorized semiautomatic pistol as an alternative to their prescribed revolver. 
Personnel who carry the semiautomatic weapon will also carry a minimum of one additional 
fully loaded magazine if assigned to field duties. The magazine will be secured in a Departm.ent 
approved magazine pouch. 

DRESS EXCEPTION: 

Modifications will be made relative to the prescribed dress attire whenever the duty 
assignment so requires witli the prior approval of the Section Commanding Officer or the 
Assistant Deputy Superintendent. 

IDENTIFICATION REQUIREMENTS: 

During working hours and when inside a police facility, personnel will have their 
Department identification cards properly affixed to their outer garments in the area of the left 
breast. 

CMLIA.N PERSONNEL DRESS REQUIREMENTS: 

Civilian personnel will present a "Business- Like'· appearance in their dress. ,.:\rticles of 
clothing/apparel will be clean. weU press~ conservative in color and design. and will be 
compatible with a professional business environment. 

NOTE: Denim fabrics. leisure jwnpsuits. and exm:ise apparel are prohibited, unless 
authorized by the Section Commanding_ Officer or the Assistant Deputy Superintendent. 

INVESTIGATORS O TECHNICAL SUPPORT: 

PHOTO ROOM: 

The computerized system of photographs of Depanment members are maintained in the 
Division Photo Room. Access to the room by outside pmcmnel requires the approval of the 
Assistant Deputy Superintendent. Internal Affair! Division or his designee.. Photos and photo 
books will not be removed without prior written approval/authorization. Photo boob will no 
longer be used without the permission of the Section Commanding Officer or bis designee. 
Investigators wiU forward a completed Request for Photographs Form (CPD-44.164 Rev. 4197) 
through the Administrative Section. 

Access to the photo room wilfbe provided for the Office of Professional Standards 
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investigators' and/or field supervisors who wish to have complainants or witnesses view photos in an attempt to identify accused members. Internal A.ffairs Division personnel will remain in the photo room with personnel who are not assigned to the Internal Affairs Division. A supervisor or his designee must be present and be responsible for documentation before a photo viewing presentation is conducted by Internal A.ffairs Division staff. 

At no time will the computer photos and/or old photo books be shown to vie~ complainants, or to Department members, when the accused are possibly members of the Internal Affairs Division without prior written permission signed by the Assistant Deputy Superintendent, Internal Affairs Division. This includes requests by the Office of Professional S tandarcis. 

Internal Affairs investigators and outside unit investigators must submit a To/From/Subject report signed by their Commanding Officer prior to removing Police Impersonator photo books from the Internal Affairs Division Photo Room. (Example -Investigators find it necessary to take photo books to senior citizens who are not ambulatory.) 
A photo log will be completed whenever computer generated photos or photo books are ·. shovvn indicating the~ investigator, and unit of assignment of personnel entering the photo · room. 

,, 8 
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EQUIPMENT~ 

The Internal Affairs Division maintains various types of communication equipment within the offices of each investigative section. The type of communication equipment that each section maintains varies depending on the type of investigations that are conducted by each. 

The primary radio frequency for the division is City-Wide 4. The Confidential 
Investigation Section also maintains radios that have frequencies for each of the zones utilized by the Department (zones l - 13). 

In additio~ privacy channel car to car radios for surveillances are maintained in the 
sections. 

Members assigned to a Department vehicle without communication equipment will 
obtain and utilize a portable hand held radio while on field assignment. 

Members will sign for, all communication equipment used. A log will be maintained in the radio cabinet by each section's administrative unit according to Depanment directives. 

The Confidential Investigation Section also maintains various video and audio equipment for use in investigations. This equipment consists of tape recorders9 video recorders, and cameras with various lenses. 

Any other equipment which is needed for investigations will be requested in writing to the Assistant Deputy Superintendent, Intema.l Affairs Division after approval by the Section 
Commanding Officer. The report will indicate: 

l. Type of equipment requested. 
2. Reason equipment is needed. 
3. Anticipated length of usage. 
4. Un.its where equipment is available. 

OFFICE OF EMERGENCY COMMUNICATIONS: 

Master Recording Tape Review Procedures. 

The Office of Emergency Communications is located at 1411 W. Madison St Normal business ho'W.'1 are 0800 to 1700, Monday through Friday. The telephone number is 746-9341, (voice mail - 746-9270). In emergency c~ the office of the Watch Mam.ger should be contacted at 7 46~93 78 or Pax 0770 for requests for radio technicim assistance. 

Wb.enever official police business requires a master tape recording to be reviewed. Department members must com.ply with the provisions of General Order 93-8. Addendum. #1. 

General Order 93-8. Addendum #7 requires that the requester. 

.... 
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A) Prepare a Request to Review/Hold Recording Tape fo~ checking the REVIEW box completing that section. including approval of the requester's unit/watch commander, 

B) Schedule an appointment to review the tape(s) through the Office Of Emergency Communications Watch Operations to ensure that a radio technician and playback equipment is available; 

C) Present the properly completed form to the Office of Emergency Communications Watch Operations Manager at the scheduled time; 

D) Notify the Watch Operations Manager when the review of the tape is completed. 

FIELD RESPONSE: 

Department and division directives provide for Internal Affairs Division personnel to provide assistance when requested or when serious allegations warrant division involvement.._In the event a situation arises that requires an immediate response from the Internal Affairs · Divisio~ an Internal Affairs Division member will be assigned to either handle or otherwise address the issue. At no time will the responsibility for investigation be relegated to an outside unit or to field personnel. An Internal Affairs Division supervisor (unless one is not available) will assess the situation and determine the specific needs required. Immediate response is often requested in the following situations. 

1) Commission of crimes. 

2) Solicitation of bribes. when a line up is conducted. 

3) Intoxication on/off duty. 

4) Use or suspected use of nan:otics. 

5) Release of police powers. 

In cases of immediate response, Internal Affairs Division personnel will respond as investigators and not as observers. It is the investigator's responsibility to conduct a thorough and complete preliminary investigation. Investigators wlll follow procedures as outlined in Department and division directives. 

" 10 
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FIELD DRUG SCREEN PROCEDURES: 

Field Drug Screen procedures are outlined in Internal Affairs Division Special order 96-, 
04. \Vhen an allegation is such that a Depamnent member will be required to submit to the drug 
screen process. the assigned investigator will prepare a Notification of Charges/ Allegations form. 
indicating the specific allegation utilized to require the 3Ccused member to submit to the 
screening process. The allegation must be specific enough to establish the reasonable belief tl:w 
the accused may have used prohibited drugs. 

Underneath the narrative of the stated allegation. the assigned Internal Affairs Division 
investigator will document the following quotation on the notification form: 

'' As part of the Department's Adm.inistrarive investigation you are required to provide a 
urine specimen which will be anal.yzed for the presence of drugs. Failure to comply with 
the drug screening {'OOCess will result in a recommendation that you be separated from the 
Chicago Police Depan:ment." 

Once the noti.fication of the requirement to submit a urine specimen has been given ~e 
affected member, a sanbsequent direct order (to submit the specimen) will be given if the = 

member indicates a refusal to submit to the requirement. 

A member who refuses to submit to the drug screen process after an order has been 
issued, will be immediately relieved of police powers. 

INITIATING COMPLAINT REGISTER NUMBERS: 

. Prior to contacting the Office of Pr.ofessional Stmdards-., it is imperative that the member 
gather all pertinent information from the individual making the complaint. Once all relevant 
information has been obtained. the investigator will contact the Office of Professional. Standards 
and obtain a complaint register number. If possible. the complainant will be re-contacted. and 
given the complaint register number. 

Prior to the end of the member's tour of duty, an initiation report will be submitted to the 
Section Commanding Officer. This report will outline the circumstances of the complaint md if 
possible, identify the accused member. 

Complain.ants wm be questioned in detail relative to their allegations. The following are 
examples of the required information for the initiation of a complaint register investigation: 

A. Name. address. telephone number. date of birth and social security number of the 
complainant. Address and telephone number wh~ the compiairwrt cm be 
contacted during norm.al business hol1ll'S and the best time for the complainmnt to 
be contacted for an interview. 

})J 
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B. Identification and location (address and telephone number of all witnesses.) 
C. Date. time. and location of incident. 

D. Any information which will assist in the identification of the accused. e.g .• names., rank. star number. physical description. vehicle number, etc., 

E. Description of the circumstances leading to the complaint. e.g., arrest situations. searches. etc. 

F. If the nature of the complaint requires an immediate response.. inform the complainant that a follow-up investigator will be in contact for additional information as soon as possible. 

Confidential complaint register numbers will be obtained when allegations of misconduct by a Department member are of a sensitive or highly confidential nature. In instances such as these, it would be appropriate to utilize a confidential complaint register number. 

Confidential complaint register numbers will only be obtained during second watch business hours from the Administrative Office of the Assistant Deputy Superintendent, Intema.l Affairs Division. At no time will the Office of Professional Stand.ants be contacted directly for a confidential complaint register number. The member who receives the confidential information will submit a comprehensive report to the Section Commanding Officer prior to the end of his tour of duty. This report will cont.am all pertinent facts regarding to the allegation. along with a request that a confidential complaint register number be obtained. Members will not divulge the nature or contents of the confidential information learned to any individual(s) other than the appropriate Section Commanding Officer. Assis~t Deputy Superintendent, Internal Affairs Division. the investigator assigned, or their designees. 
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INVESTIGATIONS 

CONDUCT OF INVESTIGATIONS: 

The primary goal of the Internal Affairs Division is to conduct complete and thorough 
investigations of allegations of misconduct by Department members in compliance with existing 
Department/division directives. which will establish the innocence or guilt of alCCUSed 
Department members. Investigators will utilize investigative methods which include. but are not 
limited to: 

A) Canvassing areas of the incident. 
B) Interviewing and taking statements from victims. witnesses and complammts. 
C) Swveillance. 
D) Use of court approved recording devices. 

