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GENERAL ORDER 
13 January 1993 15 January 1993 

cXJ.cpLA I N'l' AND DISC I PLlNARY PRC>C'XDURES C 

"(I.. Al(O O'It(CTIV(, 

~1Ll Ortlaral o.p.n:..ant Qr'9&111ut..1cm tor c:-Adl 
TTatric A=.14.,t. tnVOMt.19at.1.oQ/ ~t TTattlc .a.tatT 'J:"09X'IIIIj 
.-dla OUlldll"..; lllUlrX"09A UOIUII , iald &Qd Cwa t.od.1aJ. • 

I. INTRODUCTION 

The Supe:.:-int.ndent i. charqed with the r.aponaibility and ha. the Authority t,( 
m&intain di.cipline within the Oep.art.ment. AccordinCj11y, he lIlU.t enaure that 
internal inve.tigation. are conducted in accordance with the, proviaion. outlined it 
thin directiv., in order to provide Department: ~r. with tho fund~nt"~ 
pr1ncipl ... of fairn ••• and to en.ure that ~era are afforded all th.ir ri9h't •. 
The.e riCj1hta' will .1.0 be under.toad to mean the proviaion. ot the applicLblf 
aqreemitnt (contract) bet~n the City ot Chicago/Oepartment ot Police and tf'li 
p.rticular orCj1ani.zation (union) repre •• nting the IMmber.. -

Allmem.ber. will cOCIlply with Department Rule. And ~lationa, directive. anc 
order.. MecD.bera who tail to comply hinder the et t.ective performance ot the 
Department' a function.. Thi. failure will be conaidared juat cau.e tor diilcipllnar:' 
action. Sworn lDIIIUbera will be held atrictly accountLble tor properly exerciail}g the 
authority. they haVe tl4Mn qiven to protect the righta, livea and property of &1': 
individual 8. At the .&.IDe time, Dep&.rtment membera lX1uat be prot.cted &r;';;)'1.oat taiel: 
aIIaqation. of mi.conduct. Thia can only be accompli.hed through a con.i .. tantl~t 
thorough inv •• t;igativtl procea.. PrOGlpt, thorouqh inve.tigation. will be conduct..-c. 
into all89ation. of mi.aconduct. to eat&bliah tact. which can &.baol va the innoc.nt &ru.! 
id.ntify the guilty. 

Certain riQht. atforded all Department member. relative to the conduC1;. ot .:. 
di.ciplinary inveatiQation are •• t torth. in Add.ndum 1 of thi. directive. However, 
I1M1lJl.b~U·. ar. ~1.nc1a<1 that th.y can be diaciplined, evan aeparatad from th~ 
Dep&rt.lDant tor retuainq to an.",.r queationa, narrCNly directed, r.latin9 to thei: 
ot t. ic ial action. or obligation.' which ..,..re a •• wned upon appointment to th.) 
Depa.rt.ment. 

II. DISCIPLlKARY PROCESS 

All . alleqed or .u.pected violation. ot O.partment Rulea and Requiation. 0::;­
directiv •• by any member with the exc.ption of taarporary o.~nt amploy... (i. •.. 
•••• on.l temporary and int.rn.hip program employ ... , .tc.) .worn'and civilian, o~ 
the Chicaqo Police Depa.rtlDent will be proce.aed. in accordance w.ith the proviaion.J 
ot thi. order. 

Th. addenda which coarpri .. thi. order .et forth riqht., r •• pcnaibiliti •• an'; 
proceduree for conductinq inveatigationa r.lative. to di.ciplin&ry matt.r •• 

A. Addendum 1: 
B. Addendum 2: 
c. Addendum 31 
O. Addendum 41 
E. Addendum 5 : 
T. Addendum 6. 
C. Addendum 7. 

Indicate. new or revia.d item. 

Department K-=ber'. Bill ot Right. 
Specific Reaponaibilitiea 
conduct of the Inv.atlqation 
Reporting and Review Procedure. 
spacial Situation. 
Su.penaion/Option. 

SWlmArY Puni.hment-~I /G--)~ 

superintandent 0; ~~i;e~~ ~ 
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DA'N: O~' ISSUE t:l'l ~:c..:'t't Vf~ PA'J't.:: 

REVISION TO: J
Nll' 

11 MAY 2010 1.1. "'LAY :lOLO A 
General Order 93-03-01 

'------------'---------.---;J)::c:Jc::'"-:::'['~I\'::-" _-:1-----------·------ ,------
~... fI ~.:SCl'1\Jl)9 

UU'J.'XON 

DEPAR',t'MEN'l? MEMBER'S BILL OF RIGHTS __ , ___ ' _____ ,, ___ . ___ , _______ . __________________ ,'--__ ._-'-' ,L-..-... __ ._, __ ._,, __ "' ______________ _ 

:[ . PUHI?OSl<:: 

Tbis direc~ive revises Department merr~er's bill of rigbts relative to wrj,ttell 
or fo:nna,l statements given by mernbe:cs under investigat.ion fOT nd,~scon,duct:,. 

IX. HEVIS:(ONS 

A. It.ern I-His rev:i.sed and reads: 

1-1" A Department member under invesU.gat::i.on will bep:t;'ov id,~"d, wi t,bout 
unnecessa:r:y delay, with a copy of any wci.t,cen O,l;" ,{o:cUlr.:d ~;tal:,etllenl:_ 

the member has made. 

NO'I'E: W:cicten or forma.1 sta£:ements LncJwJe any eJect:C'(),n:i,ca:U.y 
recorded statements made I)Y De,pCl.l:'/:Jllent mC-!lnbE.'T!;;, 

1'3, Item I-M-Il is revised and reads: 

10-01.],2 MAV 

'1'11e member wi.ll be provided, Wit;i10L[I: 

copy or: any wJ:'itl:en or .formal statement 
\_lrU:leCI2S~'o.:cy ci.e.i.cry, w),th Ct, 

tl1e me,mb6'.c l'Ia.::; H/i;l,ch-:. 

NOTE: Wri. t t:;en or fo,nnal statemen I:s if.lc.l.W.1e any eJeccro((,icaJ.Iy 
reco.rded statements made by Depax'£':.ment membE,',cS, 

Superinl:endenl: of Polic'e 

e Ch~cago police Deparcmenc, April 2010 

New or revised mat.el~ial is indicat:ed by .i t.a.Lies. 
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ADDENDUM TO: "",UOCNOl.a." N 

General Order 93-3 13 January 1993 15 January 1993 1 
SUIlJ«'CT ol.nu~ fIIII~.CI"O • 

• U TlOtt 

DEPARTMENT MEMBER'S BILL OF RIGHTS 

PURPOSE 

This addendum reiterates certain rights afforded Department members relative to 
complaint and disciplinary procedures. 

A. The interrogation of a Department member other than in the initial stage of the 
investigation shall be scheduled at a reasonable time, preferably while the meffiber 
is on duty, or if feasible, during daylight hours. 

B. The interrogation, depending upon the allegation, will normally take place at either 
the member's unit of assignment, the Office of Professional Standards, the Internal 
Affairs Division, or other appropriate location. 

C. Prior to an interrogation, the Department member under investigation will be 
informed of the identity of the person in charge of the investigation, the 
interrogating officer and the identity of all persons present during the 
interrogation. When a formal atatement is being taken, all questions directed to 
the member under interrogation shall be asked by and through one interrogator. 

D. No anonymous complaint made against a Department member ahall be made the subject 
of a Complaint Register investigation unless the allegation is of a criminal nature. 

E. Immediately prior to the interrogation of a Department memPer under investigation, 
the member will be informed in writing of the nature of the complaint and the names 
of all complainants. 

F. The length of the interrogation will be reasonable, with interruptions permitted for 
personal necessities, meals, telephone calls and rest. 

G. A Department member will not be threatened with transfer, disciplinary ac'tion, 
dismissal or promised a reward as inducement to provide information relating to an 
incident under investigation or for exercising any rights contained herein. 

H. A Department member under investigation will be provided, without unnecessary delay, 
with a copy of any written statement he has made. 

I. If the allegation under inveatigation indicates that a recommendation for separation 
ia probable against the member, the member will be given the statutory 
administrative proceedinga rights, or if the allegation indicates that criminal 
prosecution is probable against the member, the member will be given the 
constitutional rights concerning self-incrimination prior to the commencement of 
interrogation. 

J. A Department member under interrogation will have the right to be represented by 
counsel of his oWn choice and to have that counsel present at all times during the 
interrogation. The interrogation will be suspended for a reasonable time until 
representation can be obtained. 

K. If the police officer under interrogation ia a bargaining unit member represented 
by the Fraternal Order of Police, he will have the right to be represented by a 
representative of the Fraternal Order of Police, who will be either a police officer 
on leave to work for the Fraternal Order of Police or a retired police officer 
working for the Fraternal Order of Police. The interrogation will be suspended for 
a reasonable t~e until representation can be obtained. 

L. A civilian Department member under 
represented by a union representative 
contracts. The interrogation will 
representation can be obtained. 

interrogation will have the right to be 
in accordance with applicable existing union 
be suspended for a reasonable time until 
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H. When a Department member is required to give a written statement or oral Btatemen~ 
in the presence of an observer, as a witness in a disciplinary investigation othe 
than summary punishment, or as a witness in a police related shooting investigation, 
at the request of the member the interview shall be conducted in the following 
manner: 

1. The interview of the member will be scheduled at a reasonable time, preferably 
while the member is on duty or, if feasible, during daylight hours. 

2. The interview, depending on the nature of the investigation, will normally.take 
place at either the member's unit of assignment, the Office of Professional 
Standards, the Internal Affairs Division, or other appropriate location. 

3. Prior to an interview, the member being interviewed shall be informed of the 
identity of the person in charge of the investigation, the interviewing member, 
the identity of all persons present during the interview, and the nature of the 
complaint including the date, time, location and relevant RD number, if known. 
When a formal statement is being taken, all questions directed to the member 
being interviewed shall be asked by and through one interviewer. 

4. The member will be provided, without unnecessary delay, with a copy of any 
written statement he has made. 

5. A member being interviewed will, upon his request, have the right to be 
represented by counsel of his own choice and to have that counsel present at all 
times during the interview, or at the request of the member being interviewed, 
i( the member ia a bargaining unit. member represented by the Fraternal prder of 
Police, he will have the right to be represented by a representative of the 
Fraternal Order of Police who shall be either a police officer on leave to work 
·for the Fraternal Order of Police. or a. retired police officer working for the 
Fraternal Order of Police. The member's counsel and/or representative, it any, 
will only advise the member but will not in any other way interfere with the 
interview. The interview shall be postponed for a reasonable time, but in nr 
case more than forty-eight hours from the time the member is informed of th~ 
interview and the general subject matter thereof, until his counselor his 
representative can be obtained; provided that, in any event, interviews in 
shooting cases may be postponed for no more than two hours., 

NOTE: Items M-l,2,3,4 and 5 of this addendum do not, apply to questions from 
a supervisor, in the course of performing" his normal day-to-day 
supervisory duties or to requests to prepare, detailed reports or To­
From-Subject reports, except To-From-Subject reports that relate to a 
police-related shooting. 

6. The length of interviews will be reasonable, with reasonable, interruptions 
permitted for personal necessities, meals, telephone calls and rest. 

N. The Departm~nt shall not compel a member under investigation to speak or testify 
before, or to be questioned by any nongovernmental agency relating to any ~atter 
or issue under investigation. 

Indicates new or revised item. 
87-028 BW 

2 
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ADDENDUM TO: 
General Order 93-3 

SUBJECT 

D./\TE OP ISSUE 

23 May 2001 

DISTRI­
aUTION 

EPPECTIVE DATil NO. 

24 May 2001 2B 

RESCINDS 

SPECIFIC RESPONSIBILITIES C Addendum 2A 

I. PURPOSE 

This addendum: 

A. defines the responsibilities of Department members when allegations of 
misconduct come to their attention. 

B. sets forth procedures relative to certain investigatory and review functions. 

II. RESPONSIBILITIES 

A. Individual Responsibilities 

1. All Department members will perform the duties and assume the 
obligations of their rank and/or position in the investigation of 
complaints or allegations of misconduct against any Department member. 

2. Each member will cooperate with personnel from the Office of 
Professional Standards, the Internal Affairs Division, or any other 
member conducting such investigation. 

3. Department members who are not directly assigned to a Complaint 
Register (CR) investigation, including members in command channel 
review, will not contact complainants or witnesses for the purpose of 
reinvestigating, obtaining additional information, or clarifying 
information regarding the case. 

NOTE: This prohibition does not apply to Department members directed by 
the Superintendent to contact complainants or wi tnesses to ensure 
compliance with this directive or to verify the information 
obtained during the investigation as part of an audit or quality 
control check. 

4. A Department member within the command channel review process with 
concerns regarding missing, erroneous, or vague information relative to 
a CR investigation will address those concerns in a nonconcurrence 
report. 

5. Members who have knowledge of circumstances relating to a complaint 
will submit an individual written report to a supervisor before 
reporting off duty on the day the member becomes aware of the 
investigation. The report will include the CR number and all facts 
r-elating to the incident known or reported to the member. The 
supervisor will forward one copy of any such report or document, 
without unnecessary delay, directly to either the Office of 
Professional Standards or the Internal Affairs Division. A letter of 
transmittal or cover report is not required when such reports or 
documents are forwarded. 

B. Initiation Responsibilities and Procedures 

1. When misconduct is observed or a complaint relative to misconduct is 
received by a non-supervisory member, such member will immediat~ly 

notify a supervisory member and prepare a written report to the 
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commanding officer containing the information received, observations , 
made, and any action taken. 

2. When misconduct is observed or a complaint relative to misconduct is 
received by supervisory or command personnel, they will initiate a 
complete and comprehensive investigation in accordance with this and 
other directives without looking to higher authority for such action. 

3. When reports of alleged or suspected violations 
supervisor or command officer who first receives 
alleged violation will: 

are received, 
information of 

the 
the 

a, report the information to the Office of Professional Standards by 
telephone within one hour after the information is received. 
This does not apply to violations for which summary punishment 
may be administered. 

b, record all information available at the time the complaint was 
received in statement or report form and ,forward the report to 
the Office of Professional Standards without unnecessary delay. 

4, When reports of alleged or suspected violations are taken at the Office 
of Emergency Communications, the individual receiving the complaint 
will forward the phone call to the Office of Professional Standards. 

5. Telephone notifications and reports to the Office of Professional 
Standards will not be made when a complaint involves only differences 
of opinion between a Department member and a citizen as to whether a 
Personal Service Citation should have been issued. If' there is an 
accompanying allegation of misconduct, the investigation will be 
directed toward that specifi~ allegation. 

6, Telephone notifications and reports to the Office of Professiona 
Standards will not be made when the complaint involves only differences 
of opinion between Department members concerning the provisions of a 
Collective Bargaining Agreement. If there is an accompanying 
allegation of misconduct, the investigation will be directed toward 
that specific allegation. 

C. Office of Professional Standards 

The Office of Professional Standards investigates complaints of excessive 
force and other matters as directed by the Superintendent. 'The Office of 
Professional Standards will: 

1. upon receipt of a complaint of alleged misconduct against a member of 
the Department, 

a. register the complaint except when: 

(1) the complaint involves only differences of opinion between 
a Department member and a citizen as to whether a Personal 
Service Citation should have been issued. 

(2) the complaint involves only differences 
Department members concerning the 
Collective Bargaining Agreement. 

Complaint and Disciplinary Procedures, 
Addendum 2B 2 

of opinion between 
provisions of a 
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NOTE: In Items II-C-l-a-(l) and (2) above, if there is an 
accompanying allegation of misconduct, the complaint 
will be registered and the investigation will be 
directed tow~rd that specific allegation. 

b. prepare a Complaint Against Department Member (CPD-44.202) form­
set, including as many details and circumstances of the 
allegation as feasible. 

c. advise the person making the complaint of the Complaint Register 
number assigned. 

d. inform the complainant by mail of the Complaint Register number. 

e. notify the administrator and other members of the Office of 
Professional Standards, as appropriate. 

f. forward one copy of the Complaint Against Department Member 
formset to the Internal Affairs Division .. 

g. after an initial review regarding the nature of the allegations 
of misconduct, either: 

(1) investigate the complaint in a fair and impartial manner, 
or; 

(2) notify the Internal Affairs Division that the complaint 
involves allegations of misconduct that are not 
investigated by the Office of Professional Standards 

h. inform the complainant and the accused member by mail of the 
final classification of the complaint. 

2. review instances of injury or death of a person involving alleged 
action of a Department member (excluding automobile accidents unless 
assigned by the Superintendent) and conduct an independent 
investigation, when warranted. 

3. . establish and maintain a liaison with the Cook County State's 
Attorney's Office, the United States Attorney's Office, the City 
Department of Law, the courts, bar associations, other law enforcement 
agencies, community groups, and represent the Superintendent in other 
matters as directed. 

4. review all assigned cases wherein a member is recommended for 
separation and assist the Office of Legal Affairs in the preparation of 
cases for presentation to the Chicago Police Board as determined to be 
appropriate by the Commanding Officer of the Office of Legal Affairs. 

5. safeguard the Complaint Register and allow access only to: 

a. the Superintendent; 

b. the Deputy Superintendents; 

c. the General Counsel to the Superintendent; 

d. the Assistant Deputy Superintendent, Internal Affairs Divisioni 

Complaint and Disciplinary Procedures, 
Addendum 2B 3 
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e. the Assistant Deputy Superintendents, Operations Command; 

f. the Commander, Auditing and Internal Control Division; 

g. Commanding Officer, Office of Legal Affairs, and; 

h. any other member of the Department designated by written order of 
the Superintendent. 

