St. Francis Police Department

Policy Manual

Personnel Complaints

1010.1 PURPOSE AND SCOPE

This policy provides guidelines for the reporting, investigation and disposition of complaints
regarding the conduct of members of the St. Francis Police Department (Minn. R. 6700.2200).
This policy shall not apply to any questioning, counseling, instruction, informal verbal
admonishment or other routine or unplanned contact of a member in the normal course of
duty, by a supervisor or any other member, nor shall this policy apply to a criminal investigation.

1010.2 POLICY

The St. Francis Police Department takes seriously all complaints regarding the service provided
by the Department and the conduct of its members.

The Department will accept and address all complaints of misconduct in accordance with this
policy and applicable federal, state and local law, municipal and county rules and the
requirements of any memorandum of understanding.

It is also the policy of this department to ensure that the community can report misconduct
without concern for reprisal or retaliation.

1010.3 PERSONNEL COMPLAINTS

Personnel complaints include any allegation of misconduct or improper job performance that, if
true, would constitute a violation of department policy or of federal, state or local law, policy or
rule. Personnel complaints may be generated internally or by the public.

Inquiries about conduct or performance that, if true, would not violate department policy or
federal, state or local law, policy or rule may be handled informally by a supervisor and shall not
be considered a personnel complaint. Such inquiries generally include clarification regarding
policy, procedures or the response to specific incidents by the Department.

1010.3.1 COMPLAINT CLASSIFICATIONS

Personnel complaints shall be classified in one of the following categories:



Informal - A matter in which the Chief is satisfied that appropriate action has been taken by a

supervisor of rank greater than the accused member.

Formal - A matter in which a supervisor determines that further action is warranted. Such

complaints may be investigated by a supervisor of rank greater than the accused member or

referred to the Office of the Chief, depending on the seriousness and complexity of the

investigation.

Incomplete - A matter in which the complaining party either refuses to cooperate or becomes
unavailable after diligent follow-up investigation. At the discretion of the assigned supervisor or
the Office of the Chief, such matters may be further investigated depending on the seriousness

of the complaint and the availability of sufficient information.

1010.3.2 SOURCES OF COMPLAINTS
The following applies to the source of complaints:

(@)

(b)

1010.4

Individuals from the public may make complaints in any form, including in writing, by
email, in person or by telephone.

Any department member becoming aware of alleged misconduct shall immediately
notify a supervisor.

Supervisors shall initiate a complaint based upon observed misconduct or receipt
from any source alleging misconduct that, if true, could result in disciplinary action.

Anonymous and third-party complaints should be accepted and investigated to the
extent that sufficient information is provided.

Tort claims and lawsuits may generate a personnel complaint.

The Minnesota Board of Peace Officer Standards and Training (POST) may refer
complaints alleging a violation of a statute or rule that the board is empowered to
enforce (Minn. Stat. § 214.10, Subd. 10).

Any person making a complaint may be accompanied by an attorney or other
representative, including at the time the complaint is made.

Any person wishing to file a complaint against the Chief of Police should be referred
to the City Administrator for investigation by an outside agency.

AVAILABILITY AND ACCEPTANCE OF COMPLAINTS

1010.4.1 COMPLAINT FORMS
Personnel complaint forms will be maintained in a clearly visible location in the public area of

the police facility.



1010.4.2 ACCEPTANCE

All complaints will be courteously accepted by any department member and promptly
forwarded to the on duty supervisor or on call supervisor. Although written complaints are
preferred, a complaint may also be filed orally, either in person or by telephone. Such
complaints will be directed to a supervisor. If a supervisor is not immediately available to take
an oral complaint, the receiving member shall obtain contact information sufficient for the
supervisor to contact the complainant. The supervisor, upon contact with the complainant, shall
complete and submit a complaint form as appropriate.

Although not required, complainants should be encouraged to file complaints in person so that
proper identification, signatures, photographs or physical evidence may be obtained as
necessary.

1010.4.3 COMPLAINT COPIES
After a complaint is filed, the appropriate supervisor should sign the document, keep a copy for
the department and provide a copy to the complainant.

1010.5 DOCUMENTATION

Supervisors shall ensure that all formal and informal complaints are documented on a complaint
form. The supervisor shall ensure that the nature of the complaint is defined as clearly as
possible.

All complaints and inquiries should also be documented in a log that records and tracks
complaints. The log shall include the nature of the complaint and the actions taken to address
the complaint. On an annual basis, the Department should audit the log and send an audit
report to the Chief of Police or the authorized designee.

1010.6 ADMINISTRATIVE INVESTIGATIONS

Allegations of misconduct will be administratively investigated as follows (Minn. R. 6700.2200).

1010.6.1 SUPERVISOR RESPONSIBILITIES

In general, the primary responsibility for the investigation of a personnel complaint shall rest
with the member's immediate supervisor, unless the supervisor is the complainant, or the
supervisor is the ultimate decision-maker regarding disciplinary action or has any personal
involvement regarding the alleged misconduct. The Chief of Police or the authorized designee
may direct that another supervisor investigate any complaint.

A supervisor who becomes aware of alleged misconduct shall take reasonable steps to prevent
aggravation of the situation.



The responsibilities of supervisors include, but are not limited to:

(@)

(h)

Ensuring that upon receiving or initiating any formal complaint, a complaint form is
completed.

1. The original complaint form will be directed to the supervisor of the accused
member who will take appropriate action and/or determine who will have
responsibility for the investigation.

2. In circumstances where the integrity of the investigation could be jeopardized
by reducing the complaint to writing or where the confidentiality of a
complainant is at issue, a supervisor shall orally report the matter to the Chief
of Police, who will initiate appropriate action.

Responding to all complaints in a courteous and professional manner.
Resolving those personnel complaints that can be resolved immediately.

1. Follow-up contact with the complainant should be made within 24 hours of the
Department receiving the complaint.

2. If the matter is resolved and no further action is required, the supervisor will
note the resolution in a complaint summary and forward the report to the Chief
of Police.

Ensuring that upon receipt of a complaint involving allegations of a potentially serious
nature, the Chief of Police is notified as soon as practicable.

Promptly contacting the Chief of Police for direction regarding their roles in
addressing a complaint that relates to sexual, racial, ethnic or other forms of
prohibited harassment or discrimination.

Consulting with the Chief of Police on unresolved personnel complaints, who will
determine whether to contact the complainant or assign the complaint for
investigation.

Informing the complainant of the investigator's name and the complaint number
within three days after assignment.

Investigating a complaint as follows:

1. Making reasonable efforts to obtain names, addresses and telephone numbers
of witnesses.

2. When appropriate, ensuring immediate medical attention is provided and
photographs of alleged injuries and accessible uninjured areas are taken.

Ensuring that the procedural rights of the accused member are followed.



()

Ensuring interviews of the complainant are generally conducted during reasonable
hours.

1010.6.2 EXTERNAL INVESTIGATIONS
The Chief of Police may request that an outside agency conduct an investigation anytime the

Chief of Police determines an external investigation is appropriate.

This department should not conduct an investigation when the Chief of Police is the subject of

the complaint. An external investigation should be requested through the City Administrator.

1010.6.3 ADMINISTRATIVE INVESTIGATION PROCEDURES
Whether conducted by a supervisor or an assigned member of the Office of the Chief, the

following shall apply to members covered by the Peace Officer Discipline Procedures Act (Minn.
Stat. § 626.89):

(a)

(e)

Interviews of an accused member shall be conducted during reasonable hours and
preferably when the member is on-duty (Minn. Stat. § 626.89, Subd. 7). If the member
is off-duty, he/she shall be compensated.

Unless waived by the member, interviews of an accused member shall be at the St.
Francis Police Department or at a place agreed upon by the accused member (Minn.
Stat. § 626.89, Subd. 4).

No more than two interviewers should ask questions of an accused member.

Prior to any interview, a member should be informed of the nature of the
investigation.

1. The member shall be given a copy of any written complaint signed by the
complainant (Minn. Stat. § 626.89, Subd. 5).

All interviews should be for a reasonable period and the member's personal needs
should be accommodated (Minn. Stat. § 626.89, Subd. 7).

