










CITY-BG-029001

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

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

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

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

INVESTIGATORS: 

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

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

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

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

Investigators assigned. to all sections of the division have the responsibility for submitting 
the final ~11mmm:y of their investigation and ensuring that the investigative file contains all the 
available evideim::e and doc:wnenw:ion supporting the finding. Prior to the recommemiation of 
disciplinary action in suswned cas~ the assigned investigator will take into consideration the 
accused member's complimentary and disciplinary history. 
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Per Department General Order 93-3, Addendum 3, when the investigation is complete., classify the complaint as one of the following: 

A. "Unfounded" 

B. "Exonerated" 

C. "Not Sustained" 

D. "Sustained" 

PERSONAL APPEARANCE: 

\\Then the allegation is false or not factual. 

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

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

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

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

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

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

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

A) A holstered fully-loaded approved Depamnent weapon with Department authorized ammunition. 
B) Six additional authorized cartridges of ammunition. C) Approved ammunition case. 
D) Department Identification Card. 
E) Prescribed Star. 
F) Watch. 
G) Pen with black ink. 
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NOTE: Members who hav~ qualified with a semiautomatic weapon in accordance with 
Department General Order 92-3 and possess a valid Approved Handgun Certificate may utilize a 
Department authorized semiautomatic pistol as an alternative to their prescribed revolver. 
Personnel who carry the semiautomatic weapon will also carry a minimum of one additional 
fully loaded magazine if assigned to field duties. The magazine will be secured in a Departm.ent 
approved magazine pouch. 

DRESS EXCEPTION: 

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

IDENTIFICATION REQUIREMENTS: 

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

CMLIA.N PERSONNEL DRESS REQUIREMENTS: 

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

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

INVESTIGATORS O TECHNICAL SUPPORT: 

PHOTO ROOM: 

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

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

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

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

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

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

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

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

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

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

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

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

OFFICE OF EMERGENCY COMMUNICATIONS: 

Master Recording Tape Review Procedures. 

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

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

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

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

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

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

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

FIELD RESPONSE: 

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

1) Commission of crimes. 

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

3) Intoxication on/off duty. 

4) Use or suspected use of nan:otics. 

5) Release of police powers. 

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

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

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

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

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

member indicates a refusal to submit to the requirement. 

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

INITIATING COMPLAINT REGISTER NUMBERS: 

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

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

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

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

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

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

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

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

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

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

CONDUCT OF INVESTIGATIONS: 

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

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

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

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

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

complainant/victim/witnesses., have failed). 

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

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

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

ll 
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allegations. 

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

Wt I HDRA WAL OF COMPLAINTS: 

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

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

DOCUMENTATION: 

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

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

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

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

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

EVIDENCE SHEET: 

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

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

PHYSICAL EVIDENCE: 

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

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

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

lS 
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• 

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

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

CRIMINAL ALLEGATIONS: 

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

Gather all available related documentation. 

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

11 
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\VT"itten declination of prosecution. 

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

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

ACCUSED MEMBERS: 

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

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

of incidents. 

2. Administrative or Criminal Rights. 

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

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

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

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

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

CITY OF CHICAGO EMPLOYEE ARREST NOTIFICATION: 

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

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

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

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

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

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

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

REFUSAL TO SIGN: 

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

PRELIMINARY lNVESTIGATIONS: 

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

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

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

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

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

[date] 

To: 

From: 

Subject: 

Reference: 

Accused: 

Allegation: 

Evidence: 

Investigation: 

,. 
recomme 
Complain 

.,;. 
recommend"' .. 

Complaiht'Ilegister in~ . 
,l ,~, 

Command.mg Officer 
[investigating section] 

Assistant Deputy Superintendent 
Internal Affairs Division 

[investigator] 

Closing Report 

Preliminary Investigation# 

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

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

Attachments: 
l. 
2. 
3. 

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

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

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

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

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

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

RESIDENCY INVESTIGATIONS: 

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

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

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

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

In order to establish a violation of the residency requirement of the City and the Department. the investigator must obtain positive patterns through back to back surveillanc~ over at least a two to three-month period of time, to sustain a residency case. • 
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