D. Internal Affairs Division 

1. The Internal Affairs Division investigates all complaints of misconduct 
against Department members not conducted by the Office of Professional 
Standards. 

2. The Internal Affairs Division may assist investigators engaged in 
complaint register investigations when requested to do so, and may 
provide such assistance without request if the seriousness of the 
alleged violation appears to warrant involvement.of the Division in the 
investigation. 

3. Members of the Department who feel that they have been the subject of 
a false accusation or a contrived situation may request an 
investigation by the Internal Affairs Division by submitting a written 
report of the situation directly to the Superintendent of Police or the 
Assistant Deputy Superintendent, Internal Affairs Division. Members 
may submit this request without prior report to their superiors. 

1. Upon receipt of a complaint for investigation from the Office of 
Professional. Standards, the Internal Affairs Division will: 

a. investigate the complaint or refer it .to the appropriate command 
for investigation with photocopies of any related reports. 

b. inform the complainant and the accused member by mail of the 
final classification of the investigation at its conclusion. 

5. It is the responsibility of the Internal Affairs Division to: 

a. establish and maintain a liaison with the Cook County State's 
Attorney's Office, the United States Attorney's Office, the 
courts, bar associations, other law enforcement agencies, 
community groups, and represent the Superintendent in matters .as 
directed. 

b. review all assigned cases in which a member is recommended for 
separation. 

c. assist the Office of the Corporation Counsel in the preparation 
of cases for presentation to the Chicago Police Board as 
determined to be appropriate by the General Counsel to the 
Superintendent of Police and the Superintendent of Police. 

E. Command Consultation and Guidance 

Members assigned to the Internal Affairs Division, Office of Professional 
Standards, the Office of Legal Affairs, the General Counsel to the 
Superintendent, and the Assistant Deputy Superintendents assigned to 
Operations Command will be available for conSUltation and guidance relative 
to complaint register investigations. 

Compliilint and Disciplinary Procedures. 
Addendum 2B 4 
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F. Superintendent of Police 

The Superintendent of Police will review recommendations for disciplinary 
action including those of a Complaint Review Panel and will take such action 
as he deems appropriate. Nothing in this order diminishes the authoFity of 
the Superintendent of Police to order suspensions, to separate provisional 
employees or probationary employees, or to file charges with the Police Board 
at his own discretion without regard to recommendations made by a Complaint 
Review Panel or subordinates. 

\ 

Indicates new'or revised material. 

01-024 LMT 

Complaint and Disciplinary Procedures, 
Addendum 2B 5 
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ADDENDUM TO: 

Generel Order 93-3 13 January 1993 15 January 1993 3 
0 •• ,.,. .. •• c ..... ..... ,-

CONDUCT OJ!' THE INV1!!S'UGATIOH c 

I. PURPOSE 

Thie addendum sete forth certain procedur.. r.lati v. to the manner in which 
complaint against a Department member will be inve.tigated., 

II. CONDUCT OF THE INVESTIGATION 

A. The rAnking on-duty member at the unit which ha. initiated an inve.tigation or ' 
which an investigation has been a •• igned will immediat.ly d •• ignate a command 4 
supervi.ory member of the unit to conduct the inve.tigAtion. Every effort wi, 
be made to en.ure that the inve.tigation i. conduct.d by an impartial member. 

B. When copies of the Complaint Against O.partment Member report (CPD-44.20: 
relating to a .pacific complaint are received by the unit which will conduct tJ 
inve.tigation, the name, rank or position" .tar/employ .. number, unit nWllber &l 

.OCiAl .ecurity number at the member d •• ignated, to conduct the investigation &l 
the date and time ot the assignment will be entered on, the reports which will 1 
di.tributed a. follow.J 

C. 

L 

2. 

3. 

The 

1. 

Original copy to th., inve.tigator. 

On. copy to the inv •• tigator'. commanding officer., 

On. copy r.turned to the lnt.rnal Affair. Divi.ion' •. , 

member as.igned to inv •• tigat. a complaintagain.t, a Department ~r wil: 

contact all complainante and witn ••••• :, a •• oon a. possible, ensuring th. 
.uch complainant. and witn ••••• are not unduly inconvenienc.d. If r.peat. 
effort. to contact: a complainant or witn... ar., unsucce •• ful after thrl 
days, the inv •• tigator will pr.par. anct •• nd a form letter (CPD-44. 223 ( 
CPD-44.224 a. appropriate) by c.rtified mail to, the per.on requ •• ting thl 
the inv.stigator be contacted, iDl:Dec:tiat.ly. Form. l.tter. and epecl • 
• nv.lope. for this purpo.. (CCIIIlIDOdity" Number 23-3489-5312 certified) ill 
available from th., Equipaent and Suppli •• , Section., Xn all in.tanc •• , tl 
inve.tiqator will r.cord each date AJld tu.. h. or any oth.r member d •• ignat. 
to a •• i.t h~ in the inv •• tiqation Attempted to contAct the per.on and tl 
means of coanunication used (t.lephon., corr •• pond.nc., pereonal vi.it) : 
the tinal r.port of the inv.stigation. 

2. t&k.e wri.tten .tat_nt. from compl.i.nant., and witne •••• when .uch at.tamen' 
will a •• iat hUt in reaching a .ound' conclu.ion in the ca... It tl 
allegation i.· .uch . that a recaa.nendation fOJ: •• paration is unlikely" t! 
.tatament(.) need not be formal question-and-anewer or narrative torm. 
th., allegation i. .uch that the ca.. i., likely to r •• ult in a recommendati4 
tor •• paration, the atatement (.) will be in qu •• tion-and-an.wer form. 

3. it' the accu.ed i., a member of AFSCKl! h. will be afforded the prediacipl.i,na; 
proviaion. outlined in th.ir collectiv., barqaining agreement. In C~.I 
'wherein criminal pro.ecution i. not probabl., this will be understood to IDe, 
making available a copy of all in~.tiqatory r.port./.tatement. concern~ 
the inv •• tiqation, iQcluding the name of the complainant and any witn •••• 

4., intorm the memb.r against whom an allegation, M8 been mad., in Writing, , 
the nature ot the allegation., betor. any int.rroqation begin •• 

a. It the allegation indicate. that criminal prosecution i. not prol>aD 
againat the Department member, th., investigator will have the .ccua, 
member read and 8ign both a Notification of Charge./Allegation. fa, 
(CPD-44.115) and an Administrative Proceedings Rights form (CP 
44.10S,Rev.10A/92) to acknowledge that he has received a wri.tten copy , 
the specific allegations made against him and that he hall besn advised ' 
h~s statutory rights. These forma will be prepared i.n duplicate: th 
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original of each form will be placed in the inveat.igative fila, and ~ha 
duplicate copy of each form will be given the accused member. 5'1.gnil';JJ of 
the forms io not a waiver of righta, it ia an acknowledgement that the 
accused haa received a writt.en copy of the apacific al.leqationa made 
against him and that he has been given hia right •• 

b. It criminal prosecution ia probable again at. a Department. member, ..... ,.., 
inveatigat.or will racita t.o the accuaed member hi. conat.itutional ri 
(Miranda warningo) contained within the Criminal Righta form (CPD-44.1u4, 
in clear and unequivocal words. The accuaed member will than read and 
sign both & Notification of Chargea/Alleqationa form and a Criminal 
Righta form. Theae forma will be prepared in duplicate: the original 
copy of each form will be placed in the inveatigative file, and the 
duplicate copy of each form will be given to the accuaad member. Signing 
of the forma ia not a waiver of righta, it ia an acknowledgement. that the 
accused haa racei.ved a written copy of tha apacific allegationa made 
against him and that he haa bean given his right. •• 

c. Aftsr the appropriate criminal and/or adminiatrative righta forma have 
been read and aigned by theaccuaad member, he will be requested to aign 
either a Waiver of Counael aection or the aaqueat to Secure Legal Counael 
section of the Waiver of Counsel/Request. to Sacure Counael form (CPO-
44.106,Rav.l0A!92). Thia form will be prepared in duplicate: The 
original copy will b. placed in t.he inveatigative fila, and the duplicate 
copy will be given to the accuaedmamber. 

d. In the event an accuaed member refuses to execute any of the forms, such 
forma will be marked "Refused." The forma will be dated and aigned by 
any witneu8(e.) to tha refuaal; the exact location (including room 
number, if applicable) of refuaal will be noted, and the forma will be 
retained in the inveatigative file. A duplicate copy of the forma will 
be given to the accused member. 

o. The advice of counael to decline to answer queationa will not excu.. an 
accuaed member from reaponding when he hag been properly and lawfully 
ordered to do ao by a member of higher rank. 

f. If the accuaed member haa waivad coun.el, the inv.atigator will renew'· 
offer of the right to counael each time an interrogation ia roeumad 
writtan record will be mada of the. waiver of counael or demand 40r 
counael at each interrogation. A requeat for a continuance to secure 
legal couna.l will not be permitted to become a tactic to delay or 
otherwise obatruct the orderly proce •• of the inveatigation. Bach tLma 
an interrogation i •. resumed, the investigator will advi •• the accuaad 
member of the applicable criminal or atatutory righta prior to the 
interrogation. 

q. If the alleged act ia a crime and the evidence i. auch that had the crime 
been committed by a privata citizen it would have reaulted in hi. arr •• t, 
the inve.tigator will explain thacircumat.ancea to hia comma.nding officer 
of exempt rank or, in hie Ab.enca, the on-dutywatch/unit command.rwho 
will contact t.h. Aaaistant Deputy superintendent, Internal Affaira 
Diviaion, and Administrator of the Office of Profea.ional Standard., or 
the on duty a.siatant deputy superintendent, Bureau of Operational 
Sarvic... Th. A •• iatant Deputy Superintendent, Internal Affaira 
Diviaion, Adminiatrator of the Office of Profe.aional Standarda, or tha 
a.ai.tant dsputy auperintendant, aa appropriate, will determine the 
further action to be taken, conaultinq t.he Office of the State-. Attorney 
and appropriate Detective Oiviaion paracnnel for guidance when neceaaary. 

h. Upon the completion of the criminal portion of the inveatigation, the 
investigator will exprasaly inform the accu .. ad member:' that the criminal 
segment of the inve.tigation haa been concluded. If an adminiatrative 
investigation ia then to be initiated, the inve.tigator will expresaly 
inform the accused member that any action takan during this aegment 
cannot be used in the criminal investigation. The accused member will 
also be informed that he must comply/cooperate with the administrativ' 
investigation which specifically relatea to the alleged misconduct or 
the performance of his official dutiea and that failure 
comply/cooperate may result in further disciplinary action. 
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6. 

7. 

B. 

9. 

10. 

11. 

.----... -.., --":f •• --~""'" """ .... ~ .... "'" ~..L. .' J,.:..L':j" 
a.e d.fined in Addendum 1 of this ord-.r,. tha applicable provi.ion. of ~ 
a.greement (contract) pertaining to the accuaed member and the c.ne~al Or< 
anti. tled ":x:nta~rogatione f P'iald a.nd Cu.todi.l" - and other IMIDb4tre wno b. 
knowledge of alleged misconduct, taking writtan statements wh.n nec •••• t 
If the allegation is .uch that a recommendation tor •• paration i. unlikal 
the statement (a) may be in the form of report. from tha member(.). If t 
allegation 1a such that the ca •• is lik.ly to result in a recomm.ndation t 
a.paration, the atatament ot the accused member will be in que.tion-ar. 
an.war form.. Joint or duplicate copi •• at statements or report. will not 
submitted. 

require an accuaed member to aubmit a r.port and a.nawer queation. whi 
specifically, directly, and narrowly relate to the alleged mi.conduct or 
tha performance of hi. otficial duti ••• 

enaure that hi. commanding officar i. informed of continuing development a 
tha inv.atigation. In .ddition, the inveatigator will prepare and .ubmit t 
Notification RB~ C.R. Inve.tigation form (CPD-44.217) to biB unit commandi 
ofticer whan additional information r.lative to correctiona, deletiona, .tc 
concarning tha accu.ed, complainant, witn ••• or victtmis obtained. 

when the inveutigation of an allegation, aupported by evidenca, .tron9 
indicata. unfitnas. for duty, notify hi. commanding otficer of exempt ran 

not unduly ext.nd the inve.tigation to includ. minor infraction. which a 
violation. of Rules and Requlation. or dir.ctive. unlese the infraction 
re.aonably ralated to the original allegation.. Infraction. which invol· 
violation. of the law and oth.r irreqularitie. which are willful, d.viou: 
.eriou. in nature, or which involve tha intaqrity of the Department wi. 
r •• ult in turth.r inveatigation and recommendation. for disciplinary actio: 
it warranted, no matter what the inv.atiqation diacloa.e regarding t: 
original complaint. 

t.rminata tha inva.tigation when it i. datermined at any time that tl 
complaint ie unfounded or the I1181Dber claarly axonarated. Report. &l 
.tat .... nt. containing information to ju.tify. tha untounding or exoneration I 

.tha accuaed will be forwarded. ~ accordanca with the. proviaions oL Addend, 
.. of this order. 

complete the investigation as soon a. po •• ibl., but no later than thirty da: 
attar tha data the complaint waa recaived or on t.he date ot any authorizi 
.xten.ion. If the inva.tigation, due to ita natur1l or complexity wi.: 
require mora than thirty day. to completa',. th •... inve.tigator wil~ .ul:Ia:lit 
Requa.t for Ti.me Ext.n.ion form. (CPD-44 •. 114.) for. aach .xten.ion of tilDe ' 
hi. commanding otticer for approval andforwardinq-tO tha Internal Attai: 
Divi.ion/Otfice at Prot.asional Standarda.. Bach time a. requ •• t for ; 
ext.naion of time i. aul:lalitted by an inv •• tigator., the rea.on for the r.qu., 
muat be claarly justified. 

12. whan tha inva.tigation. ia completa, cla •• ity tha. caaplaint aa one at tl 
followingr ... 

'. •.• "Unfounded" 

b. "Exonerated" 

c. "Not Suatained" 

d. "Sustained" 

when the allegation i. tal.e or not factual. 

when the incidant occurred but the action. of tJ 
.ccu.ad were lawful and proper. 

when there ia inaufficient evidance either to pro' 
or disprove allegation., 

when the .llegation i. supported by aubatantil 
evidence to juatify diaciplinary Action. 

13. before sustaining a complaint, ensure that "just cau.a" existe to support tl 
allegation. The investigator will conaider the following criteria in makil 
this determination: 

a. The member must have received forewarning or have foreknowledge I 

pos8ible or probable consequences of hi. conduct. (This ia aatiafied I 
A published rule, regulation, or order llUIde known to Department members. 
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V.l.UJ.al:8 or U.l.Elooey a rUJ.B or oruer 01: t.:.1.1H uepa..r'(;.IIIIJnl:.. 

c. The accused was afforded an opportunity to reapond to the allegation •• 

d. The investigation uncovered aUDstantial evidence or proof of the 
allegation against the accused. 

e. The rules, regulations, orders and penaltie. have been applied witho.· .... 
discrimination. 

14. if the complaint i. sustalned: 

a. request a copy of the accused member'. "Sumnut.ry of Previous Disciplinary 
Actions" from the Internal Affairs Diviaion via PAX 0-603. 

b. request a copy of the accu.ed member's "Record of Previous Complimentary 
Hiatory" from the Personnel Division via PAX 0'-342. 

c. sn.ure the disciplinary action 
eer iousness of the member' a 
consideration to the member'. 
history. 

recommended i. rea.onably related to the 
proven offenee, and qive. appropriate 
previoull!l disciplinary and complimentary 

d. ensure that the investigative file includes all relevant information and 
sstabliahes the basis for recommending ona of the following actions: 

(1) Violation noted, no disciplinary action. 

( 2) Repr imand. 

(3) Suspension for a specific number of day., not to exceed 30. 

(4) Separation. 

e. apecifically state that he ha. taken into' con.ideration the accu.ad 
member's previou. complimentary hiatory and di.ciplinary hinory when 
preparing the recommendation for di.ciplinary action portion on either 
the Summary Report ( CPD-44 .112 ) or the SUIlIlIUIlrY Report 0 ige.t (CPD-
44.112A). However, the inve.tigator will not entar the accused member­
complimentary history or diaciplinary hiatory into the narrative of 
raport. The.e histories will be utilized a. attachment. only. 

15. forward reports and IItatements which justify the findinq in accordance with 
tha provisions of Addendum 4 of thi. order. 

D. The commanding officer of the investigating unit i. r •• pon.ible for en.uring a 
complete and expeditiou. inve.tigation of the complaint, and he may a •• i9O other 
members of the unit to a.siat in the inv •• tiqation when the inveatiqatinq member 
is off duty or otherwi •• unavailable. The commanding offic.r will periodically 
check the progrea. of the investigation and will record the dat.. of th ••• 
prograss check. on the rev.rse side of the Inv.atigator'. COpy of the Complaint 
Against Department Member report which ia retained in unit filee. Th. cOll'lJUlnding 
officer of the investigative unit may recOll1D8nd whether the accused member .hould 
be: 

1. retAined in his present Asaignment; 

2. assigQed to other duty where he ia under cloa. auperviaion and hA. limited 
contact with the public or other members, 

3. excused from duty; or 

4. immediately auspended. 

