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OFFICE OF THE CHIEF OF POLICE  

  

GENERAL ORDER 

  

DATE ISSUED - July 1, 2001  ORDER NO. - 101  

CANCELED ORDER - DATE EFFECTIVE - July 1, 2001 

SUBJECT OF ORDER ï UNITY OF COMMAND 

DATE REVISED ï Oct 31, 2003 EFFECTIVE DATE ï Oct 31, 2003 

 

POLICY  

  

To facilitate management of an organization, the principle of "unity of command" is employed so that an 

employee receives orders from only one work leader or supervisor. To ensure unity of command and 

maintain efficient management of the Pikes Peak Community College Campus Police Department, clearly 

defined lines of authority are established, enabling a structural relationship between each member and the 

Chief of Police to exist. Personnel should strive at all times to remain within the chain of command. 

  

Personnel at each level of command shall be given the authority to make decisions necessary for effective 

execution of their responsibilities. These personnel will be held accountable for the use of authority. 

  

PROCEDURE 

  

 I. GENERAL RESPONSIBILITY 

  

 Members and their direct supervisors shall keep each informed of the other's activities. Additionally, 

Department members will remain aware of their relative position in the organization, to whom they 

are accountable, and who is accountable to them. 

  

II. CHAIN OF COMMAND 

  

 The chain of command represents the hierarchy of supervisory and command authority in the 

Department. 

  

 A. AUTHORITY VESTED IN CHAIN OF COMMAND 

  

  Depending on how the Department has determined a position may best be filled; either 

civilian or commissioned personnel may occupy positions within the chain of command. 

Regardless of civilian or commissioned status, a Department member assigned to a 

supervisory or command position shall exercise authority over all subordinate personnel 

within the purview of that supervisory or command position. 

  

 B. LEVELS IN CHAIN OF COMMAND 

  

  In descending order, the levels in the Department's chain of command are as follows: 
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  1. Chief of Police. 

  

2. Sergeant 

  

3. Corporal 

  

4. Commissioned Personnel. 

  

5. Classified Civilian/Administrative Personnel. 

 

6. Work-study or student hourly Civilian/Administrative Personnel. 

  

 C. ALLOWABLE EXCEPTIONS 

  

  1. Within the Chain of Command - Sound management practice demands that each 

sergeant or corporal issue specific orders only to immediate subordinate personnel. 

The subordinate then issues orders in the same manner until the point of 

implementation is reached. When a deviation of the normal practice is believed 

justified, higher authority may issue direct orders to any subordinate within the 

higher authority's chain of command. However, when such a course of action is 

necessary, all intermediate supervisory personnel in the chain of command affected 

shall be informed. 

  

  2. Outside the Chain of Command for Emergencies Only - Department members shall 

issue orders only within the chain of command unless emergency conditions dictate 

an exception. When such emergency conditions exist, a member vested with 

authority outside a subordinate's chain of command may issue an order, but shall 

notify the subordinate's supervisor of the order as soon as the emergency conditions 

permit. 

  

III.        COMMISSIONED RANKS 

  

 Commissioned ranks represent the hierarchy of authority associated with each rank of the 

Department's commissioned police personnel. 

  

 A. AUTHORITY VESTED IN COMMISSIONED RANK 

  

  For the Chief of Police and supervisors, their commissioned ranks coincide with their levels 

in the Department's chain of command. Otherwise, the Department authority vested in 

commissioned ranks depends on the commissioned member's specific assignment within the 

Department. In emergencies, when the appropriate chain of command representative cannot 

be reached, a member with commissioned rank but no chain of command responsibility may 

exercise authority over subordinate commissioned officers as needed. 

  

 B. LEVELS OF COMMISSIONED RANK 

  

  In descending order, the levels of rank for commissioned officers are as follows: 
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  1. Chief of Police. 

  

2. Police Officer III (Sergeant) 

  

  3. Police Officer II (Corporal) 

  

4. Police Officer I 

  

5. Police Intern 

 

6. Part-time Officer 

  

7. Reserve Officer 

  

IV. ORDER OF SUCCESSION 

  

 A. In the absence of the Chief of Police, the order of succession will coincide with the chain of 

command, unless the Chief of Police issues an order specifically designating an ñactingò 

Chief. For normal operations, the ranking supervisor will be in command. 

  

 B. When a work leader or supervisor is not available, the senior officer on shift shall be 

responsible to contain the situation until a work leader or supervisor has been notified and 

responds. 

  

V. NOTIFICATION OF CRITICAL INCIDENTS 

  

 Department members shall ensure that the ranking supervisor on duty or on call is advised of critical 

incidents per General Order 712, Staff Notification. 
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GENERAL ORDER 

  

DATE ISSUED ï July 1, 2001 ORDER NO. - 102 

CANCELED ORDER  - DATE EFFECTIVE  - July 1, 2001 

SUBJECT OF ORDER ï JURISDICTION  

DATE REVISED ï Oct 1, 2003 EFFECTIVE DATE ï Oct 1, 2003 

  

POLICY  

  

Members of the Pikes Peak Community College Campus Police Department will follow the Colorado State 

Statutes and all other applicable laws in carrying out official law enforcement duties. This Order applies only 

to sworn personnel, however, this Order contains regulations which apply to both on and off duty. 

  

I. ON DUTY JURISDICTION 

  

A. ON DUTY JURISDICTION WITHIN CAMPUS LIMITS 

  

On duty officers have full power and authority as peace officers within the Pikes Peak 

Community College grounds and other state properties. The Chief of Police may limit the 

exercise of these powers based on good and sufficient reason for the welfare of the 

Department. 

  

B. ON DUTY JURISDICTION OUTSIDE CAMPUS LIMITS 

  

Since state law does not empower peace officers with statewide jurisdiction, all Pikes 

Peak Community College Campus Police Department police officers shall observe the 

following limitations on police action when on duty and outside the Pikes Peak 

Community College Campus.  

  

1. An on duty officer may take official police action outside the Pikes Peak 

Community College Campus if the officer is in fresh pursuit of a suspect for a 

crime occurring on the campus. Fresh pursuit requires that there be no 

unnecessary delay in initiating the pursuit and that the pursuit be continuous and 

uninterrupted; however, there need not be continuous visual contact with the 

suspect. 

  

2. An on duty officer may take official police action outside the Pikes Peak 

Community College Campus grounds if the officer is accompanied by a peace 

officer from the particular jurisdiction wherein the official police action is being 

taken.  

  

3. An on duty officer may take official police action outside the Pikes Peak 

Community College grounds if the officer is assigned to a multi-agency law 

enforcement group with broadly specified jurisdiction. 

  

4. An on duty officer may take official police action if the officer is assigned to 

another jurisdiction pursuant to a valid mutual aid request. 
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5. An on duty officer may take official police action off campus if the officer 

reasonably believes that immediate police intervention is necessary to protect 

human life or prevent serious bodily injury to any person. 

  

6. An on duty officer may take official police action outside the campus grounds if 

the officer reasonably believes that, in the officer's presence, the suspect has 

committed or attempted to commit a misdemeanor or felony offense per CRS 16-

3-110. The officer will contact the agency having jurisdiction immediately and 

advise them of the action taken. Said officer shall release any person arrested 

pursuant to this statute to the custody of the proper law enforcement agency. 

  

7. Officers who must leave the campus to execute a search or arrest warrant issued 

by any county or district court judge shall request the assistance of a 

commissioned officer in the jurisdiction wherein the warrant is to be executed. 

  

8. Officers, unless they also hold a county sheriff's commission, shall not serve a 

penalty assessment outside the campus limits, unless the recipient has been 

apprehended as a result of fresh pursuit or unless the officer is accompanied by a 

commissioned officer from the jurisdiction wherein the penalty assessment is to 

be served.  

  

II.  OFF DUTY JURISDICTION 

  

A. OFF DUTY JURISDICTION ON CAMPUS GROUNDS 

  

Off duty officers have full power and authority as peace officers within the campus 

grounds; however, the Department has defined certain limitations to safeguard both the 

officer and the Department from unwarranted liability. When an off duty officer finds 

himself/herself in circumstances where he/she reasonably believes immediate police 

intervention is necessary; he/she shall identify himself/herself as a police officer, when 

appropriate and possible, prior to taking any police action. 

  

1. The off duty officer shall take all steps reasonable under the circumstances to 

accomplish the police intervention without the use of physical force. 

  

2. The officer shall contact an officer on regular duty as soon as possible and do 

only that which is necessary to detain the person until the on duty officer is 

available to take charge. 

  

3. Until satisfactory completion of the Field Officers Training Program, if a newly 

employed officer chooses to intervene, he/she shall do so as a civilian pursuant to 

the statute regarding citizens' arrest powers. The requirement of contacting an on 

duty officer shall apply as stated above, as do the limitations/requirements listed 

below. 

  

4. An off duty officer shall not stop, arrest, or cite traffic violators except when the 

violation is of such a flagrant or clearly dangerous nature that a police response is 
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reasonably necessary to prevent imminent injury to life or damage to property 

and it appears that the police response can be accomplished safely. 

  

5. An off duty officer shall not take official police action in his/her own personal 

disputes or in disputes involving neighbors or close friends, unless the 

circumstances are such that intervention is required to prevent physical injury to 

another. 

  

6. No officer shall act in an on duty capacity when his/her physical or mental 

condition is impaired to the slightest degree by alcohol or drug consumption. 

  

7. Whenever an off duty officer takes official police action, he/she shall notify the 

on duty or on call work leader or supervisor as soon as practicable. 

  

 a. The officer shall also complete a report and file a claim for compensation 

for the time involved, as soon as practicable. 

  

 b. The work leader or supervisor shall be responsible for forwarding a copy 

of this information to the Chief of Police, via the chain of command. 

  

B. OFF DUTY JURISDICTION OUTSIDE CAMPUS LIMITS 

  

Since state law does not empower peace officers with statewide jurisdiction, all Pikes 

Peak Community College Campus Police Department officers shall observe the following 

limitations on police action when off duty and outside the campus grounds. 

  

1. An off duty officer may take official police action outside the campus grounds if 

the officer reasonably believes that immediate police intervention is necessary to 

protect human life or prevent serious bodily injury to any person. 

  

2. An off duty officer may take official police action outside the campus grounds if 

the officer reasonably believes that, in the officer's presence, the suspect has 

committed, or attempted to commit, a misdemeanor or felony offense per CRS 

16-3-110. The officer will contact the agency having jurisdiction immediately 

and advise them of the action taken. Said officer shall release any person arrested 

pursuant to this statute to the custody of the proper law enforcement agency.  

  

3. An officer may take official police action outside the campus grounds when the 

assistance of the officer is requested by a peace officer from the jurisdiction 

wherein the action is to be taken. A valid request may also be formally made by 

another police department as a request for mutual aid under those conditions 

described in state statutes. 

  

III.  ABUSE OF POLICE POWERS 

  

A sworn member is prohibited from abusing those special enforcement powers conferred 

upon him/her and the trust of the community he/she is sworn to serve. 

  



  

  

 
 8 

A. A member shall not make false accusations regarding a criminal or traffic charge. 

  

B. A member shall not mistreat persons who are in his/her custody nor allow any person in 

his/her custody to be mentally or physically abused. A member shall handle such persons 

in accordance with state law and the Department Policies and Procedures Manual. 

  

C. A member shall not use more force in any situation than is reasonably necessary under 

the circumstances. A member shall use force in accordance with state law and the 

Department Policies and Procedures Manual. 

  

D. A member shall not make any arrest, search, or seizure that he/she knows, or should 

know, is not in accordance with state law and the Department Policies and Procedures 

Manual. 

  

IV. TRAFFIC ENFORCEMENT OUT OF UNIFORM 

  

Unless a member is in uniform, or in a marked police vehicle, he/she shall not stop, cite, 

or arrest traffic violators except when the violation is of such a dangerous nature that a 

police response is reasonably necessary to prevent imminent injury to life or serious 

damage to property, and it appears that the police response can be accomplished safely. 

The member shall contact the Department as soon as possible and do only that which is 

necessary to detain the suspect until an on duty officer is available to take charge.  

  

V. PERSONAL OR FAMILY DISPUTES 

  

A sworn member, whether on duty or off duty, shall not exercise official police powers in 

his/her own quarrels, or in those of family members, or in disputes arising among 

neighbors, except under such circumstances as would justify using self-defense or 

preventing injury to another or when a serious crime has been committed. 

  

VI. AFFECTING CRIMINAL CASES 

  

A sworn member shall not make promises or arrangements between himself/herself and a 

suspect or between suspect and victim, intended to permit the offender to escape the 

penalty provided by law, or to interfere with the prosecution unless with prior 

authorization from the District Attorney's Office. 
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OFFICE OF THE CHIEF OF POLICE  

  

GENERAL ORDER  

  

DATE ISSUED - July 1, 2001  ORDER NO. - 201  
CANCELED ORDER  - DATE EFFECTIVE  - July 1, 2001 

SUBJECT OF ORDER - WRITTEN DIRECTIVES 

DATE REVISED ï Jan 1, 2009 EFFECTIVE DATE ï Jan 1, 2009 

  

POLICY  

  

To accurately and effectively communicate information, the Department maintains a system of 

written directives consisting of Rules and Regulations, General Orders, and Standard Operating 

Procedures. Each reflects the authority of the Chief of Police. Additionally, memoranda are 

utilized for written communications. All Department Members are responsible for reading and 

abiding by all Departmental Procedures whether they are found within this General Orders 

Manual or issued through email. 

  

PROCEDURE 

  

 I. GENERAL ORDERS MANUAL 

  

Written directives in the General Orders Manual are those that establish Department-wide 

rules, regulations and procedures to govern Department members and operations. 

  

A. ASSIGNMENT OF GENERAL ORDERS MANUAL 

  

General Orders Manuals are numbered, and members are assigned their own 

copies on Compact Disc for which they are responsible. The General Orders 

Manual is available on the Public Safety Network Drive (S). This access may be 

in place of the Compact Discs when necessary. 

  

B. UPDATING THE GENERAL ORDERS MANUAL 

  

As new general orders or rules and regulations are issued or existing ones are 

revised, officers shall submit their copies within five working days of notification 

to the Administrative Sergeant for the update. 

  

II. TYPES OF WRITTEN DIRECTIVES 

  

The following types of written directives are employed in the Department: 
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A. GENERAL ORDERS 

  

1. Purpose - General orders have reference to the entire organization, define 

general policy, and establish specific procedures. 

  

2. Impact on General Orders Manual - As a general order is issued or 

revised, it results in a change in or addition to the General Orders Manual. 

  

3. Initiation of New Topic or Revision - Any member may initiate a new 

general order or a revision by submitting an outline or draft to the 

employee's immediate supervisor for relay to the Administrative Sergeant. 

  

a. Outline or Draft Requirements - The initiating member shall 

provide his/her name, the proposed title, and the date of 

submission at the top of any draft or outline. 

  

b. Review of General Order Topics ï The Administrative Sergeant 

will review published and in-process general order topics to assess 

whether or not the topic or revision is already covered or in 

process. 

  

c. Assignment of General Order Number and Creation of File - For 

all new topics, the Administrative Sergeant, in cooperation with 

the Patrol Sergeant, will assign a general order number and create a 

file. 

  

d. Preparation of First Draft for Review - The Administrative 

Sergeant will make an assignment as to who will develop a draft 

for review by the Chief of Police. 

  

(1) If the first draft involves structural revision to the initiating 

member's draft, that draft will be sent to the initiating 

member for review and concurrence before relay to the 

Chief of Police. 

  

(2) Any content changes, beyond structural or format changes, 

suggested by the author shall be agreed to by the initiating 

member before relaying the draft for the Chief of Policeôs 

review. 

  

4. Approval Process 

  

a. Chief of Policeôs Responsibilities 
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(1) Determination of Relevancy or Need ï The Chief of Police 

shall determine if the proposed draft or revision is relevant 

or necessary to the Department. If it is determined that the 

proposed draft or revision is not relevant or necessary, 

he/she shall notify the originating member via chain of 

command. 

  

(2) Feedback for Additional Development ï The Chief of 

Police shall provide the author with feedback needed for 

development of a subsequent draft or request that the 

author obtain additional feedback or generate review by 

specified individuals or organizations, as appropriate. 

  

(3) Approval ï The Chief of Police shall notify the author 

when a final version of the draft or revision is approved for 

issuance. 

  

b. Author Responsibilities - The author shall: 

  

(1) Prepare subsequent drafts as necessary. 

  

(2) Forward those drafts involving legal issues for review, as 

necessary, to the Chief of Police. 

  

(3) Summarize feedback for the Chief of Policeôs review, 

incorporate feedback in subsequent drafts, and relay 

problems or conflicting feedback to the Chief of Police. 

  

(4) Meet requirements of the State of Colorado Personnel 

Rules and Regulations, so that no conflicts arise between 

police policy, state, or administration policy. 

  

(5) After the Chief of Policeôs approval, prepare a final draft 

for relay to the Administrative Sergeant within two weeks. 

Subsequently, the Administrative Sergeant shall ensure that 

the general order is updated on all members' General 

Orders Manuals. 

  

c. Time Limitation 

  

(1) The approval process shall generally not extend longer than 

60 days from submission to the Chief of Police to final 

approval. 
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(2) The Chief of Police may extend the 60-day limitation at 

their discretion. 

  

5. Authority to Issue - General orders are issued on the authority of the Chief 

of Police. 

  

a. Date of Issue - A general order shall be considered issued as of the 

date a posting memorandum has been prepared and distributed to 

all Corporals and Sergeants. 

  

b. Effective Date - A general order shall be considered in effect as of 

the date so specified on the copy issued with the posting memo. 

  

c. Revocation - General orders may be revoked or rescinded only by 

the Chief of Police. 

  

B. TEMPORARY ORDERS 

  

1. Purpose - Temporary orders are provisional in nature. They define policy 

or direct procedures but shall pertain to special situations or events.  They 

shall be of limited duration and be self-canceling. 

  

2. Effect on General Orders Manual - Temporary orders may supersede 

specific procedures while they are in effect, but they do not result in a 

change in or addition to the Department General Orders Manual. 

  

3. Authority to Issue - The Chief of Police, Patrol Sergeant, and 

Administrative Sergeant shall have authority to issue temporary orders. 

  

a. Central File - A copy of all temporary orders shall be forwarded to 

the Administrative Sergeant where a master file shall be 

maintained. 

  

b. Revocation - The Chief of Police or his designee may revoke any 

temporary order at any time. 

  

4. Expiration - Unless otherwise indicated, all temporary orders will expire 

six months from date of issue. 

  

5. Format - Temporary orders may be issued in the format of a 

memorandum; which specifies that it constitutes a temporary order 

regarding whatever specific subject. 

  

C. MEMORANDA 
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1. Purpose - Memoranda are utilized for written communications: primarily 

as a device to inform or inquire; and secondarily, to implement policy or 

procedures. 

  

2. Impact on General Orders Manual - When a memorandum is the vehicle 

for issuing a temporary order, except as specified in C-5 above, 

memoranda shall not conflict with or alter the direction of established 

Department-wide directives and procedures. 

  

3. Authority to Issue 

  

a. All Personnel - Memoranda to all personnel shall be issued only by 

the Chief of Police or his designee. 

  

b. Sergeants - Sergeants may issue memoranda to any officer, 

corporal, to another sergeant, and to the Chief of Police. 

  

c. All Members - Members of the Department may direct memoranda 

to any member of their chain of command at any time, however, 

members shall follow the chain of command when doing so. 

  

III.  Format for Orders 

  

The following format shall be followed for all general and campus orders: 

  

A. STANDARDIZED HEADING 

  

Approved general orders shall utilize the first page format as used above. 

   

B. POLICY 

  

The policy section shall be a general statement of the objectives the Department 

hopes to achieve through the order. A policy statement is generally one paragraph 

long. 

  

C. PROCEDURES 

  

Procedures provide guidelines so that Department members' efforts to achieve the 

objectives outlined in the policy statement will be standardized, effective, and 

correct. 

  

1. Format Outline - Procedures shall be outlined according to the following 

format: 
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I. TITLE 

Spaceline 

Text, if any 

Spaceline 

A. TITLE 

Spaceline 

Text, if any 

Spaceline 

1. Title 

Spaceline 

Text, if any 

Spaceline 

a. Title 

Text 

Spaceline 

(1) Text 

Spaceline 

(a) Text 

  

2. Other Requirement - Subtopics are divisions of the topic above them and a 

topic cannot be divided into fewer than 2 parts. Never allow a subtopic to 

stand-alone. For example, if there is an A, there must also be at least a B: 

  

I. 

A. 

B. 

1. 

2. 

     II. 

  

D. NUMBERING 

  

A number shall be assigned to each general and campus order that is issued. 

  

1. General Orders - General orders shall be assigned a number by the 

Administrative Sergeant, based on the subject of the order per the 

following system. 

  

a. The 100 Series - The 100 series is reserved for organization and 

lines of authority.  

  

b. The 200 Series - The 200 series is reserved for general 

administrative and functional guidelines for the entire Department. 
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c. The 300 Series - The 300 series is reserved for directives relating 

to Personnel. 

  

d. The 400 Series - The 400 series is reserved for procedures relating 

to Training. 

  

e. The 500 Series - The 500 Series is reserved for procedures relating 

to Use of Force. 

  

f. The 600 Series ï The 600 Series is reserved for procedures relating 

to Uniforms and Equipment. 

  

g. The 700 Series ï The 700 Series is reserved for procedures relating 

to General Operations. 

  

  

E. INTERPRETATION 

  

When used in general, campus, or temporary order: 

  

1. Mandatory - "Shall" is mandatory. 

  

2. Discretionary - "May" is permissive or discretionary. 

  

IV. MAINTENANCE OF WRITTEN DIRECTIVES SYSTEM 

  

Any order signed by the Chief of Police shall have the same effect and interpretation as 

part of the official written directives system. No general order will be represented as 

official unless issued under the signature of the Chief of Police his authorized 

representative, or the Vice President of Administrative Services. 

  

 V. MASTER COPY 

  

The Administrative Sergeant shall maintain a master copy of the Pikes Peak Community 

College Campus Police Departmentôs General Orders Manual. In addition, the 

Administrative Sergeant shall maintain a current file of rules and regulations, temporary 

orders, and personnel orders. 

  

VI. RESPONSIBILITY OF MEMBERS 

  

Members of the Department shall have the responsibility to read, understand, and comply 

with all written directives, which pertain to them. All members of the Department shall 

have the responsibility for keeping their General Orders Manuals complete and up-to-
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date. 

  

VII.  TRAINING 

  

The Department shall provide complete training on the content of this manual. 

  

A. When the manual is first issued, the Department will provide all members with 

comprehensive training. 

  

B. After issuance, all new members will be fully trained in the course of the FTO 

Program. 

  

C. When new policies are issued, individual supervisors are responsible for training 

all members who report to them. 

  

D. The Department will record and document all training provided. This record will 

be maintained in the Department Training Records. 
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GENERAL ORDER 

 
DATE ISSUED - July 1, 2001 ORDER NO. - 202 

CANCELED ORDER   DATE EFFECTIVE  - July 1, 2001 

SUBJECT OF ORDER ï CONTRACTUAL AGREEMENT  

DATE REVISED ï March 2, 2007 EFFECTIVE DATE ï March 2, 2007 

  

POLICY  

 

All law enforcement services contracts will include provisions for the types of services provided, the cost of 

the services, how payments are to be made, the issuance of reports and procedures for amendment, renewal, 

and cancellation. 

 

PROCEDURE 

 

I. CONTRACTS AND CONTRACT REQUESTS 

 

A. SUBMISSION OF REQUEST FOR LAW ENFORCEMENT PERSONNEL 

 

1. Requests for Contracted Law Enforcement Personnel shall be made at least 2 weeks 

prior to the scheduled event. 

 

2. The services to be provided shall be clearly outlined including the nature and extent 

of services to be provided. 

 

B. SUBMISSION OF CONTRACTS 

 

1. The financial agreements of the contract shall be made addressed to include the 

nature of the time and manner of payment of services. 

 

2. The services to be provided shall be clearly identified in the contract.  This will 

include the nature and the extent of services to be provided. 

 

3. All contracts shall specify the parameters of the contract to include its duration, 

how it can be modified and the procedure for renewal.  Contracts for services 

must have the approval of the Chief of Police. 

 

4. All contracts for law enforcement services shall be based on assessment of the 

recipient's needs. 

 

5. All contracts shall include contingencies of legal implications.  These shall include 

which party will defend the provider agency in the event of a lawsuit, identification 

of persons who represent parties to the contract, and who provides payment of 

compensation should the provider agency be found liable in a lawsuit. 

 

6. The Pikes Peak Community College Campus Police Department shall be 
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responsible for all personnel involved in fulfilling the contract.  The Office will also 

be responsible for the equipment and facilities unless otherwise specifically noted in 

the contract. 

 

7. Any member of the Campus Police Department assigned to fulfill a contract service 

shall not be penalized from exercising the same rights and benefits of other 

members of the Department. 

 

8. All contracts shall be scheduled for a minimum of 4 hours per event and shall be 

scheduled for 30 minutes prior to and 30 minutes after the event as well.  

 

9. An overtime officer is mandatory if a scheduled event shall have 100 or more 

participants. For each additional 100 participants, an additional officer shall be 

assigned at the discretion of the Chief of Police. The overtime shall be paid by the 

department, division or coordinators of the event. 

 

II.       RECORDS 

 

A. All contracts shall be kept on file with the Human Resource Office and the Chief of Police.  

 

B. Depending on the specific contract, records of any incidents occurring while under the 

contract shall be maintained in the ARMS Program. 

 

III.  ASSIGNING PERSONNEL 

 

 The assignment of personnel to the contracted  
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OFFICE OF THE CHIEF OF POLICE  

 

GENERAL ORDER 

 

DATE ISSUED - July 1, 2001 ORDER NO. - 203 

CANCELED ORDER  DATE EFFECTIVE  - July 1, 2001 

SUBJECT OF ORDER ï COMPUTER SYSTEMS  

DATE REVISED - March 1, 2007 DATE EFFECTIVE  ï March 1, 2007 

 

POLICY  

The Department, in cooperation with IT Support Services shall control the utilization of the 

computer resources, including software, hardware, and access levels.  Members will not breach or 

attempt to breach confidential or secured/unsecured files or those belonging to another member.  

Policies and procedures relating to Department electronic records and data processing systems will 

be in conformance with all applicable laws concerning records, privacy, storage and policy and 

procedure. 

PROCEDURE  

 

I. DEPARTMENT USER POLICY 

 

A. This policy specifies certain rights and expectations between the users of any Pikes 

Peak Community College Campus Police Department owned, operated, or leased 

computer system, and the owners, operators, or lessors of said computer systems, 

namely Pikes Peak Community College Campus Police Department. Because 

Department members must, during the course of their duties, utilize Pikes Peak 

Community College Campus Police Department computer systems, networks, 

accounts, and internet access points, refusal to agree to this policy will result in the 

member being unable to perform their duties and result in administrative or legal 

action. 

 

B. The user understands and agrees to abide by the following. 

 

1. This is a Pikes Peak Community College Campus Police Department 

computer system. Pikes Peak Community College Campus Police 

Departmentôs computer systems are provided for the processing of official 

Pikes Peak Community College Campus Police Department information 

only. 

 

2. All data contained on Pikes Peak Community College Campus Police 

Department computer systems is owned by Pikes Peak Community College 

Campus Police Department, and may be monitored, intercepted, recorded, 
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read, copied, or captured in any manner and disclosed in any manner by 

authorized Pikes Peak Community College Campus Police Department 

personnel. 

 

3. THERE IS NO RIGHT OR EXPECTATION OF PRIVACY ON ANY 

Pikes Peak Community College Campus Police Department system. 