No member should be subjected to offensive or threatening language, nor shall any
promises, rewards or other inducements be used to obtain answers.

Any member refusing to answer questions directly related to the investigation may be
ordered to answer questions administratively and may be subject to discipline for
failing to do so.

1. A member should be given an order to answer questions in an administrative
investigation that might incriminate the member in a criminal matter only after
the member has been given a Garrity advisement. Administrative investigators
should consider the impact that compelling a statement from the member may
have on any related criminal investigation and should take reasonable steps to



avoid creating any foreseeable conflicts between the two related investigations.
This may include conferring with the person in charge of the criminal
investigation (e.g., discussion of processes, timing, implications).

2. No information or evidence administratively coerced from a member may be
provided to anyone involved in conducting the criminal investigation or to any
prosecutor.

(h) The interviewer shall record all interviews of members and witnesses. The member
may also record the interview. A complete copy or transcript of the interview must be
made available to the member upon written request without charge or undue delay.
If the member has been previously interviewed, a copy of that recorded interview
shall be provided to the member prior to any subsequent interview (Minn. Stat. §
626.89, Subd. 8).

(i)  All members subjected to interviews that could result in discipline have the right to
have an uninvolved representative or attorney present before or during the interview
(Minn. Stat. § 626.89, Subd. 9). When a member requests a representative or
attorney, no interview may be taken until a reasonable opportunity is provided for the
member to obtain that person's presence. However, in order to maintain the integrity
of each individual's statement, involved members shall not consult or meet with a
representative or attorney collectively or in groups prior to being interviewed.

()  Allmembers shall provide complete and truthful responses to questions posed during
interviews.

(k)  No member may be compelled to submit to a polygraph examination, nor shall any
refusal to submit to such examination be mentioned in any investigation.

()  Before a formal statement is taken, the member shall be advised in writing or on the
record that admissions made may be used as evidence of misconduct or a basis for
discipline (Minn. Stat. § 626.89, Subd. 10).

(m) A member may not be required to produce financial records (Minn. Stat. § 626.89,
Subd. 11).

(n) A member's photograph will not be released unless allowed by law (Minn. Stat. §
626.89, Subd. 12).

1010.6.4 ADMINISTRATIVE INVESTIGATION FORMAT
Formal investigations of personnel complaints shall be thorough, complete and essentially
follow this format:

Introduction - Include the identity of the members, the identity of the assigned investigators,
the initial date and source of the complaint.



Synopsis - Provide a brief summary of the facts giving rise to the investigation.

Summary - List the allegations separately, including applicable policy sections, with a brief
summary of the evidence relevant to each allegation. A separate recommended finding should
be provided for each allegation.

Evidence - Each allegation should be set forth with the details of the evidence applicable to
each allegation provided, including comprehensive summaries of member and witness
statements.

Other evidence related to each allegation should also be detailed in this section.
Conclusion - A recommendation regarding further action or disposition should be provided.

Exhibits - A separate list of exhibits (e.g., recordings, photos, documents) should be attached
to the report.

1010.6.5 DISPOSITIONS
Each personnel complaint shall be classified with one of the following dispositions:

Unfounded - When the investigation discloses that the alleged acts did not occur or did not
involve department members. Complaints that are determined to be frivolous will fall within the
classification of unfounded.

Exonerated - When the investigation discloses that the alleged act occurred but that the act
was justified, lawful and/or proper.

Not sustained - When the investigation discloses that there is insufficient evidence to sustain
the complaint or fully exonerate the member.

Sustained - When the investigation discloses sufficient evidence to establish that the act
occurred and that it constituted misconduct.

If an investigation discloses misconduct or improper job performance that was not alleged in
the original complaint, the investigator shall take appropriate action with regard to any
additional allegations.

The Chief of Police may authorize that any investigation be re-opened any time substantial new
evidence is discovered concerning the complaint.

1010.6.6 COMPLETION OF INVESTIGATIONS

Every investigator or supervisor assigned to investigate a personnel complaint or other alleged
misconduct shall proceed with due diligence in an effort to complete the investigation within
one year from the date of discovery by an individual authorized to initiate an investigation.



1010.6.7 NOTICE TO COMPLAINANT OF INVESTIGATION STATUS

The member conducting the investigation shall provide the complainant with periodic updates
on the status of the investigation, as appropriate and consistent with the provisions of the
Minnesota Government Data Practices Act (MGDP) (Minn. Stat. § 13.43, Subd. 2; Minn. R.
6700.2200).

1010.7 ADMINISTRATIVE SEARCHES

Assigned lockers, storage spaces and other areas, including desks, offices and vehicles, may be
searched as part of an administrative investigation upon a reasonable suspicion of misconduct.

Such areas may also be searched any time by a supervisor for non-investigative purposes, such
as obtaining a needed report, radio or other document or equipment.

1010.8 ADMINISTRATIVE LEAVE

When a complaint of misconduct is of a serious nature, or when circumstances indicate that
allowing the accused to continue to work would adversely affect the mission of the Department,
the Chief of Police or the authorized designee may temporarily assign an accused employee to
administrative leave. Any employee placed on administrative leave:

(@) May be required to relinquish any department badge, identification, assigned
weapons and any other department equipment.

(b) Shall be required to continue to comply with all policies and lawful orders of a
supervisor.

(c) May be temporarily reassigned to a different shift, generally a normal business-hours
shift, during the investigation. The employee may be required to remain available for
contact at all times during such shift, and will report as ordered.

1010.9 CRIMINAL INVESTIGATION

Where a member is accused of potential criminal conduct, a separate supervisor or investigator
shall be assigned to investigate the criminal allegations apart from any administrative
investigation.

Any separate administrative investigation may parallel a criminal investigation.

The Chief of Police shall be notified as soon as practicable when a member is accused of
criminal conduct. The Chief of Police may request a criminal investigation by an outside law
enforcement agency.



A member accused of criminal conduct shall be provided with all rights afforded to a civilian.
The member should not be administratively ordered to provide any information in the criminal
investigation.

The St. Francis Police Department may release information concerning the arrest or detention of
any member, including an officer, that has not led to a conviction. No disciplinary action should
be taken until an independent administrative investigation is conducted.

The Chief of Police may postpone making a decision on an administrative investigation until any
related criminal charges are resolved. The complainant and involved member should be
informed of this decision.

1010.10 POST-ADMINISTRATIVE INVESTIGATION PROCEDURES

Upon completion of a formal investigation, an investigation report should be forwarded to the
Chief of Police. The Chief of Police may accept or modify any classification or recommendation
for disciplinary action.

1010.10.1 DISCIPLINE
Disciplinary action may include, but is not limited to (Minn. R. 6700.2200):

a) Oral reprimand.

(
(b)  Written reprimand.
(c) Suspension.

(

d) Demotion.

(e) Discharge.

1010.10.2 CHIEF OF POLICE RESPONSIBILITIES

Upon receipt of any written recommendation for disciplinary action, the Chief of Police shall
review the recommendation and all accompanying materials. The Chief of Police may modify
any recommendation and/or may return the file to the Department Supervisor for further
investigation or action.

Once the Chief of Police is satisfied that no further investigation or action is required by staff,
the Chief of Police shall determine the amount of discipline, if any, that should be imposed. In
the event disciplinary action is proposed, the Chief of Police shall provide the member with a
written notice and the following:

(a) Access to all of the materials considered by the Chief of Police in recommending the
proposed discipline.



(b)  An opportunity to respond orally or in writing to the Chief of Police within five days
of receiving the notice.

1. Upon a showing of good cause by the member, the Chief of Police may grant a
reasonable extension of time for the member to respond.

2. If the member elects to respond orally, the presentation shall be recorded by
the Department. Upon request, the member shall be provided with a copy of
the recording.

Once the member has completed his/her response or if the member has elected to waive any
such response, the Chief of Police shall consider all information received in regard to the
recommended discipline. The Chief of Police shall render a timely written decision to the
member and specify the grounds and reasons for discipline and the effective date of the
discipline. Once the Chief of Police has issued a written decision, the discipline shall become
effective.