Upon assignment of an investigation. the investigator will attempt to make immediate 
contact with the complainant/victims and witnesses (in person when possible): 

A) At the address supplied. 
B) Via the telephone. in m effort to determine a suitable time and place form· 

interview. 
C) Via a certified letter ( only after attempts to reach the 

complainant/victim/witnesses., have failed). 

Department General Order 93-3, Addendum 3 §II (C) 9 & 10 will be strictly co 
An investigation which~-a my time, tt.complmm is~ or the\ 
clearly exonerated., the ~pllffll!l will be~- In addltion., investigations which 
disclose minor i.n.fractiom; which are wilful. devicn:a.1., serious in naru.re. are violations of the law. 
or involve the integrity of the Department, will result in further investigation, no matter what the 
disposition of the original complaint. 

In-depth interviews should be condw::ted with complainants. victims and/or witnesses.. 
Interviews with parties vfa the telephone will be documented and the conversation will be 
summarized in as mw::h detail as possible i.n a progress report 

If. during the investigation, it is disclosed that other allegatiom of mw:ondw::t are 
alleged, admitted by the accusec1 etc ... the accused mem.ber will be presented with additioml 
nonfication of Charges and Allegat.fom., Adm.imsttuive Righ~ and Request/Waiver of Counsel 
forms with regard to the newly discovered allegations. The accused mm respond to all the 
allegations alleged. The accused may be allowed to respond to both the new alleptiom as w®ll 
as the original allegations at the same time .. if a statement hu not yet been tum or report ha.I not 
yet been submitted. If the accused's statement bu ~Y been ta.km or repcrt bu been 
received. an additional statement will be ta.km or report submitted peminmg to the new 

ll 
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allegations. 

If the new allegations are discovered during the statement of the accused, additional notification of Charges and Allegations, Administrative Rights, Request/Waiver of Counsel will be presented to the accused at that time. The accused has two options. First. he may agree to be questioned at that time regarding the new allegations. Secon~ if the accused requests additional time to confer with counsel of his choosing regarding the new allegations, he will be afforded the same amount of time which is usually allowed and a statement will be scheduled to address the new allegations. The original statement may proceed with respect to the original allegations. 

Wt I HDRA WAL OF COMPLAINTS: 

Complainants/victims who voluntarily elect to withdraw their complaint will be reauested to sign a Letter of Declination (CPD-44-304 Rev. 12/92). In the ffent the conq,lamant withdraws their complaint, the investigatM is still required to complete a thmoup ma compremmive wvesiipaic:m. The complainant's signed declination letter will not be u basis to UNFOUND any allegation made. Evidence uncovered during the course of an investigation wdl be properly addressed. 

The investigator will document all attempts made to contact individuals identified as having lmowledge or involvement in the case. Documentation includes reports which include·= dates, times. person(s) contacted and the manner in which contact was made or attempted. The original of all reports will be submitted to the Section Commanding Officer for review and approval. 

DOCUMENTATION: 

.Investigators will gather and secure all dc:,cuments assembled.as a result of the complaint. The following are examples of relevant documentation: 

1) Case Report. 
2) Arrest Report. 
3) Complainant/Victim Medical Release Form. 
4) Attenchmce and Assignment Sheet. 
5) Compensatory Time Due/Overtime Slip. 
6) Office of Emergency Communications Tapes. 
7) Office of Emergency Communications Printouts/Listings Relative to the Investigation. 
8) Criminal History. 
9) [nventory Report. 
10) License Information. 
11) Laboratory Report. 
12) Alcohol Influence Report. 
13) Department Directives. 
14) Documents in the Possession of the Complainant/Victim/Witness. 

1. Receipts. 
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2. Letters. 
3. Bills. 

15) All Other Reports or Documents Relevant to the Investigation. 

Abbreviations will not be used in closing reports unless dictated by box size in 
Department forms. Rank will always be spelled out. Last names will be written in capital 
letters. 

EVIDENCE SHEET: 

Investigators will ensure that in every instance, when a Summary Report Digest or 
Summary Report is completed and submitted for approval as part of a closed Complaint Register 
investigation, an evidence sheet/page documenting all submitted attachments accompanies the 
file. 

In the event criminal activity is alleged. the assigned investigator will ensure the 
appropriate case report is generated or obtained., when applicable. 

PHYSICAL EVIDENCE: 

Physical evidence is any objec~ marking or impression, no matter how small. which may 
assist in the reconstruction of a crime, lead to the identification of the offender. connect the 
offender with the victim or scene of the crime/incident or which may require laboratory 
processing to render it useable in an investigation. Physical evidence showd normally not be 
disturbed until the arrival of the technician. unless such action is necessary to protect it from loss · 
or damage. Physical evidence inc:lwi~ but is not limited to: 

l . Fingerprints. 
2. Semen. 
3. Blood. 
4. Handwriting analysis. 
5. Photograpm: 

A. Lineup. 
B. Property Damage. 
C. Vebicla. 
D. Injuries. 
E. Surveillance Locations. 
F: Crime Scenes. 
G. Physical Condition of Compla.inmt/Vfotim/Wimessa 
H. Physical Evidence. on Scene Prior to Removat 

lS 
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• 

6. Weapons (knives. guns. baseball bats. lead pipes. etc.) 7. Suspected Narcotics or Narcotic Paraphernalia. 
8. Articles for Laser Processing. 

A. Fingerprints. 
B. Synthetic Fibers. 
C. Bodily Fluids (blood, semen etc.) 

CRIMINAL ALLEGATIONS: 

will: 
When complaints relative to crim.ina.l misconduct are receiv~ the assigned investigator 
Take a statement from the complainants. victims and witnesses. If an Assistant State's Attorney is present. the investigator will not take a statement from the accused until first consulting with the Assistant State's Attorney. If the allegations are such that the matter will be referred to the State's Attorney Office for criminal prosecution. the investigator will identify and obtain as much information as possible relative to the identification (home & business addresses and telephones) of all complainants, victims and witnesse5y. but will delay taking statements until consultation with the State's Attorney is completed. 

Gather all available related documentation. 

Ensure that all physical evidence has been gathered and inventoried. Prepare a report to the Director of the Crime Laboratory, identifying information or evidence that has been submitted for analysis, what analysis is being requeste~ and requesting priority testing due to the possible involvement of a Department member. If evidence is inventoried by someone other than the Internal Affairs Division investigator. the Internal Affairs . Division investigator should complete a report with an approval line for the signature of the Assistant Deputy Superintendent. Internal Affairs Division and forward the signed report to the Evidence and Recovered Property Section notifying the Evidence and Recovered Property Section that the Internal Affairs Division is assuming responsibility for retention/disposition of the evidence. The investigator should also notify the unit that completed the initial inventory, of their assumption of responsibility. 

If the allegations a.re of a confidential nature or the distribution of a case report would be detrimental to the investigation. the assigned investigator will: 

A. Personally prepare the case report. 
B. Obtain a Records Division number, giving limited information to the control desk. informing them that the matter is confidential. C. Submit a report, through channe~ to the Director of the Records Division, informing them of the delay in the distribution of the case report for processing. 

16 
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D. Maintain control of both copies of the case report. 
E. Forward the report to the Records Division upon completion of the 

investigation or at such time as the distribution would not impede the 
investigation. 

The Detective Division has the primary responsibility for investigation of criminal. 
incidents. However, Internal Affairs Division personnel will coordinate their investigative 
activities with the Detective Division personnel. when necessary. At no time will criminal 
investigations be suspended as a result of a Department member being identified as the offender. 
Members should be cognizant of Department General Order 89-3 Addendum lB entitled 
Preliminary Investigations._ 

STATE'S ATTORNEY - SPECIAL PROSECUTIONS BUREAU/FELONY REVIEW: 

Section Commanding Officers will review the investigative file for merit and determine if 
the investigation warrants the-attention of the State's Attorney Office. If a decision is made to 
have an investigation reviewed by the State's Attorney Office, the Section Commanding Officer 
will ensure that an appointment is made for the assigned investigator to meet with the supervisor 
of the Public Integrity Unit. Special Prosecution Bureau or Felony Review. The investigator · 
wdl: 

A. Prepa.re a photocopy of the investigative file. 
B. Hand carry the photocopied file to the supervisor of the Public Integrity Unit/ 

Felony Review. 
C. Give a verbal review of the contents of the file and of the incident. 
D. Fulfill investigative requests by the State's Attorney Office. after consultation 

with the Section Comm~dmg Officer. 
E. Submit a report to the Section Command.mg Officer which includes: 

1. Date .. tim~ location of meeting.. 
2. Name of supervisor with whom the investigator met 
3. Whether the State Attorney's Office gave an immediate acceptance or 

decli.nation of prosecution. 
4. The name of the Assistant State's Attorney assigned to the investigation. 

When m investigative file is delivered to the State's Attorney Office for review, the 
investigator will maintain contact with the Assistant State's Attorney assigned to the 
investigation on a weekly bw. The Assistant Deputy Superintendem, Intenw Affairs Division 
will be notified immediately, via a report through the Section Comm:mding Officer. of the final 
decision of the State's Attorney Office on aa:eptm.ce ordeclirwion of prosecution. 

Investigators will not take a statem.mt or request reports from a.ccu.sed members. until 
such time that the supervisor of the Puplic Integrity Unit/ Felony Review gives a verbal or 

11 
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\VT"itten declination of prosecution. 

UNITED STATES DEPARTMENT OF JUSTICE-US ATTORNEY'S OFFICE: 

The determination to prosecute a case at the federal level will be made by the Assistant Deputy Superintendent. 

ACCUSED MEMBERS: 

An accused member_will normally not be required to give a statement or submit a report until all aspects of the investigation have been completed. Prior to giving a statement or submitting a repo~ the accused member will be given the following forms: 

I. Notification of Charges/ Allegations: 
A. Identifying all complainants. 
B. Listing all Charges/Allegations. including date(s) time(s) and location(s) 

of incidents. 

