Charlotte-Mecklenburg Police Department

Interactive Directives Guide

This document contains the following:

» CMPD Directives

Section:
o 100 - Organization
o 200- Administration and General Management
o 300 - Personnel Management and Employee Programs
o 400 - Equipment and Uniforms
o 500 - Searches, Arrest and Detention
o 600 - Operations
o 700 - Impounded Property
o 800 - Information and Records

o 900 - Departmental Information Policies

Note: The Police Law Bulletins and City of Charlotte Polices may now be found on the main CMPD Portal Page.
CMPD personnel are responsible for reading the directives and law bulletins as they appear on the employee’s
Learning Assignment in the MySuccess system.
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PURPOSE

The Charlotte-Mecklenburg Police Department implements solutions and expands
collaborative relationships within our organization and community to enhance trust, fairness,
and respect, to increase public safety.

WE VALUE:

Oath of Office — Upholding the United States and North Carolina Constitutions

Human Life — Recognizing the value of every person.

Integrity — Promising to uphold the highest standards of integrity, being honest and ethical in
all our actions.

People — Treating all people with dignity, respect, fairness, and compassion.

Community — Meeting citizens where they are, working together to achieve a shared vision.
Inclusion — Fostering a diverse and equitable culture that is committed to embracing all
differences.

VISION

We envision becoming the trusted, respected, and sought-after community partner by
serving our citizens and taking care of our employees.

We will achieve our vision through:

Crime management
Community Collaboration
Professional Accountability
Employee Wellness

POSITIVE PROGRESS

Positive progress will be embraced by CMPD and will be defined by:

A strong community that will embrace collaboration.
Reflecting the community, we serve.

Becoming the model for law enforcement organizations.
Being the safest major city.
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PURPOSE

This manual consists of departmental directives, which are for the internal use of the Charlotte-
Mecklenburg Police Department (CMPD) and in no way enlarges a sworn employee’s civil or
criminal liability. It should not be construed as the creation of a higher standard of safety or
care in an evidentiary sense, with respect to third-party claims. Violations of the departmental
directives, if proven, can only form the basis of complaints by CMPD in a non-judicial
administrative hearing. This limitation of liability shall apply equally to all departmental
directives, rules of conduct, and standard operating procedures.
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PURPOSE

This directive establishes guidelines for the territorial jurisdiction and delegation of authority
of sworn officers of the Charlotte-Mecklenburg Police Department (CMPD).

POLICY
A. Jurisdiction

1. CMPD derives its authority from the North Carolina General Statutes and
Session Laws, the Code of the City of Charlotte, and the Agreement between
the City of Charlotte and Mecklenburg County for the Consolidation of the
Charlotte and Mecklenburg Police Departments.

2. The Chief of Police and all sworn officers will have full law enforcement
authority within the boundaries of Mecklenburg County and on all property
owned by or leased to the City of Charlotte or Mecklenburg County wherever
located within the State of North Carolina.

NOTE: The territorial jurisdiction of CMPD extends to and includes the entirety
of Lake Norman, Lake Wylie, Mountain Island Lake, and the shoreline area of
each body of water.

3. The Chief of Police and all sworn officers have the authority to arrest anywhere
in the State of North Carolina for a felony committed in Mecklenburg County as
described in paragraph Il - A — 2 and have the authority to pursue an offender
who is in immediate and continuous flight, outside of this jurisdiction, in
accordance with CMPD policy.

4. When an offense is committed within the territory described above, under
circumstances that would authorize an arrest without a warrant, an officer has
the authority to pursue and arrest an offender who is in immediate and
continuous flight, outside said territory, in accordance with CMPD policy.

5. Officers in pursuit of a person who is in immediate and continuous flight from
the commission of a crime dangerous to life are authorized to enter South
Carolina in a vehicle or foot pursuit to affect the arrest of the offender. Officers
engaged in a vehicle pursuit into the State of South Carolina for a crime
dangerous to life must adhere to the provisions set forth in CMPD Directive
600-022 Emergency Response and Pursuit Vehicle Operations.

6. Cooperation Between Law-Enforcement Agencies

The Chief of Police, or designee, pursuant to state law, may temporarily
provide assistance to another municipal or county police department, or
sheriff's office in enforcing the laws of North Carolina if requested in writing by
the head of the requesting agency. While working for the requesting agency,
officers will have the same jurisdiction, powers, rights, privileges, and
immunities as the officers of the requesting agency.
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7. Assistance to State Law Enforcement Agencies

The Chief of Police, or designee, pursuant to state law, may temporarily
provide assistance to a state law enforcement agency in enforcing the laws of
North Carolina if requested in writing by the head of the state agency. While
working with the state agency, an officer will have the same jurisdiction,
powers, rights, privileges, and immunities as the officers of the state agency.

Oath of Office

Before entering upon the discharge of their duties, the Chief of Police and each CMPD
officer will swear or affirm to the following oath administered by the City of Charlotte
Clerk or other official authorized by law to administer such oaths:

I, [individual officer's name], do solemnly swear (or affirm) that | will support and
maintain the Constitution and laws of the United States, and the Constitution and laws
of North Carolina not inconsistent herewith; that | will be alert and vigilant to enforce
the criminal laws of this State; that | will not be influenced in any manner on account of
personal bias or prejudice; that | will faithfully and impartially execute the duties of my
office as a law enforcement officer according to the best of my skill, abilities, and
judgment; so help me, God.

Discretion

CMPD officers are authorized to make discretionary decisions within their lawful span
of authority. Officers have the discretion not to arrest except for offenses and
violations in which the suspect, by law, must be arrested. The use of discretion
includes the use of alternatives to arrest.

Alternatives to arrest available to officers include, but are not limited to, the use of
citations for non-violent misdemeanors; verbal and written warnings; referral to other
agencies; and referrals to drug treatment programs.

Empowerment

Empowerment is the concept of transferring decision-making, controls, and
information to the lowest ranking levels of CMPD.

1. Supervisors and managers must create a work environment where employees
will choose to exert themselves to deliver a higher level of service to the public
and the department. This environment will enable employees to make prompt,
informed decisions within their responsibility.

2. This decision-making ability is accompanied by the delegated authority and
each employee is accountable for the use of this delegated authority.

3. The empowerment of employees will require supervisors to clearly
communicate expectations to employees to transfer decision-making
responsibility to the employee. Supervisors will remain accountable for the
activities of employees under their immediate command.
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E. Delegated Authority

When command level supervisors and managers are unavailable to provide command
and supervision of their area of responsibility, they will delegate this authority to
another supervisor or manager. When delegating this authority, notification will be
made electronically or in writing to their immediate superior and communications
supervisors.

1. The supervisor that has been delegated the authority of his/her command level
supervisor or manager will have the authority and responsibility to supervise
their delegated area of responsibility and all personnel. These supervisors are
accountable for the decisions made under that delegated authority.

2. In the sudden or unplanned absence of the command level supervisor or
manager, and if no acting commanding officer or manager has been
designated, the senior ranking officer in that same chain of command will
assume command until relieved by a higher authority.

REFERENCES

600-025 Incident Command System

NCGS 15A-402 Territorial Jurisdiction of Officers to Make Arrests

NCGS 77-38 Authority of Law Enforcement Officers and Special Officers (Lake Wylie)
NCGS 77-78 Enforcement (Mountain Island Lake)

NCGS 160A-285 Powers and Duties of Policemen

NCGS 160A-286 Extraterritorial Jurisdiction of Policemen

NCGS 160A-288 Cooperation Between Law-Enforcement Agencies

NCGS 160A-288.2 Assistance to State Law Enforcement Agencies

Session Law 1969-1089

Session Law 1969-1170

Session Law 2017-42

Agreement Between the City of Charlotte and Mecklenburg County for the Consolidation of
the Charlotte and Mecklenburg County Police Departments, October 1, 1993, July 1, 1996
Code of the City of Charlotte, Section 16-28

CMPD Jurisdiction Map

CMPD Regional Mutual Aid Agreements

SC Legislation: S.C. Code 8§ 17-13-47 (2006)

CALEA
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The public grants law enforcement in general, and the Charlotte-Mecklenburg Police
Department (CMPD) in particular, considerable authority to act on its behalf to create an
environment as free of crime, the fear of crime, drug abuse, violence, and disorder as possible.
In Policing a Free Society, Herman Goldstein notes:

Tensions and hostility are a part of policing. Police officers must, as part of their job,
issue orders to people, catch them in violation of laws, deprive them of their freedom,
and bring charges that may lead to the imposition of severe punishment. Contacts
between officers and citizens are often initiated under conditions that are emotionally
charged, such as immediately after a fight or other disturbance, or following the
commission of a crime. Even the person getting a traffic ticket frequently becomes
indignant. However scrupulous the policy may be in carrying out their responsibilities,
they are bound to incur the wrath of some of those against whom they must proceed.
This hostility manifests itself in various forms — sometimes immediately, by verbal abuse
or physical resistance to the police; sometimes later, by alleging that the officer's actions
were improper or illegal. Under such circumstances, an officer must be able to count on
support for actions taken in the line of duty. As we noted in the preceding chapter, the
police officer expects and indeed needs some insulation from the community being
served. But insulation can serve as a shield for the officer who is not so scrupulous —
who in fact acts improperly.*

The adversarial nature of policing is one of the key factors noted by Goldstein (1977) that
complicates the control and review of law enforcement actions and behavior. Although in almost all
encounters with the public, CMPD employees use this authority appropriately, there are instances
when citizens have legitimate questions about how this authority has been used. Unfortunately,
there are instances when this authority is abused. Therefore, a system of discipline must be
established that contributes to minimizing abuse of authority and supports the professional
reputation of the CMPD.

The most effective disciplinary system is one that combines reinforcement of the right set of
employee values with consistently and fairly applied behavioral standards that are established in
clear policies, procedures, and rules. Each CMPD employee must understand and be guided by the
standards established in the CMPD'’s policies, rules, regulations, and procedures.

Employees of the CMPD are expected to conduct themselves, both in interactions with each other
and with the public, in a manner that conveys respect, honesty, integrity, and dedication to public
service. In turn, employees of the CMPD can expect to be treated fairly, honestly, and respectfully
by their peers and other CMPD employees who hold positions of greater or lesser organizational
authority.

It is recognized and understood that errors in judgment will occur while employees of the CMPD
carry out their job duties. In fact, employees who never make any mistakes are less likely to identify
ways to improve the performance of the CMPD. While each error in judgment offers an opportunity
for the CMPD and the individual to learn, some errors will have greater consequences for the public,
the CMPD, and the employee than others. The CMPD is obligated to make its expectations as clear

L Goldstein, H. (1977). Policing a Free Society. Cambridge, Mass.: Ballinger Publishing Company.
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as possible to employees. The department has an equal obligation to make the consequences for
failing to meet those expectations clear. While both obligations are difficult to meet, the latter is
more complex. There are often contributing circumstances that need to be considered when
determining the appropriate consequences for errors of judgment and/or poor decisions.

Employees often say they would like the department to give them a list of the prohibited behaviors
along with the consequences for engaging in those behaviors, but it can be difficult to outline fair
and consistent consequences in advance of abstract disciplinary matters. Experience tells us that
when employees are directly involved in the disciplinary process — either as the subject of the
process or as a reviewer in the process recommending or deciding the consequences — most want
the circumstances that may have contributed to the violation considered. While this is a critical
component of consistent and fair discipline application, some employees see fairness and
consistency as the same consequences for the same behavior in every case. For the CMPD,
consistency is defined as holding everyone equally accountable for meeting behavior
expectations, and fairness as understanding the contributing circumstances in instances where
behavior does not meet expectations and applying consequences in_a way that reflects this
understanding. To ensure that employees are treated consistently and fairly, the application of
consequences for behaviors that are not in keeping with the expectations of the department will be
based upon a balanced consideration of several factors.

Factors that are considered in the application of discipline are identified and discussed below. It is
important to note that not all of these factors will apply in every case, some may not apply to a
particular set of circumstances, and it may be necessary to isolate one factor and give it greater
importance than another. The listed factors should generally be thought of as interactive and having
equal weight unless there are circumstances associated with a specific incident that would give a
factor greater or less weight. Factors that will be considered in disciplinary matters include:

Employee Motivation: The CMPD exists to serve the public. One factor in examining an
employee's conduct will be whether the employee was operating in the public interest. An employee
who violates a policy to accomplish a legitimate law enforcement purpose while demonstrating an
understanding of the broader public interest inherent in the situation will be given more positive
consideration in the determination of consequences than one who was motivated by personal
interest. It will be difficult from time to time for an employee to determine what is in the public
interest. For example, would it be acceptable for an employee to knowingly violate an individual's
First Amendment right to the freedom of speech to rid the public of what some might call a
nuisance? Or is it acceptable as being in the public interest to knowingly violate a Fourth
Amendment right against an unlawful search to arrest a dangerous criminal? Although it would not
be acceptable for a sworn employee to knowingly violate a citizen’s constitutional rights, these are
examples of the very complex issues that sworn employees are asked to address. Sworn
employees have sworn an oath and have a duty to uphold the U.S. Constitution. It is in the greater
public interest to protect those constitutional guarantees while carrying out law enforcement
responsibilities, even though it could be argued the public interest is better served if they were
violated in these individual examples. However, if a sworn employee attempts to employ an
innovative nontraditional solution for a persistent crime or public issue and unintentionally runs afoul
of a minor procedure, the CMPD’s desire to encourage creativity in our public safety efforts will
carry significant weight in the application of resulting consequences.
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The Degree of Harm: The degree of harm caused by an error is also an important aspect in
determining the consequences of an employee's behavior. Harm can be measured in a variety of
ways. It can be measured in terms of the monetary cost to the CMPD and the community. If, for
example, an error causes significant damage to a vehicle, the repair costs can be a consideration
when determining consequences. Harm can also be measured in terms of personal injury caused
by the error. If, for example, an individual is physically harmed because of an unnecessary level of
control, the degree of injury can be a consideration when determining the consequences. Another
way in which harm can be measured is the impact of the error on the public’s confidence in the
CMPD. If, for example, an employee engages in criminal behavior like selling drugs or driving under
the influence, and the consequences do not send a clear unmistakable message that this behavior
will not be tolerated, the public’s confidence in the CMPD can be negatively affected.

Employee Experience: The experience of the employee will be taken into consideration as well. A
relatively new employee (or a more experienced employee in an unfamiliar assignment) will be
given greater consideration when judgmental errors are made. In the same vein, employees who
make judgmental errors that would not be expected of one who has a significant amount of
experience may expect to receive more serious sanctions.

Intentional/Unintentional Errors: Employees will make errors that can be classified as either
intentional or unintentional. An unintentional error is an action or decision that turns out to be
wrong but, based on the information available at the time, seemed to be compliant with policy and
the most appropriate course of action. For example, a supervisor permits the continuance of a
vehicle pursuit because the vehicle and occupants meet the general description of armed robbery
suspects. The pursuit ends in a serious accident, and it is determined that the driver was not
connected to the armed robbery but was fleeing because his driver’s license is expired. Under these
circumstances, the supervisor's decision would be supported by policy based on the information
available at the time that the decision was made. Unintentional errors also include those
momentary lapses of judgment or acts of carelessness that result in minimal harm (e.g., backing a
police cruiser into a pole, failing to turn in a report, etc.). Employees will be held accountable for
these errors, but the consequences will be more corrective than punitive unless the same errors
persist.

An intentional error is an action or a decision that an employee makes that is known (or should be
known) to conflict with laws, policies, procedures, or rules when the action was taken, or the
decision was made. Generally, intentional errors will be treated more seriously and carry greater
consequences. Within the framework of intentional errors, certain behaviors are entirely inconsistent
with the responsibilities of CMPD employees, including lying, theft, abuse of citizens, and other
equally serious breaches of the trust placed in members of the law enforcement profession. The
nature of law enforcement responsibility requires that sworn employees be truthful. It is recognized,
however, that it is sometimes difficult to determine whether an individual is being truthful. The
department will terminate an employee's employment when it is clear the employee is
intentionally being untruthful. Every effort will also be made to separate individuals from the
department found to have engaged in theft or serious abuse of citizens.

Employee History: To the extent allowed by law and policy, an employee's history will be taken
into consideration in determining the consequences of a failure to meet the department's
expectations. An employee who continually makes errors can expect the consequences of this
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behavior to become progressively more punitive. An employee who has a record of few or no errors
can expect less stringent consequences. Also, an employee whose past reflects hard work and
dedication to the community and department will be given every consideration in the determination
of any disciplinary action.

Following the careful consideration of all applicable factors in any disciplinary review, every effort
will be made to determine consequences that consistently and fairly fit each specific incident, and
the rationale for disciplinary decisions will be explained as clearly as possible.

The CMPD has a well-established tradition of serving the community with integrity and in a
professional manner. It is among the finest law enforcement organizations in this nation. To
maintain that tradition and continue improving the quality of service the department provides to the
community, every employee must accept responsibility for their role in maintaining integrity, quality,
and high professional standards.
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PURPOSE

This directive outlines the general organizational structures and composition of the Charlotte-
Mecklenburg Police Department’s (CMPD) Patrol Services Group.

It is designed to provide sworn employees assigned to patrol with a source of information to
assist in accomplishing administrative tasks, preliminary investigations, and basic service
functions. Sworn employees may find themselves in situations not specifically addressed in
this policy and must use discretion, sound judgment, and direction received from their
immediate supervisor or chain of command.

POLICY

The CMPD will provide twenty-four (24) hour police service to the City of Charlotte and the
unincorporated areas of Mecklenburg County. Every patrol division within the Patrol Services
Group will maintain shift configurations to ensure adequate staffing for twenty-four (24) hour
police coverage for their assigned geographic locations. The CMPD undergoes periodic
evaluations to ensure that it is organized in such a way as to meet the needs of the
Charlotte-Mecklenburg community. These evaluations may result in changes to
organizational structures, resources, and the distribution of employees as required.

DEFINITIONS

A. Patrol Services Group: One (1) of the four (4) CMPD organizational groups, organized
into four (4) geographical service areas.

B. Service Area: A geographical section of the Patrol Services Group, comprised of
patrol divisions.

C. Patrol Division: A geographical subsection of a service area, separated into response
areas.

D. Response Area: A geographical boundary within a patrol division to which sworn

employees are assigned to provide law enforcement services.

E. Division Detective: A sworn employee assigned to a patrol division whose primary
responsibility is to conduct follow-up investigations for Part | offenses (as defined by
the Federal Bureau of Investigations (FBI) Uniform Crime Reporting (UCR) Program)
or other crimes at the direction of the patrol division captain or designee.

F. Community Coordinator: A sworn employee assigned to a patrol division response
area whose primary responsibility is to serve as the liaison between the CMPD and
community members seeking a partnership with law enforcement to resolve both
immediate and long-term concerns directly impacting the quality of life within the
community. Community coordinators provide updated information to the community to
foster an atmosphere of transparency regarding police operations and crime
management activity within the patrol division.

G. Crime Reduction Unit (CRU): A group of sworn employees assigned to a patrol
division tasked with focusing on specific crime trends in their assigned patrol division.
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H. Special Operations: Sworn employees who are assigned non-patrol functions within

the patrol division, including, but not limited to division detectives, traffic officers,
community coordinators, and members of the CRU.

V. PROCEDURE

A. Administration Command and Control

1.

The CMPD Patrol Services Group contains service areas which are further
divided into patrol divisions and additionally into response areas.

a. The Patrol Services Group is commanded by a deputy chief.
b. Service areas are commanded by a patrol major.
C. Each patrol division is commanded by a patrol captain and is assigned

two (2) patrol lieutenants who share responsibility for the division’s three
(3) response areas.

One (1) lieutenant is primarily tasked with the supervision of employees
assigned to the patrol component of the division. The second lieutenant
is primarily tasked with the supervision of all other special operations
employees, including but not limited to, division detectives, community
coordinators, and the Crime Reduction Unit (CRU).

Each employee is accountable to one (1) chain of command at any given time.
Patrol supervisors share authority when on duty at the same time in the same
patrol division.

B. Patrol Services Group Staffing and Shift Assignments

To achieve organizational goals and objectives, provide effective coverage, and
ensure accountability, the Patrol Services Group has established the following:

1.
2.

Staffing levels will be determined by the Patrol Services Group deputy chief.

Upon graduation from the CMPD Police Academy, sworn employees will be
assigned to the Patrol Services Group, a service area, and a patrol division.
This initial assignment will, in part, be determined based on:

a. The information provided by the recruit on the Personal Information
Form.
b. The needs of the Patrol Service Group and the recruit’'s skills as

identified by the service area major.

Sworn employees are assigned and/or reassigned to a shift or special
operations function based on patrol division needs and/or the employee’s
performance.
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a. The patrol division captain determines monthly shift staffing, including
establishing minimum staffing levels and the rotation of days off. Day-to-
day staffing is the responsibility of the patrol services lieutenants and
shift sergeants.

b. Sworn employees may be transferred from a patrol division or service
area at the recommendation of the current chain of command and with
the approval of the Patrol Services Group deputy chief.

4. All staffing during emergencies will follow the CMPD Emergency Mobilization

Plan.

a. This plan allows the CMPD to maintain twenty-four (24) hour police
services within the patrol divisions while providing adequate staffing to
respond to calls for service while managing the emergency.

b. Patrol divisions are responsible for maintaining current emergency
lineups of eight (8), ten (10), and twelve (12) hour shifts that include all
available employees for use by the command center.

V. EMPLOYEE DUTIES, AUTHORITY, AND RESPONSIBILITIES

A. Authority and Responsibility

1.

All supervisors are responsible for the activities of employees under their
immediate command.

The appropriate CMPD chain of command must be notified when an employee
holding the rank of captain or above needs to delegate their authority to a lower
or equal-ranking supervisor. Delegation of authority exceeding seven (7)
calendar days must be approved by the Patrol Services Group deputy chief.
Patrol division lieutenants and sergeants cannot delegate their authority to a
subordinate.

The patrol division captain has overall responsibility for ensuring patrol division
employees focus on quality-of-life issues and crime trends. The patrol division
captain will encourage the involvement of all division employees in community-
based problem-solving efforts. The patrol division captain will establish
performance expectations for the response areas and analyze the
effectiveness of the patrol division’s problem-solving efforts.

Lieutenants assigned to a patrol division will be responsible for the following:

a. Patrol division lieutenants tasked with the supervision of sworn
employees who are serving in special operations functions, such as
community coordinators, detectives, and the CRU, are responsible for
ensuring that problems within the response area are being identified and
analyzed and then developing, implementing, and reviewing responses
to those problems. Lieutenants are also responsible for ensuring
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effective and thorough investigations are completed for all cases
assigned to division detectives.

b. Lieutenants tasked with the supervision of sworn employees who are
serving in a patrol function are responsible for ensuring proper staffing
levels are maintained, critical information is communicated to all
employees, and conducting internal investigations as needed, including
completing Internal Affairs Case Management System (IACMS)
investigations and reviewing Body Worn Camera (BWC) footage.

C. Lieutenants will be responsible for all employees within the assigned
patrol division, regardless of their primary assignment, and will take
appropriate action as needed to ensure efficient supervision of patrol
division employees.

5. Patrol sergeants will be responsible for a shift, the day-to-day supervision of the
officers assigned to the shift, and any other functions as directed by the patrol
division captain and the patrol services lieutenants. Patrol sergeants will ensure
that at the start of each shift, employees are made aware of:

a. Unusual situations, wanted persons, stolen vehicles, major
investigations, etc.

b. Changes in schedules and assignments.

C. New or updated policies and procedures.

d. Intelligence briefings on wanted persons and involuntary commitment
orders.

e. Crime trends and/or focused patrols.

f. Any needs noted on the Compliance Dashboard.

6. Supervisors are responsible for notifying the patrol division captains and/or

operations command of, and responding to, the following incidents:

S

a o

Collisions that result in fatal or serious injury

Homicides

Pursuits

Serious incidents inside a CMPD facility

Any incident where a person is injured by a sworn employee.
Any incident where a sworn employee is injured.

Incidents involving hostages or barricaded subjects.

Any incident in which a sworn employee discharges a firearm.



| Charlotte-Mecklenburg Police Department 100-005

Interactive Directives Guide Patrol Services
i Effective Date: 3/23/2023 50f 10

I. Any incident requiring a large sworn employee response.

J- Calls for service where employees qualified as Crisis Intervention Team
(CIT) members are requested.

K. Calls for service where the patrol rifle is requested.

l. Calls for service for an armed person.

m. Assault with a deadly weapon involving injury.

n. Shooting into occupied dwelling.

7. Supervisors will conduct annual line inspections of employees under their
command and are expected to take immediate corrective action to remedy any
deficiencies, in compliance with Directive 800-011, Inspections and Audits.

a. All CMPD employees are subject to informal inspections daily to ensure
compliance with CMPD directives and rules of conduct regarding
personal appearance and proper use and maintenance of equipment. It
is the responsibility of the inspecting supervisor to ensure that
deficiencies are corrected. Informal inspections do not require
documentation unless deemed necessary by the inspecting supervisor.

b. All sworn employees, including hirebacks, below the rank of sergeant
are to be formally inspected at least once per calendar year.

C. Annual line inspections will be thoroughly documented in the Audit
Tracking Database (ATD) located on the CMPD Portal Page.

8. Patrol sergeants will ensure that:

a. The patrol division is adequately staffed throughout the shift with proper
deployment of sworn employees within the assigned service area.

b. Sworn employees are reminded about required in-service training and
other administrative actions as noted on the Compliance Dashboard.

C. Sworn employees’ status on calls will be continuously monitored to
ensure timely completion of calls for service.

9. Supervisors and managers should routinely observe the facilities under their

command to ensure the security of weapons storage rooms, law enforcement-
related equipment, arrestees, interview rooms, and general site security.
Appropriate notification of and action must be taken to correct any identified
areas of concern.

a.

Equipment will be kept in a locked secured location with access limited
to authorized employees.
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Laptop computers may be secured in an assigned vehicle unless the
vehicle is taken out of service, at which time it must be kept in a locked
secured location with access limited to authorized employees.

Vehicle sign-in and out logs will be kept in each patrol division for a
minimum period of six (6) months.

Administrative sergeants are responsible for maintaining an accurate
inventory of bike equipment, sworn employees’ assigned equipment,
and patrol division surplus equipment, including maintenance records
and receipts. A yearly proof of this inventory will be submitted to the
Professional Accountability Bureau. Inventory items will include
uniforms, shoes, helmets, gloves, sun and safety glasses, and web gear.

10. Directed Patrol Assignments

Patrol supervisors will ensure directed patrol assignments are assigned and

completed.

Directed patrol assignments can be issued for but are not limited to the
following:

(1)  Crime trends and hot spot areas

(2) Large crowds in parking lots (after football games or in hang-out
areas)

(3)  Traffic control and violations (red lights, collisions, etc.)

(4) Thefts

(5)  Active sexual offenders

(6)  Armed robberies

(7) Looking for wanted persons

(8)  Attending school, community, and social functions or events

A need for directed patrol efforts is determined based on one (1) of the
following:

Q) A review of crime analysis reports
(2) Information provided by detectives
3) Intelligence information

(4)  Personal knowledge and experience

(5) Patrol division representatives
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C. Administrative Orders

(2) Patrol supervisors may be required to initiate a directed patrol
assignment to address any special problem that may arise.

(2)  Administrative orders may be issued in an inter-office
memorandum, electronically, or verbally.

3) Employees assigned to a directed patrol will utilize appropriate
computer-aided dispatch (CAD) call signs to notify the
Communications Division of their assignment and to document
and track the time they spend on a directed patrol, including any
grant-funded overtime (e.g., Justice Assistance Grants (JAG),
Extraterritorial Jurisdiction (ETJ) Policing, etc.).

B. Administrative Sergeant Responsibilities

1.

Patrol administrative sergeants will have responsibility for special operations
functions as directed by the patrol division captain and the lieutenants and may
have the day-to-day supervision of sworn employees assigned to special
operations functions, such as detectives.

Patrol administrative sergeants may be called upon to handle a variety of tasks
at the direction of the patrol division captain or lieutenants. These tasks may
include, but are not limited to, case management and assignment, equipment
inventories, fleet maintenance, facilities maintenance, grand jury calendars,
manpower pulls for special assignments and/or events, maintenance of the
staffing report, training coordination, BWC audits, and division compliance
reports noted on the Compliance Dashboard.

C. Patrol Officer Primary Responsibilities

1.

2.

Beginning Tour of Duty

a. Employees will make themselves available for calls for service
immediately after the roll call briefing is concluded by logging onto the
computer of their assigned vehicle.

b. After logging onto the computer and before leaving the office, a vehicle
inspection must be performed in compliance with CMPD Directive 600-
001, Departmental Vehicles.

Ending Tour of Duty

a. Employees will not log off their vehicle’s computer more than ten (10)
minutes before the end of their shift unless they receive permission from
a supervisor.

b. Employees will ensure their patrol vehicle:
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(2) Has a gas tank that is at least % full
(2) Is cleared of all trash

3) Is locked with all windows rolled up
4) Has all electronic items turned off

Before leaving, all reports must be completed and submitted for
approval.

All employees will report to any available supervisor at the end of each
tour of duty. When employees are late ending a shift, they must notify
any available supervisor at their patrol division office.

3. Keys Locked in Vehicles

Sworn employees will not assist motorists who have locked their keys in their
vehicles by attempting to unlock the vehicle. Motorists should be directed to
seek help from a private business capable of unlocking the vehicle. Sworn
employees are authorized to assist in emergencies when a child, an elderly,
disabled, or injured person, or an animal has been locked inside a vehicle.

4, Request to Deliver Emergency Messages

a.

Sworn employees will attempt to deliver the message in person, if
possible.

If personal contact cannot be made, sworn employees will leave a
message attached to the front door instructing the occupants of the
home to call the requesting agency and notify their supervisor that no
contact was made.

The notified sergeant will advise the next shift sergeant that another in-
person attempt to deliver the message must be completed and
documented within their shift.

In all cases, sworn employees will notify the Communications Division of
the action taken and document the efforts taken to deliver the message
in the CAD.

5. Notification to Service Providers

Sworn employees will notify the Communications Division by radio of the
service required to obtain proper assistance (i.e., the Charlotte Fire Department
(CFD), Medic, the Department of Transportation (DOT), downed tree removal,
animal carcass removal, etc.).
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Community Partnerships

1.

The CMPD will build problem-solving partnerships with the community to
prevent crime and enhance the quality of life throughout our community, always
treating people with fairness and respect.

Each patrol division will contain definable response areas to which sworn
employees are specifically assigned across all shifts and days of the week.
Each response area will have an assigned community coordinator who will be
responsible for identifying crime and quality of life issues within their response
area and coordinating a response. The response area is designed to
strengthen ownership and accountability for crime reduction efforts and
community safety. It enables members of the community to become familiar
with the sworn employees who protect and serve their community. It provides
sworn employees the opportunity to become more familiar with all aspects of
the response area including crime trends and the individuals who live and/or
work in the community. Sworn employees will identify community resources
that may be leveraged to address crime and quality of life issues in their
assigned response area.

The special operations lieutenant will deploy the CRU, in consultation with the
division captain, to crime hot spots or areas where emerging crime trends are
identified. Each patrol division shall set unit and individual deployment
priorities.

Division detective responsibilities include, but are not limited to:

1.
2.
3.

Reviewing all cases upon assignment.
Reviewing reports of evidence submitted.

Contacting or attempting to contact victims within twenty-four (24) hours after
case assignment for crimes against persons and within seventy-two (72) hours
of case assignment for property crimes.

a. Documenting initial follow-up within fourteen (14) calendar days.
b. Documenting all contacts or attempts.

Responding to crime scenes:

a. When requested by a patrol division sergeant, lieutenant, or captain

b. When directed by operations command

C. When immediate follow-up is necessary

d. For high-profile cases that may generate unusual media or public
interest

e. When it serves the best interest of the investigation
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5. Conducting follow-up investigations using the following procedures when
applicable:

a. Reviewing each report and determining if the assigned case is related to
any other reported cases of a similar nature.

b. Attempting to locate, identify, and interview all victims/witnesses.

C. Attempting to interview any suspects.

d. Preparing and conducting photo or live lineups as needed.

e. Ensuring the collection and analysis of physical evidence.

f. Presenting the case to the papering district attorney within fourteen (14)
calendar days in a logical and orderly manner.

g. Properly documenting the case investigation in supplement form within
ten (10) calendar days of assignment.

h. Applying for and obtaining search warrants and court orders in
compliance with departmental policy.

I. Utilizing all available resources to identify, apprehend and prosecute
suspects to prevent future incidents.

J- Completing property dispositions according to department policy.

6. Maintaining all investigative reports and documents in compliance with CMPD
Directive 800-004, Public Records Retention and Disposition, and all state and
federal records retention laws.

VI. REFERENCES

100-003 Jurisdiction and Authority

500-003 Management of Subjects with Mental lllness/Extreme Distress
600-001 Departmental Vehicles

600-017 Arbitrary Profiling

600-019 Response to Resistance

800-004 Records Retention and Disposition
800-011 Inspections and Audits

Crisis Intervention Team SOP

Operations Command SOP

Patrol Rifle Program SOP

Patrol Case Assignment and Follow-Up SOP

CALEA

The previous version of Directive 100-005 Patrol Services was published on 09/24/2018.



L% %W Charlotte-Mecklenburg Police Department 200-001

[

7

Interactive Directives Guide |piscipline, Internal Investigations, and Emplovee Rights

CHARLOTTE MECRLENBURG Effective Date: 9/14/2023 1of 16

PURPOSE

This policy establishes guidelines and procedures for the Charlotte-Mecklenburg Police
Department (CMPD) related to addressing employee misconduct in a uniform manner,
providing the public with fair and effective avenues for complaints against the CMPD or
employees, and ensuring that employees accused of misconduct are treated fairly.

POLICY

CMPD employees are expected to maintain professional standards in their conduct while on
and/or off duty and observe all policies and procedures. CMPD will fully investigate and
document complaints of employee misconduct to final disposition. When directed by the
designated department authority, employees are required to make truthful statements during
administrative investigations or inquiries.

CMPD is responsible for identifying and addressing employee behavior that discredits the
organization or impairs the efficiency of its operations. The rights of the employee and public
must be preserved, and any investigation or hearing that may arise from a complaint will be
conducted fairly and timely, with truth as its primary objective.

DEFINITIONS

A. Adjudication: A formal ruling on an allegation of employee misconduct at the
conclusion of the investigation. Allegations entered into IACMS will be adjudicated
using a ruling of exonerated, not sustained, sustained, or unfounded.

B. Chain of Command Review Board (COC): A disciplinary review board comprised of an
employee’s immediate chain of command.

C. Citizens Review Board (CRB): An eleven (11) member advisory board to the Chief of
Police, city manager, and city council with the principal function of reviewing appeals
by complainants on dispositions imposed by the Chief of Police regarding allegations
of misconduct against sworn employees. The board may hear appeals regarding
allegations concerning:

1 Excessive response to resistance
2 Unbecoming conduct
3. Arrest search and seizure
4 Arbitrary profiling
5 Neglect of duty
D. Civil Service Board (CSB): A seven (7) member board with the principal function of

establishing requirements for police and fire applicants. The CSB convenes to hold
hearings of sworn employees against whom charges have been brought and approve
agency hirings, promotions, demotions, and terminations. Members of the CSB are
appointed to three (3) year terms by the city council and mayor.
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Impact Statement: A statement offered by the complainant of the personal impact that
the alleged misconduct had on the complainant. The impact statement will be
considered by the board when deliberating CRB reviewable misconduct allegations
and provide information for the board to consider when evaluating the degree of harm
caused by the alleged misconduct, specifically related to the complainant.