E. An accused member may be excused from duty without pay by hia commanding officer 
for a period not to exceed two toura of duty. In unueual aituationa when an 
accused member should be excused for more than two tours of duty, such aa over a 
holiday weekend, or when a change of Asaignment is recommended, permission wil' 
first be obtained either from the Assistant Deputy Superintendent, Inter"'" 
Affairs Division, an Administrator of the Office of Profes.ional Standards, or 
on duty assistant deputy superintendent for Operations COlmland. (In the event .. n 
accused member is excused from duty without pay, and the complaint is classified 
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/ 

ae unfounded, exonerated or not .auetained aa. a re.ult ot the inve.tigation, 
member will receive pa.y for the period of time he wa. excused.) Whenever IU\; 
accused member ia excuaed from duty I hi. COl'lIIWUlding oft icar will i.JaDediatt 
notify (by telephone and in writing) the Internal Affair. Diviaion or the Off~ 
of Profeaaional Standarda, aa appropriate and the coamanding of f icer of. i 
division or bureau to which the accuaed ~r i. as.igned.. The cOClllDAlld: 
officer will alao notify (by telephone and via a Peraonnel Action Requeat £01 
CPD-ll.612) the Director of the Finance Divi.ion (for payroll purposes) a •• , 
ae po •• ible. . 

Indicate. new or revised item 
67-02.,9 BW 

5 
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,,~ REVISION TO: 

~ General Order 93-3, Add. 3. 

DAn Of 1~~Ut HHCTIVf DArE "EVISION NO. 

12 July 1994 

nru DISTRI· 
BUTiON 

13 July 1994 93-3-3A 
HtICIHD\ 

CONDUCT OF THE INVESTIGATION C 

I. PURPOSE 

This revision directs the assignment of a complaint investigation to the inunediate 
supervisor of an accused member when the member is assigned to the unit that has 
been designated to conduct the investigation. 

II. Item II-A is amended and will read as follows: 

A. The ranking on-duty member of the unit which has initiated an investigation 
or to which an investigation has been assigned will immediately designate a 
command or supervisory member of the unit to conduct the investigation. If 
the accused is a member of the unit assigned to conduct the investigation, 
the immediate supervisor of the accused will be assigned the investigation 
unless that supervisor initiated the investigation, and is the complainant, 
or witnessed the incident which resulted in the complaint being filed, or is 
on extended medical, or is on furlough. Every effort will be made to ensure 
that the investigation is conducted in an impartial manner. 

superintendent of Pol e ~ 

94-064 JJH 
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PATE OF ~SSUE EFFECTIVE: DA'rE NO. 

REVISION TO: 
General Order 93-03, Addendum 3 26 February 2003 27 February 2003 3C 

RESCINDS 

~ONl)UCT OF THE INVESTIGATION I 
DISTRI" 
aU'fION 

C 
General Order 93-03. 
/\':lrl_"",.1,1111 ~1F\ 

I. PURPOSE 

This revision informs Department members of the change in disciplinary procedures 
for captains. Captains are no longer exempt from the Fair Labor Standards Act and 
may therefore be suspended for time periods other than one week increments. 

II. REVISION 

Item II-C-14-d- (3)is revised and reads: 

(3) Suspension for a specific number at days, not to exceed 30. 

NOTE: Exempt command members and ci vilian members exempt: f:eol'll coverage 
under the overtime provisions of the Fair Labo.r. Standards Act way 
ordy be suspended in incremen ts of the des.i.yona Ced work weeJc ('1 
calendar days). For example, suspensions can only be for '7, 1. L1, 
21, and 28 calendar days. A disciplinary suspens:Lon can never be 
less than 7 days. 

c:::::--------------"''"" ... 

~~.\'LOO.Q 

New or re~ised material is indicated by italics. 

sup~ent of Police 

"'2-131 SMK 
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ADDEN DUM TO: r'OOCNf.dJM NO. 

General .Order 93-3 
13 January 1993 15 January 1993 

4 

O'.f"l~ 'U;3CIHO.:s 
~UTIQ" 

REPORTING AND REVIEW PROCEDURES C 

I. PURPOSE 

This addendum sets forth reporting procedures and provides for command review of 
recommended disciplinary action. 

II. REPORTING AND REVIEW PROCEDURES 

A. In cases wherein the recommendation exceeds 5 days suspension, a final report 
of a complaint register investigation, utilizing a Summary Report (CPD-44.112) 
as the first page and following the instructions shown on the reverse side of 
the form for the balance of the report, will be submitted regardless of the 
status of any court action relating to the accused member. 

B. The investigator will ensure that the final report contains the employee number 
and social security number of the accused member, the classification of the 
complaint and, in sustained cases, the number(s) of the Department Rules and 
Regulations which were violated, the content of the rule (s), a statement 
indicating how the rule was violated by the accused member, and the recommended 
disciplinary action. 

C. In cases wherein the investigation is to be classified as either unfounded, 
exonerated, not sustained, . or sustained and the disciplinary recommendation does 
not exceed 5 days suspension, the investigator will prepare the Summary Report 
Digest (CPD-44.112A) as the first page and follow the instructions shown on the 
form. 

D. All pages of reports or documents relating to a complaint register investigation 
will be identified by the Complaint Register number entered on the lower right 
hand corner. In addition, each report or document will be numbered 
consecutively by the investigator. This number will be the "Attachment" number 
and will also be entered on the lower right hand corner. The Complaint Against 
Department Member report (CPD-'44.202) will always be "Attachment 1," and will 
be the original copy of the final investigation report. 

E. Sustained Cases 

1. If the accused member is assigned to the unit which has conducted the 
complaint register investigation, the investigator will submit the original 
and three copies of the final investigation report to his unit commanding 
officer who will: 

a. review the report to ascertain the adequacy and timeliness of the 
investigation. 

b. determine whether the evidence indicates any culpability by supervisory 
personnel for the violation. (The failure of supervisory personnel at 
any level of command to hold subordinates accountable requires 
disciplinary action.) If culpability is apparent, a Complaint Register 
number will be obtained and a separate investigation will be conducted. 

c. judge the soundness of the conclusions and the findings, returning the 
report for further investigation, when necessary. 

d. ensure that the original copy (Investigator's copy), of the Complaint 
Against Department Member report (CPD-44.202), with all required 
entries completed, is attached to the original copy of the final 
investigation report as "Attachment 1." 

e. retain one copy of the final investigation report for unit files. 
(This copy will be destroyed upon notification by the Internal Affairs 
Division that there has been a final disposition of the case.) 
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f. forward two copies of the final investigation report directly to the 
Internal Affairs Division. 

g. forward the original copy of the final investigation report to the 
Internal Affairs Division through command channels. 

2. If the accused member is not assigned to the unit Which has conducted the 
complaint register investigation, and the investigation has not been 
conducted by the Internal Affairs Division or the Office of Professional 
Standards, the investigator will submit the original and four copies of the 
final investigation report to his unit commanding officer who will follow 
the procedures outlined in Items II-E-l-a through II-E-l-f of this 
addendum, and forward the original and one copy of the report to the unit 
commanding officer of the accused member. The unit commanding officer of 
the accused member will follow the procedures outlined in Item II-E-l-a 
through II-E-l-e and II-E-l-g of this addendum. In the event the unit 
commanding officer of the accused member does not concur with the findings 
and/or recommendation of the investigating unit, a cover report containing 
detailed justification for proposing alternate findings and/or an alternate 
recommendation will be prepared which will be forwarded with the original 
copy of the final investigation report through command channels. 

3. The member's commanding officer or any superior .officer in the chain of 
command w~ll recommend whether or not options to suspension should be 
granted by the SUperintendent. 

F. Unfounded, Exonerated or Not Sustained Cases 

1. I f the accused member is assigned to the unit which ~as conducted the 
complaint register investigation, the investigator will submit the original 
and two copies of the final investigation report to his unit commanding 
officer who will: 

a. review the report to ascertain the adequacy and timeliness of the 
investigation. 

b. judge the soundness of the conclusions and the findings, and eithe. 
indicate concurrence with the findings or return the report for further 
action, when necessary. 

c. ensure that the original copy of the Complaint Against Department 
Member report (Investigator's copy), with all required entries 
completed, is attached to the original copy of the final investigation 
report as "Attachment 1." 

d. retain one copy of the final investigation report for unit files, 
(This copy will be destroyed upon notification by the Internal Affairs 
Division that there has been a final disposition of the case.) 

e. forward one copy of the final investigation report directly to the 
Internal Affairs Division. 

f. forward the original copy of the final investigation report to the 
Internal Affairs Division through command channels. 

2. In unfounded, exonerated or not sustained cases, if the accused member is 
not assigned to the unit which has conducted the complaint register 
investigation, and the investigation has not been conducted by the Internal 
Affairs Division or the Office of Professional Standards, the investigator 
will submit the original and three copies of the final investigation report 
to his unit commanding officer. The commanding officer will follow the 
procedures outlined in Items II-F-l-a through 11-F-l-e, and forward the 
original and one copy of the report to the unit commanding officer of the 
accused member. The unit commanding off icer of the accused member will 
follow the procedures outlined in Items II-F-l-a through II-F-l-d and 11-
F-l-f of this addendum. In the event the unit commanding officer of the 
accused member does not concur with the findings and/or recommendation c 
the investigating unit, a cover report containing detailed justificatiol. 
for proposing alternate findings and/or an alternate recommend tion will be 
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prepared and forwarded with the original copy of the final investigation 
report through command channels. 

G. Command Channel Review 

The first exempt member in the accused member's chain of command, upon receipt 
of the original copy of a final report of a complaint register investigation, 
will: 

1. review the report for completeness and thoroughness of the investigation 
also considering the factors outlined in Addendum 3, Item II-C-12. 

2. either approve or disapprove of the findings and the r.ecommendation 
utilizing the Command Channel Review form (CPD-44.113). If disapproved, he 
will prepare a cover report containing detailed justifications for 
proposing alternate findings and/or an alternate recommendation which will 
be attached to the original copy of the final investigation report. If the 
exempt member determines that further investigation is necessary, he will 
prepare a report outlining the area of concern and return the report with 
the investigative file to the investigator. 

3. forward the original copy of the final investigation report to the deputy 
superintendent through his chain of command who will review the report, 
approve the findings and/or recommendation or propose alternate findings 
and/or an alternate recommendation, and forward the report to the Int,ernal 
Affairs Division. Following approval by the deputy superintendent, no new 
charges will be added by anyone, except the Superintendent, without 
consultation with the deputy superintendent who approved the report. 

H. Complaint Review Procedures 

Department Review of Disciplinary Recommendation 

1. The Assistant Deputy Superintendent, Internal Affairs Division, or an 
Administrator of the Office of Professional Standards, upon receipt of a 
final report of a complaint Register investigation, will review the report, 
concur with the finding or propose an alternate finding/recommendation, in 
a report containing detailed justification for proposing the alternate 
finding/recommendation making the final recommendation for disciplinary 
action which an accused member may accept or reject. If the final 
recommendation is a reprimand or a suspension of 30 days or less, the 
Internal Affairs Division/Office of Professional standards will notify the 
unit commanding officer of the member facing disciplinary action, by 
telephone, that a Request For Complaint Review Panel Hearing/Waiver of 
Complaint Review Panel Hearing and Waiver of Police Board Review (CPD-
44.210), in duplicate, is being forwarded to the unit and that the member 
will have 72 hours after receiving the form to request a Complaint Review 
Panel hearing or waive the right to both such hearing and a Police Board 
Review of the diSCiplinary action. However, AFSCME members will not be 
afforded the Complaint Review Panel process as the predisciplinary 
provisions outlined in their collective bargaining agreement serves in 
place of the Complaint Review Panel Hearing process. 

2. Upon receipt of the forms at the unit of assignment of the member facing 
disciplinary action, the unit commanding officer Or the unit watch 
commander will: 

a. schedule a meeting with the member as soon as possible, at which time 
the member will be given the original copy of the Request For Complaint 
Review Panel Hearing/Waiver of Complaint Review Panel Hearing and 
Waiver of police Board Review form. 

b. record the date and time that the member was given the original copy of 
the form on both copies of the form. 

c. immediately forward the duplicate copy of the form to the Internal 
Affairs Division/Office of Professional standards. 
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d. advise the member: 

(1) of the rule{s) violated and the corresponding specifications of 
misconduct, to include date, time, location and manner in which the 
rule was violated. 

(2) that the form must be executed and returned to the Internal Affaire 
Division/Office of Professional Standards within 72 hours after the 
date and time of notification recorded on the form. 

3. When a signed Request For Complaint Review Panel Hearing/Waiver of 
Complaint Review Panel Hearing and Waiver of Police Board Review form is 
received at the Internal Affairs Division/Office of Professional Standards 
within the 72 hour time period from a member facing disciplinary action 
and: 

a. a Complaint Review Panel hearing is requested, the Department Advocate 
will schedule the hearing as soon as practicable. 

b. both a Complaint Review Panel hearing and a Police Board hearing are 
waived, the final investigation report will ,be forwarded to the 
Superintendent for review and decision. 

4. In the event a signed Request for Complaint Review Panel Hearing/waiver of 
Complaint Review Panel Hearing and waiver of Police Board Review form is 
not received by the Internal Affairs Division/Office of Professional 
Standards within 72 hours after a member facing disciplinary action was 
given the form, the right to both the hearing and the review has been 
waived by the member. 

I. Complaint Review panel 

1. A Complaint Review Panel will hear cases: 

a. when an accused member requests a hearing relative to a suspension of 
30 days or any lesser degree of disciplinary action. 

b. upon direction of the Superintendent. 

2. Complaint Review Panels for the hearing of individual cases will be 
selected as follows: 

a. Sworn members 

(1) When one of the accused is a member of the rank of sergeant or 
above, the panel will consist of at least one member of exempt rank 
and one member of the eame rank as the accused and one member as 
determined by the Assistant Deputy Superintendent, Internal Affairs 
Division. 

(2) In all other cases, the panel will consist of one lieutenant of 
police, one sergeant of police, and one member of the same rank as 
the accused. 

(3) Whenever possible, the member of the panel who is the same rank as 
the accused will be selected from the ranks performing duties 
similar to those of the accused. 

b. Civilian members 

(1) When an accused is a civilian member serving in a position 
classif led by the Department of Personnel at a salary which is 
equal to Grade 14 or above, the panel will consist of two members 
of exempt rank and one civilian member of the same pay grade or 
higher as the accused. 

(2) In all other cases, the panel will consist of one lieutenant c 
police, one sergeant of police, and one civilian member of the Ban 
pay grade as the accused. 
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c. A member will not serve on a Complaint Review Panel which reviews the 
case of any accused member who was under his supervision or command, is 
presently assigned to the same unit, or was assigned to the same unit 
at the' time the alleged incident occurred or when the Complaint 
Register number was obtained. 

3. The Department Advocate will prepare cases for presentation to a Complaint 
Review Panel, requesting additional investigation when necessary. He will 
schedule cases and will designate a presiding officer from within the panel 
selected to hear the case. ' 

4. Accused Department members will be allowed reasonable access to the 
Complaint Register investigation file that is the subject of a Complaint 
Review Panel hearing. An accused member requesting access will submit a 
TO-From-Subject report to the Department Advocate, Office of the 
superintendent, at least 24 hours prior to inspecting the file. An accused 
member may not remove or make copies of any documents in the file. 

5. The Department may remove confidential documents or information from the 
Complaint Register investigation file prior to allowing access by the 
accused member. Documents or information excluded will not be used against 
the member in the Complaint Review Panel Hearing. 

6. All Department members appearing before a complaint Review Panel will:' 

a. attend in the uniform prescribed for the member's regular assigned 
duty. 

b. be provided with a copy of a synopsis of the investigation of the 
Complaint Register file. An accused member may obtain a copy of the 
synopsis at least 48 hours prior to the Complaint Review Panel hearing 
at the Department Advocate's Office, Office of the Superintendent. 

7. The Complaint Review panel will conaider investigative reports, statements, 
other documents, previous disciplinary history, previous complimentary 
history, and such other evidence it deems appropriate to the issue. The 
panel will hear the plea of any accused member who wishes to be heard, and 
at its discretion may order an accused member or any other member of the 
Department to appear. The highest ranking member of the panel, as 
chairman, will retain control of the proceedings at all times in 
accordance with established rules of procedure. 

8. An accused member .will be permitted to select one person of his choosing 
who agrees to assist him. The assisting member must be of the sarne rank 
and/or position or below the rank and/or position of the highest ranking 
member of the complaint Review Panel if the accused member desires that he 
accompany him into the hearing room. 

9. At the complaint Review Panel hearing the assisting member will: 

a. assist the accused member in the presentation of his defense by 
reminding the accused member of pertinent pOints or circumstances he 
may have omitted which could affect his case. 

b. be allowed to make an inquiry concerning relevant and material issues 
on behalf of the accused member and may present argument and a summary 
of evidence in support of the accused member's position. 

c. be allowed to address the panel on behalf of the accused member but 
will not be permitted to cross-examine members of the panel or the 
Department Advocate. 

10. If the Complaint Review Panel concludes that further investigation is 
necessary before its findings can be determined, the case will be returned 
to the Department Advocate indicating the specific action desired or 
information sought. 

11. The Complaint Review Panel will recommend whether the charges should result 
in a finding of unfounded, exonerated, not sustained or sustained. 
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12. In those cases where the Complaint Review Panel has concurred with the 
Buatained finding, it will then review the recommended penalty and eitber. 
concur or recommend a greater or lesser penalty. When an alternate penalty 
i.a recommended, it muat be based upon additional specific facts which were 
discovered during the hearing and be set forth in writing in a clear, 
concise and complete manner. 