2. Administrative or Criminal Rights. 

3. Waiver/Request to Secure Counsel: 
A. If the accused decides to give a statement without the benefit of counsel 

the Waiver of Counsel section will be completed. 
B. If the accused requests counsel, the Right to Secure Counsel section will 

be completed. 
C. The investigator will establish a continuance dare. time and location for 

the statement. during the assigned duty hours of the accused and complete 
the appropriate section of the form. 

The accused member will be allowed a reasonable length of time to secure counsel. Normally, accused members will be granted seventy-two (72) hours to seek counsel, barring any unforeseen circumstances. The investigator presenting the aforementioned forms will sign as the witness and immediately give a photocopy of the fonns to the accused. Accused members will also be given a photocopy of the forms even ifhe refuses to sign any of the forms. 

CITY OF CHICAGO EMPLOYEE ARREST NOTIFICATION: 

Situations arise that warrant the arrest of a Department member. Depu-tment Special Order 91-8 provides notification procedures that are to be followed when a City of Chicago employee is arrested for a criminal and/or quasi-criminal offense. 

18 
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When a. member of the Internal Affai.rs Division affects the arrest of a Department 
member for a felony, misdemeanor or ordinance violation. the arresting officer will immediately 
notify: 

A. The Watch Commander at the district of arrest, and 

B. Operations Command (Pax 0-301 or centrex 7-6301). Members of Operation 
Command are responsible for the notification to the Office of the City of Chicago 
Inspector General. 

C. The appropriate Detective Division. when the arrest is for a. felony. 

D. Internal Affairs Section Commanding Officer or in his absence, the Assistant 
Deputy Superintendent. 

In the narrative section of the applicable report (i.e. arrest report, case report. 
'.'vfiscellaneous Incident Exception Report) the arresting officer will enter the name of the person 
notified and the date and time of the notification. 

REFUSAL TO SIGN: 

In the event that an accused member refuses to sign the forms. the investigator will write 
the word "REFUSED .. on the accused member's sig.na.tl.ll'e line. The date, time and location of 
the refusal wHl be noted under the signature line. 

PRELIMINARY lNVESTIGATIONS: 

The basis for conducting a "Preliminary J.nvestigation" is contained in the "Agreement 
Between the City of Chicago Department of Police and the Fmenw. Order of Police Chicago 
Lodge No. 7 (FOP Contract), .. Article 6, Section 6.1. paragraph D, which states: 

"No anonymous complaint regarding residency or medical roll abuse sh.all be 
made the subject of a Complaint Register investigation until verified." 

A Prelim.inaey Investigation is utilized to verify th@ infom:wion regarding an allegation of 
a violation of the City's residency ordinmce or a violation of Department Medical RoU policy. 
Once verifi~ a complaint register investigation can be initiated. A ~lirniouy Investigation 
wi.U only be initiated vrith the approval of the Assistmt Deputy Superintendent. Internal Affair.ii 
Division. 
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-· 
A Preliminary investigation is initiated when the Internal Affairs Division-Administrative Section receives information alleging either of these tw'o types of allegations. The Administrative Section is responsible for recording the information for logging purposes and for forwarding a copy of the allegations to the investigating section. Each Preliminary Investigation will be identified by a unique numeric identifier based on the year and month it was initiated and a sequential number for that month (e.g.: 97-04-01). 

Investigative techniques utilized during a Preliminary Investigation will be similar to that of a complaint register investigation; however. statements will not be taken from an accused member during a Prelirnimuy Investigation without the approval of the Assistant Deputy Superintendent. Internal Affairs Division. 

When the investigation has verified the original information. or it is apparent that the investigation will not verify the original information. the .Preliminary Investigation will terminate. The investigator will prepare a closing report with all evidence attached and submit the report to his Section Commanding Officer. The closing report will contain the investigator's recommended finding of either a request to initiate a complaint register investigation by converting the Preliminary Investigation. or a request to not convert the Preliminary Investigation. Preliminary Investigations will be converted to complaint register investigations only with the approval of the Section Commanding Officer. A request to convert the · investigation must contain sufficient evidence and documentation to verify the original infonnation received by the Department. · 

20 
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OFFICE OF THE SL-PERINTENDENT 
Internal Affairs-Division 

[date] 

To: 

From: 

Subject: 

Reference: 

Accused: 

Allegation: 

Evidence: 

Investigation: 

,. 
recomme 
Complain 

.,;. 
recommend"' .. 

Complaiht'Ilegister in~ . 
,l ,~, 

Command.mg Officer 
[investigating section] 

Assistant Deputy Superintendent 
Internal Affairs Division 

[investigator] 

Closing Report 

Preliminary Investigation# 

DOE. John A .• Police 
assigned to Unit 026. S 

It is alleged that the City cage in 
violation of City and cy requirements. 

Attachments: 
l. 
2. 
3. 

_ of the evidence obtained during this investigation, it is 
@vestigation be CLOSED and CONVERTED to a 

[investigators' si gm.rure] 
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'.\'IEDICAL ROLL ABUSE INVESTIGATIONS: 

Medical roll abuse investigations normally focus on Department members who engage in secondary employment while on the medical roll. \\then a Department member is alleged to be engaging in activities which are beyond those which would be expected by a person claiming a particular injury or illness, an investigation will be conducted. 

Members on the medical roll who report for military or reserve duty are normally not considered in violation of the Department directives relative to medical roll procedure. However. the nature of the work that is performed while on military or reserve duty must be taken into consideration. If the nature of the work and the illness/injury are incompatible, a possible abuse exists. (i.e., sprained back+ member lifting for the reserve== violation) 

The following procedures will be initiated upon the assignment of a medical roll abuse preliminary investigation: 

1. Confirm the accused member's medical status. 
2. Obtain a profile of the accused. including residence and vehicle information. 3. Determine the nature of the illness or injury. 
4. Obtain the date and time of the accused member's scheduled appearance for evaluation at the Medical Section. 
5. Establish surveillance of the accused. 

RESIDENCY INVESTIGATIONS: 

The purpose of residency investigations is to investigate alleged or suspected violations of the City of Chicago residency requirements. In addition to other investigative requirements, the following procedures will be followed when residency complaints are received. 

There are five phases for completing a residency investigation. The first phase is the preparatory phase, in which the investigator procures a profile of the accused member by gathering the documentation needed for the investigation. 

The surveillance phase is the second step in the investigation to establish the actual residence of the accused. Intent is the most important element in ascertaining the residence of a person. In determining intent, a person's acts should be given more weight than his declaration. Surveillance of the accused member's actions is the basis in determining intent. 

If the initial surveillance at the accused declared residence fails to locate the member, then similar surveillances will be conducted at the alleged suburban location. If no suburban address is known, then surveillances of the accused as he leaves his duty assignment may be conducted to determine his destination until his residence is established. 

In order to establish a violation of the residency requirement of the City and the Department. the investigator must obtain positive patterns through back to back surveillanc~ over at least a two to three-month period of time, to sustain a residency case. • 
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Cpon completion of the surveillance phase. the investigator will start the third phase of 
the investigation. This is the information phase. All investigative avenues will be explored to 
gather documentation and evidence to support the finding. 

The fourth step in a residency investigation is the canvas of neighbors at both the 
declared address and the alleged suburban location. Canvasses will generally be conducted by 
two investigators who will: 

l. Display the accused's Department photograph to the neighbors, and 
2. Fill out a "Neighborhood Interview Form" in the presence of the neighbors and 

request their signature. attesting to the accuracy of the entries. 

The fifth and final step in the residency investigation is the taking of a formal statement 
from the accused member. The accused will not be notified of the allegation or required to 
furnish a formal statement until all previous investigative avenues have been concluded. Tius 
aspect of the investigation. the formal statement. will be conducted in strict compliance with 
General Order 93-3 and the accused's contrac:n.w rights. 

Questions asked during the formal question and answer statement will penain to the 
accused's residency and to the evidence that is gathered from the investigation. All "doors" that 
are opened during the statement must be fully explored and answered before the investigation is 
dosed. 

Any evidence that the accused wishes to provide on his behalf will be accepted and made 
a part of the complaint register file. Such evidence. whether written or ow. will be verified. 

FORi.'1AL STATEMENT/ REPORTS: 

The assigned. investigator normally determines the direction an investigation will follow. 
The naru.re of the allegation should dictate the necessity of a formal statement versus a report 
from the accused. Statements allow the investigator the opportunity to detect contradictions and 
is a useful tool when comparing responses from all parties involved. Furthermore, a signature 
from the person interviewed is indicative of agreement with the content of the statement 

STATEMENTS: 

Statm:nents should be taken from. all complainants. witness~ victims and the accused 
when the allegations or charges are of a serious naru.re. to clarify issues that come up during the 
investigation or will assist the investigator in reaching a sound com::lusion. If the a.llegaticms 
agamst the accused are sustained and are likely to result in a recommendation for separation .from 
the Department formal question md answer statements wiU be taken from. all persons involved 
per General Order 93-3. The purpose of a swement is to develop asi much pertinent infon:lllatiou 
as possible. Investigators will allow subjects. who are giving a statement. to adequately express 
themselves and refnin from questions requiring 'yes• or 'no' a.nswm • 

. 
Prior to taking a statement, the investigator should: 

/J) 

l) Read the entire investigative file. 
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2) Have available all pertinent documents. 
}_) Have sufficient supplies available. 

Pre-statement discussion relative to the allegations and activities of the accused is not permitted. Investigators will advise all subjects giving a statement. that everything being said is for the "record'' and there are no "off the record" statements. 

Investigators will not smoke, eat, chew gum. or drink beverages while taking a statement. If the statement becomes lengthy, afford the person being questioned. as well as the investigator. the opporrunity to 'break' for personal needs. All stoppages or breaks during the statement will be noted in the body of the statement. The notation should include the time the statement was interrupted. the time the statement was resumed. and the reason the statement was stopped. (i.e., consultation with an attom~y, personal reasons, viewing photographs, etc.) 