1010.10.3 MINNESOTA POST INVESTIGATIONS
The Minnesota POST Board may require an administrative investigation based upon a complaint
alleging a violation of a statute or rule that the board is empowered to enforce.

Any such misconduct allegation or complaint assigned to this department shall be completed
and a written summary submitted to the POST executive director within 30 days of the order for
inquiry (Minn. Stat. § 214.10, Subd. 10).

The Department shall cooperate with POST's investigation and provide requested information
unless (Minn. Stat. § 626.8457):

(@) There is an active criminal investigation or active criminal proceeding regarding the
same incident or misconduct that is being investigated by POST.

(b)  An active internal investigation exists regarding the same incident or misconduct that
is being investigated by POST during 45 days from the time the request was made by
POST. The Chief of Police or the authorized designee shall comply with the request
upon completion of the internal investigation or once 45 days has passed, whichever
occurs first.

1010.10.4 NOTICE OF FINAL DISPOSITION TO THE COMPLAINANT

The Chief of Police or the authorized designee shall ensure that the complainant is notified of
the disposition (i.e., sustained, not sustained, exonerated, unfounded) of the complaint. Notice
must be consistent with the provisions of the MGDP (Minn. Stat. § 13.43, Subd. 2; Minn. R.
6700.2200).



1010.11 PRE-DISCIPLINE EMPLOYEE RESPONSE

The pre-discipline process is intended to provide the accused employee with an opportunity to
present a written or oral response to the Chief of Police after having had an opportunity to
review the supporting materials and prior to imposition of any recommended discipline. The
employee shall consider the following:

(@) The response is not intended to be an adversarial or formal hearing.

(b) Although the employee may be represented by an uninvolved representative or legal
counsel, the response is not designed to accommodate the presentation of testimony
or witnesses.

(c) The employee may suggest that further investigation could be conducted or the
employee may offer any additional information or mitigating factors for the Chief of
Police to consider.

(d) In the event that the Chief of Police elects to cause further investigation to be
conducted, the employee shall be provided with the results prior to the imposition of
any discipline.

(e) The employee may thereafter have the opportunity to further respond orally or in
writing to the Chief of Police on the limited issues of information raised in any
subsequent materials.

1010.12 RESIGNATIONS/RETIREMENTS PRIOR TO DISCIPLINE

In the event that a member tenders a written resignation or notice of retirement prior to the
imposition of discipline, it shall be noted in the file. The tender of a resignation or retirement by
itself shall not serve as grounds for the termination of any pending investigation or discipline.

1010.13 POST-DISCIPLINE APPEAL RIGHTS

Non-probationary employees have the right to appeal a suspension without pay, punitive
transfer, demotion, reduction in pay or step, or termination from employment. The employee
has the right to appeal using the procedures established by any collective bargaining agreement
and/or personnel rules (Minn. R. 6700.2200).

Employees covered by the Veterans Preference Act are entitled to written notice of the right to
request a hearing within 30 days of receipt of the notice of intent to terminate, suspend or
demote. Failure to request the hearing in the time specified waives the right to the hearing and
all other legal remedies. Any hearing shall be held in compliance with law (Minn. Stat. § 197.46).



1010.14 PROBATIONARY EMPLOYEES AND OTHER MEMBERS

At-will and probationary employees and members other than non-probationary employees may
be disciplined and/or released from employment without adherence to any of the procedures
set out in this policy, and without notice or cause at any time. These individuals are not entitled
to any rights under this policy except for employees covered by the Veterans Preference Act
(Minn. Stat. § 197.46). However, any of these individuals released for misconduct should be
afforded an opportunity solely to clear their names through a liberty interest hearing, which
shall be limited to a single appearance before the Chief of Police or the authorized designee
(Minn. R. 6700.2200).

Any probationary period may be extended at the discretion of the Chief of Police in cases where
the individual has been absent for more than a week or when additional time to review the
individual is considered to be appropriate.

1010.15 RETENTION OF PERSONNEL INVESTIGATION FILES

All personnel complaints shall be maintained in accordance with the established records
retention schedule and as described in the Personnel Records Policy.

1010.15.1 CONFIDENTIALITY OF PERSONNEL FILES

All active investigations of alleged misconduct and personnel complaints shall be considered
confidential and maintained separately from peace officer personnel files. The contents of such
files shall not be revealed to other than the involved member or authorized personnel, except
pursuant to lawful process, such as Minn. R. 6700.2500. Data in closed files shall be treated as
private or public data depending on whether discipline was imposed upon the member.
1010.15.2 LETTERS OF DISCIPLINE AND REPRIMANDS

Letters of discipline and reprimands may only be placed in a member’s personnel file after they
are received by the member (see generally Minn. Stat. § 626.89, Subd. 13).

1010.16 REQUIRED REPORTING TO POST

The Chief of Police or the authorized designee shall notify POST of certain officer personnel
events, including but not limited to:

(@) Atermination or resignation of an officer who is the subject of an internal or criminal
investigation due to alleged misconduct regardless of whether the investigation has
been initiated or completed, or whether the officer was criminally charged (Minn.
Stat. § 626.8457, Subd. 4).



(b) The violation of a required POST model policy identified in Minn. R. 6700.1615 (Minn.
R. 6700.1615, Subd. 2).



St. Francis Police Department
Policy 701 P

Policy Manual

Personal Communication Devices

701.1 PURPOSE AND SCOPE

The purpose of this policy is to establish guidelines for the use of mobile telephones and
communication devices, whether issued or funded by the Department or personally owned,
while on-duty or when used for authorized work-related purposes.

This policy generically refers to all such devices as Personal Communication Devices (PCDs) but
is intended to include all mobile telephones, personal digital assistants (PDAs), wireless-capable
tablets, and similar wireless two-way communications and/or portable internet-access devices.
PCD use includes but is not limited to placing and receiving calls, text messaging, blogging and
microblogging, emailing, using video or camera features, playing games, and accessing sites or
services on the internet.

701.2 POLICY

The St. Francis Police Department allows members to utilize department-issued or funded PCDs
and to possess personally owned PCDs in the workplace, subject to certain limitations. Any PCD
used while on- or off-duty for business-related purposes, or reasonably associated with work
related misconduct, will be subject to monitoring and inspection consistent with applicable law
and this policy.

Additionally, the use of a PCD either on-duty or after duty hours for business-related purposes,
or reasonably associated with work-related misconduct, may subject the member and the
member's PCD records to civil or criminal discovery or disclosure under applicable data
practices laws and rules of civil or criminal procedures.

Members who have questions regarding the application of this policy or the guidelines
contained herein are encouraged to seek clarification from supervisory staff.

701.3 PRIVACY EXPECTATION

Members forfeit any expectation of privacy with regard to any communication accessed,
transmitted, received, or reviewed on any PCD issued or funded by the Department and shall



have no expectation of privacy in their location should the device be equipped with location-
detection capabilities. This includes records of all keystrokes or web-browsing history made on
the PCD. The fact that access to a database, service, or website requires a username or
password will not create an expectation of privacy if it is accessed through department PCDs or
networks (see the Information Technology Use Policy for additional guidance).

Members have no expectation of privacy regarding any communications while using a
personally owned PCD for department-related business or when the use reasonably implicates
work-related misconduct.

701.4 DEPARTMENT-ISSUED PCD

Depending on a member's assignment and the needs of the position, the Department may, at
its discretion, issue or fund a PCD for the member's use to facilitate on-duty performance.
Department-issued or funded PCDs may not be used for personal business either on- or off duty
unless authorized by the Chief of Police or the authorized designee. Such devices and the
associated telephone number, if any, shall remain the sole property of the Department and shall
be subject to inspection or monitoring (including all related records and content) at any time
without notice and without cause.

701.5 PERSONALLY OWNED PCD

Members may carry a personally owned PCD while on-duty, subject to the following conditions
and limitations:

(@) Permission to carry a personally owned PCD may be revoked if it is used contrary to
provisions of this policy.

(b) The Department accepts no responsibility for loss of or damage to a personally owned
PCD.

(c) The PCD and any associated services shall be purchased, used, and maintained solely
at the member's expense.

(d) The device should not be used for work-related purposes except in exigent
circumstances (e.g., unavailability of radio communications) or as otherwise
authorized by department procedures.