Systems personnel may give to law enforcement officials or Pikes Peak 

Community College Campus Police Department personnel any information 

that constitutes potential evidence of criminal action or violation of Pikes 

Peak Community College Campus Police Department policies or procedures 

taking place on Pikes Peak Community College Campus Police Department 

system. The user understands that said information may result in criminal 

proceedings, internal affairs investigation, or administrative actions taken 

against the user. 

 

4. USE OF THIS SYSTEM BY ANY USER, AUTHORIZED OR 

UNAUTHORIZED, CONSTITUTES EXPRESS CONSENT TO THIS 

MONITORING, INTERCEPTION, RECORDING, READING, 

COPYING, CAPTURING OR DISCLOSURE.  

 

5. Failure to consent to this policy means denial of access to any Pikes Peak 

Community College Campus Police Department system.  

 

6. The user understands that the computer systems, and any software installed 

on it, or any other computer system it connects to by any means, may only 

be used for the processing of official business of Pikes Peak Community 

College Campus Police Department or for the legal and policy-abiding use 

during scheduled break times. 

 

7. This system and its resources may be used for the processing of information 

directly related to classes or courses the user attends, as long as each user 

secures written permission from his/her supervisor to do so. Such written 

permission will be maintained on file by both the supervisor and the IT 

Support Services Department. 

 

8. Under no circumstances may any system or its connection points be used for 

the download, storage, transport, distribution, relocation, or display of 

pornography in any form. For the purposes of this policy, pornography is 

defined as any nude depiction of the human form, whether in the form of a 

digitized picture, cartoon, altered, retouched, or morphed picture, or other 

characterization of the human body in which it is not fully clothed. This 

includes any depiction in any form, which displays the individual in bikini 

type clothing, or in garments that are designed or intended to be worn under 

clothing. Also, for the purpose of this policy, the term ñdownloadò means 
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through electronic or physical means. This includes but is not limited to 

direct Internet connection, telephone dial-up connection to private, 

commercial, or Pikes Peak Community College Campus Police Department 

Internet service providers, bulletin board systems, or by copying or moving 

from floppy disk or other removable transportable electromagnetic or optical 

media. 

 

9. The user understands that this policy is a binding legal document between 

the user and the Pikes Peak Community College Campus Police Department. 

Violations of the terms of this policy by the user may be cause for immediate 

termination of their privileges on any Pikes Peak Community College 

Campus Police Department computer system, and may subject said user to 

adverse legal or administrative action. 

 

II. MONITORING 

 

A. OFFICERSô RESPONSIBILITIES 

 

1. Each officer is responsible and accountable for all access to any Pikes Peak 

Community College Campus Police Department system while logged in 

under his or her name.  

 

2. Each officer must report any illegal or inappropriate use of any Pikes Peak 

Community College Campus Police Department system to his or her 

immediate supervisor.  

 

3. All password and computer security violations shall be reported to the 

reporting memberôs supervisor and IT Support Services immediately. 

 

4. Members knowing, or having suspicion, that their password has been 

compromised shall request a new password from IT Support Services. 

 

5. Members should not divulge their own or anotherôs password to any other 

member. 

 

6. Members will assist IT Support Services to ensure that unauthorized 

software (i.e., games) have not been loaded on any Pikes Peak Community 

College Campus Police Department computer. 

 

B. SUPERVISOR RESPONSIBILITIES 

 

1. Each supervisor is responsible and accountable for all access to any Pikes 

Peak Community College Campus Police Department system while logged 

in under his or her name.  
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2. Each supervisor must report any illegal or inappropriate use of any Pikes 

Peak Community College Campus Police Department system to their 

immediate supervisor. 

 

3. Periodic review of users and the accessed files of those users will be 

conducted by the IT Support Services Department in the presence of a Pikes 

Peak Community College Campus Police Department supervisor. 

 

4. All password and computer security violations shall be reported to the 

reporting memberôs supervisor and IT Support Services immediately. 

 

5. Members knowing, or having suspicion, that their password has been 

compromised shall request a new password from IT Support Services. 

 

6. Members should not divulge their own or anotherôs password to any other 

member. 

 

7. Supervisors will assist IT Support Services to ensure that unauthorized 

software (i.e., games) have not been loaded on any Pikes Peak Community 

College Campus Police Department computer. 

 

III.  ARMS 

 

 The ARMS Software shall be used only for official Pikes Peak Community College Campus 

Police Department business. All members shall abide by the Arms Procedural Manual. At 

no time will a member allow another member to use the ARMS Program while logged into 

the system under their name and password. No member shall change or alter another 

memberôs reports or information without the express permission from the originating 

member or his/her immediate supervisor.   
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OFFICE OF THE CHIEF OF POLICE  

  

GENERAL ORDER 

  

DATE ISSUED -  July 1, 2001  ORDER NO. - 204 

CANCELED ORDER  DATE EFFECTIVE  - July 1, 2001 

SUBJECT OF ORDER ï MUTUAL AID  

DATE REVISED ï Feb 1, 2004 DATE EFFECTIVE  ï Feb 1, 2004 

  

POLICY  

  

Public safety agencies may at anytime be faced with situations, which require the use of personnel 

and equipment beyond their existing capabilities. Most such circumstances require immediate and 

extraordinary action to preserve life and property. Colorado law specifically allows neighboring 

local governments to enter into agreements with each other to provide supplemental personnel and 

other resources. Upon the request of a local public safety or governmental entity for supplemental 

assistance in the form of personnel or equipment, the Pikes Peak Community College Campus 

Police Department shall provide such assistance to the extent such resources are authorized and 

currently available, as per our Intergovernmental Agreements with the County of El Paso, City of 

Colorado Springs, and Colorado State Patrol. The following guidelines have been developed so that 

the Pikes Peak Community College Campus Police Department may obtain or provide mutual aid as 

emergency or other circumstances require. 

  

PROCEDURE 

  

 I. PIKES PEAK COMMUNITY COLLEGE CAMPUS POLICE DEPARTMENTôS 

REQUEST FOR EMERGENCY MUTUAL AID REQUIRING A LARGE OR LENGTHY 

COMMITMENT OF OUTSIDE RESOURCES 

  

 A. AUTHORIZATION REQUIRED 

  

  When the ranking supervisor determines that assistance from other jurisdiction(s) is 

needed, he/she shall contact the Chief of Police, utilizing proper chain of command 

protocols, and explain the need for emergency aid and the extent of the need. The 

Chiefôs authorization must be obtained prior to making any lengthy request for 

mutual aid. 
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 B. NOTIFICATION 

  

  After obtaining authorization, the ranking supervisor shall contact the other 

jurisdiction(s) to request mutual aid. In the request, the ranking supervisor shall 

specify the nature and quantity of the assistance needed and the probable duration of 

the need. 

  

 C. RESPONSE FROM OTHER JURISDICTION(S) 

  

  1. Verification - The jurisdiction(s) receiving the Pikes Peak Community 

College Campus Police Departmentôs mutual aid request, shall verify the 

request prior to committing any resources. This may be accomplished by 

separate telephone callback, Teletype, or radio confirmation to the ranking 

supervisor. 

  

  2. Resource Commitment - As soon as the request for aid has been verified and 

approved, that jurisdiction's Chief of Police, Sheriff, or other local designee 

shall properly notify the ranking supervisor as to the extent of resources 

which will be committed, and when they will reach Pikes Peak Community 

College. 

  

 D. COMMAND 

  

  All resources committed under such a mutual aid request shall be under the direct 

control and authority of the ranking supervisor, subject to recall by the providing 

jurisdiction. 

  

 E. COMPENSATION 

  

  The other jurisdiction(s) providing mutual aid to the Pikes Peak Community College 

Campus Police Department will compensate its own employees for their work 

during the emergency. 

  

 F. CONCLUSION OF NEED FOR MUTUAL AID 

  

  When the ranking supervisor determines that mutual aid resources are no longer 

needed, he shall seek authorization from the Chief of Police, utilizing the proper 

chain of command protocol, for their release to their own jurisdiction(s). Once 

authorized, the ranking supervisor shall notify the chief law enforcement official(s) 

of the other jurisdiction(s) that the loaned resources are released. 
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II. PIKES PEAK COMMUNITY COLLEGE CAMPUS POLICE DEPARTMENTôS 

PROVISION OF EMERGENCY MUTUAL AID IN SITUATIONS REQUIRING 

SUBSTANTIAL OR LENGTHY COMMITMENT OF RESOURCES 

  

 A. NOTIFICATION 

  

  Should another jurisdiction need lengthy emergency assistance from the Pikes Peak 

Community College Campus Police Department, that jurisdiction's chief law 

enforcement officer shall contact the Pikes Peak Community College Campus Police 

Departmentôs ranking supervisor to request mutual aid. The requesting jurisdiction 

shall specify the nature and quantity of the assistance needed and the probable 

duration of the need. 

  

 B. RESPONSE 

  

  1. Verification - The ranking supervisor shall verify receipt of the request by 

telephone callback, Teletype, or radio confirmation to the requesting 

jurisdiction. 

  

  2. Authorization - After verifying the request for mutual aid, the ranking 

supervisor, utilizing the correct chain of command protocols, shall contact 

the Chief of Police and explain the nature and quantity of resources 

requested and the probable duration of need. The Chiefôs authorization must 

be obtained prior to committing any campus resources to another jurisdiction 

for a lengthy period of time. 

  

  3. Resource Commitment - Upon authorization by the Chief of Police, the 

ranking supervisor shall notify the requesting jurisdiction of the extent of 

resources the Pikes Peak Community College Campus Police Department 

will be able to commit and when they will arrive. 

  

 C. COMMAND 

  

  All Pikes Peak Community College Campus Police Department resources 

committed as mutual aid to another jurisdiction shall be under the direct control and 

authority of the requesting jurisdiction's chief law enforcement officer, subject to 

recall by this Department. 

  

 D. COMPENSATION 

  

  The Department will compensate its own employees for all work requested as 

mutual aid by another jurisdiction. 

  

 E. CONCLUSION OF NEED FOR MUTUAL AID 



  

  

 
 26 

  

  When there is no further need for campus resource, the requesting jurisdiction shall 

so notify the Pikes Peak Community College Campus Police Departmentôs ranking 

supervisor. The ranking supervisor shall notify the commander of the mutual aid 

operation that all Pikes Peak Community College Campus Police Department 

resources are released from duty and should resume their regular assignments as 

appropriate. 

  

III.  PROVISION OF NON-EMERGENCY MUTUAL AID 

  

 A. AUTHORIZATION 

  

  The ranking supervisor may authorize requests from other jurisdictions for non-

emergency mutual aid (e.g., assistance with forensics, traffic accident reconstruction, 

etc.), to the extent that resources are available, without prior approval of the Chief of 

Police. 

  

 B. COMMAND 

  

  All Pikes Peak Community College resources committed as mutual aid to another 

jurisdiction shall be under the direct control and authority of the requesting 

jurisdiction's chief law enforcement officer, subject to recall by this Department. 

  

 C. COMPENSATION 

  

  The Department will compensate its own employees for all work requested as 

mutual aid by another jurisdiction. 

  

IV. SHORT TERM LIMITED MUTUAL AID REQUESTS 

  

 A. PIKES PEAK COMMUNITY COLLEGE'S AID REQUESTED 

  

  1. Requests for emergency assistance will normally be made through the El 

Paso County Dispatch Center, although other arrangements may be made as 

appropriate to the incident.  

  

  2. The authority to request emergency assistance from the Pikes Peak 

Community College Campus Police Department is delegated to the 

requesting agenciesô watch commander. However, officers may request 

assistance in emergency or life-threatening situations when there is not 

sufficient time to contact the watch commanders. Officers from the Pikes 

Peak Community College Campus Police Department shall respond 

immediately to assist officers from other agencies when either an officer or 

the watch commander of the requesting agency requests assistance. 
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  3. When emergency aid is required by a neighboring jurisdiction for a brief 

period, Pikes Peak Community College Campus Police Department officers 

may be dispatched. 

  

  4. Pikes Peak Community College Campus Police Department officers will 

respond and provide reasonable lawful aid requested. 

  

  5. Pikes Peak Community College Campus Police Department officers will 

contact the on duty or on call supervisor if the requested assistance will place 

the Pikes Peak Community College Campus Police Department officer off 

campus for an extended period of time. For the purposes of this policy, an 

extended period of time shall be thirty minutes or more. 

  

  6. If the request for assistance occurs when there are students, faculty, or staff 

on campus, the ranking supervisor must be notified and authorization 

obtained prior to responding to the assistance request. Officer down, 

homicide in progress, officer requesting immediate back-up and similar calls 

may be exceptions depending on their distance from campus. The distance 

must be reasonable and the officerôs arrival must be likely to occur before 

any other units arrive. This is an officer discretion issue. Keep in mind that if 

you make a decision to respond to a call of this nature you must be able to 

articulate the need to respond and leave the campus uncovered. 

  

 B. PIKES PEAK COMMUNITY COLLEGE CAMPUS POLICE DEPARTMENT 

REQUESTING AID 

  

  1. When emergency aid is required by a Pikes Peak Community College 

Campus Police Department officer for a brief period, outside agencies may 

be requested to assist, including: 

  

   a. Colorado Springs Police. 

  

   b. El Paso County Sheriff's Department. 

  

   c. Colorado State Patrol. 

  

   d. Other agencies as determined by the on duty or on call Corporal or 

Sergeant. 

  

  2. Pikes Peak Community College Campus Police Department officers will 

detail all actions taken by and requests made to outside officers in the Pikes 

Peak Community College Campus Police Departmentôs Patrol Log. Officers 

shall complete an ARMS Report if asked to do so by the requesting agency. 
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 V. LIABILITY  

  

 Any liability which accrues as a result of a negligent or otherwise tortuous act of personnel 

of a providing entity, within the course of their duties in rendering mutual aid assistance, 

shall be imposed upon the requesting entity and not upon the providing entity. 
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OFFICE OF THE CHIEF OF POLICE  

  

GENERAL ORDER  

  

DATE ISSUED - July 1, 2001  ORDER NO. ï 205 

CANCELED ORDER  DATE EFFECTIVE  - July 1, 2001 

SUBJECT OF ORDER ï PUBLIC RECORDS REVIEW 

DATE REVISED ï Jan 01, 2009 DATE EFFECTIVE  ï Jan 01, 2009 

  

POLICY  

  

It is the policy of the Department to establish and follow guidelines regarding the inspection of 

public records pursuant to Colorado Revised Statutes 24-72-301 through 308 and 24-72-202 

through 203, (1973). 

  

PROCEDURE 

  

 I. PUBLIC RECORDS SCHEDULE OF AVAILABILITY  

  

A. ACCIDENT REPORTS, ARREST REPORTS AND CRIMINAL HISTORIES 

per C.R.S. 24-72-203 (1)(a) 

  

Accident reports, arrest reports and criminal histories, which are public records, 

shall be available for review at the Risk Management Office (C-202), from 8:00 

a.m. to 5:00 p.m., Monday through Friday, except legal holidays. 

  

B. OTHER PUBLIC RECORDS per C.R.S. 24-72-203 (1)(a) 

  

Other public records as identified in Part III below shall be available for review in 

the appropriate office from 8:00 a.m. to 5:00 p.m., Monday through Friday, 

excluding holidays. 

  

II. RIGHT OF REVIEW 

  

A. LIMITATIONS  

  

The Department shall allow any person the right to review any public record that 

is within its custody or control, or any portion thereof, as long as said record does 

not fall under any of the exceptions enumerated in the Colorado Revised Statutes, 

24-72-301 through 308 (1973) or 24-72-204, inclusive. 

  

B. REASONABLE GROUNDS TO FORBID REVIEW 
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Review of any original record is not permitted if there are reasonable grounds to 

suspect the record may be damaged, destroyed, altered, or removed from the 

Police Department, without authorization. 

  

III.  REPORTS OPEN FOR PUBLIC INSPECTION 

  

A. ARREST REPORTS 

  

Reports involving the arrest or series of arrests of an adult, except as excluded in 

Part IV, shall be considered open for public inspection. This shall include the 

identity of this Department, the date and place that the arrest was made, the name, 

birth date, last-known address, and sex of the accused person, the nature of the 

charges brought or the offenses alleged against the accused person, and one or 

more dispositions relating to the charges brought against the accused person.  

  

B. CRIMINAL HISTORIES 

  

Local (Pikes Peak Community College Campus Police Department files only) 

criminal histories, to include the original Complainant Report and the Arrest 

Report, except as excluded in Part IV, shall be considered open for public 

inspection. 

  

C. ACCIDENT REPORTS 

  

D. UNIFORM CRIME REPORTS 

  

E. BUDGET INFORMATION AND REPORTS 

  

F. DEPARTMENT GENERAL ORDERS MANUAL 

  

G. GRANTS 

  

H. CRIME ANALYSIS REPORTS 

  

I. EMPLOYMENT APPLICATIONS 

  

IV. REPORTS LIMITED FROM PUBLIC REVIEW 

  

A. This Department shall not allow the inspection of the following reports: 

  

1. If such inspection would be contrary to any state statute. 

  

2. If such inspection would be contrary to any federal statute or regulation 
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issued thereunder having the force and effect of law. 

  

3. If such inspection is prohibited by rules promulgated by the Supreme 

Court or by the order of any court. 

  

4. If such inspection would be contrary to the requirements of any joint rule 

of the senate and the House of Representatives pertaining to lobbying 

practices. 

  

5. If such inspection is of a report, which has been declared, "Sealed" by a 

court of law. 

  

B. This Department may deny the right of inspection of the following records, unless 

otherwise provided by law, on the grounds that disclosure to the applicant would 

be contrary to the public interest as per C.R.S. 24-72-204: 

  

1. Any record of the investigations conducted by this Department, any 

records of the intelligence information or security procedures of this 

Department, or any investigatory files compiled for any other law 

enforcement purpose. 

  

2. If such inspection would interfere with law enforcement activities. 

  

3. If such inspection would deny right to fair trial or adjudication. 

  

4. If such inspection would reveal confidential source(s). 

  

5. If such inspection would endanger the safety or lives of law enforcement 

personnel. 

  

6. If such inspection would constitute an unwarranted invasion of personal 

privacy. 

  

C. This Department shall deny the right of inspection of the following records, 

unless otherwise provided by law; except that the following records shall be 

available to the person in interest, criminal justice agencies, or by a court order 

under this section (C): 

  

1. Medical, mental health, or sociological records to include mental health 

holds, but the custodian or person in interest may request a professionally 

qualified person, who shall be furnished by said custodian, to be present to 

interpret the records. 

  

2. Personnel records of past, present, and prospective employees except 
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applications for employment and formal performance evaluations shall be 

subject to limited release procedures. 

  

3. Those persons in Protective Custody. 

  

4. In records involving child abuse, victim names and identification are 

releasable only to the victim, victim's parents or guardians, the Child 

Protection Team, and the Department of Human Services. Reports to 

parents or guardians are to be devoid of the names or identification of 

child abuse informants or reporters. 

  

D. REQUEST PROCEDURE 

  

Requests to view reports listed within Section III or IV will be made formally and 

in writing on the Request for Records Form. As per Section VI below, copies of 

the completed notification and request forms shall be maintained on site.  

  

 V. RECORDS NOT IMMEDIATELY ACCESSIBLE 

  

A. FORMAL REQUEST REQUIRED 

  

If the records requested by the applicant are not immediately accessible and, 

therefore are either in storage or active use but still may be made available within 

three business days, a Request for Records Form must be completed. 

  

B. NOTIFICATION 

  

The ranking supervisor or administrative personnel shall notify the applicant, in 

writing on the Records Request Notification Form if requested, that the requested 

public records of the Pikes Peak Community College Campus Police Department 

are either in storage or inactive use and that immediate inspection is, therefore, 

not possible. 

  

C. APPOINTMENT FOR INSPECTION 

  

If requested by the applicant, the on shift supervisor or administrative personnel 

shall set a date and hour within three working days at which time the requested 

records will be made available for inspection (Colorado Revised Statute 24-72-

303). The inspection shall take place in the presence of a police officer and the 

records custodian or his/her representative to ensure that the security of all records 

is maintained. 

  

D. RANDOM SEARCHES 
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Applicants will not be permitted to search randomly or indiscriminately through 

the records system under any circumstances. 

  

VI. RECORDS NOT IN CONTROL OR CUSTODY 

  

A. RECORDS OF OFFICIAL ACTION 

  

If the public records requested by the applicant are not in the custody or control of 

this Department, the applicant shall forthwith be so notified of this fact in writing 

on the Records Request Notification Form. The notification shall state in detail, to 

the best of the Department's knowledge and belief, the reason for the absence of 

the records from its custody or control and what person or agency, if known, has 

custody or control of the records; Colorado Revised Statute 24-72-303 (3).  

  

 B. CRIMINAL JUSTICE RECORDS 

  

If the public records requested by the applicant are not in the custody or control of 

the Department, the applicant can request to be notified of this fact in writing on 

the Records Request Notification Form. The notification shall state in detail, to 

the best of the Department's knowledge and belief, the reason for the absence of 

the records from its custody or control and what person or agency, if known, has 

custody or control of the records; Colorado Revised Statute 24-72-304 (3).  

  

VII.  DENIAL OF ACCESS 

  

A. DEPARTMENT'S RIGHTS 

  

If, in the opinion of the Department, disclosure of the contents of a public record 

could do substantial injury to the public interest as stated in section IV(B), the 

Department may deny such disclosure. 

  

B. WRITTEN STATEMENT OF GROUNDS 

  

If denied access to any public records, the applicant may request a written 

statement of the grounds for denial. The statement shall cite the law or regulation 

under which access is denied and shall be furnished to the applicant within 72 

hours; Colorado Revised Statute 24-72-305 (6). 

  

C. APPEAL OF DECISION 

  

Any person denied access to inspect any criminal justice record may apply to the 

District Court of the district wherein the record is found for an order directing the 

Department of such record to show cause why said Department would not permit 

the inspection of such record. 
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VIII.  COPIES OF RECORDS 

  

 All requests for copies of Department Records shall be made to Risk Management. 

  

IX. QUESTIONS CONCERNING AUTHORIZATION 

  

Representatives of the Department who receive requests for records inspection shall 

consult the Public Records Inspections Guidelines. Should they have any questions 

regarding authorization to release such information, they shall immediately contact the 

Chief, the supervisor on duty, or the department that holds the record. 

  

X. RESPONSIBILITY 

  

Administration shall be responsible for all maintenance of records as the Records 

Custodian and be overseen by the Administrative Sergeant. 

 

XI. CRIME LOG 

 

The Department shall maintain a crime log on our official department website. The crime 

log shall be updated daily by administration. It shall include the name of the offender, the 

officer involved, the dates, times, and location of the event as well as a brief summary of 

the event. The crime log will not only include incidents that generated case reports, but 

also those incidents that the campus community should be aware of that do not generate 

case reports (Example: Assist Other Agency Calls). 
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OFFICE OF THE CHI EF OF POLICE 

  

GENERAL ORDER  

  

DATE ISSUED - July 1, 2001  ORDER NO. - 206 

CANCELED ORDER  DATE EFFECTIVE  - July 1, 2001 

SUBJECT OF ORDER ï REPORT PROCEDURE 

DATE REVISED ï Jan 01, 2009 DATE EFFECTIVE  ï Jan 01, 2009 

  

POLICY  

  

It is the policy of Pikes Peak Community College Campus Police Department to maintain an 

orderly record of police action. The ARMS Program automatically assigns the next available 

case number when a case is added. 

  

PROCEDURE 

  

I. MANDATORY REPORTS 

  

A. Reports shall be added in the ARMS Program by the officer responding to the 

incident as per the ARMS Procedure Manual and Departmental General Orders. 

  

B. The following list contains examples of when reports are mandatory. This list 

does not encompass all circumstances in which a report is mandatory. 

  

1. Criminal damage to personal or state property. 

  

2. Theft. 

  

3. Robbery. 

  

4. Warrant Service 

   

5. Medical calls with extenuating circumstances. 

  

6. Assist Other Agency calls in which the other agency requires a report from 

you. 

  

7. Information Items. 

  

8. Hit and Run. 

 

9. Sex Offender Registration 
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10. Restraining Orders 

 

*Lost Campus Keys shall be reported on the Lost Campus Keys Report 

Form and fil led out by the person who lost the keys.* 

  

C. Once the officer has completed a Report, then he/she will submit it before the 

end of their shift to the In-Box for the current or next supervisor on duty to 

review. The officer shall also submit the report for approval through the ARMS 

Program Approval Process. If the report is going to require time above and 

beyond the officerôs normal shift, then the officer shall obtain the permission of 

a supervisor prior to working past his/her normal shift or from a supervisor 

to complete only the ñface sheetò of the report. The officer is responsible for 

ensuring that they utilize the time available on shift to complete reports. If the 

officer is going to be going on days off, then the report shall be completed before 

he or she leaves. The officer is also responsible for contacting a supervisor at that 

time to advise them of the need to stay past his or her shift. If a supervisor has 

given you authorization to work past your normal schedule, turn in only a 

cover sheet, or to work on a case when you return to work again, then the 

supervisor shall notify the other supervisors via email of the extension. If 

authorization for working past your shift was given, then the proper compensatory 

request form must also be filled out prior to leaving. 

  

D. Upon receipt of a Report, the supervisor will review the report using the following 

point-based system.  

  

1. Point Assignment 

  

a. 1-point per spelling error. 

  

b. 1-point per grammatical error.  

  

c. 1- point per vocabulary usage error. 

  

d. 5-points per significant piece of information missing. 

  

e. 10-points for missing the main elements of the report (who, what, when, 

where, and why) 

  

2. Required Passing Reports 

  

a. 90% for Officers 

  

b. 93% for Corporals 
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c. 95% for Sergeants 

   

E. RECEIPT OF A REPORT BY A CORPORAL OR SERGEANT 

 

The Corporal or Sergeant will check the report in ARMS to verify that all data 

entry was completed correctly. The supervisor will then check the narrative of the 

report for errors including, but not limited to, those listed in Point Assignment 

above. If the report accumulates less than 10 points, the supervisor will fix the 

report in ARMS, check the approval block, add any notes as needed in the 

approval section, and submit the corrected version to the Chief for his signature. 

If there are no errors, the supervisor shall approve the report in ARMS and submit 

it to the Chief for his signature. If the report contains greater than 10 errors or 

fails to include important information, the supervisor shall shall then be 

responsible for making the corrections themselves and/or obtaining the missing 

information. 

  

F. Once the Chief of Police receives an approved report from a supervisor, the Chief 

will review the report for errors. If the report contains errors, the Chief shall 

kickback the report to the supervisor for corrections. If the report contains no 

errors, the Chief shall sign off on the report, print the report, and submit the report 

to the administrative staff. 

  

II. SUPPLEMENTAL REPORTS 

  

Anytime Department personnel are adding additional information to their own case or to 

another officerôs case already having a case report number, the officer shall complete a 

supplemental report. The officer shall abide by the guidelines set under part I of this 

General Order and by the ARMS Procedure Manual. 

  

III.  IDENTIFICATION OF MEMBER 

  

In an effort to develop a more uniform system of tracking member identification, the 

Department will utilize the P.O.S.T. Certification number whenever a member must 

identify his/herself in a written format such as college citations, summons, affidavits, etc. 

All officers shall identify themselves in the narrative portion of all summons, affidavits, 

crime, significant incident, and medical reports, by identifying their rank, name, and 

certification number using the following format: 

  

  I, Officer John Doe, B0001,é 

  

IV. SUBMITTING REPORTS 
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ALL reports will be turned in to the Crime In-Box prior to the end of the officerôs shift. 

These include crime, incident, and informational items. Medicals shall be placed in the 

Medical In-Box. Summonses and other Department of Revenue Forms shall be submitted 

directly to administrative staff for processing. If the report is going to require more time 

to complete or to investigate, then the officer is responsible for contacting a supervisor to 

advise him/her of the situation and request additional time or investigatory resources. By 

State Rules and Regulations, only a Sergeant or above can authorize reassigning a 

case to investigations. 