Investigators will attempt to clarify any items, points or issues not thoroughly covered during a subject's narration. The investigator will record exactly what is related and not paraphrase the subject's remarks. Before terminating the statement, the investigator will ensure all issues relative to the allegations are addressed. 

Attorneys will be afforded all reasonable professional courtesies during the course of the statement, however, they will not be permitted to: · 

1) Be disruptive. 
2) Answer questions on behalf of the accused. 
3) Ask questions on behalf of the accused or of the investigator. 

In the event the attorney or representative becomes disruptive or interferes with the administrative investigation, the statement will be concluded and rescheduled for a later date. The activities and stoppages will be noted within. the body of the statement. 

Prior to the final closing questions, the investigator will review the entire statement. documents, and notes in an effort to ensure that all relevant questions with regards to the investigation have been asked and responded to. The investigator will ensure that any follow-up questions deemed necessary have been ask~ and answered and properly recorded within the body of the statement. 

UNUSUAL SITUATIONS: 

There may be instances where an Internal Affairs investigator takes an admini~ve statement from an accused member during which the member refuses to answer a question. In those instances. the investigator will call for a supervisor. 

The supervisor will: 

A. Identify himself by di$playing bis Chicago Police Department identification card 
and star and verbally state bis name, rank. star number and unit of assignment. 111 
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8. [nform the accused member that they have been served with Administrative 
..Rights and must answer questions posed to them by the investigator or additional 
charges will be filed. 

C. Give a verbal direct order to the accused member to answer all questions asked by 
the investigator. 

D. Remain with the investigator until the conclusion oft.he statement. 

It should be noted that the text of the order should be entered into the statement by the 
investigator and the accused member's response to understanding the order. The date. time and 
location where the order was given should also be incorporated into the statement. 

An accused member may answer a question when ordered by a supervisor, but refuse to 
answer any following questions. In those instances, it will be necessary to give a new order to 
elicit a response to each additional question. It is not necessary to repeat the identification 
process, but the text of the new order. or any subsequent orders will be noted in the statement. 
The date and time each additional order is given will be noted in the statement 

The supervisor, after giving a direct order(s) to a subordinate, will submit a vvritten report 
to his Section Commanding Officer outlining the order(s) given. the ci.rcw:nstances surrounding 
the order(s) as well as whether the order(s) was obeyed by the accused member. · 

STATEMENTS OF MEMBERS UNDER CRIMINAL RIGHTS: 

When an accused member faces criminal jeopardy, the investigator will: 

A. Serve the member with notification of Charges/ Allegations and Criminal Rights 
forms. 

B. Verify that the accused wishes to continue the statement without benefit of 
counsel or ensure that counsel is present as requested. 

C. Ask questions of the accused as to his identity. date ofb~ social security 
number. unit of assignment.. etc. 

D. Ask a direct question of the accused regarding the fim allegation. If the accused 
member refuses to answer. citing Fifth Amendment protection,, note the answer in 
the statement. 

If the accused remam.s silent (mute) or responds in effect that under advice of counsel or 
for self-incriminating issues he refuses to answer, these R!ipollll!!i!a will be iimdicated venmtim 
ia the statement foir each qU1estion asked. After asking at leut four (4) pointed questiom 
relative to each allegation which the accused refuses to amwer, ask the accused: '"Would your 
answer to additional questions relative to the allegations/charges attributed to you be the same as 
the preceding answers?'' If the response is "yes", follow the procedures relative to the closing f}f 
a statement If the response is "no", continue asking all questions gemume to the investigation. 
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Accused ~emb~ ~11 ~ot be given a direct order to respond to allegations/charges if they have been iJ.Ven criminal nghts. If the accused member. having been served with administrative rights, during the statement process, divulges participation in a criminal action, the investigator will: 

A) Stop the questioning. 
B) Type each section of the criminal rights warning (Miranda) into the statement and indicate the verbatim response to each section. having the person questioned initial each response. 
C) Continue the statement. 
D) Consult with the Internal Affairs Division supervisor relative to the admissions. 

The supervisor, depending an the severity of the admissions, will: 

A) Contact the State's Attorney Office for counsel and assistance. B) Determine if the subject should be released and consult the State's Attorney Office at a later time for counsel, indictment. possible warrant or declination to prosecute. 
C) Notify the Section Commanding Officer or the Assistant Deputy Superintendent, Internal Affairs Division. 

Note: In no instance will there be simultaneous service of the Criminal Rights fonn and the Administrative Rights form to an accused member prior to questioning. 

PREDISCIPLINARY HEARING (CMLIAN MEMBERS OF A.F.S.C.M.E. & UMT m: 
The agreement between the City of Chicago and the American Federation of State and County Municipal Employees (A.F.S.C.M.E.) concerning disciplinary procedures mandates that all civilian employees who are members of A..F.S.C.M.E. and Unit.II wiU be afforded a pre.:. disciplinary hearing prior to closing a complaint register investigation in lieu of a Complaint Review Panel Hearing. 

Unit II agreement members include Crossing Guards, Detention Aides. Civilian Dispatchers assigned to the Office of Emergency Communications and Traffic Control Aides. According to Article 5, Section 5.2 entitled." Notification of Complaint" - "Unit II agreement members who have been identified as the subject of a registered complaint will be notified. in writing within ten (10) work da~ except if the matter involves an investigation where surveillance or confidentiality is necessary to complete the investigation. in which event the employee shall be notified within ten ( 10) work days after the surveillance is completed or where confidentiality is necessary to complete the investigation. within ten (10) work days after the investigation is completed. This section shall not apply to any order of a federal or state court. grand jury or prosecutor, where the matter involved is under criminal investigation and the employer is directed not to reveal the complaint or investigation." 

When the investigator has completed an investigation of a civilian member who is a member of A.F.S.C.M.E. or Unit II, and the investigator is ready to recommend disciplinary action, the investigator will: 
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A) Present the accused employee with Notification of Charges/ Allegations. rule 
violations. name (s) of all complainants and witnesses and the recommended 

-disciplinary penalty; 

) Make available for reasonable inspection. copies of pertinent docwnents 
concerning the investigation; 

C) If the employee requests a union representative for this meeting, one will be 
allowed, if conveniently available; 

D) Provide the employee an oppommity to answer the charges/allegations and if 
desired, rebut the discipline. If the rebuttal is submitted in written form, include 
this report as. an attachment to the case file; 

E) Prepare a written report responding to the additional infonn.ation provided by the 
accused and indicate whether or not this information alters the original findings; 

F) Include in the. investigative file. the signed Notification of Charges/ Allegations. 
along with a brief report from the investigator describing the procedure that was 
followed to comply with the A.F.S.C.M.E. and Unit II contract agreement; 

G) Forward the entire investigative file through Command Channel Review. 

I) Include the Pre-Disciplinary Hearing information cin the Summary Report/ 
Summary Report Digest. 

J) In cases of multiple accused members. only the evidence which pertains to each 
accused member will be shown to that member for review. 

" 
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Effective 21 HARCU 1997 
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STATEMENT FORMAT FOR CIVILIAN COMPLAINANT, WITNESS OR VICTIM'.: 

Note: Witnesses. who are members of the agreement between the City of Chicago and F.O.P. 
Lodge tf.7 have certain privileges relative to statements and interviews. There will be strict 
compliance with the contractual agreement and existing Depamnent Directives. (Section 6.2 (D) 
of the Agreement between the City of Chicago Department of Police and Fraternal Order of 
Police Chicago Lodge No. 7 effective through 30 June 1999) 

INfERNAL AFFAIRS DMSION 
Investigative Section 

HEADING;: 

Statement of: (Witness, complainant, or vie · ·veto n(s) 
th.at on ( date. time, location & ation(s). 

Statement Taken at: (Loca:tio~ i.e .• the residenc 113, 123 South 
Clark Street. Chicago, 

Questioned by: 
Typed by: 
Dalte and Time: 
Witnessed by: 

SMITII: e, home address and telephone number? 

JONES: __ . <­

(Persom 
ponse) 

irk.. and if so. give the name of the compmy, address, telephone 
ber and length of employment? 

is your age. date of birth and social security number? 

Have you been advised tlw: this is a witness statement and that there are 
no allegations being made against you? (When applicable) 

(If applicable) Do you read, write and undmwid the English language? 

(If applicable when wing an interpreter) Do you consent to (name of 

28 
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person/ interpreting my questions from English into (language) and your answers from (language) back into English? 

Note: Do not use an interpreter that is a complainant:. 'N'it:ness, victim or accused in the same investigation. 

Are you giving this statement of your own free will. and without the promise of exoneration or of a reward of any nature being given to you? 

BODY OF STATEME/ "• 
In the question /answer mode, ask questions relative to th~ation(s). responses. Ask pointed detailed questions. Make sure ~ -".:·· egatio~:"UJ' co exact dates, times, locations, descriptions, and accoun ..,., "open "closed." 

CLOSING OF STA 
" 0· SMITH: 

(Inv. Last Name) 
Is everything you told me in_ .• ·. ,__ -; _ ~the best of your knowledge? ~ · · "-~·< : .. -J 

~~, ,· ' JONES: (Verbatim responseJ"-
(Person ·s Last Name) I· 

SMITH: 

JONES: 

SMITH: 

.;1::;, 
.:~:.~· .;; 

**Is there .~g ..;.;.; statenznt?.f~ .. 
cident that you wish to add to this 

IVer.~esponse(;~--- _ i:· ( ~~ .. ;.,.,···. r. __ .~-~, :-,fo~J]ili.questioa irdiscretionary on the part of the inve~tigator. '--,ttf <: =-..i~, 
1--~~~ 

·--~z~7 
i\iaomrt,·,ng this statement consisting of (amount of pages) pages and ®ntaim the responses you have given. will you sign it? 

response) 

2Q 
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PROOFREADING OF STATEMENT: 

--
The subject will be allowed to read the entire statement. If there are my corrections in 

spelling or additions. the subject will put one line through the error, add the corrected 
information. and initial all changes or additions. Answers will stand as originally stated. No 
significant changes to the context of the answer will be allowed. 