Independent Chain of Command Review Board (ICOC): A disciplinary review board
comprised of supervisors and peers when selected who are not members of the
employee’s immediate chain of command. ICOC members are selected from a pool of
available supervisors and peers.

Internal Affairs Case Management System (IACMS): A secure software application
where investigations can only be accessed by the Internal Affairs Division, Police
Attorney’s Office, investigated/accused employee’s chain of command, or anyone
designated at the discretion of the Chief of Police.

Mini Board: An independent chain of command board that reviews investigations when
there is less than a fair probability that an employee’s alleged misconduct occurred.
These cases will be given a final disposition of not sustained, exonerated, unfounded,
or will be recommended for a full COC. The employee is not required to attend the
hearing.

Training and Tactics Review Team (TTRT): An internal review team designated by the
Chief of Police comprised of personnel with advanced knowledge, training, and
experience regarding a specific subject.

PROCEDURE

A.

Internal Affairs Case Management System (IACMS) investigations of employee
misconduct require review and disposition by an employee’s chain of command and
review by the Internal Affairs Division. Upon completion, each member within the
chain of command will utilize the IACMS transfer function to route the investigation to
the next higher-level chain of command member.

Allegations of employee misconduct, dispositions, discipline, and completed
investigations will be recorded and stored in IACMS except for investigations
conducted by the Human Resources Division. Paper copies will be maintained in the
secured storage area within the Internal Affairs Division and archived per Directive
800-004, Records Retention and Disposition.

The Chief of Police or designee may place an employee on administrative leave with
or without pay when an employee’s presence at work would be a detriment to
department efficiency or public safety. This action may occur before the employee is
provided an opportunity to explain or justify their behavior. The Internal Affairs Division
is responsible for notifying the employee in writing of this action and submitting a copy
of the notification to the Human Resources Division and the employee’s chain of
command.
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D. The Chief of Police may exercise final disposition in any disciplinary matter.
E. General IACMS Investigative Information
1. Supervisors will enter a preliminary synopsis of all facts known at the time in

IACMS before ending their tour of duty on the day that the event occurred.

2. An open internal investigation can be a source of stress for employees. In
recognition of this, supervisors will adhere to specific timeframes based on the
incident being investigated. If more time is required to conduct a thorough
investigation, the employee will be notified of the delay. The following
timeframes include the time for the incident to be investigated and ruled upon
by the employee’s chain of command:

a. Motor vehicle crashes 14 days
b. Employee injury 14 days
C. Animal euthanasia 14 days
d. Raid and search 14 days
e. Deployment of tire deflation device (TDD) 14 days
f. Response to resistance (non-deadly) 14 days
g. Non-force subject injury 14 days

Pursuit 24 days
i. All others 45 days

3. Supervisors will ensure that employees, including those involved or witnesses,

enter their statements before ending their tour of duty. Employees will not
transcribe their IACMS statement to their KBCOPS statement or vice versa
(e.g., cut and paste).

F. Receiving and Processing Allegations of Employee Misconduct

1. Complaints will be accepted from any source, including by person, mail, email,
CMPD Website, or telephone. Supervisors must make reasonable and diligent
efforts to obtain a statement from any complaining party.

a. Every complaining party will be referred to a supervisor, the Internal
Affairs Division, or the Human Resources Division so the complaint may
be received.

b. Without exception, every complaint, which, if true, would constitute a

violation of CMPD policy, must be thoroughly investigated and
documented by a supervisor or Human Resources Division.
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C. Complaints received electronically or by telephone message (e.g.,
voicemail) will require a prompt supervisor response and documentation
of the response. The supervisors may respond in the same manner the
complaint was received (e.g., return phone call or email).

d. Anonymous complaints will be accepted. The Internal Affairs Division
major will review each anonymous complaint and determine the
feasibility of further investigation.

2. The Internal Affairs Division may be contacted for consultation on any
allegations of employee misconduct.

3. Allegations of employee misconduct serious enough to require immediate
action, such as suspension from duty, must be referred promptly to the Internal
Affairs Division and the employee’s chain of command up to the rank of deputy
chief for review and recommendation to the Chief of Police.

4, The Internal Affairs Division major will review all complaint investigations and
report directly to the Chief of Police.

5. The investigating supervisor will notify the employee as soon as practical
following receipt of the complaint unless doing so would impact the integrity of
the administrative and/or criminal investigation.

6. Supervisors will make every effort to investigate and adjudicate a complaint,
including employee notification of complaint disposition, within forty-five (45)
days of its reception.

7. Complaints will be investigated by the responsible unit outlined in Appendix A
unless directed otherwise by the Chief of Police or Internal Affairs Division
major. The employee’s deputy chief must be notified of a transfer/referral of an
investigation/complaint by the Internal Affairs Division to the employee’s chain
of command or transfer/referral of an investigation/complaint from the
employee’s chain of command (other than for the formal closing of the case) to
the Internal Affairs Divison.

8. The supervisor assigned to a complaint will ensure that the complaining party
and the accused employee are promptly notified, either orally or in writing, of
any delay extending case adjudication beyond the forty-five (45) day period.
The notification will include the reason for the delay and the anticipated
completion date.

a. The supervisor will record delay notifications in an IACMS supervisor
synopsis by noting the date and time, the person notified, and the
explanation for the delay or by attaching a written notification to the
IACMS case file.
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b. The supervisor of the accused employee will ensure the accused

employee is notified and acknowledges the allegation through the
IACMS case file.

C. The Internal Affairs Division will notify all complainants in writing of the
complaint conclusion, ensuring that the notification is consistent with
personnel privacy law provisions, and attach the record to the IACMS
case file.

V. EMPLOYEE MISCONDUCT INVESTIGATIVE PROCEDURES

A.

Investigative Interview

1.

Interviews will be conducted at a reasonable hour, determined by the urgency
of the investigation and with respect to the employee’s normal work schedule.

The employee being interviewed will be informed of the name and rank of all
persons present.

The employee’s supervisor will be notified when the employee is required to
leave their assigned duties or area of assignment.

In an administrative investigation, the employee will not be allowed the
presence and assistance of counsel. The employee will, however, be allowed to
select a supervisor to speak with about case details and be present during
administrative interviews as a means of support throughout the administrative
investigation process.

a. Any supervisor an employee selects for this purpose will not be an
employee subject to investigation in the same incident.

b. The supervisor selected must be on duty and available at the time of the
initial interview. The supervisor will be only one level above the
investigated employee.

C. The employee must sign a waiver to speak with the selected supervisor,
and the supervisor must sign a confidentiality memorandum.

Before the interview begins, the employee must be informed in writing of the
administrative advice of rights and the nature of the allegations against them.

Reasonable rest periods will be allowed during the interview period.

The employee being interviewed will not be subjected to offensive or abusive
language or threatened with dismissal or other corrective action.
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B. Employee Interview Participation

1.

The employee must completely and truthfully answer all questions the
investigating supervisor poses in an administrative investigation and will not
intentionally omit material facts.

Prior to the interview, the employee must be informed that refusal to answer
guestions in an administrative investigation can become the basis for corrective
action.

Prior to the interview, the employee must be advised in writing (or orally, if the
interview is conducted by telephone and the conversation is recorded) that they
have no constitutional right to refuse to answer questions relating to the
investigation because nothing they say in response to questions can or will be
used against them in a criminal prosecution.

The investigating supervisor shall attach the advisement of administrative rights
form or recorded acknowledgment to the IACMS case file

Criminal Investigations

Criminal investigations will not be conducted by the Internal Affairs Division and will be
referred to the appropriate criminal investigative unit or agency. Employees subject to
criminal investigations will be afforded all applicable constitutional rights.

Training and Tactics Review Team (TTRT)

The TTRT may review employee case files in accordance with the Training and
Tactics Review Team SOP and serve as a resource for the employee’s review board
hearing. TTRT members must sign a confidentiality agreement to review employee
case files. In addition, the employee requesting the TTRT review must provide written
consent authorizing the TTRT review. The TTRT may review the following internal

cases:
1.
2.
3.

Response to resistance and conducted electrical weapons (CEW)
Fourth Amendment

Any investigation as determined by the Chief of Police

Polygraph Examination

The following procedures will be used in situations involving polygraph examinations.

1.

In a criminal investigation, the employee must be advised of the right to refuse a
polygraph examination. Should the employee waive this right and consent to the
polygraph examination, the employee will be informed that CMPD can use any
statement or evidence derived from the examination in the administrative and
criminal action.
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2. In an administrative investigation, employees can be required to submit to a
polygraph examination. The results of a polygraph examination compelled
through an administrative investigation will not be shared with any criminal
investigation. Failure to submit may result in corrective action.

3. An employee who is the subject of an investigation may request a polygraph
examination.

Searches

1. Desks, lockers, storage space, rooms, offices, equipment, information systems,
work areas, and vehicles are the property of the City of Charlotte or
Mecklenburg County and are subject to inspection. They may be searched to
retrieve City of Charlotte or Mecklenburg County property or to discover
evidence of work-related misconduct if there is reason to suspect such
evidence is there.

2. Private property can be stored in the areas mentioned above; however,
employees will not expect privacy in those areas. Only employees acting in
their official capacity may be authorized to search or inspect areas assigned to
other employees.

By using a police telephone line, an employee consents to the conversation being
monitored. This includes all communication on city-owned cellular phones.

The procedure outlined in this policy does not preclude a supervisor from holding a
corrective interview with any assigned employee regarding conduct, work
performance, efficiency, attendance, or appearance at any time the supervisor deems
necessary when the employee is on duty.

VI. CHAIN OF COMMAND REVIEW

A.

ICOC boards will be convened for the following Internal Affairs Division-level
administrative investigations:

Arrest, search, and seizure
Arbitrary profiling

Unbecoming conduct

1
2
3
4. Excessive response to resistance
5 Response to resistance/discharge of a firearm at a person
6 Harassment

7 Neglect of Duty

Internal Affairs Divison investigated/ICOC review level cases where audio and/or
video exists that clearly indicate that the employee had a lawful basis for the action(s)
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taken that resulted in the complaint or where audio/video clearly refutes the allegation
made, a mini-board hearing may be convened to review and adjudicate the
investigation. The employee will not be required to attend the mini-board hearing.
These cases will be given a final disposition of not sustained, exonerated, unfounded,
or will be recommended for a full ICOC.

Except, as noted above in section VI.A, investigations conducted by the Internal
Affairs Division that indicate there is less than a fair probability that employee
misconduct occurred may be reviewed by the employee’s major and captain/manager
or through a mini-board hearing. These cases will be given a final disposition of not
sustained, exonerated, unfounded, or will be recommended for a full COC hearing. If
recommended for a full COC hearing, the employee may select a division/section-level
COC and/or ICOC.

Internal Affairs Division investigations that indicate a fair probability that employee
misconduct has occurred will be heard by an ICOC or a division/section-level COC
board at the employee’s selection, as outlined in Appendix A, to determine the final
disposition.

Investigations conducted by the service area-level or section-level chain of command
will be given a final disposition of sustained, not sustained, exonerated, or unfounded.
The employee may choose to waive a hearing and have his or her chain of command
adjudicate the investigation or select a division/section-level COC or ICOC board to
determine the final disposition. The Internal Affairs Division will facilitate all ICOC
boards and send a representative to assist with any division/section-level COC
boards.

The Chief of Police or designee may convene an ICOC and/or recommend a TTRT in
circumstances deemed appropriate.

Review of Discharge of Firearms Investigations:

1. The Internal Affairs Division will investigate allegations involving the discharge
of firearms at a person, aggressive animals, and negligent discharges.

2. All discharge of firearms cases involving persons and alleged negligent
discharges will be reviewed by a standing shooting review board, which will
consist of:

a. A deputy chief appointed by the Chief of Poice
b. A Community Relations Committee representative
C. The Training Division major

d. The Criminal Intelligence Division captain

e. The Firearms Training Unit sergeant
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3. Each employee discharge of a firearm will be adjudicated in one of the following
ways:
a. Negligent discharge
b. Justified
C. Not justified

4, Any employee discharge of a firearm with a disposition of not justified or
negligent discharge will be adjudicated under the appropriate Rule of Conduct
violation by a shooting review board. The review board for an employee
discharge of a firearm not at a person can be chaired and adjudicated by the
Training Division major.

H. Peer member of the chain of command review board:

1. For any level independent or division chain of command review board, the
accused employee may elect to have a peer serve as a board member.

2. Peer selection process:

a. The peer will be selected from a pool of eligible employees department-
wide in the accused employee's job classification. If no pool of
employees exists within the accused employee’s job classification, the
Internal Affairs Division major will select a peer from a similar class of
employees.

b. The peer may not be a probationary employee, be involved in the case
to be heard, have disciplinary action pending, have disciplinary action
taken against them within the previous twenty-four (24) months, be
selected from the accused employee’s division, or be on suspension or
other leave.

C. The Internal Affairs Division provides two (2) peer employee names to
the accused employee, who selects one or rejects both.

d. If the employee rejects the first two (2) peer employee names, the
Internal Affairs Division will provide one (1) more name for the employee
to select or reject. The accused employee must select one (1) of the
three (3) names or elect not to have a peer.

e. The Internal Affairs Division major may replace any peer for just cause.

The presence and assistance of the employee’s counsel during the review is not
permitted.
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VII.

ADJUDICATION OF ALLEGATIONS OF EMPLOYEE MISCONDUCT

A.

Each allegation of employee misconduct entered into IACMS must be adjudicated with
one of the following rulings:

1. Exonerated: The acts which provided the basis for the complaint or allegation
occurred, but the investigation revealed that the acts were justified, lawful, and
proper.

2. Not Sustained: The investigation failed to disclose sufficient evidence to prove

or disprove the allegation made in the complaint.

3. Sustained: The investigation disclosed sufficient evidence to prove the
allegation made in the complaint.

4. Unfounded: The investigation proved the allegation to be unsubstantiated. The
incident never occurred or the employee was not involved in the incident, or the
investigation conclusively proved that the employee’s alleged act or actions
which provided the basis for the complaint or allegations did not occur.

Dispositions resulting in active suspensions will not be deferred or suspended.

The accused employee will be notified electronically through IACMS or in writing of the
final disposition of each allegation. This notification will occur as soon as practical after
the disposition is made, and the notification form will be attached to the electronic
case file in the IACMS.

The employee will have the opportunity to read, sign, and date any document
containing the results and/or disposition of any investigation before the document is
placed in the employee’s personnel file. The employee may attach a reply to any
adverse complaint in their personnel file. Any reply will also be attached to the
electronic case file in IACMS.

Supervisors must ensure that the employee’s annual performance review and
development (PRD) record includes a summary of a sustained complaint and related
counseling or reprimand, which was adjudicated in a performance year.

All reports resulting from an investigation of an employee, including corrective actions
taken, are to be provided to the city manager if requested or if the Chief of Police
determines the city manager should be apprised of the investigation.

An employee’s resignation will not prevent CMPD from rendering a decision
concerning an internal investigation.

The Internal Affairs Division Chain of Command Hearing Diversion Program aims to
provide an avenue to adjudicate eligible cases without subjecting employees to the
stress of a full board. This process includes:
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1. Only internally generated complaints are eligible. External complaints
(complaints generated by a member of the public) must follow the standard
board process.

2. The employee must admit to violating the Rule of Conduct under investigation
to the investigating Internal Affairs Division sergeant.

3. The employee will be given the option of having the case adjudicated by the
service area major.

4, The service area major will be limited in the severity of the corrective action
imposed. The maximum corrective action will be twenty-four (24) hours
suspended without pay. If the service area major believes the corrective action
could or should exceed a twenty-four (24) hour suspension, the case will be
returned to the Internal Affairs Division, and an ICOC board will be convened.

5. Cases eligible for diversion will be determined by the Internal Affairs Division
command staff. The determination will depend on the severity of the event to
maintain department-wide consistency within the discipline process.

Xlll.  CORRECTIVE ACTION GUIDELINES FOR SUSTAINED ALLEGATIONS OF MISCONDUCT

A.

Any internal investigation that results in a sustained finding requires appropriate
corrective action by the Chief of Police or designee. Corrective actions will be guided
by Directive 100-004, Discipline Philosophy.

Training is a non-punitive component of the CMPD discipline philosophy designed to
improve a member’s productivity and effectiveness using positive education and
instructional methods. Training may be implemented on its own, combined with, or
take the place of, other components of the CMPD discipline philosophy to correct
employee misconduct and/or improve performance deficiencies. Training may also be
recommended for allegations not sustained but where a performance deficiency has
been noted. When training is implemented, the employee’s supervisor will coordinate
with the Training Division to develop a specific training plan.

Counseling is a non-punitive component of the CMPD discipline philosophy intended
to correct minor acts of employee misconduct and/or performance deficiencies.
Counseling allows supervisors to discuss improvement strategies with the employee
concerning work performance deficiencies and/or minor acts of misconduct.

A written reprimand is the lowest form of formal corrective action and is not to be
issued when previous corrective actions have not resulted in the expected
improvement or when an employee commits a more serious act of misconduct.
Written reprimands will include a description of the incident(s) of misconduct, including
specific dates and times, locations, policies, and/or procedures violated. The Written
Reprimand Memo located on the CMPD Portal Page should be utilized.
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E. Records of training, counseling, or reprimand resulting from a complaint investigation

shall be attached to the IACMS case file before forwarding the case file to the Internal
Affairs Division for closure.

Suspension without Pay

1. Suspension hours imposed upon an employee as a result of a formal corrective
action will be levied in eight (8) hour increments.

2. Suspension hours imposed upon an employee will be entered into IACMS,
where the employee will be electronically notified of the final adjudication and
suspension hours prior to case closure by the Internal Affairs Division.

3. Employees suspended without pay for twenty-four (24) hours or less may forfeit
accrued vacation leave for all or part of the suspension.

4, Employees suspended without pay for thirty-two (32) hours or more may forfeit
accrued vacation leave for as much as one-half of the suspension.

5. Employees may forfeit accrued vacation leave for all or part of a suspension
only one time in any consecutive twelve (12) month period.

6. This provision applies only to suspensions imposed by the Chief of Police or
designee. It does not apply to any suspension imposed by the Civil Service
Board.

Employees are prohibited from engaging in law-enforcement-related secondary
employment while on suspension from CMPD.

Employees who have been served a subpoena are still legally bound to attend court
while on suspension.

IX.  APPEALS AND GRIEVANCES

A.
B.

Employees shall refer to the City of Charlotte’s Grievance Policy for full guidelines.

All regular-status full-time, part-time, and temporary-status employees (excluding
rehired retirees, seasonal interns, and volunteers) who have successfully completed
their new hire probationary period are eligible to initiate the City of Charlotte grievance
policy. Sworn employees who have completed their probationary period may use the
grievance policy only for matters outside of the purview of the Civil Service Board.
Grievable matters include but are not limited to:

1. Supervisory actions or decisions, or denial of promotion to a vacant position,
when the grievant believes the decisions were based on unlawful
discrimination.

2. Any disciplinary actions involving dismissal, suspension, involuntary demotions,
or reduction in pay (for non-Civil Service Board purview matters).
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3. Complaints alleging violations of state and/or federal regulations such as the
Fair Labor Standards Act (FLSA), the Family Medical Leave Act (FMLA), and
the Americans with Disability Act (ADA).
C. Sworn employees who have completed their sworn probationary period have the right

to appeal the imposition of any suspension, recommendation for demotion, or
recommendation for termination to the Civil Service Board.

1. Recommendations for demotion or termination of sworn non-probationary
officers will be filed with the Civil Service Board by the Internal Affairs Division
immediately following the ICOC’s decision.

2. Sworn non-probationary employees have the right to appeal to the Civil Service
Board for the imposition of any suspension. Any appeal to the Civil Service
Board must be made within fifteen (15) days of the sworn employee’s
notification of the suspension.

3. Should the Civil Service Board hearing result in the termination of the
employee, the employee will be provided with the following information:

a.
b.

C.

A written statement citing the reason for termination.
The effective date of the termination.

A referral to the CMPD Human Resources Division for a statement of
any fringe or retriment benefits earned.

The Chief of Police may terminate sworn employees who have not completed their
probationary period. Terminated probationary sworn employees have no right to appeal
to the Civil Service Board but may file a grievance in accordance with the City of
Charlotte’s grievance policy.

Impact Statement Process

1. The impact statement process will follow the below parameters:

a.

The complainant will be given the opportunity to provide a recorded or
written impact statement prior to the hearing date. The Internal Affairs
Division will provide the complainant with the impact statement
parameters in written format.

The statement may contain a description of the nature and extent of any
physical, psychological, or emotional injury suffered by the complainant as
a result of the alleged employee misconduct.

The statement may contain an explanation of any economic or property
loss suffered by the complainant as a result of the alleged employee
misconduct.

The board will not draw an inference or conclusion from the complainant’s
decision not to provide an impact statement.
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e. The board will review the impact statement at the beginning of the

deliberation period.

F. Deputy Chief Review Process

1.

In cases resulting in a suspension exceeding forty (40) hours, employees may
seek their deputy chief’'s review of the Internal Affairs Division investigative file
and hearing audio file. Employees who request a deputy chief review must
submit the request in writing using the Appeal to Employee’s Deputy Chief Form
provided by the Internal Affairs Division to the Internal Affairs Division within
three (3) calendar days following the date of the Internal Affairs Division ICOC or
COC hearing. The written request must specifically indicate the basis for the
appeal and include all relevant facts the employee wishes the deputy chief to
consider during the review. Appealable matters include:

a. The Internal Affairs Division investigative file was insufficient or lacked key
evidence. Employees must specifically state what relevant material or
evidence was absent that may have affected the board’s decision.

b. The ICOC hearing process was insufficient or biased against the
employee. Examples may include the employee having articulable cause
to believe a board member was biased towards the employee, which
influenced the board’s decision, or the board did not provide the employee
an opportunity to provide any mitigating information or statements.

C. Any other specific occurrence to indicate the employee was not afforded
his or her due process per this policy or information demonstrating the
employee’s outcome was inconsistent with the department’s discipline
philosophy.

If a specific reason articulating the justification for a deputy chief appeal is
absent, a deputy chief will not review the employee’s case. For cases that a
deputy chief reviews, the review will occur within five (5) business days upon
approval of the appeal from the Internal Affairs Division. The deputy chief will
review the relevant content of the case based on the employee’s basis for
appeal, and one of the following two (2) outcomes may occur:

a. The deputy chief may determine there is insufficient cause to indicate the
employee’s internal affairs process or hearing was not conducted
appropriately, in which case the matter will be closed.

b. If the deputy chief determines there is sufficient cause to indicate an
employee’s internal affairs process or outcome was inconsistent with
departmental standards, the case will be referred to the Internal Affairs
Division, and the employee will be afforded a second board hearing with a
different panel of board members. The deputy chief will also determine
any further case investigation or evidentiary items to be added to the case
file.
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XI.

3. Recommended corrective actions resulting from the initial board hearing will not
be held in abeyance pending a deputy chief appeal. Any changes to the ruling
and/or suspension time resulting from a secondary hearing will be properly
corrected by the Internal Affairs Division and Human Resources Division.

4. Employees who waive their option to have an ICOC or COC hearing are not
eligible to request a deputy chief review.

5. Employees who have separated (resigned or retired) from the department prior to
the initial board hearing or while pending the secondary hearing are not eligible
for the secondary hearing process.

RELEASE OF EMPLOYEE INFORMATION IN ADMINISTRATIVE CORRECTIVE ACTION

Administrative corrective action that would be identified with any individual employee may not
be released to the public or other parties except as provided by N.C.G.S. 160A-168. This
statute specifies that the following information must be disclosed to the public: name, age,
date of original employment or appointment to the service, current position title, office to
which the employee is assigned, current salary, date and amount of all increases or
decreases in salary, and the dates of all promotions, demotions, transfers, suspensions,
separations, or other changes in position classification. This statute also specifies the
following information is public record and will be released upon request. Complete salary
history to include benefits, incentives, bonuses, and all other forms of compensation;
information regarding all promotions, suspensions, or terminations to include the date and
amount of each with a general description, and the date and type of each dismissal,
suspension, or demotion for disciplinary reasons and a copy of the final decision stating the
specific acts that form the basis for the dismissal. An employee may have access to his or
her personnel file in accordance with the provisions set forth in N.C.G.S/ 160A-168(c) — (c1).

REFERENCES

Rules of Conduct

100-004 Discipline Philosophy

600-019 Response to Resistance

Officer Involved Critical Incident SOP

Subject Matter Expert Board SOP

Training and Tactics Review Team SOP

Written Reprimand Memo

Appeal to Employee’s Deputy Chief Form

N.C.G.S 160A-168

City of Charlotte HR11Employee Grievance Process
City of Charlotte Code of Ordinances; Part 1-Chapter 4, Article Ill, sec 4-61
CALEA

The previous version of Directive 200-001 Discipline, Internal Investigations, and Employees
Rights was published on 05/09/2023.
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Appendix A
Rule of Conduct Charge Investigation Review
Code Level Level

Abuse of Position 22 (A1-A3,B-G) 1A ICOC or Service Area/Bureau
Arbitrary Profiling 41 (A-D) 1A ICOC Review Board

Arrest, Search, and Seizure 29 1A ICOC Review Board
Associations 15 1A ICOC or Service Area/Bureau
Conformance to Laws 14 (A-C) 1A ICOC or Service Area/Bureau
Duty to Report 43 (A-C) 1A ICOC or Service Area/Bureau
Gifts and Gratuities, and Donations 23 (A,B,C1,C2,D) 1A ICOC or Service Area/Bureau
Harassment 39 IA/HR ICOC Review Board/HR
Improper Use of Property and Evidence 31 IA ICOC or Service Area/Bureau
Insubordination 4 (A,B) 1A ICOC or Service Area/Bureau
Intervention 30 (A1,A2,B) 1A ICOC or Service Area/Bureau
Labor Activity 12 IA ICOC or Service Area/Bureau
Neglect of Duty 10 (A-H) 1A ICOC or Service Area/Bureau
Participation in Administrative Investigations 35 (A,B,C1-C5) 1A ICOC or Service Area/Bureau
Political Activity 13 1A ICOC or Service Area/Bureau
Possession and Use of Drugs 18 (A,B) 1A ICOC or Service Area/Bureau
Public Statements and Appearances 24 (A-D) 1A ICOC or Service Area/Bureau
Residence/Telephone Requirement 7 (A-C) IA ICOC or Service Area/Bureau
Truthfulness 38 (A1-A6,B,C) 1A ICOC or Service Area/Bureau
Unbecoming Conduct 6 (A,B1-B4) 1A ICOC Review Board
Unsatisfactory Performance 5 (A-C) 1A ICOC or Service Area/Bureau
Use of Alcohol on Duty or in Uniform 17 (A,B) 1A ICOC or Service Area/Bureau
Use of Department Equipment 32 (A,B) 1A ICOC or Service Area/Bureau
Response to Resistance 28 (A,B) 1A ICOC Review Board

Use of Weapons 27 1A ICOC or Service Area/Bureau
Visiting Prohibited Establishments 16 1A ICOC or Service Area/Bureau
Absence from Duty 9 (A1,A2,B,C) CcOoC ICOC or Service Area/Bureau
Chain of Command 3 CcocC ICOC or Service Area/Bureau
Complaints 26 (A,B) CcOoC ICOC or Service Area/Bureau
Courtesy 25 (A-D) CcOoC ICOC or Service Area/Bureau
Departmental Reports and Records 34 (A,B) CcocC ICOC or Service Area/Bureau
Driving 40 (A-D) CcOoC ICOC or Service Area/Bureau
Employment Outside CMPD 11 Sec. Emp. Unit | ICOC or Service Area/Bureau
Identification 21 (A-C) CcOoC ICOC or Service Area/Bureau
Knowledge of Regulations 1 (A-D) CcocC ICOC or Service Area/Bureau
Legal Processes Brought By or Against Employees 36 CcocC ICOC or Service Area/Bureau
Personal Appearance 19 (A,B) CcOoC ICOC or Service Area/Bureau
Radio Communications 33 cocC ICOC or Service Area/Bureau
Reporting for Duty 8 (A-C) CcOoC ICOC or Service Area/Bureau
Supervision 37 (A,B) CcOoC ICOC or Service Area/Bureau
Use of Tobacco 20 cocC ICOC or Service Area/Bureau
Violations of Rules 2 cocC ICOC or Service Area/Bureau
Use of Body Worn Cameras 42 (A-D) CcOoC ICOC or Service Area/Bureau

*Internal Affairs or Human Resources may intervene in any departmental investigation
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PURPOSE

This policy establishes procedures for Charlotte-Mecklenburg Police Department (CMPD)
employees that are transferring to a new assignment within or separating from the department.

POLICY

When employees separate their employment or transfer within the department, they must
transfer the responsibilities of their current position in an organized manner. Employees must
have adequate time to complete the final separation. Employees transferring within the
department are obligated to ensure a smooth transition between assignments. The Chief of
Police has the sole discretion on all personnel assignments. CMPD desires to assign the best
possible employee for each assignment.

DEFINITIONS

A.

Transfer: Reassignment from a currently held position to another position. A newly
assigned position made through a transfer can be within or outside of the current
organizational unit and can be used to fill vacant positions or positions created by
organizational expansion.

Department-Wide Transfer: A transfer that is open to any eligible and qualified
employee within CMPD for the purpose of filling a vacancy. The vacancy will be
approved by a deputy chief or a designee and will be forwarded to the CMPD Human
Resources Division (CMPD HR) for posting.

Division/Bureau-Level Transfer: A transfer that is open to any eligible and qualified
employee within the division/bureau for the purpose of filling a vacancy for a non-patrol
function. Division Level transfers can be changed to department-wide transfers at the
discretion of the division major. The vacancy will be approved by the service area major
of the unit attempting to fill the vacancy.

Organizational Fit: The compatibility and balance between the work-related skills of a
candidate and the needs of the organization.

Relevant Job Experience: Describes previous work, assignments, training, etc., a
person has in preparation for a new assignment for which he or she is applying.

Patrol Immersion Program: A program that allows a sworn employee to swap divisions
with another sworn employee for a month. This will allow CORE-4 growth for the sworn
employee through learning a different geographical area and experiencing a new
community and policing cultures within CMPD.

Ride-Along: An opportunity available to officers to spend a short duration of time
(typically less than fourteen (14) days) working in another assignment for professional
development.

Specialized Assignment: Duties that require specialized training to successfully perform
the job requirements. This includes those functions for which both pre- and post-
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assignment specialized training is required. The following units are considered
specialized assignments:

Aviation — Helicopter,
Bomb Squad,
Canine Unit (K9),
DWI Task Force,

1

2

3

4

5. Lake Enforcement Unit,
6 Major Crash Investigation Unit,

7 Motorcycle Unit,

8 Special Weapons and Tactics (SWAT) Team,
9 Violent Criminal Apprehension Team (VCAT).

The eligibility requirements and the process for selection for these assignments are
covered in the individual division and unit SOPs.

Vacancies for these specialized assignments will be advertised department-wide.

All specialized assignments will be evaluated annually by the appropriate chain of
command. This evaluation will include a review of the initial problems or conditions that
justified the creation of the assignment and a review of the services provided during the
previous year to determine the continued need for the specialized assignment.

V. PROCEDURE FOR SEPARATING EMPLOYEES

A.

Employees separating from the department will be scheduled for first-shift duty for the
final two weeks of their employment. Employees must provide sufficient notice of their
resignation or retirement date to allow their supervisor time to schedule them for first-
shift duty.

During a period of two weeks, separating employees will complete the following tasks:

1. Participate in an exit interview to be scheduled, conducted, and evaluated by
CMPD Human Resources.

2. Properly transfer responsibility for, or dispose of, all evidence, safe-keeping, and
found property in the Property and Evidence Management Division.

3. Make arrangements regarding pending court cases and cases under active
investigation with the supervisor of the division or unit in which the employee
worked.

4. Turn in all equipment and uniforms issued by the City of Charlotte with a

supervisor.
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The Property and Evidence Management Division shall hold equipment and
uniforms for employees who are willing to return as hire backs if needed and
complete a re-issuance upon the employee’s reinstatement.

5. Complete all appropriate documentation required before proper separation from
the department. This documentation will include the Property Return Statement,
Supervisor's Separation Form, and final clearance forms needed by the Human
Resources Division.

C. Supervisors of separating employees will:
1. Ensure all evidence is properly disposed of or, if needed, transferred to an officer
for continued follow-up on retention.
2. Ensure that all open-further investigation cases are transferred in KBCOPS to
another officer for continued follow-up on new information when it becomes
available.

3. Contact the CMPD District Attorney Liaison sergeant and the Court Liaison
supervisor and make a notification of impending separation and determine the
impact on current court cases.

4. Ensure employees complete all appropriate documentation before proper
separation from the department. This documentation will include the Property
Return Statement, Supervisor's Separation Form, and final clearance forms
needed by the Human Resources Division.

V. PROCEDURES FOR TRANSFERRING EMPLOYEES

A. Posting a VVacancy
1. Division-Level Transfer
a. All vacancies for an assignment must be posted and announced within

the division for at least seven (7) days.
b. The vacancy announcement should include:
(1) A description of the job assignment.

(2)  Required minimum knowledge, skills, abilities, and relevant body
of work.

3) Division contact for questions and letters of interest.
(4)  Application submission due date.

C. Any division-level transfer position may be changed to a department-wide
transfer position at the discretion of the division manager. If a division
major decides to change a division-level transfer to a department-wide
transfer, division candidates will be afforded an opportunity for feedback
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if they request it. Managers should seek to develop employees from within
their division.

d. Refer to the Police Training Officer (PTO) SOP for procedures on posting
and selecting division PTOs.

2. Division Shift Transfer

Division shift transfer requests may be initiated by a division supervisor or
requested by the employee.

3. Department-Wide or Specialized Assignment Transfers

a. Any division manager with a vacant position they desire to fill will submit
a Seamless Doc justifying the need to fill the position through their
respective chain of command to their respective deputy chief by e-mail.
Upon approval, that respective deputy chief or designee will then forward
the e-mail to CMPD’s Human Resources Division for posting.

b. CMPD HR will be responsible for announcing the vacancy to CMPD
employees. All vacancies for a department-wide transfer must be posted
and announced to CMPD employees for at least seven (7) days.

C. The vacancy announcement should include:
(1) A description of the job assignment.

(2)  Required minimum knowledge, skills, abilities, and relevant body
of work.

3) Division contact for questions and letters of interest.
(4)  Application submission due date.

(5) Any employee selected for a department-wide or specialized
assignment will be placed on probation for six months from the date
of transfer and may be removed for performance concerns,
disciplinary reasons, or concerns of team cohesiveness.

Selecting Employees to Fill a Vacancy

Division managers must ensure a fair, consistent process is used to select candidates
for vacant positions. Division managers should consider organizational fit, relevant job
experience, special knowledge, skills, and abilities of candidates when making
selections. Division managers may contact the candidate’s current chain of command
for feedback during the selection process.

1. Division-Level Transfers

a. Interested employees will submit a letter of interest to the division
manager.
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2.

Division managers shall review all candidates’ last three (3) annual
performance evaluations, as well as the candidates’ Internal Affairs history
for the past three (3) years before making a selection.

Division managers are required to interview candidates before making a
selection. To ensure that interviews are conducted consistently
throughout the department, the following are required:

(2) One (1) or more personnel from outside of the division to serve as
an objective, independent party, if available.

(2) Interviews shall include standardized and/or scenario-based
guestions specific to the job skills necessary for the assignment. All
guestions and scenarios for the interview will be approved by the
bureau major and Human Resources.