1. Use of a personally owned PCD for work-related business constitutes consent
for the Department to access the PCD to inspect and copy the work-related data
(e.g., for litigation purposes, public records retention and release obligations,
internal investigations).



(e)

2. Use of and data within a personally owned PCD may be discoverable in cases
when there is reason to believe it is associated with work-related misconduct.

3.  Searches of a personally owned PCD by the Department should be limited to
those matters reasonably associated with the work-related business or work
related misconduct.

The device shall not be utilized to record or disclose any department business related
information, including photographs, video, or the recording or transmittal of any
information or material obtained or made accessible as a result of employment or
appointment with the Department, without the express authorization of the Chief of
Police or the authorized designee.

If the PCD is carried on-duty, members will provide the Department with the
telephone number of the device.

All work-related documents, emails, photographs, recordings, and other public
records created or received on a member's personally owned PCD should be
transferred to the St. Francis Police Department and deleted from the member's PCD
as soon as reasonably practicable but no later than the end of the member's shift.

701.5.1 PUBLIC RECORDS
Work related information including data created, received, recorded or stored on a personally

owned PCD in the course of department duties is considered government data subject to the

requirements of the Minnesota Government Data Practices Act and discovery obligations (Minn.
Stat. § 13.01 et seq.).

701.6 USE OF PCD

The following protocols shall apply to all PCDs that are carried while on-duty or used to conduct

department business:

A PCD shall not be carried in a manner that allows it to be visible while in uniform
unless it is in an approved carrier.

All PCDs in the workplace shall be set to silent or vibrate mode.

A PCD may not be used to conduct personal business while on-duty except for brief
personal communications (e.g., informing family of extended hours). Members shall
endeavor to limit their use of PCDs to authorized break times unless an emergency
exists.

Members may use a PCD to communicate with other personnel in situations where
the use of radio communications is either impracticable or not feasible. PCDs should
not be used as a substitute for, as a way to avoid, or in lieu of regular radio
communications.



(e)

Members are prohibited from taking pictures, audio or video recordings, or making
copies of any such picture or recording media unless it is directly related to official
department business. Disclosure of any such information to any third party through
any means requires the express authorization of the Chief of Police or the authorized
designee.

Members will not access social networking sites for any purpose that is not official
department business. This restriction does not apply to a personally owned PCD used
during authorized break times.

Using PCDs to harass, threaten, coerce, or otherwise engage in inappropriate conduct
with any third party is prohibited. Any member having knowledge of such conduct
shall promptly notify a supervisor.

701.7 SUPERVISOR RESPONSIBILITIES

The responsibilities of supervisors include but are not limited to:

(a)

(b)

Ensuring that members under their command are provided appropriate training on
the use of PCDs consistent with this policy.

Monitoring, to the extent practicable, PCD use in the workplace and taking prompt
corrective action if a member is observed or reported to be improperly using a PCD.

1. An investigation into improper conduct should be promptly initiated when
circumstances warrant.

2. Before conducting any administrative search of a member's personally owned
device, supervisors should consult with the Chief of Police or the authorized
designee.

701.8 USE WHILE DRIVING

The use of a PCD while driving can adversely affect safety, cause unnecessary distractions, and

present a negative image to the public. Officers operating emergency vehicles should restrict

the use of these devices to matters involving official duties and, where practicable, stop the

vehicle at an appropriate location to use the PCD (Minn. Stat. § 169.475).

Except in an emergency, members who are operating non-emergency vehicles shall not use a

PCD while driving unless the device is specifically designed and configured to allow hands-free
use (Minn. Stat. § 169.475). Hands-free use should be restricted to business-related calls or calls

of an urgent nature.



St. Francis Police Department

Policy Manual

Personal Appearance Standards

1024.1 PURPOSE AND SCOPE

To project uniformity and neutrality toward the public and other members of the Department,
employees shall maintain their personal hygiene and appearance to project a professional
image appropriate for this department and for their assignment.

1024.2 POLICY

St. Francis Police Department members shall maintain their personal hygiene and appearance to
project a professional image that is appropriate for this department and for their assignments.
Department personal appearance standards are primarily based on safety requirements,
appearance conformity, and the social norms of the community served, while considering
matters important to members of the Department.

1024.3 GROOMING

Unless otherwise stated and because deviations from these standards could present officer
health safety issues, the following appearance standards shall apply to all members, except
those whose current assignment would deem them not appropriate, and where the Chief of
Police has granted exception.

1024.3.1 PERSONAL HYGIENE

All members must maintain proper personal hygiene. Examples of improper personal hygiene
include but are not limited to dirty fingernails, bad breath, body odor, and dirty or unkempt hair.
Any member who has a condition due to a protected category (e.g., race, physical disability)
that affects any aspect of personal hygiene covered by this policy may qualify for an
accommodation and should report any need for an accommodation to the Chief of Police.

1024.3.2 HAIR

Hair shall be clean, neatly trimmed or arranged, and of a natural hair color. Hairstyles with
shaved designs in the scalp are prohibited. Hair adornments shall be primarily for the purpose
of securing the hair and must present a professional image.



Hairstyles for male department members must not extend below the top edge of a uniform or
dress shirt collar while assuming a normal stance.

When working a field assignment, hairstyles for female department members must not extend
below the bottom edge of a uniform or dress shirt collar while assuming a normal stance.
Longer hair shall be worn up or in a tightly wrapped braid or ponytail that is secured to the head
above the bottom edge of the shirt collar.

1024.3.3 MUSTACHES
Mustaches shall not extend below the corners of the mouth or beyond the natural hairline of
the upper lip and shall be short and neatly trimmed.

1024.3.4 SIDEBURNS
Sideburns shall not extend below the bottom of the outer ear opening (the top of the earlobes)
and shall be trimmed and neat.

1024.3.5 FACIAL HAIR

Officers are permitted to have a clean, well-groomed, and neatly trimmed beard or goatee.
Facial hair must be a minimum of 1/4 inch (no stubble) but may not exceed 1/2 inch in length.
Patchy clumps of hair will not be considered beards and are not permitted. Hair shall not extend
beyond the Adam's apple. "Soul patch" style of facial hair is not permitted.

1024.3.6 FINGERNAILS
Fingernails shall be cleaned and neatly trimmed to a length that will not present a safety
concern.

The color of fingernail polish shall present a professional image.

1024.4 TATTOOS

At no time while the member is on-duty or representing the Department in any official capacity
shall any offensive tattoo or body art be visible. Examples of offensive tattoos include but are
not limited to those that exhibit or advocate discrimination; those that exhibit gang,
supremacist, or extremist group affiliation; and those that depict or promote drug use, sexually
explicit acts, or other obscene, indecent, or inappropriate material. Tattoos on the neck, face,
head, scalp or hands are prohibited unless authorized by the Chief of Police. The final decision
on the interpretation of a tattoo is determined by the Chief of Police.

If the tattoo/body art is deemed to be inappropriate, the member shall take necessary steps to
conceal the tattoo/body art.



1024.5 APPEARANCE

1024.5.1 JEWELRY
For the purpose of this policy, jewelry refers to rings, earrings, necklaces, bracelets,
wristwatches, and tie tacks or tie bars. Jewelry shall present a professional image and may not

create a safety concern for the department member or others. Jewelry that depicts racial,

sexual, discriminatory, gang-related, or obscene language is not allowed.

(@)
(b)
(c)

Necklaces shall not be visible above the shirt collar.
Earrings shall be small and worn only in or on the earlobe.

One ring or ring set may be worn on each hand of the department member. No rings
should be of the type that would cut or pose an unreasonable safety risk to the
member or others during a physical altercation if the member is assigned to a position
where that may occur.

One small bracelet, including a bracelet identifying a medical condition, may be worn
on one arm.

Wristwatches shall be conservative and present a professional image.

Tie tacks or tie bars worn with civilian attire shall be conservative and present a
professional image.

1024.5.2 BODY PIERCING OR ALTERATION
Body piercing (other than earlobes) or alteration to any area of the body visible while on-duty
or while representing the St. Francis Police Department in any official capacity that is a deviation

from normal anatomical features and not medically required is prohibited. Such body alteration

includes but is not limited to:

(@)
(b)

(c)

(d)

Tongue splitting or piercing.