  

VI. FAILURE TO MEET MINIMUM REPORT STANDARDS 

  

 In the event that a member fails to meet the minimum report standards, the member may 

have it reflected in his or her Performance Evaluation and may be subject to corrective or 

disciplinary action under Chapter 6 of the Colorado State Personnel Rules and 

Administrative Procedures. 

 

VII.  FOLLOWING UP ON REPORTS 

 

 Based on the number and typical level of complexity of the cases encountered by this 

department, the initial responding officer is responsible for following up on his or her 

own case reports. The exception to this is if the investigation has been re-assigned by a 

Sergeant or above. Each officer is responsible for maintaining a copy of any active 

investigation at the campus at which he or she is assigned, so that following up on the 

case will be more easily completed. Each officer is responsible for following up on cases 

in a timely manner.  
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OFFICE OF THE CHIEF OF POLICE  

 

GENERAL ORDER  

 

DATE ISSUED - July 1, 2001  ORDER NO. - 207  

CANCELED ORDER  DATE EFFECTIVE  - July 1, 2001 

SUBJECT OF ORDER ï PROCESSING PARKING TICKETS 

DATE REVISED ï Jan 01, 2009 DATE EFFECTIVE  ï Jan 01, 2009 

 

POLICY  

 

The Pikes Peak Community College Campus Police Department has established guidelines in 

processing campus violation tickets.  It is the responsibility of the office staff, both officers and 

dispatchers, to see that these violations are processed in a controlled manner. 

  

PROCEDURE 

 

I. Processing Officerôs Written Campus Citations 

 

A. Police Department Copies (White Copy) 

 

1. Tickets are entered into PPCC PD Access Database in the ñTickets Formò. 

 

a. All information provided by the Officer is entered into the database in 

the following screen. 
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2. Tickets are then filed in the Administrative Office into the Green Ticket Folder. 

 

a. These tickets are placed in the 10-day hold, pending payment or appeal. 

 

b. These Tickets are filed by Date, then citation number. 

 

II. Processing Paid/Void Parking Tickets  

 

A. Offenders Copies (Yellow Carbon Copy or Other Acceptable Copy) 

 

1. Upon return receipt of the yellow cardboard carbon copy or other acceptable 

copy,  that has been stamped ñPAIDò with the date, from the Cashier Office the 

white is pulled from the Green Ticket Folder and stapled to the yellow cardboard 

carbon copy. 

 

a. These are modified in the PPCC PD Access Database, by checking the 

Paid box and entering the date paid. 

 

b. Then they are filed into the ñTickets Entered in PPCC PD Databaseò 
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file boxes. 

 

2. Upon receipt of yellow cardboard carbon copy or other acceptable copy, which 

has been ñVOIDEDò with the date, white copy is pulled from the Green Ticket 

Folder and stapled to the yellow carbon copy. 

 

a. These are modified in the PPCC PD Access Database, by checking the 

Void box and entering the date voided. 

 

b. Then they are filed into the ñTickets Entered in PPCC PD Databaseò 

file boxes. 

 

 

III. Processing Unpaid Parking Tickets 

 

A. All tickets not paid or appealed within the 10-day grace period, automatically double 

the amount written. 

 

B. After 10-15 days have passed and the ticket remains unpaid/unappealed, registered 

information is ran on the license plate or provided VIN. 

 

1. All found information is written on the back of the white copy in pencil 

 

a. Registered information is then compared to Student information in the 

SIS system.  

 

1). All tickets that can be reasonably attached to a student by a 

combination of the following: Name, address, and/or being student 

at the time of the offence, are assigned to that student and their P-

number is then recorded on the back of the ticket. 

 

2). These are then forwarded to Financial Services to be attached to 

their student account pending payment. 

 

b. All tickets that cannot be reasonably attached to a student account are 

sent a letter of nonpayment with a copy of the ticket to the address listed 

for the Registered owner. 

 

1). A copy of this letter with the original white copy of the ticket is 

maintained in the ñNasty Gramò binder until paid/void/or sent to 

Financial Services. 

 

2. Unfound plates or VINôs  are recorded as NRF on the back of the ticket with a 

date.  
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a. These are then filed in NRF file in the Administrative Office in the 

Green Ticket Folder. 

 

b. These tickets are re ran a minimum of 3 more times to locate a 

registered owner. 

 

c. If no owner can be found after a total of 4 attempts the ticket is voided, 

modified in the Database, and filed in the ñTickets Entered in PPCC PD 

Databaseò file boxes. 
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OFFICE OF THE CHIEF OF POLICE  

  

GENERAL ORDER 

  

DATE ISSUED - July 1, 2001  ORDER NO. - 208 

CANCELED ORDER  DATE EFFECTIVE  - July 1, 2001 

SUBJECT OF ORDER ï NOTIFICATION PROCEDURE 

DATE REVISED ï Oct 1, 2003 DATE EFFECTIVE  ï Oct 1, 2003 

  

POLICY  

  

It is the responsibility of the Police Department to render a variety of services to the general public 

in the event of a major disaster or other such unusual occurrence. In keeping with this responsibility, 

a procedure is hereby established for recalling off duty police personnel where mobilization of the 

Police Department is necessary in response to such occurrences. This response includes 

commissioned and non-commissioned personnel of the Pikes Peak Community College Campus 

Police Department. 

  

PROCEDURE 

  

 I. POLICE DEPARTMENT MOBILIZATION PLAN 

  

 A. AUTHORITY 

  

  Upon being informed that the Pikes Peak Community College Campus Police 

Department is mobilized, the Chief of Police, shall activate the Department 

mobilization plan. In the absence of the Chief, the ranking supervisor on duty or the 

on call work leader or supervisor shall activate the Department mobilization plan. 

  

 B. SCHEDULING 

  

  1. In order to allow officers more time between shifts during a Department 

Mobilization, three separate 8-hour watches will be implemented, Watch 

"A", Watch "B" and Watch ñCò. 

  

   a. Watch "A" 0700-1500 hours. 

  

b. Watch "B" 1500-2300 hours. 

  

c. Watch ñCò 2300-0700 hours. 

  

2. Assignment to the above watches will be established prior to the call-out of 

off duty personnel for an unusual occurrence. 
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3. Approximately 40 percent of Department personnel are to be assigned to 

Watch "A", approximately 30 percent to Watch "B", and approximately 30 

percent to Watch ñCò.  

  

4. Deferment of days off, as necessary. 

  

 C. CALL-OUT OF OFF DUTY PERSONNEL 

  

  1. A card shall be maintained in the supervisorôs office reflecting all current 

residence and telephone information on Department personnel, as well as a 

Days Off and Shift Schedule. 

  

  2. All day shift and administrative personnel will fill the "A" Watch. All night 

personnel will be assigned "B" and ñCò Watch. 

  

  3. In the event of an unusual occurrence, supervisory personnel are to be 

notified first, which shall be completed by Administration. In the absence of 

Administrative Personnel, the duty officer shall make the appropriate 

notifications. 

  

  4. Out of town telephone notifications are to be made immediately following 

notification of supervisors due to the distance these officers are likely 

required to travel. 

  

  5. All Department personnel assigned the responsibility of notifying off duty 

personnel shall keep a log of the appropriate information on the notification, 

including date and time of notification, arrival, and assignment. 

  

  6. The ranking supervisor on duty or on call work leader or supervisor shall 

periodically collect the notification information from personnel assigned to 

contact off duty officers. Information regarding the estimated time of arrival 

of notified officers will then be tallied. 

  

 D. UNUSUAL OCCURRENCE WATCH BOARDS 

  

1. A Watch Board shall be maintained with forms designated as Watch "A", 

Watch "B", and Watch ñCò in the supervisorôs office. 

  

  2. The Watch Board shall reflect the assignment of all available personnel in 

the event of an unusual occurrence. 
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II. RESPONSIBILITY 

  

 A. ON DUTY OR ON CALL SUPERVISOR 

  

  1. To initiate and ensure efficient operation of the Police Department 

Mobilization Plan when the Department is mobilized due to an unusual 

occurrence. 

  

  2. To maintain an up-to-date tally of available Department personnel through 

use of the Unusual Occurrence Watch Boards. 

  

  3. To implement Department Disaster Contingency Plan. 

  

  4. To assign all necessary Department personnel the responsibility of notifying 

off duty officers. 

  

  5. To ensure proper completion of notification information as officers are 

contacted. 

  

  6. To periodically collect the notification information from personnel assigned 

to the notification detail. 

  

  7. To transpose information from the notification information to the Watch 

Boards in order to reflect the availability of campus personnel. 

  

  8. To provide, through the use of the Campus Watch Boards, an accurate 

account of personnel available for assignment. 

  

 B. ADMINISTRATIVE PERSONNEL 

  

  1. To immediately notify campus personnel, in accordance with Section I, C, 3, 

and 4 of this procedure. 

  

  2. To properly complete the Department notification information list as 

notifications are made. 

  

  3. To provide the work leader or supervisor with accurate information 

regarding the availability and estimated time of arrival (E.T.A.) of contacted 

personnel. 

  

  4. To attempt a second contact of all personnel not responding to the first 

notification attempt. (This should be done only after first notification of all 

officers is made.) 
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 C. OFFICERS 

  

All officers are requested to carry their Department-issued cell phone or pager, if 

issued, when not on duty, so that they can be contacted in the event of an 

emergency or call-out situation. If the officer is going to be out of town or unable 

to report for duty for another reason, it is his or her responsibility to advise their 

supervisor. Officers should have a method in which to be contacted by this 

Department in a reasonable amount of time, if it becomes necessary. 
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OFFICE OF THE CHIEF OF POL ICE 

  

GENERAL ORDER 

  

DATE ISSUED - July 1, 2001  ORDER NO. - 209 

CANCELED ORDER  DATE EFFECTIVE  - July 1, 2001 

SUBJECT OF ORDER ï FEDERAL ASSISTANCE 

DATE REVISED ï Jan 28, 2004 DATE EFFECTIVE  ï Feb 1, 2004 

 

POLICY  

  

It is the policy of this Department to work in a cooperative manner with federal law enforcement 

agencies and to use federal mutual aid resources when appropriate. 

  

PROCEDURE 

  

 I. JURISDICTION 

  

 A. JOINT JURISDICTION - Where a criminal act is committed and jurisdiction is 

present under both federal and state laws, federal law enforcement shall be notified 

of the crime. Federal participation shall be at the discretion of the federal agency. 

Examples of joint jurisdiction include, but are not limited to: 

  

  1. FBI - Will assist in interstate crimes, bank robberies and so on. 

   

  2. Secret Service - Will assist with counterfeiting of federal documents. 

   

  3. Postal Inspector - Will assist in mail fraud and theft. 

   

  4. Drug Enforcement Agency - Will assist with drug investigations. 

  

 B. SOLE FEDERAL JURISDICTION - If a crime which falls under federal law 

exclusively becomes known to Pikes Peak Community College Campus Police 

Department officers, the federal agencies with jurisdiction will immediately be 

notified, and the investigation will be transferred to those agencies. 

  

II. EMERGENCY ASSISTANCE 

  

 A. ASSISTANCE - Under emergency conditions, federal resources may be requested 

on campus to aid local authorities. An example would be a natural disaster such as a 

tornado where substantial loss of life and property is present. The National Guard 

may be called upon for assistance. 
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 B. NOTIFICATION - When any emergency federal assistance is required, the ranking 

supervisor, utilizing the correct chain of command protocol, will determine the 

needs and consult with the Chief of Police prior to making the request for federal 

assistance, if possible. 
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OFFICE OF THE CHIEF OF POLICE  

  

GENERAL ORDER 

  

DATE ISSUED - July 1, 2001  ORDER NO. - 210 

CANCELED ORDER  DATE EFFECTIVE  - July 1, 2001 

SUBJECT OF ORDER ï LOST AND FOUND PROCEDURE 

DATE REVISED ï Dec 10, 2008 DATE EFFECTIVE  ï Dec 10, 2008 

 

POLICY  

  

The Pikes Peak Community College Campus Police Department will provide an adequate system of 

accountability and security for the control of all lost and found items. Safekeeping and recording of 

all items will be maintained until the proper owner has been identified, located, and claims his/her 

lost item or 60 days passes, whichever occurs first. 

  

PROCEDURE 

  

 I. VALUABLES/CONTROL ITEMS 

  

 A. Valuable items such as wallets, purses, credit cards, checkbooks, currency, watches 

and rings, etc., will be recorded on a "Found" form in the presence of a second party 

immediately, with both parties initialing the form. Cash found in a wallet or purse, or 

loose cash will be counted with two parties present, when available, sealed in a 

manila envelope (initialed by both parties present), and locked in the file cabinet 

marked "Valuables." A Lost and Found Property Sheet will be completed as well. 

  

 B. Control items shall refer to credit cards or any item with personable identifiable 

information located on the lost item. (These items will remain in the system until all 

avenues of contacting the owner have been exhausted and 60 days has passed, at 

which time they shall be destroyed).  

  

 C. All other unclaimed items will remain in the Department for 60 days. At the end of 

60 days, the item(s) will then be given to the party that turned it/them in (if they 

elected to receive them), discarded, or given to charity. An itemized list of all items 

going to charity shall be taken with the items and signed and dated by the person(s) 

taking the charity, who shall then be given a copy of the itemized list. A receipt from 

the charity will be attached to the itemized list and returned to the administration. 

The donations will go on a rotating basis based on the list below and the independent 

needs of the charities (TESSA distributes cell phones to domestic violence victims). 

If the charity does not wish to take the item(s), then the next charity on the list will 

be given the chance and so on. 
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  1. Goodwill Industries 

  

  2. Godôs Pantry 

 

  3. Salvation Army 

 

  4. Springs Rescue Mission 

 

  5. T.E.S.S.A.  

 

  6. Southern Colorado AIDS Project 

 

  7. Any other local charitable organization that can benefit. 

  

D. All control items will be immediately recorded on the Lost and Found Property 

Sheet and the owner will be notified within 72 hours. 

 

E. At the time an item is turned into lost and found, designate whether the person 

turning in the item(s) wants to claim it/them at the end of 60 days should it not be 

returned to the owner. 

 

F. No Department Member shall take possession of any Lost and Found item, except 

those items listed in Section II D, which shall be used exclusively for 

Departmental Functions. 

  

II. BOOKS (TEXTBOOKS, NOTEBOOKS, ETC.), CLOTHING, AND MISCELLANEOUS 

ITEMS 

  

 A. All books, clothing, and other miscellaneous items not mentioned above, will be 

processed in the same way as control items, with the exclusion of the second party's 

signature. Items received will be recorded and placed into the appropriate drawer. 

The administrator receiving the lost/found item(s) will check the "Lost Item" list to 

see if the item has been reported lost. 

  

 B. The matching process will be done every Friday by the administrator on duty, and 

items will be moved to the back cabinet. 

  

 C. All books, clothing, and other miscellaneous items will be kept for 60 days. 

  

 D. The unclaimed books will be given to the instructional division in which the subject 

is taught. This Department, for Departmental functions, will use notebooks, paper, 

pens, thumb drives, etc., only. 
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E.       An administrator receiving a verbal complaint of a lost item over the telephone, or in 

person, will make sure that the items are not in our Lost and Found system. If unable 

to locate the lost item, a Lost and Found Property Sheet will be completed and 

placed in the section of the book marked "Lost", under the appropriate category. 

  

III.  OFFICER RECOVERY OR RECEIVING OF LOST PROPERTY 

  

A. Upon receipt of a valuable or control item, the officer will complete the Lost and 

Found Property Sheet and secure the item in the Lost and Found Valuables Cabinet. 

If said item contains currency, the officer shall make note on the Property Sheet of 

the denominations and total amount. 

  

B. All other property received by an officer is to be logged in on a Lost and Found 

Property Sheet and placed in the administrators In-Box for processing. 
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OFFICE OF THE CHIEF OF POLICE  

  

GENERAL ORDER 

  

DATE ISSUED - July 1, 2003  ORDER NO. - 211  

CANCELED ORDER  DATE EFFECTIVE  - July 1, 2003 

SUBJECT OF ORDER ï PATROL LOG 

REVISED ORDER ï June 6, 2005 DATE EFFECTIVE  ï June 13, 2005 

 

POLICY  

  

The Pikes Peak Community College Campus Police Department will provide a system to track 

officerôs daily activities including, but not limited to vehicle stops, motorists assists, medicals, door 

unlocking and locking requests, criminal calls, and areas patrolled. This tracking will be done by 

both the Administrators on duty and the officers. 

  

I. PATROL LOG 

 

A. OFFICERôS RESPONSIBILITY 

 

1. Each officer shall maintain a patrol log of his/her activities throughout 

their shift. Each entry shall be complete and accurate. At the completion of 

his/her shift, officers shall submit their patrol log to administration for 

input into the ARMS Program utilizing the Patrol Log Template. Upon 

completion of the Patrol Log, the officer shall save the Log on the S: 

Drive in the Pending Patrol Logs Folder. 

 

a. Calls for service that are routed through the Campus Police Office 

via an adminstrator do not need to be added to the Patrol Log as 

administration will enter it directly into CAD, unless the 

administrator is unable to enter the call. 

 

2. If an officer is initiating a case, the officer shall submit the entry through 

the Case Reports Module of the ARMS Program.  

 

B. ADMINISTRATIONôS RESPONSIBILITY 

 

1. Administration shall check the Pending Patrol Logs Folder on a daily basis 

and input pending patrol logs. 

 

a. Once the patrol log has been entered into CAD, the administrator 

shall save a copy of the patrol log to the ñPatrol Logs entered into 

CAD folderò on the S: Drive, in the appropriate subfolder. 
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Administration will ensure the log is named using the following 

format: Hamilton 07-01-03 CENT, Bonk 07-01-03 RRC, Widner 

07-01-03 DTS, Walter 07-01-03 SUP. 

 

b. Administration shall input officer calls that are routed through the 

Campus Police Office into the CAD Portion of the ARMS 

Program.  

 

2. Administration shall input all calls that are serious in nature, but that did 

not generate case reports, into the Departmentôs Website Police Blotter. 
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OFFICE OF THE CHIEF OF POLICE  

 

GENERAL ORDER 

 

DATE ISSUED - July 1, 2001  ORDER NO. ï 301  

CANCELED ORDER  DATE EFFECTIVE  - July 1, 2001 

SUBJECT OF ORDER ï SELECTION OF TEMPORARY OFFICERS 

REVISED ORDER ï June 06, 2005  DATE EFFECTIVE  - June 6, 2005 

 

POLICY  

 

As a general practice, this Department utilizes full-time officers and supervisory personnel to cover 

shifts at the Centennial, Rampart, and Downtown Studio Campuses. On some occassions it becomes 

necessary to utilize part-time officers to cover shifts when full-time officers are unable. As with our 

selection of full-time officers, it is necessary to develop a policy to ensure only qualified officers are 

selected through a standardized selection process. 

 

PROCEDURE 

 

 I. APPLICATION 

 

 When the Department seeks to hire a temporary officer, he or she shall a State of Colorado 

Employment Application (available from any state personnel office) and return it to the 

Human Resources Department. 

 

II. ELIGIBILITY  

 

 A. Eligibility screening based on preliminary applications is to meet P.O.S.T. 

requirements as follows: 

 

  1. Twenty-one (21) years of age by the date of hire. 

 

  2. United States citizen. 

 

  3. High school graduate or GED and successful completion of POST Certified 

Law Enforcement Academy. 

 

  4. Possess a valid Colorado driver's license or be able to obtain one. 

 

  5. Current first aid and cardiopulmonary resuscitation certificates or their 

equivalents. 

 

III.  INELIGIBILITY  
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 A. Any conviction of a misdemeanor or above for a marijuana offense will be 

considered unacceptable for employment. 

 

 B. ANY  illicit drug use within the past five years. 

 

 C. A driving record which includes convictions of Driving Under the Influence, 

Driving While Ability Impaired, Driving Under Suspension, Revocation or Denial, 

Reckless Driving, Financial Responsibility Act Violations, or an overall poor driving 

record will be considered unacceptable for employment. 

 

 D. Personal history that involves any theft within the past seven (7) years or shows a 

pattern of theft will be considered unacceptable for employment. 

 

 E. Any criminal or vehicular pattern that would subject this Department to liability will 

be considered unacceptable for employment. 

 

 F. All applicants, whether failures or withdrawals, are to be notified of ineligible status, 

in writing. 

 

 G. Any violation pursuant to C.R.S. 24-31-305. 

 

 IV. BACKGROUND INFORMATION PAPERWORK 

 

 A. Background information paperwork will be given to all applicants and will include 

the following:  

 

  1. Credit Release (to be notarized). 

 

  2. Authorization to Release Information (to be notarized). 

 

  3. Information sheet requesting additional information for the background 

investigation. 

 

V. HIRING PROCESS 

 

 A. INTERVIEW 

 

  1. Shall consist of two Sergeants from this Department. 

 

  2. The Sergeants will ask the applicant a series of questions regarding the 

applicantôs qualifications, experience, skills and knowledge.  

 

 B. BACKGROUND INVESTIGATION 
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  1. A Sergeant will be assigned to conduct a thorough background investigation 

of an applicant by the Chief of Police. 

 

  2. Method of Check 

 

   a. Within the El Paso County area, all background checks will be 

completed in person when possible. 

 

   b. Where distance and cost become prohibitive to travel for in person 

background investigations, telephone or mail contact may be 

substituted. 

 

  3. Information to Be Verified 

 

   a. All education transcripts or training records. 

 

   b. Past employment verification and recommendations. 

 

   c. Personal reference interviews. 

 

   d. Criminal background investigations. 

 

   e. Driving record investigations. 

 

   f. Fingerprints of applicant sent to CBI/FBI for routine applicant 

inquiry. 

 

  4. All background information will be collected for the application file, and 

investigators must make notes on all contacts for this file. 

 

  5. A Sergeant shall conduct a ride-along with the officer or deputy in question 

at their own agency. 

 

C. PSYCHOLOGICAL TEST 

 

Since the Department hires only currently certified peace officers in the State of 

Colorado, the psychological test from their current department will be sufficient. If 

the Department has elected to hire a peace officer, who is P.O.S.T. Certified but not 

currently employed, a psychological test will have to be completed. 

 

D. POLYGRAPH EXAMINATION 

 

Since the Department hires only currently certified peace officers in the State of 
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Colorado, the polygraph exam from their current department will be sufficient. If the 

Department has elected to hire a peace officer, who is P.O.S.T. Certified but not 

currently employed, a polygraph test will have to be completed. 

 

E. PHYSICAL 

 

Since the Department hires only currently certified peace officers in the State of 

Colorado, the physical test from their current department will be sufficient. If the 

Department has elected to hire a peace officer, who is P.O.S.T. Certified but not 

currently employed, a physical test will have to be completed. 

 

 F. NOTICE 

 

  1. Notice of Disqualification must be made in writing and must state the 

reasons for elimination from consideration. 

 

  2. In order to expedite the process, telephone or in person notice may be made; 

however, must be followed by written notice. 

 

VIII.  EMPLOYMENT OFFERED 

 

 PRIOR TO EMPLOYMENT, A NEW MEMBER MUST: 

 

  1. Take an oath of office with the Chief of Police. 

 

  2. Complete employment paperwork in the Human Resources Office. 

 

  3. Complete Department and Pikes Peak Community College Paperwork on 

computer use. 
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OFFICE OF THE CHIEF OF POLICE  

 

GENERAL ORDER 

 

DATE ISSUED - July 1, 2001  ORDER NO. ï 301a 

CANCELED ORDER  DATE EFFECTIVE  - July 1, 2001 

SUBJECT OF ORDER ï SELECTION OF TEMPORARY ADMINISTRATIVE STAFF 

REVISED ORDER ï Oct 1, 2004  DATE EFFECTIVE  ï Oct 1, 2004 

 

POLICY  

 

The ultimate success of any organization is contingent upon the quality and competence of its 

members. A Personnel Selection Process is especially critical in law enforcement due to the nature 

of the responsibility entrusted to personnel. 

 

It is important to maintain contact with applicants throughout the process to sustain their interest in 

the Department. Due to the cost to both the applicant and the Department, the Selection Process 

should be designed to be both time and cost efficient by: (1) holding the fewest number of processes 

per fiscal year as is possible, (2) maintaining an eligibility list, and (3) completing the process in the 

least amount of time. As a streamlining effort, the process is also designed to eliminate unqualified 

candidates at each testing stage.  

 

PROCEDURE 

 

 I. APPLICATION 

 

When the Department seeks to hire a temporary Administrative Assistant (outside of work-

study personnel), he or she shall a State of Colorado Employment Application (available 

from any state personnel office) and return it to the Human Resources Department. 

 

II. ELIGIBILITY  

 

 Eligibility will be based on State Personnel Rules and Regulations. 

 

III.  INELIGIBILITY  

 

 A. Any conviction of a misdemeanor or above for a marijuana offense will be 

considered unacceptable for employment. 

 

 B. ANY  illicit drug use within the past five years. 

 

 C. Personal history that involves any theft within the past seven (7) years or shows a 

pattern of theft will be considered unacceptable for employment. 
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 D. Any criminal pattern that would subject this Department to liability will be 

considered unacceptable for employment. 

 

 H. All applicants are to be notified of ineligible status, in writing. 

 

 IV. PRE-TEST PACKET 

 

 A. Pre-test packets are sent to all applicants who return the intent letter. The packet is to 

include the following information and materials: 

 

  1. Date, time, and location of the initial test. 

 

  2. Application packet. 

 

  3. Brief explanation of the selection process. 

 

  4. Waiver and Release (to be notarized). 

 

  5. Authorization to Release Information (to be notarized). 

 

  6. Information sheet requesting additional information for the background 

investigation. 

 

 B. The above items are supplied to all applicants far enough in advance to ensure equal 

opportunity for success in the process. 

 

V. TEST SCHEDULING 

 

 Experience has shown that the fewer (and shorter) required trips to campus or other test 

locations, the more willing a qualified applicant is to participate in a Selection Process. 

 

VI. TESTING PROCESS 

 

 A. GENERAL TESTING INFORMATION 

 

  1. All testing materials and supplies are maintained by the Administrative 

Sergeant. 

 

  2. All tests are to be job related, if possible. 

 

  3. No test will be designed or intended to discriminate on the basis of sex, race, 

or ethnic background. 
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  4. Any candidate who is unsuccessful at any stage of the testing is considered 

"ineligible" (as defined in Section III) and notified as to his/her status in 

writing. 

 

  5. Further information and explanations regarding disqualification will be 

available only to the candidate upon his/her request and only from the 

Administrative Sergeant. 

 

  6. Only those applicants who turn in completed (signed and notarized) Waiver 

and Release and Authorization to Release Information forms will be allowed 

to begin the testing process. 

 

  7. All tests are to be administered or arranged through the Administrative 

Sergeant. 

 

  8. Lists of successful candidates should be maintained at the conclusion of each 

testing stage. 

 

  9. Picture identification/verification shall be required prior to admittance to the 

testing facility. 

 

  10. All information and test results of successful candidates (hired) will be kept 

and become part of their permanent employee file. 

 

 B. WRITTEN TEST 

 

  1. A written test will be developed by the Administrative Sergeant and the 

Senior Administrative Assistant, which will be reviewed by the Chief of 

Police and Human Resources before being administered to the applicant. 

 

  2. Passing score will be determined prior to the written test. 

 

 C. ORAL BOARD INTERVIEWS 

 

  1. Shall consist of the Administrative Sergeant, Senior Administrative 

Assistant, and another Department Member. 

 

  2. Will be graded as to several qualifications, including demeanor, experience, 

knowledge, ability to handle stress, and so on. 

 

  3. Numerical scores will rank the candidate(s); a minimum score will be set for 

passing this phase. 