(3)  The interview panel should include personnel from multiple ranks.

4) The division manager is responsible for making all personnel
changes within the division.

Department-Wide Transfers

a.

Interested employees will submit a letter of Interest to the division
manager.

All employees patrticipating in a department-wide transfer process must
notify their immediate supervisor by e-mail that they are competing for a
position within five (5) days of submitting their letter of interest for the
vacancy. The supervisor must notify their chain of command.

Division managers are required to review all candidates’ last three (3)
annual performance evaluations, as well as the candidates’ Internal
Affairs history for the past three (3) years before making a selection.

Interviews should be conducted in the same manner as those for division-
Level transfers (see V. B. 1.).

C. Transferring Employees for Department-Wide Transfers

1.

Final recommendations for filling any vacancy will be made at the discretion of
the division manager. That division manager should forward through the Chain
of Command via email a memorandum to their respective deputy chief. The e-
mail shall include the following:

a.

Two potential candidates for each vacant position will be submitted. For
example, two names will be submitted if there is one vacancy. If there are
two vacancies, three names will be submitted. For units with ongoing
vacancies, a list may be created at the discretion of the bureau major. Any
list will be valid for up to six months from the date of the interviews.




o

| Charlotte-Mecklenburg Police Department 200-002

Interactive Directives Guide Employee Transfers and Separation
GuuRLOTTEmcrL N Effective Date: 11/16/2023 6 of 8
b. All transfers should be effective on a Saturday as this is the first day in a

pay period and should be at least two weeks from the transfer date to give
employees time to transition to the new assignment.

C. Once the applicant is approved, the respective deputy chief of the
applicant or designee will then forward the Seamless Doc to the CMPD
Human Resources manager and copy the division major who held the
selection process.

2. The division commander or manager is responsible for notifying the selected
employee’s current chain of command, including the deputy chief prior to
notifying the selected employee. The division commander or manager and the
selected employee’s current chain of command will agree on the appropriate
effective date of the transfer.

3. The deputy chiefs of the service groups involving transferring employees for
department-wide vacancies have the final authority to allocate affected personnel
as needed.

4. The selected employee’s new chain of command will be responsible for notifying

the selected employee.

5. The division commander or manager will notify the candidates that were not
selected for the position and allow them to receive feedback.

6. Selected Employee

a. The transferring employee must meet with his or her current supervisor
before transferring to their new assignment to ensure pending court
cases, cases under active investigation, and property dispositions are
properly closed, disposed of, or transferred to another employee.

b. The transferring employee's supervisor will ensure that all pertinent files
including performance appraisals, citation receipts, etc., are forwarded to
the employee’s new supervisor.

C. In addition, the transferring employee’s supervisor will ensure that any
outstanding PRDs for that employee are completed and submitted to HR.
If the transferring employee has a PRD due within the following 90 days,
then the new supervisor will send the PRD to the previous supervisor
through the “get feedback” option in MySuccess to obtain comments and
a proposed rating from the previous supervisor.

d. The transferring employee shall return any issued equipment belonging to
the division or unit which will not be needed in their new assignment.

e. To ensure communication is taking place, the selected employee’s current
supervisor will complete the electronic HR Transfer of Personnel,
Divisions, or Units form in coordination with the receiving supervisor.
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https://charlottenc.seamlessdocs.com/w/EMP UNITtransfer

7. Human Resources will ensure all pertinent information is updated in the current
personnel management system as well as make a notification to Business
Services. Human Resources will also include any employee separations or
transfers in the weekly Personnel Order that is distributed to all employees.

8. Financial Management will be responsible for accounting for all appropriated
funding transfers as necessary.

9. The Business Services administrative officer will be responsible for updating any
changes in the organizational chart.

Command Reassignments

The service group deputy chief where the employee is currently assigned is responsible
for making command reassignment notifications to include the reason(s) for
reassignment. The service group deputy chief will document the reason for the
reassignment as professional development, organizational fit, promotion, performance,
or some combination. This will be documented in the notes section of MySuccess for
that employee.

Patrol Immersion Program

All sworn employees seeking to participate in the patrol immersion program will submit
a request through a seamless document to receive their chain of command approval
and schedule an immersion swap in the requested immersion division.

Officers will assume the shift lineup position of the swapping officer for the month’s
rotation and will return to their home division after the immersion rotation. If no swap is
located in the requested division, the officer may request a two-week immersion with
the division commander’s approval.

Ride-Along

All employees seeking to participate in a ride-along in a specialized unit for professional
development must have the approval of their current chain of command through their
major, as well as the chain of command through their major of the unit in which they
desire to participate in a ride-along.

The approval for any ride-along longer than 14 days must be approved up to the rank
of deputy chief over the area in which the ride-along will occur.

VI. REFERENCES

200-003 Career Development

300-011 Promotional Procedures

400-001 Uniforms and Grooming Standards
400-003 Equipment

Field Services SOP
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PURPOSE

To establish guidelines for employees seeking professional development to enhance
opportunities for selection to other departmental assignments as well as prepare for the
promotional processes.

POLICY

CMPD

recognizes the importance of providing opportunities for employees to develop

knowledge and skills that increase job satisfaction, increase employee retention, and identify
future leaders within the Department. CMPD encourages employees to prioritize their learning

develo

pment and seek additional opportunities to acquire the skills essential to achieving their

professional goals.

A.

DEFINITIONS

Department-Wide Transfer: A transfer open to any eligible and qualified employee
within CMPD for the purpose of filling a vacancy.

Division/Bureau Transfer: A transfer open to any eligible and qualified employee within
the Division/Bureau for the purpose of filling a vacancy for a non-patrol function.

PRD: Annual Performance Review and Development evaluation.

Promotion Probation: The period in which all newly promoted sworn personnel are on
probation and therefore subject to demotion in the event of unsatisfactory performance.
This period is effective for 6 months from the date of promotion.

Ride-along: A professional development opportunity available to officers to spend a
short duration of time (typically less than 14 days) working in another assignment of
interest.

Senior Police Officer Incentive (SPO): Incentive available to sworn employees at the
rank of officer who have reached the top step in the Public Safety Pay Plan (does not
include education, second language, or training incentive pay in determining top pay
step). Employees must complete all prerequisites identified in the program prior to
receiving the SPO financial incentive.

Specialized Assignment: Duties that require specialized training to successfully perform
the job requirements. This includes those functions for which both pre- and post-
assignment specialized training is required. The following units are considered
specialized assignments:

1. Aviation — Helicopter,
2 Bomb Squad,

3. Canine Unit (K9),

4 DWI Task Force,
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5
6.
7
8

9.

V. PROCEDURE

A.

Lake Enforcement Unit,

Major Crash Investigation Unit,

Motorcycle Unit,

Special Weapons and Tactics (SWAT) Team,
Violent Criminal Apprehension Team (VCAT).

Minimum Requirements for Specialized Assignment Transfers

Each CMPD Division can establish eligibility requirements for transfer to specific
assignments. However, the following is the minimum standard that all employees must
maintain to be considered for transfer to any specialized assignment or promotion:

1.
2.

At minimum: an “Achieved Expectations” on their most recent PRD.

No sustained violations under the following Rules of Conduct adjudicated within

the previous two years prior to the date of the job posting:

o &

a o

a.

Unsatisfactory Performance;
Use of Force (ROC 28A only);
Truthfulness;

Harassment.

Insubordination

Conformance to laws that result in arrest or a warrant for arrest (i.e. DWI,
Domestic violence, Communicating Threats)

Length of Service Requirements

Department-wide Transfers (including Specialized Assignments) - to be
eligible for a Department-wide transfer, employees must have a minimum
of three (3) years of service at CMPD. Lateral officers may be eligible for
a Department-wide transfer with a minimum of two (2) years of service at
CMPD.

Division Transfers - to be eligible for a Division transfer, employees must
have a minimum of two (2) years of service at CMPD. Lateral officers may
be eligible for a Division transfer with a minimum of one (1) year of service
at CMPD.

Sergeant Transfers- Sergeants will be eligible to transfer to other areas of
CMPD after they have successfully been released from their promotion
probationary period (typically six months).
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B.  Transfer to Investigative Assignments

1.

In addition to the eligibility requirements listed in section IV. A., sworn employees
must complete the following prior to being considered for a transfer to an officer
assignment in the Investigative Services Group or the Patrol Services Group:

a. CMPD’s Basic Search Warrant Course 101,
b. CMPD'’s Investigations 103: Crime Scene Search,
C. CMPD’s Investigations 104: Interview and Interrogations.

Waivers for the above required courses may be issued for substantially similar
course work or experience at the discretion of the appropriate Service Group
Deputy Chief. All sworn employees requesting such a waiver must include an
addendum in their letter of interest which must be signed by the appropriate
Service Group Deputy Chief and included in the packet reviewed throughout the
selection. Waivers are issued on a case by case basis.

Although not required, sworn employees are encouraged to schedule a ride-
along with the specific division in the Investigative Services Group Division of
interest prior to requesting a transfer. Ride-alongs will be conducted consistent
with CMPD Directive 200-002 Employee Transfers and Separation.

C. Transfers to Covert Operations Division

1.

In addition to the eligibility requirements listed in section IV. A. and B., sworn
employees must complete CMPD’s Vice/Narcotics 102 Imprest Fund-
Confidential Informant Training prior to being considered for a transfer to an
officer assignment in the Special Investigations Bureau.

Although not required, sworn employees are encouraged to schedule a ride-
along with the specific unit in the Covert Operations Division of interest prior to
requesting a transfer. Ride-alongs will be conducted consistent with CMPD
Directive 200-002 Employee Transfers and Separation.

D. Transfers to Specialized Assignments

1.

In addition to the eligibility requirements listed in section IV. A., sworn employees
seeking transfer to a Specialized Assignment are required to comply with any
specific eligibility requirements of the individual Specialized Unit's SOP, as well
as CMPD Directive 200-002 Employee Transfers and Separation. Employees
may also contact the Commander of the specialized unit for specific eligibility
requirements.

Although not required, sworn employees are encouraged to schedule a ride-
along with the Specialized Assignment of interest prior to requesting a transfer.
Ride-alongs will be conducted consistent with CMPD Directive 200-002
Employee Transfers and Separation.
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Senior Police Officer Incentive Program

1.

Sworn employees at the rank of Officer who have reached the top step in the
Public Safety Pay Plan are eligible to participate in the Senior Police Officer
Program.

Employees eligible to participate in the Senior Police Officer Program must
complete the following:

a. CMPD’s Nobility of Policing Training,
b. CMPD’s De-Escalation Scenario Training.

All employees who have completed the SPO requirements will receive a 5% pay
incentive effective on their merit date.

Promotion to Supervisor

1.

In addition to the eligibility requirements listed in section IV. A., employees
seeking promotion to first-line supervisor are required to complete the following
prior to applying to participate in the promotional process:

a. CMPD’s Supervisor’'s Career Path 101,
b. CMPD’s Supervisor’'s Career Path 102,
C. CMPD’s Supervisor’'s Career Path 103,
d. CMPD’s Supervisor’s Career Path 104.

All employees promoted to Sergeant will be initially assigned to the Patrol
Services Group.

Appointments are made at the discretion of the Chief of Police. Preference will
be given to sworn employees seeking promotion to the rank of Major who have
completed CMPD’s Command College, Police Executive Research Forum
(PERF) Senior Management Institute for Policing (SMIP) or the Federal Bureau
of Investigation (FBI) National Academy (NA).

Sworn employees seeking a promotion to any rank should also review CMPD
Directive 300-011 Promotional Procedures for further eligibility requirements.

Leadership Management Courses

1.

Annually, CMPD provides opportunities for Command Staff members to attend
various leadership management courses, such as the Police Executive
Research Forum’s (PERF) Senior Management Institute of Policing (SMIP) or
the Federal Bureau of Investigation’s (FBI) National Academy (FBINA).

Completion of CMPD’s Command College is preferred prior to seeking selection
for attendance to any other leadership management course.
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3. Selection Process for Command Level Courses

a.

REFERENCES

The Professional Standards and Training Bureau Major will coordinate
with PERF and the FBI to reserve spaces in SMIP and FBINA courses
annually.

The Professional Standards and Training Bureau Major will send an
announcement to all command level employees and those interested in
attending the leadership management course must submit a letter of
interest to be considered.

The Professional Standards and Training Bureau Major will compile the
list of those employees interested and forward to the Administrative
Services Deputy Chief for presentation to the other Deputy Chiefs and
Chief of Police to agree on the selectee(s) for each leadership
management course.

The Professional Standards and Training Bureau Major will communicate
with selected command staff and serve as the liaison between the
selected employees and PERF and FBI management course
representatives.

Directive 200-002 Employee Transfers and Separation

Directive 300-011 Promotional Procedures

Directive 300-018 Performance Review and Development

Charlotte, North Carolina, Code of Ordinances Part 1-Charter, Chapter 4.-Administration, Article

lI. Civil Service
Academy SOP

Rules of Conduct

CALEA
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PURPOSE

This policy establishes guidelines to ensure that the Charlotte-Mecklenburg Police
Department (CMPD) meets the Occupational Safety and Health Administration (OSHA)
Hazard Communication Standard (HCS) 29 CFR 1910.1200.

POLICY

CMPD employees shall be familiar with the location of the chemicals stored or maintained for
use inside CMPD facilities and the location of the relevant Safety Data Sheets (SDS) that
reference these chemicals.

DEFINITIONS

A.

Chemical: OSHA defines a chemical as “any substance, or mixture of substances.”
For further clarification, a chemical is “any substance” consisting of matter in a solid,
liquid, or gas form. The substance may be pure — an element — or a compound - a
“mixture” of elements.

Container: Any bag, barrel, bottle, box, can, cylinder, drum, reaction vessel, storage
tank, or the like that holds a chemical.

Division Coordinator: Each division or affected specialized unit will have an employee
assist in maintaining that section’s SDS Information.

Employee: All sworn, civilian, volunteer, and contract personnel working at the CMPD.

Hazardous Chemical: OSHA defines a hazardous chemical as “any chemical which is
classified as a physical hazard or a health hazard, a simple asphyxiant, combustible
dust, pyrophoric gas, or hazard not otherwise classified.”

Hazard Communication Coordinator (HCC): The CMPD employee responsible for the
development and implementation of the Hazard Communication Standard (HCS).

Hazard Communication Standard (HCS): The OSHA standard regarding the “Worker’s
Right to Know Act” requires that each employee be informed of the hazardous
properties of chemicals used in their work environment and the precautions to take to
protect themselves from these chemicals.

Safety Data Sheet (SDS): Information about the chemical, containing its chemical and
common name, physical and health hazards, OSHA exposure limits, safe handling
precautions, and emergency first aid procedures.

PROCEDURE

A.

The CMPD Human Resources Division is responsible for the overall coordination of
the HCS. The CMPD safety coordinator will serve as the active HCC.

Each division captain will assign a division coordinator who will ensure that each
division updates its chemical list and SDS.
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VI.

C.

Division coordinators will ensure that the SDS, a fully completed OSHA Form
174 or equivalent, is on file with the CMPD before or upon receipt of the first
shipment of any potentially hazardous chemicals purchased from a vendor.

A copy of the HCS along with the chemical list and SDS are kept on the CMPD
Portal for easy access by all employees.

The division coordinator is responsible for acquiring and maintaining updated
forms and providing electronic copies to the HCC for portal updates.

Hard copies of SDS are kept at the Charlotte-Mecklenburg Police Department
Headquarters (CMPDHQ) first-floor security desk, and will be accessible to all
employees, at any time, during all shifts.

Animal Care and Control, Aviation Unit, Bomb Unit, Crime Lab Division, Crime
Scene Search Unit, Firearms Training Unit, Special Operation Support
Warehouse, SWAT, and other division specific SDS hard copies will be
maintained by the division in a conspicuous, easily identified, well known, and
easily attainable area, and are accessible to all employees, at any time, during
all shifts.

SDS that are no longer applicable must be kept on file in an inactive section of
the SDS manual for thirty (30) years.

The HCC will consult with OSHA to address questions or concerns regarding the

HAZARDOUS CHEMICAL LIST

A.

The HCC will maintain a list of all hazardous chemicals used in CMPD facilities and
will update the list as necessary.

Division coordinators will have a chemical list generated and made available to
employees.

For accurate record keeping, the HCC must be notified of any modifications to existing
chemical lists and be provided a revised inventory list and an electronic and hard copy
of the SDS.

LABELS AND OTHER FORMS OF WARNING

The division coordinator will ensure that all hazardous chemicals in their assigned area(s)
are properly labeled. Labels shall list the chemical's identity using words, pictures, or a
combination thereof, appropriate hazard warning with specific information regarding the
physical and health hazards of the chemical, the name and address of the manufacturer,
importer or other responsible party, and any other pertinent information. The corresponding
SDS will be used to verify the label information. Immediate use containers (i.e., small
containers into which materials are drained for use on that shift by the employee drawing the
material) do not require labeling. The division coordinator will ensure that labels are legible
and accurate.
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VIl.  TRAINING
A. The division coordinator will be responsible for advising their division of any potentially
hazardous chemicals being introduced and providing information regarding any
necessary training as soon as the information becomes available.
B. Training will emphasize the following elements:
1. A summary of the HCS.
2 A written HCS policy.
3. A comprehensive guide to SDS, including the information it contains.
4 The location of SDS and how employees may obtain and use the information
they provide.
5. Awareness of the emergency plan for the specific work area assigned.
C. The CMPD Training Academy will monitor training needs and maintain a record of
employee training.
VIll. OUTSIDE CONTRACTORS

When necessary, the division coordinator will consult with the HCC regarding any chemical
hazard that outside contractors may encounter in the normal course of their work on the
premises.

NON-ROUTINE TASKS

Any CMPD employee contemplating a non-routine task involving hazardous chemicals will
consult with the division coordinator responsible for their section. The division coordinator will
ensure that employees are informed of hazards associated with the performance of these
tasks and advise of the appropriate protective measures. The HCC and division coordinator
will meet with affected employees before such work is conducted.

CONTRACTOR, EMPLOYER, AND EMPLOYEES

A. The division coordinator or facilities manager will ensure that contractors have access
to information about hazardous chemicals on a job site. The division coordinator or
facilities manager will advise contractors of any chemical hazards, the labeling
system, protective measures to be taken, and safe handling procedures that may be
encountered in the normal course of work on CMPD property. The location of the SDS
and their availability will be explained to the contractor.

B. Any chemicals brought onto CMPD property by the contractor must be disclosed, and
the appropriate hazard information, including SDS and labels, must be forwarded to
the HCC. The HCC will ensure that this information is made available to all affected
CMPD employees.
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C. If work is being performed in and around chemicals that require emergency eyewash

XI.

or safety showers, the division coordinator or facilities manager will inform the
employer(s) and the employees of the location of all available flushing/drenching
facilities on-site.

REFERENCES

OSHA Hazard Communication Standard (HCS) 29 CFR 1910.1200
Fire Emergency SOP

CALEA
The previous version of Directive 200-004 Hazard Communication Standard was published

on 11/16/2018.
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PURPOSE

This policy establishes guidelines for Charlotte-Mecklenburg Police Department (CMPD)
employees regarding the return of issued uniforms and equipment.

POLICY

It is the policy of the Charlotte-Mecklenburg Police Department (CMPD) that all uniforms and
equipment issued to employees will be returned to the CMPD under specific circumstances
and established guidelines.

DEFIN
A.

ITIONS

Administrative Assignment: When an employee has been removed from performance
of all police duties with no loss of base salary and is assigned to perform non-police
authority-related clerical or other tasks within the CMPD which limits public contact.

Administrative Leave with Pay: When an employee has been removed from
performance of all duties with no loss of salary and will be available by phone and/or to
meet in person with their chain of command, the Internal Affairs Bureau, and/or the
CMPD Human Resources Division (HRD) Monday through Friday between the hours of
0800 and 1700.

Administrative Leave Without Pay (Including Suspension): When an employee has
been removed from performance of all duties with the loss of all salary and will have no
agency contact other than any contact required to resolve or adjudicate the matter
resulting in this status.

Extended Military Leave: Military leave for any period between thirty-one (31) days and
five (5) years.

Extended Sick Leave: An illness or injury resulting in an absence of thirty (30) or more
consecutive calendar days.

Hireback: A rehired sworn or civilian retiree who is responsible for a specific task
approved by the Chief of Police or designee, including sworn employees responsible
for working special events or at any other time deemed necessary by the CMPD. All
sworn retirees must maintain NC State Law Enforcement Officer Certification with the
CMPD.

Light Duty: When an employee, because of injury or other temporary medical disability,
has been certified as capable of performing certain types of limited duty tasks and has
been assigned to a CMPD unit with no loss of base salary. A light duty assignment is
not an employee benefit or a guaranteed entitlement.

Property Return Statement: Form completed by a Property and Evidence Management
Division representative indicating that all uniforms and equipment have been returned
to the CMPD.
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Sensitive Items: All firearms, magazines, ammunition, Conducted Electrical Weapons
(CEW), portable radios, cellphones, collapsible batons, OC spray, Body-Worn Cameras
(BWC), badges, IDs, access cards, take-home vehicles, keys, fuel cards, and any other
items as so deemed by the CMPD chain of command.

J. Volunteer: A non-compensated civilian partner of the CMPD who is not authorized to
perform any law enforcement actions or other duties restricted to sworn employees.
PROCEDURE

All employees and volunteers are required to return all issued uniforms and equipment,
including cell phones, data files, and computer equipment to the CMPD as described in the
following circumstances. When practical, employees, supervisors, and volunteers shall contact
the Property and Evidence Management Division to schedule an appointment before returning
issued uniforms and equipment:

A.

Resignation or Retirement from the CMPD

The division captain or manager in coordination with the Property and Evidence
Management Division will ensure that upon resignation or retirement, employees return
all issued uniforms and equipment to the Property and Evidence Management Division.

1.

Upon learning of an employee’s pending resignation or retirement from the
CMPD, the Human Resources Division (HRD) shall direct the employee to
coordinate the return of all issued uniforms and equipment with the Property and
Evidence Management Division and will notify the Property and Evidence
Management Division of the employee’s pending resignation or retirement.

The employee shall contact the Property and Evidence Management Division
and arrange an appointment for the return of all uniforms and equipment.

Employees will use the appropriate Equipment Inventory Form located on the
CMPD Portal Page as a guide for uniforms and equipment to be returned at the
scheduled appointment:

a. Civilian Equipment Inventory Form

b. Sworn Equipment Inventory Form

Employees shall return the following equipment to the Civil Emergency
Unit/Logistics (CEU) in advance of the appointment with the Property and
Evidence Management Division representative:

a. CEU equipment including gear bag, baton, personal protective suit or
ballistic plates, and shields

b. One-time significant event-related issued equipment

C. Gas mask



https://cmpdweb/cmpdforms/CMPD%20Forms%20Library/Property%20-%20Civilian%20Equipment%20Inventory%20Form.doc
https://cmpdweb/cmpdforms/CMPD%20Forms%20Library/Property%20-%20Sworn%20Equipment%20Inventory%20Form.doc
https://cmpdweb/cmpdforms/_layouts/WopiFrame.aspx?sourcedoc=/cmpdforms/CMPD%20Forms%20Library/Property-%20Equipment%20Inventory%20Form.doc&action=default&Source=https%3A%2F%2Fcmpdweb%2Fcmpdforms%2FSitePages%2FCMPD%2520Forms%2Easpx&DefaultItemOpen=1&DefaultItemOpen=1
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d. Ballistic and/or riot helmet
e. Taser equipment
5. Employees will meet with the Property and Evidence Management Division

representative as scheduled to provide the uniforms and equipment. The return
of uniforms and equipment shall be documented on the Equipment Inventory

Form by the Property and Evidence Management Division representative.

6. The Equipment Inventory Form shall be signed by the separating employee and
the Property and Evidence Management Division representative receiving the

returned uniforms and equipment.

7. The Property and Evidence Management Division representative will note any
missing uniforms or equipment on the Property Return Statement seamless

document located on the CMPD Portal.

8. The Property and Evidence Management Division will send the employee the
Property Return Statement seamless document, which will be electronically
signed by the CEU/logistics commander, the employee's division commander,
the lieutenant of the Property and Evidence Management Division, and the
departing employee, stating that all uniforms and equipment issued to the
employee have been returned to the CMPD. The Property Return Statement will
also have a certification statement regarding the transfer of the CMPD-issued

service firearm to an eligible retiree’s ownership.

a. The completed Property Return Statement seamless document will be
emailed to the separating employee, the CEU/logistics commander, the
division captain, and the Property and Evidence Management Division,
and will be retained electronically by the Property and Evidence

Management Division.

b. Separation from the CMPD will not be final until the Property Return
Statement seamless document has been completed and returned to the

Property Evidence Management Division.

B. Gifting of Firearms to Eligible Retirees

1. Sworn employees who retire from CMPD may be eligible to receive their service

pistol as a gift upon retirement if they are retiring:

a. With twenty (20) years or more of credible service with the CMPD.

b. With thirty (30) years or more of credible service, either with the CMPD,
or in combination with another North Carolina law enforcement agency, or

pre-approved military service purchase time.



https://charlottenc.seamlessdocs.com/f/PropertyReturn_Form

Charlotte-Mecklenburg Police Department 200-005

Interactive Directives Guide Equipment

Returning of Issued Uniforms and

Effective Date: 11/30/2022 4 of 7

C. At age 55 with five (5) years of credible service with CMPD; or

d. Due to medical disability with the approval of the Chief of Police or
designee. The sworn employee’s total years of service, disciplinary
history, and the cause of the disability will be considered in this decision.

Sworn employees who desire to receive their service pistol as a gift must submit
the Retiree Service Pistol Request Form to the HRD retirement specialist while
applying for retirement or no more than one month before the anticipated
retirement date, whichever date is soonest.

Requests for service pistols submitted by sworn employees who are retiring while
allegations of rule of conduct violations are pending administrative investigation
will require the approval of the Chief of Police or designee.

The gifting of a CMPD service pistol to a retiree is at the discretion of the Chief
of Police and the right to decline any request based on pending, recent, or the
totality of disciplinary action and/or any other just cause is reserved by the Chief
of Police.

Sworn employees who separate from the CMPD under any circumstances other
than retirement are not eligible to receive a firearm as a gift.

Light Duty and/or Worker’'s Compensation

1.

Sworn employees who are anticipated to be on light duty and/or workers'
compensation for a period exceeding two hundred and forty (240) work hours or
thirty (30) consecutive calendar days are required to turn in issued firearms,
related components, and other sensitive items designated by the employee’s
chain of command while on light duty status. Any exceptions to this requirement
must be approved by the Chief of Police or designee.

The employee’s first-line supervisor is responsible for ensuring all sensitive items
are collected and turned in to the Property and Evidence Management Division
for storage within 48 hours. There shall be no property stored in the division. The
CMPD SWAT Team sergeant will coordinate the storage of SWAT firearms.

Extended Sick Leave

An employee who expects to be absent for more than thirty (30) consecutive calendar
days, or who has been absent for thirty (30) consecutive calendar days and does not
know when he or she will be able to return to work, shall turn in all CMPD issued
uniforms and equipment (to include 1D, access card, and badge at the discretion of the
chain of command) to the Property and Evidence Management Division until the
employee’s return to work. If the employee is unable to return the CMPD-issued




Charlotte-Mecklenburg Police Department 200-005

Returning of Issued Uniforms and
Interactive Directives Guide Equipment

Effective Date: 11/30/2022 50f7

uniforms and equipment, the employee’s supervisor must arrange to retrieve the
employee’s uniforms and equipment and submit it to the Property and Evidence
Management Division on behalf of the employee.

Administrative Assignment

Employees on administrative assignment may be required to surrender all CMPD-
issued sensitive items and other CMPD-issued uniforms and equipment to the Property
and Evidence Management Division at the discretion of the Chief of Police or designee
in consultation with the CMPD Internal Affairs commander. Employees will be allowed
to retain their ID and access cards.

Administrative Leave with Pay

Any employee being placed on administrative leave with pay may be required to
surrender all CMPD-issued sensitive items and other CMPD-issued uniforms and
equipment to the Property and Evidence Management Division at the discretion of the
Chief of Police or designee in consultation with the CMPD Internal Affairs Bureau
commander. These items will be temporarily stored in the Property and Evidence
Management Division until the matter is resolved or adjudicated. Employees will be
allowed to retain their ID and access cards.

Administrative Leave without Pay

Any employee placed on administrative leave without pay is required to surrender all
CMPD-issued uniforms and equipment to the Property and Evidence Management
Division. This will include all ID cards and access cards. These items will be temporarily
stored with the Property and Evidence Management Division until the matter is resolved
or adjudicated.

Reissuance of Uniforms and Equipment after Administrative Assignment and/or Leave

A copy of the written notification restoring the employee to full duty status must be
provided to the Property and Evidence Management Division before the re-issuance of
any uniforms and equipment. Once an employee has been returned to full duty status,
the employee will need to make an appointment with the Property and Evidence
Management Division to have uniforms and equipment reissued.

Extended Military Leave

All divisions will assist employees who will be absent on military leave between thirty-
one (31) days and five (5) years with the turning in and temporary storage of all issued
uniforms and equipment to the Property and Evidence Management Division no less
than twenty-four (24) hours before the start of the military leave. The Property and
Evidence Management Division will complete the Equipment Inventory Form.
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Leave of Absence

The division captain or equivalent in coordination with the CMPD HRD will ensure that
employees with an approved leave of absence return all issued uniforms and equipment
to the Property and Evidence Management Division no less than twenty-four (24) hours
before the start of the leave of absence unless otherwise directed by the Chief of Police
or designee. The Property and Evidence Management Division will provide the
employee with a copy of the completed Equipment Inventory Form.

Suspension

1.

The division captain or equivalent will ensure that sworn employees suspended
for more than forty (40) hours turn in their sensitive items. The employee’s
immediate supervisor will return this equipment to the Property and Evidence
Management Division for storage pending the sworn employee's return to duty.
At the discretion of the Chief of Police or designee, sensitive items may be
retained by the employee during suspensions of (40) hours or less.

The division captain or equivalent will ensure that all issued uniforms and
equipment of sworn employees who are suspended from duty and cited to the
Civil Service Board for termination are retrieved. This retrieval may include a
supervisor personally escorting the employee to the location where the CMPD-
issued uniforms and equipment are stored. The employee’s immediate
supervisor will return the uniforms and equipment to the Property and Evidence
Management Division, and the items will be temporarily stored until the matter is
resolved. The supervisor returning the equipment will work with the Property and
Evidence Management Division to complete the Equipment Inventory Form.

The division captain or equivalent will ensure that all uniforms and equipment
issued to civilian employees who are suspended from duty are retrieved and
submitted to the Property and Evidence Management Division for storage
pending the employee’s return to work.

Termination

1.

Upon notification of a sworn employee’s termination by the Civil Service Board
(or if the sworn employee separates from the department while the matter is
pending) the Property and Evidence Management Division will ensure all issued
uniforms and equipment were retrieved at the time of suspension, and then may
properly dispose of the equipment.

The division captain or equivalent will ensure that all uniforms and equipment
issued to civilian employees who are terminated are retrieved. The division
captain or equivalent will ensure that the employee’s immediate supervisor
returns the uniforms and equipment to the Property and Evidence Management
Division unless otherwise directed by the Chief of Police, or designee. This
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retrieval may include a supervisor personally escorting the employee to the
location where the CMPD-issued uniforms and equipment are stored.

3. The supervisor returning the uniforms and equipment will work with the Property
and Evidence Management Division to complete the Equipment Inventory Form
and the Property Return Statement.

M. Volunteers

Upon resignation or dismissal, volunteers will return CMPD-issued uniforms and
equipment including their issued ID. Volunteers will work in coordination with the
Community Services Division commander to ensure that all issued uniforms and
equipment have been returned.

N. Technology
In circumstances described above wherein all issued uniforms and equipment are to be
returned, division commanders will ensure that employees have surrendered all data
files, mobile devices, and technology-related equipment belonging to the CMPD to the
Computer Technology Solutions Division.

O. Internal Affairs Bureau
The Internal Affairs Bureau will take all necessary and appropriate action to collect all
property of the CMPD remaining in the possession of former employees and volunteers.

REFERENCES

200-002 Employee Transfers and Separation
300-004 Sick Leave Policy

300-006 Light Duty Policy

300-010 Administrative Assignment/Leave
300-016 Military Leave Policy

400-001 Uniform and Grooming Standards
400-003 Equipment

400-004 Use of Technology

Firearms Training SOP

Hireba

ck SOP

Volunteer Unit SOP

The pr

evious version of Directive 200-005 Returning of Issued Uniforms and Equipment was

published on 06/27/2019.
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PURPOSE

The purpose of this directive is to establish guidelines for the management of the Charlotte-
Mecklenburg Police Department (CMPD) diversion program.

POLICY

Administered by CMPD, the goal of the program is to improve patterns of offender behavior
by offering alternatives outside of the criminal justice system.

Quialified juveniles and adult offenders will be referred to the diversion program manager who
will oversee the program. Participants will undergo an assessment that may recommend
various interventions to reduce recidivism. Sworn employees should clearly articulate any
reason for not referring qualified participants to the diversion program in their confidential
narratives.

DEFINITIONS

A. Youth Offender: For the purposes of this directive, the term Youth Offender will refer
to any offender ages 10-17 years old.

B. Adult Offender: For the purpose of this directive, the term Adult Offender will refer to
any offender 18-24 years old.

C. First Time Offender: An offender who has never been charged with any serious crime.
A single minor charge such as trespassing or possession of marijuana may not
exclude the offender from being considered a First Time Offender. All exceptions are
at the discretion of the diversion program manager, and/or unit lieutenant.

D. Diversion Program Manager: The CMPD designee responsible for the daily
administration of the diversion program.

E. Diversion Specialist: The CMPD assigned civilian responsible for managing and
tracking diversions in KBCOPS and reviewing the diversion contract with the offender.

F. CMPD’s Diversion Restitution Program: Funds allotted to participants who cannot
provide the resources to reimburse a victim (youth diversion maximum is $500, adult
diversion maximum is $1500).

PROCEDURE
A. Screening

Prior to completing a juvenile or adult arrest, sworn employees will check the
offender’s juvenile and or adult arrest histories. In cases involving a qualified felony
diversion, sworn employees will check both juvenile and adult arrest records. If the
offender has a previous arrest history, he/she may not qualify for diversion. Under
limited circumstances, the diversion program manager may accept offenders with a
prior arrest or a prior referral. Previous arrests for minor crimes such as trespassing,
or possession of marijuana may not automatically disqualify the offenders from the
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diversion. In these cases, the sworn employee must articulate knowledge of the prior
arrest or diversion referral and request an exception under special circumstances. The
diversion program manager will review the case to determine the offender’s eligibility.

1. Youth Diversion Program Disqualifiers:

a.

The offender has a prior arrest history. An arrest or referral for a minor
crime such as trespassing, or possession of marijuana may not
disqualify the youth.

b. The case under review is a felony case. A felony case for a property
crime and other listed offenses will be considered as approved by the
Mecklenburg County District Attorney’s Office.

C. The offender lives outside of the Charlotte Metropolitan Area
(Mecklenburg, Union, Stanley, Cabarrus, Rowan, Iredell, Catawba,
Lincoln and Gaston counties).

d. The victim makes a request for restitution of more than $500.

e. After consultation, the victim requests that the offender to be criminally
prosecuted.

f. The offender refuses to participate in the diversion process.

2. Adult Diversion Program Disqualifiers:

a. The offender is over 24 years of age.

b. The offender has a prior arrest record as a juvenile or adult. A single
arrest for a minor crime such as trespassing, or possession of marijuana
may not disqualify the offender.