13. After the Complaint Review Panel hearing haa been conducted, the Aaaista. 
Deputy Superintendent, Internal Affairs Division, or the Chief 
Administrator, Office of Professional Standards, as appropriate, will 
forward the case file and 'the recommendations of the panel to the 
superintendent of Police for review and decision. 

J. Police Board Review of Suspension 

1. The Police Board review of suspension is a review of the written 
investigative case file only, and an accused member is not afforded the 
opportunity of personally appearing and testifying before the Board in such 
instances. 

2. When the Superintendent has reviewed a case which has been heard by a 
Complaint Review Panel and orders a suspension of not less than 6 days nor 
more than 30 days, the case file will be returned to the Internal Affairs 
Division/Off ice of Professional Standards which will notify the unit 
commanding officer of the member facing suspension, by telephone, that a 
Request For/Waiver of Police Board Review of Suspension (CPD-44.222), in 
duplicate, is being forwarded to the unit and that the member facing 
suspension will have 3 business days after receiving the form to exercise 
or waive the right to such review. The Office of the police Board is open 
from 0800 to 1600 hours, Monday through Friday, except holidays. 

3. Members of AFSCME ordered suspended for more than 10 days will be afforded 
the Police Board review of suspension. 

4. Upon receipt of the forms at the unit of assignment of the member facing 
suspension, the unit commanding officer or unit watch commander will: 

a. schedule a meeting with the member as soon as possible, at which ti­
the member will be given the original copy of the Request For/Waiver 
Police Board Review of suspension form. 

b. record the date and time that the member was given the original copy of 
the form on both copies of the form. 

e. immediately forward the dupl icate copy of the form to the Internal 
Affairs Division/Office of Professional Standards. 

d. advise the member that within 3 business days after the date and time 
of notification recorded on the form that the: 

(1) signed form indicating acceptance of the suspension and waiver of 
the Police Board review must be returned to the Internal Affairs 
Division/Office of Professional Standards if the Buspension is 
accepted. 

(2) member must personally file a request for a Police Board review or 
file the request by certified mail, postage prepaid, with the 
Office of the Police Board, Room 603, James R. Riordan Headquarters 
Building, 1121 S. state Street, if the suspension is rejected. The 
date and time of the certified mailing, will be the date and tLme 
of the filing. A failure to file the request within the 3 business 
day time period waives the member's right to such review. AT THE 
TIME OF THE FILING, OR WITHIN 5 DAYS THEREAFTER, THE MEMBER MAY 
ALSO SUBMIT A WRITTEN STATEMENT, AND DOCUMENTARY EVIDENCE IF ANY, 
OUTLINING THE REASONS THE MEMBER REQUESTS THE REVIEW. 

~~t~C~ 
Indicates new or revised item. 
87-028 BW 
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'n'I'Ll! 

REVISION TO: 

General Order 93-3, 
Addendum 4 

REPORTING AND REVIEW PROCEDURES 

DATI! OP ISSUE 

25 March 1999 

DISTRI­
IlUTION 

C 

EPPJl:CTIVll OA'l'B NO. 

26 March 1999 4A 

RBSCINPS 

General Order 93-3, Addendum 4 is revised as follows: 

Items I - A through C are added and will read: 

I. PURPOSE 

This addendum: 

A. sets forth reporting procedures and provides for command review of 
recommended disciplinary action. 

B. discontinues the use of the Command Channel Review 
Investigation No. form (CPD-44.113, Rev. 2/84). 

Complaint Register 

C. introduces the use of the Command Channel Review Complaint Register 
Investigation No. form (CPD-44.113, Rev. 1/99) and Command Channel Review 
Sustained Case Complaint Register No. form (CPD-44.113-A, Rev. 1/99). 

1. In all sustained cases, form (CPD 44.113-A), which is pink, will be 
used. 

2. In all cases without a sustained finding (not-sustained, unfounded, 
exonerated), form (CPD 44.113), which is white, will be used. 

Item II - G is revised and will read: 

G. Command Channel Review 

1. A time limit is imposed on each level of Command Channel Review for all 
complaint register investigations. The time allotted for each level of 
exempt review will be ten days from receipt by the unit. 

a. The date that a unit receives the investigation for review will 
be entered in the "Date Received By Unit" box on the appropr.iate 
Command Channel Review form. . 

b. Upon completion of the exempt member's review, the date the 
investigation was forwarded to the next exempt member in the 
chain of command will be entered in the "Date Forwarded By Unit" 
box on the appropriate Command Channel Review form. 

2. The first exempt member in the accused member's chain of command, upon 
receipt of the original copy of a final report of a complaint register 
investigation, will review the investigation. This review should 
determine if the investigation was thorough and complete, that the 
finding was correctly classified, and that any recommendation made is 
appropriate. 

a. If the exempt member determines that additional investigation is 
necessary, he will prepare a report outlining the area of concern 
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and forward that report along with the original file to the 
investigator for further action. 

b. If the exempt member disapproves the findings or recommendation, 
this member will prepare a cover report containing detailed 
justifications supporting the alternate conclusion(s). This 
report will be attached to the original copy of the investigation 
report and will be forwarded to the next level exempt member with 
the proper indication made on the appropriate Command Channel 
Review form. 

c. If the exempt member approv,.es the final report of a complaint 
register investigation, he will indicate his concurrence on the 
appropriate Command Channel Review form and submit it with the 
original investigation to the next level exempt member for 
review. 

3. Investigations with a finding other than sustained (i.e., not-sustained 
unfounded, exonerated) will normally require only two levels of exempt 
review. Upon a finding of concurrence by the second level exempt 
member, the original investigative report and the (white) Command 
Channel Review form will be routed to Internal Affairs Division or the 
Office Df Professional Standards, as appropriate. The exceptions to 
the two levels of review, which require full Command Channel Review to 
the bureau deputy superintendent, are as follows: 

a. Investigations in which the accused member is alleged to have 
committed a crime, including domestic battery. 

b. Investigations in which a complaint was or could be made to the 
Equal Employment Opportunity officer (includes allegations of 
cultural bias, sexual harassment, or other violations prohibited 
by prevailing labor laws) . 

c. Investigations in which an exempt member is the accused. 

d. Investigations in which the accused member is assigned to a 
division under the Office of the Superintendent, the Command 
Channel Review form and original investigation will be routed 
from the division's exempt member to the Administrative'Assistant 
to the Superintendent. 

e. Investigations that are resubmitted through Command Channel 
Review after an initial non-concurrence. 

4. In those cases with a sustained finding, the original investigation, 
the (pink) Command Channel Review form, and any exempt member's cover 
report(s) supporting alternate conclusions will be submitted for review 
through the chain of command to the bureau deputy superintendent. 

a. Upon review and approval by the bureau deputy superintendent, the 
entire packet will be routed to the Internal Affairs Division or 
the Office of Professional Standards, as appropriate. 
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99-018 BSU 

b. Following the approval of the bureau deputy superintendent, no 
new charges will be added by anyone, except the Superintendent, 
without consulting the deputy superintendent who approved the 
final complaint register investigation report. 

\~~~ 
superi~ent of Police 
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SUBJECT 

REVISION TO: 
General Order 93-3, Addendum 4 

DATE OF ISSU2 

6 April 1999 

EI'FECTlVE DATE NO . 

7 April 1999 4B 

RESCINDS 

REPORTING AND REVIEW PROCEDURES 
DlSTRI­
BUTION 

C 

Item 11-1 has been revised and reads: 

I. Complaint Review Panel 

1. A Complaint Review Panel will hear cases: 

a. when an accused member requests a hearing relative to a suspension 
of 30 days or any lesser degree of disc~plinary action. 

b. upon direction of the Superintendent. 

2. Complaint Review Panels for the hearing of individual cases will be 
selected as follows: 

a. Sworn members 

(1) When one of the accused is a member of the rank of sergeant or 
above, the panel will consist of at least one member of exempt 
rank and one member of the same rank as the accused and one 
member as determined by the Assistant Deputy Superintendent, 
Internal Affairs Division. 

(2) In all other cases, the panel will consist of one lieutenant 
of police, one sergeant of police, and one member of the same 
rank as the accused. 

(3) Whenever possible, the member of the panel who is the same 
rank as the accused will be selected from the ranks performing 
duties similar to those of the accused. 

b. Civilian members 

(1) When an accused is a civilian member serving in a position 
classified by the Department of Personnel at a salary which is 
equal to Grade 14 or above, the panel will consist of two 
members or exempt rank and one civilian member .of the same pay 
grade or higher as the accused. 

(2) In all other cases, the panel will consist of one lieutenant 
of police, one sergeant of police, and one civilian member of 
the same pay. grade as the accused. 

c. A member will not serve on a Complaint Review Panel which reviews 
the case of any accused member who was under his supervision or 
command, is presently assigned to the same unit, Or was assigned to 
the same unit at the time the alleged incident occurred or when the 
CR number was obtained. 

3. The Department Advocate will prepare cases for presentation to a Complaint 
Review Panel, requesting additional investigation when necessary. The 
Advocate will schedule cases according to the provisions of this 
directive. The highest ranking member of the Complaint Review Panel will 
serve as the presiding Chairperson. 
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4 .. Accused Department members will be allowed reasonable access to the' CR 
investigation file that is the sUbject of a Complaint Review Panel 
hearing. The review must take place. in the Office of the Department 
Advocate or Office of Professional Standards (depending upon which 
investigative body conducted the CR investigation) during normal business 
hours. An accused member requesting to review the complaint register 
investigation file: 

a. has the right to review the investigative file, from the date the 
notice of the hearing date is received, until 48 hours prior to the 
scheduled hearing date. 

b. will submit a To-From-Subject report to the Department Advocate, at 
least twenty-four hours prior to inspecting the file. 

c. who wishes to present new evidence to the Complaint Review Panel, 
will submit such evidence to the Department Advocate at least five 
days prior to the hearing date. 

d. may use an audio tape recorder during the file review. However, the 
member may not remove or make copies of any documents in the file. 

5. Complaint Review Panel hearings will: 

a. whenever possible, be held on the member's regularly scheduled 
working days. 

b. be scheduled giving the member a minimum of ten days' notice as to 
the date and time of the hearing. 

c. be scheduled, whenever possible, with: 

(1) 1st watch officers scheduled for the first hearings of the 
day. 

(2) 3rd watch officers scheduled for the last hearings of the day. 

NOTE: Members will not be scheduled to attend CRP hearings at 
the same time they are scheduled to appear in court; 
however, members will be required to attend the CRP 
hearing on days they are scheduled to appear in court if 
there is no time conflict. If unable to attend the CRP 
hearing because of a required court appearance, members 
will notify the Department Advocate section providing 
the court location and time, and fax to the Department 
Advocate Section a copy of the subpoena/notification (if 
any) . 

d. be continued only upon good cause. A written request for a 
continuance must be made at least five days prior to the date 
scheduled for hearing. Normally, a case set for hearing will only be 
continued once. 

e. not normally be scheduled or rescheduled to a date during the 
officer's scheduled furlough segment. Officers who are scheduled to 
attend a Complaint Review Panel while on furlough will have their 
furlough segment extended equal to the number of days required for 
the Complaint Review Panel. 

6. The Department may remove confidential documents or information from the 
CR investigation file prior to allowing access by the accused member. 
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. ~. 7 . 

Documents or information excluded will not be used against the member in 
the complaint Review Panel Hearing. 

All Department members appearing before a Complaint Review Panel will: 

a. attend in the uniform prescribed for the member's regular assigned 
duty. 

b. be provided with a copy of a synopsis of the investigation of the 
Complaint Register file. An accused member may obtain a copy of the' 
synopsis at least. forty;"eight hours prior to the Complaint Review 
Panel hearing at the Department Advocate's Office. 

8. The Complaint Review Panel will: 

a. consider investigative reports, statements, other documents, and 
such other evidence it deems appropriate to the issue. 

b. hear the plea qf any accused member who wishes to be heard. 

c. order an accused member or any other member of the Department to 
appear before it, at the Panel's discretion. 

d. not discuss the case pending before it with either the Advocate or 
the assisting member without the other being present. 

NOT8, The Chairperson will retain control of the proceedings at all 
times in accordance with established rules of procedure. 

9. An accused member will be permitted to select one person of his choosing 
who agrees to assist him. The assisting member must be of the same rank 
and/or position or below the rank and/or position of the highest ranking 
member of the Complaint Review Panel if the accused member desires that he 
accompany him into the hearing room. 

10. At the Complaint Review Panel hearing, the assisting member will: 

a. assist the accused member in the presentation of his defense by 
reminding the accused member of pertinent points or circumstances he 
may have omitted which could affect his case. 

b. be allowed to make an inquiry concerning relevant and material 
issues on behalf of the accused member and may present argument and 
a summary of evidence in support of the accused member's position. 

c. be allowed to address the panel on behalf of the accused member, but 
will not be permitted to cross-examine members of the Panel or the 
Department Advocate. 

11. If the Complaint Review Panel concludes that further investigation is 
necessary before its findings can be determined, the Case will be returned 
to the Department Advocate indicating the specific action desired or' 
information sought. Further investigation will be conducted as directed by 

the panel. 

12.. The Complaint Review Panel will recommend whether the charges should 
result in a finding of unfounded, exonerated, not sustained, or sustained. 

13. . For those cases in which the Complaint Review Panel has concurred with the 
sustained finding, it will review the recommended penalty, previous 
complimentary and disciplinary history, and either concur or recommend a 
greater or lesser penalty. When an alternate finding is recommended, it 
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must be based upon specific facts entered into the record during the 
hearing and be set forth in writing. 

14. After the Complaint Review Panel hearing has been conducted, the Assistant 
Deputy Superintendent, Internal Affairs Division, or the Administrator in 
Charge, Office of Professional Standards, as appropriate, will forward the 
case file and the recommendations of the panel to the. Superintendent of 
Police for review and decision. 

'Indicates new or revised item. 

\ """ ~JLa2Q 
supe~ent of Police 

97-05B MLS 
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ADDENDUM TO: 

General Order 93-3 

Sun.)'BC"J' 

DATR OF :rSSUR 

27 September 2002 

DISTRI­
BD'l'IO« 

c 

HPPHCT:rVll OATH NO • 

1 October 2002 5B 

RBscnros 

SPECIAL SITUATIONS 

Addendum 5, Addendum SA, AM 
NOB. 95-011753, 96-004801, 9 
004977, and 02-002133 

I. PURPOSE 

This addendum identifies certain special situations and sets forth procedures for 
their investigation and processing. 

II. SPECIAL SITUATIONS 

A. Indebtedness 

1. Members who incur just debts are expected to liquidate such debts 
within a reasonable period of time. 

2. Wages ot' public employees are not immune from garnishment. 

3 . Any member receiving a complaint of indebtedness, other than a 
complaint of indebtedness to the City of Chicago, wi 11 inform the 
creditor reporting such indebtedness that an adequate remedy for a 
creditor is now provided by law. 

4. Complaints of indebtedness to the City will be processed pursuant to 
the provisions of the Department directive entitled "Indebtedness to 
the City of Chicago." 

B. Arrest Warrants and Judicial Non-Traffic Summons for Department Members 

1. A warrant clerk will, when preparing an application for a warrant 
against a Department member: 

a. follow the procedures outlined in the Department directive 
entitled "Judicial Non-Traffic Summons." 

b. ascertain if a Complaint Register number has been obtained. 

c. immediately notify a supervisory member in instances where a 
Complaint Register number has not previously been obtained. 

d. accompany the complainant to court and inform the judge that the 
person against whom the complaint is being filed is a member of 
the Chicago Police Department and that the matter is being 
investigated by the Department. 

e. submit a brief report of the circumstances to 
Professional Standards or Internal Affairs 
appropriate. 

the Office of 
Division, as 

2. When a member assigned to serve a warrant determines that the person 
named in the warrant is a member of the Department, the member will 
notify his or her supervisor who, in turn, will notify the Office of 
Professional Standards: The Complaint Register number assigned by the 
Office of Professional Standards will be recorded on the Arrest Report 
(CPD-ll.420) . 

3. Whenever a member of the Department is subjected to a physical arrest 
by the Chicago Police Department for other than a traffic or 
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conservation offense, the case will be set for a court hearing within 
five days after the date of arrest. 

4. Whenever a member of the Department is sUbjected to a physical arrest 
for a traffic or conservation offense, the case will be set for a court 
hearing in accordance with ex~sting Department direccives. 

C. The Polygraph 

1. When a polygraph examination is deemed necessary, tte complainant will 
be requested to take a polygraph examination first. 

2. If the complainant does not take the polygraph exam, the accused police 
officer will not be requested to take a polygraph ex~m. 

3. If the complainant takes the polygraph exam and th,::' results indicate 
deception, the accused officer may be requested to take a polygraph 
exam covering those issues wherein the examiner d(·::~:,ermines that the 
complainant is truthful. 

4. When the polygraph is used, the accused member w:, .• 1 be advised, 
writing 24 hours prior to the administering of "::,e tests, of 
questions to which the Department will request an c:.' lswer. 

in 
any 

5. If the officer under investigation requests to tab: ",; polygraph exam, 
the officer may do so. However, an officer shall :,t be disciplined 
for refusal to take a polygraph exam, and the resu1" ;:, of the polygraph 
exam shall not be admissible as evidence in proc:~jings before the 
Police Board or in any proceedings where the office:, ;;'lay appeal to the 
Police Board, unless by Illinois or Federal Court dr,: :::".sion or Illinois 
Statute such evidence becomes admissible before th, ~olice Board. 

D. Arrestees Who Resist, Obstruct, Assault or Commit Batte:': of a Department 
Member 

When a person is arrested for resisting, obstructing, ass' ·,.::It and/or battery 
of a Department member, members will additionally refer t.O the Department 
directive entitled "Use of Force Guidelines" and follow t1' investigative and 
reporting procedures established in that directive. 