 

  4. The Administrative Sergeant and the Senior Administrative Assistant shall 
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develop a list of oral board questions, which will be reviewed by the Chief of 

Police and Human Resources. 

 

 D. BACKGROUND INVESTIGATION 

 

  1. A Sergeant will be assigned to conduct thorough background investigations 

of applicants by the Chief of Police. 

 

  2. Method of Check 

 

   a. Within the El Paso County area, all background checks will be 

completed in person when possible. 

 

   b. Where distance and cost become prohibitive to travel for in person 

background investigations, telephone or mail contact may be 

substituted. 

 

  3. Information to Be Verified 

 

   a. All education transcripts or training records. 

 

   b. Past employment verification and recommendations. 

 

   c. Personal reference interviews. 

 

   d. Criminal background investigations. 

 

   e. Fingerprints of applicant sent to CBI/FBI for routine applicant 

inquiry. 

 

  4. All background information will be collected for the application file, and 

investigators must make notes on all contacts for this file. 

 

 E. NOTICE 

 

  1. Notice of Disqualification must be made in writing and must state the 

reasons for elimination from consideration. 

 

  2. In order to expedite the process, telephone or in person notice may be made; 

however, must be followed by written notice. 

 

VII.  EMPLOYMENT OFFERED 

 

 A. WHEN EMPLOYMENT IS OFFERED TO A CANDIDATE 
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  It must be offered in writing. 

 

 B. PRIOR TO EMPLOYMENT, A NEW MEMBER MUST: 

 

  1. Complete all personnel forms with the Human Resources Office and the 

Administrative Sergeant or Senior Administrative Assistant. 
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OFFICE OF THE CHIEF OF POLICE  

 

GENERAL ORDER 

 

DATE ISSUED - July 1, 2001  ORDER NO. - 302 

CANCELED ORDER  DATE EFFECTIVE  - July 1, 2001 

SUBJECT OF ORDER ï RECOGNITION FOR EXCELLENCE 

REVISED ORDER  DATE EFFECTIVE   

 

POLICY  

 

The Department policy is to recognize and acknowledge performance by members, which exceeds 

expected norms. The Department also wishes to recognize and commend members of the 

community who provide exceptional assistance to the Police Department. 

 

PROCEDURE 

 

 I. INTERDEPARTMENTAL 

 

 A. SOURCE 

 

  The Department has many sources of positive feedback of excellence, including: 

 

  1. Citizen calls and letters. 

 

  2. Other members. 

 

  3. Supervisors. 

 

 B. MEMBER RECOGNITION 

 

  1. When any member receives verbal recognition from another individual, that 

information shall be passed on to the recognized member's supervisor, 

without delay, either verbally or in writing. 

 

  2. The supervisor is then responsible for passing on the recognition as the 

supervisor determines is appropriate, either verbally or in writing. This 

recognition shall be relayed to the involved member, as well as to the Chief 

of Police, through the chain of command. 

 

  3. When any form of written recognition is initiated from within or outside the 

Department, it shall be delivered to the Chief of Police for review and 

inclusion in the member's personnel file. A copy of the written document 
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will  be forwarded to the member through the chain of command. 

 

  4. Written forms of recognition shall include: 

 

   a. Letters from citizens. 

 

   b. Memos from: 

 

    (1) Peers. 

 

    (2) Supervisors. 

 

II. CITIZEN RECOGNITION 

 

 A. Citizens may be awarded a Departmental letter of commendation for significant 

assistance to the police, either on one specific incident, or over a long period of time. 

 

 B. This process is initiated by a Department member forwarding an internal memo, 

justifying the citizen commendation, through the chain of command to the Chief of 

Police. 

 

 C. The Chief of Police will review the request and issue a letter where appropriate. 
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OFFICE OF THE CHIEF OF POLICE  

  

GENERAL ORDER 

  

DATE ISSUED - July 1, 2001  ORDER NO. - 303 

CANCELED ORDER  DATE EFFECTIVE  - July 1, 2001 

SUBJECT OF ORDER ï WORKMENôS COMPENSATION 

DATE REVISED ï Jan 1, 2009 DATE EFFECTIVE ï Jan 1, 2009 

  

POLICY  

  

The Department shall comply with the State of Colorado and Workmen's Compensation procedures 

when members experience job-related injuries or illnesses. The Department will be supportive to 

members and their families in the event of serious illness, injury, or death. 

  

PROCEDURE 

  

 I. WHEN INJURY OCCURS 

  

 A. NOTIFICATION TO SUPERVISORS 

  

  Anytime a member of the Department is injured or becomes ill through the 

performance of official duties, it shall be reported to the on duty or on call work 

leader or supervisor. The member or, if unable to do so, the work leader or 

supervisor shall report the job-derived illness or injury on the Employee Statement, 

Report of Accident, Incident, or Condition Form, and complete the necessary 

Medical Authorization Paperwork. 

  

  If a member calls in sick, he/she must be at home or a medical facility during the 

period of the member's normally assigned duty shift, unless prior written approval is 

granted by the Chief of Police excusing the member from this requirement. In 

considering these requests, the Chief of Police shall consider the type, duration, 

treatment, and any medical recommendation, prior to determining if a waiver of the 

requirement is justified. 

  

  1. Notification When Unable to Continue Working - When the job-derived 

injury or illness is such that the member is unable to continue in the 

performance of official duties, it shall be promptly reported to the member's 

supervisor. 

  

  2. Mandatory Notification When Unable to Return to Work - When symptoms 

occur after a member's previous duty shift and the member is unable to 

return to work, the member shall notify his/her supervisor of the problem 



  

  

 
 66 

and the duty incident from which it developed, as far in advance of the start 

of the member's next regular shift as practicable. 

  

  3. Required Notification for All Job-Derived Injury or Illness - When a job-

derived injury or illness is such that the member does not think it is of any 

consequence and continues working, the member shall notify his/her 

supervisor so that if the condition worsens or symptoms develop later, as in 2 

above, there will be a record of the occurrence. 

  

 B. REQUIRED REPORTS 

  

  The Employee Statement, Report of Accident, Incident, or Condition Form, 

Employee Statement and Medical Authorization Paperwork shall be completed for 

every incident of a job-derived injury or illness, regardless of whether medical 

examination or treatment is required. The college requires a written report for each 

job-derived injury or illness so that state reporting requirements can be met, medical 

resource expenditures can be monitored and accounted for, and claims, if any, can be 

processed.  

  

  1. Submission of Employee Statement and the Report of Accident, Incident, or 

Condition Form - These reports shall be completed for each incidence of a 

job-derived injury or illness, filled in completely and accurately, and 

submitted to the Chief of Police no later than 0800 hours on the first business 

day following the injury or illness. It will be the responsibility of the Chief of 

Police to distribute copies appropriately. 

  

  2. Report of Circumstances - In all cases where the injury results in a loss of 

duty time in excess of eight hours, the affected member and his/her 

supervisor shall prepare an incident report detailing the facts pertinent to the 

cause of injury or illness. 

  

 C. MEDICAL EXAMINATION  

  

  Completion of the Employee Statement and the Report of Accident, Incident, or 

Condition Form for injury or illness does not require a medical examination. 

Medical examination is required only if the injury or illness is sufficient to make the 

medical examination necessary. A member with a job-derived injury or illness who 

is unable to continue working or return to work shall receive appropriate medical 

attention. The appropriate medical resource for examination (and treatment, if 

necessary) shall be as follows: 

  

  1. Non-Emergency - Job-derived injuries or illnesses requiring medical 

attention, but not emergency treatment, are to be examined as soon as is 

practical by utilizing the established medical procedures. 

file:///H:\PD%20Files\Updated%20GOs%2012-19-08\Department%20Forms%20on%20Computer\Officer%20Forms%20and%20Templates\Medical%20Forms\Medical%20Form%20for%20Centennial%20Campus.dot
file:///H:\PD%20Files\Updated%20GOs%2012-19-08\Department%20Forms%20on%20Computer\Officer%20Forms%20and%20Templates\Medical%20Forms\Medical%20Form%20for%20Centennial%20Campus.dot
file:///H:\PD%20Files\Updated%20GOs%2012-19-08\Department%20Forms%20on%20Computer\Officer%20Forms%20and%20Templates\Medical%20Forms\Medical%20Form%20for%20Centennial%20Campus.dot
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   a. While On Duty - When the member requires medical attention while 

still on duty, but it is after standard business hours, the member shall 

go for initial treatment to the designated medical facility. 

  

   b. While Off Duty - When a member develops symptoms after 

concluding his/her shift but the symptoms appear related to 

something, which occurred on the job, the member shall contact 

his/her supervisor who will initiate an Employee Statement and 

Report of Accident, Incident, or Condition Form. Should the member 

require medical attention in the interim, he/she may be seen by the 

designated medical facility or, if closed, any hospital emergency 

room. Those costs, however, will not be covered by the state's 

Workmen's Compensation in the case of a work-related illness or 

injury unless the condition and its work-relatedness is subsequently 

confirmed by the Pikes Peak Community College. 

  

  2. Emergency - Members requiring immediate emergency attention shall be 

taken to the nearest hospital's emergency room. After emergency treatment, 

all members shall be referred to the designated medical facility. 

  

 D. REQUIRED PHYSICIAN'S APPROVAL FOR LIGHT DUTY OR INJURY 

LEAVE 

  

  For a member to be exempted from full-duty status due to a job-derived injury or 

illness, he/she or his/her supervisor must secure a written order from a physician as 

to the diagnosis, type of duty allowed, and duration of the injury leave or light-duty 

status requested. To further evaluate lengthy injury leave requirements or 

intermittent and protracted light-duty requests resulting from job-derived injury or 

illness, the college may direct that a medical specialist of the collegeôs choice 

examine the member. 

  

 E. WORKMEN'S COMPENSATION 

  

  Workmen's Compensation may only accept claims for job-related inquiries/illness, 

which have been treated and diagnosed by a designated medical facility. If a 

member lists only a private physician on the Employee Statement and the Report of 

Accident, Incident, or Condition Form, the state may reject the claim and may not 

compensate the member, the private physician, or the Department in the event that 

there was a loss of duty time. It may be necessary for the member to be examined by 

the designated medical facility in order to have the claim verified and approved. 

  

II. RETURN TO DUTY 
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 A member, incapacitated by a job-derived injury or illness to the extent that admission to a 

hospital is required or that more than one full shift of normally scheduled work is missed, 

may be required to undergo an examination by the designated medical facility prior to being 

allowed to return to work. 

  

 A. DEPARTMENT RIGHT TO REQUIRE RETURN-TO-WORK MEDICAL 

CLEARANCE 

  

  The Department may specify that the member be examined by a physician of its 

choice prior to allowing a member to return to full-duty status after injury or illness, 

whether that injury or illness was incurred on or off duty. Upon notification of either 

an off-the-job or an on-the-job injury/illness, the member's supervisor may require a 

return-to-work medical exam by the medical resource as a condition of the member's 

returning to or continuing to work. The medical assessment and recommendations of 

such physician shall supersede all other medical opinions. 

  

  1. Supervisor's Discretion - A supervisor's decision to require or not require a 

return-to-work medical exam shall be based on reasonable judgment and 

shall take into consideration, but not be limited to, the following guidelines: 

  

   a. Capability of Member - The member's capability of satisfactorily 

performing the job, given his/her present health condition, shall be 

considered. 

  

   b. Threat to Health or Safety - The member's health or safety shall be 

considered. 

  

   c. Assessment by Physician - A medical assessment of the member's 

health condition as furnished by the member's personal physician, 

shall be considered. 

  

  2. Designation of Medical Personnel - Pikes Peak Community College shall 

have sole responsibility for determining which medical personnel shall be 

designated to perform all employee medical services, and shall authorize 

only a physician licensed to practice medicine in the State of Colorado. The 

attending physician may make referrals to another physician with 

authorization by Pikes Peak Community College. 

  

  3. Payment of Medical Fees - Pikes Peak Community College shall be 

responsible for payment of all fees incurred for college-authorized or 

college-required medical exams, and required treatment performed by the 

college-designated physician. 

  

  4. Scheduling - Should a supervisor require a return-to-work medical exam for 
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a member's injury or illness, he/she shall: 

  

a. Contact Administration - The supervisor shall contact the the 

designated medical facility to make arrangements for an authorized 

return-to-work medical exam. 

  

   b. Advise Member of Appointment - The supervisor shall advise the 

injured/ill member of the medical appointment. 

  

 B. MEMBER RESPONSIBILITY 

  

  If required by the Department, before a member can return to normal or light duty 

after an incapacitating injury or illness, the member must secure a written 

authorization from the designated medical facility. The authorization must be signed 

and dated, and submitted to Administration for distribution to the member's 

supervisor and to the member's medical file. 

  

  1. Payment of Bills and Required Documentation - It shall be the member's 

responsibility to provide Administration with a copy of every bill for 

treatment of a job-derived injury or illness as soon as practical after receipt 

of the bill. Failure to provide documentation of examination may 

unnecessarily delay payment of the bill. 

  

  2. Compliance Required - Should a return-to-work medical exam become a 

requirement, the ill or injured member shall, as a condition of employment, 

comply fully with both that requirement and the recommendations of the 

campus-designated physician. 

  

 C. DEPARTMENT RESPONSIBILITY 

  

  Specific responsibilities for actions related to job-derived injuries or illnesses are: 

  

    ACTION   RESPONSIBILITY 

  

  1. Investigation of incident  MEMBER'S  

   causing injury.    IMMEDIATE  

        SUPERVISOR 

  

  2. Completion of State   MEMBER/POLICE  

   Employee Statement   ADMINISTRATION 

   and Report of Accident, 

   Incident, or Condition  

   Form. 
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  3. Completion of Supervisor's IMMEDIATE  

Report.    SUPERVISOR 

  

  4. Processing Workmen's  POLICE  

   Compensation claims  ADMINISTRATION 

   and Medical bills. 

  

  5. Scheduling exams  POLICE  

   required by Pikes  ADMINISTRATION 

   Peak Community  

   College primary care  

   provider. 

  

III.  OTHER MEMBER INJURY OR ILLNESS 

  

 A. FROM OTHER OFF DUTY EMPLOYMENT 

  

  Any injury or illness derived from a member's other off duty employment shall be 

the responsibility of the secondary employer. The affected member shall report any 

off-duty employment-derived injury or illness to the Department and to his/her 

secondary employer and shall follow the secondary employer's claim-processing 

procedures, as necessary. 

  

 B. OTHER INJURY OR ILLNESS 

  

  Should a member's injury or illness which is not derived from employment be 

serious enough to require hospitalization or an extended recovery, the Department 

may require examination by a designated medical facility prior to returning to work 

or to determine if temporary assignment to light duty is appropriate. 

  

IV. IN CASE OF SERIOUS INJURY OR DEATH 

  

 A. EMERGENCY INFORMATION FORM 

  

  At time of hire, each Department member shall provide the Administrative Sergeant 

and Administration with personal contact information, which might be needed in 

emergencies. 

  

  1. Maintenance of Information by Administrative Sergeant and Administration  

 

   - The Sergeant shall maintain the information in the supervisor's office. 

Administration shall maintain the information in the member's personnel file. 
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  2. Update of Information - On a regular basis, the Administrative Sergeant will 

provide members with an opportunity to update the forms to ensure that 

current information is maintained. 

  

  3. Supervisors will ensure that Administration receives copies of all updated 

information. 

  

 B. NOTIFICATION TO MEMBER'S IMMEDIATE FAMILY 

  

  If a Department member is seriously injured or killed while on duty, the member's 

supervisor and Chief of Police shall be notified immediately. The first consideration 

of the supervisor and Chief shall be for immediate notification of the member's 

family. Notification, at the direction and approval of the Chief of Police, shall be 

made in person as expeditiously as possible. 

  

1. Needs of Family - The needs of the member's family shall take precedence 

over all others. 

  

  2. Follow-Up Support - The Chief of Police and the member's supervisor shall 

remain in contact with the member's family and provide appropriate 

condolence and support. 

  

 C. DISCUSSION OF INCIDENT BY DEPARTMENT MEMBERS 

  

  In order to protect the member and his/her family, Department members shall not 

discuss the incident with any person outside the Department. All media access to the 

incident shall be governed by General Order 706, News Media Access to 

Information 

.  

  

 D. LIAISON FOR FUNERAL ARRANGEMENTS 

  

  In the event a member is killed, the Chief of Police shall designate one Department 

member to act as liaison between the family and the Department. It shall be the 

liaison's responsibility to provide assistance to the immediate family and to 

coordinate a Department response in accordance with the family's wishes and any 

guidelines established by the Chief of Police. 

  

 E. BENEFITS ASSISTANCE 

  

  In addition to the liaison, the Chief of Police shall request HRS appoint a member 

who is knowledgeable about Pikes Peak Community College and the State of 

Colorado benefits to assist and advise the family in processing claims for benefits. 

file:///H:\PD%20Files\Updated%20GOs%2012-19-08\GENORDER.706%20News-Media.htm
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file:///H:\PD%20Files\Updated%20GOs%2012-19-08\GENORDER.706%20News-Media.htm
file:///H:\PD%20Files\Updated%20GOs%2012-19-08\GENORDER.706%20News-Media.htm
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OFFICE OF THE CHIEF OF POLICE  

 

GENERAL ORDER 

 

DATE ISSUED - July 1, 2001  ORDER NO. - 304 

CANCELED ORDER  DATE EFFECTIVE  - July 1, 2001 

SUBJECT OF ORDER ï EXTRA DUTY ASSIGNMENTS 

DATE REVISED ï Nov 02, 2005 DATE EFFECTIVE ï Nov 03, 2005 

 

POLICY  

 

It is the policy of the Pikes Peak Community College Campus Police Department to provide 

necessary coverage for special events occurring within the campus and at other state campuses. 

Occasionally, this will require the scheduling of an extra duty assignment in order to properly 

coordinate and staff an event. The goal of the Department is to provide a fair system, so that all 

overtime eligible members (PO I, PO II, and PO III) have to work extra duty assignments. 

 

PROCEDURE 

 

 I. USE OF EXTRA DUTY 

 

 The Chief of Police or his designee shall be apprised of all special events as per General 

Order 202, with sufficient notice so that a determination may be made as to the resources 

required to adequately staff for the event. The Chief of Police or designee will then 

determine the minimum acceptable staffing level and will authorize the necessary extra duty 

officers for the event or coordinate with the other state agency to ensure overtime 

compensation, if applicable.  

 

II. EXTRA DUTY NOTIFICATION  

 

 Upon notice from the Chief of Police that extra duty services are required, the 

Administrative Sergeant shall make use of the "Extra Duty List" as per Section III of this 

policy to schedule appropriate manpower for the event. If the Administrative Sergeant is not 

on duty and the event needs to be covered prior to the Administrative Sergeantôs next work 

day, the Patrol Sergeant or work leader shall use the Extra Duty List to cover the extra duty 

assignment. 

 

III.      EXTRA DUTY LIST 

 

 A. The Administrative Sergeant will keep a rotating list of all officers and their position 

on the extra duty list. 

 

 B. The list will be maintained so that when there is an extra duty assignment, the top 
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person(s) on the list will be assigned the extra duty. If there is a work-related or 

leave-related conflict, then the person scheduling the extra duty will proceed down 

the list until officer(s) are found who can fulfill the duties required. The officer(s) 

handling the assignment will then be moved to the bottom of the rotation list, and the 

next assignment(s) will go to the officer(s) next in line on the list. 

 

 C. If an officer has a conflict, as in Section "IV" of this policy, then that officerôs 

position will remain at the top of the list until such time as the officer completes an 

extra duty assignment. 

 

IV. CONFLICTS IN ASSIGNMENT 

 

 Officers shall not be assigned extra duty for any of the following conditions: 

 

 A. If an officer has less than 12 hours notice of an extra duty assignment (except in 

emergency conditions). 

 

 B. If the officer is scheduled for regular duty during any part of the extra duty 

assignment. 

 

 C. Previously scheduled vacation time. 

 

 D. Officers on administrative or workerôs comp leave. 

 

 V. ILLNESS 

 

 A. In case of illness on the part of a member scheduled to work an extra duty 

assignment, that member shall follow Department rules in reporting the illness to 

their immediate supervisor. 

 

 B. The ill member will remain at the top of the extra duty list. 

 

 C. The supervisor will fill the extra duty slot as possible, under the limited time 

constraints. The extra duty list may not be followed due to the time element involved 

in filling the vacancy. 

 

VI. ESTABLISHMENT OF THE LIST 

 

 A. The list shall begin in order of reverse seniority. It shall be by order of call signs. 

5U55, 5U54, 5U53, etc. 

 

 B. Any new officer shall be placed at the top of the list. 

 

VII.  MINIMUM REQUIREMENTS 
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  SPECIFIC 

 

  Some extra duty assignments may, from time to time, require minimum amounts of 

specialized training (Intoxilyzer Certified for DUI overtime for example). For only 

those assignments requiring this special type of training, the following will apply: 

 

  1. When an assignment requires specialized training, the top officer, who 

possesses the necessary skills or training, available on the list (following all 

other procedures above) will be assigned. This officer will then move to the 

bottom of the list. 

 

VIII.  REPORTING 

 

 A. Officers working extra duty assignments are responsible for sending an e-mail 

notification to the Administrative Sergeant detailing the times worked along with the 

overtime request form. 

 

 B. The Administrative Sergeant will record the extra duty. 

 

 C. The Administrative Sergeant will advise the officer if he/she is eligible for overtime 

pay or compensatory time for any of the extra duty worked. If the officer is eligible 

and elects to receive compensatory time, then the Adminstrative Sergeant shall log 

said compensatory time. If the officer is eligible and elects to be paid, then the 

Administrative Sergeant shall direct the officer to fill out a timesheet. 

 

 D. Failure to report for an extra duty assignment will result in disciplinary action as per 

Chapter 6 of the Colorado State Personnel Rules and Administrative Procedures. 

 

IX. EXCEPTIONS 

 

 The extra duty list will not apply under the following circumstances, and coverage will be at 

the discretion of a sergeant. 

 

 A. EMERGENCIES - (Example: emergency disaster call-out of personnel under 

General Order 707, Emergency Deployment.) 

 

 B. IMMEDIATE NEEDS - (Example: for street coverage of illness, injury, or heavy 

call load at shift change.) 

 

X. OVERTIME ELIGIBILITY  

 

 See General Order 311 for specifics on overtime compensation eligibility. 
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OFFICE OF THE CHIEF OF POLICE  

  

GENERAL ORDER  

  

DATE ISSUED ï July 1, 2001 ORDER NO. - 305 

CANCELED ORDER  DATE EFFECTIVE  - July 1, 2001 

SUBJECT OF ORDER ï ALLOCATION OF PERSONNEL/LEAVE 

DATE REVISED ï Jan 1, 2009 EFFECTIVE DATE ï Jan 1, 2009 

  

POLICY  

  

It is the policy of the Pikes Peak Community College Campus Police Department to have 

adequate minimum staffing on duty to effectively protect the college community 24 hours a day, 

seven days a week. Minimum staffing may change by time of day and day of week. In order to 

meet minimum staffing, regulations for absence and reporting absence are required. Due to the 

hours of Campus operation, some of these rules are more restrictive than state policies. None will 

be less restrictive than state rules. This policy will work in conjunction with the Colorado State 

Personnel Rules and Administrative Procedures. 

  

PROCEDURE 

  

 I. ALLOCATION OF PERSONNEL 

  

The allocation of personnel to the patrol component is based on the assessment of the 

needs of the college and the ratio of student population at different days and times 

throughout the week, as well as the needs of the Rampart Range Campus. On average, 

55% of the students are on campus between 7 a.m. and 5 p.m., and 45% are on campus 

from 5 p.m. to 10 p.m. at the Centennial campus. At the Rampart Range campus, the 

majority of the students attend day classes. Based on this assessment, plus an allowance 

for overlap for briefing purposes, shifts will be scheduled as needed. 

 

* Sergeants may adjust their shifts as they deem necessary. Sergeants may ñflexò officerôs 

hours to maintain the 80 or 84 hour work period. 

  

 II. ANNUAL LEAVE, ALTERNATE HOLIDAY LEAVE, AND COMP TIME LEAVE  

  

 No vacation requests can be made nor shall they be granted for the first two weeks of the 

Fall and Spring Semesters. ANY sick leave that is taken during the first week of any 

semester will require a medical certification from a physician documenting that the 

employee has a medical condition that will keep him/her from working. Failure to 

comply with this documentation will result in immediate disciplinary action. 
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A. ANNUAL LEAVE 

  

1. Requests for Annual Leave MUST be made 28 days in advance to allow 

for scheduling.  

  

2. Request forms for Annual Leave will be submitted by the employee via 

the online PPCC Leave System for approval.  

  

3. This Department shall make every effort to ensure that annual leave 

requests are granted. However, requests shall not be guaranteed to be 

approved.  

  

4. It shall be the Department memberôs responsibility to ensure that their 

Annual Leave is taken prior to the end of the fiscal year.  

  

 B. ALTERNATE HOLIDAYS 

  

1. Requests for Alternate Holidays shall be made at least 14 days in advance, 

in most circumstances. Alternate Holiday Leave can accrue up to a 

maximum of 36 hours.  Members shall be permitted to use their Alternate 

Holidays up to 60 days prior to its accrual.  

  

2. As per State Rules and Regulations, supervisors can and shall assign 

Alternate Holidays if they have not been taken or scheduled to be taken 

within 30 days of exceeding the maximum accrual. 

  

C. COMPENSATORY TIME 

    

1. REQUEST - Shall normally be made at least two weeks in advance of the 

taking of compensatory time, in writing, on the state compensatory request 

form. 

 

2. EXCEPTIONS - A sergeant may make exceptions to the above for 

granting of compensatory time only when no coverage or adjusted 

scheduling is required or to meet Department needs. 

  

D. WILL FOLLOW STATE PERSONNEL RULES AND REGULATIONS 

  

E. Every effort will be made to approve leave requests. However, in order to ensure 

this Department has the ability to cover not only the vacation requests, but also 

Family Medical Leave Act, Family Sick, Personal Sick, and emergencies, the 

following guidelines are adopted. For purposes of section II E, officer shall apply 

to supervisors as well. 
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1. No more than two officers per week or a total of 10 shifts shall be 

permitted to take leave. 

  

a. The total shifts can be 9 shifts if the day shift officer at the 

Downtown Studio takes 5 shifts off in a week. 

  

2. Only one officer per type of shift shall be permitted to take leave. 

  

a. Shift types as far as this policy is concerned are considered day or 

night. 

  

b. The Department reserves the right to make exceptions for breaks 

between semesters, holidays, training or Department needs. 

  

III.  SICK LEAVE 

  

A. NOTIFICATION 

  

1. A sick employee shall talk to the on duty or on call work leader or 

supervisor a minimum of two hours prior to the time the employee is 

required to report to work. Leaving a phone message IS NOT sufficient 

notification. Officers who have a medical condition that keeps them 

out of work for more than one day must contact their supervisor each 

day they are to be on sick leave. The exception to this would be surgery 

or some other planned use of sick leave. On the third consecutive day of 

illness, the employee must provide written documentation from a doctor 

identifying that the employee has a medical condition keeping said 

employee from working.  

  

2. Other commissioned and non-commissioned employees shall talk to their 

supervisor a minimum of two hours prior to the time the employee is 

required to report to work. 

  

3. It is the duty of the notified supervisor to determine staffing needs and 

make arrangements for coverage where needed. 

  

4. It is the responsibility of the sick employee to fill out the online sick leave 

form upon his/her return to work. 

 

5. Both commissioned and non-commissioned employees shall continue to 

contact a supervisor until an attempt has been made to call each supervisor 

to includes Corporals, Sergeants, and the Chief of Police. If the employee 

is unable to reach any supervisor, then the employee will call the officer 
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on duty at the Centennial Campus and advise them to contact a supervisor 

as soon as they are able. Failure to attempt to contact every supervisor by 

the employee will result in corrective and/or disciplinary action. 