C. The offender lives outside of the Charlotte Metropolitan Area
(Mecklenburg, Union, Stanley, Cabarrus, Rowan, Iredell, Catawba,
Lincoln and Gaston counties).

d. The restitution amount is over $1,500.

e. The offender refuses to participate in the diversion process.

A criminal background check reveals an arrest outside of Mecklenburg
County that would disqualify the offender from participation.

The Mecklenburg County District Attorney’s Office rejects the diversion.
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B.

Referrals

Sworn employees will refer lesser category offenses for first-time offenders to the
diversion program. The target offenses include but are not limited to:

1.

Youth Diversion Program

o p

a o

Public Affray

Simple Assault
Disorderly Conduct
Communicating Threats
Trespassing
Undisciplined Juvenile
Truant

Larceny

Damage to Property
Curfew Violation

Felony larceny of cell phone and other electronics if returned, recovered,
or the restitution amount is $500 or less, or the offender has the means
to pay.

Felony larceny by employee and embezzlement with the return of
property, reimbursement, or with a restitution amount of $500 or less, or
the offender has means to pay.

Common law robbery with recovered property and no injuries (pushed
clerk to get out of the building, pushed the victim to take a bike, etc.).

Larceny from auto if the property is returned, recovered, or the restitution
amount is $500 or less, or the offender has means to pay.

Commercial B/E with the recovery of property, if returned, or restitution
amount of $500 or less, or the offender has means to pay.

Larceny from a person if returned, recovered, or restitution amount of
$500 or less, or the offender has means to pay.

Sworn employees may contact the diversion program manager to inquire
about other offenses that may qualify for diversion.
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2. Adult Diversion Program
a Auto theft with no pursuit or accident with injury.
b. Larceny from auto.
C. Larceny by an employee (Employee Discount).
d. Felony/Misdemeanor larceny under $1,500.
e. Fraud (False Pretense, Financial Transactions, Uttering of Forged

Instrument, or Credit Card Embezzlement).

f. Possession of stolen property.
g. Breaking and or entering (Commercial property only, includes

concession stands).
h. Misdemeanor B/E.
I. Unauthorized use of a motor vehicle.
J- Disorderly Conduct.
k. Intoxicated and Disruptive.
l. Damage to property/vandalism.

If the offender has no arrest history and the offense is one of those listed in IV.B. 1 or
2, a referral will be made. Sworn employees will complete the KBCOPS report and
click Diverted Youth (under 18) or Diverted Adult (18 -under 25) under the suspect
status instead of not in custody or convicted. Sworn employees will also include at the
bottom of the narrative: “This case has been routed to the diversion program”. The
case will be marked for further investigation and the sworn employee’s involvement
with the case will end, (unless the offender fails to successfully complete the diversion
program requirements).

If the sworn employee believes a youth offender can benefit from diversion for
undisciplined behavior and there is no KBCOPS report, a KBCOPS Miscellaneous
Incident (MI) report should be completed. In the event the case remains in the sworn
employee’s queue, or the case was not routed properly, the sworn employee should
follow up with a member of the diversion unit.

Division supervisors approving sworn employee reports will route all diversion cases
to “30 Diversion” located in the KBCOPS routing options. The diversion program
manager will assign the cases to the diversion specialist, who will track the diversions
through completion and close/clear the reports from the KBCOPS system. Declined
case referrals or cases with property attached for PLIMS disposition will be routed
back to the referring sworn employee for follow-up and closing.
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Youth Diversion

The program requirements for diversion will be determined by the assessment
administered by the Diversion Specialist. Any request to modify program requirements
will be reviewed by the program manager/lieutenant. If an offender fails to successfully
complete the diversion program requirements within the allotted timeframe for
assigned classes, the diversion specialist will complete a supplement indicating the
youth did not complete the program. If a juvenile arrest is warranted, an email will be
sent to the originating sworn employee along with the notes in the KBCOPS report.
The final disposition will be determined by the originating sworn employee to arrest or
not to arrest. Arrest determination must be clearly articulated in the confidential
narrative prior to closing the case.

Adult Diversion

1. The originating sworn employee must confirm positive identification and search
KBCOPS, NCIC, AOC, NCAWARE, and any other applicable databases to
determine offender eligibility for diversion at the time of the potential arrest. If
positive identification is not possible, an arrest should be made.

2. If the offender does not have a previous arrest or has a qualifying previous
minor offense, the case can be transferred to the Diversion Program in
KBCOPS as a secondary assignment until all papering is complete. The
originating sworn employee is responsible for papering the case with the
District Attorney’s office even if the case is accepted in the diversion program.

3. The diversion specialist will review all referrals to the adult diversion program.
If the case does not qualify, the case will be routed back to the originating
sworn employee for arrest, papering and prosecution. The specialist will
contact the victim listed in the KBCOPS report to verify the restitution amount
and explain the diversion program. The diversion specialist will also have the
victim complete the necessary paperwork if restitution is owed. The specialist
will review the diversion contract with the offender, including class hours,
participation, and restitution requirements.

4, If the offender refuses to agree to the requirements in the contract, the case will
be routed back to the originating sworn employee for arrest, papering, and
prosecution. If the case qualifies for diversion, the diversion specialist will send
the case to the Mecklenburg County District Attorney’s Office for diversion
approval. All adult diversion participants will be added to the KBCOPS watch
list for the duration of the program. If the offender is arrested for a new charge
while participating in the diversion program, the District Attorney’s Office will be
notified to determine appropriate next steps.
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Restitution

1. All restitution required in the contract will be paid to CMPD in the form of a
certified check, cashier's check, or money order. If the full restitution amount is
paid by a certified check, the certified check can be made payable to the victim
and delivered to the victim by CMPD.

2. After full restitution is collected, CMPD will issue a check to the victim.

3. If the offender is participating in CMPD’s Diversion Restitution Program or
Reach Out, diversion personnel will request a check for the total number of
hours completed to be issued to the victim, after completing additional
programming.

4, The victim will be required to complete the necessary paperwork to receive the
restitution check from the City of Charlotte.

5. The offender has 3, 6, or 12 months from the contract date to complete the
restitution requirement based on their assigned class requirements.

6. If the offender fails to complete the restitution requirement within the allotted
time frame, the case will be sent to the originating sworn employee for arrest,
papering, and prosecution.

7. All restitution payments will be documented in KBCOPS.
Program Requirements

All participants in the adult diversion program will be required to complete 25 to 100
hours of diversion classes within 3, 6, or 12 months of the contract date. Failure to
complete the class hours will result in the offender’s case being routed back to the
originating sworn employee for arrest, papering, and prosecution. Allotted time
requirements are below:

Offense Program Duration Time to Complete
Low Level 25-50 Hours 3 Months
Mid-Level 50-75 Hours 6 Months
High Level 75+ Hours 12 Months

Post-Arrest Adult Diversions

If a qualifying adult defendant is identified post-arrest for diversion. CMPD will
coordinate with the Mecklenburg County District Attorney’s Office to screen the
referrals. Post-arrest referrals can include an arrest made by a non-CMPD officer at
the request of the Mecklenburg County District Attorney’s Office.

Post-arrest diversions will follow the same process and screening as a pre-arrest
diversion except for the referral source. In addition to the normal pre-arrest diversions,
post-arrest referrals for diversion must include consent from the defendant’s assigned
defense attorney.
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If a post-arrest adult defendant fails to complete the required hours or the full
restitution requirement, the Mecklenburg County District Attorney’s Office will be
notified, and the prosecution of the case will resume.

J. Final Diversion Disposition

After the offender has completed the required class hours and all restitution has been
paid, the diversion specialist will update the original KBCOPS report and notify the
Mecklenburg County District Attorney’s Office of the final disposition.

V. REFERENCES

CALEA
The previous version of Directive 200-006 Diversion Program was published on 4/24/2022.
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PURPOSE

This policy establishes procedures for the Charlotte-Mecklenburg Police Department’s
(CMPD) management of circumstances where sworn and civilian employees are found to have
driven a motor vehicle or operated a boat while impaired.

POLICY

No person is exempt from the consequences associated with committing an impairment
offense. The Charlotte-Mecklenburg Police Department (CMPD) recognizes the seriousness
of these charges and their effect on the employee, the CMPD, and the community. Therefore,
employees found to have committed an impairment offense will face disciplinary action up to
and including being cited for termination. This directive describes disciplinary procedures for
charged employees.

DEFINITIONS

A. Blood Alcohol Content (BAC): Also known as blood alcohol level, is the amount of
alcohol in a person’s blood, which can be measured by testing a breath or blood sample.

B. Boating While Impaired: The charge of impaired boating as defined by North Carolina
General Statute (NCGS 8) 75A-10(b1) or the equivalent statute of another state or
country.

C. Driving While Impaired: The charge of impaired driving as defined by NCGS § 20-138.1
or the equivalent statute of another state or country.

D. Impaired Driving in a Commercial Vehicle: As defined by NCGS § 20-138.2 or the
equivalent statute of another state or country.

E. Impairment Offense: For this directive, an impairment offense is defined as driving while
impaired or boating while impaired.

F. Independent Chain of Command Review Board (ICOC): A disciplinary review board
comprised of supervisors and peers who are not members of the employee’s immediate
chain of command, selected from a pool of available supervisors and peers.

PROCEDURE

A. If an employee is arrested or cited for an impairment offense, the employee’s supervisor
and/or Internal Affairs must be notified as soon as possible after the employee is cited
or released from custody. Any employee who fails to notify the CMPD of an arrest for
an impairment offense as required by this directive will be cited for termination.

B. Internal Affairs will conduct an internal investigation if an employee is arrested or
charged for an impairment offense.

C. The employee will be administratively charged with CMPD Rule of Conduct 14A:
Conformance to Laws.
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D. Barring any aggravating factors (as defined by NCGS § 20-179 or the equivalent statute
of another state or country) related to the impairment offense arrest or charge, the
CMPD may make accommodations for the employee until the employee obtains limited
driving privileges and resumes employment-related duties while the case is processed
through the criminal court system.

E. The CMPD Internal Affairs Division will work to have the case investigation complete
and convene an Independent Chain of Command (ICOC) review board hearing no later
than ten (10) working days after the date of the incident or upon notification by a third
party that an employee committed an impairment offense.

F. An employee receiving a sustained violation related to an impairment offense will
receive an automatic minimum thirty (30) day active suspension (regardless of court
outcome). Additionally, the CMPD may remove the employee from any assignment,
CMPD program, or privilege.

G. The CMPD may recommend an employee for termination if any of the following apply:
1. the employee has a history of disciplinary action and/or performance issues,
2. the employee has previously been arrested for DWI, and/or
3. there are aggravating factors, including but not limited to a vehicle accident,
serious injury, death, or any other factor that aggravates the seriousness of the
offense.
H. A sworn employee who is arrested for an impairment offense will automatically be cited

to the Civil Service Board for termination if the employee:

1. resists arrest resulting in a police-level control response,
2 flees to elude apprehension,

3. has a BAC of 0.15 or greater, and/or

4

refuses to submit to a certified BAC test (breath or blood) resulting in the
suspension of the employee’s driver’s license.

REFERENCES

Rules of Conduct

200-001 Discipline, Internal Investigations, and Employee Rights
300-009 Employee Drug and Alcohol Testing

North Carolina General Statute § 20-138.1

North Carolina General Statute § 20-138.2

North Carolina General Statute § 20-179

North Carolina General Statute 8 75A-10(b1)

The previous version of Directive 200-008 Internal DWI Policy was published on 10/24/2023.
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PURPOSE

This policy establishes guidelines for Charlotte-Mecklenburg Police Department (CMPD)
employee participation in Right Moves for Youth, Police Activities League (P.A.L.), and
REACH OUT youth programs.

A.

PROGRAMS

Right Moves for Youth

The Right Moves for Youth program is a unique 501C-3 organization with a volunteer
board of directors. The Right Moves for Youth personnel work in collaboration with
local law enforcement agencies, Charlotte-Mecklenburg Schools, and community
volunteers. The program is designed to help students maximize their education and
opportunities to ensure they graduate and have a successful future. Participants are
referred from a variety of sources, including school personnel, law enforcement, and
self-referral. Members meet weekly with program personnel in a group mentoring
environment that emphasizes education, social-emotional well-being, career
development, and civic duty. Groups meet in schools during school hours or virtually
after school and are led by a program team member with the additional involvement of
CMPD sworn employees, particularly school resource officers.

Police Activities League (P.A.L.)

The Police Activities League (P.A.L.) is a separate 501C-3 organization with a
volunteer board of directors. The goal of the P.A.L. is to provide educational,
programmatic, and structured support to youth in underserved communities while
aiding them in improving their decision-making skills to prepare them for a successful
future. These programs and activities are intended to enhance the quality of their lives
and allow them to make positive contributions to society.

Respect Engage Accountability Character Honesty Officers Understanding Teens
(REACH OUT)

1. REACH OUT is a collaborative effort of the CMPD and the Mecklenburg
County Sheriff's Office Division of Adult Correction and Juvenile Justice to
provide the necessary services and resources to effectively and positively
change the lives of selected youthful offenders. The components of REACH
OUT include:

a. Youthful Offender — Targets sixteen (16) to twenty-four (24) year-old
individuals post-arrest and offers them life skills programs, interview
skills, job placement, and mentoring by law enforcement officers.

b. Teen Engagement and Mentorship (TEAM) — Pairs CMPD sworn
employees, trained as mentors, with teens in the communities where
they serve. Teens are engaged by sworn employees through voluntary
contact at magnet locations for crime prevention.
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C. Jail North — Provides life skills programming while participants are

incarcerated and pairs them with sworn employees who serve as
mentors after release.

2. Sworn employees can contact the CMPD Community Services Division to sign
up for City of Charlotte mentor training. Once trained, sworn employees will be
introduced to youth enrolled in the program component of their interest for
mentor pairing. Sworn employees are required to have at minimum one contact
with their mentee per month and participate in bi-monthly group sessions.

GUIDELINES FOR PARTICIPATION

A.

Any non-probationary sworn employee may request participation in Right Moves for
Youth and P.A.L.; however, prior approval must be obtained from the employee's
division captain. The request for approval must be submitted in writing.

Sworn employees who have received approval to participate in the program must
coordinate their assignments with the Community Services Division.

Division and departmental staffing needs may preclude participation in a youth
program meeting or event. Therefore, volunteers must inform their shift supervisor of
all scheduled required meetings and events.

Sworn employees involved in the program are allowed to participate on-duty or
receive up to a maximum of eight (8) hours of compensation for off-duty time spent
working with youth programs during a twenty-eight (28) day cycle.

Sworn employees are permitted to wear police uniforms or plain clothes while
engaged in youth program activities. The utilization of departmental vehicles for the
transportation of program members is allowed. Sworn employees can reserve vans
assigned to Right Moves for Youth by contacting the School Resource Office sergeant
or reserve P.A.L. vans by contacting the P.A.L. supervisor. Trips involving the use of a
departmental vehicle are generally restricted to a fifty (50) mile radius from the center
of Charlotte. Any trips outside of Mecklenburg County must be approved by the
Community Services Bureau chain of command.

Any sworn employee transporting club members in departmental vehicles must notify
his or her immediate supervisor before providing such transportation and provide
details regarding planned destinations and participant information.

Right Moves For Youth and P.A.L. bumper stickers are approved for display on all
marked CMPD vehicles. The sticker will be placed on the left rear bumper.

Any exceptions to the above-stated guidelines must be approved by the
Administrative Services Group deputy chief and the sworn employee's deputy chief.
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V. REFERENCES

Youth Engagement Programs SOP
CALEA




3

CHARLOTTE-MECKLENBURG

Charlotte-Mecklenburg Police Department 200-010

Interactive Directives Guide Written Directive System

Effective Date: 4/7/2022 1of5

PURPOSE

This directive establishes the procedure for the development and approval of all Charlotte-
Mecklenburg Police Department (CMPD) directives, standard operating procedures (SOPS)
and plans. A written directive system provides employees with guidance and a clear
understanding of the expectations relating to the performance of their duties. While such a
system is not intended to be all-inclusive, the establishment of written directives will help to
ensure a high degree of planned, consistent, and accountable police service.

POLICY

A.

All CMPD directives and SOPs must be written on the standard template available
from the Strategic Policy Unit (SPU). All directives and SOPs must reflect CMPD’s
values and philosophy of policing when written and will be promptly updated whenever
a major change occurs that directly impacts the directive or SOP. When a conflict in
policy is noted, the directive with the latest effective date will be followed unless
otherwise directed by the chief of police.

B. The chief of police has the authority to issue, approve, modify, and rescind all written
directives and procedures within the CMPD, as deemed necessary and at any time.

C. No written or verbal communication will conflict with or supersede any federal, state, or
local law, City of Charlotte policy, or CMPD directive or procedure without the written
authority of the chief of police or designee.

DEFINITIONS

A. Directives: Interactive documents governing all CMPD employees and procedures.

B. Standard Operating Procedures (SOP): Interactive document governing CMPD
employees under the command of the issuing authority.

C. High liability SOP: SOPs identified and deemed a high liability by the Police Attorney’s
Office.

D. Plans: A written formulated method of predetermining acts and purposes beforehand
to ensure the safety of community members and CMPD employees.

E. Subject Matter Expert (SME): a person who has demonstrated extensive knowledge,
skill, and experience in a specific subject, discipline, or process.

F. Summary of Changes: A document outlining a brief review of any changes in CMPD
directives or SOPs.

G. Policy Management Group (PMG): The group designated by the chief of police
responsible for reviewing and approving directives, SOPs, and plans prior to
presentation to the Professional Accountability Bureau Major for review and final
approval by the chief of police, assigned deputy chief, or designee.

H. Signature Sheet: Document designating official record of approval.
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V.

PROCEDURE

A.

Electronic Written Directive Manual

1.

The electronic written directive manual serves as the official repository for all
CMPD directives. This manual is maintained electronically by the SPU.
Directives, SOPs, and plans are available on the CMPD Portal.

New and updated directives will be disseminated through the City of Charlotte’s
Learning Management System (LMS). Electronic acknowledgment of the
receipt and understanding of all newly issued or updated directives will be
managed through the LMS. The LMS will maintain a database with electronic
signatures and acknowledgments for documentation and tracking purposes.

Directives will be posted to the CMPD Portal and the CMPD.org website after
final approval by the chief of police, deputy chief or designee.

After final approval by the appropriate deputy chief, or designee, SOPs will be
posted on the CMPD Portal. SOPs will not be posted to the CMPD.org website.

An electronic copy of historical directives, SOPs, plans, general orders,
memorandums, signature sheets, drafts, and similar items are maintained
electronically by the SPU.

Development, Revision, or Rescinding of a Directive, SOP or Plan

1.

All written directives, SOPs, and plans must be developed and revised by the
SPU (See Strategic Policy Unit SOP). The SPU is responsible for ensuring
compliance with the following standard format:

a. Header: Shall contain the directive number, title, effective date, and
revision or review date, when applicable.

b. Purpose

C. Policy

d. Definitions

e. Procedure

f. References: Shall cite all sources that provide additional information (i.e.,
other directives, SOPs, plans, laws, case citations, and accreditation
standards).

Development and revision of a directive, SOP, or plan may occur as a result of
an internal request or be driven by external events.

a. Internal requests may include but are not limited to revisions based on
SPU research of best practices, individual divisions or units requesting
updates to reflect current unit or division practices, etc.
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External events may include but are not limited to legal changes,
national or local events of significance to policing, etc. Following relevant
external events, the SPU will review CMPD directives, SOPs, and plans
to determine relevance and potential impact as it relates to the event.
The SPU will present any relevant impacted directives to executive staff
as needed.

Absent any internal requests or external events, directives and SOPs will
be reviewed every three (3) years based on their last review or effective
date and updated to reflect current practices, national best practices, as
well as consistency with other CMPD directives, SOPs, and plans.

The SPU will identify all relevant stakeholders and subject matter experts

(SME).

a.

The SPU will seek input from identified SMEs and stakeholders and
maintain a record of SMEs who provided input and assist in the
development of a directive, SOP, or plan.

The SME assigned to a directive requiring review will be contacted by
the SPU to discuss the directive. The SPU will provide the SME with the
most updated copy of the directive. The SME will have fourteen (14)
days to review, make changes (if needed) and confirm a meeting if
requested by the SPU.

The SME assigned to a SOP requiring review will be contacted by the
SPU to discuss the SOP. The SPU will provide the SME with the most
updated copy of the SOP. The SME will have fifteen (15) days to review,
make changes (if needed) and confirm a meeting if requested by the
SPU.

Prior to directives, SOPs, and plans being submitted to the chief of police or

designee for approval, all directives and high liability SOPs are presented to the
Policy Management Group (PMG) for review unless there are no significant
content changes. The PMG serves as a check and balance at the conclusion of
the directive development and revision process.

a.

The SPU will manage the administrative aspects of the PMG (scheduling
meetings, providing documents, recording minutes, etc.).

The PMG is chaired by the Administrative Services Group Deputy Chief.
The following positions are permanent members of the PMG:

1) Senior Police Attorney or designee;

2) Professional Accountability Major;

3) Strategic Policy Unit members;
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4) CMPD Training Director;
5) CALEA Accreditation Manager;
7) CMPD Human Resources Director or designee;

8) CMPD Major determined based upon the directive being
reviewed.

C. SMEs may be requested to attend the PMG meeting to answer any
content-related questions.

Directives and SOPs, following review by the SME, SPU, PMG, and
professional accountability major, will be delivered with a signature sheet to the
SME, deputy chief, chief of police, or designee, for review and final approval.

a. Directives will be delivered with a signature sheet to the responsible
deputy chief, or designee, for review and final approval by the chief of
police or designee.

b. High liability SOPs will be delivered with a signature sheet to the
responsible deputy chief, or designee, for review and final approval.

C. SOPs not deemed a high liability SOP will not require review by the PMG
and will be delivered with a signature sheet to the responsible SME for
approval by the SME’s chain of command members, up to the division or
unit major. Once approved, a signature sheet will be delivered to the
deputy chief, or designee, for review and final approval.

Directives and SOPs that are proposed, new, or updated must be reviewed by
CMPD’s Accreditation Manager to ensure formatting and compliance with
CALEA accreditation standards.

All existing directives and SOPs will remain in effect untii amended or
rescinded. The SPU will track all changes to updated directives, SOPs, and
plans. Whenever a new or updated directive or SOP is approved, the SPU will
retain the original signature sheet and purge and replace the directive or SOP.
Once purged, the SPU will maintain a historical record of the directive or SOP.

a. Any request to rescind or remove any directive must be made in writing
and reviewed by the responsible deputy chief and approved by the chief
of police.

b. Any request to rescind or remove any SOP must be made in writing and

reviewed and approved by the responsible deputy chief.

V. REFERENCES

800-007 Communications and Reports
Strategic Policy Unit SOP
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CALEA SOP
CALEA

The previous version of Directive 200-010 Written Directive System was published
10/12/2018.
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PURPOSE

This policy establishes uniform procedures for asset and inventory management of CMPD

capital

POLIC

and sensitive non-capital assets.

Y

The Charlotte-Mecklenburg Police Department will monitor and maintain an accurate inventory
of agency held capital and sensitive non-capital assets to reduce risk, demonstrate
compliance, and support a robust life-cycle replacement plan.

DEFIN
A.

ITIONS

Asset Management System: The CMPD asset and inventory management software
system that monitors and maintains capital and sensitive non-capital assets.

Audits: Audits are statistically valid samplings of items that demonstrates compliance
with directives and standard operating procedures. Audits should be conducted with
guidance from financial management and CMPD professional standards, preferably in
conjunction with scheduled inspections.

Capital Asset: A tangible non-consumable asset that has a useful life of more than one
year and has a value of $5,000 or more

CMPD Equipment/Asset: Tangible property, device, or apparatus that is purchased by
or donated to CMPD for the purpose of carrying out the official duties and
responsibilities of the police department. All CMPD Equipment that meets any one of
the following criteria must be tracked in the appropriate asset management system.

1. Per-unit acquisition cost which equals or exceeds the lesser of:

a. $5,000; or

b. The recipient's or subrecipient's capitalization threshold for financial
statement purposes.

2. Expected useful life of more than one year.

3. The item is issued to a CMPD employee to be used in the course of, or to support
the official business of CMPD including technology information systems.

4. The item could cause serious harm or injury regardless of dollar amount.
5. The item requires ongoing maintenance costs or replacement planning.

6. Any item identified by the CMPD Business Services or Financial manager
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E. Inventory Control Coordinator (ICC): Division sergeant or above responsible for

maintaining an accurate and complete inventory for the division in the Asset
Management System including all additions, deletions, modifications, assignments
and/or transfers.

F. Non-capital Asset: A tangible or non-tangible, non-consumable item that has a useful
life of more than one year, has a value of less than $5000.00, and is critical and/or
essential to the operations of the department.

G. Sensitive Non-Capital Asset: A tangible non-consumable asset that has a useful life of
more than one year, has a value of less than $5,000 and is critical and/or essential to
operations.

H. Staff Inspections: Inspections conducted by personnel who do not have direct
supervisory responsibilities of the unit, employees, facilities, or procedures being
inspected.

IV.  PROCEDURE
A. Assets Designated for Mandatory Tracking

1. All CMPD assets listed in the CMPD Asset Tracking List (Appendix A) must be
entered and maintained throughout the lifecycle of the asset to include initial
receiving, assignments, transfers, and final disposition.

2. Any equipment with a value of $5000.00 or more not listed in the CMPD Asset
Tracking List, must be tracked in the appropriate asset management system
designated by the Business Services manager.

3. All items over $5000.00 should already be flagged in Munis.

4. Body Worn Cameras (BWC), Tasers, and Signal Sidearms are tracked in the
Axon System.

B. Minimum Asset Information
The Asset Management System record for each asset shall include the following:

1. Make/brand

2 Model

3 Category
4. Location
5

Assignment (employee identifier or division name)
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6 Purchase date
7 Grant name (if applicable)
8. Price/cost
9 Replacement date/warranty expiration date
10.  Serial number
C. Responsibilities

1.

a.

a.

Division Captain

Assign one individual of the rank of sergeant or above to act as the
inventory control coordinator for the division.

Ensure that the division inventory coordinator compiles a list with all asset
management policies.

The division captain will ensure that an inventory/audit of all physical
equipment and assets as mandated by City of Charlotte’s inventory policy,
is conducted annually and will forward the results to the Professional
Services Division.

Prior to any change of command, the departing division captain shall
ensure the inventory in the Asset Management System is complete and
accurate. If an asset cannot be accounted for, the inventory control
coordinator is responsible for notifying the commanding officer that an
item is missing and ensuring that an Inventory Discrepancy Form, located
on the CMPD portal, is completed and submitted to the Financial
Management Division:

https://tinyurl.com/Inventory-Discrepancy

The incoming division captain shall validate inventory information within
fifteen (15) business days of arrival. Upon completion, an Inventory
Acknowledgement Form, located on the CMPD portal, must be completed
and submitted to the Financial Management Division:

https://tinyurl.com/inventory-acknowledgement

Inventory Control Coordinator

The inventory control coordinator is responsible for maintaining an
accurate and complete inventory in the Asset Management System
including all additions, deletions, modifications, assignments and/or
transfers.

Upon receipt of newly acquired assets, the inventory control coordinator
shall determine whether the asset should be entered into the Asset
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a.

Management System. If the asset needs to be entered into the Asset
Management System, the Inventory Control Coordinator shall determine
the asset classification (Capital or Sensitive Non-Capital Asset) and enter
the asset within three (3) business days.

Conduct an annual non-capital asset physical inventory to ensure
inventory is complete and accurate.

If an asset cannot be accounted for, the inventory control coordinator is
responsible for notifying the division captain that an item is missing and
ensuring that an Inventory Discrepancy Form is completed and submitted
to the Financial Management Division.

https://tinyurl.com/Inventory-Discrepancy

Assist with the completion of the annual equipment inventory for capital
Assets as requested by Financial Management Division.

Assist with division-level staff or unit inspections by providing records
and locating assets designated for inspection.

Financial Management Division

Provide oversight to ensure compliance with this directive by monitoring
the approved asset management and financial systems.

Provide direction and guidance for audits of CMPD asset records, and
report discrepancies and violations to the appropriate chain of command.

Facilitate completion of the city’s annual equipment inventory for capital
assets

Routinely audit samples of all CMPD assets purchased through the city’s
financial system to validate they were accurately recorded in the Asset
Management System.

Receive Inventory Discrepancy Forms submitted by divisions. Ensure
proper investigation, follow-up, and resolution for inventory discrepancies.

Receive and maintain Inventory Acknowledgement Forms submitted for
change of command processes.

Maintain the list of assets required to be tracked in CMPD asset
management systems (CMPD Required Equipment and Asset Inventory
List) on the CMPD portal.

Professional Services

Pertinent assets shall be subject to staff inspections. A select sample of assets
will be inspected to verify inventory information, location and assignment (if
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applicable). Additionally, the inspection should determine if the assets are
operational and well maintained.

REFERENCES

200-005 Returning of Issued Uniforms and Equipment
400-003 Equipment

800-011 Inspections and Audits

900-010 Shotgun Inventory

City of Charlotte Capital Asset Policy MFS 23

Grant Administration MFS 31
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APPENDIX A

CMPD Asset Required Tracking List

Panasonic Computers (vehicles)

Dell Computers (office)

Cell Phones

Servers and associated hardware

Portable Radio

Vehicle Radio

Radio Accessories (example Bluetooth attachments)
Radio System Equipment

RTCC Cameras

ATV /UTV

Field Services Trailers (Bike and Utility)

Forklift

Pistols

Weapon Mounted Light Systems

Shotguns

Rifles

40mm launchers

Radar

LIDAR

Taser

BWC

Protective Vests

CEU Equipment (Helmets, Vests, protective gear, munitions)
SWAT Equipment (Protective gear, Vests, drones, cameras,
munitions)

Bicycles

Dual Sport Motorcycles

Active Shooter Kits

LRAD

Drones and associated items (IPADS, batteries etc)

Vehicles

Vehicle equipment (Modem, emergency equipment,
protective shield)

Crime Lab Equipment

CSI Equipment (Cameras, scanners, testing equipment etc)
Specialized Investigative Equipment

Grant Purchased Items

Helicopter
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PURPOSE

This policy establishes guidelines for documenting employee work schedules, timekeeping,
attendance, and absences and acknowledges the Charlotte-Mecklenburg Police
Department’'s (CMPD) compliance with the City of Charlotte’s pay policy while ensuring
compliance with the Fair Labor Standards Act.

POLICY

Due to the nature of law enforcement, duty hours and days vary widely within the
department. This diversity in scheduling requires that an accurate record be kept of each
employee's schedule, work hours, and absences.

This directive sets forth a standardized procedure for the accurate recording of schedules
and payroll information, including employees’ work time and absences, while allowing for
flexibility regarding the compensation of employees with compensatory time or overtime pay
within the guidelines of the Fair Labor Standards Act (FLSA) and the City of Charlotte
policies.

DEFINITIONS
A. Compensatory Time:

1. Earned Compensatory: Hours worked, in addition to those required by a full-
time employee’s standard schedule, but not yet paid as overtime or used as
time off.

2. Used Compensatory: Hours worked, in addition to those required by a full-time

employee’s standard schedule, but then used as time off.

3. Paid Compensatory: Hours worked, in addition to those required by a full-time
employee’s standard schedule and paid at the end of the employee’s pay
cycle. This will be a seven (7) day or a twenty-eight (28) day cycle, depending
on the employee’s position.

B. Exempt Civilian Employees: Certain civilian employees who are exempt from
overtime under the Fair Labor Standards Act.

C. Exempt Sworn Employees: Includes the sworn assignment of lieutenant and above.
These employees are exempt from overtime pay under the Fair Labor Standards Act.

D. Family: The City of Charlotte no longer defines family for the use of well-being
(formerly sick) leave or bereavement (formerly funeral) leave. Note: This definition is
not correlated with the list of family members for which an employee may qualify for
leave under the Family Medical Leave Act.

E. Non-Exempt Civilian Employees: Includes civilian employees who are not exempt
from overtime pay under FLSA for hours worked above the standard forty (40) hours
in a seven (7) day pay cycle.
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F. Non-Exempt Sworn Employees: Includes police officers and sergeants. Employees in
these positions are not exempt from overtime under FLSA for time worked above 171
hours in a twenty-eight (28) day cycle.

G. Reason Codes: Codes used in the approved time management system of record to
indicate why a sworn or non-exempt civilian employee’s standard schedule is
adjusted. Reason codes also denote when benefit time is used.

1. A reason code must be selected anytime a sworn or non-exempt civilian
employee’s standard schedule is adjusted. Reason codes will also be used to
denote benefit time used for all employees. A list of reason codes can be
found in Appendix A.

2. Upon departmental approval, reason codes will be created by Human
Resources Division for special projects and initiatives.

3. A reason code should be selected by the person initiating the schedule
change. If the employee requests the change, the employee is responsible for
selecting the appropriate reason code. If a supervisor initiates the change, the
supervisor must select the appropriate reason code.

H. Scheduling Administrators: Civilian or sworn employees at the rank of sergeant or

above who have been designated responsible for selecting and building employee
schedules. Each division will have at least one scheduling administrator. Divisions
with rotating schedules will have two scheduling administrators. Scheduling
administrators will be responsible for building a schedule for each sworn and non-
exempt civilian employee in the division.

Standard Schedule: All employees are scheduled to work a standard weekly
schedule. These standard schedules include the following:

1. Part-time-regular: Standard half-time schedule of twenty (20) hours, or three-
guarter-time schedule of thirty (30) hours, as defined by the employee’s
position.

2. Regular Full time

a. Forty (40) hours weekly.

b. Forty-one (41) hours weekly designated as a ten (10) hour shift roll-call
schedule.
C. Forty-one and a quarter (41.25) hours weekly designated as an eight

(8) hour shift roll-call schedule.

d. Forty-two and a half (42.50) hours weekly designated as a School
Resource Officer (SRO) schedule

3. Temporary: Temporary employees may be full-time (forty (40) hours) or part-
time (twenty (20) to thirty (30) hours). The Human Resources Division shall
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specify the length of the appointment and work schedule upon the start of
employment.
J. Training & Education Time: Time spent in department-approved training or education

classes, regardless of whether the employee is in or out of town.

V. CITY OF CHARLOTTE’S WEEKLY PAY SCHEDULE

A.

C.

CMPD employees will be paid on the City of Charlotte’s weekly pay schedule, which
runs from Saturday through Friday of each week. Paychecks and direct deposits will
be effective the following Friday.

Non-exempt sworn employees will be paid for their standard hours worked unless
they surpass one hundred and seventy-one (171) hours in a twenty-eight (28) day
cycle. These employees will be paid an additional .5 time for hours worked more than
one hundred and seventy-one (171) hours when that threshold is met within the
cycle. Hours worked over a sworn employee’s standard hours and coded as “REG”-
Regular Earnings will be accrued as compensatory time weekly. The compensatory
time will be paid at the end of the cycle unless that time is used before the end of the
cycle.

Non-exempt civilian employees will be paid all regular hours and applicable overtime
in a seven (7) day cycle.

V. SCHEDULING

A.

Sworn and non-exempt civilian employees will be assigned a standard weekly
schedule for each pay cycle. Any variances from that schedule must be documented
in the approved time management system. Civilian-exempt employees will be
assigned a standard weekly schedule, but it does not need to be recorded in the
system of record in advance.

1. All sworn and non-exempt civilian employees must be scheduled in the system
for the current twenty-eight (28) day pay cycle.