If an interpreter is used. the interpreter will read the entire statement. in the appropriate 
language to the questioned subject and follow the corrective measure outlined above. 

Photocopies of statements given by civilian complainants, witnesses or victims will not 
be given to that person without the approval of the Section Commanding Officer. 

Signarures of the investigator. questioned person. and any witnesses (including 
attorneys/representatives) should be written directly below the last sentence of each page. If an 
accused or a witness refuses to sign. the investigator will note the refusal on the statement and 
sign his (investigator) signa1'1.lre. 
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STATEMENT FORMAT FOR DEPARTMENT MEMBERS \VHO ARE COMPLAIN~'ITS. WITNESSES OR VICTII\1S: 

:'.'lote: Witnesses who are members of the agreement betvveen the City of Chicago and F.O.P. Lodge #7 have certain privileges relative to statements and interviews. There will be strict compliance with the contractual agreement and existing Department Directives. ( Section 6.2 (D) of the Agreement between the City of Chicago Department of Police and the Fraternal Order of Police Chicago Lodge No. 7 effective through 30 June 1999) 

INTERNAL AFFAIRS DIVISION 
INVESTIGATING SECTION 

Statement of: (Witness. complainant, or vi · ·t of assignment) relative to an allegation(s) .& brief account of allegation( s ). ;;· 

Statement taken at: 
ivision Headquarters. 

Questioned by: (Investigat«? · 

/ 
/-' 
, : is your full name, rank. star number and unit of assignment? aton' last 

:·._~;:.. 
.:<-.t--·. (Type verbatim response) (i~iliiilfi,i;5t:ast Name) 

SMITH: 'Nbat is your date of birth and social security number? 

Wbat is your date of appointment to the Department and employee number? 

11 
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How long have you been assigned to your present unit? 

Have you been advised that this is a witness statement and that there are 
no allegations being made against you? 

Do you understand that this is an official Police Department report and 
that any deviation from the truth could result in allegation or charges being 
placed against you? 

BODY OF STATEMENT 

In the question /answer mode ask questions relative to th .. "' gation(s),,, 
responses. Ask point~ detailed questions. Make sure · Iegation.ni'e co 
exact dates. times? locations. descriptions. and a.ccountsri ... ~ 

SWTH: 
(Inv. Last Name) 

SMITH: 

CLOSING OF STA 

Is there anything that you wis 
(NOTE: This question · 
iD.vestigatoir.) 

32 
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PROOFREADING OF STATEMENT: 
-· 

The member will be allowed to read the entire statement. If there are any corrections in spelling or additions. the member will put one line through the error, add the corrected information, and initial all changes or additions. Answers will stand as originally stated. No significant changes to the context of the answer will be allowed. 

Normally, photocopies of Department members' statements will not be provided to witnesses, complainants. or victims. However, if the witness is also a member of the agreement between the City of Chicago and F.O.P. Lodge #7, a copy of the written statement will be provided within twenty-four (24) hours of the time the statement was made. 

Signatures of the in,;estigator, the person question~ and any witnesses should be written directly below the last sentence of each page. If an accused or a witness refuses to sign. the investigator will note the refusal on the statement and sign his (investigator) signature. (See Unusual Situations) 
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STATEMENT FORMAT OF A .. "l ACCUSED DEPARTMENT "MEMBER: 

Note: Members of the agreement between the City of Chicago and F. 0 .P. Lodge #7 have certain 
privileges relative to statements and interviews. There will be strict compliance with the 
contractual agreement and existing Depan:ment Directives. (Agreement between the City of 
Chicago Department of Police and the Fraternal Order of Police Chicago Lodge No. 7 effective 
through 30 June 1999) 

INTERNAL AFFAIRS DMSION 
INVEST/GA TIVE SECTION 

DATE: 
C.R# 

Statement of: (Name. rank. star#. unit of assi 
by (Complainant's name) that 
allegation( s ). 

alleg ade 
& brief account of 

Statement taken at: (locatio~ i.e .• room 1202.of, 
r .. Headquarters., ·. 

Questioned by: 

Typed by: 

SJMITH: 
(ln:vest/ 

1121 S. State, Chicago.4 

(Investigator's n~ nmJ4 £cir and-
/:1' ~~·~ '~ 

, -:~ ,,_es,- : ,;' 
(Typists' nam~ank, stairtand unitV · 

"., /~':. . fl" ••• ~-<-~ . 

including attorneys. representatives. by 
one number) 

. ATION QUESTIONS 
·v, 

'C' 

full name, rank. star nwnber and unit of assignment? 

« verbatim response) 

What is your date of birth and social security number? 

What is your date of appointment to the Depmm.ent and employee 
number?· 

How long have _you been assigned to your present writ? 

Have you been advised in writing of the specific charges/allegations ~e 
against you, the name of the complaimnt(s), the date and time of the 
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incident(s), and your ( either administrative or criminal rights)? 

Did you read and understand these charges/allegations and your rights thereto? 

Are you accompanied by counsel/representative of your choosing, and if so, identify him for the record? 

OR ~ Are you now prepared to give this statement without the a.id.~f counsel/representative? . ,.' · / 

Do. you undmtand this is m offici~e D~. · · any deviation from the truth couldmult in a ~-placed against you? 

( Accused members will norm to their statement at this point) 

BOD 

fu the question /answer mode ask q~ ·on(s) attributed to the accused and record verbatim responses. D~~f.A ement taking process. Answers will be accepted only from the accused eys or representatives may not answer directly for the accused. t_Q\lestio accuse<4 if his response to a speci ,.., relative~~gatio "tional information. wimesses or alleg ·e ~~-are.covered., including exact dates, times, locations, descrip • · . · ·~~~~ 

SMilH: 
(!7!Clast Name) 

', ~.c"'~,~~ .. :-. .,.~~-.L:'·, •! 
' : : :j~~~y> 

LOSING OF STATEMENT 

• ything that you wish to add to this statement? 
: This question is discretionary • on the part of the estigator) 

le . .· - r., . (Verbatim response) ~;r~i\ _...;~: + ame) (~w 
SMITH: After reading this statement consisting of ( amount of pages) pages and finding it to contain accurately the questions asked and the responses that you have giv~ will you sign it? 
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PROOFREADING OF STATEMENT: 

The accused member will be allowed to read the entire statement. If there are my 
corrections in spelling or additions, the accused member will put one line through the error. add 
the corrected information. and initial all changes or additions. A.n.swers will stand as originally 
stated. No significant changes to the context of the answer will be allowed. 

According to the agreement between the City of Chicago and the F.O.P. Lodge #7, an 
accused member under investigation will be provided with a copy of :my written statement made 
within twenty.four (24) houn of the time the statement was made. 

Signatures of the investigator, accused, and any witnesses should be written directly 
below the last sentence of each page. If an accused or a witness refuses to sign. the investigator 
will note the refusal on the swement and sign his (in:11estigator9 ') signatw-e. 
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LINELt>S: 

The following procedures will be followed whenever a lineup is to be conducted of a Deparnnent member. 
· 

l. Notify the on duty Assistant Deputy Superintendent, Bureau of Operational Services that a lineup will be held. Inform the Assistant Deputy Superintendent of the location of the lineup and the allegations. 

2. If the lineup is to be held in a district, notify the Watch Commander. 

3. If criminal charges will be placed as a result of a positive identification. contact the State's Attorney Office, Felony Review Unit and brief the Assistant State's Attorney of the allegations. 

4. Take a statement from the complainant. Ensure the complainant has no visual contact with the members in the lineup prior to the viewing. 

Lineups will be conducted in accordance with Department General Order 88-18. In cases where there is only one suspect, the lineup - whenever possible - should consist of at least five· (5) members. When more than one suspect is placed in the lineup, the lineup will ideally consist of at least four (4) non-suspects. in addition to the number of suspects in the lineup. If the suspect(s) are uniformed officers. all participants in the lineup will be uniformed and in those cases in which the suspect(s) are in civilian dress, the participants will be in civilian attire. 

Suspects in the lineup should generally be the same height, weight, and should have similar hair and skin color. When more than one suspect is to be viewed and great disparity is evident between suspects in height, weight, skin color, hair or sex. then separate lineups will be · conducted and non-suspects in each lineup will.have the same general physical characteristics as the suspects. All stars. name plates and hats may be removed from all lineup participants. 

The Watch Commander at the facility wherein the lineup is conducted or other supervisory officer will require that either an evidence technician or an authorized member of the Detective Division take two photographs of any formal lineup whjch remits in the jdentjfication of a suspect. An additional statement will be taken from the complainant• victim - witn~ relative to any identification that is made. 

A detective from the affected area should be assigned to a follow-up investigation if a case report is made and should be present for the lineup. The detective will complete a Supplementary Report and copies of the report will be included in the complaint register file. 

Memben:S) identified as a result of the lineup will immediately be presented with "Notification of Charges/ Allegations." "Criminal or Administrative Rights" and "Waiver/Request to Secure Counsel" f'orms. A statement will be taken from the member ifhe wishes to give a statement at that time. The on duty Assistant Deputy Superintendent and the Assistant State's Attorney should be consulted if criminal charges are to be placed. 
" 

Case: 1:16-cv-08940 Document #: 366-11 Filed: 07/16/24 Page 45 of 63 PageID #:13128



CITY-BG-029041

A copy of all pertinent reports and statements will be forvvarded to the Assistant Deputy 
Superintendent, Internal Affairs Division, prior to the end of the tour of duty. 

CMLSUITS: 

Lawyers, investigators, and insurance adjusters who are not members of official 
governmental agencies may seek to obtain oral or written statements from members concerning 
traffic accidents or other incidents of police concern. Department Rules and Regulatiorus forbid 
the dissemination of information concerning police matters except as provided in Department 
orders. General Order 93-10 and related directives should be reviewed regarding the 
dissemination of information. 