The complete or transdermal implantation of any material other than hair
replacement (i.e., foreign objects inserted under the skin to create a design or
pattern).

Abnormal shaping of the ears, eyes, nose, or teeth (i.e., enlarged or stretched out
holes in the earlobes).

Branding, scarification, or burning to create a design or pattern.

1024.5.3 DENTAL ORNAMENTATION



Dental ornamentation for decorative purposes that is not medically required is prohibited while
on-duty or while representing the St. Francis Police Department in any official capacity. Such
ornamentation includes but is not limited to:

(@) Objects that are bonded to front teeth.
(b) Gold, platinum, or other veneers or caps used for decorative purposes.

(c) Orthodontic appliances that are colored for decorative purposes.

1024.5.4 GLASSES AND CONTACT LENSES

Eyeglasses and sunglasses shall be conservative and present a professional image. Contact
lenses with designs that change the normal appearance of the eye and that are not medically
required are prohibited while on-duty or while representing the St. Francis Police Department in
any official capacity.

1024.5.5 COSMETICS AND FRAGRANCES
Cosmetics shall be conservative and present a professional image. Use of cologne, perfume,
aftershave lotion, and other items used for body fragrance shall be kept to a minimum.

1024.5.6  UNDERGARMENTS
Proper undergarments shall be worn as necessary for reasons of hygiene and general
appearance standards.

1024.6 RELIGIOUS ACCOMMODATION

The religious beliefs and needs of department members should be reasonably accommodated.
Requests for religious accommodation should generally be granted unless there is a compelling
security or safety reason and denying the request is the least restrictive means available to
ensure security or safety. The Chief of Police should be advised any time a request for religious
accommodation is denied.

Those who request to wear headscarves, simple head coverings, certain hairstyles, or facial hair
for religious reasons should generally be accommodated absent unusual circumstances.

1024.7 EXEMPTIONS

Members who seek an exemption to this policy protected by law (e.g., culturally protective
hairstyles) should generally be accommodated (Minn. Stat. § 363A.03). A member with an

exemption may be ineligible for an assignment if the individual accommodation presents a
security or safety risk. The Chief of Police should be advised any time a request for such an



accommodation is denied or when a member with an exemption is denied an assignment based
on a safety or security risk.



St. Francis Police Department
Policy 304 P

Policy Manual

Officer-Involved Shootings and Deaths

304.1 PURPOSE AND SCOPE

The purpose of this policy is to establish policy and procedures for the investigation of an
incident in which a person is injured or dies as the result of an officer-involved shooting or dies
as a result of another action of an officer.

In other incidents not covered by this policy, the Chief of Police may decide that the
investigation will follow the process provided in this policy.

304.2 POLICY

The policy of the St. Francis Police Department is to ensure that officer-involved shootings and
deaths are investigated in a thorough, fair and impartial manner.

304.3 TYPES OF INVESTIGATIONS

Officer-involved shootings and deaths involve several separate investigations. The investigations

may include:
. A criminal investigation of the suspect’s actions.
. A criminal investigation of the involved officer’s actions.
. An administrative investigation as to policy compliance by involved officers.
. A civil investigation to determine potential liability.

304.4 CONTROL OF INVESTIGATIONS

Investigators from surrounding agencies may be assigned to work on the criminal investigation
of officer-involved shootings and deaths. This may include at least one investigator from the
agency that employs the involved officer.



Jurisdiction is determined by the location of the shooting or death and the agency employing
the involved officer. The following scenarios outline the jurisdictional responsibilities for
investigating officer-involved shootings and deaths.

304.4.1 CRIMINAL INVESTIGATION OF SUSPECT ACTIONS

The investigation of any possible criminal conduct by the suspect is controlled by the agency in
whose jurisdiction the suspect’s crime occurred. For example, the St. Francis Police Department
would control the investigation if the suspect’s crime occurred in St. Francis.

If multiple crimes have been committed in multiple jurisdictions, identification of the agency
that will control the investigation may be reached in the same way as with any other crime. The
investigation may be conducted by the agency in control of the criminal investigation of the
involved officer, at the discretion of the Chief of Police and with concurrence from the other
agency. 304.4.2 CRIMINAL INVESTIGATION OF OFFICER ACTIONS

The control of the criminal investigation into the involved officer’s conduct during the incident
will be determined by the employing agency’s protocol. When an officer from this department
is involved, the criminal investigation will be handled according to the Criminal Investigation
section of this policy.

Requests made of this department to investigate a shooting or death involving an outside
agency’s officer shall be referred to the Chief of Police or the authorized designee for approval.

304.4.3 ADMINISTRATIVE AND CIVIL INVESTIGATION
Regardless of where the incident occurs, the administrative and civil investigation of each
involved officer is controlled by the respective employing agency.

304.4.4 POST ADMINISTRATIVE INVESTIGATIONS

The Minnesota POST Board may require an administrative investigation based on a complaint
alleging a violation of a statute or rule that the board is empowered to enforce. An officer-
involved shooting may result in such an allegation. Any such complaint assigned to this
department shall be completed and a written summary submitted to the POST executive
director within 30 days of the order for inquiry (Minn. Stat. § 214.10, Subd. 10).

304.5 INVESTIGATION PROCESS

The following procedures are guidelines used in the investigation of an officer-involved shooting
or death.

304.5.1 UNINVOLVED OFFICER RESPONSIBILITIES



Upon arrival at the scene of an officer-involved shooting or death, the first uninvolved SFPD

officer will be the officer-in-charge and will assume the responsibilities of a supervisor until

properly relieved. This officer should, as appropriate:

Secure the scene and identify and eliminate hazards for all those involved.

Take reasonable steps to obtain emergency medical attention for injured individuals.
Request additional resources from the Department or other agencies.

Coordinate a perimeter or pursuit of suspects.

Check for injured persons and evacuate as needed.

Brief the supervisor upon arrival.

304.5.2 SUPERVISOR RESPONSIBILITIES
Upon arrival at the scene, the first uninvolved SFPD supervisor should ensure completion of the

duties as outlined above, plus:

(a)

(e)

Attempt to obtain a brief overview of the situation from any uninvolved officers.

1. In the event that there are no uninvolved officers who can supply adequate
overview, the supervisor should attempt to obtain a brief voluntary overview
from one involved officer.

If necessary, the supervisor may administratively order any SFPD officer to
immediately provide public safety information necessary to secure the scene, identify
injured parties and pursue suspects.

(a) Public safety information shall be limited to such things as outstanding suspect
information, number and direction of any shots fired, perimeter of the incident
scene, identity of known or potential witnesses and any other pertinent
information.

(b) The initial on-scene supervisor should not attempt to order any involved officer
to provide any information other than public safety information.

Provide all available information to the Police Chief and Central Communications. If
feasible, sensitive information should be communicated over secure networks.

Take command of and secure the incident scene with additional SFPD members until
properly relieved by another supervisor or other assigned personnel or investigator.

As soon as practicable, ensure that involved officers are transported (separately, if
feasible) to a suitable location for further direction.



1. Each involved SFPD officer should be given an administrative order not to
discuss the incident with other involved officers or SFPD members pending
further direction from a supervisor.

2.  When an involved officer's weapon is taken or left at the scene for other than
officer-safety reasons (e.g., evidence), ensure that he/she is provided with a
comparable replacement weapon or transported by other officers.

304.5.3 NOTIFICATIONS
The following persons shall be notified as soon as practicable:

. Chief of Police
. Sergeant

. Outside agency investigators (e.g., Anoka County CID, Minnesota Bureau of Criminal
Apprehension) if appropriate

. Psychological/peer support personnel

. Chaplain

. Medical Examiner (if necessary)

. Involved officer's bargaining unit representative

304.5.4 INVOLVED OFFICERS
The following shall be considered for the involved officer:

(@) Anyrequest for legal or union representation will be accommodated.

1. Involved SFPD officers shall not be permitted to meet collectively or in a group
with an attorney or any representative prior to providing a formal interview or
report.