2. All changes to sworn and non-exempt civilian employee schedules must be
recorded in the system.

3. All benefit time usage must be recorded in the system.

4, All accrued overtime must be approved in advance and recorded in the
system.

5. Non-exempt employees will not change their schedules without prior approval

from their immediate supervisor.
Scheduling and Time Adjustment Responsibilities

1. Sworn division commanders and civilian unit managers
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a. Each division commander or unit manager will appoint a schedule

administrator for his/her division or unit. Divisions with a rotating
schedule must have two (2) schedule administrators.

b. When a schedule administrator is promoted or reassigned, the
commander/manager is responsible for immediately identifying a
replacement.

C. Division commanders and unit managers will ensure that sworn and
non-exempt civilian employee schedules are built a year in advance
and updated quarterly, at a minimum.

2. Schedule Administrators

Schedule administrators are required to select and build employee schedules,
as directed by their supervisor, for all sworn and non-exempt civilian
employees in their division. These schedules must be built a year out and
updated quarterly, at a minimum.

3. Supervisors

a.

All supervisors must manage all schedule change requests that occur
during their daily tour of duty.

When an adjustment is necessary on the same day or after an
employee’s shift has begun, a supervisor must review and approve (or
deny) that request in the approved time management system within
twenty-four (24) hours or before the payroll deadline if it occurs first. If
the schedule change request is for the use of benefit time, a supervisor
must review and approve (or deny) the request before the end of the
employee’s scheduled shift.

Examples:

. Employee who needs to go home sick; must be approved by the
end of the shift.

o Employee who takes a late call and works beyond the scheduled
shift end; must be approved within twenty-four (24) hours or
before the payroll deadline if the deadline occurs first.

Supervisors of units with employees subject to callback must document
schedule requests/changes during their next scheduled tour of duty.

All schedule requests are subject to compliance with minimum staffing
levels.

Supervisors will ensure all training is attended during the employee’s
duty hours when possible. In the event the training is outside of the
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employee’s duty hours, the supervisor, when possible, will adjust the
employee’s duty hours to accommodate the training schedule.

e. Supervisors must notify the Human Resources Division if an
employee’s standard weekly schedule is permanently changed in a way
that changes the total number of standard scheduled hours per week.
Only Human Resources Division employees can make this change in
the approved time management system. Changes can only occur at the
beginning of an employee’s pay cycle.

4, Employee

a. All sworn and non-exempt civilian employees

(1) Employees must use the electronic, approved time management
system to request benefit leave time. These requests should be
submitted as far in advance as is reasonable. All requests are
subject to compliance with minimum staffing levels.

(2) Employees must when an adjustment is necessary on the same
day or after an employee’s shift has begun, the employee must
also notify a supervisor of the request. A same-day request must
be submitted before the end of the employee’s tour of duty. If the
employee is off-duty and does not have access to the approved
time management system, the supervisor will enter the change
into the system upon the employee’s request.

b. Exempt civilian employees
(1) Employees must request benefit leave time from their supervisor

as far in advance as is reasonable. All requests are subject to
compliance with minimum staffing levels.

(2) Employees are not required to have a schedule built into the
approved time management system and therefore do not have
responsibility related to schedule adjustment in the electronic
system. These employees must review and, if necessary, adjust
their hours in the record system’s timesheet section.

VI. COMPENSATORY TIME & OVERTIME

A.

Compensatory Time/Overtime

Compensatory time may be used only after it is earned.

Court Time

Court Appearances: Employees will make electronic entries at the Court Liaison
Office to document all time spent in court, whether on or off duty. Court attendance
should occur during an employee’s standard schedule time when possible. As
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staffing allows, supervisors may adjust schedules to accommodate court
appearances.
C. Papering/Case Review

Employees will make electronic entries at the District Attorney’s Office to document
all time spent reviewing or papering cases. Supervisors will make electronic entries in
the approved time management system to track any time spent on trial preparation if
it results in hours worked beyond those scheduled. Unless the employee is assigned
to the third or fourth shift, papering and case review should occur during an
employee’s standard schedule time. Employees must have prior approval before
papering or reviewing a case outside their standard schedule time.

VIl. REPORTING ABSENCES/CATEGORIES OF ABSENCES

An employee’s supervisor must be notified before the use of any benefit time.

A.

Bereavement Leave

1. Bereavement leave may be taken in whole-hour increments of one or more
hours and is to be coded as “funeral leave” in the system.

2. Up to forty (40) hours of non-accumulative paid bereavement leave may be
granted in any calendar year. Bereavement leave is not cumulative.

3. If the need for bereavement leave exceeds forty (40) hours in any calendar
year, an employee may take leave without pay, compensatory time, or
vacation leave with the supervisor’s approval.

Day Off

No information is required to be submitted in the approved time management system
for regular days off as they will be a part of the standard schedule.

Excused Leave Without Pay

1. Unpaid Leave for any period up to 240 consecutive hours must be approved
by the employee’s chain of command up to the rank of deputy chief. Leave
without pay for more than 240 consecutive hours must be approved by the
Chief of Police.

2. Unpaid leave of more than 240 consecutive hours must be coordinated with
the Human Resources Division to determine the appropriate pay status.

3. Unpaid leave will be reported as “Leave w/o Pay Approved” in the approved
time management system.

Family and Medical Leave

1. To be eligible under the Family and Medical Leave Act (FMLA), an employee
must have worked for the City of Charlotte for a minimum of twelve (12)
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months, and have a minimum of 1,250 hours of service for the employer
during the twelve (12) month period immediately preceding the leave.

FMLA entitles eligible employees to take up to twelve (12) weeks in a one (1)
year period for specified family and medical reasons. The twelve (12) weeks
can be taken intermittently over a one (1) year period.

Per the National Defense Authorization Act, an eligible employee may take up
to twenty-six (26) workweeks of leave during a single twelve (12) month period
to care for a covered service member with a serious injury or illness. A
covered service member is defined as a current member of the armed forces,
including the National Guard or Reserves, who is also the eligible employee’s
spouse, son, daughter, or parent.

The employee must request leave thirty (30) calendar days in advance when
the need for leave is foreseeable. Employees on approved FMLA leave will
confirm options of leave without pay and/or benefit use with the Human
Resources Division before taking leave when foreseeable.

Employees are responsible for contacting the current City of Charlotte vendor
regarding their FMLA certification status. The Human Resources Division will
manage the time entry process for the employee.

Holiday Leave

1.

All sworn personnel and non-exempt civilian employees who are required to
work shift schedules of twenty-four (24) hours per day, to support seven (7)
days a week operation will not receive holiday pay. Rather, those employees
will accrue eleven (11) additional vacation days per calendar year.

All other CMPD employees may receive pay for days officially designated as
City of Charlotte holidays. Eligible employees will only be paid for a City of
Charlotte holiday when they have worked their assigned workday schedule
before and after the holiday unless on approved paid leave. There is no
accrual for unused holiday leave.

A non-exempt civilian employee eligible to receive holiday pay and works the
holiday may receive compensatory time or be paid straight time for the holiday
at the supervisor's discretion.

There will be no prior period adjustments to holiday leave after thirty (30)
calendar days.

Jury Duty/ Court Appearance

1.

Absences required for jury duty shall be excused and will be used as the
employee’s duty day. This is to be reported as “jury duty” in the approved time
management system.
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A procedure for court leave for employees required for jury duty who are
assigned to work the second or third shift and/or a weekend schedule shall be
determined by the employee’s supervisor.

Employees required to appear in court as a witness in the public interest
(when the employee is serving in the capacity of a City of Charlotte
representative) may use that time as part of their duty day if court time
conflicts with the employee’s normal work schedule, upon permission of the
supervisor.

Legal matters of a personal nature shall not be reported as jury duty as it does
not apply in this instance. Employees may be granted vacation leave or leave
without pay upon the supervisor's approval to attend to legal matters of a
personal nature.

Military Leave:

Refer to Directive 300-016 Military Leave Policy

Paid Parental Leave

1.

Paid Parental Leave (PPL) allows parents the opportunity to use six (6) weeks
of paid leave to bond with their child due to birth, adoption, or foster placement
within twelve (12) months of the event.

An employee must be eligible for FMLA to use PPL.

When requesting PPL, the employee must notify his or her supervisor and the
Human Resources Division at least thirty (30) days before the start date when
the need for leave is foreseeable.

An employee must take PPL in week blocks. The employee may take the
leave intermittently, one (1) week at a time, in blocks of weeks, or all six (6)
weeks consecutively.

It is the employee’s responsibility to enter time in the approved time
management system when using PPL intermittently. Employees utilizing PPL
in consecutive weeks will have time entered and approved by the Human
Resources Division.

School and Community Support Leave

1.

CMPD employees are allotted a maximum of eight (8) hours of school and
community support (SCS) leave per calendar year.

Employees may use a maximum of eight (8) hours of SCS leave per calendar
year for purposes of participating in parent-teacher conferences, scholastic-
related school support activities, guest lecturing, tutorial programs (parent-
child) or for the participation in civic, educational, and not-for-profit volunteer
activities.
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a. School support activities are those associated with assisting in school-
related learning programs during designated school days. School
support leave does not include activities such as attending graduations
and after-school social or sporting events.
b. SCS leave is non-cumulative.
C. Volunteer activities must be sponsored by a recognized 501(c)3
organization.
3. School and community support leave must be designated as “SCS” in the
approved time management system.
J. Suspension without pay
Absence due to active disciplinary suspension is to be reported as “suspension” in
the approved time management system. This must be entered by the Human
Resources Division.
K. Training & Education

1.

Time spent in department-approved training or education classes, regardless
of whether the employee is in or out of town, should be coded as “training &
education” in the approved time management system. This only includes
training and education approved by the supervisor as part of the employee’s
employment. It does not include courses approved through the tuition
reimbursement program. If a training/education session does not extend
beyond an employee’s standard scheduled shift, the employee must return to
work or use leave time for the remainder of their duty day. All training and
education time, other than online training, should be tracked in the system.

Withdrawing from Assigned Academy Training

a.

All employees may withdraw themselves from assigned training through
the electronic learning management system up to three (3) calendar
days before the start of the class. Employees may also send an email to
the following up to three calendar days before the class.
CMPDAcademyClassCancellations@cmpd.org

Employees needing to be excused from assigned training within the
three-day timeframe must notify a supervisor. The supervisor will
withdraw the employee by emailing the above email address or
contacting the CMPD Training Academy in-service sergeant or range
master (for firearms training) by phone.

An employee who anticipates being late or absent from training due to
an unexpected on-duty conflict, e.g., on a call for service, will have a
supervisor contact the CMPD Training Academy as stated above.
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d. Failure to adhere to the above procedures to withdraw from assigned
Academy training will result in a Rule of Conduct 9B investigation.
L. Unexcused Absence Without Leave/ Unexcused Absence

1. This is to be reported as “AWOL - absence without leave” in the approved
time management system.

2. Employees absent from work for two (2) consecutive days without notifying
their supervisor are considered to have “resigned without proper notice” and
are therefore not entitled to pay for accumulated vacation leave.

M. Vacation Leave

1. Vacation leave is to be coded as “vacation leave” in the approved time
management system.

2. Vacation leave may be taken as earned, subject to the supervisor’'s approval.

3. Vacation leave may be taken in quarter-hour increments where: fifteen (15)
minutes equals 0.25, thirty (30) minutes equals 0.50, and forty-five (45)
minutes equals 0.75. When an entire day is taken as vacation, hours must be
used in an eight (8) or ten (10) hour block. Employees may not add fifteen (15)
minute increments to make up for lost roll call or SRO travel pay.

4. No employee shall take more than 160 consecutive hours of vacation leave
except with the approval of their chain of command, including the Chief of
Police.

5. Earned vacation leave cannot be used as a substitution for wellbeing leave
unless wellbeing leave has been exhausted.

6. Under normal circumstances, employees must use accrued vacation leave
before requesting unpaid leave.

7. There will be no prior period adjustments to vacation leave after thirty (30)
calendar days.

N. Wellbeing Leave

1.

Leave to care for the physical or mental health of oneself or a family member
is to be indicated as “sick leave” in the approved time management system.

Leave without pay for any period up to thirty (30) calendar days must be
approved by the employee’s chain of command up to the rank of deputy chief
and coded as “leave without pay” in the approved time management system.
Leave without pay for more than thirty (30) calendar days must be approved
by the Chief of Police.
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3. Wellbeing leave shall be accumulated without limit and may be taken in
quarter-hour increments (personal and family) where: fifteen (15) minutes
equal 0.25, thirty (30) minutes equal 0.50, and forty-five (45) minutes equal
0.75.

4, There will be no prior period adjustments to wellbeing leave after thirty (30)
calendar days.

O. Worker's Compensation

1.

City of Charlotte employees are covered by workers' compensation benefits
when injured on the job. Workers’ compensation coverage is provided to
employees per the laws of the State of North Carolina.

Workers' Compensation wage replacement benefits begin on calendar day
eight (8) of an employee’s on-the-job injury absence; this applies to both eight
(8) and ten (10) hour shifts for employees. Employees may use accumulated
wellbeing or vacation leave for days one (1) through seven (7). If an
employee’s injury absence extends beyond twenty-one (21) days, they will
receive workers' compensation wage replacement benefits for the initial seven
(7) day waiting period.

If injury leave continues beyond seven (7) days, employees may supplement
workers’ compensation wage replacement benefits with accrued wellbeing or
vacation leave.

Employees on workers’ compensation leave for more than twelve (12)
consecutive weeks will have their merit date extended by the total number of
full pay weeks that the employee was absent from duty.

Merit/salary increases will be delayed providing sufficient time to evaluate the
employee’s performance or until the employee returns to his/her regular
assigned duties. In either event, the employee shall not receive a merit or
salary increase until the supervisor can evaluate a full fifty-two (52) weeks of
performance, whether concurrently or non-concurrently.

Entitlement to the leave benefits provided herein shall be contingent upon
entitlement to Workers” Compensation benefits under the laws of the State of
North Carolina and City of Charlotte policy.

VIll.  TIME ENTRY

A.

All employees (both sworn and civilian) will enter their time directly into the approved
time management system.

All employees must review and, if necessary, adjust all time with applicable reason
codes in the system before 8 a.m. each Monday unless otherwise notified of early
payroll processing by the Human Resources Division. Benefit time must be declared
with a reason code.




§.° 2% Charlotte-Mecklenburg Police Department 300-001

7

CHARLOTTE-MECKLENBURG

Interactive Directives Guide Scheduling, Timekeeping, and Attendance

Effective Date: 6/21/2023 12 of 14

XI.

C.

All hours submitted in the system are to be reported in whole or quarter-hour
increments where: fifteen (15) minutes equals 0.25, thirty (30) minutes equals 0.50,
and forty-five (45) minutes equals 0.75. Bereavement leave is an exception to this
rule and must be reported in one-hour increments.

TIME APPROVAL

A.

D.

All supervisors must review and confirm their employee’s time in the approved time
management system before 8 a.m. each Monday unless otherwise notified of early
payroll processing by the Human Resources Division.

Supervisors must verify the accuracy of time for each employee under their command
daily and require employees to correct issues and ensure time entry is accurate.
Supervisors must approve employee time before 8:30 a.m. each Monday unless
otherwise notified of early payroll processing by the Human Resources Division.

The Human Resources Division will notify the employee’s division manager when a
trend occurs of repeated incorrect time entry and approval. In addition, the Human
Resource Division will notify the supervisor’s chain of command when a trend occurs
of schedule adjustments not being acted upon (approved or denied) by the payroll
deadline.

Schedule change requests not approved by a supervisor by the payroll deadline will
not be approved or processed by HR.

PRIOR PERIOD ADJUSTMENTS

A. Prior period adjustments are timesheet change requests for an employee.

B. The adjustment(s) may cause an increase or decrease in pay on the next paycheck.

C. Adjustments must be submitted using the Prior Period Adjustment Form and sent
directly to the CMPD HR Payroll Team from the employee’s supervisor.

D. Prior period adjustment requests must be submitted within one (1) month of the date
needing correction. This deadline excludes FMLA or approved leave-related
changes.

REFERENCES

Personnel Rules and Regulations for the City of Charlotte
Fair Labor Standards Act

300-002 Court Attendance

300-004 Sick Leave

300-005 Worker's Compensation

300-007 Secondary Employment

300-010 Administrative Leave

300-016 Military Leave

800-004 Public Record Retention

900-013 District Attorney’s Papering Process
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City of Charlotte School and Community Support Leave Policy
CALEA

The previous version of Directive 300-001, Scheduling, Timekeeping, and Attendance was
published on 12/13/2022.
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Appendix A - Reason Codes

Administrative

Administrative (civilian)

Airport Overtime

Scheduled Day

Cadets

Call Back

Call Back (civilian)

Civil Emergency Unit Activation
Change Start End Times (no leave)
7KU Comp Time

Patrol Crime Fight Initiative
Court

Court (civilian)

Court Papering

Inauguration Detall
Emergency\Crisis Management
FBI Safe Streets Task Force
FMLA Leave w/o Pay

Funeral Leave

FMLA Sick

Fugitive Task Force

FMLA Vacation

Gang Reduction Initiative
Government Center Function
Holiday

JAG

Jury Duty

Late Call

Leave w/o Pay

Military Leave Time

Minimum Staffing
Minimum Staffing (civilian)
Civilian COMP used
NULL

OCDEFT ATF
OCDEFT DEA
OCDEFT

OCDEFT FBI
OCDEFT ICE
Overtime

Overtime (civilian)
Paid Parental Leave
Property & Evidence
Regular Earnings
Sick Family

Sick Personal
School Support Leave
SP1

SP2

SP3

Suspension

Swap Day

SWAT ACTIVATION
Training

Truancy

AWOL

Vacation Leave
Workman's Comp
Weed 'n Seed
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PURPOSE

This policy establishes procedures for Charlotte-Mecklenburg Police Department (CMPD)
employees regarding court attendance and the service of subpoenas.

POLICY

The CMPD Court Liaison Office will serve subpoenas for the North Carolina District Court,
Superior Court, Juvenile Court, and the Grand Jury. The CMPD will record the status of each
subpoena, employee attendance and absences, and employee compensation for court
attendance. CMPD employees must attend court in adherence to served court subpoenas.

PROCEDURES
A. Subpoena Service
1. State of North Carolina District Court Subpoena Service

a.

Each division/unit will designate an employee to receive subpoenas from
the Court Liaison Office, distribute subpoenas to supervisors, return
signed subpoenas to the Court Liaison Office, and maintain a six (6)
month subpoena history on a Subpoena Tracking Form.

The Court Liaison Office will separate subpoenas generated by
investigators assigned to the District Attorney's Office, prosecutors,
defense attorneys, and the State’s criminal/infraction system by employee
name, scan each subpoena, and electronically mail them to the
designated employee for each division/unit.

The designated employees for each division/unit will distribute the
subpoenas to the subpoenaed employees’ supervisors.

The subpoenaed employees’ supervisors will serve the employees with
the subpoenas, the supervisors and served employees will sign the
subpoenas, and the supervisors will return the signed subpoenas to the
division/unit’s designated employee before the court date.

The designated employee will log the receipt, distribution, and return of
each subpoena and return the signed subpoenas to the Court Liaison
Office in a sealed envelope before the court date.

Superior Court and Juvenile Court Subpoena Service

a.

Superior Court and Juvenile Court subpoenas will be generated and
served via electronic mail.

(2) E-mailed subpoenas should only be opened using a computer
connected to the CMPD local area network (LAN). Otherwise, a
blank screen will appear if opened from a vehicle or home
computer.
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(2) The employee must acknowledge receipt of the subpoena by
replying to the email, providing the required contact information,
and documenting any conflicts, including planned vacation leave,
training, or other matters, in the memo section. See section III.B. for
information regarding reporting anticipated absences.

(3)  The District Attorney Liaison Unit detective assigned to the case will
inform the assigned assistant district attorney of any conflicts listed
in the memo section.

(4) The assigned assistant district attorney will determine whether the
employee can be released from appearing in Superior or Juvenile
Court.

b. Superior Court subpoenas are typically issued for trial terms that usually
last one (1) week. Employees will remain on standby and be available
when called upon to testify by the District Attorney Liaison Unit detective
or assigned assistant district attorney. If a case begins later in the trial
term (e.g., Friday morning), the employee will remain on standby until the
case is concluded.

C. Juvenile Court subpoenas provide a specific date and time for employees
to appear and testify. If a case begins late during the week (e.g., Friday
morning), the employee will remain on standby until the following week.

3. Grand Jury Subpoena Service

a. Each patrol division and specialized unit will have a designated grand jury
officer who receives Grand Jury subpoenas each week. These subpoenas
will be served via electronic mail with delivery confirmation.

b. The designated grand jury officer is responsible for attending the Grand
Jury unless a substitute officer has been selected to testify. In complex
cases, the officer assigned to the case may choose to testify instead.

C. If a substitute officer is selected, the Grand Jury deputy and Court
Liaison’s Office must be made aware of the substitution, and the
substituting officer’s name must appear on each bill of indictment before
presentation to the Grand Jury.

d. The Court Liaison’s Office will post the final Grand Jury Schedule,
including “add-on” cases, on the CMPD Portal Page no later than the
Friday morning before the Grand Jury.

4, Interstate Compact Subpoena Service

a. All out-of-state (interstate compact) subpoenas must be notarized and
delivered to the Court Services Unit.
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b. Interstate compact subpoenas will be served to employees by the Court
Services Unit.
C. If an employee receives a subpoena directly from an out-of-state

jurisdiction to appear in court in that jurisdiction, they must notify the Court
Services Unit.

d. Individuals served with an interstate compact subpoena have the right to
appear in a court within their jurisdiction if they contest appearing out-of-
state. Employees intent on exercising this right must coordinate with the
Court Services Unit in advance of the appearance date noted on the
subpoena.

Court Attendance

1.

CMPD employees who appear in court (State of North Carolina District Court,
Superior Court, Grand Jury, Juvenile Court, or any other court located in the
Mecklenburg County Courthouse), on or off-duty, will log in and out on the
computer located in the Court Liaison Office.

Employees will accurately enter their personnel information into the computer to
document their court appearance.

a. If documentation of an employee’s court appearance is not properly
completed, no compensation will be made.

b. Employees obtaining evidence from the Property and Evidence
Management Division will do so before their court appearance and notify
the Court Liaison Office of any necessary time adjustment.

Employees reporting for court will not log any other employee in or out of the
computer to document their court appearance, under any circumstances.

Employees appearing in District, Superior, or Juvenile Court or before a Grand
Jury will not log in more than fifteen (15) minutes before the time specified on the
subpoena.

Sworn employees will schedule any offense for which a citation is issued for
Administrative Courtroom 1130 twenty-eight (28) calendar days from the
citation’s date of issue. When the proposed court date falls on a non-business
day (e.g., a weekend day or a recognized state or national holiday), the court
date will be set for the first business day after the twenty-eighth (28") day from
the citation’s date of issue.

Anticipated Absences

1.

Employees who are subpoenaed to court are required to attend. Employees may
contact the Court Liaison supervisor to arrange communication with the assistant
district attorney assigned to their case, but employees are prohibited from
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contacting the District Attorney’s Office directly to be excused from any court
appearance.

2. Employees must complete the Anticipated Absence Form, obtain their
supervisor’s signature, and submit the form to the Court Liaison Office by email
at least six (6) weeks before the anticipated absence.

a. Anticipated Absence Forms must note a projected date of return.

b. Employees should attempt to avoid scheduling training and vacation leave
on their assigned court dates.

C. If there is a conflict with a court date due to training, employees must
document the reason for the conflict and why the training cannot be
rescheduled in the memo portion of the Anticipated Absence Form.
Employees must obtain their captain’s signature before forwarding the
form to the Court Liaison Office.

d. Employees on extended sick or military leave must submit the Anticipated
Absence Form as soon as reasonably possible.

e. Employees who submit an Anticipated Absence Form less than six (6)
weeks before the absence must document in the memo portion of the form
why a late notification is being submitted and have the form signed by
their captain.

f. A continuation cannot be guaranteed in cases where an Anticipated
Absence Form is submitted less than six (6) weeks before the absence.

3. The Anticipated Absence Form will be forwarded to the Court Liaison supervisor
for submission to and approval by the District Attorney’s Office.

a. The District Attorney's Office will determine whether the employee can be
released and inform the Court Liaison Office of the decision.

b. The Court Liaison Office will notify the employee of the decision by e-mail.

C. A release from appearance will only excuse the employee from District
Court. The District Attorney’s Liaison Unit or assigned assistant district
attorney must approve excusal from Superior or Juvenile Court.

D. Tardiness and Absenteeism
1. If an employee cannot attend a scheduled court appearance due to sudden

illness or bereavement leave, the employee must notify a supervisor in their
assigned area and the Court Liaison Office as soon as possible. The Court
Liaison Office will assist the employee with obtaining a release from that
scheduled court appearance.


https://charlottenc.seamlessdocs.com/f/Anticipated_Absences_Form
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If an employee is on duty and involved in a call for service that may result in the
employee being late for a court appearance, the employee must notify a
supervisor in their assigned area and the Court Liaison Office. The employee
must report to court immediately after being cleared from the call for service.

If an employee receives a subpoena that incorrectly lists the employee's
assigned district court date or has subpoenaed the wrong employee, the
employee will make a copy of the subpoena and send it to the Court Liaison
Office with a written explanation of the problem.

a. Releases from court appearances will not be granted when an employee
has listed an incorrect "arresting officer" status code on the arrest
worksheet.

b. When an error is substantiated, the Court Liaison Office will attempt to
change the court date or have the employee excused from that
appearance.

C. The employee must honor the subpoena and appear in court as directed
by the subpoena unless notified otherwise by the Court Liaison Office or
the District Attorney's Office.

Employees should discuss any requests to be excused from a subpoena with
their immediate supervisor and, with the supervisor's approval, submit a memo to
the Court Liaison Office explaining the need to be excused.

a. The Court Liaison supervisor will seek to have the employee excused by
the designated assistant district attorney for that court appearance and will
make proper notification to the employee.

b. The employee must honor the subpoena and appear in court unless
notified otherwise by the Court Liaison Office or the District Attorney's
Office.

E. Compensation For Court Appearance

1.

A minimum of three (3) hours of pay will be paid to employees who are required
to make an off-duty court appearance.

The three (3) hour minimum does not apply when a court appearance is directly
before or after a scheduled tour of duty. When a court appearance is directly
before or after a scheduled tour of duty, the employee will be compensated for
the actual time spent in court. For example, an employee working 0700-1500
who attends court from 1330-1600 would be paid for one (1) hour in addition to
the regular eight hours of pay.

If, during a court appearance, the court is in recess for an extended period, and
the employee is required to appear in the same court immediately after the
recess, the employee will notify the Court Liaison Office. The Court Liaison Office
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will decide if the employee will be paid through lunch or receive an additional two
(2) hour minimum.

4. If a civilian employee is required to attend court while off-duty, the employee will
be compensated according to the City of Charlotte’s Personnel Rules and
Regulations.

5. Off-duty employees will be compensated for mandatory appearances at a Civil
Service or other administrative hearing. An appearance is mandatory if an
employee is subpoenaed or ordered to attend by a supervisor.

6. Employees appearing for Superior Court or Juvenile Court must have been
contacted to testify to receive court pay.

7. Employees will submit any witness fees or mileage allowances received for court
appearances related to the performance of their law enforcement duties to the
CMPD Business Services Division.

F. Official Appearance in Court

1.

Employees on official CMPD business (e.g., court date, grand jury, etc.)
displaying their CMPD badge and photo identification on their outermost garment
will be allowed to enter through the screening checkpoint and remain armed.

Undercover or plainclothes officers not displaying their CMPD badge and photo
identification will not be allowed to enter the court complex while armed.

Personal Court Appearances

1.

Employees are prohibited from wearing CMPD uniforms or carrying firearms
while appearing in court or entering the courthouse when engaged in personal
business unrelated to their CMPD duties.

An employee will not enter the courthouse while in uniform or carrying a firearm
when the employee is a defendant or witness in any court proceeding arising
from personal activities unless authorized by the Chief of Police. Personal
activities may include, but are not limited to:

a. Appearing as a defendant in criminal actions.

b. Appearing as a party or witness in civilian actions on matters unrelated to
the employee's official capacity (e.g., personal lawsuits, restraining orders,
etc.).

C. Appearing as a defendant or witness in domestic violence cases when

such an appearance does not arise from actions taken as a law
enforcement officer.

d. Appearing as a party in an action in Superior Court.

e. Appearing for jury duty.
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3. Any employee requested or subpoenaed to appear and testify by, or on behalf of,
a defendant in a criminal case regarding matters unrelated to the employee's
official duties must notify the District Attorney's Office before the court date.

REFERENCES

Anticipated Absence Form

Personnel Rules and Regulations for the City of Charlotte
300-001 Scheduling, Timekeeping, and Attendance
CALEA

The previous version of Directive 300-002, Court Attendance, was published on 03/23/2023.
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PURPOSE

To establish guidelines for the appropriate use and recording of paid sick leave and ensure
that the Charlotte-Mecklenburg Police Department (CMPD) complies with the federal Family
Medical Leave Act (FMLA) and the City of Charlotte Policy HR9.

DEFINITIONS

A.

Limited Duty Status: Status whereby an employee experiences a temporary inability
to perform the essential functions of the job.

B. Light Duty: Employee, because of injury or other temporary medical disability, has
been certified as capable of performing certain types of limited duty and has been
assigned to a CMPD unit with no loss of salary.

C. Light Duty / Workers’ Compensation: Employee, because of injury or other temporary
medical disability, has been certified as capable of performing certain types of limited
duty and has been assigned to a CMPD unit with no loss of salary. This status is due
to an on-the-job injury.

D. Sensitive Items: All firearms, magazines, ammunition, BWC, Conducted Electrical
Weapons (CEW), portable radios, cell phones, collapsible baton, OC spray, badge,
ID, access cards, take home cars, keys, fuel cards, or any other items as deemed by
the CMPD Chain of Command.

E. Extended Sick Leave: An illness or injury requiring the use of more than thirty
consecutive calendar sick days.

F. Short Term Sick Leave: An illness or injury requiring the use of thirty or less
consecutive calendar sick days.

G. FMLA: Family Medical Leave Act. https://www.dol.gov/agencies/whd/fmla/

PROCEDURE

A. Notification of Unforeseeable lliness or Injury

An employee needing to use paid sick leave for an unforeseeable illness or injury is
responsible for ensuring that the on-duty supervisor is informed at least two hours
prior to the beginning of the employee's scheduled work shift.

1. Notification will be given to the employee's on-duty supervisor each scheduled
working day of the employee's absence up to and including the employee's
third consecutive day of absence. The employee must make direct contact
with an on-duty supervisor in the same division or unit.

2. When requesting sick leave from a supervisor, an employee is responsible for
advising the supervisor of any schools, training, court, or other assignments
the employee will miss. The supervisor will notify the appropriate persons of
the employee's expected absence.
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Notification of Foreseeable Iliness or Injury

An employee needing to use paid sick leave for a foreseeable iliness or injury shall
give as much prior notice as possible to the starting date of the leave in writing to an
on-duty supervisor and to CMPD Human Resources. The prior notice shall not apply
to circumstances that require the need for immediate medical treatment for the
employee or a member of the employee’s immediate family. In this circumstance the
employee will notify an on-duty supervisor and human resources as soon as possible.

Extended Absences

An employee having an illness or injury requiring the use of more than three
consecutive sick days must obtain the supervisor's permission to use sick leave
without maintaining daily contact with the employee's immediate supervisor.

1.

The employee's supervisor will establish the appropriate reporting schedule
(weekly contact, monthly contact, etc.). The employee will conform to the
division reporting schedule specified by the supervisor.

The employee's supervisor will notify his or her chain of command, and CMPD
Human Resources if an employee anticipates being on sick leave for an
extended period of time. Any change in the employee's condition which comes
to the supervisor's attention that might lengthen or shorten the employee's
absence will be communicated to human resources and his or her chain of
command. Employees are not required to provide any medical updates or
information to their supervisor or division. All medical information or
documentation regarding the absence should be forwarded to human
resources. No medical information should be kept at the division or in the
employee’s division file.

Should an employee be placed on sick leave that qualifies for FMLA he or she
must contact CMPD Human Resources to facilitate the FMLA qualification
process.

An employee who expects to be absent for more than 30 consecutive calendar
workdays or has been absent for 30 consecutive workdays and does not know
when he or she will be able to return to work, will be required by the CMPD to
turn in all department-issued equipment along with sensitive items (to include
ID, access card, and badge at the discretion of the chain of command) to the
Property and Evidence Management Division until returning to work. If the
employee is unable to turn in the department-issued equipment, the supervisor
must make arrangements to retrieve the equipment and turn it into the
Property and Evidence Management Division.

All extended medical leaves must be reviewed by the Human Resources
Division.
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6. Should a division supervisor receive medical documentation of any kind, the
documents will be immediately forwarded to the CMPD Human Resources
Division.

Abuse

Employees will not feign illness or injury, falsely report themselves sick, ill or injured,
or otherwise deceive or attempt to deceive any official of the CMPD as to the
condition of their health or that of their families.

No CMPD employee may work secondary employment at police or a non-police-
related job on any day the employee is on workers' compensation leave or personal
sick leave (except for doctor's appointments). Also, after a CMPD employee has
been absent on workers' compensation leave or personal sick leave (except for
doctors’ appointments). An employee may work secondary employment only after
working one regular duty shift.

Any employee who is absent from work for two consecutive workdays without
permission and without reporting the absence to his or her supervisor on a daily basis
is presumed to have resigned from CMPD without proper notice.

Returning to Work

1. An employee who is absent from duty due to illness or injury for more than
three consecutive workdays may be required to obtain medical clearance from
an approved medical doctor by the City of Charlotte before returning to work.
The CMPD Human Resources Division will review each case and make the
appropriate determination based on the details and medical documentation
provided.

2. If a physician is involved, the employee must submit documentation from the
physician explaining the need for the absence to the Human Resources
Division. This documentation will be retained in the employee's medical file.
The Human Resources Division will forward information related to any
restrictions to the employee's supervisor.

3. The Human Resources Division can require the employee to obtain written
clearance from the City of Charlotte’s contracted medical facility. Contact with
the City of Charlotte’s contracted medical facility will be arranged and
coordinated by the Human Resources Division. Human Resources will notify
the employee’s chain of command and the training academy staff when the
employee has been released by the physician to return to full duty status.

V. REFERENCE

300-001 Scheduling, Timekeeping, and Attendance
300-006 Limited Duty Policy

300-007 Secondary Employment

300-013 Return to Duty
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400-001 Uniforms
400-003 Equipment and Grooming Standards
Rule of Conduct # 9 Absence from Duty

City of Charlotte Policy HR9 - Leave of Absence Under the Family-Medical Leave Act

City of Charlotte Policy HR15- Shared Sick Leave
CALEA

This directive was previously updated on 3/20/2017
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PURPOSE

To establish guidelines for reporting on the job injuries, light duty that is pursuant to workers’
compensation, and defense against claims and judgements.

DEFINITIONS

A.

Sensitive Items: All firearms, magazines, ammunition, Conducted Electrical Weapons
(CEW), portable radios, cell phones, collapsible baton, OC spray, badge, ID, and
access cards, take-home cars, keys, fuel cards, BWC or any other items as deemed
by the CMPD Chain of Command.

B. Medical Service Provider: Contracted by the City of Charlotte to provide medical care
when a City of Charlotte Employee is injured while performing work related duties.

C. Exposure Incident: Specific eye, mouth, other mucous membrane, non-intact skin, or
parenteral contact with blood or other potentially infectious material that results from
the performance of an employee's duties.