Notifications that a Department member is named as the defend.mt in a civil action will 
normally be made through the Office of the Superintendent/Legal Affairs, to the Records 
Section. Internal Affairs Division. 

I. Upon receipt of a notification of civil action against a Department member. the Records 
Section. Internal Affairs Division member receiving the notification will: 

A. Review the documents to detmnine the name of a complainant/victim., accused 
member(s) and the nature of the allegations. 

B. Ascertain if a previous complaint register investigation has been conducted. 

C. If no previous complaint register investigation has been conducted. contact the 
Office of Professional Standards to initiate the complaint register process. All 
relevant information. inch.1.ding a summary of the allegations will be induded on 
the "Complaint Against Depamnent Member" form set.· 

D. If a previous complaint register investigation has been conducted based on the 
incident(s) contained within the civil actio~ a copy of the previous case file will 
be forwarded to the Office of the Superintendent/ Legal Affairs. 

E. u: after review of the civil action filing and the previowi complaint register 
investigatio~ the Office of the Superintendent/Legal Affairs determines tlw: there 
are now additional allegariom, the Office of the Superintendent/Legal Affairs will 
submit to the Internal Affairs Division a request to reopen the ilorvestigarion. 

II. New Complaint Register Investigations: 

Upon receipt of m investigation that involves a civil suit aga.imt a Department member, 
the assign.ed investigator will review the entire suit and extract from the text oftlw: suit my 
allegations of misccm.duct aga.inst ~y Depamr».ent member. Those alleptiom wiU be noted and 
served to the appropriate accused member at the appropriate time in the investigation. 

;, 

When an attorney is listed as the complainant in an investigation stemming from a civil 
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suit. the attorney will be the first person contacted before any contact is made with either the victim(s) or winless(es'). If the attorney communicates to the investigator that his client(s) not be contacted.. no contact will be made with any client and no certified letter will be sent to any client of that attorney. 

In cases where the complainant/plaintiff is acting as his own attorney, the assigned investigator will contact that complainant and any witnesses and make those interviews the subject of a progress report. If any plaintiff or witness refuses to cooperat~ a report will be submitted docwnenting that fact. If no contact can be made with a principal in the investigation. a certified letter will be sent to the last known address of record and a copy of the letter will be placed in the investigative file. The assigned investigator will then collect any Department docwnentation relevant to the case and place those documents in the file. 

If the plaintiff agrees to cooperate with the investigator, the investigator will attempt to take a formal statement from the plaintiff or submit a detailed interview report in cases where a. statement is not taken. The investigator will investigate any allegations of misconduct taken from the body of the civil suit and collect copies of pertinent documents and add them to the investigative file. 

Reports of named Department members submitted to the General Counsel to the Superintendent are maintained in files by the Section Commanding Officer of the General Investigation Section of the division. These reports are available to investigators for inclusion in the investigative file if deemed necessary. 

m. Reports of Accused Members: 

In all Complaint Register numbers stemming from civil suits, the accused member will be given notification of Charges/Allegations which will contain all allegations listed in the body of the civil suit against that member. The member will be given Administrative Rights and the opportunity to seek counsel by executing the Waiver of Counsel/Request to Secure Counsel form. The member will then submit a detailed report as to the allegations served. 

IV. If the plaintiffts) agrees to cooperate with the investigator: 

A. Attempt to take a formal statement. 

B. If a formal statement cannot be obtained. submit a detailed interview 
report. 

C. Investigate any allegations of misconduct. 

D. Collect copies of related documents. 

V. Gathering of Accused's Reports: 

A. Pursuant to Department General Order 93-10, item IV.A .• a member identified as a defendant in a civil summom, will immediately prepare t To-From-Subject report to the Superintendent of Polic~ Attention: 

10 
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General Counsel to the Superintendent. The report will contain a statement as to the date. time and manner in which the complaint and summons were received. 

B. A copy of this report is then forwarded. to the Internal Affairs Division,, General Investigation Section,, where it will be maintained by the Administrative Sergeant. Investigators will consult with the 
Administrative Sergeant, who will make available all reports germane to the suit 

C. In the event the assigned investigator determines that the accused has not complied with the dictates of General Order 93-10, this complaint will be the subject of an additional allegation against the accused. The accused will not only have to respond to the allegation(s) noted in the summons., but will also be required to respond to the additional allegation. In addition,, the accused wiH submit the required report to the Office of the Superintendent (a copy wm be included in the investigative file.) 

D. If an officer's statement is needed. the Corporation Counsel assigned to the case will be notified of the investigator's intent to take a statement. 

VI. The Commanding Officer, Records Section will forward my previous complaim: register cases to the appropriate section for any additional investigation u directed by the Office of the Superintendent c Legal Affairs. 

A. Upon completion of the investigation based on the guidelines. cases assigned to General Investiga.riorui Section will be forwarded to the Records Section through the existing system. The Records Section will then prepare a copy of the case. sending it to the Genen.l Counsel to the Superintendent for control and delivery to the Corporaricm.·Counset 

4n 
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RELEASE FROM POLICE POWERS: 

On occasions. it may be necessary for an investigator as a result of his prelimjnary investigation to release a sworn member from "powers of arrest" and/or "Department vehicle driving privileges." This is a significant action. which will only be accomplished after consultation with the Section's Commanding Officer. at the direction of the Assistant Deputy Superintendent. Internal Affairs Division. Assistant Deputy Superintenden~ Bureau of Operational Services or equivi.lant. 

I. Procedures: 

1. Prepare a "NOTIFICATION OF DUTY RESTRICTIONS .. form (CPD--44.301 ): 

A. Make sure the appropriate restriction boxes that apply are checked. 

B. The investigator will read aloud to the member each of the applicable duty restrictions and have the member place his initials in the space provided. 

C. Members will fill in the acknowledgment section in the center of the form. 

D. A photocopy of the form will be given to the member and the original will become a part of the master file. · 

2. An EQUIPMENT TRANSACTION RECEIPT (CPD-62.141) form will be prepared. 

A. Items available at the time of collection bearing serial or identification numbers (i.e .• Star. I.D. Card) will be indicated on the appropriate line. 

B The member will sign on the the "Returned by'' line. 

C. Investigators receiving items will sign on the "Received by" line. 

D. The goldenrod copy of the form will be given to the member. 

E. All collected items will be submitted to the Personnel Division along with the original of the form. 

F. The investigator will retain the pink: copy of the fonn for the investigative file. 

3. Prepare a "REQUEST FOR ISSUANCE OF TEMPORARY IDENTIFICATION CARD" form. (CPD - 44.302) 

A. Give the member a copy of this form and instruct the member to report to the Personnel Division in ltoom 802. 1121 S. State during regular operational houn of the Personnel Division on that day or the following day, to obtain a temporary 

•• 
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identification card. 

B. Retain the original in the investigative file. 

4. Complete the TO COMMANDING OFFICER OF ACCUSED section of the 
NOTIFICATION OF DUTY RESTRICTIONS. {CPD-44.301) 

A. This form will then be given to and signed for by the Commanding Officer of the 
member's unit of assignment A copy will be given to the Commanding Officer. 

B. Retain the original in the investigative file. 

II. Upon completion of the "RELEASE FROM POLICE POWERS09 process. the 
investigator will: 

1. Submit a report through channels to the AssisWJ.t Depw:y Superintendent, Intern.al 
Affairs Division. Attn: Commanding Officer. Administrative Section and include 
the below listed information on the released member. 

A. R.mk. 
B. Name. 
C. Stu number. 
D. Complaint Register Number. 
E. Date of Release from Powers of Arrest. 
F. Reason for Rel~ 
G. Present Unit of Assignment. 
H. Temporary Unit of Assignment. 

III. If the Assistant Deputy Superintendent. Internal Affairs Division or the Assistant Deputy 
Superintendent, Bureau of Operational Services determine tlw: it is necessary to reassign a 
member whose police powers have been relieved. the Office of the First Deputy 
Superintendent, Bureau of Operational Services will be contacted for a new assignment. 

..... 
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COMPENSAllON FOR DEPARTMENT MEl\IBERS ON INDEFINITE SUSPENSION -NO PAY STATUS: 

Department members, who are on indefinite suspension or otheiwise in a no•pay st.atus,. may be required to appear at the Internal Affairs Division., pursuant to a complaint register investigation. ln accordance with contrac:tu.al agreements with the City of Chicago, a member in the identified status who appears as required will be compensated for such appearances. 
The assigned investigator will prepare a Compensation for Department Member on f.ndefinite Suspension~ No Pay Status report (CPD 44-109) for submission through channels, to the Assistant Deputy Superintenden~ Internal Affairs Division. 
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VEIDCLES: 

It is the policy of the Superintendent of Police that vehicles assigned to the Intema.! 
Affairs Division be assigned to investigators for official use only and will be used when 
conducting actual Department business during on-duty hours. Section Cnmrnamding Officm are 
responsible for assigning these vehicles as the need arises. Any deviatiom to this policy will 
only be made by the Section Comm.anding Officers. There is no blanket policy allowing for 
vehicles to be taken home by an investigator or to be used beyond normal working hours. When 
a vehicle is not being used., it will be parked in an authorized lot at the Headquarters building or 
at an alternate facility as appropriate. 

Section Commanding Officers will ensure that a vehicle inspection of all vehicles 
assigned to their section is conducted., by a sergeant. each Monday during the second watch. In 
the event that the division is closed due to a holiday, the inspection will take place on the 
following day. At least one Monday per month, the Section Commanding Officer will 
personally conduct the inspection. All damage and deficiencies will be properly noted and the 
Electronics and Motor Maintenance Division will be contacted for repairs or replacement. The 
Section Commanding Officer will then submit a vehicle/equipment report to the Assistant 
Deputy Superintendent, Internal Affairs Division. 