E. Allegations of Impairment, Involving the Operation of a "':hicle - On or Off 
Duty 

1. Allegations of impairment 
driving while under the 
alcohol and drugs. 

involving the operation (' 
influence of alcohol OJ: 

a vehicle include 
a combination of 

2. The meaning of the term "drugs" will include but not be limited to 
cannabis as defined in 720 ILCS 550/3 and controlled substances as 
defined in Chapter 720, Article II of the Illinois Compiled Statutes, 
or as amended. 

3. In every instance when a complainant or a sworn member makes an 
allegation against a Department member relating to impairment while 
operating a motor vehicle, in addition to complying with the provisions 
of the addendum to this directive entitled "Specific Responsibilities," 
the procedures outlined below will be followed. 

a. The responsible command or supervisory member will: 

(1) obtain a Complaint Register number. 

Complaint and Disciplinary Procedures, 
Addendum 5B 2 
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(2) ensure that a To-From-Subject report is obtained from each 
member having knowledge of the circumstances surrounding 
the complaint. 

(3 ) prepare a To-From-Subject 
preliminary investigation. 

report summarizing the 

b. Accused members will be requested to read and sign a Notification 
of Charges/Allegations (CPD-44.llS) to acknowledge that they have 
received a written copy of the specific allegations made against 
them. 

c. The incident will be investigated in accordance with the 
provisions of the Department directive entitled "Driving While 
under The Influence-Implied Consent" and any other related 
directives (e.g., "Traffic Crash Investigations"). 

d. When the accused member has complied wi th all the provisions 
(e.g., Alcohol/Drug Influence Report (CPD-22.118) I breath test) 
of the Department directive entitled "Driving While tinder The 
Influence - Implied Consent," it will not be necessary to repeat 
these procedures in the administrative phase of the 
investigation. In these cases, the investigating member will 
photocopy the completed form. The words "Administrative Phase" 
will be inserted in the DUI Citation Number section of the 
Alcohol/Drug Influence Report photocopy and noted as an 
attachment to the administrative phase of the CR file. 

4. The responsible command or supervisory member will advise the accused 
member when the criminal segment of the preliminary investigation has 
been terminated, regardless of whether or not the accused member is 
subsequently charged with a violation of 625 ILCS 5/11-501. When the 
accused member has not completed or has refused to comply with any of 
the tests required in the investigation of allegations of Driving While 
Under the Influence of Alcohol, Drugs or a Combination Thereof~Implied 
Consent (625 lLCS 5/11-501), as applicable, the following mandatory 
procedures will be required under Administrative Proceedings. 

a. The accused member will be: 

(1) presented with the Administrative Proceedings Rights form 
(CPD-44 .105) before being asked the questions in the 
"Interview" section of the Alcohol/Drug Influence Report or 
any other questions which would tend to prove or disprove 
the allegation. 

(2) ordered to submit to a visual examination, the results of 
which will be recorded in the "Observations" section of the 
Alcohol/Drug Influence Report. 

(3) ordered to complete the "Standardized Field Sobriety 
Tests," the results of which will be recorded on the 
Alcohol/Drug Influence Report. 

(a) The investigating member will: 

i) 

H) 

use a separate Alcohol/Drug Influence Report 
for this administrative phase. 

insert the words "Administrative Phase" in the 
DUl Citation Number section (top center) of 
the Alcohol/Drug Influence Report. 

Complaint and Disciplinary Procedures, 
AddenduJII 5f:J 3 
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(b) 

iii) write "DNA" (Does Not Apply) over the Court 
Information section in the top right hand 
corner of the Alcohol/Drug Influence Report. 

iv) write the CR number in the Traffic 
Court/Records Unit Control Number section in 
the lower right hand corner of the 
Alcohol/Drug Influence Report. 

Standardized Field Sobriety Tests will be 
administered by a sworn member at least one rank 
above the rank of the member being examined. In 
those instances when the accused member is a 
supervisory member, the Standardized Field Sobriety 
Tests will be conducted by the watch commander' of 
t.he district. of occurrence. If the circumstances 
require the presence of an exempt member, this 
member will be responsible for signing the report. to 
indicate that his or her assessment. of the accused 
member's condition is basically consistent. wit.h that 
of the examiner. 

(4) ordered to answer ,the questions in t.he "Interview" section 
of the Alcohol/Drug Influence Report. 

(5) ordered to submit to a breat.h test, the results of which 
will be entered into the "Breath Test" section of the 
Alcohol/Drug Influence Report. 

(6) ordered to submit a urine specimen if physically incapable 
of taking a breath test and not hospitalized, if the 
results of the breath test are inconclusive, or if the 
results of the breath test are inconsistent with the degree 
of impairment or the allegation focuses upon drugs. Once 
a decision is 'made by the responsible command or 
supervisory member to have the accused member submi t a 
urine specimen, no action pertaining to the collection of 
the urine specimen will be initiated until after the 
Internal Affairs Division has been notified. Urine 
specimen containers can be obtained from the Internal 
Affairs Division on the 2~ and 3~ watches by calling Pax 
0610 and on the 1st watch by calling Pax 0301. 

b. The urine specimen will be: 

(1) collected in a manner that will preserve the dignity of the 
accused member and ensure the integrity of the sample. 

(2) collected in the presence of the investigating supervisor 
only if the supervisor is of the same sex as the accused 
member. When the supervisor is not of the same sex as the 
accused member, arrangements will be made to have a sworn 
member of the same sex as the accused member wit.ness the 
collection of the urine specimen. The responsible command 
or supervisory member will submit a To-From-Subject report 
which ident.ifies. the sample collection sit.e, the date and 
time of the collection, the identity of the wit.ness to the 
collection, and any other circumstances pertaining to th 
investigation. 
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(3) turned over to a member of the Internal Affairs Division 
who will assume the responsibility for ensuring that the 
urine specimen is properly secured in accordance with 
established division-level standard operating procedures, 
pending laboratory processing. 

c. If the accused member refuses to provide a urine specimen or has 
refused to complete or comply with any tests required in 
conjunction with the administrative segment of the investigation, 
a violation of the Department Rules and Regulations I 
"Disobedience of an Order or Directive Whether Written or Oral," 
will be added to the administrative charges against the accused 
member. 

d. All completed reports and forms relating to the incident will be 
distributed in accordance with the Department directive entitled 
"Driving While Under the Influence-Implied Consent" and/or the 
addendum to this order entitled "Reporting and Review 
Procedures," as applicable. 

F. Allegations of Impairment, Not Involving the Operation of a Vehicle- On or 
Off Duty 

1. Allegations of impairment, not involving the operation of a vehicle 
include: 

a. Alcohol Intoxication. 

Alcohol intoxication means that a person's mental or physical 
functioning is substantially impaired as a result of the use ·of 
alcohol. 

b. Being under the Influence of Drugs. 

Drugs include but are not limited to the following - cannabis as 
defined in 720 ILCS 550/3 and controlled substances as defined in 
Chapter 720, Article II of the Illinois Compiled Statutes, or as 
amended. 

c. Being under the Influences of a Combination of Alcohol and Drugs. 

2. Whenever a sworn member or complainant makes an allegation against a 
Department member relating to impairment not involving the operation of 
a vehicle, the procedures ou.tlined below will be followed. 

a. The responsible command or supervisory member will: 

(1) obtain a Complaint Register number. 

(2) ensure that a To-From-Subject report is obtained from each 
member having knowledge of the circumstances surrounding 
the complaint. 

( 3) prepare a To-From-Subject 
investigation. 

report summarizing the 

b. The accused member will be requested to read and sign a 
Notification of ChargeS/Allegations (CPD-44.115) to acknowledge 
that he or she has received a written copy of the specific 
allegations made against him or her and will be: 
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(1) presented with the Administrative P~oceedings Rights form 
(CPD-44.l05) before being asked the questions in the 
"Interview\\ section of the Alcohol/Drug Influence Report or 
any other questions which would tend to prove or disprove 
the allegation. 

(2) ordered to submit to a visual examination, the results of 
which will be recorded in the "Observations" section of the 
Alcohol/Drug Influence Report. 

(3) ordered to complete the Standardized Field Sobriety Tests, 
the results of which will be recorded on the Alcohol/Drug 
Influence Report. 

ta} The investigating member will: 

i) use a separate Alcohol/Drug Influence Report 
for this administrative phase. 

ii) insert the words "Administrative Phase" in the 
DUI Citation Number section (top center) of 
the Alcohol/Drug Influence Report. 

iii) write "DNA" (Does Not Apply) over the Court 
Information section in the top· right hand 
corner of the Alcohol/Drug Influence report. 

iv) write the CR Number in the Traffic 
Court/Records unit Control Number section in 
the lower right hand corner of the 
Alcohol/Drug Influence Report. 

(b) The Standardized Field sobriety Tests will be 
administered by a sworn member at least one rank 
above the rank of the member being examined. In 
those instances when the accused member is a 
supervisory member, the Standardized Field Sobriety 
Tests will be conducted by .the wat.ch commander of 
the district of occurrence. If the circumstances 
require the presence of an exempt member, this 
member will be responsible for signing the report to 
indicate that his or her assessment of the accused 
member's condition is basically consistent with that 
of the examiner. 

(4) ordered to answer the questions in the "Interview" section 
of the Alcohol/Drug Influence Report. 

(5) ordered to submit to a breath test, except when the 
allegation focuses exclusively on drugs, the results of 
which will be recorded in the "Breath Test" section of the 
Alcohol/Drug influence Report. 

(6) ordered to submit a urine specimen if physically incapable 
of taking a breath test and not hospitalized, or if the 
results of the breath test are inconclusive, or if the 
results of the breath test are inconsistent with the degree 
of impairment or the allegation focuses upon drugs. One'''' 
a decision is made by the responsible command 
supervisory member to have the accused member submit cI. 

urine specimen., no action pertaining to the collection of 
the urine specimen will be initiated until after the 
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Internal Affairs Division has been notified. Urine 
specimen containers can be obtained from the Internal 
Affairs Division on the 2~ and 3~ watches by calling Pax 
0610 and on the lot watch by calling Pax 0301. 

c. The urine specimen will be: 

(1) collected in a manner that will preserve the dignity of the 
accused member and ensure the integrity of the sample. 

(2) collected in the presence of the investigating supervisor 
only if the supervisor is of the same sex as the member. 
When the supervisor is not of the same sex as the accused 
member, arrangements will be made to have a sworn member of 
the same sex as the accused member witness the collection 
of the urine specimen. The responsible command or 
supervisory member will submit a TO-From-Subject report 
which identifies the sample collection site, the date and 
time of the collection, the identity of the witness to the 
collection, ~nd any other circumstances pertaining to the 
investigation. 

(3) turned over to a member of the Internal Affairs Division 
who will assume the responsibility for ensuring that the 
urine specimen is properly secured in accordance with 
established division-level standard operating procedures, 
pending processing by a medical laboratory. 

d. If the accused member refuses to provide a urine specimen or has 
refused to complete or comply with any tests required in 
conjunction with the administrative segment of the investigation, 
a violation of the Department Rules and Regulations (e. g. , 
disobedience of an order or directive whether written or oral) 
will be added to the administrative charges against the accused 
member. 

e. All completed reports and forms relating to the incident will be 
distributed in accordance with the procedures established in the 
addendum to this order entitled "Reporting and Review 
Procedures." 

G. Allegations of Miscellaneous Drug Related Activity - On or Off Duty 

1. Allegations of miscellaneous drug related activity include but are not 
limited to a member's: 

a. unauthorized involvement 
the illegal use, sale, 
possession of drugs. 

with a person or enterprise engaged in 
delivery, manufacture, purchase, or 

NOTE: For the purpose of this order, the meaning of the words 
"person" and "enterprise ll will be understood to be that of 
the definitions provided in Chapter 725, Act 175. Section 
3. of the Illinois Compiled Statutes. 

b. illegal sale, delivery, manufacture. purchase, possession, or use 
of drugs. 

2. Whenever an allegation against a Department member concerning any of 
the above categories of conduct is received, the responsible command or 
supervisory member will obtain a Complaint Register number. 
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3. The Complaint Register investigation and the preliminary 
of all criminal charges, where applicable, will be 
conformance with existing Department procedures. 

investigation 
conducted in 

4. Whenever the results of the preliminary criminal investigation indicate 
reasonable grounds to believe that the accused member is involved in 
illegal drug related activity, or upon completion of the initial stages 
of an administrative investigation which indicates reasonable grounds 
to believe that the accused member is personally using illicit drugs or 
is personally misusing legally prescribed or dispensed medications, the 
accused member will be required to submit a urine specimen in 
accordance with the procedures established in Item II-E-4-b of this 
addendum. 

H. Allegation of Misconduct for a Member Striking a Citizen with an Object 

Whenever an allegation of misconduct for a member striking a citizen with an 
object is made, the watch commander will ensure that: 

1. an evidence technician is requested to inventory the item(s) allegedly 
used. 

2. the assigned evidence technician hand-carries the inventoried item(s) 
to the Forensic Services Section. 

3. OPS is notified and provided with the applicable inventory numbers. 

4. the member reports to Operations Command, 
temporary replacement of the affected item 
handgun) . 

I. Repeated Minor Infractions 

if necessary, to obtain 
(e.g., flashlight, baton, 

Department members who have repeated minor infractions will, in addition to 
any disciplinary action, be processed in accordance with the Department 
directive entitled "personnel Concerns." 

J. Civil Suits Against Department Members 

Allegations against Department members contained in a civil complaint will be 
handled in accordance with the Department directive ent~tled "Disseminating 
Information in Civil and/or Criminal Legal Actions and in Civil Suits Against 
Department Members." However, if the complaint alleges conduct which would 
be a violation of Department rules, regulations, or directives and has not 
been the subject of a previous Complaint Register investigation, a Complaint 
Register number will be obtained. 

K. Verbal Abuse 

1. A complaint of verbal abuse against a Department member, which includes 
the use of profane, insolent, or disrespectful language, will require 
the obtaining of a Complaint Register number to record the incident and 
facilitate an inquiry as to its validity. 

2. The manner of speaking as well as the choice of words must be 
considered in determining whether or not a member has verbally abused 
a citizen. 

3. Whenever an allegation of verbal abuse is the only allegation made, in 
addition to complying with the applicable provisions of this order, the 
procedures outlined below will be followed. 
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a. The supervispr assigned to the Complaint Register investigation 
will record his findings on a Summary Report Digest form (CPD-
44 .112A) . 

b. The unit commanding officer will review the Summary Report Digest 
form and forward the report through channels to the Internal 
Affairs Division. 

L. Orders of Protection Against Sworn Members 

Orders of Protection are court issued by a judge directing a "respondent" 
(the accused) to perform certain acts or to refrain from committing certain 
acts. Effective 1 January 1996, a member who is a respondent in an order of 
protection, issued on or after that date, may be ordered by the court to 
surrender the member' sduty firearm(s) and the member's non-duty related 
firearms as one of the remedies listed on a "plenary" (permanent) order [725. 
ILCS 5/112A-14 (b) (14.5); effective January 1, 1996]. A plenary order of 
protection is for a stated period not to e~ceed two years. Usually, before 
a plenary order can be issued, an emergency order of protection must be 
entered and a hearing date set to examine the "petitioner" (the accuser) 
under oath to ascertain whether there is any "danger of the illegal use of 
firearms" by the respondent. The following procedures are appiicable to any 
order of protection issued by either the criminal or civil courts. 

1. When a member is served with a Notice to Appear or is otherwise 
notified or made aware of an order of protection (regardless of the 
source), where the member is the "respondent," or if the member 
receives notice that the petitioner has sought modification and 
reopening of a "current" order of protection, the men~er will: 

a. immediately prepare a TO-From-Subject report indicating the date 
and time the member was served or became aware of the existence 
of or modification to the order of protection, and also indicate 
the date and time of any future court appearance as listed on any 
document received or of which the member is aware. In addition, 
the member will list the CR number and date ·of incident of any 
pending CR investigation, if known by the member. 

b. submit the report, with copies of all documents, to the member's 
watch commander/ watch operation lieutenant for review and 
forwarding. 

2. The watch commander/watch operation lieutenant will review and sign the 
report and immediately forward the original report, with copies of all 
documents, to the General Counsel, Office of the Superintendent, and 
forward additional copies to the Assistant Deputy Superintendent, lAD, 
the Chief Administrator of OPS, and to the member's unit commanding 
officer of exempt rank to be retained in unit files. 

3. OPS will, upon receipt of the report, review its records to determine 
if a CR number has been issued against the member for the incident that 
precipitated the issuance of the order of protection. If a CR number 
has not been initiated, OPS will review the order of protection and all 
documents and issue a CR number. Both lAD and OPS will maintain a file 
of all current orders of protection (including expiration date) issued 
against Department members for access by supervisory personnel. 

4. Designated members from lAD and OPS will appear in court for the 
hearing on the indicated date and time. 
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a. Should a plenary order of protection be issued by the judge at 
that hearing which includes as a remedy, "the prohibition of 
firearm possession", the lAD representative will: 

(1) if the hearing is held in criminal court, request the 
assistant state's attorney to provide the Department with 
a copy of the plenary order of protection. If the hearing 
is held in civil court, the lAD representative will request 
the petitioner's attorney to provide a copy of the plenary 
order of protection. 