PROCEDURE

A. Every employee will immediately report an on the job accident or injury to an
immediate supervisor. The supervisor will complete a Supervisor's Investigative
Report.

B. An employee injured on the job is to report directly to the contracted medical service
provider for referral to a physician, except in cases of serious injury.

C. If an employee receives medical attention for an on the job injury at night, on
weekends or holidays, the contracted medical service provider is to be notified at the
beginning of the next working day. The employee's supervisor will report injuries if the
employee is unable to report the injury.

D. Prior to returning to work, the injured employee will coordinate with Human Resources
as required by Directive 300-013 Return to Duty.

E. An employee out of work due to any injury will not work any secondary employment
jobs until returned to full duty.

F. Workers’ Compensation Coverage-Jurisdictional Boundaries: On-duty officers who are

injured outside their jurisdictional boundaries are not covered under workers’
compensation except in the following instances:

1. Pursuit of a fleeing offender.
2. Transporting prisoners.
3. Educational leave, at times when the employee is considered on duty, such as,

attending class, etc.
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4, While in the performance of assigned duties.

Civilian employees are covered by workers’ compensation during assigned duty hours
and at any time other than regular duty hours when they are requested by CMPD to
return to duty or to provide services for the City of Charlotte’s benefit. Civilian
employees may not place themselves on duty or assume duty functions unless
authorized by CMPD.

Sworn employees who take action within the scope of their employment and duty or
engage in the good faith performance of their duties will be defended by the City of
Charlotte against any civil claim of judgment.

Secondary Employment

Officers working secondary employment for a private employer may be covered under
the private employer's or the City of Charlotte’s Workers’ Compensation for injuries
received in the course of their duties. The injury packet will be submitted to City of
Charlotte Risk Management and will be decided on a case by case basis.

Responsibility

It is the responsibility of the employee to contact a supervisor immediately or as soon
as reasonably possible after experiencing a job related injury or exposure.

1. Employee

a. When an employee is injured on the job, regardless of severity, the
employee will immediately report the injury or exposure to a supervisor.

b. If the injury is life threatening the employee is to seek treatment at the
nearest medical facility. If an employee goes to an emergency
department that employee must have a follow up visit at the City of
Charlotte contracted medical service provider location the next calendar
day or when medically able.

C. Employees in need of follow-up treatment, are to receive a medical
treatment referral form from their supervisor and report to one of the City
of Charlotte contracted medical service provider locations. Following the
medical visit, the employee will complete the bottom of the Medical
Treatment Referral form.

d. The employee will receive a copy of the Activity Status Report after each
visit with the medical services provider.

e. All paperwork received during treatment or follow-up should be
forwarded to the Human Resources Division in person or via fax. Due to
HIPPA, email is not acceptable for medical information. This process
must be completed after every visit.
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Sworn employees who are anticipated to be on light duty/worker’s
compensation for a period exceeding thirty consecutive calendar days
are required to turn in their CMPD issued firearm, related equipment and
other sensitive items as required in Directive 300-006 Light Duty.

Employees onworkers’ compensation are prohibited from engaging in police
related secondary employment.

Employees on workers’ compensation will not return to regular duty
without meeting the requirements set forth in Directive 300-006 Light
Duty Policy.

When an employee has been written out of work by the City of
Charlotte’s medical provider, the employee is required to use his or her
own benefit time during the first seven days of injury. Per City of
Charlotte policy, an employee may opt to use accrued sick leave in lieu
of leave without pay.

Beginning on the 8" day, an employee will receive workers’
compensation payments equal to two-thirds of the employee’s gross
salary and up to the time limit established by the North Carolina
Industrial Commission. Employees may opt to supplement the two-thirds
payments with accrued sick leave.

After the 21%t day, employees will receive workers’ compensation
payments for the first seven days of injury previously paid using the
employee’s benefit time. Employees injured on the job are not eligible to
apply for short term disability.

Employees who are eligible for Shared Sick Leave, may apply for 45
days of sick leave through the City of Charlotte’s Shared Sick Leave
Program after all sick and vacation leave have been exhausted. This
benefit is only available if an employee has donated 8 hours of his or her
own sick time to the shared sick bank during annual Open Enroliment. If
all leave time is exhausted and the employee is not enrolled in the
Shared Sick Leave Program, the employee must take the remainder of
his or her leave without pay. Employees will be notified that they will be
billed monthly by the City for their portion of their benefit premiums.

2. Supervisor

a.

The supervisor will complete a Medical Treatment Referral Form when
an employee is injured on the job and must indicate whether the injured
employee requires a post-accident drug and/or alcohol test.

Sworn and civilian supervisors must complete an Internal Affairs Case
Management System (IACMS) packet that alerts CMPD Human
Resources of an employee injury or exposure, regardless of severity.
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The supervisor must also complete the required On the Job Injury
Report located on the CMPD Portal to be submitted to Risk
Management within 24 hours of the injury or exposure. This report is
required to file a claim with the N.C. Industrial Commission for Workers’
Compensation benefits. If the injury is related to a vehicle accident, a
Vehicle Accident Report Form (VARF) must also be completed. This
form can also be located on the Risk Management website on the same
page as the On the Job Injury Report.

The supervisor will contact Human Resources for all updates concerning
the injured employee’s work status. At no time should a supervisor ask
an employee for his or her medical information.

If an employee is placed on light duty for more than thirty consecutive
calendar days, the employee’s supervisor will be responsible for
ensuring the employee’s sensitive items are collected and turned in to
the Property and Evidence Management Division for storage until such
time the employee is released back to full duty.

3. Human Resources/City of Charlotte Workers’ Compensation Provider

a.

Human Resources will ensure all time is entered and approved for
employees out of work due to on the job injuries.

For employees placed on light duty due to a workers’ compensation
claim, Human Resources will determine an assignment based on the
employee’s restrictions and upon the needs of CMPD.

If an employee is anticipated to be on light duty exceeding two years,
after consulting with Risk Management, Human Resources will meet
with the employee to determine the next steps.

The City of Charlotte’s contracted worker's compensation provider will
notify the employee of approval or denial of the workers’ compensation
claim.

V. DEFENSE AGAINST CLAIMS AND JUDGMENTS

A.

Employees who take action within the scope of their employment and duty or engage
in the good faith performance of their duties on behalf of the City of Charlotte will be
defended by the City of Charlotte against any civil claim or judgment arising or
resulting therefrom. This also includes the good faith performance of these duties
while engaged in secondary employment.

The City of Charlotte will not defend a claim or lawsuit, pay a claim, or judgement
against an employee who willfully:

1. Acts or fails to act because of actual fraud, corruption, or actual malice.



Es 8| Charlotte-Mecklenburg Police Department 300-005
6 Workers’ Compensation and Defense
Y, Interactive Directives Guide Against Claims and Tudgments

Effective Date: 11/18/2021 50f5
2. Acts or fails to act as a result of or at a time when self-indulgence substantially

impaired the officer's judgment (for example, an officer or employee who
causes damage or injury while intoxicated or under the influence of drugs while
on the job).

3. Acts or fails to act, except in emergencies or the existence of extenuating
circumstances, directly contrary to instructions from his superior or directly
contrary to the advice of the police attorney.

4. Acts or fails to act in such a manner that constitutes a criminal act.
V. REFERENCES

300-004 Sick Leave Policy

300-006 Light Duty Policy

300-013 Return to Duty

N.C.G.S. 97-22

N.C.G.S. 160A-167

Resolution of City of Charlotte Council, Book 13, page 141
Human Resources Standards and Guidelines, page 21, section 5
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PURPOSE

To establish guidelines for employees of the Charlotte-Mecklenburg Police Department (CMPD)
who are placed on light duty assignment.

POLICY

Light duty assignment is a privilege extended to departmental employees during periods of
disability. The department reserves the right to approve, modify, or terminate an employee’s
light duty request or status as necessary to ensure the best interests of the department are
addressed.

All light duty assignments are coordinated by the CMPD Human Resources Division. Should a
manager receive any documentation from an employee requesting light duty and/or stating the
employee cannot perform the essential functions of the employee’s job, that manager should
refer the employee immediately to the Human Resources Division for further consideration.

DEFINITIONS

A. Light Duty: Employee, because of injury or other temporary medical restriction, has been
certified as capable of performing certain types of light duty and has been assigned to a
CMPD unit with no loss of salary.

B. Sensitive Items: All firearms, magazines, ammunition, Body Worn Cameras (BWC).
Conducted Electrical Weapons (CEW), portable radios, collapsible baton, OC spray,
badge, ID and access cards, take-home cars, keys, and fuel cards or any other items as
deemed by the CMPD Chain of Command.

PROCEDURE
A. Light Duty

Light duty will only be offered if there is a position available that meets the employee’s
restrictions. There is not a guarantee of division, shift, or duties. If CMPD does not have
a position available that meets the employee’s restrictions, the employee must use
benefit time. There is a limit of 365 calendar days for non-work-related light duty per
injury.

Employees who are injured on the job and who are eligible for Workers' Compensation
benefits will be assigned to light duty subject to the following conditions:
1. All requests for light duty should be directed to the Human Resources Division.

2. The employee is temporarily unable to perform the essential functions of the
employee’s primary job.

3. A medical doctor, satisfactory to the city, certifies the employee is unable to
perform the essential functions of the job, and the expected length of time to
recover from the contributing condition and that there is no risk of contagion or
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infection to other employees. There is no set limit for the duration of a worker’s
compensation related to light duty.

Light Duty Guidelines

1.

Each employee will be evaluated on a case-by-case basis on medical information
to determine the length of time on light duty and accommodation will be at the
discretion of the Chief of Police or Human Resources designee. There is no set
limit for the duration of worker’'s compensation related to light duty. There is a limit
of up to 365 calendar days for non-work-related light duty.

All worker’s compensation related light duty requests will have priority over non-
work-related light duty requests.

Light duty assignments are intended to be strictly administrative. Sworn
employees are restricted from exercising any law enforcement authority while on
light duty. Sworn employees shall not engage in any activity which is beyond the
physical limitations place on the sworn employee by the employee’s medical
provider.

If a light duty assignment is not available at the time of notification, employees are
expected to remain out of work and utilize benefit time until placement is
available.

Sworn employees who are anticipated to be on light duty/workers' compensation
for a period exceeding 30 consecutive calendar days are required to turn in their
CMPD issued firearm and other sensitive items designated by the employee’s
chain of command or CMPD Human Resources. Any exceptions to this
requirement must be approved by the Chief of Police or designee.

The employee’s immediate supervisor is responsible for ensuring all sensitive
items are collected and turned in to the Property and Evidence Management
Division for storage within 48 hours when it has been identified that the employee
will be on light duty for over 30 consecutive calendar days. There is to be no
property stored in a division office or division storage facility. SWAT firearms will
be stored by a SWAT supervisor in accordance with SWAT weapons storage
guidelines.

Employees on designated light duty are prohibited from engaging in police-related
secondary employment.

Acceptance of non-worker's compensation light duty will be voluntary on the part
of the employee involved. Available benefit leave may be used if the employee so
desires, subject to city and department regulations.

All requests for light duty assignments will be forwarded to and coordinated by the
Human Resources Division. An employee will not be assigned to light duty until
appropriate medical documentation has been received from the employee’s
physician. The final decision will be made by the Human Resources Division.
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10.  All light duty assignments will be coordinated by the Human Resources Division.
The light duty assignment will take into consideration the needs of the
organization and not solely the division where the employee is assigned.

11.  While on light duty, employees will wear civilian, business casual clothing which is
professional in appearance and adheres to directive 400-001 Uniform and
Grooming Standards.

12.  An employee will be required to provide CMPD Human Resources Division with
all statements, from a medical doctor satisfactory to the city, regarding the
employee’s ability to perform the full range of his or her duties. At the conclusion
of authorized light duty, the employee must either return to full duty or utilize other
forms of leave.

Return from Light Duty
1. Return from Work Related Injury (subject to workers’ compensation) Light Duty

An employee on work related injury light duty will not return to regular duty without
receiving written clearance from the CMPD Human Resources Division and from
an approved medical provider which is defined by the Family Leave Act. Upon
receiving clearance, the employee must notify the Human Resources Division and
provide a copy of the written clearance.

2. Return from Light Duty (not subject to workers’ compensation)

An employee on non-work-related injury light duty will not return to regular duty
without first receiving written clearance from the employee’s treating physician.
Upon receiving clearance, the employee must notify the CMPD Human
Resources Division and provide a copy of the written clearance.

3. Employees will adhere to the following when returning from either type of light
duty, refer to Directive 300-013, Return to Duty:

a. Human Resources will notify the employee’s chain of command and the
Training Academy that the employee has been released by the physician to
return to full duty status.

b. Employees returning from light duty may be required to report to the
academy to demonstrate proficiency with firearms and to complete all
overdue state mandated training before returning to full duty. In some
instances, absences and/or light duty of fewer than 30 days may require
the employee to demonstrate firearms proficiency if the reason for the
leave (as with an injury) has the potential to negatively affect the
employee’s physical performance. Decision will be made in consultation
with the Training Academy Range Master.
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C. Supervisors will not allow an employee to return to regular duty until the

employee has followed all instructions and is released by the CMPD
Human Resource Division.

V. REFERENCES

300-001 Scheduling, Timekeeping and Attendance
300-004 Sick Leave Policy

300-005 Workers Compensation & Defense Against Claims & Judgments
300-007 Secondary Employment

300-013 Return to Duty

300-021 Fitness for Duty

400-001 Uniform and Grooming Standards

Fair Labor Standards Act

Pregnancy Discrimination Act

Americans with Disabilities Act

Family Medical Leave Act

City Policy HR 23



OLIC Charlotte-Mecklenburg Police Department 300-007
i Interactive Directives Guide Secondary Employment
Effective Date: 3/13/2024 1 of 20
PURPOSE

This p

olicy establishes guidelines for sworn and civilian employees regarding the types of

secondary employment that are appropriate and procedures to maintain accountability for any
Charlotte-Mecklenburg Police Department (CMPD) employee engaged in secondary
employment.

POLIC

Y

Standard of conduct while engaged in secondary employment:

A.

DEFIN
A.

Sworn and civilian employees engaged in secondary employment will conform to all laws
and CMPD policies when working a secondary employment assignment.

Sworn employees engaged in secondary employment will take appropriate action to
enforce the law and preserve public safety.

Sworn employees engaged in secondary employment will not act to enforce the rules and
regulations of an employer, which are not otherwise violations of the law.

Sworn and civilian employees engaged in employment outside of CMPD have a duty to
report those activities to the Secondary Employment Unit for review, accountability, and
approval on behalf of the Chief of Police.

ITIONS

Alcohol Establishment: Any business that sells alcoholic beverages for on-site
consumption as a regular and primary part of its business. For the purpose of this policy,
the final determination of whether a business is operating as an alcohol establishment
rests with the secondary employment commander and should be based primarily on the
percentage of food being sold versus alcohol. The secondary employment commander
will make this determination in consultation with the commander of the ABC Unit.

Apartment Courtesy Officer: Employment of a sworn employee by an apartment or
residential community for the provision of on-site criminal law enforcement in exchange
for pay, housing, reduction in rent, or other benefits. Sworn employees must submit a
courtesy officer application prior to accepting any courtesy officer position. Apartments
or residential communities will submit an Authority to Act As Agent (ATAAA) Form to
authorize courtesy officers to enforce trespass laws during times when common areas
are closed.

Civilian Traffic Control Officer (CTCO): An approved CMPD civilian employee who has
successfully completed their probationary period and completed the required training to
participate in the CTCO program. CTCO employees can work in a secondary employment
capacity where CTCO positions have been approved.

CMPD Fee: A non-regulatory user fee to recoup the total costs associated with the special
events program. The fee is set annually through the City of Charlotte budget appropriation
and will not exceed the total operating cost of the Secondary Employment Program.
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Extra Duty: Assignments outside of a sworn employee’s normal CMPD work hours
performed on behalf of the City of Charlotte in furtherance of special law enforcement
projects or initiatives. Duties such as JAG Grant, Extra Territorial Jurisdiction (ETJ) work,
etc., are not considered secondary employment. However, employees with their
secondary employment permit suspended for any reason cannot work any such
assignments. Extra duty assignments at special events and special event venues
designated for payment as “SP” time are considered secondary employment.

High Profile Venue: Any location, establishment, or event that, due to its unique
importance within the City of Charlotte infrastructure, will require the command and/or
coordination of a member of command staff (lieutenant or above), referred to as the venue
commander, regardless of staffing levels. The determination as to whether a location or
event is considered a high-profile venue rests with the Chief of Police, as does the
determination of the sworn command staff member who holds this position. Staffing for
these venues will, in turn, be established by the venue commander.

Job Site Coordinator: Any full-time sworn employee who schedules, manages, and
coordinates other sworn employees working a specific secondary employment site,
making secondary employment opportunities available to sworn employees equitably.

Law Enforcement Secondary Employment: The provision of a service conditioned on the
actual or potential use of law enforcement authority by a sworn employee outside the
normal CMPD duty hours of an employee for an employer in exchange for a fee or other
service; secondary employment will always remain ‘secondary’ to an employee’s on-duty
job responsibilities and will not in any way infringe upon an employee’s on- duty job
performance. Secondary employment will always occur within the jurisdiction of the
CMPD. Secondary employment also includes unpaid volunteer or charitable work when
the sworn employee is in uniform or presents themselves as a member of CMPD.

Non-Law Enforcement Secondary Employment: Any secondary employment that does
not require the actual or potential use of law enforcement authority by a CMPD employee
(sworn or civilian), including teaching, contracting, sales jobs, personally owned
businesses, etc. Employees are prohibited from engaging in any outside employment that
would reflect unfavorably upon the employee, impair the operational efficiency of CMPD,
or adversely affect CMPD.

Personal Protection Secondary Employment: When a person enlists a sworn member of
CMPD to accompany them during their daily activities for purposes of personal security.
Personal protection secondary employment is prohibited. For purposes of this policy,
protection of property associated with a person is not considered personal protection.

Probationary Period: The probationary period for sworn employees begins on the date
the employee is sworn in as a CMPD officer and ends one (1) year from that date. The
probationary period for civilian employees is six (6) months from the date of hire.

Restricted Secondary Employment: Employment that by its nature requires more
stringent guidelines than other secondary employment. Restricted secondary
employment generally requires the sworn employee to complete and sign an addendum
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R.

attached to this policy. Completed and signed addendums will be forwarded to and
maintained by the Secondary Employment Unit.

Secondary Employment: The provision of a service by CMPD employees for an employer
other than CMPD in exchange for a fee or other services. Secondary employment is a
privilege extended to the employee by the Chief of Police, and the ability to work
secondary employment rests solely at the discretion of the Chief of Police or designee.
The Secondary Employment Unit will maintain full discretionary authority over all
secondary employment matters on behalf of the Chief of Police.

Secondary Employment Commander: The sworn command staff member, holding the
rank of captain, who manages the Secondary Employment Unit. The secondary
employment commander maintains full discretionary authority over secondary
employment matters on behalf of the Chief of Police, subject to the concurrence of the
Secondary Employment Unit chain of command.

Secondary Employment Sergeant: The sworn employee who investigates and approves
or denies requests for secondary employment, maintains all documentation concerning
secondary employment, and makes secondary employment opportunities available to
sworn employees equitably. The secondary employment sergeant is responsible for
supervising the Secondary Employment Unit and performing investigations of any rule
violation solely of the secondary employment policy and subsequently imposing
consistent and fair corrective action upon the disposition of rule and policy violations
solely of the secondary employment policy.

Secondary Employment System: The computer system where secondary employment
jobs are posted, employees’ secondary employment history and status are stored and
maintained, where secondary employment employer’s information is stored, and where
payments are processed.

Venue Commander: The sworn command staff member, holding the rank of lieutenant or
above, responsible for the management of a high-profile venue. The appointment of a
venue commander is made by the Chief of Police. Any exceptions to this policy will be
determined by the Chief of Police.

Work Permit: A permit required for employees to engage in secondary employment.

EMPLOYEE SECONDARY EMPLOYMENT PERMITS

A.

Probationary officers may apply for a work permit through their chain of command once
they have completed CMPD’s Police Training Officer (PTO) program. Probationary
officers may work traffic or security secondary employment jobs but will not work at any
alcohol establishment or plain-clothes assignment. Sworn employees who are hired as a
lateral transfer from another law enforcement agency are non-probationary for purposes
of this policy once they complete CMPD’s PTO program. The Chief of Police or designee
may assign personnel to work certain events regardless of work permit status.

No employee will work at a secondary employment job without an approved work permit.
Employees may have their work permit suspended for cause at any time at the discretion
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V. PROH
A.

of the Chief of Police or designee, the secondary employment commander for secondary
employment matters, or the employee’s chain of command for work performance issues.
An employee may appeal the permit suspension to their deputy chief; however, the
employee should consider their permit to be suspended until the deputy chief decides
otherwise.

Employees must submit a completed Work Permit Form through their chain of command
to the rank of major. Once the employee’s chain has approved the permit of command, a
copy of the approved work permit will be forwarded to the secondary employment unit to
be maintained in a file.

IBITED SECONDARY EMPLOYMENT

Employees are prohibited from engaging in any secondary or outside employment that
would reflect unfavorably upon CMPD or the employee, impair the operational efficiency
of CMPD, or adversely affect CMPD.

Employees are specifically prohibited from engaging in the following secondary
employment:

1. Employment that presents a real, potential, or apparent conflict of interest between
the sworn employee's duties as a CMPD employee and their duties for the
secondary employer. Refer to the City of Charlotte’s Conflict of Interest Policy.

2. Employment inside alcohol establishments is prohibited. For the purpose of this
directive, events such as festivals, sporting events, and concerts will not be
considered alcohol establishments.

3. Employment at establishments that sell merchandise of a sexual or pornographic
nature as their primary source of revenue or that otherwise provides entertainment
or services of a sexual nature, employment at topless bars, X-rated video or
bookstores, or adult entertainment establishments.

4. Employment as a process server, bail bondsman, property re-possessor, bill
collector, vehicle tower, or any other employment in which police authority might
tend to be used to collect money or merchandise for private or commercial

purposes.

5. Any employment for private security companies, company police, or any business
that provides private investigations or background checks.

6. Protection of management, employees, or property during a strike or labor dispute.

7. Employment solicited in direct competition with private security firms.

8. Personal protection or “bodyguard” secondary employment.

Sworn and civilian employees are prohibited from engaging in any program and/or service
provided through contract work or private business ownership that presents a conflict of
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interest with CMPD or any of its programs and services. Employees are subject to the
City of Charlotte Conflict of Interest policy.

Soliciting any secondary employment from any person is prohibited. Requests for
employment will be referred to the Secondary Employment Unit.

Civilian employees are not permitted to use their position with CMPD to perform any
secondary employment unless approved by the secondary employment commander.

VI. RESTRICTED EMPLOYMENT

A.

Courtesy Officer Positions

1. Sworn employees are permitted to hold apartment courtesy officer positions
consistent with other CMPD regulations.

2. Sworn employees requesting to engage in a courtesy officer position must obtain
and complete a Courtesy Officer Application Packet obtained in the Secondary
Employment Unit.

3. The apartment or residential community must submit an ATAAA form to authorize
courtesy officers to enforce trespass laws during times when common areas are
closed.

4, Sworn employees may not act to enforce any rule, regulation, or policy of the

apartment or residential community that is not otherwise a violation of the law.

5. Sworn employees must notify the Secondary Employment Unit when the courtesy
officer position ends and/or before moving to another courtesy officer position.

6. Sworn employees responding to a situation in their capacity as a courtesy officer
must wear appropriate attire and equipment to enable them to fulfill an emergency
public safety function. At a minimum, this includes their service pistol, handcuffs,
radio, flashlight, body worn camera (BWC), and an outer garment identifying the
employee as a CMPD employee. The attire worn will be sufficiently appropriate to
reflect favorably upon CMPD.

7. Sworn employees will operate their BWC in accordance with directive 400-006,
Body Worn Cameras.

Sworn employees are permitted to engage in traffic control and direction in the public
streets subject to the restrictions outlined in Appendix A.

Sworn employees may be permitted to work the exterior of alcohol establishments subject
to the restrictions outlined in Appendix B.

Sworn employees may be permitted to engage in neighborhood or apartment patrols
subject to the restrictions outlined in Appendix C.

Lieutenants, captains, and majors will not work a recurring secondary employment job
during regular business hours (Monday—Friday 0800-1600) unless they are assigned to
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Operations Command. This does not preclude command personnel from working a short-
term secondary employment job with prior approval through the rank of deputy chief.

1. Recurring job: a job that occurs at a specific time and day that is repeated daily,
weekly, or monthly.

2. When closing the job, command personnel must document the deputy chief's
name and date of approval in the job notes.

Secondary employment that requires the use of specialized equipment received by a
sworn or civilian employee through CMPD and/or specialized training, including
performing training or teaching in all areas of law enforcement. These subjects may
include but are not limited to police driving, police firearms, police defensive tactics,
personal safety, community relations, and legal training and must be approved as follows:

1. Sworn and civilian employees using specialized equipment must obtain approval
in writing through the rank of deputy chief from the chain of command assigned
the equipment and the secondary employment commander.

2. Sworn and civilian employees performing training and/or teaching in all areas of
law enforcement must obtain approval in writing through the rank of deputy chief
from the Training Academy chain of command and the secondary employment
commander. When requested by the Training Academy chain of command, the
employee will provide the Training Academy commander copies in writing of any
lesson plans and instructor materials prior to approval. Copies of lesson plans and
instructor materials will be maintained on file by the Training Academy
commander. Any training and/or teaching by any sworn or civilian employee for
secondary employment purposes in the areas of police driving, police firearms,
police defensive tactics, personal safety, community relations, and legal training,
whether performed inside or outside of the jurisdiction, will always be considered
secondary employment subject to all the secondary employment rules specified in
this policy.

3. Instructor materials must be resubmitted every two (2) years or upon request from
the Training Academy commander or secondary employment commander.

Sworn and civilian employees engaged in non-law enforcement secondary employment
must notify the Secondary Employment Unit by electronically completing the Notice of
Non-Law Enforcement Secondary Employment Form.

Notification must be made to the Secondary Employment Unit or upon a status change,
completion, or termination of the non-law enforcement secondary employment. Non-law
enforcement secondary employment information must be updated every two (2) years.
The employee’s chain of command will address failure to comply with this request.

Sworn employees are permitted to engage in “plainclothes” secondary employment but
must have prior approval from the secondary employment commander. These
assignments must be entered into the secondary employment system as “plainclothes”
to distinguish the restrictive nature of this employment.
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SUPERVISION OF SECONDARY EMPLOYMENT
A. A sworn employee of any rank may work any approved secondary employment job
staffed by less than five (5) officers.
B. Any secondary employment job calling for five (5) to ten (10) officers will require one (1)

supervisor. The affected division commander, Operations Command for last-minute jobs,
or the secondary employment commander may waive this supervisory requirement based

upon a variety of factors,

including, but not limited to, the presence/absence of

supervision, estimated attendance, the sale/or consumption of alcoholic beverages on
the premises, previous history, site layout, traffic and/or parking issues, and general crime
trends in the vicinity.

Supervisory Requirement Chart
Number of Second-Level Third-Level
Officers Supervisor Supervisor Supervisor

Lessthan 5 | NA NA NA

One (1) supervisor of any rank: sergeant, lieutenant,
5-10 captain, or major NA NA

Two (2) supervisors: any combination of sergeant,
11-20 lieutenant, captain, or major NA NA

Two (2) supervisors: any combination of sergeants and | One (1) Lieutenant,
21-29 lieutenants captain, or major NA

Three (3) supervisors: any combination of sergeants One (1) Lieutenant,
30-39 and lieutenants captain, or major NA

Four (4) supervisors: any combination of sergeants and | Two (2) lieutenants | One (1) captain or
40-49 lieutenants or captains major

Staffing levels are determined by secondary
50+ employment or special events.

1. Secondary employment supervisors will be responsible for the supervision of
officers working a secondary employment job. Supervisors will ensure that sworn
employees working secondary employment comply with all applicable CMPD
policies and the law.

2. Secondary employment supervisors will assist on-duty supervisors in preparing
any supervisor reports necessitated by secondary employment officers' actions.
Supervisors working secondary employment in a non-supervisory capacity will
assist on-duty supervisors with any report preparation as needed.

3. No supervisor will be allowed to work a secondary employment job where an
employee of a lower rank supervises them.

4. The Communications Division will be notified of the location and hours of each

secondary employment job.

a. At the beginning of a secondary employment job, sworn employees will
advise over the radio to the telecommunicator of the patrol division where
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Vill. COMP
A.

the job occurs of the officer's name, code number, location, and hours of
employment. The telecommunicator will enter the off-duty officer into CAD
with their location and transfer the off-duty officer to the appropriate division

as needed.

b. Sworn employees will notify the telecommunicator at the conclusion of the
job.

C. The event commander/supervisor or the job coordinator will provide the

Communications Division supervisor with a job roster for major secondary
employment jobs, which will satisfy the requirement for major secondary
employment jobs. The telecommunicator will create a CAD event for the
major secondary employment job.

Any secondary employment job requiring staffing levels that exceed more than four (4)
officers will require notification to the Secondary Employment Unit for a determination of
appropriate staffing levels. This includes jobs with regular job site coordinators.

Any secondary employment job may require an operational plan depending on the size
or type of event at the discretion of the Chief of Police, designee, or the secondary
employment commander. The supervisor in charge of the job is responsible for
completing the plan and submitting it to the division captain, where the job is located, and
the Secondary Employment Unit prior to the job. Operational plans will include the traffic
plan for the job.

Secondary employment jobs with twenty-one (21) or more officers and requiring at least
a second-level supervisor, and it is anticipated that the division’s communications will be
adversely impacted may be required to hire a Communications Division telecommunicator
or supervisor. The secondary employment commander will review these jobs and make
the final determination if a telecommunicator/supervisor is required.

ENSATION FOR LAW ENFORCEMENT SECONDARY EMPLOYMENT

Sworn employees working law enforcement secondary employment jobs will be
compensated at an hourly rate of pay established by CMPD commensurate with current
market trends. Employees may not work for a rate of pay less than the established
minimum rate of pay. The minimum compensation for any job will be three (3) hours of
pay at the given rate, except for certain traffic jobs that require traffic control for short
periods of time. The three (3) hour rate of pay for those jobs deemed too short in duration
to require the three (3) hour minimum may be waived by the secondary employment
commander, and an exception to the hourly requirement may be permitted.

Sergeants or command personnel working as a supervisor will be compensated at the
minimum supervisor rate unless they work as a second-level or third-level supervisor as
required by staffing requirements. Command personnel assigned to work as second-level
or third-level supervisors will be compensated at the corresponding rate they are assigned
as required by staffing. These rates will be evaluated annually. Sergeants or command
personnel working as unspecified supervisors will be paid the minimum supervisor rate.
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The supervisor rate of pay will also be evaluated annually. Sergeants or command
personnel working secondary employment but not designated as supervisors for that job
are paid at the same rate as police officers. The police officer rate of pay will be evaluated
annually.

C. Rates of pay and fees for equipment for secondary employment will be established by the
Chief of Police or designee.

D. Sworn employees requesting payment from an employer must only seek compensation
for those hours actually worked unless an agreement has been reached between the
employee and the employer. Sworn employees will not receive compensation or attempt
to receive compensation from any other employee of CMPD. Sworn employees who
arrange for the secondary employment of another officer will not charge a fee from that
employee or attempt to obtain any portion of that employee’s designated pay for this
service.

E. A sworn employee may accept offered benefits from an employer if those benefits are
offered to all employees of that employer.

F. Neither CMPD nor the City of Charlotte can be held responsible for any employer’s failure
to pay for secondary employment work by a sworn employee.

G. Employees should consult directive 300-005, Workers Compensation and Defense
Against Claims and Judgments, for workers' compensation issues.

H. Employees are prohibited from negotiating rates of pay with an employer; any pay for any
job that exceeds the established minimum rate of pay must be arranged through an
agreement between the secondary employment sergeant and the employer.

Sworn personnel and CTCOs with a secondary employment work permit must enroll in
direct deposit through the secondary employment system, or their permit will be
suspended until they are enrolled. Employees who do not maintain current direct deposit
information in the system will not be able to engage in secondary employment and will
have their work permit suspended until they do so.

J. Payments for secondary employment jobs will be processed through the secondary
employment system, with the following exceptions:

1. The officer/CTCO is an employee hired by the employer, and the employer
withholds income tax, Social Security, and Medicare from wages paid to the
officer/CTCO and will receive a W-2 form from the employer. Officers and CTCOs
being paid in this capacity must only verify their hours in the secondary
employment system and bill at $0 per hour.

2. The officer/CTCO receives payment immediately upon completing the secondary
employment job and records the payment when closing the job in the system (e.g.,
cash or check paid to the officer/CTCO at the job site on the same day the job is
worked).
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K. CMPD will assess a fee per hour billed for every secondary employment job. The fee is

set by the Chief of Police and is determined based on the cost of the secondary
employment program. The fee will be automatically collected in the secondary
employment system for all jobs paid using the secondary employment system. Jobs
exempt from paying through the secondary employment system (section J) will be billed
on a frequency determined by the Chief of Police. Failure to pay the fee will result in the
employer being suspended from the secondary employment program.

IX. JOB SITE COORDINATORS FOR LAW ENFORCEMENT SECONDARY EMPLOYMENT
A. The job site coordinator is responsible for the following:

1. Maintain an accurate, updated schedule of jobs with accurate job instructions
noted in the job description in the system. Every job must have job instructions
noted in the secondary employment system.

Keep the roster of officers for the job updated in the system.
Serve as a liaison between the officers and the employer.

Update employer information in the system.

a & w DN

Ensure staffing for the jobs/shifts with accurate job instructions in the secondary
employment system.

6. Establish the pool of officers who work the job and ensure staffing is done
equitably. The officers working in a job pool and the rationale for their selection will
be subject to the approval of the secondary employment sergeant.

7. Ensure the employer completes CMPD’s Secondary Employment Agreement and
Application every two (2) years for every job coordinated.

8. Bill the employer through the secondary employment system for the CMPD
administrative fee and employee payments.

9. Any other reasonable duties assigned by the secondary employment sergeant.

B. The job site coordinator is not the supervisor of sworn employees being scheduled but
can serve in that capacity if they are of appropriate rank. The job site coordinator will not
negotiate rates of pay with an employer.

C. Job site coordinators desiring to dismiss an officer from a job for cause will forward the
reasons for the dismissal to the Secondary Employment Unit in writing prior to taking any
action. The officer may appeal the decision to the secondary employment commander,
whose decision is final.

D. Sworn employees’ requests to become job site coordinators will be approved by the
secondary employment sergeant after consulting the officers’ division captain. An
employee who expresses interest in becoming the job coordinator for an employer must
have demonstrated a familiarity with the job assignment by working for the employer at
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that job site or a different site operated by the same employer. An employer may still
make a request for a specific officer to coordinate their job assignments.

Job site coordinators may coordinate for up to five (5) active employers with a combined
maximum of four hundred (400) monthly scheduled hours. If a single employer is routinely
scheduled for more than four hundred (400) hours a month, that will be the only employer
a job site coordinator may coordinate. A branch or single location for a large employer is
considered one employer.

Job site coordinators may be paid up to three (3) hours pay per week for administrative
time related to job coordination. Job site coordinators must enter this administrative time
in the secondary employment system weekly or monthly. When the jobs are created, the
job type must be listed as (Coord Admin Time).

The secondary employment sergeant must approve any deviation from the standard
secondary employment rate.

Job site coordinators must work any job they coordinate at least once a month while the
job is active.