Upon receipt of proper notification. vehicles will be taken to the desigrwed area garage: 
for maintenance. All vehicles assigned to the division will be washed on a. weekly basis or as 
often as needed. Section Commanding Officers will submit a monthly report indicating the 
vehicle number. call number. duty hours and name of member as.signed to all vehicles in their 
section. 
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REFERENCED ORDERS 

PERSONAL APPEARANCE: 

G.O. 88-15 
G.O. 88-15-01 
G.O. 88-15-2B 

G.O. 88-15-2D 

G.O. 92-3 
G.O. 93-2-01 

G.0. 92-3-01 

G.0.92-3-04 

Uniforms/Citizen's Dress and Personal Equipment Responsibilities and Procedures 
Uniform/Citizen's Dress Requirements and Equipment Specifications 
Uniform/Citizen's Dress Requirements and Equipment Specifications 
Weapons. Department and Personal 
Department Authorized Firearms and Ammunition for Sworn Members Hired on or Before 1 December 1991 Department Authorized Firearms and Ammunition for Sworn Members Hired After 1 December 1991 
Authorized Semi-Automatic Pistols 

INVESTIGATORS - TECHNICAL SUPPORT: 

G.O. 93-8-7 Master Recording Tape Review Procedures 

Organized Crime Division 
S.O. 97-01 Confidenti~ Illinois Drivers License 

FIELD DRUG SCREEN PROCEDURES 

Internal Affairs Division 
S.O. 96-04 Field Drug Screen Procedures 

INITIATING COMPLAINT REGISTER Nm.mERS 

G.O. 93-3 
G.O. 93-3--01 
G.O. 93-3-02 
G.O. 93-3..03 
G.O. 93-3-04 
G.0. 93-3-0S 
G.O. 93-3-06 
G.0. 93-3-07 
G.O. 89-3-lB 

Complaint and Disciplinary Procedures 
Department Member's Bill of Rights 
Specific Responsibilities 
Conduct of the Investigation 
Reporting and Review Procedures 
Special. Situations 
Suspension/Options 
Summary PlmJsbrnP.ttt 
Preliminary Investigations 
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G.O. 92-1 
COS message #93-011526 
COS message #96-004801 
COS message #95-011753 
G.O. 97-1 

Hwnan Rights and Humm Resources 
Complaint and Disciplinary Procedures 
Special Situations - Indebtedness 
Special Situations 
Criminal Organizations 

LINEUPS: 

VEillCLES: 

G.O. 97-2 
G.O. 97-2-l 
G.O. 97-2-2 
G.O. 97-2-3 
G.O. 97-2-4 
G.O. 97-2-S 
G.O. 97-2-6 
G.O. 97-2-7 

Lineup Procedures 

Department Vehicles 
Vehicle Assigmnent. Allocation and Operation 
Vehicle/Equipment 
Emergency Equipment 
Vehicle Comumables 
Vehicle Service 
Operation of Department Vehicles - Use of Seat Safety Belts 
Department Fueling Locations 
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SUMMARY RE.PORT· 
SUBJECT: COMPLAIN'f· RE:GlSTER INVESTIGATION NO.: 123456 

18 October l 998 

CHICAGO POLICE CEPAATM!!!:NT 

INSTRUCT1C1Nllla SUBMIT OPUCIINAL ANO 2 COl"tU ill' ASSICINlllC TO SAAelll! Ul'IIW AJi1 ACCU811lL • 
SUIBMIT OAVQIN,111,1., ANO 4 COll"IU IIW NOT ASlhQNIID TO ILAlilllt UNIT AJi1 AC.CUSD. TOi SUPl!:PUNTENOENT OF POt..lCE 

ATnNTION w ADM1N1STRATOR IN CHARGE. oFYica: o,r PRonssroNM..nM~su:s XQI ASSISTANT O!PUTY SUPUIINTI!'.NOENT, INTIRNALMID'AIRS DIVISION l'IIIOM •INVIESTIGATOA'S NAMllt 
AANIC. ISTAIII NO. SOCIALSIEC:.NO. Uilllll.0VllUUe@., UNIT ASJ. 

JONES. Robert T. Sgt. 1234 123-4)-0789 12.3456 !P ; 121 
~e:Fl!:AENClt NOS. (l..iliT AU. Rlltl.ATlltCI c.111_ c.a..1.A •• IN\IIINTOIIIV NOS. &TC .. PIIUtTlllll!lNT TO TMUil INVGT1ClATl01189 ._._ '-'· --· ,.,_ 

.. ,,. • ... 

-- \.'";-fl. ~--Th-~ 
COMPLETE IF APPLYCABUC 

. . - ... .........," . ..a.ooA&:SS 01' INCIOI.NT .... ~ - IOATI OF 1Nc101tNT • TIMS . j;T oil' 1HC1oun ........ 1il!IED.,. 
12345 South Main St:l:'tHt 1 Se,»t. 1998 , 1030 hrs 2610 -"' ,: 19. rAMlll 

~ANK_ rTAIII NO. SOCIA&. S«c. NC. ~Ylll/1:NO. UNITA-lLlli 
- . 

'234-56-7890 234561" .. :.~ --~ 026 

,1. DOE. John P. . 
P.O. 56789 . .. . 

! . . ... 
3456 78--~ ~'025' 

SMITH. Jane M. P.O.l 67890 345-67-8901 I 

! I 

I ,.;-cw.~ .. ·-ti. 
i I - "'" -· -.. 

:SIOC/RACEt I Q.O.S. OATlll OF APIIIOINTMl!NT '.OUTV STATUS (TIMlll 011" INCIOUl1'1 ·XI SWOlilH ....... I 

I ........ 0 l. M/8 i 12 Mar 1956 10 Feb 1980 I II,.. ...... ,,-,.v r"'f t'\fJIIP, .,. 'TV □ --·· -- - c-• 0 
.. .. 

F/W 18 Dec 1962 22 Apr 1988 i '@SWOIIIN· . 

::i 
:z. y 

IIoNoUTV c:J OFl'f!IUT'P C:IVII.JNd•·: 0 
IJ 
C 

I 8SW0"'41 ....,.. --:J. 
CJ OHOUTV ClOPPl!lun' CfVIUJUdl • .:. ~f/1 A"'"-'GAOWII • DAflil .............. 'ft!! ... C.>-tAAGU. . .. C:OUIIIT llllltNIICH '01.1161'0SUTION 6 CIATt& I!' APFLIC:::.UW ···- ''- ... : .... 

~ -----·. 
1. amu:m 

- . . 

; :'!!'.:.:.-~~,~·· ~ 
2. .. .. 

_ • .,........:..;.,...;.-••.6 
"" 

,:-,or·· 

... 
3. 

_,.. __ . .- . . . 
I r<AMi A001UtU•• 

CITV liTATl!l k TIIEl..&PHONlll rP/RAC& 

1 
0.0.&,/.MiUt p ...... 

z 

·--.. WOODS, Charlene A. 1636 West Ea Strtec ·en1caio,Il 312)711- 111 F/B 25 Jut 6L ·-· 
c.,_ 
iz 

Empl.#234567~312)747-~310 

2< JONES. Robert 1'. Sgt. Uni.ti 121 Scar,6789 M/V 10 May 4c 
0 

NAME: J A00111USeo C:ITY liTATI: TIIEu.PHONlll SU/RAC& 0.0.a..tAO.lll ....... .. 
·-:II COMPLETE IF APPLICAI . .. =.:·.-= ·-· j: 

y 

·- .' . 
off; •-:..!ll!lllll'f' ~ 

> 
NAMlli AQCAUS•• C:ITY STATll Tit~& SQ/IIIACfit 04.8.JAQII!. p.,..._ "' 

IJ' APPLICA.l:U .. 
::. 

5t COMPUTE . . .. --=s 

-
~-

!' ... :_; · ..... !'.!"!"f-':"'':°...J 111! · .. ,. .. ... . . ; :•'!'!' . ~-.,~-~--i' .. ·- . . . 
□se:llt A TT ACHlll0 SHIIIIIT 1'01111 A0CIT10NAL AC:CUSffl. C0M11D\.AIHANff. V ICTfMS. WITNIDSU. • SU JIIIGt\fl!l:,H !10111 FOA cooa. INS'!"IIIIUc::TtONI IIIOASTATIIIHIA&..l.&IIATIONI. AAIGOCC~Cl,,..IUIDIIAINOCAOf'TfflUIUMMAIIIIV AO 
•• , .. CPO Mo.t1!911tlill. UST IIIANK. fflU&. IOC:!AL. SIIA:UIUTV, ~vu NOS. IN ADOA8U. II'~ IN ~IK ~ 
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CITY-BG-029051

· - INTERNAL AFFAIRS DMSION (ST A TE THE INVESTIGATIVE SECTION) 

TO: 

FROM: 

COMMANDING omCER (STATE THE INVESTIGATIVE SECTION) INTERNAL AF'F AIRS DMSION 

11 OCTOBER 1991 
C'Rll234S6 

:. ·-:--

,..2_....sr.:· ·_ 
••C•-~•. 

SERGEANT/POLICE AGENT/POLICE OFFICER_ (STA TE THE INVESTIGATIVE SECTION) INTERNAL AFFAIRS DMSION 
- _.., __ ,._ 

SUBJECT: STATE THE PURPOSE Of' THE REPORT (NO PROGRESS REPORT HEADING) 

. - .,:; ... --=--

ALLEGATION: On l September 1998. at 12345 South Main Street. atapproxmw=ly 1030 hows. the accused officers failed to complete a case report and failed to arrest m offender in violation of an order of protection. It is fun.ha' . alleged by Sergeant JONES. that on l September 1991. at 12345 South ' . · . Main Street. at approximately 1030 houn. the accused officers illeplly confisca= a cellular phone which they failed to inwmory. · - --- - · -- --

Body of report (block form or indent) 

APPROVED: 

Comm.anding Officer 
(State the Investigative Unit) Internal Affiws Division 

_;< .. \~~t~tt~-·;. .. . . ~-.:-- .. :~.:~·-:.-:-.~·~r,• ·,-.· 
. , .. , •C. _ •. ~t':. t':~~~";J:•i·. :-

• ~. :_;_: .~ '"~; --~_.;_::: ._· ... 
• .. ~• -a.", .• : r.~-

f.nvestigator title & name 

.._: .. 