(2) deliver to the member a copy of a Noti'f ication of Duty 
Restrictions (CPD-44.301) instructing the member to 
surrender the member's duty and non-duty firearms as 
directed by the court. Unless some other timetable is 
provided for in a court order, the member will be ordered 
to immediately surrender their firearms to the lAD 
representative at the Evidence and Recovered Property 
Section. 

(3) contact the Field Inquiry Section of the Records Division 
to obtain a listing of all firearms registered to the 
member. 

(4) inventory the firearms in accordance with the Department 
directive entitled'''Firearms Taken Into Custody or Turned 
In." The notation "Police Officer's Weapon - Do Not Mark 
or Destroy" will be entered in the "Comments" field on the 
Recovery screen of the eTrack application. On the 
Classifidation screen, the action "Hold for Investigation" 
will be checked and the star number of the person assigned 
to the investigation entered in the appropriate box. 
Multiple firearms may be entered on a single property 
inventory. The lAD representative will provide the member 
with the owner's/citizen copy of the inventory. 

(5) provide the member with written notification directing the 
member to report to the Personnel Division to surrender his 
or her star, shield and I.D. card and to receive 
information concerning the disposition of duty status. 

b. Immediately following the hearing, the designated member from OPS 
will prepare a To-From-Subject report to the Superintendent of 
Police summarizing all available information from the case file 
and the hearing. 

c. If a "prohibition of firearm possession" remedy is not included 
in the plenary order of protection, the lAD representative will 
still request a copy of the order from the court to be included 
in the member's case file. 

d. Nothing in this order precludes the Superintendent from 
exercising his or her prerogative to immediately suspend or 
reassign a member, based on the circumstances of each individual 
case. 

5. If a member is subject to an order of protection issued in another 
state, the member will submit a TO-From-Subject report outlining the 
circumstances as prescribed in Item II-L-l of this addendum. OPS wil­
investigate the circumstances and will obtain a CR number I L. 
appropriate. 
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6. If at some future date, a member receives a written court order, issue' 
by a judge, that allows the member to possess firearms, the memberwilJ 
prepare a To-From-Subject report to the member's commanding officer, 
attaching a copy of that order. The watch commander/watch operation£ 
lieutenant will forward the report as directed in Item II-L-20f this 
addendum. 

7. The Evidence and Recovered Property Section will not release an 
officer's firearms inventoried pursuant to Item II-L of this addendum 
without the express written authorization of lAD. 

III. ADMONISHMENTS 

A supervisor or command officer, or any member acting in such capacity, may exercise 
the prerogative of immediate correction or admonishment of a subordinate whenever 
the nature or circumstances of. an incident do not warrant a reprimand or 
disciplinary action. If the application of immediate correction or admonishment is 
not effective, i.e., the conduct of the member indicates a repetitive pattern of 
irregularities, the procedures contained in the addendum to this dierctive entitled 
"Summary Punishment" will be followed. 

IV. DEPARTMENT MEMBERS UNDER INVESTIGATION BY ANY OUTSIDE LAW ENFORCEMENT AGENCY 

A. A Department member who is under investigation by any outside law enforcement 
agency, or having knowledge that another member is under investigation by any 
law enforcement agency, whether or not that member has been contacted by that 
agency, ~ill immediately submit a To-From-Subject report of the information, 
in triplicate, to his ,or her unit commanding officer. 

B. The unit commanding officer will immediately forward the original copy of the 
report to the Chief Administrator, Office of Professional Standards, and a 
copy to the Assistant Deputy Superintendent, Internal Affairs Division. A 
copy will also be retained in unit files, 

Indicates new or revised material. 
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DATE OF ISSUE EFFECTIVE DATE NO. 

REVISION TO: 
Department General Order 93-03 03 July 2008 04 July 2008 OSC 

SUBJEC'!' ru::SCINOS 

SPECIAL SITUATIONS 
DISTfU­
SVTION 

C 

I. PURPOSE 

This directive revises procedures relative to allegatjons of impairment, involving 
the operation of a vehicle - on or off duty. 

II. REVISIONS 

A. Item 1I-E-3 is revised to read: 

3. In every instance when a complainant or a Sworn member makes an 
allegation against a Department membe~ relating to impairment while 
operating a motor vehicle, the incident will be investigated in 
accordance with the provisions of the Department directive entitled 
"Driving While Under 'I'he Influence-Implied Consent" and "Specific 
Responsibili ties," and any other rela ted direct! ves (e. g" "Traffic 
Crash Investigations"). The procedures outlined below will be 
followed. 

a. The assigned supervisory member will: 

(1) obtain a Complaint Register Log number. 

(2) make immediate notifications to the watch commander .in the 
district of occurrence and then the on-duty Assistant 
Deputy Superintendent assigned to Operations Command. 

NOTE: Operations Command will notify the JAI) call-out 
supervisor. 

(3) ensure that a To-From-Subject report is obtained from each 
member having knowledge of the circumstances surrounding 
the complaint, prior to the end of that tour of duty. 

b. 2'he watch commander will immediately respond to the scene of the 
inciden t and ensure adherence to I)l2partmen t pol icies and 
procedures. 

c. If the accused member has complied with all. the prOvisions of the 
Department directive entitled "Driving While Under 'l'he Influence­
Implied Consent," it will not be necessary to repeat these 
procedures in the administrative phase of the investi'Jation. The 
lAD call-out supervisor will: 

(1) photocopy the completed form; 

(2) insert the words "Administrative Phase" in the DUI Citation 
Number section of the Alcohol/Drug Influence Report 
photocopy. 

NOTE: The photocopy will be included as an attachment to 
the adrninistrative phase of the CH fj.le. 

8. Item 11-£-4 is revised to read: 

4. The assigned supervisory member will advise the accused member when the 
criminal segment of the preliminary investigation has been terminated, 
regardless of whether or not the aCcused member is subsequently charged 
with a violation of 625 ILCS 5/11-501. When the accused member has not 
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completed or has refused to comply with any of the tests required in 
the investigation of allegations of Driving While Under the Influence 
of Alcohol, Drugs or a Combination Thereof-Implied Consent (625 ILCS 
5/11-501), as applicable, the following mandatory procedures .will be 
required uhder Administrative Proceedings. 

a. The JAD ca1.1.-out supervisor will; 

(1) prepare a Notification of ChargesIAl1egat.ions(CPD-44 .. 105) 
form, present it to the accused member, and request the 
accused member to read and si.gn the notification wh.ich will 
acknowledge that they have received a written copy of the 
specific allegations made against them. 

(2) order the accused member to submit to a visual examination, 
the results of which will be recorded in the "Observations" 
section of the Alcohol/Drug Influence Report. 

(3) order the accused member to complete the "Standardized 
field Sobriety Tests," the results of which will be 
recorded on the Alcohol/Drug Influence Report. 

(a) The ca.L~-out supervisor will; 

i) use a separate Alcohol/Drug Influence Report 
for this administrative phase than the report 
prepared for the criminal phase. 

ii) insert the words "Administrative Phase" in the 
001 Citation Number section (top center) of 
the Alcohol/Drug Influence Report. 

iii) write "DNA" (Does Not Apply) over the Court 
Information section in the top right-hand 
corner of the Alcohol/Drug Influence Report. 

iv) write the CR number in the Traffic Court/ 
Records Unit Control Number section in the 
lower. right-hand corner of the;! lUcohol/D.Cllg 
Influence Report. 

(b) Jf the accused is a supervisory member of the rank 
of lieutenant or above, the Standardized Field 
Sobriety Tests will be conducted by the watch 
commander assigned to the district of occurrence. 
I f the circumstances require the presencE:~ of an 
exempt member, the exempt member will sign the 
report to indicate that their assessment of the 
accused member'S condition is basically consistent 
with that of the examiner. 

(4) order the accused member to answer the questions in the 
"Interview" section of the Alcohol/Drug Influence Report. 

(S) order the accused member to submit to a .breath test I thr:~ 
results of which will be entered into the "Breath Test U 

settion of the Alcohol/Drug Influence Report. 

{61 order the accused member to submit a urine specimen if: 

(a) physically incapable of taking a breath test and not 
hospitalized; 

(b) .the results of the breath test are inconclusive; 
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(c) the results of the breath test are inconsisteryt with 
the degree of impairment; or 

(d) the allegation focuses upon drugs. 

b. If it is necessary to collect a urine specimen, the urine 
specimen will be: 

(I) collected in a manner that will preserve the dignity of the 
accused member and ensure the integrity of the sample. 

(2) collected in the presence of the call-out supervisor only 
if the call-out supervisor is of the same sex as the 
accused member. If the call-out supervisor is not of the 
same sex as the accused member,arrangements will be made 
to have a sworn member of the same sex as the accused 
member witness the collection of the urine specimen. The 
assigned supervisory member will submit a TO~from-Subject 
report identifying the sample collection site, the date and 
time of the collection, the identity of the witness to the 
collection, and any other circumstances pertaining to the 
investigat~on, prior to the end of that tour of duty. 

(3) turned over to the call-out supervisor who is responsible 
for ensuring that the urine specimen is properly secured in 
accordance wi th establ i shed di v ision-level standard 
operating procedures, p.ending laboratory processing. 

c. If the accused member refuses to complete or comply with any 
tests required in conjunction with the administrative segment of 
the investigation, a violation of the Department Rules and 
Regulations, "Disobedience of an Order or Directive Whether 
Written or Oral,u will be added to the administrative charges 
against the accused member. 

d. All completed reports and forms relating to the incident will be 
distributed in accordance with the Department directive entitled 
"Driving While Under the Influence-Implied Consent" and/or the 
addendum to this order entitled "Reporting and Heview 
Procedures," as applicable. The administrative phase reports 
will NOT be included in the court file/transmittal. 

C. Item II-M is added to read: 

M. Personal Injury Traffic Crashes Involving Off-Duty Department Members 

1. When a field unit responding to a personal injll1:Y traFf.i.c cI;'ash 
investigation becomes aware that the crash involves an off-duty 
Departmen t member I the responding uni t w.Ul .immedia tely notify 
the watch commander assigned to the disl:rict of occu.crence and 
request a field lieutenant respond to the scene. 

NOTE: If a field lieutenant is not avai-lable, the watch commander 
will respond and assume the responsibi.liCies of the fieJd 
lieutenant. 

2. A field lieutenant assigned to the district of occurrence, will 
respond to the scene and determine if impairment from alcohol or 
other substances is evident. 

a. If impairment from alcohol or other substances is not 
evident, the traffic crash investigation will be processed 
consistent with the Department directive entitled "Traffic 
Crash Investigations. H 
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b. If impairment is suspected, in addition to ensuring 
compliance with the provisions outlined .in Item II-E: of 
this directive, the field lieutenant will j.mmediateJ.y 
notify the wa tch commander. 

1) The watch commander will. not.tfy the on-duty 
Assistant Deputy Superintendent, Operations Command. 

2) 

3) 

The on-duty Assistant 
Opera tions Command, wi 11 
supervisor is notified. 

Deputy Superintendent, 
ensure the lAD caLL-out 

The lAD call-out supervJ.sor will 
scene and conduct an investigation 
Item II-E of this directive. 

respond to the 
consistent wj.th 

Superintendent of Police 

New or revised items indicated by italics. 
08~022 AMg 
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REVISION TO: 

General Order 93-0J-OSB 

SUBJEC'r 

DAl'E OF ISSUE 

16 cJuly 2010 

DISl'RX­
BU'I'ION 

EFFECTXV£ 01\','£ tilo. 

16 J'uly 20J.0 5D 

RESCINDS 

PECIAL SI'l'UATIONS 

I. PURPOSE 

This revision introduces the prohibition for command sta.ff: members and SWO;CD 

Department members, in compliance with any applicable collective ba)~gaining 
ag-reement, from consuming alcohol within the four-hour period preceding the 
start of a p:t"eviously scheduled shift or after receiving- notice to report for 
duty. 

II. REVISION 

Item II-N is added and reads: 

N. p:t"ohibition on the Consumption of Alcohol Prior to Heporting for Duty 

:L. Command staff and sworn Department members are p:r:ohibi ted from 
consuming alcohol wi thin the four-hour ped.od preceding t.he start 
of a previously scheduled shift or after receiving notice (:0 

report for duty, in compliance with any applicable collective 
bargaining agreement. 

2. Whenever a reporting party, upon signed affidavit, or sworn 
member makes an allegation agains t a Department member relating 
to the prohibition on the consumption of a.lcohol prior to 
reporting for duty, the responsible command s tafE or supervisory 
member will: 

a. obtain a Complaint Number. 

b. ensure that a To-From-Subject report i.s obtained from each 
member having knowledge of the circumstances surrounding 
the incident prior to the end of their tour of duty. 

c. prepare a To - From- Subj ect report summarizing t.he 
investigation. 

d. prepare a Notification of Charges/Allega.tions (CPD-44 .11!») 
:Corm, present it to the accused member, and :r.:equest the 
accused member read and sign the notification whicb. will 
acknowledge that they have received a written copy of the 
specific allegations made against them. 

e. prepare an Alcohol/Drug Influence Report t.o document t.he 
observation of the accused member.' and the a.dministrat:i.on of 
the breath test. 

(1) insert the words "Administrative" in the DUI Cital:ion 
Number section{ 

(2 ) wri te "DNA" (Does Not Apply) over the Court 
Information section{ and 

(3 ) write the Complaint Number in the 'rr:affic 
Court/Records Oni t Control Number sect.ion. 
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f. order the accused member to submit to a. visual examination, 
the results of which will be recorded in the "Observations· 
section of the Alcohol/Drug Influence Report. 

g. order the accused member to submi t to a breath tes t, L. •. ,~ 

results of which will be entered into the "Breath Test· 
section of the Alcohol/Drug Influence Report. 

h. forward all completed reports and forms rela,ting to the 
incident, including a copy of the breath cest results. in 
accordance with the procedures established in the addendum 
entitled "Reporting and Review Procedures." 

3. If the accused member refuses to comply with any test pursuant to 
this process. it is a violation of the Department Rules and 
Regulations. (e.g .. disobedience of an order or directive whether 
written or oral), and will result in additional administrative 
charges against the member. which may include discipline up to 
and including separation. 

Superintendent of Police 

© Chicago Police Department, June 2010 

S.pec:.i.n.l. S:i.I:U,,"tt.l:ons 2 
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OJ\'!'£ OF :ISSUE 

SPECIAL SITUATIONS 
----------------~--------------------------------~----~~----.----------.------~----

I. PURPOSE 

This directive is revised to include contractual changes following the 2009 
ratification of the collective bargaining agreements between the City of 
Chicago and the Police Benevolent and Protective Association bargaining 
uni l:S . 

II. Item V is added as follows: 

V. RESIGN1\'J'ION WHILE UNDER INVESTIGATION 

09-19'.') 513 

A. In accOJ~dance wi th the appJ.':i.ca.ble c:onx.:ca.ctucl.l agn~ernE-~.ox, t.11€ 
Superintendent has t.he disc:cetion to c\ecide wll(;~tl:Je:r.' <:1. c:cl.ptaio's, 
1 :Leue.enant.' s or sergeant:' S pe:csonnc",l 'f: 1.1e ~>.h()uld. Sl':a.te t:b.c.1.1;: l::11.e 
member resigned or retired "wh:Lle undt7::r' invesl'::i.g<::I.t:.:i.o.(I." bs.~;ed on. 
the t:otality or the circumstances su:r.:cound:i.n~) l:l1e j .. r:J.'ve~;t.igat:ion, 

including, but not limited to: 

1. tbe likelihood t.hat the invesl:..i.gat.:i.on w.i .. I.:t :cesu.lt. in i':\ 

sustained finding accompani(-;d by a rl~c::()n\lJle:lJ.di:1.tion :t:o:c a 
substantial disciplinary penalt.y; 

2. the possibilit.y that the invest.:i.qar.ion may J:·e,;tJ.lt in the 
decert. i·f ication at tl1eme.IlI:r)e)~ o.s a. peace ot :f:i.r::e:( ... ,;u:J.d./o:c 

3. the ext;ent. 
inves tigal".i.on 
employment:. 

l:o wh,ich l:h.e 
bot.h betore 

mel1lbe.r. .has c::oope:J;';'l.tecl. io. 
and (;;1.:f:t.e:(' the:i.:c S<:!Pf.l:C'<::1.t::i.on 

thE:\ 
f:rom 

NO'l'E: '1'11.12 sa.me standa·.t·d also g'oveJ:ns WhE"':.he:c \';1'le caJ?t.~a.:i.n, 
lieutenant. or se:cgeant. w:i.ll :I~ecej.ve· l:u.11 :cel:i:c<::~lUent 

credentials or a:rl'y ()l·.b.e)~ po!::;tel.nployrneut. hono:r.ary 
benefit:s and emolument~;. 

B. In, the event. that the bargain:i.ng units OJ:' the indj,,~·id.ui:l.l ca.pt.a:i.'n., 
1. ieu tenant, OJ: sergeant. disagrees wi t.h t:.he ~ilrr;H:.~d.nu:~ndent' s 
decision, ei·t.her party may f:i.1·e a grievCl .. rJ.ce pUXF;uant: \:0 Section 
9.2 of t.he Agr.eement or subl1lit tbe g.l:'i.evan.ce 1:.0 medii;\t:i.on, bttt: 

the grievance shall not be SUb)Jfji;";:-
. ~upe:c:i.nl:end.ent Or: Pol ice 

© Chicago police Department, September 2010 

CITY-BG-059059

Case: 1:16-cv-08940 Document #: 456-9 Filed: 11/19/24 Page 48 of 64 PageID #:53130



~~ 
~ 

ADDENDUM TO: 

General Order 93-3 13 January 1993 15 January 1993 6 

D •• ' ... • ,,'.CIMO. 
_&I l' ICHe 

~USPENSION/OPTIONS C 

I. PURPOSE 

Thiu addendum: 

- A. delineatee procedure a relative to suspensions. 