  

B. SUBMISSION 

  

1. Officers shall submit their sick leave request to their Sergeant via the PPCC 

Leave System. 

  

2. Sergeants shall submit their sick leave request to the Chief of Police via the 

PPCC Leave System. 

  

IV. MATERNITY LEAVE 

  

Both male and female members will follow State Personnel Rules and Regulations. 

  

  

V. LEAVE COVERAGE 

  

A. SUMMER SEMESTER AND SEMESTER BREAKS ï During the summer 

semester and semester breaks the on duty supervisor or work leader shall cover all 

leave requests. 

  

B. FALL/SPRING SEMESTER ï During the spring and fall semesters, the on duty 

supervisor or work leader shall cover all leave requests. 

 

 C. Part-Time Officers may be used to cover shifts. 

  

VI. ANNUAL LEAVE APPROVAL/DENIAL  

  

A. APPROVED ï If a leave request is approved, the Sergeant will approve the leave 

on the PPCC Leave System. The Training Corporal will schedule proper 

coverage. 

  

B. DENIED ï If a leave request is denied, the Sergeant will deny the leave on the 

PPCC Leave System, and cite the reason(s) for said denial. 

  

C. Sergeants shall submit their Annual Leave Requests to the Chief of Police. 

  

 VII.  SCHEDULES 

  

A. ADMINISTRATIVE SERGEANTôS RESPONSIBILITY  

 

1. The Administrative Sergeant shall be ultimately responsible for ensuring the 
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schedules are accurate.  

 

2.  The Sergeants or their designees shall give final approval on all schedules and 

leaves. 

 

B. CORPORALS 

 

1.  The Corporals shall check for leave requests forwarded by the Sergeants on a 

daily basis. 

 

2. The Corporals shall update the schedule as needed and submit it to the 

Administrative Sergeant for approval prior to posting. 

 

3. The Corporals shall email updated schedules to all department members after they 

have been approved. 

  

 C. OFFICERSô RESPONSIBILITY 

 

 Officers shall report at their assignment at the time designated by the schedule, or 

other communication from supervisory staff, and will remain at their assignment 

until the end of that scheduled duty assignment. 

 

 D. SHIFT OR HOUR ñSWAPPINGò OR ADJUSTMENTS 

  

1. Swapping or adjustment of shifts, campuses, or hours shall not be permitted. 

Only the Chief of Police or a Sergeant can make an exception for this if its for 

Department needs or in emergencies. (Attending classes, volleyball games, going 

to the movies, etc. are not emergencies nor are they Department needs) 

  

2. Exceptions 

  

a. If the Rampart Range Campus officer is on leave, the Centennial officer shall 

cover the Rampart Range Campus and the supervisor shall cover the 

Centennial Campus. 

  

b. If the Downtown Studio Campus officer is on leave, the work leader or 

supervisor may send the Centennial officer to cover the Downtown Studio 

Campus while the work leader or supervisor covers the Centennial Campus. 

  

c. Department needs may override shift, campus, or hour swapping or 

adjustments. 
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OFFICE OF THE CHIEF OF POLICE 
  

GENERAL ORDER 
  

DATE ISSUED - July 1, 2001  ORDER NO. - 306  

CANCELED ORDER  DATE EFFECTIVE  - July 1, 2001 

SUBJECT OF ORDER ï GENERAL CONDUCT 

DATE REVISED ï June 21, 2005 DATE EFFECTIVE ï June 21, 2005 

 

POLICY  

 

Regulations in this General Order shall apply to the conduct of Department members at all times, 

both on and off duty.  

 

I. UNBECOMING CONDUCT 

 

Unbecoming conduct is prohibited for all members of this Department. Both on and off 

duty, a member shall refrain from conduct, which reflects unfavorably on the 

Department. Conduct unbecoming a member shall include that which brings the 

Department into disrepute or reflects discredit upon the individual as a member of the 

Department, or that which tends to impair the operation, efficiency, or effectiveness of 

the Department or member. 

 

A. Any member which is arrested or receives a summons to appear in court shall 

notify his or her supervisor within 24 hours. This includes summons offenses such 

as reckless driving, DUI, etc. A Domestic Violence Summons is also included in 

this category. Failure to notify a supervisor will result in a minimum of a 

counseling statement but can include corrective action up to termination, as per 

Chapter 6 Personnel State Rules and Regulations. 

 

II. ABUSE OF POSITION 

 

A member shall not abuse the power and public trust vested in him/her and is prohibited 

from using his/her credentials, identification, badge, or position in any unofficial or 

unauthorized capacity. 

 

A. Without the approval of the Chief of Police, a member shall not authorize 

the use of his/her name, photograph, or official title, which identifies 

him/her as a member of the Department, in connection with testimonials 

or advertisements of any commodity or commercial enterprise. In the case 

of ambulance or towing service, when such service is necessary and the 

person needing the service is unable or unwilling to procure it, or request 
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assistance, a member shall proceed in accordance with current practice 

and procedure. 

 

B. A member shall not use or authorize the use of his/her membership in the 

Department to solicit, sell, or purchase merchandise or services except as 

authorized by the Chief of Police. 

 

C. A member shall not use his/her position to request the use of facilities or 

materials or the services of any College employee for personal reasons 

unless the Chief of Police has granted prior authorization. 

 

D. A member shall not use his/her status as a Department member to avoid 

consequences of illegal acts or to obtain privileges not available to the 

general public except in the performance of duty. 

 

III.  INTIMIDATING OR THREATENING BEHAVIOR 

 

A. A member shall not maliciously coerce or intimidate any person or 

maliciously engage in speech or conduct which is discourteous, abusive, 

profane, obscene, or threatening. 

 

B. A member shall not maliciously threaten, strike, or maliciously assault any 

person. 

 

IV. GIFTS, GRATUITIES, BRIBES, OR REWARDS 

 

A member shall not use his/her status as a Department member to solicit or accept 

any gift (including money, tangible or intangible benefit, personal property, food, 

beverage, loan, promise, service, or entertainment) from any person, business or 

organization; nor shall a member accept any rewards for services rendered in the 

line of duty, except as authorized by the Chief of Police. 

 

A. A member shall not accept a bribe or engage in any act of extortion or 

other unlawful means of obtaining money, property, or services through 

his/her position with the Department. 

 

B. A member shall not use his/her position with the Department to seek, nor 

will he/she accept, any favor or gratuities, which would not ordinarily be 

afforded non-Department members. 

 

V. MONIES FOR FINES OR BONDS 

 

A member shall not receive monies stipulated for fines or bonds except as 

required by the Department General Orders Manual. 
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VI. PUBLIC STATEMENTS AND APPEARANCES 

 

A. A member shall not publicly criticize or ridicule the Department, its 

policies, or other members by speech, writing, or other expression where 

such speech, writing, or other expression is defamatory, obscene, 

unlawful, tends to undermine the effectiveness of the Department, tends to 

interfere with the maintenance of discipline, or is made with reckless 

disregard for truth. 

 

B. A member shall not address public gatherings, appear on radio or 

television, prepare any articles for publication, act as correspondent to a 

newspaper or periodical, or release or divulge information on any matters 

of the Department while representing himself/herself as a Department 

member, or as acting on behalf of the Department, without prior 

authorization from the Chief of Police.  

 

VII.  IDENTIFICATION 

 

A member shall have Department-issued identification, and the general use of 

identification shall be in accordance with Department General Orders Manual.  

 

A. A member shall not lend his/her identification card or badge or permit 

them to be photographed or reproduced, or use another member's badge or 

official credentials without authorization by the Chief of Police.  

 

B. Except when impractical or dangerous to his/her safety or to an 

investigation, a sworn member working in plainclothes shall be prompt to 

identify himself/herself when the necessity arises. When at the scene of an 

occurrence where it is desirable to be continuously recognized as an 

officer, a plainclothes officer shall attach the badge so it will be 

conspicuous. 

 

C. In public, when a member is advised of an undercover operation, the 

member shall not indicate recognition of a sworn officer working in 

plainclothes unless first addressed by the plainclothes officer. 

 

VIII.  EXPOSED FIREARMS WHEN NOT IN UNIFORM 

 

When in any public area outside the Police Department and wearing civilian 

attire, a sworn member shall not have an exposed firearm unless needed for 

enforcement, when practical. 

 

IX. POLITICAL ACTIVITIES 
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The provisions of the Federal Hatch Act and the Department General Orders 

Manual shall govern a memberôs political activities. 

 

X. SECURITY OF POLICE INFORMATION 

 

A member shall treat the official business of the Department as confidential. 

Information regarding official business shall be disseminated only to those for 

whom it is intended and in accordance with Department General Orders Manual.  

 

A. A member shall not access, review, or remove any Department report or 

record for other than Department purposes. Nor shall a member enter or 

cause to be entered any inaccurate, false, or improper information on any 

report or record of the Department, whether written or issued by 

himself/herself or any other member of the Department. 

 

B. No member shall destroy or permanently remove from file any 

Department report or record except on the express order of the Chief of 

Police. 

 

C. A member shall not communicate any information, which may jeopardize 

an investigation, arrest, police action, or prosecution or which may aid a 

person to escape, or to destroy or remove evidence. 

 

XI. INTERVENTION 

 

A. A member shall not jeopardize an investigation or interfere with cases 

being handled by other officers of the Department or by any other 

government agency, unless he/she is ordered to intervene by a supervising 

officer, or he/she believes beyond a reasonable doubt that a manifest 

injustice would result from failure to take immediate action. 

 

B. A member shall not undertake any investigation or other official action not 

part of his/her regular duties without obtaining prior permission from 

his/her supervisor, unless the situation is such as to require immediate 

police action.  

 

XII.  OFFICIAL COMMUNICATION 

 

No official communication shall be sent from this Department without approval 

of the Chief of Police. A member shall not use Department letterhead except for 

authorized Department correspondence. 

 

XIII.  RESIDENCE TELEPHONE AND ADDRESS 
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A member shall provide the Department with the address and telephone number 

of his/her current residence and advise of any changes within 72 hours of the 

move or change as per General Order 208. 

 

A. A member shall have a telephone at his/her place of residence to permit 

emergency call-out as necessary. 

 

B. When a member's address is only a post office box, rural route number, or 

other general address which does not permit the residence to be readily 

located, the member shall provide narrative directions and a map, adequate 

to permit ready location of the residence. The map is to be maintained in 

the member's personnel file. 

 

C. A member shall not divulge the home address or telephone number of 

other members to anyone outside the Department without the express 

permission of the affected member. 

 

XIV.  EMPLOYMENT OUTSIDE OF DEPARTMENT 

 

A member shall not engage in other employment as would interfere with or be 

detrimental to the member's employment with the Department. A member shall 

engage in off duty employment only if it is in accordance with State Rules and 

Regulations, and with the permission of the Chief of Police. 

 

XV. COMPENSATION FOR DAMAGES SUSTAINED ON DUTY 

 

A member shall not, in any way, seek or accept from any person or organization, 

money, or other compensation for injury and/or damages sustained in the line of 

duty, without prior written notification to the Chief of Police through the chain of 

command. 

 

XVI.  POSSESSION AND USE OF CONTROLLED SUBSTANCES 

 

A member shall not possess or use any controlled substance, narcotic, drug, or 

hallucinogen, except when such use is prescribed by a person authorized by the 

State of Colorado to prescribe drugs or as authorized in the line of duty, such as 

during the collection and handling of evidence. When prescribed use of controlled 

substances, narcotics, drugs, hallucinogens, or any over-the-counter medication 

may affect a member's ability to perform required duties, the member shall so 

notify his/her supervisor.  

 

XVII.  USE OF ALCOHOL OFF DUTY 
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A member, while off duty, shall refrain from consuming intoxicating beverages to the extent 

that the consumption of alcoholic beverages results in behavior which tends to discredit the 

Department, or renders him/her unfit to resume his/her tour of duty or report for his/her next 

regular tour of duty. 

 

A. A uniformed member, while off duty and attired in full or partial uniform 

which is readily identifiable as the Department's uniform, shall not drink 

alcoholic beverages in public. 

 

B. In a public place, an off duty member shall not wear any type of firearm 

on his/her person when consuming alcoholic beverages. 

 

XVIII.  INTOXICANTS IN DEPARTMENT PREMISES OR VEHICLE 

 

A member shall not store or bring into any police facility or vehicle any alcoholic 

beverages, controlled substances, drugs, narcotics, or hallucinogens except those 

alcoholic beverages, controlled substances, drugs, narcotics, or hallucinogens 

which are held as evidence, or when necessary in the performance of a police 

task, or when the controlled substance, drug, narcotic or hallucinogen has been 

prescribed by a person authorized by the State of Colorado to prescribe drugs. 

 

XIX.  EXERCISE OF AUTHORITY WHEN SUSPENDED/PLACED ON 

ADMINISTRATIVE LEAVE 

 

A member placed on administrative leave or suspension, with or without pay, 

shall not wear a Department-issued uniform, shall not carry the Department badge 

or ID card, and shall not appear in areas of the Department restricted to authorized 

personnel, without prior authorization from the Chief of Police. A sworn member 

placed on suspension or administrative leave shall not exercise police authority 

and powers, and shall not carry a weapon. 

 

XX. TRUTHFULNESS 

 

A member shall not willfully depart from the truth either in giving testimony or in 

connection with any duties associated with his/her Department employment. A 

member shall never make a false report either oral or written. 

 

 

XXI.  APPROPRIATING PROPERTY 

 

Members shall not appropriate any lost, found, evidential, or Departmental 

property for their own uses. 
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XXII.  OFFICER SCHEDULES 

 

 Members shall not disclose officer schedules to anyone outside this Department 

without their consent. The following person(s) or entities are exceptions to this 

section: 

 

  A. District Attorneyôs Office Personnel 

 

  B. Law Enforcement Officers 

 

  C. Federal Government Personnel 

 

  D. The President or Vice President of Pikes Peak Community College 

 

  E. Other Officials as approved by the ranking on duty or on call supervisor 
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OFFICE OF THE CHIEF OF POLICE 
  

GENERAL ORDER 
  

DATE ISSUED - July 1, 2001  ORDER NO. - 307 

CANCELED ORDER  DATE EFFECTIVE  - July 1, 2001 

SUBJECT OF ORDER ï ON DUTY CONDUCT 

 DATE REVISED ï Jan 1, 2009 DATE EFFECTIVE ï Jan 1, 2009 

  

POLICY  

  

Regulations in this General Order apply only to conduct pertaining to on duty requirements for a 

Department member.  

  

I. REPORTING FOR AND COMPLETION OF A DUTY ASSIGNMENT 

  

Each member shall report for duty at the time and place required by assignment or 

orders (to include posted or emailed schedules or assignments), including judicial 

subpoenas and police service-related off duty employment, and shall be 

physically and mentally fit to perform his/her duties unless absence is authorized 

by supervisor. A member shall be properly equipped and cognizant of information 

required for the proper performance of duty so that he/she may immediately 

assume his/her duties. (If the duty assignment is from 0630 to 1830 hours, then 

you must report early enough to be completely ready to assume the duties of the 

shift officer and call on shift with the El Paso County Communications Center at 

that time. Showing up at 0630 hours with your uniform in hand is not acceptable.) 

Each member shall remain at their duty assignment until its assigned completion 

time or released by a supervisor. 

  

II. NEGLECT OF DUTY 

  

A member shall not engage in any activities or personal business, which would 

cause neglect of or inattention to duty. 

  

A. A member shall remain awake while on duty. If unable to do so, it shall be 

so reported to his/her supervisor, who will determine the proper course of 

action. 

  

B. A member shall not leave his/her assigned duty post during a tour of duty 

except when authorized by his/her supervisor. 

  

III.  PERFORMANCE 



  

  

 
 88 

  

A. A member shall maintain sufficient competency to properly perform 

his/her duties and assume the responsibilities of his/her position. Each 

member shall perform his/her duties in a manner, which will maintain the 

highest standards of effectiveness, and efficiency in carrying out the 

functions and objectives of the Department, as established by the 

Department General Orders Manual and the Colorado State Personnel 

Rules and Administrative Procedures. 

  

B. A member shall not willfully, or through cowardice, negligence or 

insubordination, fail to perform the duties and responsibilities of his/her 

rank or assignment. 

  

IV. PHYSICAL APPEARANCE AND FITNESS FOR DUTY 

  

Each member shall maintain himself/herself at a level of physical conditioning to 

adequately perform his/her official duties and responsibilities. 

  

A. Each member's personal appearance shall be according to General Orders 

601, 602, and 603. 

  

B. Each member shall wear uniform or appropriate civilian clothing in 

accordance with Department General Orders Manual. 

  

V. UNIFORM REQUIREMENTS 

  

Each uniformed member of the Department, including members assigned to serve 

the public and officers so ordered by their supervisor, shall wear the regulation 

uniform on duty. A uniformed member shall not wear any item that does not 

conform to the Department General Orders Manual. 

  

VI. PROVIDING ASSISTANCE 

  

A. At all times, each member shall try to render assistance to anyone who 

may be in danger or distress, or otherwise in need of a police service. 

  

B. When any person applies for assistance or advice or reports an incident, 

either by telephone or in person, all pertinent information shall be obtained 

in a courteous and professional manner and shall be properly and 

judiciously acted upon, consistent with the Department General Orders 

Manual. 

  

VII.  IMPARTIALITY  
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Each member shall display a strictly impartial attitude toward all persons 

regardless of sex, race, religion or creed, national origin, physical or mental 

handicap, or lifestyle. 

  

VIII.  RELATIONSHIP WITH PUBLIC 

  

A. A member shall be courteous to the public, being tactful and restrained in 

the performance of his/her duties. A member shall never express any 

prejudice concerning race, sex, religion or creed, politics, national origin, 

physical or mental handicap, lifestyle, or other personal characteristics. A 

member shall exercise patience and discretion and shall control his/her 

temper and not engage in argumentative discussions or malicious physical 

retaliation even in the face of extreme provocation. 

  

B. A member shall courteously and promptly record in writing any complaint 

made by a citizen against any member or action of the Department and 

contact their immediate supervisor as soon as feasible. Complaints will be 

promptly investigated as described in the Department General Orders 

Manual. 

  

IX. DEPARTMENT RECORDS AND REPORTS 

  

A. A member shall submit all necessary reports by the end of his/her shift or 

by the deadline authorized by his/her supervisor. Reports submitted by a 

member shall be truthful, complete, and meet Department standards for 

report writing. 

  

B. The Department work leaders or supervisors shall review submitted 

reports promptly and carefully to ensure that they are complete and meet 

Department standards for report writing as per General Order 206.  

  

C. Once a supervisor reviews a report, he/she shall submit the report to the 

officer for corrections abiding by the guidelines set forth in General Order 

206, if necessary, or submit it the Chief for final approval. 

   

X. ILLNESS OR INJURY REPORTS 

  

A. Prior to the start of his/her scheduled shift, a member shall report absence 

due to illness or injury in accordance with the Department General Orders 

Manual. 

  

B. A member shall not feign illness or injury, falsely report himself/herself ill 

or injured, or otherwise deceive, or attempt to deceive, any official of the 

Department as to the condition of his/her health. 
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C. See General Order 303, "Workmenôs Comp." 

  

XI. PROCESSING FOUND AND EVIDENTIARY PROPERTY 

  

Property or evidence, which, has been discovered, found, gathered or received in 

connection with departmental responsibilities, will be processed in accordance 

with the Department General Orders Manual. A member shall not convert to 

his/her own or another's use, manufacture, conceal, falsify, destroy, remove, 

tamper with or withhold such property or evidence, except in accordance with the 

Department General Orders Manual. 

  

XII.  MEALS DURING PATROL DUTY 

  

A. In accordance with state rules we cannot give set breaks and lunches, such as a 15 

minute break in the morning and afternoon, and 30 minutes for lunch, without 

extending the work day by that amount; however, we understand the need for 

short breaks and eating, using the minimum amount of time necessary, with the 

understanding that you are still available for calls.  

 

B. The following directives will be adhered to in regards to obtaining food off 

campus. 

 

1. Officers may leave campus when another officer or a supervisor is able to 

cover the campus in his/her absence. You will request if the other officer 

or supervisor is able to cover campus prior to leaving and advise them 

where you are going.  

 

2. Officers may leave campus when the campus is closed all secure. 

 

3. Officers shall NEVER leave campus when the campus has a full student 

population and he or she is the only officer. 

 

4. Officer shall only be permitted to travel a reasonable distance and for 

carry out only. Reasonable distance for RRC is Hwy 83 and Academy. 

Reasonable distance for Centennial include the area of B Street, Safeway 

at 115, Hwy 85/87 just past Main Street, and Star Ranch Road. At the 

DTS Campus, your choices are greatly diminished. Guisseppeôs Depot is 

about it. You are highly encouraged to bring your own food when working 

DTS. Contact the on duty supervisor if you have any questions about a 

particular establishment. The on duty supervisor may make exceptions to 

this section of the policy as needed. 

  

XIII.  USE OF ALCOHOL ON DUTY OR IN UNIFORM 
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A. A member shall not consume intoxicating beverages while in uniform or 

on duty except in the performance of duty and while acting under proper 

and specific orders from a supervising officer. 

  

B. A member shall not appear for duty, or be on duty, while under the 

influence of alcohol to any degree whatsoever, or with an odor of alcohol 

on his/her breath. 

  

XIV.  USE OF TOBACCO 

  

A member on duty will refrain from the visible use of tobacco while in direct 

contact with the public. 

  

XV. POSTING BAIL 

  

A member, while in an on duty status, shall not furnish bail for any person. 

  

XVI.  FUND-RAISING SALES & PROMOTIONS 

  

While on duty, a member shall not directly or indirectly solicit funds through 

sales of items or intangible premiums for any project or cause, except as 

specifically authorized by the Chief of Police. 

  

XVII.  BEHAVIOR TOWARD ALL LAW ENFORCEMENT OFFICERS 

  

Each member of the Department shall treat all law enforcement officers with 

respect. Each member's demeanor toward law enforcement personnel shall be 

courteous and considerate. Each member shall refrain from expressing any 

prejudiced opinion concerning race, religion, politics, national origin, sex, 

physical or mental handicap, or similar personal characteristics. No member shall 

participate in any unwarranted communication, which discredits any other law 

enforcement officer or agency. 

  

XVIII.  UNLAWFUL ORDERS 

  

A. A member shall not issue any order, which he/she knows, or should know, 

would require violation of any federal or state law or municipal ordinance. 

  

B. A member shall not obey any order, which he/she knows, or should know, 

would require the violation of any federal or state law or municipal 

ordinance. If in good faith, the member is in doubt as to the legality of an 

order, he/she shall request the issuing member to clarify the order or 

confer with a higher authority. 
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XIX.  CONFLICTING ORDERS 

  

A member who is given an otherwise proper order, which is in conflict with a 

previous order, regulation, or directive, shall advise the person issuing the order 

of this conflict. If the person issuing the order does not alter or retract the 

conflicting order, the order shall stand. Under these circumstances the 

responsibility for the conflict shall then rest with the individual issuing the 

conflicting order, and the member shall obey and be exempted from responsibility 

for disobedience of the previous order, regulation, or direction. 

  

XX. MANNER OF ISSUING ORDERS 

  

A work leader or supervisor shall issue orders to subordinates in clear, 

understandable language and only for accomplishment of Department business. 

  

XXI.  INSUBORDINATION 

  

A member shall promptly obey any lawful order of a work leader or supervisor. 

Failure to do so, subject to other governing regulations, shall be considered 

insubordination, which is prohibited within this Department. The following shall 

constitute insubordination: 

  

A. Failure or deliberate refusal by any member to obey a lawful order given 

by a ranking member of the Department. This would include orders 

relayed from a work leader or supervisor by a member of the same or 

lesser rank. 

  

B. Conduct that impairs the operation of the Department by interfering with 

the ability of work leaders or supervisors to maintain discipline. 

  

C. Speech or conduct to a work leader or supervisor, which is discourteous, 

abusive, disloyal, profane, or threatening. 

  

XXII.  CONTACTING A WORK LEADER OR SUPERVISOR 

  

Whenever members are involved in on duty incidents requiring supervisory 

action, the investigating officer shall notify a work leader or supervisor, as soon 

as practicable. The work leader or supervisor shall advise the investigating officer 

as to what action shall be taken and shall respond to the situation, as soon as 

practicable. 

  

XXIII.  RESPONSIBILITIES OF WORK LEADER OR SUPERVISORY MEMBERS 
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Each work leader or supervisor shall fulfill his or her mission as a supervisory 

Department member vested with the responsibility of ensuring that all Department 

rules, regulations, policies, and procedures are communicated, understood, and 

followed by those members whom he or she supervises. Each work leader or 

supervisory member shall serve as a role model for other Department members 

and shall scrupulously adhere to all guidelines and prohibitions contained in the 

Department General Orders Manual. 

  

A. Each work leader or supervisor shall provide leadership and direction to 

the members entrusted to his or her supervision. 

  

B. Each work leader or supervisor shall appropriately and productively 

develop, manage, and utilize the human and other resources entrusted to 

his or her supervision. 

  

C. Each work leader or supervisor shall retain accountability for the 

Department-related actions or omissions of those under his or her 

supervision. 

  

D. Each work leader or supervisor shall refrain from laying blame on 

subordinates, when, if he or she had fulfilled his or her own 

responsibilities and taken appropriate and timely supervisory action, a 

consequence or situation could have been remedied or averted. 

  

XXIV.  GAMES OF CHANCE 

  

To avoid the appearance of wrongdoing, members while on duty or in uniform or 

representing the Department in an official capacity, shall refrain from 

involvement in any game of chance conducted on Department premises or 

associated with the Department in any way except as specifically authorized by 

the Chief of Police. Such prohibited games of chance shall include, but not be 

limited to, raffle ticket sales and sports betting pools. 

  

XXV.  SLEEPING ON DUTY 

  

Members will not sleep on duty unless authorized by a supervisor. 

  

XXVI.  COWARDICE 

  

Members are expected to perform their duties in spite of personal danger. 

Foolhardy actions and tombstone courage are not expected, however, members 

are to answer calls for help from other officers and private citizens, despite the 

personal danger involved. Members will not shirk their duties because of personal 

danger. 
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XXVII.  LOITERING IN THE OFFICE 

  

A. Officers shall not be in the office of any campus other than for the 

following reasons: 

  

1. Report writing, report taking, or other DPS business related 

administrative functions. 

  

2. For breaks as outlined in Section XXII above. 

  

3. Returning or making a business-related call via a hard-line phone. 

  

4. To conduct interviews or take statements. 

  

5. Taking in lost and found items. 

  

6. When directed by a superior. 

  

7. When dispatched to the office. 

  

8. Shift Change 

 

9. CLEANING THE OFFICE 

 

  

XXVIII. SAFETY BELT USAGE 

  

All members and other occupants are required to use the shoulder harness lap belt 

combination while operating or riding as a passenger in a Patrol Vehicle, if the 

vehicle is in motion and if such travel occurs off campus. While on campus, all 

members and passengers are advised to use the vehicle-equipped shoulder harness 

lap belt, however, the Department recognizes the unique nature of campus patrol. 

Due to the frequency in which officers are contacted by pedestrians and in which 

they have to exit their vehicle, the Department recognizes that the usage of the 

safety belt devices while on campus may be detrimental to an officerôs safety. 

Therefore, the Department recommends the usage of the safety belt devices at all 

times, but only requires their usage if the officerôs travels extend off campus. The 

Department also advises that, in the event of an injury, failure by a member to use 

the shoulder harness lap belt combination in a Patrol Vehicle may result in 

reduced Workerôs Compensation benefits. 

