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POLICY COMPLIANCE UNIT  SOP 7 

 

POLICY DEVELOPMENT DETAIL      SOP 8 

 

POLICY REVIEW COMMITTEE                           SOP 9 

 

FIREARMS REVIEW BOARD  SOP 10 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Published by PCS on 01/30/2025



Published by PCS on 01/30/2025



Published by PCS on 01/30/2025



Published by PCS on 01/30/2025



                                                                                                                                                                                                                                                                                         

MISSION, GOALS, AND OBJECTIVES (Cont.) 

 

 
OBJECTIVES: 

 

1. Identify and correct any deficiencies within the Departmental Orders (DOs). 

 

2. Ensure time-sensitive reports, plans, analyses, reviews, or other documented activities are 

completed and submitted for review and approval.  

 

3. Identify and assist in correcting deficiencies with Standard Operating Procedures (SOPs) 

of all Departmental elements. 

 

4. Determine policy compliance involving high liability incidents. 

 

5. Aide Departmental elements in implementing best practices. 

 

6. Ensure Departmental compliance with all National CALEA standards. 

 

7. Establish clear expectations and deadlines for the development of policies required by 

law. 

 

8. Ensure Departmental compliance with written directives requiring annual review of DOs 

by Section Commanders or their designees.   
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DUTIES AND RESPONSIBILITIES OF MEMBERS (Cont.) 
 

 

II.   Lieutenant / Unit Commander 

 

1. The lieutenant reports to the Section Commander and is responsible for the Unit's 

overall operational and administrative functions. 

 

2. Ensures that all written material resulting from the activities of Unit members is 

accurate, neat, properly structured, clearly stated, and submitted to the Section 

Commander. 

 

3. Initiates, directs, reviews, and submits results of inspections, policy development, 

policy compliance, and staff studies of Departmental elements, procedures, 

practices, or conditions to the Section Commander. 

 

4. Advises and assists personnel in collecting and analyzing data and information 

pertinent to CALEA standards, inspections, policy development, and policy 

compliance and implements said data and information into objective and 

meaningful reports, memorandums, recommendations, etc. 

 

5. Assists personnel in obtaining cooperation, assistance, and information from 

persons and elements of the Department and other sources necessary to 

accomplish and complete assignments successfully.    
 

6. Directs Unit members plans the Unit’s activities and oversees its operational and 

administrative functions. 

 

7. Directs on-site observation and analysis of facilities of the element under 

inspection by the CALEA assessors. 

 

8. Conducts briefing of the commanding officer and key personnel during a follow-

up meeting upon completion of the final inspection. 

 

9. Ensures all Unit requirements are met concerning operational and administrative 

activities such as, but not limited to, filing, training, attendance, records, 

overtime, supervision, and evaluation. 

                              

10. Ensures that periodic reports, reviews, and other activities mandated by 

applicable national law enforcement standards are accomplished and facilitates 

                     all changes and additions submitted by CALEA. 

 

11. Performs special duties or functions as directed by the Section Commander. 
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DUTIES AND RESPONSIBILITIES OF MEMBERS (Cont.) 
 

 

III.   Sergeant         

 

1. Attends meetings as directed by the Unit Commander or Section Commander. 

 

2. Reviews written directives of element(s) to be inspected, such as Departmental 

Orders, Rules and Regulations, Standard Operating Procedures, Official 

Bulletins, Memorandums, Training Bulletins, Legal Bulletins, State Statutes, 

Articles, Administrative Policy Manual (APM), etc. 

 

3. Participates in the accreditation/inspection process through on-site observation, 

record collection, analysis, task analysis, facility evaluation, personnel 

evaluation, and procedure evaluation. 

 

4. Performs observation, collection, and analysis of data activities and compares 

them with written directives governing the operation of the element(s) to ensure 

compliance with established standards. 

 

5. Determines adequacy of written directives. 

 

6. Prepares findings and recommendations for final inspection report on assigned 

areas of responsibility. 

 

7. Investigates, evaluates, observes, and inspects elements of the Department as 

directed by the Unit Commander or Section Commander.                  
 

8. Reviews / prepares payroll for the Unit. 

 

9. Assists with accreditation duties and responsibilities as directed by the Unit 

Commander or Section Commander. 

 

10. Acts as the Accreditation Manager of Record for CALEA. 

 

11. Develops and reviews Departmental policies. 

 

12. Reviews Section/Unit/Detail, SOPs for compliance.  

 

13. Reviews high liability incidents for compliance with policy. 

 

14. Acts as the presenter/coordinator for the Policy Review Committee. 

 

15. Acts as the coordinator for the Firearms Review Board. 

            

16. Responds to public records requests assigned to the Unit.  

 

17. Acts as the acting unit commander when assigned. 

 

18. Completes assignments as directed by the Unit Commander or Section 

Commander. 
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DUTIES AND RESPONSIBILITIES OF MEMBERS (Cont.) 
 