B. identifies the responaibilities and options of the accused member. 

C. deaignates responsibility for destruction of disciplinary records. 

II. SUSPENSION/OPTIONS 

A. When a member is to be ordered suspended, a suspension Notification (CPO..., 
44.102), in duplicate, will be forwarded to the member's unit of assignment-by 

-the Office of' Profesaional Standarda or the Internal Affairs Division, aD 
appropriate. 

B. The unit commanding officer will ensure that the Suspension Notification i8 
hand-delivered to the member being suspended, or to an adult member of 'the 
member'a household. If two peraonal attempta to aerve the member or an adult 
member of his household reuultin no response, the Suspension Notification may 
be left at the residence address the member has reported to the Department. 

C. When the unit commanding officer or his designee has served the Suapension 
Notification on the member being suspended, one copy of the notification will 
be given to the member, the remaining copy will be signed by the person who 
served the notification, who will indicate the date and time of service, and 
return it to the issuing unit within 24 hours. 

D. When the unit commanding officer or his designee has made two peraonlll attempts 
at service without a responss and a copy of the Suspension Notification is left 
at the residence address of the member, the remaining copy will be signed by the 
person attempting service, containing a certification attesting to ,the attempts 
at service, and be returned to the issuing unit within 24 houra. 

E. Options to suspension may be granted by the Superintendent to a member who has 
been ordered suspended for a opecified number of days. 

F. The Superintendent may permit the member to satisfy all or part of the 
suspension by forfeiture of compensatory time earned, by forfeiture of days of 
accumulated vAcation/furlough time up to one...,half of the member's authorized 
vacation/furlough, by forfeiture of any combination of compensatory time earned 
and accumulated vacation/furlough daya not to exceed one-half of the member's 
authorized vacation/furlough, or by forfeiture of one or more of the mernber'a 
perBonal days or authorized baby furlough days. 

c. The Superintendent may also permit the member to satiafy all or part of the 
Buspension by working regular scheduled days off without compensation if the 
affected member is exempt from the overtime compensation provisions of the 
Federal Fair Labor Standards act (i.e., not subject to mandAtory time and one­
half pay rate compensation for overtime hours worked according to provision of 
the Act). These members will not be allowed to satisfy a suspension by working 
regular scheduled days off without compensation on paid holidays established by 
City Ordinance and may not exceed the limit of working one regular scheduled day 
off without compensation per calendar week unless a three day weekend is 
involved, in which case the member may work two regular scheduled days off. 
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H. The suspended member' a unit commanding officer, any super1.cr Ol:rl.cer .loU l..UU 

chain of command, the Assiotant Deputy Superintendent, Interna1 Affaira " 
Division, or Administrators of the Office of Professional Standards m.lly. 
recommend that.the Superintendent NOT grant options to suspension. 

I. When the Superintendent has signed a suspension order and has granted options 
to suspension, the case file will be forwarded to the Finance Division. 

J. The Finance Division will prepare an Election/Rejection of Options to suspensi 
(CPD-6l.416), in triplicate, and will forward the original and one copy to the 
unit of aosignment of the member facing suspension. 

K. Upon receipt of the forma at the member's unit of ASSignment, the watch 
commander or unit commanding officer will: 

1. inform the member that options to suspension have been granted by the 
Superintendent. 

2. record the date and time the member was notified on each copy of the form, 
and affix his signature. ' 

3. advise the member that he must complete and return the original copy of the 
form to the unit within 72 houro after the date and time of notification 
recorded on the form if he elects to exercise options to suspension. 

4. give the original copy to the member and retain the duplicate copy in unit 
files. ' 

L. When ,a member facing suspenaion returns a completed Election/Rejection of 
Options to Suspension within the 72 hour time period and the form indicates that 
the member elects to exercise optiona, the unit timekeeper will complete the 
certification of compensatory time earned, vacation/furlough time, personal days 
and authorized baby furlough days accredited to the member, sign the form, and 
forward it to the Finance Division without 4nnecessary delay. 

M. Members facing suspension who do not return a comple'ted Election/Rejection of 
Options to Suspension within the 72 hour time period will be considered as 
having rejected options. In such cases, after the 72 hour period of time has 
elapeed without rssponse from the member, the unit commanding officer Wi 

ensure the completion of the unit copy of the form indicating "Opti-. 
Rejected," and forward the form to the Finance Division in order that a 
suspension order may bs issued. 

N. If a member of the Department is ordered suspended for more than 30 days, the 
City of Chicago will not make the premium payment for the member's 
hospitalization insurance. In Buchinstances the Personnel Division will notify 
the suspended member, by certified mail, of the a9tion the member must take to 
ensure the continuation of any insurance coverage during the period of 
suspension. 

o. When a sworn member is ordered suspended, he will turn in his star, his shield, 
and his identification card to his commanding officer. When a civilian member 
is ordered suspended, he will turn in his identification card to his commanding 
officer. These articles will be returned to the member when he is returned to 
duty. Failure to turn in this Department equipment will result in further 
disciplinary action against the member. 

P. A 'sworn member of the Department is bound by the Rules, Regulations, directives 
and orders of the Chicago Police Department while on Buspension, leave of 
absence or disability penaion, except those rules, regulations, directives and 
orders which require the exercise of direct police action by a member or which 
by their very nature do not apply. A sworn member of the Department while on 
suspenSion, leave of absence or disability pension will NOT: 

1. exercise the police powers of a Chicago Police Officer. 

2. carry a weapon. 

2 
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3. be required to appear at court hearings in casea in which he was the 
arresting officer when such hearings are scheduled dur~ng the period of 
t.Lme the member will be on suspension, leave of Aboence or disability 
pension, unless subpoenaed. 

Q. A sworn member who is scheduled to appear at a court hearing while on 
suspension, leave of absence or disability penoion, unleas subpoenaed will 
notify a oupervisor of his unit of assignment at leaat one hour before the' 
scheduled court call. (In the event a unit receives notification of court cases 
requiring the appearance of a member during such member' 0 period of absence, and 
there is no other arresting officer available, the unit of assignment of the 
member will request continuances of the cases to a date SUbBOquent to the 
member's ocheduled return to duty.) 

.' 
R. Expungement of Records of Complaints 

1. Disciplinary investigation files, other than Polica Board casea, will be 
destroyed by the Internal Affairs Division five years aftar the date of the 
incident or the date upon which the violation iu discovered, whichever is 
longer, unleus the investigation relates to a matter which has been subject 
to either civil or criminal court litigation or arbitration prior to. the 
expiration of the five year period. In such instances, the Complaint 
Register case files normally will be destroyed five years after the date of 
the final arbitration award or the final court adjudication, unleuu a 
pattern of sustained infractions exists. 

2. Any information of an adverse employment natura which may be contained in 
any unfounded, exonerated or otherwise not sustained file, ahall not be 
used against the member in any future proceedings. 

~-/,£-1~, 
Superintendent :;::l~~ ~ 

Indicatee new or revised item. 

87-028 BW 
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5UaJC:C T 

ADDENDUM TO: 
General Order 93-3 

",.CCY,vl; DATa ~DO(NOU"" "".; 

13 January 1993 15 January 1993 7 

O,.T'" ~ "cae '"P. 
aUllOM 

SUMMARY PUNISHMENT C 

I. PURPOSE 

This addendum: 

A. defines the scope of summary punishment. 

B. identifies acts and omissions which are considered less serious transgressi.ons. 

c. outlines procedures to be followed in administering summary punishment to sworn 
and civilian members of the Department. 

D. provides penalty guidelines for supervisory and command members to ensuJ;e 
uniformity in administering summary punishment. 

E. outlines requirements and procedures to be followed for sUllllllary punishment 
action, penaltl' appeal and challenges to summary punishment for sworn and 
civilian members of the Department. 

F. introduces the Summary Punishment Action Request form, CPO-ll.635, Revised 3/92 
(SPAR) • 

G. discontinues the summary Punishment Action Request form, CPD-l1.635, Revised 
9/79. 

II. DEFINITIONS 

A. SUMMARY PUNISHMENT: an alternative to Complaint Register disciplinary 
procedures for conduct defined as a less serious transgression which is observed 
by or comes to the attention of a Department supervisor or command memb'er. 

8. LESS SERIOUS TRANSGRESSION: an act or omission li.sted in Item IV of this 
addendum which warrants prompt and appropriate action but does not require a 
complaint Register number. 

C. HEARING OFFICER: command personnel of exempt rank who conduct hearings with the 
affected member (see Item VI-C-l of this addendum). 

D. SUMMARY PUNISHMENT ACTION/PENALTY APPEAL: a request mads by an affected member 
to have a hearing officer review the particular facts of a summary punishment 
application and render a decision regarding the action and/or penalty. 

III. GENERAL INFORMATION 

A. All members who have the right to have volunteer bargaining unit representati.on 
can exercise that right at hearings, if such representation is available at the 
time of the hearing. Members not covered by a bargaining unit agreement can 
also have a voluntary assisting member present at hearings. The Department will 
not unreasonably defer or postpone its intended disciplinary action because of 
the unavailability of a member's representative. 

8. A Department member initiating summary punishment procedures will also be 
cognizant of the affected members individual contract agreement (e.g., AFSCME 
pre-disciplinary provisions, etc.) relative to disciplinary action. 

C. Nothing in this addendum precludes obtaining a complaint Register number when 
it is deemed appropriate. 

D. If a member develOps a history of repeated less serious transgressions, a 
Complaint Register number may be obtained and the provisions set forth in 
addenda 1 through 6 of this directive will be followed. 

E. summary punishment will NOT be used to process a citizen's complaint. 
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Case: 1:16-cv-08940 Document #: 456-9 Filed: 11/19/24 Page 52 of 64 PageID #:53134



F. Supervisors will exercise discretion in the application of summary punishment. 
The supervisor will prior to initiating summary punishment be cognizant of tlie 
applicable provisions of any agreement (contract) pertaining to the member to 
be disciplined. Supervisory counseling and discretion will be administered 
prior to the application of summary punishment when the transgression allows for 
auch action. Care will be taken to ensure that critical assignments are not 
left uncovered as a result of the application of summary punishment. 

G. Each level of review has the authority to recommend an alternate penalty within 
the applicable schedule. 

H. Action recommended under summary punishment procedure will not bar a 
recommendation for a more severe penalty by a higher level of authority. 

I.. When the hearing officer determines, in light of the totality of the 
circumstances, that the scheduled penalty is too severe, he may recommend a 
summary punishment disciplinary action which is less than the minimal scheduled 
penalty. 

J. The Asoistant Deputy Superintendent, Internal Affairs Division, has the 
authority to implement the approved penalty following final waiver or exhaustion 
of the appeal process. 

K. In all cases where the member has marked the "Request Hearing" square on the 
Summary Punishment Action Request, a To-From-Subject report requesting a hearing 
will be required within 24 hours (excluding days off). Failure to submit a 
report within the preocribed time limits constitutes a waiver of any future 
hearing. 

IV. LESS SERIOUS TRANSGRESSIONS 

A. The list of less serious transgressions is as follows: 

1. Being unfit for duty for reasons other than those which justify action 
under a Complaint Register investigation. 

2. Absence without permission under conditions which do not necessitate 
Complaint Register investigation. 

3. Violation of medical roll procedure under conditions which do not 
necessitate a Complaint Register investigation. 

4. Tardiness in reporting for duty or for required court appearance. 

S. Failure to appear in court or to notify superiors of an inability to 
appear. 

6. Failure to: 

a. comply with the provisions of the General Order entitled 
"Uniforms/Citizen's Dress and Personal Equipment." 

b. appear in the prescribed uniform in court, at disciplinary hearings, 
and at other official hearings, except when assigned to citizens 
dress duty. 

7. Failure to wear/carry personal radio properly, maintain authorized 
equipment, and/or wear a properly adjusted and fastened seat belt when 
operating a Department vehicle or riding as a front seat passenger in such 
vehicle. 

8. Failure of a aworn member to comply with the requirementa outlined in 
Department directivea concerning Department and personal weapons or 
ammunition. 

9. Failure to report back in service immediately upon completion of an 
assignment or to notify the dispatcher when leaving the location 
assignment for any reason. 

10. Taking excessive time for lunch or personal reasons. 

11. Failure to provide prompt, correct and courteous police aervice. 

? 
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12. Failure, while on patrol duty, to give full attention to the prevention 
of crime as a result of: 

a. lounging on or about the location of a primary or secondary 
assignment. 

b. unnecessary visiting with members of the general public. 

c. visiting with other officers or non-eworn members except for the 
exchange of information relating to their dutiea. 

d. parking Department vehicles in locations and in such a manner as to 
serve no uaeful police purpose. 

13. Transporting persona in a Department vehicle except for a proper police 
purpose or on Department business. 

14. Congregating in an eating establishment with two or more officers while 
on duty without the prior approval of an immediate supervia,or. 

15. Being absent from or leaving a duty assignment without being properly 
relieved or without proper authorization before the prescribed time or at 
the end of the tour of duty. 

16. Failure to perform assigned tasks. 

17. Possessing a commercial type radio or television while on duty. The 
possession of a personal camera, tape recorder/player or field glasses, 
while on duty and without the authorization of a Bupervisor, is also 
prohibited. 

18. Reading commercial publications in public view while on duty_ 

19. Inattention to duty. 

20. Misuse of Department equipment and supplies. 

21. Failure to acknowledge or respond promptly to a radio dispatched call, or 
to investigate a silent radio for possible failure when an unusual period 
of time has elapsed without radio transmission. 

22. Failure to perform any duty. 

23. Failure to indicate promptly on Recovered property Disposition Tracers 
(CPD-34.500) that inventoried property can be returned to owners, or that 
seized or recovered property can be disposed of legally in instances when 
a case has been adjudicated in court. 

24. smoking in any Department facility, in any Department vehicle when 
occupied by any non-smoker and/or holding a cigarette, cigar, or pipe in 
mouth while in uniform and in official contact with the public. 

25. Driving a Department vehicle involved in a traffic accident classified as 
"preventable." 

26. Failure of a supervisory officer to ,take appropriate action upon observing 
a Ieee serious transgression. 

B. A lees serious transgression will be identified on the appropriate Summary 
punishment Action Request by both number and explanatory statement of the 
transgression. 

v. SUMMARY pUNISHMENT LIMITATIONS 

A. The penalty recommended for a less serious transgression will be based on the 
affected member's summary punishment history and complimentary history for the 
twelve months preceding the date of the current transgression. A copy of the 
affected member's summary punishment (obtained from lAD) and complimentary 
history (obtained from Personnel Division) will be attached to the SPAR. 

B. Department policy requires implementation of a summary punishment penalty 
immediately following the decision of the final review authority. 
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C. A member may be permitted to elect an option of day(s) off without pay, ,to 
satiefy a summary punishment penalty. 

1. Sworn members below the rank of sergeant may be permitted to substitute 
accrued compensatory time; the loss of furlough day(s), baby furloug~ 
day (t;l), or personal day (s) as an alternative to being excused without pal. ' 
discl.plinary. 

2. Sworn members of the rank of sergeant or above or Department members whose 
job classification exempts them from the provisions of the Federal Fair 
Labor Standards Act may be permitted to work regular day(s) off in lieu 
of day(s) off without pay, subject to the following restrictions: 

a. The affected member must be exempted from the overtime compenBation 
proviBiona of the Federal Fair Labor standardB Act (Le., not subject 
to mandatory time and one-half pay rate compensation for overtime 
worked according to the provisions of the Act). 

b. The member may not exceed the limit of working one regular day off 
per calendar week unless a period of three or more consecutive 
regular days off is, involved, in which case the member may work two 
regular days off. Members will not be allowed to work a recognized 
paid holiday to satisfy summary punishment penalties. 

o. Timekeepers will note the appropriate code on the Attendance and Assignment 
Record (CPO-II. 60S) whenever a member, pursuant to summary punishment penalty 
implementation, works his regular day off or is day off without pay. 

E. Loss of wages as a result of being absent without permission will ~ be 
considered summary punishment served. 

VI. PROCEDURES 

A. Initiation 

1. When the application of, summary punishment is deemed appropriate, th .... 
supervisor initiating the action will: 

a. review the affected member's personnel files to determine summary 
punishment action taken and complimentary history within one year of 
the current transgression. 

b. prepare a Summary Punishment Action Request ensuring that: 

( 1) , both the "Number" and "Nature of the Less Serious 
Transgression" recorded on the SPAR coincide with the number 
and nature of the transgression as set forth .in Item IV of 
this order. 

(2) the "Detailed Description of Incident" portion of the SPAR 
accurately describes the pertinent circumstances of the 
incident. 

(3) a member of AFSCME is afforded the predieciplinary provisions 
outlined in their collective bargaining agreement. This will 
be understood to mean making available a copy of all 
investigatory reports/statements concerning the investigation, 
including the name of the complainant and any witness. 

(4) the recommended penalty is within the applicable penalty 
schedule enumerated in Item VIII of this addendum. 