2. Requests from involved non-SFPD officers should be referred to their employing
agency.
(b) Discussions with licensed attorneys will be considered privileged as attorney-client

communications.

(c) Discussions with agency representatives/employee groups will be privileged only as
to the discussion of non-criminal information.

(d) A licensed psychotherapist shall be provided by the Department to each involved
SFPD officer. A licensed psychotherapist may also be provided to any other affected
SFPD members, upon request.

1. Interviews with a licensed psychotherapist will be considered privileged.



2.  Aninterview or session with a licensed psychotherapist may take place prior to
the member providing a formal interview or report. However, the involved
members shall not be permitted to consult or meet collectively or in a group
with a licensed psychotherapist prior to providing a formal interview or report.

3.  Aseparate fitness-for-duty exam may also be required (see the Fitness for Duty
Policy).

(e) Communications between the involved officer and a peer support member, peer
support counselors, and critical incident stress management team members are
addressed in the Wellness Program Policy.

Care should be taken to preserve the integrity of any physical evidence present on the involved
officer's equipment or clothing, such as blood or fingerprints, until investigators or lab personnel
can properly retrieve it.

Each involved SFPD officer shall be given reasonable paid administrative leave following an
officer-involved shooting or death. It shall be the responsibility of the Supervisor to make
schedule adjustments to accommodate such leave.

304.6 CRIMINAL INVESTIGATION

The Prosecuting Attorney's Office is responsible for the criminal investigation into the
circumstances of any officer-involved shooting involving injury or death.

If available, investigative personnel from this department may be assigned to partner with
investigators from outside agencies or the Prosecuting Attorney's Office to avoid duplicating
efforts in related criminal investigations.

Once public safety issues have been addressed, criminal investigators should be given the
opportunity to obtain a voluntary statement from involved officers and to complete their
interviews.

The following shall be considered for the involved officer:

(@) SFPD supervisors and Office of the Chief personnel should not participate directly in
any voluntary interview of SFPD officers. This will not prohibit such personnel from
monitoring interviews or providing the criminal investigators with topics for inquiry.

(b) If requested, any involved officer will be afforded the opportunity to consult
individually with a representative of the officer's choosing or an attorney prior to
speaking with criminal investigators. However, in order to maintain the integrity of
each involved officer's statement, involved officers shall not consult or meet with a
representative or an attorney collectively or in groups prior to being interviewed.



(c) If any involved officer is physically, emotionally, or otherwise not in a position to
provide a voluntary statement when interviewed by criminal investigators,
consideration should be given to allowing a reasonable period for the officer to
schedule an alternate time for the interview.

(d) Any voluntary statement provided by an involved officer will be made available for
inclusion in any related investigation, including administrative investigations.
However, no administratively coerced statement will be provided to any criminal
investigators unless the officer consents.

304.6.1 REPORTS BY INVOLVED SFPD OFFICERS

In the event that suspects remain outstanding or subject to prosecution for related offenses,
this department shall retain the authority to require involved SFPD officers to provide sufficient
information for related criminal reports to facilitate the apprehension and prosecution of those
individuals.

While the involved SFPD officer may write the report, it is generally recommended that such
reports be completed by assigned investigators, who should interview all involved officers as
victims/witnesses. Since the purpose of these reports will be to facilitate criminal prosecution,
statements of involved officers should focus on evidence to establish the elements of criminal
activities by suspects. Care should be taken not to duplicate information provided by involved
officers in other reports.

Nothing in this section shall be construed to deprive an involved SFPD officer of the right to
consult with legal counsel prior to completing any such criminal report.

Reports related to the prosecution of criminal suspects will be processed according to normal
procedures but should also be included for reference in the investigation of the officer-involved
shooting or death.

304.6.2 WITNESS IDENTIFICATION AND INTERVIEWS

Because potential witnesses to an officer-involved shooting or death may become unavailable
or the integrity of their statements compromised with the passage of time, a supervisor should
take reasonable steps to promptly coordinate with criminal investigators to utilize available law
enforcement personnel for the following:

(a) Identification of all persons present at the scene and in the immediate area.

1. When feasible, a recorded statement should be obtained from those persons
who claim not to have witnessed the incident but who were present at the time
it occurred.



2. Any potential witness who is unwilling or unable to remain available for a formal
interview should not be detained absent reasonable suspicion to detain or
probable cause to arrest. Without detaining the individual for the sole purpose
of identification, attempts to identify the witness prior to his/her departure
should be made whenever feasible.

(b)  Witnesses who are willing to provide a formal interview should be asked to meet at a
suitable location where criminal investigators may obtain a recorded statement. Such
witnesses, if willing, may be transported by a member of the Department.

1. A written, verbal or recorded statement of consent should be obtained prior to
transporting a witness. When the witness is a minor, consent should be
obtained from the parent or guardian, if available, prior to transportation.

(c) Promptly contacting the suspect’s known family and associates to obtain any available
and untainted background information about the suspect’s activities and state of
mind prior to the incident.

304.6.3 INVESTIGATIVE PERSONNEL

Once notified of an officer-involved shooting or death, it shall be the responsibility of the
designated Investigations supervisor to assign appropriate investigative personnel to handle the
investigation of related crimes. Department investigators will be assigned to work with
investigators from the Prosecuting Attorney's Office and may be assigned to separately handle
the investigation of any related crimes not being investigated by the Prosecuting Attorney's
Office.

All related department reports, except administrative and/or privileged reports, will be
forwarded to the designated Investigations supervisor for approval. Privileged reports shall be
maintained exclusively by members who are authorized such access. Administrative reports will
be forwarded to the appropriate Department Supervisor.

304.7 ADMINISTRATIVE INVESTIGATION

In addition to all other investigations associated with an officer-involved shooting or death, this
department will conduct an internal administrative investigation of involved SFPD officers to

determine conformance with department policy. This investigation will be conducted under the
supervision of the Office of the Chief and will be considered a confidential officer personnel file.

Interviews of members shall be subject to department policies and applicable laws (Personnel
Complaints Policy; Minn. Stat. § 626.89).

(@) Any officer involved in a shooting or death may be requested or administratively
compelled to provide a blood sample for alcohol/drug screening in accordance with



the drug and alcohol testing guidelines in the Drug- and Alcohol-Free Workplace
Policy adopted under the authority of Minn. Stat. § 181.950 to Minn. Stat. § 181.957.
Absent consent from the officer, such compelled samples and the results of any such
testing shall not be disclosed to any criminal investigative agency.

If any officer has voluntarily elected to provide a statement to criminal investigators,
the assigned administrative investigator should review that statement before
proceeding with any further interview of that involved officer.

1. If a further interview of the officer is deemed necessary to determine policy

compliance, care should be taken to limit the inquiry to new areas with
minimal, if any, duplication of questions addressed in the voluntary statement.
The involved officer shall be provided with a copy of his/her prior statement
before proceeding with any subsequent interviews.

In the event that an involved officer has elected not to provide criminal investigators
with a voluntary statement, the assigned administrative investigator shall conduct an
administrative interview to determine all relevant information (Minn. Stat. § 626.89).

(a)

(d)

(e)

Although this interview should not be unreasonably delayed, care should be
taken to ensure that the officer’s physical and psychological needs have been
addressed before commencing the interview.

The interview must be taken at the SFPD or at a place agreed to by the
interviewer and the involved officer.

The interview must be of reasonable duration and provide the involved officer
reasonable periods for rest and personal necessities. When practicable, the
interview must be held during the involved officer’s regularly scheduled work
shift. If not, the involved officer must be compensated at his/her current pay
rate.

If requested, the officer shall have the opportunity to select an uninvolved
representative or an attorney, or both, to be present during the interview.
However, in order to maintain the integrity of each individual officer’s
statement, involved officers shall not consult or meet with a representative
collectively or in groups prior to being interviewed.

Administrative interviews shall be recorded electronically or otherwise by the
investigator. The officer may also record the interview. A complete copy or
transcript of the interview must be provided to the involved officer upon written
request without charge or undue delay.

The officer shall be informed of the nature of the investigation. If an officer
refuses to answer questions, he/she should be given his/her Garrity rights and



ordered to provide full and truthful answers to all questions. The officer shall be
informed in writing or on the record that the interview will be for administrative
purposes only and that the statement cannot be used criminally.