   

XXIX.  DOORS/SAFES 
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  A. Day Shift 

 

During the weekdays, officers shall make random checks on doors where 

there appears to be no class in session. During the weekends, officers shall 

make several patrols through EVERY building on campus to ensure 

classrooms and officers are secured when not in use. Officers shall note on 

their patrol logs or advise administrative staff of open doors. 

 

On weekends and days when the campus is closed, officers shall make a 

minimum of two safe checks and note them on their patrol logs. 

 

  B. Night Shift 

 

Officers shall make random door checks while the custodians are on 

campus, specifically targeting those rooms that contain computers and 

other expensive equipment. After the campus has closed, officers shall 

make a check of ALL exterior doors. After the custodians leave, officers 

shall make complete checks of all interior doors. Officers shall note on 

their patrol logs all doors that are found unsecured. 

 

Officers shall make safe checks prior to 2100 hours at all campuses. 

Officers shall make, at a minimum, one additional safe check throughout 

the night. These shall be noted on the patrol logs or directly to the 

administrative staff. 

 

XXX.  OFFICE CLEANLINESS 

 

It is the responsibility of the officer on duty to ensure that his or her area, the 

patrol room, is clean and orderly. Random inspections of these areas will be 

made. If you arrive for duty and the office is not in acceptable condition, then 

advise the officer you are relieving that he or she needs to clean the office up 

before they leave. If the problem cannot be resolved with the officer, then contact 

the on duty or on call supervisor. 

 

XXXI.  INTERNAL PROBLEMS/COMPLAINTS 

 

In accordance with State Personnel Rules and Regulations R-8-1, disputes shall be 

resolved at the lowest level and as informally as possible. With this in mind, any 

complaints or disputes within the department need to be handled through the 

chain of command, starting with the department member with which you have a 

complaint or dispute with. Once the chain of command has been exhausted, and 

you feel the complaint has not been addressed adequately, then you will be 

directed to the Human Resource Services Office. 
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OFFICE OF THE CHIEF OF POLICE  

  

GENERAL ORDER  

  

DATE ISSUED - July 1, 2001  ORDER NO. - 308 

CANCELED ORDER  DATE EFFECTIVE  - July 1, 2001 

SUBJECT OF ORDER ï RULES 

DATE REVISED  DATE EFFECTIVE  

 

POLICY  

 

This policy outlines each memberôs requirement to conform to all applicable laws and duties.  

 

I. CONFORMANCE TO LAWS 

 

A. Each member shall obey all laws of the United States of America and of any state 

and local jurisdiction in which the member is present. 

 

B. A conviction for violation of any law shall be prima facie evidence of a violation 

of this section. 

 

II. CONFORMANCE TO DEPARTMENT AND STATE RULES AND REGULATIONS 

 

Each member of the Department shall maintain familiarity with and obey all Department 

and state rules and regulations, general or campus orders, or directives. A member shall 

not commit any acts or omit any acts, which constitute a violation of any rules, 

regulations, general or division orders, or directives of the Department and state; nor shall 

a member aid, abet, or incite another to do so. 

 

III.  OBLIGATION TO FULL, FAITHFUL, AND PROPER PERFORMANCE OF DUTY 

 

Each member shall faithfully and properly perform his/her duty and shall not engage in 

any job action for the purpose of inducing, influencing, or coercing a change in 

conditions, compensation, rights, privileges, or obligations of employment. 
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OFFICE OF THE CHIEF OF POLICE  

  

GENERAL ORDER  

  

  

DATE ISSUED - July 1, 2001  ORDER NO. - 309 

CANCELED ORDER  DATE EFFECTIVE  - July 1, 2001 

SUBJECT OF ORDER ï CIVIL ACTION  

DATE REVISED  DATE EFFECTIVE  

 

POLICY  

  

Regulations in this General Order apply to all members of the Department for any civil case 

arising from employment with the Department. 

  

I. CIVIL ACTIONS OR DISPUTES 

  

A. A sworn member shall not use his/her police authority in the civil disputes 

of other persons except when necessary to prevent a breach of the peace. 

  

B. A member shall not institute civil action arising out of official duties 

without first notifying the Chief of Police. 

  

II. TESTIMONY, DEPOSITIONS AND AFFIDAVITS 

  

A member shall not testify in civil cases that arose out of or during his/her official 

duties unless legally summoned. A sworn member shall not serve civil processes, 

except those initiated by the City of Colorado Springs, Pikes Peak Community 

College, or any county. 

  

A. Any member subpoenaed to testify for any civil case arising from his/her 

employment with the Department shall forthwith notify his/her supervisor. 

  

B. A member shall confer with his/her supervisor and the Colorado 

Community College and Occupational Education System Office, before 

giving a deposition or affidavit in any civil case arising from his/her 

employment with the Department. 

  

C. A member, appearing on or off duty, shall submit to his/her supervisor for 

review any allocation of any witness fees or expense reimbursements 

received when the member is legally summoned to any hearing or trial for 

any civil case arising from employment with the Department. 
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III.  DAMAGE SUITS 

  

A member who has a suit filed against him/her by reason of an act performed by 

the member in the line of duty, shall inform the Chief of Police as soon as is 

practicable. 

  



  

  

 
 99 

GENERAL ORDER  

  

  

DATE ISSUED - July 1, 2001  ORDER NO. - 310 

CANCELED ORDER  DATE EFFECTIVE  - July 1, 2001 

SUBJECT OF ORDER ï CRIMINAL  ACTION 

DATE REVISED  DATE EFFECTIVE  

POLICY  

  

Regulations in this General Order apply to sworn members of the Department for any event 

arising from their capacity as police officers, whether occurring on or off duty. 

  

I. DEPOSITIONS 

  

A member shall not give a formal deposition in a criminal matter unless 

accompanied by an authorized member of the prosecuting agency. 

  

II. ATTENDANCE IN COURT 

  

Whenever a member is ordered to appear in court on any matter in which his/her 

presence is required, he/she shall attend punctually. If unable to attend, the 

member shall notify the court and prosecuting agency, as soon as possible. 

  

III.  PREPARATION FOR COURT 

  

A sworn member appearing in court shall have the Department's case prepared 

and physical evidence arranged for presentation. Proper review of the materials, 

documents, reports, and evidence shall be completed prior to court. 

  

IV. PERSONAL APPEARANCE IN COURT 

  

A member appearing in court as a witness or for any other reason, shall appear in 

the regulation uniform or acceptable civilian attire, as described in the Department 

General Orders Manual. 
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OFFICE OF THE CHIEF OF POLICE  

 

GENERAL ORDER 

 

DATE ISSUED - July 1, 2001  ORDER NO. - 311 

CANCELED ORDER  DATE EFFECTIVE  - July 1, 2001 

SUBJECT OF ORDER ï COMPENSATION FOR OVERTIME WORK 

DATE REVISED ï Jan 1, 2009 EFFECTIVE DATE ï Jan 1, 2009 

 

POLICY  

 

It is the Department's policy to provide members with compensatory time in lieu of payment for 

reimbursement of overtime work, subject to State Personnel policies and the Federal Fair Labor 

Standards Act, if the Department member desires. 

 

PROCEDURE 

 

 I. OVERTIME WORK FOR WHICH DEPARTMENT COMPENSATION WILL BE 

GRANTED 

 

 Compensation will be granted for members for those assignments requested and approved in 

advance by their supervisor, which require work hours additional to their maximum hours 

within a work period. Failure to obtain a supervisorôs authorization prior to working 

overtime will result in corrective or disciplinary action under Chapter 6 of the Colorado 

State Personnel Rules and Administrative Procedures. 

 

 This Department utilizes the state 7(k) exemption for overtime computation. In doing so, 

this Department establishes a 28-day work period, which allows up to 171 hours during the 

28 days. An adjusted shift for which appropriate notice, 12 hours, was provided is not 

overtime work since it is a change of hours within a member's normal work period. 

 

 Compensatory time shall be given for hours worked over 160 hours at DTS and 168 hours at 

Centennial and RRC at straight time. Overtime or compensatory time shall be paid or 

granted if the member has worked more than 171 hours within the 28-day work period. This 

applies to Police Officer I, II, and III positions. Officers and Corporals are not permitted to 

ñflexò their time on their own, however, the Department reserves the right to adjust shifts for 

officers and Corporals to reduce the amount of comp time accrued. Sergeants are overtime 

eligible and will flex their time as permitted to reduce the amount of comp time accrued. 

ANY compensatory or overtime above your normal work week hours MUST be submitted 

to the supervisor on duty on the Essential Personnel Overtime/Compensation Form prior to 

the completion of the workday in which it was accrued. If there is no supervisor on duty at 

that time, then call your immediate supervisor. If advanced knowledge of the event, such as 

training, is known, then the Department Member MUST submit the request for 
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compensatory or overtime form prior to the actual event. Repeated violations of this can 

result in Corrective and/or Disciplinary Action as per Chapter 6 of the State Rules and 

Regulations. 

 

 A. CALL-OUTS 

 

  Members who respond to a call-out and work hours in addition to their regular shift, 

shall earn compensatory and/or overtime hours for which compensation will be 

granted. (A call-out automatically counts as 2 hours minimum, regardless of 

actual hours worked) 

 

  1. Member's Option During Regular Work Week - When working a call-out 

which will be followed by a member's regular shift, it shall be the member's 

option, if approved by a sergeant, to replace the regular shift with the hours 

worked on the call-out or to work the regular shift in addition to the call-out 

hours, as per guidelines in this section (1-b), if manpower allows. 

 

   a. Working Regular Shift in Addition to Call-Out Hours - When 

choosing to work a regular shift in addition to call-out hours, the call-

out hours shall be considered compensatory and/or overtime and 

shall be calculated at their current rate only if the member exceeds 

the minimum 160 hours at DTS and 168 hours at Centennial and 

RRC during the 28-day work period. Hours in excess of 171 shall be 

calculated at their current overtime rate. 

 

   b. When working in excess of 12 consecutive hours without at least 4 

hours rest, a supervisor's approval will be required to continue. 

 

  2. Restriction - If a member has consumed any alcoholic beverage in the 24-

hour period before being contacted to respond to a call-out, he/she shall so 

notify his/her supervisor. The member shall inform his/her supervisor as to 

the type and quantity of alcohol consumed and whether or not he/she 

believes his/her ability to perform police responsibilities would be impaired. 

The supervisor shall determine whether or not the member should respond to 

the call-out. 

 

 B. COURT TIME 

 

  Members, who are required to attend court or hearings, on behalf of the state, city, or 

Department, and whose attendance at court represents an addition to their normally 

scheduled workweek, shall earn compensatory and/or overtime hours, if the member 

exceeds the minimum  hours for their location during the 28-day work period. 

 

  1. Travel Time - Department members shall be granted travel time, portal-to-
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portal, not exceeding one hour, at the current overtime rate, unless court time 

immediately precedes or follows the normal tour of duty and the member is 

already at the Department. 

 

   The court travel time will be the actual time traveling, within reason, and 

shall be included in the Department's minimum two hour overtime payment 

(unless preceding or following a shift, in which case actual time worked with 

no travel time will be paid) until the amount of time exceeds the two hour 

minimum. 

 

  2. Court During Normal Duty Hours - Members attending court during normal 

duty hours shall not be eligible for any additional compensation. 

 

  3. Witness - If a member is paid a witness fee for a court appearance and 

wishes to be paid by the Department for the appearance, he/she shall endorse 

the fee to the college and submit it to the Finance Department. 

 

 C. SCHEDULED OVERTIME OR EXTRA DUTY ASSIGNMENT 

 

  As necessary to complete special work projects, members may be required or may 

request to work extra hours in addition to their normally scheduled work period. For 

such overtime or extra duty hours of work approved and scheduled in advance, 

compensation shall be calculated at their current hourly rate for hours in excess of 

160 hours at DTS or 168 hours at Centennial or RRC, and at their current overtime 

rate, if the member exceeds the minimum 171 hours during the 28-day work period. 

 

  1. Part-Time Employees ï Part-time employees are not eligible for overtime 

and cannot exceed 171 hours in a single work period. 

 

  2. No Travel Time - For members working scheduled overtime, travel time 

shall not be considered part of the overtime or extra duty work to be 

compensated. 

 

II. WORK FOR WHICH DEPARTMENT OVERTIME COMPENSATION WILL NOT BE 

GRANTED 

 

 A. CANCELLATION OF COMPENSATORY LEAVE 

 

  Whenever practical, a member's use of pre-authorized compensatory leave shall be 

as scheduled, but the Department reserves the right to cancel compensatory as well 

as other leave when manpower shortages make such action necessary (see General 

Order 707, Emergency Deployment). 

 

  1. Regular Pay - When a Corporal or Sergeant determines that a manpower 
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shortage requires cancellation of a member's leave, the member shall be 

notified to work his/her regular shift and shall do so with no additional 

compensation. (For that time the member is working, his/her leave record 

shall be adjusted to show regular time.) 

 

  2. Travel Time Excluded - For such circumstances, there shall be no pay for 

travel time. 

 

  3. Notification 

 

   a. Advance Notice Rarely Possible - Since such manpower shortages 

will generally result from unforeseeable circumstances, the 

Department will rarely be able to notify a member on leave before 

start of the member's regular shift. Accordingly, the Department will 

absorb the lapse of time between the time of contact and the 

member's arrival. 

 

   b. Order of Leave Cancellation - When manpower shortages make it 

necessary to order members on leave or otherwise off duty to return 

to duty, the calling authority shall cancel leaves in the order specified 

in General Order 707, Emergency Deployment, Section IV. 

 

  4. Member Response - Upon notification, the member shall respond swiftly so 

that he/she may report for duty within a reasonable time, allowing for 

preparation and travel. 

 

  5. Restriction - The member who is ordered to return to duty from leave shall 

inform the calling authority of any reason why such return is not possible, 

particularly if the member has consumed any alcoholic beverage in the 

preceding 24-hour period. The calling authority shall determine whether or 

not the member should report for duty. 

 

 B. ADJUSTED SHIFT 

 

  Whenever practical, shift assignment shall be as scheduled, but allocation and 

scheduling of manpower shall rest with the Administrative Sergeant or his/her 

designee, in accordance with Department General Orders and the needs of the 

organization will at times require the adjustment of assigned shifts. An adjusted shift 

is a change in shift hours or day(s). The member is provided notice of the adjustment 

prior to completion of his/her preceding shift or at a minimum 12 hours advance 

notice. An adjusted shift never involves overtime and, when properly scheduled, 

does not involve travel time since it is no more than a scheduled change of hours or 

day(s). 
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  1. Travel Time When Notified Off Duty - When the member is not notified of 

the adjustment prior to completion of his/her preceding shift, and instead, is 

notified during off duty hours, the Department will grant the member up to 

one hour travel time to compensate for inconvenience caused by inadequate 

notice. 

 

  2. When Shift Adjustments Shall Be Considered Call-Outs - When less than 12 

hours notice is provided or the shift adjustment calls for duty prior to the 

member's next regularly scheduled shift, then the criterion for a call-out is 

satisfied and call-out provisions shall apply. 

 

 C. OFFICER-INITIATED TRAINING OR OTHER ACTIVITIES 

 

Officers that decide to participate in Department-oriented classes or training without 

prior consent from a sergeant will be compensated at straight time or overtime, 

depending on the hours. The Department Member will then be subject to corrective 

and/or disciplinary action as per Chapter 6 of the State Personnel Rules and 

Regulations. Officers that instruct or co-instruct law enforcement training in which 

they receive compensation from another source ARE NOT ELIGIBLE FOR 

OVERTIME OR COMPENSATORY TIME . 

 

III .      COMPENSATION TIME 

 

Compensatory time for overtime hours worked, to be calculated at currently governing rates, 

shall be given in lieu of overtime payment as per the agreement signed by all employees 

upon their hiring. There may be extra-duty related exceptions to this policy at the 

Departmentôs Discretion. Additionally, all earned time must be used within 120 days of the 

work period in which it was earned. FAILURE TO REQUEST THE USE OF 

COMPENSATORY TIME WITHIN 90 DAYS OF THE END OF THE WORK PERIOD 

IN WHICH IT WAS ACCRUED WILL RESULT IN THE ASSIGNMENT OF THAT 

COMPENSATORY TIME BY SUPERVISORY PERSONNEL AND WILL BE 

ASSIGNED IN A MANNER THAT IS MOST CONVENIENT AND ADVANTAGEOUS 

FOR THE DEPARTMENT. 

 

IV. USE OF COMPENSATORY TIME 

 

 A. REQUEST 

 

  All members' use of accrued compensatory time must be requested on the Essential 

Personnel Overtime/Compensation Form and shall be governed by Department's 

General Order 305, Absence. 

 

 B. RESPONSIBILITY FOR KNOWING ACCRUED BALANCE 
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  It shall be the responsibility of members to ascertain whether they have earned 

enough compensatory hours to cover the number of hours they request. It shall also 

be each memberôs responsibility to know when they must use/schedule their 

compensatory time. 

 

 C. SUBJECT TO CANCELLATION 

 

  Scheduled use of compensatory time may be canceled if the Department's need for 

that member makes such cancellation or recall necessary. 

 

 V. COMPENSATORY TIME RECORD KEEPING 

 

 The Training Corporal shall maintain a log of all compensatory time gained and used. 
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OFFICE OF THE CHIEF OF POLICE  

 

GENERAL ORDER 

 

DATE ISSUED - July 1, 2001 ORDER NO. - 312 

CANCELED ORDER  DATE EFFECTIVE  - July 1, 2001 

SUBJECT OF ORDER ï PROFESSIONAL CONDUCT  

MODIFIED ORDER  ï Feb 1, 2004 DATE EFFECTIVE  - Feb 1, 2004 

 

POLICY  

 

The highly complex nature of the law enforcement profession makes success dependent upon the 

individual character and excellence of each Department member. In addition, each member's 

character affects the overall character of the Department, which is reflected in the services provided 

to the college community. To achieve progress, Department members must combine high personal 

integrity with commitment. From this union will come the character necessary to maintain a high 

ethical standard, which will provide equitable treatment for all people, preserve the constitutional 

rights of all citizens and reflect positively upon the Department, the campus, and the college 

community. 

 

PROCEDURE 

 

 I. INDIVIDUAL DIGNITY AND RIGHTS  

 

 Recognition of individual dignity is vital in a free system of law. Just as all persons are 

subject to the law, all persons have a right to dignified treatment under the law, and the 

protection of this right is a duty that is as binding on Department members as any other. 

 

 Members shall be constantly mindful that the people with whom they are dealing are 

individuals with human emotions and needs, and shall abide by the Law Enforcement Code 

of Ethics included in the Department's General Orders Manual. Such conduct is not a duty 

imposed in addition to a member's primary responsibilities; it is inherent in them. 

 

 A. CONSTITUTIONAL RIGHTS 

 

  No person has a constitutional right to violate the law. The task of determining the 

constitutionality of a statute lies with the courts, not with the officer who seeks to 

properly enforce the law, as it exists. An officer who lawfully acts to enforce a state 

statute or Pikes Peak Community College rule or regulation is within the scope of 

their authority to make reasonable inquiries, conduct investigations, and arrest on 

probable cause. 

 

 B. TREATMENT OF OFFENDERS 
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  To offend a police officer's personal feelings is not a crime. Individuals shall not be 

mistreated, nor will the processes of booking and charging be delayed as a means of 

punishing an offender or gaining revenge. 

 

  The decision to issue a summons to, arrest, or jail an offender shall not be influenced 

by the behavior of the suspect. Officers will follow the standard procedures on 

charging and jailing, regardless of the attitude of the individual suspect. 

 

  1. Serious Confrontational Language - If the confrontational language is 

serious enough that it is addressed by Colorado Revised Statutes 18-8-104 

(1)(a), Obstructing a Peace Officer, then the officer may exert police 

authority appropriately. 

 

  2. Officer Safety and Situational Effectiveness - All treatment of suspects and 

offenders shall be fair and impartial, and officer demeanor shall be 

appropriate and governed by consideration of officer safety and situational 

effectiveness. 

 

 C. COMMUNICATION BARRIERS 

 

  To ensure equal treatment in similar circumstances, an officer must be alert to 

situations where, because of a language barrier or for some other reason, he/she may 

be called upon to display additional patience and understanding in dealing with what 

might otherwise appear to be a lack of response. 

 

II. RESPONSIBILITY OF DEPARTMENT MEMBERS 

 

 In dealing with people, each member must attempt to make his/her contact one which 

inspires respect for himself/herself as an individual and professional and one which 

generates the cooperation and approval of the public. While entitled to personal beliefs, 

members cannot allow their individual feelings or prejudices to affect their contacts with 

others in the course of their duties. However, since members' prejudices may be 

unconsciously manifested, it is incumbent upon them to strive for the elimination of 

attitudes that might impair their impartiality and effectiveness. 

 

 A. COURTESY TO THE PUBLIC 

 

  Within the constraints of situational effectiveness, Department members shall be 

courteous and tactful in the performance of duties. Members shall not express any 

prejudice concerning race, religion, politics, national origin, gender, physical or 

mental handicap, or other personal characteristics. 

 

 B. RESPECT FOR FELLOW MEMBERS 
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  Department members shall treat other members with respect. In their demeanor 

toward others in the Department, they shall be courteous and considerate. Members 

shall not maliciously direct coarse, violent, or profane language toward others. 

Members shall refrain from unfriendly conduct and from unwarranted 

communication that discredits others. 

 

  1. Member Rights - Each Department member has the right to work in an 

atmosphere free from harassment, slurs, innuendoes, or remarks that relate to 

ethnic, racial, or sexual identity. Any remark which belittles, ridicules, or in 

any way contains double meanings which might make any member feel he 

or she is not considered equal to others, or will not be treated equally, is 

inappropriate and will not be tolerated by this Department. 

 

  2. Prohibition of Ethnic, Racial or Sexual Harassment There shall be no ethnic, 

racial, or sexual harassment at any time. Members of this Department must 

ensure that there is no disrespect shown toward any other member. 

 

   a. Sexual Harassment Unlawful - Sexual harassment is an unlawful 

employment practice under Title VII of the Civil Rights Act of 1964.  

Also System Presidentôs Procedure, SP 3-120a expressly prohibits 

sexual harassment. Pikes Peak Community College has zero 

tolerance for sex discrimination/harassment of its students, faculty, or 

staff by it employees, visitors or vendors. 

 

   b. What Constitutes Sexual Harassment - Unwelcome sexual advances, 

requests for sexual favors and other verbal or physical conduct of a 

sexual nature constitutes sexual harassment when: 

 

    (1) Submission to such conduct is made, either explicitly or 

implicitly, a term or condition of a member's employment. 

 

    (2) Submission to or rejection of such conduct by a member is 

used as the basis for employment decisions affecting such 

member. 

 

    (3) Such conduct has the purpose or effect of interfering with an 

individual's work performance; or creating an intimidating, 

hostile, or offensive working environment. 

 

   c. Forms of Sexual Harassment: 

 

    (1) Sexually related verbal "kidding" or abuse. 
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    (2) Subtle pressure for sexual activity. 

 

    (3) Physical contact such as patting, pinching, or frequent 

brushing against another's body. 

 

    (4) Demands for sexual favors, accompanied by implied or overt 

promises of preferential treatment or threats concerning an 

individual's employment status. 

 

  3. Obligation to Report - Any member who is a victim or witness of conduct, 

which violates the provisions of this general order, shall notify his/her 

supervisor immediately. 

 

III.  RESPONSIBILITIES OF SUPERVISORS 

 

 A. PROHIBITION OF ETHNIC OR SEXUAL HARASSMENT 

 

  1. Harassment Must Be Corrected - Department supervisors shall not permit a 

situation, which might constitute ethnic or sexual harassment or 

discrimination to continue uncorrected after either noticing it or learning of it 

from the affected member or an observer. 

 

  2. Ignorance of Harassment Not Excusable - The supervisor is responsible for 

acts of ethnic or sexual harassment in the workplace where the supervisor 

knows or should have known of the conduct, unless the supervisor can show 

that immediate and appropriate corrective action was taken. 

 

  3. Coercion of Members Not Permitted - No supervisor shall allow others to or 

shall himself/herself coerce any member into inappropriate conduct as a term 

of that member's employment. 

 

 B. PREVENTIVE MEASURES 

 

  Supervisors shall be responsible for maintaining sufficient awareness of the actions 

and attitudes of subordinates to forestall problems before they occur and for taking 

preventive measures, as necessary. 

 

 C. NOTIFICATION OF CHIEF OF POLICE 

 

  The supervisor shall notify Human Resources immediately upon receipt of a report 

of ethnic or sexual harassment or discrimination from an employee. The supervisor 

shall then inform the Chief of Police of the report. 

 

 D. INVESTIGATION INTO MISCONDUCT 
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  A supervisor shall investigate all complaints of ethnic or sexual harassment or 

discrimination as soon as possible and in a confidential manner. The investigation 

could include referral to an Internal Affairs Investigator for continued investigation 

per General Order 313a. 

 

 E. DETERMINATION OF MISCONDUCT 

 

  In determining whether alleged conduct constitutes ethnic or sexual harassment or 

discrimination, the supervisor(s) shall look at the record as a whole and the totality 

of the circumstances, such as the nature of the harassment or discrimination and the 

context in which it occurred. The determination as to whether a particular action on 

the part of a Department member has violated this general order, and/or the law will 

be made from the facts available and on a case-by-case basis. 

 

 F. DISCIPLINARY ACTION 

 

  Any violation of this general order will result in corrective or disciplinary action. 

 

IV. RESPONSIBILITY OF DEPARTMENT 

 

 A. TO ITS MEMBERS 

 

  The Department shall promote and maintain fair and courteous treatment to all its 

members and shall not tolerate any infringement of the rights of its members by any 

other members. 

 

 B. TO THE COMMUNITY 

 

  The Department shall ensure that fair and impartial law enforcement is uniformly 

provided to all sectors of the community, regardless of racial, cultural, or sexual 

characteristics of individuals or sectors. 

 

  1. Flexibility in Deployment - To respond to varying law enforcement needs in 

the different parts of the campus; the Department must have flexibility in 

deployment and methods of enforcement. However, enforcement policies 

shall be formulated on a campus-wide basis and applied uniformly in all 

areas. 

 

  2. Securing Compliance - Implicit in uniform enforcement of law is the 

element of even-handedness in its application. The amount of force used or 

the method employed to secure compliance with the law or to make arrests is 

governed by the particular situation. Similar circumstances require similar 

treatment in all areas of the campus and for all groups and individuals. 
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OFFICE OF THE CHIEF OF POLICE  

  

GENERAL ORDER  

  

DATE ISSUED - December 1, 2002 ORDER NO. ï 313 

CANCELED ORDER  DATE EFFECTIVE  - December 1, 2002 

SUBJECT OF ORDER ï MEMBER MISCONDUCT INVESTIGATIONS  

DATE REVISED ï Oct 1, 2004 EFFECTIVE DATE ï Oct 1, 2004 

 

POLICY  

  

The Department and its members have an obligation to strive to achieve and maintain 

professional standards of conduct, which exemplify the ethics of police service. So that both the 

community and Department members can have confidence that complaints against Department 

or member actions will be given prompt and fair attention, the Department provides a process for 

investigations of all complaints and allegations ranging from minor procedural violations to 

criminal violations. All investigations are to be conducted in a fair and impartial manner and will 

not only provide for corrective action when appropriate, but will also protect the Department 

from unwarranted criticism when those procedures or actions questioned are proper. 

  

* NOTE  ï Non-serious Misconduct Investigations are used to investigate complaints and/or 

allegations about Department Members. The complainant can be a Department Member, another 

Law Enforcement Officer, or any member of the community in which we serve. However, this 

policy is not meant to circumvent the authority of a supervisor to issue verbal warnings, 

counseling statements, corrective actions, or disciplinary actions against a Department Member 

for non-serious misconduct in which a supervisor or work leader has direct knowledge of the 

event or is directly involved.  