(5) in the case of a civilian member, the collective bargaining 
unit to which the member belonge and his Job Title description 
(example AFSCME-Caahier, Hearing Tester, etc.; PSEBU-Crossing 
Guard, Detention Aide, etc.) are specified in the portion of 
the SPAR entitled "Job Title." 

c. when an incident giving rise to a summary punishment action involves 
multiple less serious transgressions, record only one transgression 
in the "Number" and "Nature of the Less Serious Transgression" boxes 
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on the SPAR, other transgression(s) will be noted in the "Detailed 
Description of the Incident" portion of the SPAR. 

d. confer with the watch commander/unit commanding officer of non-exempt 
rank regarding the particulars of the incident and determine the most 
appropriate course of corrective action. 

e. sign the SPAR with the approval of the watch commander/unit 
commanding officer and present it to the affected member for his 
response choice and signature. 

f. forward the SPAR to his watch commander/unit commanding officer for 
review and further processing. 

g. whenever the affected member is immediately excused without payor 
is absent without . permission, prepare a Personal Action Request 
(CPD-11.6l2) with the approval of the watch commander/unit commanding 
officer of non-exempt rank, and forward it through channels to the 
Finance Division for payroll purposes. 

2. Upon receipt of a SPAR from the initiating supervisor, the affected member 
will: 

a. indicate on the SPAR either acceptance of ths recommended penalty or 
if the member is requesting a hearing. 

b. in all cases where the "Request Hearing" square is marked, prepare 
a To-From-Subject report by the end of the next tour of duty. The 
report will also detail the affected member's reason(s) for appealing 
the recommended summary punishment action and will be attached to the 
SPAR. Failure to submit a To-From-Subject report requesting a 
hearing within 24 hours (excluding days off) constitutes a waiver of 
any future hearings. 

c. be requested to sign the SPAR indicating his response and return it 
with attachment(s) if any, to the initiating supervioor. 

3. Upon return of a SPAR from an affected member, the initiating supervisor 
will review it to determine what further action ia necessary. 

4. If the member has refused to sign the SPAR or indicates a request for an 
appeal hearing, the initiating supervisor will: 

a. enter "Refused," the date and time in the "Affected Member Signature" 
box on the SPAR. 

b. check and initial the "Requests Hearing" square. 

5. When an affected member has submitted a To-From-Subject report requesting 
a hearing, the initiating supervisor will prepare a To-P'rom-Subject report 
reoponding to the information supplied in the member's report and, when 
necessary, include relevant information not previously incorporated on the 
SPAR or other related reports. 

6. When a member's prescribed time limit for requesting an appeal hearing has 
elapoed, the initiating supervioor will forward the SPAR, the related To­
From-Subject reporto, if any, and all other relevant documents to the 
affected member's commanding officer of exempt rank. 

B. Exempt Rank Command Member Review 

1. Upon receipt of a SPAR, the affected member' 0 commanding officer of exempt 
rank will review Part I and any attachments. 

2. If the affected member has accepted the initiating supervisor's 
disciplinary recommendation and such recommendation is approved, the 
commanding officer will: 

a. check the "Action Approved" oquare in Part 2 of the SPAR. 

b. sign, date and record the time on the SPAR in the "C.O. /Exempt Rank" 
signature box in Part 2 of the SPAR. 
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c. forward the SPAR and all related documents through the affected 
member's chain of command to the Internal Affairs Division for finAl 
review and implementation. 

3. If the member has requested a hearing in the allotted time and followed 
the prescribed method, the responsible commanding officer, after 
conducting the hearing, will: 

a. inform the affected member of his decision. 

b. indicate in the "Remarks" section of the SPAR the reaoon for 
supporting or altering the initial recommendation and check the 
appropriate square in the "C.O./ Exempt Rank Review" box. 

c. present the SPAR to the affected member who will be requested to 
indicate his response choice in the "Affected Member - Response" box 
and sign the form. 

d. inform the affected member of his right to request a hearing with the 
next member in his chain of command. The To-From-Subject report will 
be submitted before the end of his next tour of duty. 

e. if the member has refused to sign the SPAR Or indicates a request for 
an additional appeal hearing, the commanding officer will: 

(1) enter "Refused," the date and time in the "Affected Member 
Signature" box on the SPAR. 

(2) cheCk and initial the "Request Hearing" square. 

(3) inform the member that he can appeal the secondary finding by 
submitting a To-From-Subject report requesting a hearing 
before the end of his next tour of duty. 

f. sign, date and record the time in the "C.O./Exempt Rank Signature" 
box. 

g. retain the SPAR and attachments until the member'o presc~ibed t~e 
limit for requesting an appeal hearing has elapoed. 

4. If an affected member haa accepted the commanding officer'o diociplina. 
recommendation after the appeal hearing. the SPAR and attachments, if any, 
will be forwarded to the next higher exempt rank command member in the 
affected member's chain of command fOr review and then to the Internal 
Affairs Division. When the member has requested a fUrther hearing at this 
step, the SPAR and all related documents will be sent DIRECTLY to the 
Internal Affairs Division (i.e., not forwarded through channels). 

5. The Internal Affairs Division will review the SPAR and any related 
documents. The completed package of reports will be directed to the 
appropriate exempt rank command member who will schedule a hearing as 
requested by the affected member. 

6. The Exempt Rank Command Member Review will not be afforded members of 
AFSCME. 

C. Hearing Officer Review 

1. The appropriate deputy superintendent, assistant deputy superintendent/ 
deputy chief Or exempt rank designee, will conduct a hearing with the 
affected member. The Superintendent's exempt rank designee will serve as 
the hearing officer for affected members assigned to units which are staff 
to the Superintendent. The Commander of the Training Division will con­
hearings for Probationary Police Officers. 

2. Upon receipt of a SPAR requesting a hearing, the hearing officer will: 

a. review Parts I and 2 of the SPAR and all related documents. 

b. ,schedule, notify and conduct a hearing with the affected member. 

3. At the hearing, the hearing officer will complete Part 3 of the SPAR b' 

a. reviewing all relevant facts relating to the SPAR with the affected 
member. 
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b. rendering a disciplinary action/penalty decision and recording it Od 
the SPAR. 

c. informing the affected member of the decision before concluding the 
hearing. 

d. signing the SPAR in the "Hearing Officer-Signature" box. 

e. recording the date and time of the hearing in the space provided on 
the SPAR. 

f. informing the member that he has the option to requeat a Complaint 
Review Panel (CRP) hearing if he disagrees with the hearing officer's 
decision. This request will be made prior to the end of the member's 
next tour of duty. However, AFSCME members will not be afforded the 
Complaint Review Panel process as the predisciplinary provisions 
outlined in their collective bargaining agreement serves in place of 
the Complaint Review Panel Hearing process. 

4. Following the hearing, the completed SPAR and all attachments will be 
promptly forwarded to the Internal Affairs Division. 

D. Complaint Review Panel 

1. The recommendation of the.hearing officer is subject to review by a CRP 
at the option of the accused member. 

2. In order to obtain a CRP hearing, the accused member must Bubmit a To­
From-Subject report to the Department Advocate, Internal Affairs Division, 
requesting a hearing by the CRP. The Department Advocate must receive 
thia report within three calendar days (exclusive of Saturdays, Sundays 
and holidays) following the date on which the recommendation of the 
hearing officer was made. Failure to submit this report within the 
prescribed period constitutes a waiver of a further hearing or appeal. 

3. The recommendation of the CRP will be forwarded to the Assistant Deputy 
superintendent, Internal Affairs Division for final review and 
implementation. 

E. Records control 

1. upon receipt of the final summary punishment recommendation, the Internal 
Affairs Division will: 

a. retain the SPAR and attachment(s), if any. 

b. forward one copy of the SPAR to the affected member' s unit of 
assignment for immediate implementation and retention in the member's 
personnel file. 

c. forward a copy of the completed SPAR to the Finance Division in all 
cases in which imposition of the penalty requires a day(s) off 
without pay. 

2. All records relating to summary punishment will be retained in accordance 
with the existing records retention requirements and/or applicable laws. 

VII. CHALLENGE OF SUMMARY PUNISHMENT 

A. After summary punishment has been administered three (3) tUnes within a twelve 
(12) month period, a member who wishes to contest the application of eummary 
punishment on a fourth occasion within the last twelve (12) months may contest 
the fourth and/or succeeding applicati,on of summary puniShment by timely 
challenge through the Complaint Register process or the grievance procedure. 

B. A member who elects to proceed through the complaint Register process will 
notify his immediate supervisor who will obtain a Complaint Register number and 
follow the procedures outlined within addenda 1 through 6 of this directive. 

C. A member who elects to proceed through the grievance procedure will submit his 
written grievance in accordance with the provisions of the Department directive 
entitled "Processing Grievances and Discrimination Complaints of Department 
Members." 
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VIII. SCHEDULE OF PENALTIES 

The schedule of penalties will apply generally for all Department members being' 
discipl ined under the provisions of Summary Punishment. However, the Department may 
elect to investigate conduct and invoke discipline under provisions contained in 
addenda 1 through 6 of this order. In the case of a probationary employee 
(inc1uding Ii P.P.o.), the Department may invoke a greater penalty than thost 
indicated in the schedule, including separation. 

A. The following schedule governs those less serious transgressions wherein a 
member has been found unfit for duty, has been absent without permission, has 
violated medical roll procedures, or wherE'in a supervisor has failed to take 
action: 

1. Pirst Transgression - One to two days off. 

2. Second Transgression - One to three days off. 

3. Third and Subge~ent Transgressions - Two to three days off. 

B. The following schedule governs the transgression wherein a member was the driver 
of a Department vehicle involved in a traffic accident c'lassified as 
"preventable." 

1. 

2. 

C. The 

1. 

2. 

3. 

4. 

First Transgression - Reprimand to two days off. 

Second and Subge~ent Transgressions - Complaint Register investigation. 

following schedule governs all other less serious transgressions: 

First Transgression - Reprimand to one day off. 

Second Transgression - Reprimand to two days off. 

Third Transgression - One to two days off. 

Fourth and Subse~ent Transgressions -Two to three days off. 

~/!IG-1~ , 
Superintendent ~~o~:~ ~ 

Indicates new or revised item. 

84-138 BW 
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0lIIIIlI: or :rssux lIIQ. 

~ REVISION TO: 

~General Order 93-3, Add. 7. 31 December 1997 1 January 1998 7 

TI'I'I& IUtSCDiOS. 

SU'MMARY PUNI SHMEN'r 

Item II-A i~ revised and will read as follows: 

A. SUMMARY PUNISHMENT: an alternative to Complaint Register disciplinary procedur 
for conduct defined as a less serious transgression which is observed by or com 
to the attention of a Department supervisor or command member. 

NOTE: Captains and exempt members may only be discip~ined by reprimand for condu 
defined as a less serious transgression. This provision does not preclu· 
the initiation of a complaint register investigation or a finding a 
recommendation of "violation noted, no disciplinary action" for same. 

Item V-A is revised and will read as follows: 

A. The penalty recommended for a less serious transgression (other than preventab: 
Department vehicle traffic crashes) will be based upon the affected member's SUffiroaJ 

punishment history and complimentary history for the twelve months preceding tl 
date of the current transgression. A copy of the affected member's sununaJ 
punishment (obtained from the Internal Affairs Division) and complimentary histoJ 
(obtained from the Personnel Division) will be attached to the SPAR. 

NOTE: The Fraternal Order of Police Lodge 7 Agreement specifies that a Departmer. 
member's Department vehicle traffic crash history may be considered j 

determining future discipline for a period of time not to exceed two year 
from the date of the current incident provided th.ere is no intervenin 
preventable Department vehicle· traffic crash. If such intervening traffi 
crash exists, the two year period shall continue to run from the date of th 
most recent traffic crash and any prior preventable incidents may b 
considered for disciplinary purposes. In no event shall any prior inciden 
fiVe or more years old be considered. 

Example 1: CUrren t crash: October 1997 
Moat recent crash:' September 1995 (2 yrs. & 1 mo.) 

September 1995 crash cannot be considered (no intervening crashe 
within two years of current crash). 

Example 2: CUrren t crash: 
Most recent crash: 

Prior crash: 

Prior crash: 

Pri.or crash: 

October 1997 
October 1996 

July 1995 

August 1993 

September 1992 

( 1 yr. from curren 
crash) 
(2. yrs. 3 mos. frol 
october 1997 cras) 
and 1 yr. 3 mos. frol 
October 1996 crash) 
(1 yr. and 11 mos. 
from July 1995 crash, 
4 yrs. and 2 mos. 
from current crash) 
(5 yrs. and 1 mo. 
from current' crash) 
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The October 1996, July 1995 and August 1993 crashes may all be 
considered (The most recent intervening crash was the October 
1996 crash. Traffic crashes two years prior to that date may be 
considered. Also, since there was an intervening crash (Ju 1 v 
1995) wi thin the second two year period,. the Department Itli. 

back a subsequent two years to include the August 1993 crc.., 
The September 1992 crash cannot be considere~; it occurred more 
than 5 years prior to the current crash. 

Item V-C is revised and will read as follows: 

C. A member may be permitted to elect an option of day(s) off without pay to satisfy 
a summary punishment penalty. SWorn members may be permitted to substitute accrued 
compensatory time; or forfeit a furlough day (s) , .baby furlough day (s), or personal 
day(s) as an alternative to being excused without pay, disciplinary. 

Item V-D is revised and will read as follows: 

D. Timekeepers will note the appropriate code on the Attendance and ASSignment Record 
(CPD-Il.60S) whenever a member, pursuant to summary punishment penalty 
implementation, is day off without pay. 

Item VI~A-l-a is revised and will read as follows: 

a. review the affected member's personnel files to determine summary punishment action 
taken and complimentary history within one year of the current transgression (see 
"Note" in Item V-A for Department vehicle traffic crashes) . 

Item VIII-B is revised and will read as follows: 

B. The following schedule governs the transgression wherein a member was the driver of 
a Department vehicle involved in a traffic crash classified as "preventable." 

1. First TransgreSSion - Reprimand to two days off. 

2. Second and Subsequent Transgre~sions - One to three days off. 

Indicates new or revised item. 

97-038 GHY 

2 

CITY-BG-059072

Case: 1:16-cv-08940 Document #: 456-9 Filed: 11/19/24 Page 61 of 64 PageID #:53143



REVISION TO: 
General Order 93-3, Addendum 7 

SUBJECT 

DATB OF ISSUB 

17 December 2001 

DISTRI­
BUTION 

EFFECTIVB OATB NO. 

18 December 2001 7B 

RBSCINDS 

SUMMARY PUNISHMENT C 

I. PURPOSE 

This revision clarifies the amount of time after the receipt of a Summary Punishment 
Action Request (SPAR) that a member who is entitled to a post-SPAR hearing has to 
request such a hearing. 

II. REVISIONS 

A. Item III-K is revised to read: 

K. In all cases where a member who is enti tled to a hearing has 
marked the "Request Hearing" square on the Summary Punishment 
Action Request, a To-From-Subj ect Report requesting a hearing 
will be required by the end of the member's next tour of duty or 
within ninety-six hours, whichever period is shorter. Failure to 
submit a report within the prescribed time limits constitutes a 
waiver of any future hearing. 

B. Item VI-A-2 has been revised to read: 

2. Upon receipt of a SPAR from the initiating supervisor, the 
affected member will: 

a. indicate on the SPAR either 
penalty or that the member, 
hearing. 

acceptance of the recommended 
if entitled, is requesting a 

b. in all cases where the "Request Hearing" square is marked, 
prepare a To-From-Subject Report by the end of the next 
tour of duty or within ninety-six hours, whichever period 
is shorter. The report will also detail the affected 
member's reason(s) for appealing the recommended summary 
punishment action. Failure to submit a To-From-Subject 
Report requesting a hearing within the prescribed time 
limits const~tutes a waiver of any future hearings. 

c. be requested to sign the SPAR indicating the member's 
response and return it with attachments(s), if any, to the 
initiating supervisor. 

C. Item VI-B-3-d is revised to read: 

d. inform the affected member, if entitled, of the right to request 
a hearing with the next member in the member's chain of command. 
The To-From-Subject Report will be submitted by the end of the 
member's next tour of duty or within ninety-six hours, whichever 
period is shorter. 

D. Item VI-B-3-e-(3) is revised to read: 

(3) inform the member, if entitled, of the right to appeal the 
secondary finding by submitting a To-From-Subject Report 
requesting a hearing by the end of the member's next tour of duty 
or within ninety-six hours, whichever period is shorter. 
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E. Item VI-C-3-f is revised to read: 

f. informing the member of the option to request a Complaint Review 
Panel (CRP) hearing if the member disagrees with the hearing 
officer's decision. This request will be made by the end of the 
member's next tour of duty or within ninety-six hours, whichever 
period is shorter. However, AFSCME members will not be afforded 
the Complaint Review Panel process as the predisciplinary 
provisions outlined in their collective bargaining agreement 
serves in place of the Complaint Review Panel Hearing process. 

New or revised material is indicated by italics. 

01-097 LMT 

Complaint and Discip1.inary Procedures, 
Addendum 7B 2 
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DATE Oli' ISSUB 

REVISION TO: 
Order 93-3, Addendum 7 28 July 2004 29 July 2004 7C • General 

EFFECTIVE DATE NO • 

SUBJBCT 

SUMMARY PUNISHMENT 

DISTRI­
BUTION 

C 

RESCINDS 

I. PURPOSE 

This revision updates the list of less serious transgressions to permit the issuance 
of summary punishment for Department members who engage in pursui ts not in 
compliance with Department policy, but do not necessitate the initiation of a 
complaint register investigation. 

II. REVISION 

Item IV-A-27 is added to read: 

27. Failure of a sworn member to comply with the requirements outlined in 
Department directives concerning mot~r vehicle pursuits when the Chairman of 
the Traffic Review Board determines that a summary punishment, rather than a 
complaint register investigation, would best achieve the goals of the 
Department. 

~~fPOlice 
04 -064 DK 
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