(g) The Chief shall compile all relevant information and reports necessary for the
Department to determine compliance with applicable policies.

(h) Any other indications of potential policy violations shall be determined in
accordance with standard disciplinary procedures.

304.8 CIVIL LIABILITY RESPONSE

A member of this department may be assigned to work exclusively under the direction of the
legal counsel for the Department to assist in the preparation of materials deemed necessary in
anticipation of potential civil litigation.

All materials generated in this capacity shall be considered attorney work product and may not
be used for any other purpose. The civil liability response is not intended to interfere with any
other investigation but shall be given reasonable access to all other investigations.

304.9 AUDIO AND VIDEO RECORDINGS

Any officer involved in a shooting or death may be permitted to review available Mobile Audio/
Video (MAV), body-worn video, or other video or audio recordings prior to providing a recorded
statement or completing reports.

Upon request, non-law enforcement witnesses who are able to verify their presence and their
ability to contemporaneously perceive events at the scene of an incident may also be permitted
to review available MAV, body-worn video, or other video or audio recordings with the approval
of assigned investigators or a supervisor.

Any MAV, body-worn video, and other known video or audio recordings of an incident should
not be publicly released during an ongoing investigation without consulting the prosecuting
attorney or City Attorney's Office, as appropriate.

304.9.1 AUDIO AND VIDEO RECORDINGS OF USE OF FORCE INCIDENTS INVOLVING DEATHS OF
INDIVIDUALS

When a person dies as a result of the use of force by an officer, the Department shall allow
certain individuals as identified in Minn. Stat. § 13.825, upon request, to inspect all portable
recording system data that documents the incident within five days of the request and pursuant
to the provisions of Minn. Stat. § 13.825.



304.10 DEBRIEFING

Following an officer-involved shooting or death, the St. Francis Police Department should
conduct both a Critical Incident Stress Debriefing and a tactical debriefing. See the Wellness
Program Policy for guidance on Critical Incident Stress Debriefings.

304.10.1 TACTICAL DEBRIEFING

A tactical debriefing should take place to identify any training or areas of policy that need
improvement. The Chief of Police should identify the appropriate participants. This debriefing
should not be conducted until all involved members have provided recorded or formal
statements to criminal and/or administrative investigators.

304.11 MEDIA RELATIONS

Any media release shall be prepared with input and concurrence from the supervisor and
department representative responsible for each phase of the investigation. Releases will be
available to department supervisors in the event of inquiries from the media.

No involved SFPD officer shall make any comment to the media unless he/she is authorized by
the Chief of Police or a Department Supervisor.

Department members receiving inquiries regarding officer-involved shootings or deaths
occurring in other jurisdictions shall refrain from public comment and will direct those inquiries
to the agency having jurisdiction and primary responsibility for the investigation.

304.12 REPORTING

If an officer discharges a firearm in the course of duty, the Chief of Police shall notify the
Commissioner of Public Safety within 30 days of the reason for and the circumstances
surrounding the discharge of the firearm (Minn. Stat. § 626.553).



St. Francis Police Department

Policy Manual

Occupational Disease, Personal Injury and Death
Reporting

1023.1 PURPOSE AND SCOPE

The purpose of this policy is to provide guidance regarding the timely reporting of occupational
diseases, personal injuries and deaths.

1023.1.1 DEFINITIONS

Definitions related to this policy include (Minn. Stat. § 176.011):

Occupational disease — A mental impairment or physical disease arising out of and in the
course of employment peculiar to the occupation in which the member is engaged and due to
causes in excess of the hazards ordinary of employment. The term includes diagnosis of
posttraumatic stress disorder (PTSD) by a psychiatrist or psychologist; however, mental
impairment is not considered a disease if it results from a disciplinary action, work evaluation,
job transfer, layoff, demotion, promotion, termination, retirement or similar action taken in
good faith by the Department.

Personal injury — Any mental impairment or physical injury arising out of and in the course of
employment, including personal injury caused by occupational disease, while engaged in, on or
about the premises where the member’s services require the member’s presence as part of that
service at the time of the injury and during the hours of that service. Personal injury does not
include an injury caused by the act of a third person or fellow department member who
intended to injure the member because of personal reasons, and not directed against the
member as a member of the St. Francis Police Department, or because of the employment with
the St. Francis Police Department. Mental impairment is not considered a personal injury if it
results from a disciplinary action, work evaluation, job transfer, layoff, demotion, promotion,
termination, retirement or similar action taken in good faith by the Department.



1023.2 POLICY

The St. Francis Police Department will address occupational diseases, personal injuries and
deaths appropriately, and will comply with applicable state workers’ compensation
requirements (Minn. Stat. § 176.231).

1023.3 RESPONSIBILITIES

1023.3.1 MEMBER RESPONSIBILITIES

Any member sustaining any occupational disease or personal injury shall report such event as
soon as practicable, but within 24 hours, to a supervisor, and shall seek medical care when
appropriate.

1023.3.2 SUPERVISOR RESPONSIBILITIES

A supervisor learning of any occupational disease or personal injury should ensure the member
receives medical care as appropriate.

Supervisors shall ensure that required documents regarding workers’ compensation are
completed and forwarded promptly. Any related Citywide disease- or injury-reporting protocol
shall also be followed.

Supervisors shall determine whether the Major Incident Notification and Workplace Accident
and Injury Reduction policies apply and take additional action as required.

1023.3.3 DEPARTMENT SUPERVISOR RESPONSIBILITIES

The Department Supervisor who receives a report of an occupational disease, personal injury or
death should review the report for accuracy and determine what additional action should be
taken. The report shall then be forwarded to the Chief of Police to ensure any required
Minnesota Occupational Safety and Health Administration (MNOSHA) reporting is made as
required in the illness and injury prevention plan identified in the Workplace Accident and Injury
Reduction Policy.

1023.3.4 CHIEF OF POLICE RESPONSIBILITIES

The Chief of Police shall review and forward copies of the report to the Department of Human
Resources. Copies of the report and related documents retained by the Department shall be
filed in the member’s confidential medical file.



1023.4 SETTLEMENT OFFERS

When a member sustains an occupational disease or personal injury that is caused by another
person and is subsequently contacted by that person, his/her agent, insurance company or
attorney and offered a settlement, the member shall take no action other than to submit a
written report of this contact to his/her supervisor as soon as possible.

1023.4.1 NO SETTLEMENT WITHOUT PRIOR APPROVAL

No less than 10 days prior to accepting and finalizing the settlement of any third-party claim
arising out of or related to an occupational disease or personal injury, the member shall provide
the Chief of Police with written notice of the proposed terms of such settlement. In no case shall
the member accept a settlement without first providing written notice to the Chief of Police.
The purpose of such notice is to permit the City to determine whether the offered settlement
will affect any claim the City may have regarding payment for damage to equipment or
reimbursement for wages against the person who caused the disease or injury, and to protect
the City's right of subrogation, while ensuring that the member's right to receive compensation
is not affected.



Policy

St. Francis Police Department

1100 Pty Manus

Facility Use

1100.1 ST. FRANCIS POLICE FACILITY

The St. Francis Police Facility was designed to reflect the latest in architectural construction,
mechanical designs and systems, and at the same time, present a building, which is
atmospherically pleasing and offering a functional, secured work environment. It was also
designed to allow for the inclusion and implementation of ever-changing computer
technologies, information systems and radio communications. The facility is intended to provide
a professional work place from which staff can deliver effective public safety services to the
community. It is the intent of this policy to keep the St. Francis Police Department in a clean and
welcoming environment and violation may cause deterioration of the property and may be
subject to disciplinary action.

1100.2 GENERAL FACILITY USE RULES

To maintain a clean, efficient and professional atmosphere within the St. Francis Police
Department, the following general facility use rules are in place. Departmental staff violating
these rules may be subject to disciplinary action.

1100.3 SMOKING

Consistent with the Minnesota Clean Indoor Air Act and City of St. Francis Administrative Policy,
smoking is not permitted in the St. Francis Police Department, including the police department
parking facility.