Job site coordinators will not maintain any sensitive personal information on any
employee working for the coordinator.

School resource officers (SROs) will serve as the job site coordinator for any jobs at their
school. The SRO sergeant is responsible for ensuring compliance with this policy
regarding the job site coordinator’s responsibilities for SROs; however, the division
commander of the officer shares in this responsibility.

Police hirebacks are not permitted to serve as job site coordinators or courtesy officers
unless they receive written approval from the secondary employment commander.

Job site coordinators can be removed at the discretion of the secondary employment
commander.

APPROVAL OF LAW ENFORCEMENT SECONDARY EMPLOYERS

A.

No law enforcement secondary employment is permitted until the employer and the type
of employment are approved.

The Secondary Employment Unit must vet requests for secondary employment of a sworn
employee. Employees will not solicit nor negotiate for new secondary employment. Sworn
employees may submit a Request for Approval of Secondary Employment Form on behalf
of an employer to the Secondary Employment Unit; however, this does not guarantee that
the sworn employee presenting this request will be employed by the employer.

The Secondary Employment Unit will determine which jobs are considered “ongoing
jobs,” described as jobs occurring for longer than thirty (30) days, and should be assigned
a job coordinator. “Short-term jobs” are jobs that are temporary in nature, occurring for
less than thirty (30) days, and would not require a job coordinator. An employer may
request that a particular sworn full-time employee be the job coordinator. Such requests
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will be taken into consideration but will not be binding. Certain employers may be required
to be coordinated by a supervisor or member of command staff based on the size or
nature of the jobs requested by that employer.

In the absence of the secondary employment sergeant, approval for a short-term job may
be given by Operations Command.

No job will be considered approved unless the division in which the specific job is located
is noted in the proper field within the secondary employment system. The person entering
the job will ensure that the proper patrol division is delineated without exception.

It is the employer’s responsibility to maintain accurate contact and job information in the
system. The Secondary Employment Unit will periodically audit employers to ensure
employers have accurate information and actively use secondary employment services.
If the Secondary Employment Unit determines that the employer is no longer utilizing
secondary employment services or maintaining accurate information, the employer may
be deactivated in the system.

XI.  WORK HOURS AND RECORD-KEEPING

A.

Law enforcement secondary employment jobs must be entered and assigned to a sworn
employee in the secondary employment system at least twenty-four hours (24) before the
job begins. Only the Secondary Employment Unit can enter and/or assign jobs less than
twenty-four (24) hours before the job begins, except for one-time jobs entered by
Operations Command in exigent situations.

A sworn employee may schedule and work eighteen (18) hours daily of combined
secondary employment and actual duty hours to include city-approved overtime, court
time, or training time outside the employee’s duty hours during any rolling twenty-four (24)
hour period. No sworn employee will exceed eighty (80) accumulated hours per week in
any combination of actual duty hours, city-approved overtime, court time, or training time
outside of the employee’s duty hours, and secondary employment hours.

1. A rolling twenty-four (24) hour period is twenty-four (24) consecutive hours,
beginning at any time and ending twenty-four (24) hours later.

2. A week begins at 0000 hours on Saturday and ends at 2359 hours on Friday.

3. During any rolling twenty-four (24) hour period, the sworn employee must have a
minimum of six (6) consecutive hours in which the employee is not working on duty
or engaging in secondary employment.

4, Any exception to the hourly maximum requirements may be granted by the sworn
employee’s division commander subject to the concurrence of the secondary
employment commander or the secondary employment commander in instances
affecting CMPD as a whole. Department-wide exceptions must state which event,
venue, or time frame the exception applies. A department-wide exception does not
constitute permission for an employee to violate this directive by working excessive
hours at jobs not tied specifically to the exception. Any exception granted will be
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done in writing, and it will be the responsibility of the affected employee to denote
that an exception has been granted in the job comments section when the
employee closes out the job. Unforeseen circumstances may present themselves
while an employee is working a secondary employment job that may necessitate
an increase in time of the employee’s secondary employment shift. In these
instances, Operations Command should be notified by the employee or the
supervisor of a major secondary employment job, and the circumstances causing
the increase in time to the job will be detailed in the comments section when closing
out the job.

5. An employee will not work any secondary employment job if they are not showing
scheduled in the secondary employment system by the time the job is scheduled
to begin. It is incumbent on all employees working secondary employment to
ensure they are showing as scheduled in the secondary employment system prior
to working any job; if an employee is not showing as scheduled in the secondary
employment system prior to the time the job is scheduled to begin, the employee
will not work the job. In instances where exigencies exist that make it necessary
for an employee to find a last-minute substitute for a job instead of leaving the job
unfilled, and the substitute is, therefore, not scheduled, the secondary employment
commander should be contacted immediately.

6. Any changes made to the secondary employment system after the time a job is
scheduled to begin will only be made by the secondary employment sergeant.

7. In circumstances whereby off-duty officers may be activated to an on-duty status,
the secondary employment commander will resolve any conflicts between on and
off-duty pay.

8. If twelve (12) hour shifts are activated, all secondary employment is suspended
unless the Chief of Police or designee grants an exception.

Closing Jobs

Employees working secondary employment must close the job in the secondary
employment system within twenty-four (24) hours of completing the job. The closing
details must include:

1. The total hours and minutes actually worked.

2. If the employee received payment immediately upon completion of the shift at the
job site (cash, check, or instant electronic payment).

3. Any significant circumstances or events occurring while working the secondary
employment job must be entered as notes in the comments section.

4. If a vehicle was used at a job, the vehicle number must be entered in the narrative
when the job is closed.
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5. If a waiver of hours or specific approval was granted to work the job, the officer

must include those details in the comments of the job.

6. On-duty job assignments entered into the secondary employment system must be
closed by the employee within twenty-four (24) hours of completing the job and the
employee’s actual work hours listed.

Sick Leave

1. Employees will not work secondary employment while on personal sick leave, sick
family leave, funeral leave, workers’ compensation leave, limited or restricted duty,
or while on special assignment due to physical reasons. Employees on personal
or family sick leave must return to regular duty status and work one regular duty
shift or receive permission from the secondary employment commander. Any
employee who calls in sick personal or sick family to court or training will not be
eligible to work secondary employment until they return to regular duty status and
work one regular duty shift.

2. Sworn employees may continue to serve as job site coordinators while on limited
or restricted duty but may not be financially compensated for job site coordination
while on limited or restricted duty.

3. An employee on approved non-personal FMLA or paid parental leave may be
allowed to work secondary employment jobs without returning to regular duty
status, but only after obtaining written approval of the secondary employment
commander and the chain of command in conjunction with the Human Resources
Division.

Suspension or Administrative Assignment

Employees are prohibited from engaging in law enforcement secondary employment
while on suspension or administrative assignment.

Employees are prohibited from performing work for any secondary employer or self-
employment during on-duty hours and traveling time, which must be accounted for.
Traveling time will be a minimum of fifteen (15) minutes between actual duty hours and
any secondary employment or between any secondary employment and another
secondary employment job, provided that the secondary employment is not at the same
physical location. The actual distance between both locations should be considered, and
the traveling time should be calculated and adjusted accordingly.

Employees are not permitted to work law enforcement secondary employment during any
time span whereby the employee’s on-duty shift is split.

Employees engaged in secondary employment will not overlap their duty hours with their
secondary employment hours, nor will they overlap any secondary employment job with
another secondary employment job. When considering if an overlap occurs between
secondary employment jobs, the scheduled hours will be the basis for comparison, not
the hours actually worked. All traffic jobs being paid at a negotiated rate outside of the
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XII.

three-hour minimum must be scheduled in one (1) hour increments, with a minimum
scheduled time of one (1) hour. If an employee works a traffic control job for one employer
and remains at one physical location, only one (1) work shift may be scheduled if the
officer’s work requires them to be on-site for three (3) hours or less. For jobs being paid
the three (3) hour minimum and beyond, the job must be scheduled for a minimum of
three (3) hours, with fifteen (15) minute increments utilized after that. No sworn employee
will utilize scheduling to in any way circumvent the requirements of this policy.

All jobs must be set for specific hours in the day; it is not permitted for a job to be worked
when it is set up for flexible hours or unspecified hours in the day. The hours specified in
the job must be the hours actually worked.

Job site coordinators building jobs in the secondary employment system will accurately
note the job type as “traffic” or “security,” and the pay rate will accurately reflect the rate
of compensation. If the job is traffic-related and has been approved for an exception to
the three (3) hour minimum, the pay rate entered should equal the agreed-upon shift rate
between the officer and the employer.

AVAILABILITY OF SECONDARY EMPLOYMENT JOBS

A.

The secondary employment sergeant will ensure that all jobs are available equitably.

1. Sworn employees may sign up for available jobs on a first-come, first-served basis
in the secondary employment system.

2. Sworn employees will not sign up other sworn employees for job assignments,
except job site coordinators signing up officers in their job pool.

3. Sworn employees will sign up for only those jobs they intend to work.

Employers may request specific sworn employees to work or have a sworn employee
serve to recruit other employees for their jobs. However, no employer may discriminate
regarding race, sex, religion, or ethnic origin in hiring employees to work secondary
employment. An employer’s desire to have a particular officer work does not guarantee
that the officer will work that employment.

A sworn employee scheduled to work a law enforcement secondary employment job must
promptly confirm that job assignment with the employer when specified.

Employees scheduled for a law enforcement secondary employment job may utilize the
transfer feature in the secondary employment system to transfer their job to another
officer or CMPD as a whole. Transfer of a job to another officer must be done with prior
consent and approval of the accepting officer, and the accepting employee must approve
the request in the system. All jobs not accepted for transfer will be considered assigned
to the originating employee. The transfer feature will not be utilized after the job is
scheduled to begin.

A sworn employee who accepts a law enforcement secondary employment job will report
for duty at the time and place assigned with all necessary equipment required by CMPD
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A.

guidelines for that particular job, including a marked vehicle if specified in the job
instructions.

Sworn employees who are unable to report for a secondary employment job must contact
the job site coordinator or the Secondary Employment Unit during business hours and
Operations Command after hours and on weekends, prior to the start of the job.

1. Sworn employees may self-cancel their assignment to a secondary employment
job up to five (5) days (one hundred and twenty hours) prior to the start of the
assignment. At the discretion of the job site coordinator, some jobs may have a
longer self-cancellation period. A sworn employee may be excused from their
assignment inside the set cancellation period prior to the assignment by finding a
substitute and advising the job site coordinator or the secondary employment
sergeant of the replacement up to the time the job is scheduled to begin, exceptin
emergency situations as outlined in this policy.

2. Absences inside the cancellation period will only be excused for personal or family
illness and emergencies.

3. Changes in on-duty schedules, court, training, or other CMPD duty assignments
will take precedence over any secondary employment. Sworn employees should
cancel a conflicting secondary employment job as soon as they are notified of the
on-duty conflict.

4. Employees are required to work the scheduled hours assigned in the secondary
employment system. Any officer unable to complete the designated hours of
employment must contact the job site coordinator or the Secondary Employment
Unit during business hours or Operations Command after hours and on weekends,
prior to leaving the employer’s worksite.

ECTIVE ACTION

Employees found to be in violation of section XI.B., Work Hours and Record Keeping,
may have the violation documented in a written entry to their personnel file for their first
documented violation. The first violation may be documented in the IACMS system at the
discretion of the secondary employment commander. Further violations will result in the
violation being documented in the IACMS system and may result in the revocation of the
employee’s work permit at the discretion of the secondary employment commander or
their designee.

All other violations of any provision of the Secondary Employment Policy without
exception will be documented in the IACMS system, and those violations solely of the
Secondary Employment Policy will be forwarded to the secondary employment sergeant
for further investigation and disposition. When a Secondary Employment Policy violation
is combined with a violation of another policy or regulation, the investigation will be
forwarded to the affected sworn employee’s chain of command for further investigation
and disposition. In limited situations, some policy violations may be referred to the
involved officer’s division for investigation.
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C. Upon adjudicating any rules violation involving secondary employment in combination

with any other policy violation(s), the ruling body will consider whether an employee’s
permit to engage in secondary employment should be suspended in conjunction with any
other corrective action considered.

D. An employee violation of the Secondary Employment Policy will be addressed as a first
violation if the employee has had no other documented violations of the Secondary
Employment Policy within thirty-six (36) months prior to the date of the new violation.

XIV. REFERENCES

300-001 Scheduling, Timekeeping, and Attendance

300-004 Sick Leave Policy

300-005 Workers Compensation and Defense Against Claims and Judgments
400-001 Uniforms and Grooming Standards

400-003 Equipment

400-006 Body Worn Camera

City of Charlotte’s Conflict of Interest Policy

CALEA

The previous version of Directive 300-007 Secondary Employment was published on
09/15/2023.


https://cnet/policies/Documents/Conflict%20of%20Interest%20Policy%20for%20City,%20Secondary%20and%20Other%20Employment%20Relationships.pdf
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Appendix A

Rules Governing Off-Duty Traffic Control on Public Streets

1.  Officers seeking law enforcement secondary employment at a firm or establishment that requires
traffic control on public streets will advise the prospective employer to notify the secondary
employment sergeant in writing. No traffic control secondary employment may begin prior to the
employer and conditions of employment being approved by CMPD. The employer must:

a. Obtain, if the job will be within the city limits of Charlotte, a valid traffic direction permit
from the City of Charlotte Department of Transportation (CDOT) as required by City Code
14-9. A copy must be provided to the sergeant.

b. Advise the secondary employment sergeant of the intent to employ secondary
employment officers and identify the specific need for police services.

C. State the duties to be performed, the hours of employment, and the salary to be paid to
the officers.

All requests for secondary employment traffic direction will be forwarded to the secondary
employment commander or sergeant for approval. If approved, the secondary employment
sergeant will determine the number of officers required at each location.

Officers will not act to enforce any rule, regulation, or policy of the firm or establishment that are
not otherwise violations of the law. Officers will act only to enforce the law and preserve public
safety.

Officers will not impede the normal flow of vehicular traffic during peak travel hours, except in
instances where a valid Parade, Festival, or Right of Way Use Permit is issued by CDOT,
although a valid permit may be issued by CDOT as described above, the special events
commander will make an independent assessment that the use of CMPD officers is in the best
interest of the public and CMPD. Peak travel hours are 0700-0830, 1100-1300, and 1630-1830
Monday through Friday. As a rule, traffic direction should coincide with the nearest traffic control
signals. Officers will serve the interests of all motorists in a fair and equitable manner without
special regard for those entering or leaving the employer's business.
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Appendix B

Rules Governing Alcohol Establishments

Officers seeking secondary employment at alcohol establishments will advise the prospective
employer to contact the secondary employment sergeant. Employment will not be authorized
until the employer and conditions of employment are approved by the secondary employment
sergeant.

Duty guidelines for officers working at approved alcohol establishment parking locations:

a.
b.

Officers must confine their duties to those of a law enforcement nature.

Officers will limit their duties and responsibilities to the exterior of the alcohol
establishment unless they develop reasonable suspicion that criminal activity is occurring,
has occurred, or is likely to occur inside the alcohol establishment, and this information
necessitates immediate action.

Officers will not work the establishment door or where patron identification is being
checked.

When responding to situations where enforcement action is anticipated, officers will notify
the Communications Division, furnish the location and nature of the situation, and request
assistance from on-duty officers if needed.

Officers will ensure that all alleged crimes are documented in a KBCOPS report,
regardless of the desire of the victim to prosecute the matter. It will then be the
responsibility of the job site coordinator to maintain a cumulative log of all such reports
and the documentation of any enforcement activities that occur relative to this
employment. This log will be made available to the secondary employment sergeant upon
request.

Officers will originate the appropriate call for service through the Communications Division
in any instance where entry is made for law enforcement purposes into the interior of an
alcohol establishment itself. Officers will articulate in the appropriate clearance paperwork
the purposes for entry and any action taken. This information will be forwarded to the job
site coordinator for maintenance in the location log.

Officers will enforce any observed ABC violations, and copies of any enforcement action
will be forwarded to both the ABC Unit and the job site coordinator for maintenance in the
location log.

Failure to abide by the restrictions in this attachment will result in the revocation of the
employer work permit and corrective action to the officer(s).
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Appendix C

Rules Governing Neighborhood and/or Apartment Complex Patrols

Officers working law enforcement secondary employment, when employed by a
neighborhood or an apartment complex to conduct neighborhood/apartment complex
patrols, will confine their actions to violations of law only. Officers will not take any action
for violations of neighborhood rules, neighborhood association rules, or apartment
complex rules not regulated by criminal law or city ordinance.

Off-duty officers working neighborhood/apartment complex patrols will monitor the radio
channel for the specific neighborhood/apartment complex at all times. In any instance
where the off-duty officer monitors a crime in progress outside the confines of the
neighborhood/apartment complex but within close proximity to their location, the off-duty
officer will be expected to notify the dispatcher of their location and their intent to respond
to assist on-duty units. The off-duty officer will then respond to the crime in progress until
relieved by on-duty officers. Any questions regarding time (on-duty versus off-duty) will
be resolved by the secondary employment commander.

It is the responsibility of the job site coordinator to keep all off-duty officers working
secondary employment in their respective neighborhoods informed regarding any
information relayed to them by the response area personnel.
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PURPOSE

To establish a procedure for the administration of employee records.

POLICY

This directive sets forth a standardized procedure for accurate maintenance of employee
records and information, as well as explains the procedure to review employee files in
accordance with North Carolina personnel law.

DEFINITIONS

A.

Non-Restricted Personnel File: CMPD Documents with a low level of confidentiality,
including public information (this includes anything the employee has provided or
signed, personnel audit report, Notice of Payroll action, PeopleSoft screenshots prior
to 2002, Internal Affairs Dispositions, School Transcripts, Military Discharge
Documents, North Carolina Department of Justice Forms F-5b, F-9, F-8, F-19).

Personnel File: Any employment related or personal information of an individual
employee gathered by the Charlotte-Mecklenburg Police Department.

Personnel Information: Information about an employee related to his or her
application, selection, employment actions, such as demotion, promotion,
compensation, performance reviews and disciplinary actions, along with any personal
information that is contained within a personnel file.

Restricted Personnel File: CMPD documents with a high level of confidentiality (this
may include polygraph results or questionnaire, anything medical related including
drug/alcohol screenings, psychological evaluations, fingerprint cards, anything related
to background investigations, recruitment’s internal notes on candidate before, during,
or after the selection process).

PROCEDURE

A.

Personnel Information

1. Employees will notify the Human Resources Division of any change in address
or telephone number by the end of the next business day following any such
change. Employees will notify the Human Resources Division of changes to
family or beneficiary status as soon as possible.

2. Employees will enter any change of address, telephone numbers, or
emergency contact information into the CMPD Personnel Information System.

3. The Human Resources Division will enter the changes in the City of Charlotte
Human Resources Management System (All changes will take effect the
following business day).

4. The CMPD Personnel Information System will include an employee’s
emergency contact and special skill(s) (i.e. SWAT, Spanish, etc.) information.
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Employees shall update their information in the Personnel Information System
as it changes.

5. Any employee receiving an inquiry concerning another employee’s telephone
number should assist the caller in contacting the employee while he or she is
“on duty”. In no case will an employee's personal telephone number be given to
any person who is not an employee of the CMPD. An employee may attempt
to contact an “off duty” officer in emergency situations, when necessary.

Review of Personnel Files

1. Any employee interested in reviewing his or her own personnel file can review
their personnel file by appointment in the Human Resources Division during
normal business hours (Monday-Friday 8:00 a.m.-5:00 p.m.).

2. Additional personnel who are authorized to review an employee's personnel file
include the following*:

a The employee's Chain of Command,;
b. Police Attorney;

C. Internal Affairs Personnel;

d. City of Charlotte Human Resources;

* The Police Attorney’s Office may see the entire personnel file, while the
additional authorized viewers may only see the non-restricted file.

3. A Human Resources Division employee must remain present while a file is
being reviewed.

4, Whenever the department or employee is subject to litigation, a copy of the
personnel file, upon request, will be delivered to the Police Attorney’s Office.

5. Information from the personnel file shall only be revealed pursuant to North
Carolina General Statute 160A-168.

Changes in Personnel File Entries

1. All entries included in the personnel file will remain as a permanent part of the
employee's record.

2. If it becomes necessary to delete or modify an entry, the following procedure
will apply:
a. The Human Resources Division must receive written orders from the

Chief of Police or designee explaining what action is necessary.

b. Human Resources Division employees will make the change by adding
another entry. Previous entries will not be destroyed or defaced.




| Charlotte-Mecklenburg Police Department 300-008

‘Q’i Interactive Directives Guide Personnel Records
CHARLOTTE-CKLENBURC Effective Date: 7/15/2020 30f3

3. The contents contained in the personnel file will not be changed, altered in any
fashion, or removed from the employee's file without adhering to this
procedure.

V. REFERENCE

N.C.G.S. 132-6
N.C.G.S. 160A-168
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PURPOSE

This directive establishes guidelines concerning the inappropriate use of drugs, alcohol, and
controlled substances by Charlotte-Mecklenburg Police Department (CMPD) employees,
volunteers, or applicants and the procedures for departmental drug testing.

POLICY

The protection of citizens, as well as its employees, is of prime concern to the CMPD. CMPD
recognizes that substance abuse can have an adverse impact on the general public, city
government, and CMPD operations and can adversely affect the image and general health,
welfare, and safety of CMPD employees. To maintain the public's confidence and trust in
CMPD and its employees, as well as to protect the safety of the public and CMPD employees,
all employees must remain free from any physical and/or mental impairment. The unlawful use
of any drug or controlled substance is prohibited and may result in denial of employment,
termination, or other disciplinary action. Substance abuse cannot be tolerated, and CMPD
shall have the right and authority to require employees to submit to substance analysis.

DEFINITIONS

Negative Result: The outcome of a urinalysis drug test when a sample’s concentration of a
substance is below the NIDA-specified or industry-accepted cutoff levels.

PROCEDURE

A. To ensure that CMPD employees remain free from unlawful drug and alcohol
impairment and use while on duty, CMPD will conduct drug testing through urinalysis
and alcohol testing through chemical analysis for impairing substances. This does not
preclude other appropriate drug testing methods in a particular case where cause
exists.

B. A breath alcohol test administered by a chemical analyst is an analysis of the breath to
check for the presence of alcohol in the body. Alcohol use means the consumption of
any beverage, mixture, or preparation, including any medication containing alcohol.
Chemical analysis that produces a blood alcohol content (BAC) reading of more than
.00 can result in termination or other disciplinary action.

C. CMPD can require drug and alcohol testing under any of the following circumstances:
1 Pre-placement/employment
2 Reasonable suspicion
3. Random selection
4 Post-accident/critical incident

5. Return to duty

D. The collection of urine, blood, and breath samples will occur at a City of Charlotte
designated drug and alcohol collection site.
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1. The selected drug testing agency will follow the National Institute on Drug Abuse
(NIDA) standards governing the collection and chain of custody of urine samples.
2. The selected breath testing site will conduct a breath test administered by a
chemical analyst.

E. The analysis of urine samples will be performed by a private laboratory certified by
NIDA. The drug testing procedure will be performed at the lab and consist of an enzyme
immunoassay preliminary test. If the preliminary test is positive, a confirmatory test, gas
chromatography/mass spectrometry (GC/MS), will be performed.

F. Urinalysis drug testing will screen for the following classes of drugs at NIDA-specified
or industry-accepted cutoff levels:

1. Amphetamines

2. Barbiturates

3. Benzodiazepines
4. Cocaine

5. Methaqualone

6. Opiates

7. Phencyclidine

8. Propoxyphene

9. Cannabinoids

10. Methylenedioxy Methamphetamine (MDMA)
11. Methamphetamine

G. The results of any drug test administered under this policy will not be used as evidence
in criminal prosecution. The test results will be used in considering suitability for
employment or fitness for duty.

H. Deliberate obstruction or substitution of a urine sample for the purpose of defeating a
drug test will result in denial of employment, termination, or other disciplinary action.
Once a CMPD employee has been designated for drug screening, he or she is not
eligible to participate in the Employee Assistance Program (EAP) in connection with, or
because of, any illegal drug or substance, including dependency or addiction to any
illegal drug or other illegal substance. Prior to being selected, any CMPD employee is
eligible to participate in the EAP.

J. Failure to participate in any procedure required by this policy will result in denial of
employment, termination, or other disciplinary action.

K. Cannabidiol (CBD)
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Any product with a concentration of more than .3% tetrahydrocannabinol (THC)
is classified as marijuana, a Schedule | drug under the Controlled Substances
Act.

The Food and Drug Administration (FDA) does not currently certify the levels of
THC in CBD products, providing no federal oversight to the accuracy of labeling
CBD products.

CBD products may lead to a marijuana-positive drug test result; therefore, CMPD
employees are prohibited from using CBD products.

CBD is not FDA-regulated and is not a medical justification for a laboratory-
confirmed marijuana-positive result.

Medical Review Officer (MRO)

1.

A medical review officer will review all positive drug test results and determine if
a legally used medication caused the results. The MRO may review any relevant
medical histories or records of the applicant or employee prior to making a
decision. The MRO will also conduct a medical interview with the applicant or
employee. There is no MRO review of alcohol tests.

a. Based on appropriate dates or facts, the MRO may deem a positive result
to be scientifically insufficient for further action and declare the results
negative.

b. Any positive test result not satisfactorily explained to the MRO is

considered a positive test.

C. Should questions arise from the MRO concerning the legitimacy of a
positive result, the MRO may cancel the results of the original specimen
or request the collection and testing of a new specimen.

If the test is positive, the MRO will contact the donor immediately prior to issuing
the results. Failure of the employee to contact the MRO within five (5) business
days will result in the MRO issuing results as “positive without review.”

The MRO will verify a drug test confirmed at the NIDA-specified or industry-
accepted cutoff levels as positive, even if an employee claims they used a CBD
product.

Employee Responsibility

CMPD employees will:

1.
2.

Abide by this policy as a condition of employment.

Comply with all applicable laws regulating the manufacture, distribution,
dispensing, use, or possession of illegal drugs, alcohol, or prescription drugs.

Ensure that their ability to perform their job duties is not negatively affected due
to the use of drugs or alcohol when scheduled to report to work or when on "on
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5.

call" status.

Advise their supervisor that they are unable to perform their duties or they have
consumed alcohol within the last four (4) hours prior to reporting for duty, should
they be requested to report to work for a safety-sensitive job earlier than their
normal or previously assigned time. If the employee had received prior notice
that he or she is on call, the employee may be subject to disciplinary action
regarding their inability to report for duty as determined by his or her chain of
command.

Submit immediately to a drug or alcohol test when their supervisor requests.

N. Record Keeping and Reporting

1.

All information concerning an applicant's or employee's participation in drug
testing procedures will be considered part of the individual's personnel records
and subject to the nondisclosure provision of G.S. 160A-168.

Pursuant to state law 12NCAC 09C .0310, CMPD will report to the North Carolina
Criminal Justice Education & Training Standards Commission any refusal to be
tested or any reported positive results on a drug test administered to any
applicant or lateral transferee seeking employment as a CMPD officer. Any
positive result on a drug test administered to any currently certified police officer
employed by CMPD will also be reported to the State. This may result in the
suspension, revocation, or denial of the individual's state law enforcement
certificate by the North Carolina Criminal Justice Education & Training Standards
Commission.

Pursuant to state law 12NCAC 10B .0410, CMPD will report to the Sheriffs’
Education and Training Standards Commission any refusal to be tested or any
reported positive results on a drug test administered to any applicant seeking
certification or currently certified as a CMPD Communications Division
telecommunicator. This may result in the suspension, revocation, or denial of the
individual's certificate by the Sheriffs’ Education and Training Standards
Commission.

0. Procedures for Pre-Employment and Lateral Transfer Drug Testing (Sworn Positions)

1.

All applicants seeking employment in sworn positions, including lateral transfers
to sworn positions and hirebacks, in CMPD, will submit to pre-employment drug
testing procedures.

Each applicant will be tested no more than thirty (30) days prior to employment.
These drug testing procedures will require the applicant to complete a Consent
Form and a Drug Screening Questionnaire prior to the testing. The collection of
the urine sample will be in accordance with NIDA standards and will occur at a
drug collection agency selected by the City of Charlotte.

All applicants for employment in a sworn position, lateral transfer to a sworn
position, and hirebacks in CMPD must test negative on the pre-employment drug
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test. A positive result or refusal to submit to testing will eliminate the applicant
from further consideration for employment.

Any applicant seeking a sworn position, including hirebacks, who tests positive
or refuses to submit to drug testing will not be eligible for employment with
CMPD. The Recruiting Division will verify with the North Carolina Criminal Justice
Education & Training Standards Commission the certification status of each
applicant.

P. Procedures for Pre-Employment Drug Testing (Civilian Positions)

1.

Applicants seeking employment in civilian positions in CMPD and applicants for
internships, volunteer positions, and other non-paid positions will submit to pre-
employment drug testing procedures and must have a negative result.

Applicants who refuse to submit to drug testing will not be eligible for employment
with CMPD.

Q. Procedures for In-Service Drug and Alcohol Testing

1.

CMPD forbids employees from consuming alcohol while on duty (except in the
performance of duty) or appearing for duty with alcohol in their system or on their
breath.

CMPD can order an employee to submit to a reasonable suspicion drug and/or
alcohol test when there is reasonable suspicion for suspecting the employee may
be intoxicated and/or impaired while on duty, may have alcohol in their system/on
their breath, or may have recently engaged in the unlawful use of any alcohol,
drug, or controlled substance. Drug and/or alcohol testing procedures will be
used to confirm or dispel the reasonable suspicion.

The employee will be given a direct order to submit to a reasonable suspicion
drug and/or alcohol test by the supervisor or Internal Affairs Division. Failure to
follow or cooperate with drug and alcohol testing procedures as stated in the
policy will be treated as a refusal to comply with a direct order.

The following drug and/or alcohol testing procedures will be followed:

a. Prior to providing a direct order to submit to a drug and/or alcohol test, the
supervisor will determine if sufficient cause exists based on the City of
Charlotte Reasonable Suspicion Determination Report and will notify the
Internal Affairs Division before taking the employee to the testing location.
A completed copy of this form will be submitted to the Internal Affairs
Division and Human Resources Division.

b. At the time the supervisor determines reasonable suspicion, the employee
shall remain in sight of the supervisor at all times prior to testing.

C. The supervisor and Internal Affairs Division personnel will accompany the
employee to the testing facility. The Internal Affairs Division will ensure
that the necessary paperwork is available for testing.
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d. The supervisor will complete the City of Charlotte Drug and/or Alcohol

Test Authorization Form, indicate the reason for the test, and take the
completed form to the testing facility.

e. A Forensic Drug Testing Custody and Control Form will be provided by
the testing facility and completed by the collection agent who collects the
sample and processes it for analysis.

f. The collection of the urine sample will be in accordance with NIDA
standards.

(). If the employee claims to be unable to provide a urine specimen,
the employee will remain at the designated collection site until the
urine specimen is provided or three (3) hours have passed,
whichever occurs first.

(2). Failure to provide a urine specimen of at least sixty (60) milliliters
within three (3) hours will be considered a refusal to comply with a
direct order.

g. After the testing is completed, the employee will be made available to the
Internal Affairs Division. The Internal Affairs Division is responsible for
conducting administrative investigations regarding allegations of
employees who may be intoxicated and/or impaired while on duty, have
alcohol in their system/on their breath, or engaged in illegal drug use
and/or substance abuse.

h. Test results will be reported directly to the Human Resources Division
administrative service manager who will notify the Chief of Police or
appropriate designee.

Random In-Service Drug/Alcohol Testing

1. Sworn employees and employees assigned to a safety-sensitive position are
subject to random selection for drug and alcohol testing.

2. Failure to submit to a random drug or alcohol test when requested is considered
a refusal to comply with a direct order and a violation of this policy that will result
in an Internal Affairs Division investigation into the allegation of misconduct.

3. Failure to provide a urine specimen of at least sixty (60) milliliters within three (3)
hours will be considered a refusal to comply with a direct order.

4, Random selection will be accomplished through the use of a computer program.

5. The following procedures will apply to random drug or alcohol testing of eligible
employees.
a. On the first business day an employee works after selection, the

employee's supervisor will be notified of the employee's selection.
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b. The employee's supervisor and/or other appropriate supervisor is required
to transport the selected employee to the drug or alcohol testing agency
as soon as possible during the employee's tour of duty.

C. If an employee is unable to be immediately transported for testing, the
supervisor must contact the Human Resources Division and provide the
following information:

(1). The employee’s name (first and last)

(2). The reason the employee is unable to test (which may include
leave such as vacation, sick, military, FMLA, etc.)

(3). The employee’s next workday with date and time(s)

d. Failure of the employee’s supervisor to immediately send the Human
Resources Division the affected employee’s information, including the
reason for the inability to be immediately transported for testing and/or
failure of the supervisor to execute the random drug test per this directive,
may result in the responsible supervisor and/or chain of command through
captain being subject to a Rule of Conduct #2: Violation of the Rules
investigation.

e. Sample collection(s) of urine or breath will be done in accordance with
NIDA standards.

f. The urine or breath sample collection will occur on the day of notification,
except when extraordinary circumstances intervene. Employees on
vacation leave, sick leave, or other approved temporary absence will be
tested upon their return to work. Employees on extended sick leave, leave
of absence, or educational leave who return to work within the same
month they are selected will be tested.

g. Employees who fail to provide an adequate breath sample will be directed
to obtain, as soon as practicable after the attempted provision of breath,
an evaluation from a licensed physician acceptable to the City of
Charlotte, addressing the employee's medical ability to provide an
adequate amount of breath. If there is no medical reason for the
employee's inability to provide the breath, the employee will be considered
to have refused to submit to the alcohol test and will be terminated.

h. Test results will be sent to the Human Resources Division manager. All
positive test results will be issued by an MRO.

6. Collection of an employee's urine sample will occur while the employee is on

duty whenever possible. Employees providing a urine sample during non-duty
hours will be appropriately compensated.
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7. Employees who test positive for illicit drugs have the right to request that the
MRO have the Sample B tested by a second NIDA-approved laboratory at the
employee's expense.
8. The Internal Affairs Division will immediately investigate any positive alcohol

and/or drug test after review by the MRO. A positive alcohol or drug test will result
in the employee being placed on administrative assignment or administrative
leave as determined by the Chief of Police or designee, pending the outcome of
the investigation.

S. Post-Accident/Critical Incident Drug /Alcohol Testing

1.

Employees involved in a vehicular accident, non-vehicular accident, or critical
incident may be required to take a drug and/or alcohol test. All accidents should
be documented using the Post Accident Testing Checklist.

a. The drug and alcohol test is required when the following vehicular
conditions exist:

(1). The crash involves a fatality.

(2). The City of Charlotte driver receives a moving traffic violation
arising from the accident.

(3). Any involved vehicle requires towing from the scene.

(4). Any person involved requires medical treatment away from the
scene of the accident.

(5). The City of Charlotte cannot completely discount the employee’s
conduct as a contributing factor to the accident (based on
reasonable suspicion of drug or alcohol use).

b. The drug and alcohol test is required when the following non-vehicular
conditions exist:

(1). The incident involves a fatality of any kind.

(2). Any line of duty discharge of a firearm by an officer (excluding the
use of a shotgun for authorized animal euthanasia).

(3). Other critical incidents as directed by the Chief of Police.