. -~~~~~;:.·: . ··: ~ ;. .. _._-:.;-;;...;_ .• _ .· 
. ---.,.. ... :- -. . 
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CITY-BG-029052

· . SUBJECT: Repeat the Subject CR# 

Body of report 

uu1r a report is longer than one page, then the approval block should be included on the last page of the report. · · · 
• .. •If a report is longer than one page, then the attachment numbers should read: 

r . 

. 

Att#X 
l of _pages 

Att#X 
2of_pqes 

Att#X 
3of_paga 

Pap 2 or l'WO or upper left comer 

·:_,_._ 
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CITY-BG-029053

NOTIF1CA TION OF OfAAGES/AWGA TIONS CHICAGO POUG DIPAlfflotl!Nf 

NAM& OF ACCUSED 
~ e-rAII....,. 

ALL lNFORMA TION MUST BE INCLUDED 01 1 tt.1S LIN ."'' ....... 

GIW"1 T0 ~ Mft ,._ 
MUST BE INCLUDED 
UNff CS M,§KiNRAIBff 

The law provides that if you are to I?• charged with a criminal ctht~ or if~~-fnlffl the oia.,m.,.t 
wiU be sought, you are to be 1dvt'ied an wntu,g of the speafic •II• ot improper acu atlCHJM •mt or 

attributed ta you. 
Furtnermor@. O~l'l'Utffl policy provida that you haw a right to be advised ir, wmin9 of th@ .,_,..,. of 

complaiNmU and alleqeuom against Y.t~ prior to any _quesuontr11 of~ conatmft9 N e&l~Gft. u,1111,id• of 

the nature of th• aUeqeuon and ewn , u1e all09euon 11 sum that at wd& not rftU6t in tM filing m mtmZ CNnJ• 
or the filin9 of ~ation chargn. A<cordingly, you are h~ adviMHII that the followit19 allegauOM Nlwt bffft attribuud w you: 
CC,ll,l!IIUWANVII 

Ms. Charlene WOODS L 

2• Sgt. Roben T. JONES. Star. 123. Internal Affairs Division 
3. 

4. 

The allegations must be date. time and loarion specific:.. There are no exceptions to mis rule. If the allegation took place over a period of time. the allegation should be as specific as possible. 
such as. "in that between June, 1997 and July 1993• or between the hours of 0200 and 1600, etc. If the location cannot be pinpointed. the allegation should be u specific: as possible,. such as. "In the south 4800 block of Halsted" or "in the building located at 410 South Plymouth Court''. 
••All ·allegations must be listed in this section in order to request a r~n from the accused or 
to talce a question and answer statement. Use additional Notification forms if one form is insufficient. 

wrrNESSES 
Must have at least one witness 

pgpAMf IN DURJCATI! 
~C!IICllf•III I '1 fie. 
~-~~-'h 

..... -···-·· 
Cffl,,,4,la.11S(Rlw.~ 

_......,._ 
.... ~.r ~-- --~ .... • •.•. ~=-. 

.4::' --·· 
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CITY-BG-029054

NOTIACA TION OF OfARGESIAUEGA TIO NS OIICAGO POUCI D!PAltTYINV 

NAMli OF ACCUSED 

S'MlTII. John 
RANI& 

P.O. 

GNIN TO ACOJUD 
OATII TlMII 
25 October 1998 0900 

STAR NO. UNITOII ASSIGNMINY 
56789 026 

Th• law provides that if you arti to ~• ch:1rged ~ith a criminaA off•~ or if ~r ~en from the ~cint 
will be sought, you are to b4 1d111sed 1n wnt1ng of the sp«afic ,II~ ot ,mprop@d' acts alleged aga,nn or 
attnbuted to you. 

. ... 
Furthermor•. O•pannutnt poAicy providft that you have a right to bet adviwd in writing of the namn of 
complainants and 111ilfl(Jatiom against you prior to any quemoning of~ conc«rring me aJlegauon rt91111Gleu of 
thct nature of the t111ll"9at1on and even ,f the allegatio,, is such that it w,U not rinu6t in tbl filing of aimi~ ctwgn 
or the filing of s@p.-ration ct,arg~ . _ 

--~.-:;.~ • ..:...~.-. 
A«ordingly, you are hereby advesed that the follOWtng •lleg111t1om ha~ bffft attribuhld to you: 7:-;';':.., . .:.. .. ~- -·:.-
COMA.AINANff: 

..... :.;; ... 1 ......... r ... 
-; -~ -t. Ms. Charlene WOODS 

. ..... 2. Sergeant Robert T. JONES. Star 1234, lntemal Affairs Division 
3. 

4. 

Ms. WOODS alleged that on l September 1998, at 12345 South Mam Street. at appt>ximately I 030 houn., the accused member failed to complete a case report and failed to arrest m offender who was named in m order of protection. 

It is further alleged by Sergeant Robert T. JONES, Star 1234, that on l September 1998 at 12345 South Main Street, at approximately l 030 hours, the accused member confiscated a cellular telephone, Ameritech Model 123 and failed to inventory it. 

Must have signature or "refused" 

;, 

;--:::u: ·-·~ -~ --:.:."':z 
WUTNESSES 

Must have at least one witness . ., •.. ,, - ... - .. 

PMPAM IN l)USIIUCATI!: 
~ ~t.. Is I . Iii lii.o'I filA 
COM•~~-

., .. _ ... -. 

......... "'9•. ~--~ ..;-' -· .. ., - -~---·-.i ... ..:•.~·.·-~.:.. 
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CITY-BG-029055

ADDITIONAL NOTES 

► · Attachment numbers should be listed sequentially and whm tbeffl are multiple pages they should be listed as "1 of J" "2 of 3" "3 of 3 ". (Example oniy) 

.. -

.. 

Every case must have an initiation report and it should genen.ily be list.ed as au:achment #2. 

The attachment section on the reverse side of the Summary Rq,ort Digest must always be completed. 

All cases completed by the Intmw Affairs Division require m "evidence/attachment list". 

All witnesses must be listed. It is incorrect to mention a wit:m:ss in the case summary and not to have listed them in the Surnrnuy Repon/Diges. 
All required infomwion must be included for additional accused members or witnesses when a continuation pqe is uriHzerl 

.. - When qwmion.s are sent to an accused member with the Notification of Charges and Allegations .. the questions should be inc:luded as an attachment. 
►- Avoid telephone inter'Views unless absolutely necessary. When inte!'Viewi111 civilians in person. obtain verification of their identification such as a driver's license .. state identification card. other picture identification and photocopy if means an: available. Document in your report that you did verify the identification and the means in which it WU done. 

II> -

-

[n civil suits. the victim's attorney should be listed as the complainant and the pwntiff in the lawsuit should be listed as a victim. 

All la.st names should be capitalized. 

No abbreviations in the ~mmmary allowed. Abbreviations are allowed OD. the face of the Summary Report/Digest if space is limited.. . - -·• -·-
[fa complainant refuses to further coo~ a letter of decli.nation will be ····• ... -~ 
oJ,mined., 

. · .. -.. ~·;·~~~· "'~ . ._...- . .. . .. 
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CITY-BG-029056

INDEX 

SUBJECT 
PAGE Accused Members 

18 
Administrative Section 

1, 4A 
Advocate Section 

1, 4B 
City of Chicago Employee Arrest 

18 
Civil Suits 

38 
Civilian Disciplinary Hearings 

26, 26A, 27 Civilian Members 
5 

Civilian Predisciplinary Chart 
26A 

Conductoflnvestigations 
13 

Confidential CR Numbers 
10 

Confidential Investigations Section 2,4C 
Criminal Allegations 

17 
Detective Division 

14 
Documentation for Investigations 

14 
Dress Exceptions 

1" 
Dress Requirements • Civilians 

1 
Dress Requirements • Swom 

6 
Drug Screen Procedures 

9 
Duty Restrictions 

41 
Equipment 

9 
Evidence Sheet 

15 
Evidence, Inventoried 

16 
Felony Review 

17 
Field Response 

10 . 
F annal Statements 

23 
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CITY-BG-029057

INDEX 

SUBJECT PAGE 
General Investigatiom Section 2, 40 
Hours of Operations 3 

Identification Requirements 1 

Initiating Complaint Register Numbers 11 
Interview Reports -

23 
Investigario~ Conduct of 13 
Invesri gators s 
Lineups 37 

Medical Roll Abuse Investigariom 22 
No Pay Starns 43 

Notification of Duty Restric::ti«:ms 41 
Office of Emergency Communications 9 

Organization for Command ~ ADM 4A 

Organization for Command - Advocate 48 
Organization for Command - C1S 4C 

Organization for Command - GIS 40 
Organization for Command - Records 4E 
Organization for Command - SIS 4F 
Personal Appeannce 6 

Photographs of Depanment Members 16 
Physical Evidence IS 

Pred.isciplinary Hearinp 24. 25, 25A 

. Preliminary Investigation. Sample Closing Rpt, ::u 
Preliminary Investigations 19 

Proofreading Statements 
. 

30.33.36 
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CITY-BG-029058

INDEX SUBJECT 

PAGE Receipt for Department Issued Equipment 
4 Records Section 

2,4E Refusal to Sign 

19,24,25 Release From Powers of Arrest 
41, 42 Request for Issuance of Civili~ ID Card 
42 Residency Investigations 

22 Section Commanding Officers 
3 Section Organization 

3 Special Investigations Section 
2,4F Special Prosecutions Bureau.. SAO 
17 State's Attorney Office 
28,. 29 Statements - Civilian (Sample). 
28, 29 Statements - Criminal Rights 
25 Technical Support 

1 U.S. Attorney 

18 Unusual Situations 

24 Vehicles 

44 Waiver of Counsel 

13, 14 Withdrawal of Complaints 
14 
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