 

PROCEDURE 

  

I. ACCEPTANCE AND INITIAL PROCESSING OF COMPLAINTS 

  

All complaints of officer or administrative personnel misconduct shall be referred 

initially to the on duty or on call Corporal for logging and referral, as appropriate. If the 

complaint is directed at a Corporal, then refer to Section VII, this General Order. If the 

complaint is directed at a Sergeant, then refer to Section XIII. If the complaint is directed 

at the Chief of Police, then refer to Section XIX. 

  

A. EXCEPTION FOR INQUIRIES AND REFERRALS 

  

Inquiries from the public as to the propriety of Department policies or procedures 

or of regulations or actions of other agencies shall be resolved by appropriate 

referral and shall not be the subject of an investigation. 
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1. Mistaken Complaints - Complaints against another agency's members or 

policies made mistakenly to this Department shall be referred to the 

appropriate agency, if it can be identified. 

  

2. Complaints About Department's Written Directives - Corporals are 

encouraged to answer questions from the public concerning Department 

operations. If the basis for a citizen's complaint appears to be an objection 

to a Department policy or procedure rather than any particular problem 

with an identified member, the complaint shall be referred to the 

Administrative Sergeant. The Corporal shall inform the complainant of the 

propriety of the member's actions. 

  

B. COMPLAINT SOURCES 

  

1. Anonymous Complaints - The fact that a complainant refuses to identify 

himself/herself or that a complaint is received from an anonymous source, 

shall not preclude the complaint being documented. 

  

2. In Person, Telephoned, and Written Complaints - Complaints received in 

person, by telephone, or through the mail shall be referred immediately to 

the on duty or on call Corporal (as outlined in III-C, below). 

  

a. Copying Limitations - Members other than the Corporal or the 

member's supervisor are prohibited from making copies of any 

written complaint, except as herein authorized. 
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b. Careful Handling ï Written, anonymous complaints shall be 

handled only by the member who opened the envelope. Care 

should be taken to handle such written documents as evidence in 

order to avoid contamination. The letter or note and its envelope 

shall be sealed immediately in another envelope for subsequent 

hand-delivery to the on duty or on call Corporal. 

  

c. Tape-Recording - Telephoned complaints alleging criminal 

misconduct shall be tape-recorded whenever possible. Members 

recording such complaints are not required to advise that the 

conversation is being recorded. 

  

C. INITIAL DOCUMENTATION OF RECEIPT 

  

Personnel receiving the complaint shall document receipt of all complaints on the 

Complaint/Commendation Form and refer the complainant to the on duty or on 

call Corporal immediately. A case number will be assigned to the 

Complaint/Commendation Form using the date the complaint is received and the 

targeted officerôs last name. Ex. 010101JONES 

  

1. Review and Signature by Complainant - If the complainant registers the 

complaint in person, he/she shall be afforded the opportunity to review 

and sign the Complaint/Commendation Form and to receive a copy, if 

requested. 

   

D. RELAY OF COMPLAINTS 

  

1. Complaints Received During Normal Business Hours - A member who 

receives a complaint against himself/herself or another Department 

member during standard business hours, Monday through Friday, shall 

direct the complainant or forward the written material directly to the on 

duty or on call Corporal. Should the Corporal not be available, the 

complainant shall be directed to a Sergeant or the Chief. A Sergeant or the 

Chief shall document receipt of the complaint on the 

Complaint/Commendation Form and shall subsequently relay it to the on 

duty or on call Corporal. 

  

2. Complaints Received After Normal Business Hours - During weekends 

and after standard business hours on weekdays, the member initially 

receiving a complaint shall direct the complainant or forward the written 

material immediately to the on duty or on call Corporal for documentation 

on the Complaint/Commendation Form. 

  

a. When Immediate Attention Is Required - Should the alleged 
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misconduct be such that immediate attention is required at the 

scene, the member that has received the complaint shall 

immediately attempt to notify the on duty or on call Corporal. 

Contact with the on duty or on call Corporal shall be attempted 

prior to severing contact with the complainant. 

  

(1) Continue Attempt to Notify - The member shall continue to 

attempt notification until successful. 

  

(2) Misconduct Which Requires Immediate Notification- 

Examples of serious misconduct which require immediate 

notification are: 

  

(a) Shooting Involving Officer(s). 

  

(b) Member's Alleged Commission of a Serious Felony. 

  

b. When Subsequent Notice is Sufficient - When immediate on-scene 

attention is not necessary, the member shall ensure that the 

Complaint/Commendation Form is hand-delivered to the on duty 

or on call Corporal at the start of the next standard business day. 

  

E. RECEIPT BY THE CORPORAL 

  

1. Documentation - The Corporal shall maintain the 

Complaint/Commendation Form along with a log of all pertinent 

information to the complaint to include time and date of receipt, officer 

taking complaint, etc. The Corporal shall also log all inquiries he receives 

which are cleared by referral or explanation of Department policy. 

  

2. Response to a Complaint of Serious Misconduct - When notified of an 

allegation of a member's serious misconduct, the Corporal shall initiate the 

investigation without delay, responding to the complainant's location, if 

practical. The Corporal shall also notify the on duty or on call Sergeant as 

per the guidelines set forth in General Order 313a. 

  

3. When Initial Complaint Is Not Substantiated - If the initial complaint is 

not substantiated, the investigation shall go no further and no statement 

shall be required of the member against whom the complaint was made, 

nor shall any record of the complaint be made in the member's file. The 

fact that the complaint was not substantiated shall be documented and 

maintained with the Complaint/Commendation Form by the investigating 

Corporal. 
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II. DETERMINATION OF TYPE OF MISCONDUCT 

  

Once a complaint has been addressed to the Corporal, the Corporal will then make the 

determination as to whether the complaint warrants an Internal Affairs Investigation or if 

a Non-Serious Misconduct Investigation is more prudent. If the complaint does not 

warrant an Internal Affairs Investigation, then the Corporal will proceed with a Non-

Serious Misconduct Investigation adhering to the guidelines set forth below. If the 

Corporal believes it warrants an Internal Affairs Investigation, then he or she shall submit 

all information regarding the complaint to the appropriate Sergeant. The appropriate 

Sergeant refers to the Sergeant that is not the direct supervisor of the officer to whom the 

allegation/complaint has been filed against. The Sergeant will screen the complaint to 

determine if it warrants an Internal Affairs Investigation. If an Internal Affairs 

Investigation is warranted, the Sergeant will initiate an Internal Affairs Investigation as 

per General Order 313a. If an Internal Affairs Investigation is not warranted, the Sergeant 

shall resubmit the complaint to the Corporal for a Non-Serious Misconduct Investigation. 

  

A. TYPES OF MISCONDUCT 

  

Member misconduct may be either minor or serious, depending on the specific 

alleged act(s) and the likelihood of a consequence of non-serious discipline. 

  

1. Non-Serious Misconduct ï Non-Serious misconduct includes allegations 

that are determined to be appropriate for review but which appear to 

involve the likely consequence of non-serious discipline if sustained. 

Examples include, but are not limited to, discourtesy or other lesser 

violations of Department rules, regulations, or general orders, and 

chargeable on duty accidents in which there was no serious violation, no 

personal injury, or only minor damage. The Corporal that took the initial 

complaint shall handle non-serious misconduct. 

  

2. Serious Misconduct - Serious misconduct includes allegations, which 

charge criminal misconduct or serious deviations from Department rules, 

regulations, and general orders; and which involve the likely consequence 

of serious discipline if sustained. Some examples of serious misconduct 

are: 

  

a. Criminal Misconduct - Any violation of law, which would impair a 

member's ability to fulfill his/her responsibility as a member of the 

Department or would jeopardize the public safety. Such criminal 

misconduct shall include, but not be limited to: 

  

(1) Felony - The commission of any felony shall be considered 

criminal misconduct. 
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(2) Controlled Substance Violation - Any violation of laws 

governing controlled substances or any use of controlled 

substances without medical supervision shall be considered 

criminal misconduct. 

  

(3)  Negative Impact Offense - The commission of a crime with 

negative consequence to persons or property or the 

commission of which reflects unfavorably on the 

Department because of the individual's status as a member 

of the Department, shall be considered criminal 

misconduct. 

  

b. Intoxication While On Duty. 

  

c. Acceptance of a Bribe or Gratuity. 

  

   d. Misuse of Police Powers. 

  

e. Unauthorized Release of Confidential Information. 

  

III.  MEMBER RIGHTS AND RESPONSIBILITIES 

  

All Department members are responsible for ensuring that complaints are processed in 

accordance with Department rules and published directives. No member shall interfere, in 

any manner, with a Non-Serious Misconduct Investigation. Any member who is the 

subject of a non-serious misconduct investigation shall be given a notice of such 

investigation. Said notice need not be given if the investigation is completed without 

contacting the officer in question and is found to be unfounded or the officer is 

exonerated. 

  

A. INVESTIGATIVE INTERVIEWS 

  

When investigative interviews are conducted, questions will be specifically 

directed and narrowly related to the performance of a member's official duties, 

fitness for office, and behavior governed by Department rules, regulations, and 

general orders. Members shall honestly, completely, and to the best of their 

knowledge and ability answer all questions that relate to the conduct under 

investigation. 

  

1. Requirement to Cooperate - Members who are the subject of or a witness 

in a Non-Serious Misconduct Investigation shall be required to cooperate 

with matters under investigation. Members shall be read and given a Non-

Serious Misconduct Investigation Warning, which shall be signed by both 

the member under investigation and the investigating member. Should a 



  

  

 
 117  

member refuse to sign or to obey a lawful order to cooperate, the member 

shall be subject to disciplinary action for insubordinate conduct. 

  

a. Preface to Involuntary Statements - Involuntary statements given 

in response to a direct order during an investigation into alleged 

procedural misconduct shall be prefaced with language that the 

statement is coerced, given under duress, and not voluntary. 

  

b. Not To Be Used In Subsequent Criminal Proceedings - The order 

given to obtain such involuntary statements shall state that neither 

the member's statements nor any information gained from his/her 

statements is intended to be used against the member in any 

subsequent criminal proceedings, but that the statements may be 

the basis for subsequent Department discipline. 

  

2. Halt Interview if Criminal Charges Possibility ï A Non-Serious 

Misconduct Investigation shall be halted and the Law Enforcement 

Agency having jurisdiction or the El Paso County District Attorneyôs 

Office shall be advised if during the interview, misconduct is discovered 

which might also result in criminal charges. As per General Order 313a, 

the Sergeant shall maintain an Internal Affairs Investigation for serious 

misconduct, separate from the criminal investigation. 

  

B. POLYGRAPH EXAMINATIONS 

  

A member shall not be compelled to take a polygraph examination, nor shall a 

member's refusal to submit to such examination be grounds for any disciplinary 

action. Should a member request or voluntarily agree to submit to a polygraph 

examination, the location and firm conducting the examination shall be mutually 

agreed to. In the event the complainant(s) has taken a polygraph examination, the 

subject member(s) shall use a different firm. Upon request, the member shall be 

provided an exact copy of all reports or graphs compiled. 

  

IV. GENERAL INVESTIGATIVE PROCEDURES 

  

All Non-Serious Misconduct Investigations shall be initiated within seven days of 

knowledge of the event. 

  

A. NO STATUTE OF LIMITATIONS 

  

Complaints about past occurrences, even when a number of years have elapsed, 

shall be accepted and referred to the on duty or on call Corporal. The statute of 

limitations shall not apply to administrative investigations. 
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B. INVESTIGATIVE REPORT 

  

All Non-Serious Misconduct Investigation case files will be maintained by the 

investigating Corporal. 

  

C. DISCOVERY OF EVIDENCE OF ADDITIONAL MISCONDUCT 

  

When a Corporal discovers evidence of additional misconduct during the course 

of an investigation, he/she shall cause such discoveries to be enumerated, 

investigated, and submitted for review and disposition with the original case. If 

such evidence is sufficient to warrant an Internal Affairs Investigation, then the 

Corporal shall submit all evidence and paperwork to the appropriate Sergeant for 

review. The appropriate Sergeant refers to the Sergeant that is not the direct 

supervisor of the officer to whom the allegation/complaint has been filed against. 

  

D. MEMBER'S REVIEW OF EVIDENCE 

  

The subject member and his/her representative, if any, shall have the opportunity 

to review all evidence produced during an Non-Serious Misconduct Investigation, 

upon reasonable notice and as such information becomes available. 

  

E. CHEMICAL TESTS 

  

Members may be compelled to submit to a blood, breath, or urine chemical test if 

there is reasonable suspicion that the officer is under the influence of drugs or 

alcohol, or if the investigator or on duty supervisor has probable cause to believe 

that the chemical test will yield information relevant to the investigation. 

Members may also request a chemical test, which will be provided and paid for at 

the Department's expense. 

  

F. TIME CONSTRAINTS ON NON-SERIOUS MISCONDUCT 

INVESTIGATION 

  

Non-Serious Misconduct Investigations shall be conducted in a timely fashion 

within the limits specified below. Non-Serious Misconduct Investigations, as a 

general rule, shall be completed within 30 calendar days after initial receipt of the 

complaint. 

  

1. A Sergeant may grant one due date extension of 10 calendar days if the 

request is submitted at least 48 hours before the due date. 

  

2. Requests for additional extensions must be submitted in writing to the 

Chief of Police at least 48 hours before the due date. 

  



  

  

 
 119  

 V. REQUIREMENTS FOR NON-SERIOUS MISCONDUCT INVESTIGATION 

  

The Corporal shall investigate impartially, and shall maintain careful documentation of 

all proceedings. 

  

A. NOTIFICATION TO SUBJECT OR WITNESS MEMBERS 

  

When possible, members who are the subject of or witness in any Non-Serious 

Misconduct Investigation shall be given reasonable advance notice in writing of 

scheduled interviews. 

  

1. Notice Requirements for Members - When possible, a member who is the 

subject of or a witness in a Non-Serious Misconduct Investigation shall be 

given at least 72 hours advance notice of the scheduled interview. 

  

a. Option to Waive Notice - At their option, members may waive the 

72-hour notice requirement. 

  

b. Required Attachment to Interview Notice - A synopsis of the 

complainant interview(s) shall be attached to the Interview Notice. 

  

c. Notice Requirements - The notice shall disclose the Non-Serious 

Misconduct Investigation case number, the name of the 

complainant, if known, and the date(s) of the alleged 

occurrence(s). 

  

2. Exceptions to Notice Requirements 

  

a. Cases of Extreme Sensitivity - Advance notice shall not be given 

for cases of extreme sensitivity when evidence could be removed, 

destroyed, or altered, or potential witnesses intimidated or 

suborned. 

  

b. Confidential Informant - If the complainant qualifies as a 

confidential informant by current court standards, the 

complainant's identity shall not be divulged either in the 

notification or during any subsequent interview. 

  

c. Anonymous Complaints - If the complaint was filed anonymously, 

the subject member shall be advised of the exact circumstances of 

its receipt. 

  

3. Option for Written Statement in Lieu of Non-Serious Misconduct 

Investigation Interview - When the Corporal determines that a written 
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statement from the subject or witness member would be acceptable in lieu 

of a personal interview, he/she shall inform the member of this option in 

the interview notice. When a member selects this option, he/she shall 

advise the Corporal that he/she will prepare a written statement concerning 

his/her knowledge of the allegation. The member shall sign the statement 

and submit it to the Corporal by a mutually agreed upon date and time. 

  

a. When Interview Option is Selected - Should the subject or witness 

member offered this option wish to proceed with a personal 

interview, he/she shall so notify the Corporal and the interview 

approach shall prevail. 

  

b. Member Request Requires Corporal Concurrence - A subject or 

witness member may request this option of the Corporal upon 

receiving notice of a scheduled interview. However, should the 

Corporal not concur, the interview approach shall prevail. 

  

c. When Interview is Required - When a member's written statement 

fails to provide sufficient information, the Corporal shall so notify 

the member and schedule an interview. 

  

B. INTERVIEWS 

  

1. Complainant Interview - The original complainant remains the 

complainant throughout any investigation. The Complaint/Commendation 

Form will include the complainant's full name, date of birth, business and 

home address(es) and telephone number(s). The complainant may be 

represented by an attorney. 

  

a. Recording - Complainant statement(s) can be recorded 

electronically. 

  

(1) Availability - The recording of the statement shall be made 

available for the subject member to listen to, if he/she so 

requests. 

  

(2) No Transcription - Unless the complaint concerns a very 

serious allegation, the recorded statement may not be 

transcribed. However, key portions may be typed if 

transcribed excerpts appear necessary. 

  

b. Synopsis of Statement - The Corporal shall synopsize the 

complainant's statement, identifying specifics of the allegation and 

provide a copy of the synopsis to the subject member. The 
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synopsis shall accompany the Interview Notice described above. 

  

2. Victim or Witness Interview - Interviews of victims and witnesses shall be 

conducted in the same general manner as for the complainant. 

  

3. Interview With Subject or Witness Members - All members who are 

interviewed for a Non-Serious Misconduct Investigation shall be advised 

prior to making any statement whether they are witnesses or subjects of 

the investigation. 

  

a. Location of Interview - The interview shall take place within the 

Police Department or in an area where privacy may be assured. 

  

b. Time and Duration of Interview - Interview shall be conducted at a 

reasonable hour, preferably at a time when the member is on duty, 

unless the seriousness of the allegation requires immediate action. 

Interviews shall be conducted for a reasonable length of time, 

allowing for personal necessities. 

  

c. Interview Standards - The member being interviewed shall not be 

treated as an adversary, subjected to offensive language, or 

threatened with transfer, dismissal, or other disciplinary action. No 

promise or reward shall be made as an inducement to answer any 

question. 

    

4. Disposition- The Corporal shall route the completed Non-Serious 

Misconduct Investigation Report and the Review and Recommendations 

for Disposition Form, if applicable, to the subject member's immediate 

supervisor. The memberôs supervisor shall determine the disposition and 

discipline for each violation identified and supported by the finding(s) of 

facts. 

  

a. Review of Member History - Prior to recommending discipline; 

the memberôs supervisor shall review the subject member's 

personnel file and the member's formal counseling history, which 

is contained in the supervisor's work performance file, for the 

purpose of determining appropriate disciplinary remedies. 

  

b. Mitigating Circumstances - Mitigating circumstances, which might 

affect determination of appropriate disciplinary action, shall be 

presented in detail. 

  

c. Recommended Changes in Department Directives - Any 

recommendation for changes in written Department directives, 
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which relate to the case being considered, shall be presented in 

detail, providing thorough justification. 

  

d. When Subject Member Has Been Transferred - When the subject 

member has been transferred prior to disposition of the case, the 

member's supervisors at the time that the alleged incident occurred 

shall prepare the response. 

  

e. Time Limitations ï The supervisor will have 10 calendar days 

from date of receipt of the Non-Serious Misconduct Investigation 

Report in which to ensure that his/her disposition review is 

completed. 

   

VI. FINAL DISPOSITION 

  

The Corporals shall utilize the following classifications in determining the suitable 

disposition. 

  

A. DISPOSITION CLASSIFICATIONS 

  

1. Exonerated - The incident occurred, but member actions were justified, 

lawful, and proper. 

  

2. Not Sustained - The allegation is not supported by a preponderance of the 

evidence. 

  

3. Other Sustained - There is evidence of misconduct; however, it is not 

based on the original allegation. 

  

4. Sustained - The allegation is supported by a preponderance of evidence to 

indicate that the member did commit one or more of the alleged acts. 

  

5. Unfounded - The complainant admits to false allegation; the charges were 

found to be false; the member was not involved in the incident; or the 

complainant has voluntarily withdrawn the complaint prior to the 

conclusion of an investigation, and the Department elects not to continue 

the investigation. 

  

6. No Finding - Case is incomplete due to member's termination. 

  

B. DISPOSITION 

  

The Sergeant shall submit a copy of the disposition to the Complainant, Chief of 

Police and the Officer involved via the Notification of Disposition of Non-Serious 



  

  

 
 123  

Complaint Investigation. A copy of the complaint and all relevant information 

shall be kept in the officerôs performance file. 

  

The Sergeant will conduct any disciplinary actions he or she deems necessary. 

These actions could include, but are not limited to, the following: 

  

Verbal warning 

  

Counseling Statement 

  

Corrective Action 

  

VII.  ACCEPTANCE AND INITIAL PROCESSING OF COMPLAINTS AGAINST A 

CORPORAL 

  

All complaints of member misconduct directed at a Corporal shall be referred initially to 

the on duty or on call Sergeant for logging and referral, as appropriate. 

  

A. EXCEPTION FOR INQUIRIES AND REFERRALS 

  

Inquiries from the public as to the propriety of Department policies or procedures 

or of regulations or actions of other agencies shall be resolved by appropriate 

referral and shall not be the subject of an investigation. 

  

1. Mistaken Complaints - Complaints against another agency's members or 

policies made mistakenly to this Department shall be referred to the 

appropriate agency, if it can be identified. 

  

2. Complaints About Department's Written Directives - Sergeants are 

encouraged to answer questions from the public concerning Department 

operations. If the basis for a citizen's complaint appears to be an objection 

to a Department policy or procedure rather than any particular problem 

with an identified member, the complaint shall be referred to the 

Administrative Sergeant. The Sergeant shall inform the complainant of the 

propriety of the member's actions. 

  

B. COMPLAINT SOURCES 

  

1. Anonymous Complaints - The fact that a complainant refuses to identify 

himself/herself or that a complaint is received from an anonymous source, 

shall not preclude the complaint being documented. 

  

2. In Person, Telephoned, and Written Complaints - Complaints received in 

person, by telephone, or through the mail shall be referred immediately to 
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the on duty or on call Sergeant (as outlined in VII-C, below). 

  

a. Copying Limitations - Members other than the Sergeant or the 

member's supervisor are prohibited from making copies of any 

written complaint, except as herein authorized. 

 

b. Careful Handling ï Written, anonymous complaints shall be 

handled only by the member who opened the envelope. Care 

should be taken to handle such written documents as evidence in 

order to avoid contamination. The letter or note and its envelope 

shall be sealed immediately in another envelope for subsequent 

hand-delivery to the on duty or on call Sergeant. 

  

c. Tape-Recording - Telephoned complaints alleging criminal 

misconduct shall be tape-recorded whenever possible. Members 

recording such complaints are not required to advise that the 

conversation is being recorded. 

  

C. INITIAL DOCUMENTATION OF RECEIPT 

  

Personnel receiving the complaint shall document receipt of all complaints on the 

Complaint/Commendation Form and refer the complainant to the on duty or on 

call Sergeant immediately. A case number will be assigned to the 

Complaint/Commendation Form using the date the complaint is received and the 

targeted officerôs last name. Ex. 010101JONES 

  

1. Review and Signature by Complainant - If the complainant registers the 

complaint in person, he/she shall be afforded the opportunity to review 

and sign the Complaint/Commendation Form and to receive a copy, if 

requested. 

   

D. RELAY OF COMPLAINTS 

  

1. Complaints Received During Normal Business Hours - A member who 

receives a complaint against a Corporal during standard business hours, 

Monday through Friday, shall direct the complainant or forward the 

written material directly to the on duty or on call Sergeant. Should the 

Sergeant not be available, the complainant shall be directed to the Chief. 

The Chief shall document receipt of the complaint on the 

Complaint/Commendation Form and shall subsequently relay it to the on 

duty or on call Sergeant. 

  

2. Complaints Received After Normal Business Hours - During weekends 

and after standard business hours on weekdays, the member initially 
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receiving a complaint shall direct the complainant or forward the written 

material immediately to the on duty or on call Sergeant for documentation 

on the Complaint/Commendation Form. 

  

a. When Immediate Attention Is Required - Should the alleged 

misconduct be such that immediate attention is required at the 

scene, the member that has received the complaint shall 

immediately attempt to notify the on duty or on call Sergeant. 

Contact with the on duty or on call Sergeant shall be attempted 

prior to severing contact with the complainant. 

  

(1) Continue Attempt to Notify - The member shall continue to 

attempt notification until successful. 

  

(2) Misconduct Which Requires Immediate Notification- 

Examples of serious misconduct which require immediate 

notification are: 

  

(a) Shooting Involving Officer(s). 

  

(b) Member's Alleged Commission of a Serious Felony. 

  

b. When Subsequent Notice is Sufficient - When immediate on-scene 

attention is not necessary, the member shall ensure that the 

Complaint/Commendation Form is hand-delivered to the on duty 

or on call Sergeant at the start of the next standard business day. 

  

E. RECEIPT BY THE SERGEANT 

  

1. Documentation - The Sergeant shall maintain the 

Complaint/Commendation Form along with a log of all pertinent 

information to the complaint to include time and date of receipt, officer 

taking complaint, etc. The Sergeant shall also log all inquiries he receives 

which are cleared by referral or explanation of Department policy. 

  

2. Response to a Complaint of Serious Misconduct - When notified of an 

allegation of a member's serious misconduct, the Sergeant shall initiate the 

investigation without delay, responding to the complainant's location, if 

practical. The Sergeant shall also notify the Chief as per the guidelines set 

forth in General Order 313a. 

  

3. When Initial Complaint Is Not Substantiated - If the initial complaint is 

not substantiated, the investigation shall go no further and no statement 

shall be required of the member against whom the complaint was made, 
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nor shall any record of the complaint be made in the member's file. The 

fact that the complaint was not substantiated shall be documented and 

maintained with the Complaint/Commendation Form by the investigating 

Sergeant. 

  

VIII.  DETERMINATION OF TYPE OF MISCONDUCT 

  

Once a complaint has been addressed to the Sergeant, the Sergeant will then make the 

determination as to whether the complaint warrants an Internal Affairs Investigation or if 

a Non-Serious Misconduct Investigation is more prudent. If the complaint does not 

warrant an Internal Affairs Investigation, then the Sergeant will proceed with a Non-

Serious Misconduct Investigation adhering to the guidelines set forth below. If the 

Sergeant believes it warrants an Internal Affairs Investigation, then he or she shall advise 

the Corporalôs immediate supervisor, if applicable. The Sergeant will screen the 

complaint to determine if it warrants an Internal Affairs Investigation. If an Internal 

Affairs Investigation is warranted, the Sergeant, who is not the Corporalôs immediate 

supervisor, shall initiate an Internal Affairs Investigation as per General Order 313a. If an 

Internal Affairs Investigation is not warranted, the Sergeant, who is not the Corporalôs 

immediate supervisor, shall initiate a Non-Serious Misconduct Investigation. 

  

A. TYPES OF MISCONDUCT 

  

Member misconduct may be either minor or serious, depending on the specific 

alleged act(s) and the likelihood of a consequence of non-serious discipline. 

  

1. Non-Serious Misconduct ï Non-Serious misconduct includes allegations 

that are determined to be appropriate for review but which appear to 

involve the likely consequence of non-serious discipline if sustained. 

Examples include, but are not limited to, discourtesy or other lesser 

violations of Department rules, regulations, or general orders, and 

chargeable on duty accidents in which there was no serious violation, no 

personal injury, or only minor damage. The Sergeant that took the initial 

complaint shall handle non-serious misconduct. 

  

2. Serious Misconduct - Serious misconduct includes allegations, which 

charge criminal misconduct or serious deviations from Department rules, 

regulations, and general orders; and which involve the likely consequence 

of serious discipline if sustained. Some examples of serious misconduct 

are: 

  

a. Criminal Misconduct - Any violation of law, which would impair a 

member's ability to fulfill his/her responsibility as a member of the 

Department or would jeopardize the public safety. Such criminal 

misconduct shall include, but not be limited to: 
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(1) Felony - The commission of any felony shall be considered 

criminal misconduct. 

  

(2) Controlled Substance Violation - Any violation of laws 

governing controlled substances or any use of controlled 

substances without medical supervision shall be considered 

criminal misconduct. 