 

    IV.   Police Officer 

 

1.  Participates in policy development, accreditation/inspection process by on-site 

observation, record collection and analysis, data collection and analysis, task 

analysis, facility evaluation, and procedural evaluation. 

 

2. Attends meetings as directed by the Section Commander, Unit Commander, or 

Sergeant with respective element personnel during accreditation/inspection. 

 

3. Compares observation, collection, and analysis of data and activities with written 

directives governing the operation of the element. 

 

 4.   Reviews written directives of the respective element(s) to be inspected, such as 

applicable Departmental Orders, Rules and Regulations, Standard Operating 

Procedures, Official Bulletins, memorandums, Training Bulletins, Legal 

Bulletins, State Statutes, etc., and determines their adequacy. 

 

5. Participates in organizing, editing, and completing the final inspection report 

with other members of the Inspections Detail. 

 

6. Evaluates functions, activities, tasks, and operations to ensure they are effective 

and productive. 

 

7. Performs specialized or general tasks as directed by the Section Commander, 

Unit Commander, or sergeant. 

 

8. Performs duties and responsibilities as needed for the Policy Compliance Unit, 

Accreditation Detail, Inspections Detail, and Policy Development Detail.  
 

9. Reviews prepares and presents high liability incidents before the High Liability 

Review Board.            

 

10. Assists the Unit Commander and Accreditation Manager in overseeing and 

facilitating Accreditation functions. 

 

11. Acts as the presenter for the High Liability Review Board. 

 

12. Acts as a presenter for the Policy Review Committee. 

 

13. Responds to public records requests assigned to the Unit. 
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INSPECTIONS DETAIL REPORT FORMAT (Cont.) 
 

 

3. Administration and Personnel 

 

a. Work scheduling and staffing 

b. Organizational chain of command 

c. Work measurement and task analysis 

d. Appearance and uniforms 

e. Training and training needs effectiveness 

f. Communications 

g. Complaint trends 

h. Overtime 

i. Performance, motivation, recognition, commendations 

 

 

                   4.   Records and Files 

  

a. Administrative files 

b. Personnel files 

c. Monthly or Periodical Reports 

 

              5.   Procedures and Operations 

 

                                 All Departmental Orders and Standard Operating Procedures pertinent to the   

                                 element, function, or system being inspected will be examined. 

 

                    

II.     Special Inspections:  

 

Focus on identifying special needs and/or circumstances. These inspections may be 

unannounced, narrow in scope, and generally conducted in sensitive organizational 

elements. 
 
 

             III.     Spot Inspections:  
 

Spot Inspections are usually short and brief, unannounced examinations of the 

organizational element.   

            

Special and spot inspection reports are short and concise, explicitly addressing the 

identified issue(s). They may be provided in writing or verbal form. 
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ACCREDITATION DETAIL (Cont.) 
 

 

III. To ensure compliance with standards, any failure to submit documents 

requested by the Accreditation Unit or the submission of incomplete 

documents will result in issuing a follow-up memorandum to the 

Division Chief of the affected Unit. Follow-up memorandums will have 

a suspense date of ten (10) calendar days and may be assigned a tickler 

number from the Office of the Chief. Extensions can be granted only 

upon approval of the Accreditation Manager.  

 

IV. Simultaneously, Accreditation Unit members shall personally contact 

each organizational element to retrieve the missing document(s). 

 

V. Review DOs and SOPs before publication and ensure adherence to 

CALEA.  

 

VI. All accreditation files will be maintained in a secured area. Files are not 

to be removed without the express consent of the Accreditation Manager. 

 

VII. The Accreditation Detail will issue a list of required documentation to 

each Division, listing in detail the Proofs of Compliance required to 

maintain all three (3) CALEA accreditations. The list of documents will 

be issued according to the month of the respective accreditation’s 

assessment dates.  
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POLICY REVIEW COMMITTEE (PRC) (Cont.) 
 

 

5. Schedule a PRC meeting once a directive is ready for review by the PRC 

Committee. Prepare an E-mail calendar invite to the Committee members 

and the originator of the written directive. Also, invite subject matter experts 

and any concerned parties that the directive affects.  

 

6. Once a PRC meeting is concluded, a PRC package containing a written 

report is prepared for the Chief of Police. The package contains committee 

amendments and/or recommendations and all applicable documents. The 

Chief of Police will review and approve this report prior to the official 

adoption of a new or revised written directive.  

 

7. The Professional Compliance Unit ensures the publication of written 

directives and official forms to the Department’s SharePoint website. 
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