1100.4 FOOD AND BEVERAGE

(a) As a general rule, food and beverages are to be consumed whenever possible
and practical in the break room.

1. Employees may consume drinks and snack food items in their designated work
areas so long as it does not interfere or conflict with their job responsibilities.
Appropriate care must be exercised to ensure that food and beverages brought



to the employee's workspace are not spilled, causing damage to equipment or
work product.

2. Employees eating meals in the police facility are to do so in the break room
unless their current work assignment or responsibilities require them to eat in
a workspace area or there is a special circumstance.

3. Food or beverage spills shall be cleaned up immediately, using care not to
damage finishes, carpeting, or equipment. All spills shall be reported, providing
the type of spill, time and location, cleanup effort performed and any cleaning
products used.

i. During business hours, the supervisor should be contacted immediately
regarding spills.

i After hours and on weekends, information regarding the spill must be left
for the supervisor.

4.  All employees are required to clean up the break room or work area following
a meal, work break or consuming snacks and/or drinks. This includes:

i. Dirty dishes, eating utensils, pots, pans, cooking utensils, glasses, cups,
etc. are to be cleaned up after the meal.

i Employees using the stove, oven or microwave oven are to clean any spills
or spray caused by the cooking of their food. Food being cooked should
be appropriately covered to prevent or minimize spilling and spraying.

5. Food may be cooked for employee consumption only in the break room.

6. Employees may store food and drinks in the refrigerator and freezer provided
in the facility break room. All food and drinks are to be visibly marked on the
container and dated, as many items are subject to spoiling.

i. Spoiled or contaminated food or drink will be thrown out. Additionally,
food without a date will be thrown out.

1100.5 POSTING OF VISUAL MATERIAL

The posting of notices, articles, photographs, cartoons, caricatures and humor-based materials
not specifically related to bona fide and official law enforcement organizations/issues,
departmental matters, City of St. Francis matters or union business are prohibited unless
specifically approved by the Chief of Police or Sergeant. Postings will be placed on bulletin
boards only and will have the posting employee's name/badge number and date. No name and
date on the posting will result in it being removed and discarded. No removal is permitted
unless approved by the Chief of Police or Sergeant.



1100.6

FACILITY CLEANING AND MAINTENANCE

A professional cleaning service on a contractual basis and in-house maintenance staff will be

used for regular cleaning and interior maintenance. All police personnel are required to take

appropriate care in keeping the police facility as clean as possible and to ensure their actions

cause no misuse, abuse or damage to the building and its content.

Personnel finding maintenance or repair issues regarding the facility or its component

equipment and systems are to report them to a supervisor. If the issue is of an emergency

nature, it should be immediately reported to maintenance personnel.

(@)

(c)

With few exceptions, all work areas will be unlocked and left open, so contract
cleaning may be performed as scheduled.

1. In accordance with federal requirements and Minnesota State Law, civilian
cleaning and maintenance staff given access to the police facility must have
prior approval by the Chief of Police or designee after submitting to a criminal
history check and basic background check.

2.  The Police Department reserves the right to refuse entry into the police facility
based upon bona fide security issues reflective of the results of the criminal
history and background checks.

Detention Facility - In-house maintenance staff will perform cleaning and
maintenance of the detention facility. They will check in with department staff prior
to entry.

Property and Evidence Rooms - The evidence processing area will be accessed by
cleaning or maintenance on an as needed basis. The property and evidence storage
area will not be accessed by cleaning or maintenance staff unless accompanied by
authorized personnel.

Armory - The armory will not be accessed by cleaning or maintenance staff unless
accompanied by departmental staff.

AESTHETICS AND OFFICE FURNISHINGS

It is the intent of the City of St. Francis and St. Francis Police Department to provide
as comfortable, efficient and professional workspaces for all officers and employees.
It must be understood, though, that the police facility is a public building and
accessible by citizens and others from outside of the department.

1. Minimal decorations, pictures, art accessories and items of a personal
nature may be placed in individual offices so long as they are not offensive to



basic community standards and provide a positive work environment that
would also be accepted by the mainstream of public visitors.

i. Prior to decorating their individual offices or workspaces, employees must
get prior approval from the Chief of Police or Sergeant.

i Decorations or accessories requiring mounting or drilling into walls, work
surfaces, partitions, etc., must be completed by maintenance staff unless
otherwise approved by the Chief of Police or the Sergeant. Tacks, pins, or
tape are prohibited on any walls of the facility.

Personally owned coffee makers, refrigerators, microwave ovens, heaters, televisions,
furniture and exercise equipment are prohibited from the police facility unless
otherwise approved by the Chief of Police or Sergeant. Radios and personal listening
devices may be used so long as the volume does not disturb the work of surrounding
employees or the content is not found to be offensive for a public facility.

1100.8 EXPECTATION OF PRIVACY

The St. Francis Police Facility is a public building and the property of the City of St. Francis. The

offices, work spaces, lockers, vehicles, computers, telephones and electronic systems are

provided to employees for their use in their respective work capacities and in that capacity

alone, and no expectation of privacy is extended or implied.

1100.9 LOCKERS

(a)

Employees will be assigned a locker and lock.

1. Lockers will remain the property of the City and must be kept clean and
orderly at all times.

The department will conduct periodic inspections during the course of each year to
ensure compliance with this order. If it is deemed necessary, a supervisor may inspect
an employee's locker at any time (outside regularly scheduled inspections).

You are not to store official police reports, evidence or recovered property within your
locker.

If you should decide to post items on the interior of your locker, the following
guideline is to be used:

1. Any such item must be suitable for public viewing and not offensive to basic
community standards. If there is any doubt of what may be acceptable, contact
your immediate supervisor for a determination.



(e)

2. Employees will strive to keep the locker rooms as clean and neat as possible at
all times.

Postings of any kind are prohibited on the outside of lockers. Only the nameplate and
locker number will be allowed.

No storage or placement of any items will be allowed on top of locker.



St. Francis Police Department
Policy 200

Policy Manual

Organizational Structure and Responsibility

200.1 PURPOSE AND SCOPE

The organizational structure of the Department is designed to create an efficient means to
accomplish the mission and goals and to provide for the best possible service to the public.

200.2 UNITS

The Chief of Police is responsible for administering and managing the St. Francis Police
Department. There are two Sergeants, an Investigator and eight Patrol Officers in the St. Francis
Police Department.

200.3 COMMAND PROTOCOL

200.3.1 SUCCESSION OF COMMAND
The Chief of Police exercises command over all personnel in the St. Francis Police Department.

During planned absences the Sergeant shall act with the authority of the Chief of Police.

Except when designated as above, the order of command authority in the absence or
unavailability of the Chief is as follows

(@) Sergeant

(b)  Senior Officer

200.3.2 UNITY OF COMMAND

The principles of unity of command ensure efficient supervision and control within the
Department. Generally, each employee shall be accountable to one supervisor at any time for a
given assignment or responsibility. Except where specifically delegated authority may exist by
policy or special assighment (e.g., Mobile Field Force, ), any supervisor may temporarily direct
any subordinate if an operational necessity exists.

200.3.3 ORDERS



Members shall respond to and make a good faith and reasonable effort to comply with the
lawful order of superior officers and other proper authority.

200.3.4 UNLAWFUL AND CONFLICTING ORDERS

No member is required to obey any order that outwardly appears to be in direct conflict with
any federal law, state law or local ordinance. If the legality of an order is in doubt, the affected
member shall ask the issuing supervisor to clarify the order or confer with a higher authority.
Responsibility for refusal to obey rests with the member, who shall subsequently be required to
justify the refusal.

Unless it would jeopardize the safety of any individual, members who are presented with an
order that is in conflict with a previous order, department policy or other directive, shall
respectfully inform the issuing supervisor of the conflict. The issuing supervisor is responsible
for either resolving the conflict or clarifying that the order is intended to countermand the
previous order or directive, in which case the member is obliged to comply. Members who are
compelled to follow a conflicting order after having given the issuing supervisor the opportunity
to correct the conflict are not held accountable for disobedience of the order or directive that
was initially issued.

The person countermanding the original order shall notify, in writing, the person issuing the
original order, indicating the action taken and the reason therefore.