  

(3)  Negative Impact Offense - The commission of a crime with 

negative consequence to persons or property or the 

commission of which reflects unfavorably on the 

Department because of the individual's status as a member 

of the Department, shall be considered criminal 

misconduct. 

  

b. Intoxication While On Duty. 

  

c. Acceptance of a Bribe or Gratuity. 

  

d. Misuse of Police Powers. 

  

e. Unauthorized Release of Confidential Information. 

  

IX. MEMBER RIGHTS AND RESPONSIBILITIES 

  

All Department members are responsible for ensuring that complaints are processed in 

accordance with Department rules and published directives. No member shall interfere, in 

any manner, with a Non-Serious Misconduct Investigation. Any member who is the 

subject of a non-serious misconduct investigation shall be given a notice of such 

investigation. Said notice need not be given if the investigation is completed without 

contacting the Corporal in question and is found to be unfounded or the Corporal is 

exonerated.  

  

A. INVESTIGATIVE INTERVIEWS 

  

When investigative interviews are conducted, questions will be specifically 

directed and narrowly related to the performance of a member's official duties, 

fitness for office, and behavior governed by Department rules, regulations, and 

general orders. Members shall honestly, completely, and to the best of their 

knowledge and ability answer all questions that relate to the conduct under 

investigation. 

  

1. Requirement to Cooperate - Members who are the subject of or a witness 
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in a Non-Serious Misconduct Investigation shall be required to cooperate 

with matters under investigation. Members shall be read and given a Non-

Serious Misconduct Investigation Warning, which shall be signed by both 

the member under investigation and the investigating member. Should a 

member refuse to sign or to obey a lawful order to cooperate, the member 

shall be subject to disciplinary action for insubordinate conduct. 

  

a. Preface to Involuntary Statements - Involuntary statements given 

in response to a direct order during an investigation into alleged 

procedural misconduct shall be prefaced with language that the 

statement is coerced, given under duress, and not voluntary. 

  

b. Not To Be Used In Subsequent Criminal Proceedings - The order 

given to obtain such involuntary statements shall state that neither 

the member's statements nor any information gained from his/her 

statements is intended to be used against the member in any 

subsequent criminal proceedings, but that the statements may be 

the basis for subsequent Department discipline. 

  

2. Halt Interview if Criminal Charges Possibility ï A Non-Serious 

Misconduct Investigation shall be halted and the Law Enforcement 

Agency having jurisdiction or the El Paso County District Attorneyôs 

Office shall be advised if during the interview, misconduct is discovered 

which might also result in criminal charges. As per General Order 313a, 

the Sergeant shall maintain an Internal Affairs Investigation for serious 

misconduct, separate from the criminal investigation. 

  

B. POLYGRAPH EXAMINATIONS 

  

A member shall not be compelled to take a polygraph examination, nor shall a 

member's refusal to submit to such examination be grounds for any disciplinary 

action. Should a member request or voluntarily agree to submit to a polygraph 

examination, the location and firm conducting the examination shall be mutually 

agreed to. In the event the complainant(s) has taken a polygraph examination, the 

subject member(s) shall use a different firm. Upon request, the member shall be 

provided an exact copy of all reports or graphs compiled. 

  

X. GENERAL INVESTIGATIVE PROCEDURES 

  

All Non-Serious Misconduct Investigations shall be initiated within seven days of 

knowledge of the event. 

  

A. NO STATUTE OF LIMITATIONS 
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Complaints about past occurrences, even when a number of years have elapsed, 

shall be accepted and referred to the on duty or on call Sergeant. The statute of 

limitations shall not apply to administrative investigations. 

  

B. INVESTIGATIVE REPORT 

  

All Non-Serious Misconduct Investigation case files will be maintained by the 

investigating Sergeant. 

  

C. DISCOVERY OF EVIDENCE OF ADDITIONAL MISCONDUCT 

  

When a Sergeant discovers evidence of additional misconduct during the course 

of an investigation, he/she shall cause such discoveries to be enumerated, 

investigated, and submitted for review and disposition with the original case. If 

such evidence is sufficient to warrant an Internal Affairs Investigation, then the 

Sergeant shall initiate an Internal Affairs Investigation.  

  

D. MEMBER'S REVIEW OF EVIDENCE 

  

The subject member and his/her representative, if any, shall have the opportunity 

to review all evidence produced during an Non-Serious Misconduct Investigation, 

upon reasonable notice and as such information becomes available. 

  

E. CHEMICAL TESTS 

  

Members may be compelled to submit to a blood, breath, or urine chemical test if 

there is reasonable suspicion that the officer is under the influence of drugs or 

alcohol, or if the investigator or on duty supervisor has probable cause to believe 

that the chemical test will yield information relevant to the investigation. 

Members may also request a chemical test, which will be provided and paid for at 

the Department's expense. 

  

F. TIME CONSTRAINTS ON NON-SERIOUS MISCONDUCT 

INVESTIGATION 

  

Non-Serious Misconduct Investigations shall be conducted in a timely fashion 

within the limits specified below. Non-Serious Misconduct Investigations, as a 

general rule, shall be completed within 30 calendar days after initial receipt of the 

complaint. 

   

1. Requests for additional extensions must be submitted in writing to the 

Chief of Police at least 48 hours before the due date. 

  

 XI. REQUIREMENTS FOR NON-SERIOUS MISCONDUCT INVESTIGATION 
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The Sergeant shall investigate impartially, and shall maintain careful documentation of 

all proceedings. 

  

A. NOTIFICATION TO SUBJECT OR WITNESS MEMBERS 

  

When possible, members who are the subject of or witness in any Non-Serious 

Misconduct Investigation shall be given reasonable advance notice in writing of 

scheduled interviews. 

  

1. Notice Requirements for Members - When possible, a member who is the 

subject of or a witness in a Non-Serious Misconduct Investigation shall be 

given at least 72 hours advance notice of the scheduled interview. 

  

a. Option to Waive Notice - At their option, members may waive the 

72-hour notice requirement. 

  

b. Required Attachment to Interview Notice - A synopsis of the 

complainant interview(s) shall be attached to the Interview Notice. 

  

c. Notice Requirements - The notice shall disclose the Non-Serious 

Misconduct Investigation case number, the name of the 

complainant, if known, and the date(s) of the alleged 

occurrence(s). 

  

2. Exceptions to Notice Requirements 

  

a. Cases of Extreme Sensitivity - Advance notice shall not be given 

for cases of extreme sensitivity when evidence could be removed, 

destroyed, or altered, or potential witnesses intimidated or 

suborned. 

  

b. Confidential Informant - If the complainant qualifies as a 

confidential informant by current court standards, the 

complainant's identity shall not be divulged either in the 

notification or during any subsequent interview. 

  

c. Anonymous Complaints - If the complaint was filed anonymously, 

the subject member shall be advised of the exact circumstances of 

its receipt. 

  

3. Option for Written Statement in Lieu of Non-Serious Misconduct 

Investigation Interview - When the Sergeant determines that a written 

statement from the subject or witness member would be acceptable in lieu 
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of a personal interview, he/she shall inform the member of this option in 

the interview notice. When a member selects this option, he/she shall 

advise the Sergeant that he/she will prepare a written statement concerning 

his/her knowledge of the allegation. The member shall sign the statement 

and submit it to the Sergeant by a mutually agreed upon date and time. 

  

a. When Interview Option is Selected - Should the subject or witness 

member offered this option wish to proceed with a personal 

interview, he/she shall so notify the Sergeant and the interview 

approach shall prevail. 

  

b. Member Request Requires Sergeant Concurrence - A subject or 

witness member may request this option of the Sergeant upon 

receiving notice of a scheduled interview. However, should the 

Sergeant not concur, the interview approach shall prevail. 

  

c. When Interview is Required - When a member's written statement 

fails to provide sufficient information, the Sergeant shall so notify 

the member and schedule an interview. 

  

B. INTERVIEWS 

  

1. Complainant Interview - The original complainant remains the 

complainant throughout any investigation. The Complaint/Commendation 

Form will include the complainant's full name, date of birth, business and 

home address(es) and telephone number(s). The complainant may be 

represented by an attorney. 

  

a. Recording - Complainant statement(s) can be recorded 

electronically. 

  

(1) Availability - The recording of the statement shall be made 

available for the subject member to listen to, if he/she so 

requests. 

  

(2) No Transcription - Unless the complaint concerns a very 

serious allegation, the recorded statement may not be 

transcribed. However, key portions may be typed if 

transcribed excerpts appear necessary. 

  

b. Synopsis of Statement - The Sergeant shall synopsize the 

complainant's statement, identifying specifics of the allegation and 

provide a copy of the synopsis to the subject member. The 

synopsis shall accompany the Interview Notice described above. 
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2. Victim or Witness Interview - Interviews of victims and witnesses shall be 

conducted in the same general manner as for the complainant. 

  

3. Interview With Subject or Witness Members - All members who are 

interviewed for a Non-Serious Misconduct Investigation shall be advised 

prior to making any statement whether they are witnesses or subjects of 

the investigation. 

  

a. Location of Interview - The interview shall take place within the 

Police Department or in an area where privacy may be assured. 

  

b. Time and Duration of Interview - Interview shall be conducted at a 

reasonable hour, preferably at a time when the member is on duty, 

unless the seriousness of the allegation requires immediate action. 

Interviews shall be conducted for a reasonable length of time, 

allowing for personal necessities. 

  

c. Interview Standards - The member being interviewed shall not be 

treated as an adversary, subjected to offensive language, or 

threatened with transfer, dismissal, or other disciplinary action. No 

promise or reward shall be made as an inducement to answer any 

question. 

    

4. Disposition- The Sergeant shall route the completed Non-Serious 

Misconduct Investigation Report and the Review and Recommendations 

for Disposition Form, if applicable, to the subject member's immediate 

supervisor. The Sergeant shall recommend disposition and discipline for 

each violation identified and supported by the finding(s) of facts. 

  

a. Review of Member History - Prior to recommending discipline; 

the Sergeant shall review the subject member's personnel file and 

the member's formal counseling history, which is contained in the 

supervisor's work performance file, for the purpose of determining 

appropriate disciplinary remedies. 

  

b. Mitigating Circumstances - Mitigating circumstances, which might 

affect determination of appropriate disciplinary action, shall be 

presented in detail. 

  

c. Recommended Changes in Department Directives - Any 

recommendation for changes in written Department directives, 

which relate to the case being considered, shall be presented in 

detail, providing thorough justification. 
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d. When Subject Member Has Been Transferred - When the subject 

member has been transferred prior to disposition of the case, the 

Sergeant shall prepare the response. 

  

e. Time Limitations ï The Sergeant will have 10 calendar days from 

date of receipt of the Non-Serious Misconduct Investigation Report 

in which to ensure that his/her disposition review is completed. 

   

XII.  FINAL DISPOSITION 

  

The Sergeants shall utilize the following classifications in determining the suitable 

disposition. 

  

A. DISPOSITION CLASSIFICATIONS 

  

1. Exonerated - The incident occurred, but member actions were justified, 

lawful, and proper. 

  

2. Not Sustained - The allegation is not supported by a preponderance of the 

evidence. 

  

3. Other Sustained - There is evidence of misconduct; however, it is not 

based on the original allegation. 

  

4. Sustained - The allegation is supported by a preponderance of evidence to 

indicate that the member did commit one or more of the alleged acts. 

  

5. Unfounded - The complainant admits to false allegation; the charges were 

found to be false; the member was not involved in the incident; or the 

complainant has voluntarily withdrawn the complaint prior to the 

conclusion of an investigation, and the Department elects not to continue 

the investigation. 

  

6. No Finding - Case is incomplete due to member's termination. 

  

B. DISPOSITION 

   

1. The supervisor will conduct any disciplinary actions he or she deems 

necessary and advise the Chief of those actions. These actions could 

include, but are not limited to, the following: 

  

a. Verbal warning 
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b. Counseling Statement 

  

c. Corrective Action 

  

2. At the conclusion of the investigation, the Sergeant will submit his 

findings to the Complainant, Chief of Police and the Corporal involved via 

the Notification of Disposition of Non-Serious Complaint Investigation. A 

copy of the complaint and all relevant information shall be kept in the 

Corporalôs performance file. 

  

 XIII.  ACCEPTANCE AND INITIAL PROCESSING OF COMPLAINTS 

  

All complaints of member misconduct directed at a Sergeant shall be referred initially to 

the Chief of Police. 

  

A. EXCEPTION FOR INQUIRIES AND REFERRALS 

  

Inquiries from the public as to the propriety of Department policies or procedures 

or of regulations or actions of other agencies shall be resolved by appropriate 

referral and shall not be the subject of an investigation. 

  

1. Mistaken Complaints - Complaints against another agency's members or 

policies made mistakenly to this Department shall be referred to the 

appropriate agency, if it can be identified. 

  

2. Complaints About Department's Written Directives ï The Chief will 

answer questions from the public concerning Department operations. If the 

basis for a citizen's complaint appears to be an objection to a Department 

policy or procedure rather than any particular problem with an identified 

member, the complaint can be referred to the Administrative Sergeant. 

The Chief shall inform the complainant of the propriety of the member's 

actions. 

  

B. COMPLAINT SOURCES 

  

1. Anonymous Complaints - The fact that a complainant refuses to identify 

himself/herself or that a complaint is received from an anonymous source, 

shall not preclude the complaint being documented. 

  

2. In Person, Telephoned, and Written Complaints - Complaints received in 

person, by telephone, or through the mail shall be referred immediately to 

the Chief (as outlined in XIII-C, below). 

  

a. Copying Limitations - Members other than the Chief are prohibited 
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from making copies of any written complaint, except as herein 

authorized. 

 

b. Careful Handling ï Written, anonymous complaints shall be 

handled only by the member who opened the envelope. Care 

should be taken to handle such written documents as evidence in 

order to avoid contamination. The letter or note and its envelope 

shall be sealed immediately in another envelope for subsequent 

hand-delivery to the Chief. 

  

c. Tape-Recording - Telephoned complaints alleging criminal 

misconduct shall be tape-recorded whenever possible. Members 

recording such complaints are not required to advise that the 

conversation is being recorded. 

  

C. INITIAL DOCUMENTATION OF RECEIPT 

  

Personnel receiving the complaint shall document receipt of all complaints on the 

Complaint/Commendation Form and refer the complainant to the Chief 

immediately. A case number will be assigned to the Complaint/Commendation 

Form using the date the complaint is received and the targeted officerôs last name. 

Ex. 010101JONES 

  

1. Review and Signature by Complainant - If the complainant registers the 

complaint in person, he/she shall be afforded the opportunity to review 

and sign the Complaint/Commendation Form and to receive a copy, if 

requested. 

   

D. RELAY OF COMPLAINTS 

  

1. Complaints Received During Normal Business Hours - A member who 

receives a complaint against a Sergeant during standard business hours, 

Monday through Friday, shall direct the complainant or forward the 

written material directly to the Chief. Should the Chief not be available, 

the complainant shall be directed to the Vice President of Administrative 

Services. The Vice President of Administrative Services shall document 

receipt of the complaint on the Complaint/Commendation Form and shall 

subsequently relay it to the Chief. 

  

2. Complaints Received After Normal Business Hours - During weekends 

and after standard business hours on weekdays, the member initially 

receiving a complaint shall direct the complainant or forward the written 

material immediately to the Chief for documentation on the 

Complaint/Commendation Form. 
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a. When Immediate Attention Is Required - Should the alleged 

misconduct be such that immediate attention is required at the 

scene, the member that has received the complaint shall 

immediately attempt to notify the Chief. Contact with the Chief 

shall be attempted prior to severing contact with the complainant. 

  

(1) Continue Attempt to Notify - The member shall continue to 

attempt notification until successful. 

  

(2) Misconduct Which Requires Immediate Notification- 

Examples of serious misconduct which require immediate 

notification are: 

  

(a) Shooting Involving Officer(s). 

  

(b) Member's Alleged Commission of a Serious Felony. 

  

b. When Subsequent Notice is Sufficient - When immediate on-scene 

attention is not necessary, the member shall ensure that the 

Complaint/Commendation Form is hand-delivered to the Chief at 

the start of the next standard business day. 

  

E. RECEIPT BY THE CHIEF 

  

1. Documentation - The Chief shall maintain the Complaint/Commendation 

Form along with a log of all pertinent information to the complaint to 

include time and date of receipt, officer taking complaint, etc. The Chief 

shall also log all inquiries he receives which are cleared by referral or 

explanation of Department policy. 

  

2. Response to a Complaint of Serious Misconduct - When notified of an 

allegation of a member's serious misconduct, the Chief shall initiate the 

investigation without delay, responding to the complainant's location, if 

practical. The Chief shall also notify the Vice President of Administrative 

Services as per the guidelines set forth in General Order 313a. 

  

3. When Initial Complaint Is Not Substantiated - If the initial complaint is 

not substantiated, the investigation shall go no further and no statement 

shall be required of the member against whom the complaint was made, 

nor shall any record of the complaint be made in the member's file. The 

fact that the complaint was not substantiated shall be documented and 

maintained with the Complaint/Commendation Form by the Chief. 
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XIV.  DETERMINATION OF TYPE OF MISCONDUCT 

  

Once a complaint has been addressed to the Chief, the Chief will then make the 

determination as to whether the complaint warrants an Internal Affairs Investigation or if 

a Non-Serious Misconduct Investigation is more prudent. If the complaint does not 

warrant an Internal Affairs Investigation, then the Chief will proceed with a Non-Serious 

Misconduct Investigation adhering to the guidelines set forth below. If the Chief believes 

it warrants an Internal Affairs Investigation, then he or she shall submit all information 

regarding the complaint to the El Paso County Sheriffôs Office via the Vice President of 

Administrative Services. 

  

A. TYPES OF MISCONDUCT 

  

Member misconduct may be either minor or serious, depending on the specific 

alleged act(s) and the likelihood of a consequence of non-serious discipline. 

  

1. Non-Serious Misconduct ï Non-Serious misconduct includes allegations 

that are determined to be appropriate for review but which appear to 

involve the likely consequence of non-serious discipline if sustained. 

Examples include, but are not limited to, discourtesy or other lesser 

violations of Department rules, regulations, or general orders, and 

chargeable on duty accidents in which there was no serious violation, no 

personal injury, or only minor damage. The Chief shall handle non-serious 

misconduct complaints. 

  

2. Serious Misconduct - Serious misconduct includes allegations, which 

charge criminal misconduct or serious deviations from Department rules, 

regulations, and general orders; and which involve the likely consequence 

of serious discipline if sustained. Some examples of serious misconduct 

are: 

  

a. Criminal Misconduct - Any violation of law, which would impair a 

member's ability to fulfill his/her responsibility as a member of the 

Department or would jeopardize the public safety. Such criminal 

misconduct shall include, but not be limited to: 

  

(1) Felony - The commission of any felony shall be considered 

criminal misconduct. 

  

(2) Controlled Substance Violation - Any violation of laws 

governing controlled substances or any use of controlled 

substances without medical supervision shall be considered 

criminal misconduct. 
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(3) Negative Impact Offense - The commission of a crime with 

negative consequence to persons or property or the 

commission of which reflects unfavorably on the 

Department because of the individual's status as a member 

of the Department, shall be considered criminal 

misconduct. 

  

b. Intoxication While On Duty. 

  

c. Acceptance of a Bribe or Gratuity. 

  

d. Misuse of Police Powers. 

  

e. Unauthorized Release of Confidential Information. 

  

XV. MEMBER RIGHTS AND RESPONSIBILITIES 

  

All Department members are responsible for ensuring that complaints are processed in 

accordance with Department rules and published directives. No member shall interfere, in 

any manner, with a Non-Serious Misconduct Investigation. Any member who is the 

subject of a non-serious misconduct investigation shall be given a notice of such 

investigation. Said notice need not be given if the investigation is completed without 

contacting the Sergeant in question and is found to be unfounded or the Sergeant is 

exonerated. 

  

A. INVESTIGATIVE INTERVIEWS 

  

When investigative interviews are conducted, questions will be specifically 

directed and narrowly related to the performance of a member's official duties, 

fitness for office, and behavior governed by Department rules, regulations, and 

general orders. Members shall honestly, completely, and to the best of their 

knowledge and ability answer all questions that relate to the conduct under 

investigation. 

  

1. Requirement to Cooperate - Members who are the subject of or a witness 

in a Non-Serious Misconduct Investigation shall be required to cooperate 

with matters under investigation. Members shall be read and given a Non-

Serious Misconduct Investigation Warning, which shall be signed by both 

the member under investigation and the investigating member. Should a 

member refuse to sign or to obey a lawful order to cooperate, the member 

shall be subject to disciplinary action for insubordinate conduct. 

  

a. Preface to Involuntary Statements - Involuntary statements given 

in response to a direct order during an investigation into alleged 
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procedural misconduct shall be prefaced with language that the 

statement is coerced, given under duress, and not voluntary. 

  

b. Not To Be Used In Subsequent Criminal Proceedings - The order 

given to obtain such involuntary statements shall state that neither 

the member's statements nor any information gained from his/her 

statements is intended to be used against the member in any 

subsequent criminal proceedings, but that the statements may be 

the basis for subsequent Department discipline. 

  

2. Halt Interview if Criminal Charges Possibility ï A Non-Serious 

Misconduct Investigation shall be halted and the Law Enforcement 

Agency having jurisdiction or the El Paso County District Attorneyôs 

Office shall be advised if during the interview, misconduct is discovered 

which might also result in criminal charges. If the incident occurred on a 

Pikes Peak Community College Campus, then either the El Paso County 

Sheriffôs Office or Colorado Springs Police Department shall be advised. 

This Department shall not investigate criminal charges on its on members. 

  

B. POLYGRAPH EXAMINATIONS 

  

A member shall not be compelled to take a polygraph examination, nor shall a 

member's refusal to submit to such examination be grounds for any disciplinary 

action. Should a member request or voluntarily agree to submit to a polygraph 

examination, the location and firm conducting the examination shall be mutually 

agreed to. In the event the complainant(s) has taken a polygraph examination, the 

subject member(s) shall use a different firm. Upon request, the member shall be 

provided an exact copy of all reports or graphs compiled. 

  

XVI.  GENERAL INVESTIGATIVE PROCEDURES 

  

All Non-Serious Misconduct Investigations shall be initiated within seven days of 

knowledge of the event. 

  

A. NO STATUTE OF LIMITATIONS 

  

Complaints about past occurrences, even when a number of years have elapsed, 

shall be accepted and referred to the Chief. The statute of limitations shall not 

apply to administrative investigations. 

  

B. INVESTIGATIVE REPORT 

  

All Non-Serious Misconduct Investigation case files will be maintained by the 

Chief. 
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C. DISCOVERY OF EVIDENCE OF ADDITIONAL MISCONDUCT 

  

When the Chief discovers evidence of additional misconduct during the course of 

an investigation, he/she shall cause such discoveries to be enumerated, 

investigated, and submitted for review and disposition with the original case. If 

such evidence is sufficient to warrant an Internal Affairs Investigation, then the 

Chief shall submit all evidence and paperwork to the El Paso County Sheriffôs 

Office through the Vice President of Administrative Services.  

  

D. MEMBER'S REVIEW OF EVIDENCE 

  

The subject member and his/her representative, if any, shall have the opportunity 

to review all evidence produced during an Non-Serious Misconduct Investigation, 

upon reasonable notice and as such information becomes available. 

  

E. CHEMICAL TESTS 

  

Members may be compelled to submit to a blood, breath, or urine chemical test if 

there is reasonable suspicion that the officer is under the influence of drugs or 

alcohol, or if the investigator or on duty supervisor has probable cause to believe 

that the chemical test will yield information relevant to the investigation. 

Members may also request a chemical test, which will be provided and paid for at 

the Department's expense. 

  

F. TIME CONSTRAINTS ON NON-SERIOUS MISCONDUCT 

INVESTIGATION 

  

Non-Serious Misconduct Investigations shall be conducted in a timely fashion 

within the limits specified below. Non-Serious Misconduct Investigations, as a 

general rule, shall be completed within 30 calendar days after initial receipt of the 

complaint. 

  

1. The Vice President of Administrative Services may grant one due date 

extension of 10 calendar days if the request is submitted at least 48 hours 

before the due date. 

  

XVII.  REQUIREMENTS FOR NON-SERIOUS MISCONDUCT INVESTIGATION 

  

The Chief shall investigate impartially, and shall maintain careful documentation of all 

proceedings. 

  

A. NOTIFICATION TO SUBJECT OR WITNESS MEMBERS 
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When possible, members who are the subject of or witness in any Non-Serious 

Misconduct Investigation shall be given reasonable advance notice in writing of 

scheduled interviews. 

  

1. Notice Requirements for Members - When possible, a member who is the 

subject of or a witness in a Non-Serious Misconduct Investigation shall be 

given at least 72 hours advance notice of the scheduled interview. 

  

a. Option to Waive Notice - At their option, members may waive the 

72-hour notice requirement. 

  

b. Required Attachment to Interview Notice - A synopsis of the 

complainant interview(s) shall be attached to the Interview Notice. 

  

c. Notice Requirements - The notice shall disclose the Non-Serious 

Misconduct Investigation case number, the name of the 

complainant, if known, and the date(s) of the alleged 

occurrence(s). 

  

2. Exceptions to Notice Requirements 

  

a. Cases of Extreme Sensitivity - Advance notice shall not be given 

for cases of extreme sensitivity when evidence could be removed, 

destroyed, or altered, or potential witnesses intimidated or 

suborned. 

  

b. Confidential Informant - If the complainant qualifies as a 

confidential informant by current court standards, the 

complainant's identity shall not be divulged either in the 

notification or during any subsequent interview. 

  

c. Anonymous Complaints - If the complaint was filed anonymously, 

the subject member shall be advised of the exact circumstances of 

its receipt. 

  

3. Option for Written Statement in Lieu of Non-Serious Misconduct 

Investigation Interview - When the Chief determines that a written 

statement from the subject or witness member would be acceptable in lieu 

of a personal interview, he/she shall inform the member of this option in 

the interview notice. When a member selects this option, he/she shall 

advise the Chief that he/she will prepare a written statement concerning 

his/her knowledge of the allegation. The member shall sign the statement 

and submit it to the Chief by a mutually agreed upon date and time. 

  



  

  

 
 142  

a. When Interview Option is Selected - Should the subject or witness 

member offered this option wish to proceed with a personal 

interview, he/she shall so notify the Chief and the interview 

approach shall prevail. 

  

b. Member Request Requires Chiefôs Concurrence - A subject or 

witness member may request this option of the Chief upon 

receiving notice of a scheduled interview. However, should the 

Chief not concur, the interview approach shall prevail. 

  

c. When Interview is Required - When a member's written statement 

fails to provide sufficient information, the Chief shall so notify the 

member and schedule an interview. 

  

B. INTERVIEWS 

  

1. Complainant Interview - The original complainant remains the 

complainant throughout any investigation. The Complaint/Commendation 

Form will include the complainant's full name, date of birth, business and 

home address(es) and telephone number(s). The complainant may be 

represented by an attorney. 

  

a. Recording - Complainant statement(s) can be recorded 

electronically. 

  

(1) Availability - The recording of the statement shall be made 

available for the subject member to listen to, if he/she so 

requests. 

  

(2) No Transcription - Unless the complaint concerns a very 

serious allegation, the recorded statement may not be 

transcribed. However, key portions may be typed if 

transcribed excerpts appear necessary. 

  

b. Synopsis of Statement - The Chief shall synopsize the 

complainant's statement, identifying specifics of the allegation and 

provide a copy of the synopsis to the subject member. The 

synopsis shall accompany the Interview Notice described above. 

  

2. Victim or Witness Interview - Interviews of victims and witnesses shall be 

conducted in the same general manner as for the complainant. 

  

3. Interview With Subject or Witness Members - All members who are 

interviewed for a Non-Serious Misconduct Investigation shall be advised 