C. If none of the above conditions exist, under the City of Charlotte’s
authority, any employee, including safety-sensitive employees and non-
safety-sensitive employees, involved in a vehicular accident or a non-
vehicular incident shall be required to take a non-USDOT post-accident
drug and alcohol test following an accident or incident only if it is
determined that reasonable suspicion of drug or alcohol use may be a
contributing factor.
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A post-accident/incident drug test shall be administered within thirty-two (32)
hours following the accident or incident. If the drug test is not administered within
thirty-two (32) hours, the supervisor shall cease attempts to administer a drug
test and must document the reason(s) for not administering the test.

A post-accident/incident alcohol test should be administered within two (2) hours
following the accident or incident. If the test is not administered within two (2)
hours, the supervisor must document the reason(s) the alcohol test was not
administered promptly.

In the event an alcohol test is not conducted within eight (8) hours, the supervisor
must cease attempts to administer the test and must document the reason(s) for
not administering the test. The employee will not be allowed to remain on duty
and may not return to work for twenty-four (24) hours following the
accident/incident.

Employees involved in an accident that requires an alcohol test shall not
consume any alcohol for eight (8) hours following the accident or until a post-
accident/incident alcohol test is performed, whichever comes first.

No employee may refuse to submit to a drug and/or alcohol test required by this
policy. Employees shall remain ready and available when a post-
accident/incident test is required.

Failure to remain ready and available will be considered as a “refusal to submit”
to testing.

REFERENCE

CMPD Rules of Conduct 2, 6, 17, and 18

200-001 Discipline, Internal Investigations and Employee Rights
300-005 Workers Compensation and Defense Against Claims and Judgments
300-021 Fitness for Duty

300-023 Employee Assistance Program

N.C.G.S. 160-A-168

12NCAC 09C .0310

12NCAC 10B .0410

City of Charlotte HR4 Drug and Alcohol-Free Workplace Policy
DOT Office of Drug and Alcohol Policy and Compliance Notice
Agricultural Improvement Act of 2018, Pub. L. 115-334, (Farm Bill)
Controlled Substances Act

National Institute on Drug Abuse (NIDA)

City of Charlotte Reasonable Suspicion Determination Report
City of Charlotte Drug and/or Alcohol Test Authorization Form

CALEA

The previous version of Directive 300-009 Employee Drug and Alcohol Testing was published
on 09/16/20109.
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PURPOSE

This policy establishes guidelines for Charlotte-Mecklenburg Police Department (CMPD)
employees placed on administrative assignment or administrative leave with or without pay.

POLICY

It is the policy of CMPD to place employees on administrative assignment or leave under
certain circumstances for the protection of the employee and/or the department pending
administrative review.

DEFINITIONS

A.

Administrative Assignment: This status applies to sworn employees who are removed
from the performance of all police duties with no loss of salary. Employees are
assigned to perform non-police authority-related administrative work or other tasks
within the department which limit public contact.

Administrative Leave with Pay: This status applies to employees who are removed
from the performance of all duties with no loss of salary and must be available
Monday through Friday from 0800 until 1700 to communicate with their chain of
command, the CMPD Human Resources Division (HRD), and/or the CMPD Internal
Affairs Division by phone.

Administrative Leave without Pay (Including Suspension): This status applies to
employees who are removed from the performance of all duties with the loss of all
salary. Employees will have no agency contact other than the communication required
to resolve or adjudicate the matter resulting in this status.

Administrative Training Status: This status applies to employees who have been
released from administrative assignment or leave by the HRD and the Internal Affairs
Division but need to complete required training before returning to full duty.

Coaching: A tool used by supervisors to help employees clarify objectives, overcome
obstacles, and enhance performance. The HRD, in consultation with an employee’s
major and deputy chief, will assign a supervisor at the rank of lieutenant or above, or
the civilian equivalent, to serve as an employee’s coach. Coaches will follow the
performance improvement plan (PIP) process and the guidance provided in the City of
Charlotte PRD Supervisor's Manual to coach employees as needed. Coaching may
be mandatory dependent upon leave cause, status, and duration.

Sensitive Items: All firearms, magazines, ammunition, conducted electrical weapons
(CEW), portable radios, cellphones, collapsible batons, OC spray, body-worn
cameras, badges, IDs, access cards, take-home vehicles, keys, fuel cards, or any
other items deemed sensitive by the CMPD chain of command as noted in Directive
400-003, Equipment.
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V.

PROCEDURE

A.

The decision to place an employee on, or remove an employee from, any type of
administrative leave status rests with the Chief of Police or a designee in consultation
with the HRD and the Internal Affairs Division.

1.

Employees who are on administrative assignment are expected to perform any
assigned administrative tasks and report to work as directed by the CMPD.
Employees who are on administrative leave with pay will be considered “on
call’ and are expected to report when called to facilitate the resolution of any
inquiries or investigations.

An employee being placed on administrative leave will be informed of the
action in writing by the Chief of Police, the HRD, the Internal Affairs Division, or
a designee. An employee being returned to full duty status will also be informed
of this action in writing. Copies of this correspondence will also be forwarded to
the HRD and the employee’s chain of command.

Any sworn employee being placed on administrative leave will acknowledge in
writing that they understand their police authority has been suspended until
they are notified of restoration. Sworn employees on administrative leave will
be prohibited from taking any police enforcement actions.

Any civilian employee being placed on administrative leave will acknowledge in
writing that they understand their police-related functions are suspended until
they are notified of restoration. Civilian employees on administrative leave with
pay will only perform those duties approved by the Chief of Police or designee
in consultation with the HRD and the Internal Affairs Division.

Administrative Leave with Pay

1.

Shall be enacted under the following circumstances:

a. A response to resistance that results in a serious injury.

b. Deaths of persons while in custody or under police control.

C. Vehicle accidents resulting in a fatality.

d. Exposure to any other major traumatic event.

e. When deemed appropriate by the HRD to complete administrative

investigations.
f. Any other circumstances as determined by the Chief of Police.

An employee who is placed on administrative leave with pay may be required
to surrender all CMPD-issued sensitive items and other departmental
equipment at the discretion of the Chief of Police in consultation with the HRD
and the Internal Affairs Division. These items will be temporarily stored in the
Property and Evidence Management Division until the matter is resolved or
adjudicated. The employee will be allowed to retain their ID and access cards.
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3. An employee responsible for the care of a person who dies while in custody or

under CMPD control will be placed on a mandatory administrative leave with
pay for a minimum of three (3) working days. Before returning to full duty, the
employee must meet with the approved City of Charlotte psychological services
provider in coordination with the HRD and the Internal Affairs Division.

4. An employee who is placed on administrative leave with pay is expected to
comply with all policies and procedures and to abide by any issued subpoenas.
The court liaison supervisor in conjunction with the District Attorney’s Office will
determine if an employee will be required to appear in court or be released
from subpoenas while on administrative leave.

5. The HRD will validate the contact information of an employee who is on paid
administrative leave for more than thirty (30) calendar days to ensure the
employee’s availability to answer leave-related questions. Each attempt to
contact an employee who is on leave by the HRD will be documented in the
employee’s personnel file.

6. The HRD will notify the appropriate chain of command of any special needs or
concerns regarding an employee who is on paid administrative leave.

7. An employee who receives forty (40) hours or more of administrative leave may
receive six (6) months of coaching upon return to duty. If the administrative
leave is without pay and is the result of an Internal Affairs Division misconduct
investigation, this coaching will be mandatory.

8. Coaches and employees will meet at least once per month for six (6) months.
Each month the coach and employee will review the employee’s Compliance
Dashboard or PIP and identify the need for any additional departmental
services such as Peer Support or the Employee Assistance Program (EAP).

9. The coach is responsible for identifying potential employee training needs and
recommending professional development opportunities.

10.  The coach will close out the six (6) month sessions by completing a PRD entry
in the system of record.

11. Coaching sessions are a confidential part of an employee’s personnel file.

Administrative Leave without Pay

1. Will be enacted under the following circumstances:
a. Felony arrest or criminal indictment.
b. Conviction of any offense that would preclude future performance of

police powers.

C. Any other circumstances as determined by the Chief of Police.
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2. The Internal Affairs Division will provide written notice to an employee who is

being placed on administrative leave without pay. Such notice will include the
rule(s) of conduct that the employee is accused of violating. The employee will
have the opportunity to respond to the charges.

An employee being placed on administrative leave without pay will be required
to surrender all department-issued equipment and clothing, including ID and
access cards. These items will be temporarily stored in the Property and
Evidence Management Division until the matter is resolved or adjudicated.

D. Administrative Assignment

1.

The police authority of a sworn employee will be suspended while the
employee is on temporary administrative assignment. The employee will be
prohibited from engaging in any law enforcement activity, including secondary
employment.

An employee on administrative assignment may be required to surrender all
CMPD-issued sensitive items and other departmental equipment at the
discretion of the Chief of Police in consultation with the HRD and the Internal
Affairs Division.

To ensure access to temporary administrative assignment duty locations, the
employee should be allowed to retain ID and access cards.

An employee who is on administrative assignment is expected to comply with
all policies and procedures and to abide by any issued subpoenas. The court
liaison supervisor in conjunction with the District Attorney’s Office will determine
if an employee will be required to appear in court or be released from
subpoenas while on administrative assignment.

E. Administrative Training Status

1.

The Internal Affairs Division will notify the HRD, the employee’s chain of
command, and the Training Division captain when the Internal Affairs Division
determines the employee is prepared to return to full duty from administrative
assignment or leave.

The Training Division, in consultation with the Administrative Services Group
deputy chief and the HRD, will determine if any training must be completed
before the employee returns to full duty status.

Before an employee returns to full duty, the employee may be held in a
temporary administrative training status until all required training is complete.

F. Reissuance of Equipment

A copy of the written notification restoring the employee to full duty status must be
provided to the Property and Evidence Management Division before the reissuance of
any equipment.
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V. PAYROLL AND BENEFITS

A. The HRD will ensure that the weekly time record of an employee who is on
administrative leave is correctly coded in the payroll system.

B. An employee who is on administrative leave without pay (including suspension) may
continue voluntary benefits by paying the employee contribution. The HRD will notify
the employee of the associated costs and the acceptable methods of payment when
the leave begins.

VI. REFERENCES

City of Charlotte PRD Supervisor's Manual
300-006 Light Duty Policy

300-013 Return to Duty

300-020 Police Critical Incident Stress

300-021 Fitness for Duty

Officer Involved Critical Incident Procedures SOP
Rules of Conduct

The previous version of Directive 300-010 Administrative Assignment/Leave was published
on 02/17/2020.
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l. PURPOSE

The purpose of this policy is to identify, evaluate, select, and elevate qualified candidates to
increased levels of responsibility within the Charlotte-Mecklenburg Police Department
(CMPD). The following processes are designed to ensure fairness and consistency in the
selection of employees for advancement or promotion.

POLICY

The evaluation and selection of employees for promotion is an essential part of professional
development and leadership continuity at CMPD. Relevant and impartial promotion
procedures will be used to identify those employees who possess the skills, knowledge, and
abilities required to perform at a higher rank or position. It is the policy of CMPD to select
and promote employees using standards and evaluation techniques that ensure qualified
individuals are promoted into leadership positions with the skills, knowledge, and abilities
that match the specific job description being filled.

PROCEDURES

A. The CMPD Human Resources Division (HRD) is responsible for the administration of
the promotional procedures for all Civil Service positions. Promotional processes for
sworn employees will be initiated by the CMPD HRD with the publication of a
promotional process announcement to all employees. This announcement will be
specific to rank. It will provide, among other information, an eligibility date, a process
commencement date, the dates of the written examination or other exercises,
instructions for registering to participate in the promotional process, and any other
information that may be appropriate. The various components in the promotional
process shall be job-related and non-discriminatory.

B. To participate in the promotional process, eligible candidates must begin by
registering with the CMPD HRD. Resumes and other documentation should not be
submitted unless specifically requested in the promotional process announcement.

C. Eligibility requirements related to service time, education, and disciplinary history
must be met by the eligibility date noted in the promotional process announcement.
Lateral Police Officer Entry Program employees must follow the same eligibility
requirements as outlined in section IV. C. of this directive.

D. It is the responsibility of promotional candidates to ensure they are properly
registered to participate in the promotional process and have the correct dates, times,
and locations for the promotional exercises.

E. In the sergeant's, lieutenant’s, and captain's promotional processes, the combined
score from all exercises will constitute a cumulative score for each candidate.
However, the sergeant’s multiple-choice exam is not included in the cumulative score
but is used to determine the officer’s eligibility to proceed to the next phase of the
process. If a candidate fails to complete the sergeant’s multiple-choice exam at the
scheduled time, it may result in the candidate being disqualified from the promotional
process. The cumulative scores of the candidates who complete all portions of the
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process will be consolidated into a rank-ordered promotional eligibility list. Being
placed on the eligibility list does not guarantee a promotion.

Promotional eligibility lists for sergeant, lieutenant, and captain will expire twenty-four
months after the date on which they are initially established. At the discretion of the
Chief of Police, an existing promotional eligibility list may be terminated early or
extended.

Promotional eligibility lists will be structured to minimize identical scores. In the event
a promotional eligibility list contains identical scores, ties will be resolved by
employee code number (priority given to the lowest employee code number) prior to
an eligibility list being published.

Administration of a promotional examination at a site and/or date different from the
regularly scheduled examination session may be permitted by the Chief of Police or
designee.

Reporting to a promotional process exercise.

1. Late arrivals at any promotional exercise (in-person or virtual) are not
permitted. There will be a 15-minute grace period exception to tardiness when
a sworn employee is directly reporting from an on-duty assignment (secondary
employment/off-duty assignments are not exempted). Sworn employees are
required to schedule shift coverage to participate in the promotional process.

2. Process Abandonment — If a sworn employee fails to participate in any
exercise of the promotional process, the sworn employee will forfeit eligibility in
the current process.

Questions regarding the CMPD's promotional policies should be directed to the
CMPD HRD.

Leave Accommodation(s)

An employee who is scheduled for military duty, approved military leave or any
medical-related approved leave on the day(s) of assessment, must provide
acceptable written documentation to request to participate in the promotional
process. This request must be sent to HumanResourcesDivision@CMPD.org

1. Employees who are granted accommodation during approved leave will be
permitted to participate in the promotional process virtually and must be on
camera for each phase of the promotional process with the assessors and/or
promotional process staff.

2. Failure to complete the promotional exercise as scheduled could result in
disqualification from the promotional process, reference section lll. I. “reporting
to promotional process exercise”.

3. The employee requesting the accommodation will be responsible for ensuring
access to the internet is secured, equipment is functional, and must maintain a
private setting during the time of the assessment.
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4. The specifications of the accommodation will be determined by the CMPD

HRD Manager or designee and coordinated with the employee prior to the
start of the promotional process. The employee will be provided the same
exercises as other candidates.

Due to the intricate components of the promotional process, if the employee is
unable to participate in the current promotional process, the employee may
participate in the next scheduled promotional process if eligible.

All promotional material will be kept in a secure location.

1.

Any material that is being reviewed, proposed, or amended prior to the
commencement of any testing will be secured in the office of the CMPD HRD
Manager. Any person who receives that material for review must properly
secure the material while in their possession and immediately return all the
material to the CMPD HRD Manager upon completion of that review.

Once finalized, all testing material will be kept in a secured location at the
testing consultant’s office or at the CMPD HRD.

After completion of the promotional process, all material will be stored in a
secured area controlled by the CMPD HRD Manager. The material will be
stored and disposed of as directed under Departmental Directive 800-004,
Records Retention and Disposition.

The Chief of Police has authority to make promotions of sworn employees. All
recommendations by the Chief of Police for promotions to any sworn rank are subject
to majority approval by the Civil Service Board who may review previous Civil Service
Board cases on eligible candidates in their approval process. Promotions are
probationary for six (6) months from the date the promotion becomes effective

1.

Newly promoted employees will be closely observed and evaluated by their
supervisor to ensure their performance meets expectations.

The newly promoted employee’s supervisor will complete a quarterly review at
three (3) months and a “Promotion Probation” Performance Review and
Development (PRD) at six (6) months from the date the promotion becomes
effective.

All quarterly reports will be promptly sent to the CMPD HRD.

Employees who receive a score lower than “Performance Achieved
Expectations (A)” on their quarterly PRD may be subject to performance
probation and/or additional training.

Any demotions after the probationary period, except voluntary demotions, shall
be made only after an employee is cited to the Civil Service Board for
demotion by a Chain of Command Review Board following an Internal Affairs
investigation. The Civil Service Board will hold a hearing and make the final
determination regarding the recommended demotion.
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N. Promotional Process Review Period

a. All candidates will be allowed to:

(1) Review and challenge their written examination score sheets
after candidates have completed the examination at a time and
place designated by the CMPD HRD.

(2) Review and discuss each stage of the promotional process by
making an appointment with the CMPD HRD.

b. Any employee that believes the promotional process was unfairly
administered may grieve that process by following the procedures
outlined in the City of Charlotte Human Resources Policy HR 11,
Employee Grievance Process. Non-selection for promotion is not
grievable when the allegation is only that the employee is better
qualified than the selected person.

V. ELIGIBILITY FOR PROMOTION

A.

Educational Requirements

Any degree or semester hours used to fulfill promotional eligibility requirements must
be from an educational institution that is accredited by one of the accrediting
agencies recognized by the United States Secretary of Education. Questions
regarding accreditation may be directed to the CMPD HRD.

Performance Review

To be eligible to participate in a promotional process, an employee’s last
Performance Review and Development (PRD) assessment must meet a rating of
“Performance Achieved Expectations (A)” or higher. To remain eligible throughout a
promotional process or the life of a promotional eligibility list, an employee must
maintain a PRD assessment rating of “Performance Achieved Expectations (A)” or
higher.

Sergeant
Service Requirements:

1. CMPD officers must have served a minimum of five (5) years of active
observable service from their date of hire in the job class of police officer with
CMPD as of the eligibility date noted in the promotional process
announcement.

2. CMPD officers with a break in service must have a cumulative minimum of five
(5) years of active observable service in the job class of a certified police
officer with CMPD as of the eligibility date noted in the promotional process
announcement.
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3. Lateral Police Officer Entry Program officers must have served with CMPD for
a minimum of two (2) years and have combined full-time active police service
of a minimum of five (5) years of qualifying experience (outlined in the Lateral
Police Officer Entry Program SOP) as of the eligibility date noted in the
promotional process announcement.

4. CMPD officers must have completed the Supervisor's Career Path 101, 102,
103, and 104 to be eligible to participate in the sergeant’s promotional
processes. Extensions may be granted in extenuating circumstances by the
Chief of Police or designee.

D. Lieutenant

1. Service Requirement: Sergeants must have served a minimum of two (2)
years from their date of promotion to sergeant to the eligibility date noted in the
promotional process announcement.

2. Educational Requirement: Sergeants must have completed an associate
degree or have completed a minimum of sixty (60) semester hours or
equivalent quarter hours toward a bachelor's degree by the eligibility date
noted in the promotional process announcement.

E. Captain

1. Service Requirement: Lieutenants must have served a minimum of two (2)
years from their date of promotion to lieutenant to the eligibility date noted in
the promotional process announcement.

2. Educational Requirement: Lieutenants must have completed a bachelor's
degree by the eligibility date noted in the promotional process announcement.

F. Major

1. Service Requirement: Captains must have completed at least two (2) years of
service from their date of promotion to the rank of captain.

2. Educational Requirement: Captains must have completed a bachelor's degree
by the eligibility date noted in the promotional process announcement.

G. Eligibility for promotion to any rank above captain is at the discretion of the Chief of

Police and requires a bachelor's degree.

H. In addition to performance, education, and service time requirements, the factors

listed below will apply to all promotional processes of any rank. If these factors
develop during the course of a promotional process or during the effective life of an
eligibility list, they will disqualify a candidate from promotion.

1.

Any sworn employee who receives a sustained violation from the list below will
be ineligible for promotion or participating in a promotional process for a period
of two (2) years from the date of the adjudication of said allegation:
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a. Unsatisfactory performance
b. Response to resistance (ROC 28A only)

C. Truthfulness
d. Harassment
e. Insubordination
f. Conformance to laws that results in an arrest or a warrant for arrest
(e.g., DWI, domestic violence, communicating threats).
2. Any sustained violation(s) resulting in a cumulative total of more than forty (40)

hours of active suspension, will result in an employee being ineligible for
promotion or participating in a promotional process for a period of two years
from the date of adjudication.

3. Sworn employees who have been placed on performance probation at any
time within two (2) years prior to the eligibility date specified in the promotional
process announcement are not eligible to participate in the promotional
process for a period of two (2) years after the performance probation ends.

4. Sworn employees who have allegations of misconduct pending against them,
but who have not had those allegations resolved or adjudicated as required by
departmental regulations may participate in any promotional process,
assuming they are otherwise eligible.

5. When the opportunity for promotion occurs for an employee on an active rank-
ordered eligibility list and that employee is the subject of an unresolved
allegation from the list above, the Chief of Police will retain the discretionary
right to promote or bypass that employee. If such allegation(s) results in a
finding other than sustained, that employee shall be installed in the remaining
rank-ordered list at a position no lower than the employee’s original rank.

6. The Chief of Police retains the discretionary right to bypass any promotional
candidate from a current rank-ordered list if the employee has demonstrated
unsatisfactory performance, lack of leadership skills, lack of job readiness,
poor attendance, and/or a deficiency in professional development. The
candidate will be notified in writing by the Chief of Police or designee of such a
decision.

7. Falsification of information or being untruthful during the exercises would result
in disqualification from the promotional process and may result in disciplinary
action.

Sworn employees who do not meet all eligibility standards by the eligibility date will
be excluded from the promotional process. In addition, sworn employees who
become ineligible during the promotional process or during the effective life of the
promotional eligibility list will be eliminated as candidates for promotion.
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Employees are responsible for determining their own eligibility to participate in a
promotional process. In every process, the final promotional eligibility list will be
checked against CMPD records, and any candidates on the list who should have
declared themselves ineligible will be eliminated at that point.

V. PROMOTIONAL PROCESS FOR SWORN RANKS

A.

The promotional process (including the process components, their relative values,
and details of administration) for the ranks of sergeant, lieutenant, and captain will be
defined in the promotional process announcements for those ranks.

All candidates who complete the full process for the ranks of sergeant, lieutenant,
and captain, as defined by the respective promotional process announcements, will
be placed on a promotional eligibility list in rank order as determined by their
cumulative scores. Being placed on the eligibility list does not guarantee a promotion.

Promotions to the rank of sergeant, lieutenant, and captain will be made from the final
eligibility list.

1. For promotion to the rank of sergeant, candidates will be selected from the
final eligibility list in rank order.

2. For promotion to the ranks of lieutenant and captain, the Chief of Police will
select from the top five (5) candidates without regard to rank order. For each
additional promotion made at that rank at the same time, the Chief may
consider the next candidate on the eligibility list.

For example, if two (2) promotions will be made simultaneously at a rank, the
Chief of Police can consider the top six (6) candidates, if three (3) promotions
will be made at that rank, the Chief can consider from the top seven (7)
candidates, etc.

3. To aid in the selection, the Chief of Police may designate members of the
executive staff to be responsible for the administration of additional
examinations or interviews of promotional candidates. The Chief of Police may
require the production of any documentation or other materials as appropriate.
Any administration of additional examinations or interviews will be at the
discretion of the Chief of Police for each promotional process.

4. If a candidate participates in any additional examination or interview that the
Chief of Police or designee requires to aid in the selection, that candidate may
request the opportunity to receive feedback from the executive staff member
who coordinated that specific exercise.

5. Any candidates not selected for promotion will remain on the list in the original
rank order and will be eligible for future promotions.

Appointments to the rank of major and deputy police chief will be made at the
discretion of the Chief of Police. However, preference will be given to those
candidates who have completed CMPD’s Command College, Police Executive
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VI.

Research Forums (PERF), Senior Management Institute for Policing (SMIP), or the
Federal Bureau of Investigation (FBI) National Academy.

All factors considered in the promotional process will be job-related and non-
discriminatory. Factors to be considered when making promotions may include:

1. The skills, knowledge, and abilities needed for a specific vacancy and the
candidate’s demonstrated skills, knowledge, and abilities.

2. The ability of the candidate’s demonstrated interpersonal skills to enhance the
team where the vacancy exists.

3. Any eligible candidate may decline a promotion from the Chief of Police at any
time. There may be extenuating circumstances including, but not limited to,
personal and professional factors which would preclude an employee from
accepting a promotion. The request to decline a promotion must be submitted
in writing to the CMPD HRD.

PROMOTIONAL PROCESS FOR CIVILIAN POSITIONS

A.

Civilian employees are eligible to compete for promotion whenever vacancies occur
for which they may be qualified. There are no service time requirements for civilian
promotions, although the length of service may be considered as a factor affecting
overall qualifications.

Notice of promotional opportunities in civilian job classes will be published by the
CMPD HRD. All questions concerning such opportunities should be directed to that
office.

Civilian candidates seeking promotion must submit their application to the CMPD
HRD.

The affected bureau/service area, division, or unit will coordinate a competitive
interview and selection process.

Promotion of civilian employees will be at the discretion of the Chief of Police.

All newly promoted civilian employees are on a probationary period of six (6) months
from the date their promotion becomes effective. Employees will be closely observed
and evaluated by their supervisors to ensure their performance meets expectations.

1. The newly promoted employee’s supervisor will complete a quarterly review
three (3) months from the date the promotion becomes effective and a
“‘Promotion Probation” PRD six (6) months from the date the promotion
becomes effective.

2. Employees who receive a score lower than “Performance Achieved
Expectations (A)” on their quarterly PRD may be subject to performance
probation and/or additional training, and/or termination.
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VIl.  REFERENCES

City of Charlotte Human Resources Policy HR -11

City of Charlotte Human Resources Policy HR -12

Rule V, Personnel Rules and Regulations

Directive 300-018 Performance Review and Development

Lateral Police Officer Entry Program SOP

Charlotte, North Carolina, Code of Ordinances Part 1-Charter, Chapter 4.-Administration,
Article I11. Civil Service

CALEA

The previous version of Directive 300-011 Promotional Procedures was published on
4/6/2021.
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PURPOSE

To establish guidelines for recognizing and rewarding Charlotte-Mecklenburg Police
Department (CMPD) employees and citizens who distinguish themselves through heroic
actions, outstanding performance and/or service to the department and the community.

DEFINITIONS

A. Bravery: The act of facing or enduring danger with courage.

B. Extraordinary: Going beyond that which is usual, regular or expected.
C. Merit: Character or conduct deserving reward, honor or esteem.

CMPD AWARDS COMMITTEE

The Awards Committee will review all nominations for awards except for Service Area/Bureau
Level awards (i.e. Certificate of Commendation and Certificate of Appreciation), Officer of the
Month, Detective of the Month, Community Partner of the Month and Civilian Employee of the
Month awards. In addition, the Awards Committee will review and make decisions on award
requests from outside agencies unless the agency expresses a desire to make the decision
independent of CMPD, such as the Police-Community Relations Awards.

A. The Awards Committee is composed of a minimum of ten (10) members of the
department, (except as stated in Ill. E.). Four (4) of the positions on the Awards
Committee are permanent and will consist of:

1. Chairperson: A Major appointed by the Chief of Police,

2. The Major of Internal Affairs,

3. A Public Affairs Office representative,

4, The Human Resources Division Manager or designee.
B. Six (6) of the positions are volunteer positions consisting of:

1. A Major,

2. A Captain,

3. A Lieutenant,

4 A Sergeant,

5 An Officer,

6. A Civilian Manager.

One of these positions will be filled by a supervisor assigned to the Investigative
Services Group.

C. Three positions selected at the discretion of the Chairperson.




Charlotte-Mecklenburg Police Department 300-012

Interactive Directives Guide Departmental Awards

Effective Date: 3/10/2023 2 of 10

A.

C.

CMPD

Volunteer members of the Committee will serve a minimum of two (2) years and may
continue to serve on the Committee after two (2) years at the discretion of the Chief of
Police.

The Chief of Police will appoint a Major to serve as the Chairperson for the Awards
Committee and act as the liaison to the Chief of Police. In cases where the appointed
chairperson is also the Internal Affairs Major then the committee will only consist of nine
(9) members.

1. The Chairperson of the Awards Committee will be responsible for ensuring that
nominations for departmental awards are presented to the Awards Committee
prior to a decision being made about a nomination.

2. The Chairperson or his/her designee will notify the nominator and the nominee’s
chain of command about any decision regarding a nomination and the reason for
the decision.

3. The Property and Evidence Management Division will be responsible for

maintaining all award pins and/or recognition bars.

4. The Awards Committee will coordinate with the Chief of Police to determine the
appearance of the award for each category.

5. The Awards Committee will coordinate with the Chief of Police to determine the
dates and locations of awards ceremonies. Members may be asked to assist in
arranging the ceremonies.

ELIGIBILITY FOR AWARDS

All employees of CMPD, including hire backs, and volunteers, are eligible for awards.
There is no limit to the number of awards that can be earned by a CMPD employee.

Citizens are eligible for the Civilian Medal of Valor, Meritorious Award, the Citizen’s
Service Award, the Judy Williams Lifetime Citizen Achievement Award, and the
Certificate of Appreciation, for actions that benefit CMPD and/or the community.
Citizens may be eligible for the Chief's Award for Excellence in Policing for their work
with CMPD personnel on community-related items.

All law enforcement and service agencies are eligible for an award, if earned while
aiding, assisting or working with any officer or member of CMPD.

AWARD CATEGORIES

The following are the awards which may be given by CMPD:

A.

The Gold Police Cross (or alternative award as desired by the officer’s beneficiary) is
awarded posthumously to any CMPD officer killed in the line of duty, and is presented
to the officer’s beneficiary.
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B. The Purple Heart is awarded to a CMPD officer who is seriously injured in the

performance of his or her duties due to assaults or other circumstances requiring action
by the officer.

1. The Awards Committee will consider all circumstances in making a
determination to approve the award.

2. It may be awarded in conjunction with another award where the facts
demonstrate the recipient is entitled to such an award.

3. The injury must not be the result of, or concurrent with, any conduct of the
recipient that is inconsistent with departmental policy and training.

4. The award will not be awarded for accidental injuries.

The Medal of Valor may be awarded to employees who have distinguished themselves
by acts of extraordinary bravery in the performance of an act to preserve life or property
with the clear risk of serious injury or death present during the action.

1. Behavior that is considered reckless or rash will not be considered for this award.
2. This award will not be given if the action taken was to rectify a previous mistake
or poor judgment by the same employee being nominated for the award.

3. This award may be given in conjunction with the Gold Police Cross or Purple

Heart.

The Civilian Medal of Valor may be awarded to citizens who have distinguished
themselves by acts of extraordinary bravery, heroism or sacrifice, while preserving the

life, liberty and safety of others.

The Preservation of Life Medal may be awarded to a CMPD employee who utilized
exceptional tactics or verbal approaches beyond the normal demands of duty to sustain
human life or to de-escalate any situation that could have resulted in a deadly response.

1. Behavior that is considered reckless or rash will not be considered for this award.

2. This award will not be given if the action taken was to rectify a previous mistake
or poor judgment by the same employee being nominated for the award.

The Lifesaving Award recognizes employees who are directly responsible for saving a
human life.

1. Documentation and other supportive evidence such as statements from physicians,
witnesses, and/or supervisors must be included for the nomination to be
considered.

2. When an employee’s actions saved a life to the extent that the person lived for

any period of time after the lifesaving effort, the employee is eligible to receive
this award even though the person may succumb at a later time.
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G. The Medal of Merit Award recognizes CMPD employees who have performed admirably
in response to specific situations. The incident may have been of an emergency nature
or a routine event, but the employee’s exceptional performance merits special
recognition.

1. Behavior that is considered reckless or rash will not be considered for this award.

2. This award will not be given if the action taken was to rectify a previous mistake
or poor judgment by the same employee being nominated for the award.

3. The action meriting award may include activities which did not place the
employee in a perilous situation, but the employee’s actions were clearly
intended to restore or enhance public safety.

H. The Chief's Award for Excellence in Policing may be awarded to CMPD employees who

have distinguished themselves by exceptional performance that clearly benefited
CMPD, citizens, the communities that CMPD serves and/or advanced the field of
policing in general.

1. The performance may be related to an individual response to a situation or crime
resulting from a call for service. In such cases, the performance must involve
extraordinary diligence, selfless attention to duty and/or unique efforts to ensure
a positive outcome.

2. The performance may be related to problem-solving initiatives that have proven
effective in addressing substantive community concerns surrounding crime and
quality of life and involve collaboration with other city or public agencies, private
organizations, multiple law enforcement agencies or multiple units within the
department.

3. The performance may be development of a new initiative, process or system that
leads to a significant improvement in how CMPD conducts its business and must
involve collaboration and extraordinary diligence and effort.

4, The performance may be one of sustained excellence in an employee’s everyday
work characterized by exceptional initiative and effort that results in:
multiple/significant arrests or case clearances over a significant period of time,
exceptional customer service and/or significant positive contributions to citizens
and the community.

5. Any other actions by an employee(s) that are clearly exceptional in nature and
meet the criteria for this award as determined by the Chief of Police or the Awards
Committee.

The Sworn Employee of the Year Award is presented to a sworn member of CMPD who
distinguishes himself/herself through either an accumulation of exceptional
contributions or a single incident, and whose actions clearly place the individual well
above others of equal rank or grade. Areas of recognition include, but are not limited to:
extraordinary valor, positive community impact, administrative accomplishments, crime
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prevention, training programs, traffic safety and innovation in policing. This award may
be presented to an employee who has also won other awards.

The Chief's Unit Citation is awarded to a departmental unit or section whose
performance is indicative of a high degree of initiative, determination diligence and
cooperative effort in the fulfillment of a difficult mission, operation, task or project.

The award shall be presented to the CMPD employee in the name of the unit.

The Meritorious Award is given to citizens who distinguish themselves by meritorious
service. This award is given for extraordinary actions during which the citizen is at risk
of serious injury or death.

The Detective of the Year Award is presented to the detective whose body of work
demonstrated a high degree of creativity, tenacity, and sense of urgency in solving
cases. The detective may have investigated cases with a high level of complexity, either
as part of a team or alone, from which their contributions emerged. The detective may
have cultivated a respected relationship and high level of confidence from partners
including patrol officers and members of the criminal justice system (i.e. Mecklenburg
County District Attorney’s Office) regarding the quality of the detective’s work, case
preparation, and case acceptance.

The Civilian Employee of the Year is presented to a civilian member of CMPD who has
distinguished himself/herself through either an accumulation of exceptional
contributions or a single incident. The actions of the employee clearly place him or her
above others of equal status. Areas of recognition to be considered are noted in the
preceding section (I).

The Police Training Officer (PTO) of the Year Award is presented to the PTO who has
demonstrated exceptional leadership qualities in training newly sworn officers in patrol
functions, preliminary investigative functions, in State and municipal laws and
departmental policies, practices and procedures. The actions of the PTO of the Year
expose new officers to a variety of experiences and encourage career development.
The PTO of the Year is a positive role model for newly sworn officers both on and off
duty. The PTO of the Year is selected by a committee independent of the Awards
Committee; however the award will be presented at the CMPD’s annual awards
ceremony.

The School Resource Officer (SRO) of the Year Award is presented to the SRO who
has demonstrated exceptional leadership qualities to reduce crime on school property
and throughout the surrounding communities to develop a positive learning
environment. The SRO serves as a positive role model and mentor through appropriate
behavior and demeanor by initiating positive contact with students. The officer acts as
a club leader and promotes police sponsored agencies such as Police Activities
League, Right Moves for Youth, Do the Right Thing, and Gang of One. The SRO
conducts thorough investigations of all criminal incidents and encourages and facilitates
the development of appropriate solutions to crime and related problems. The SRO of
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the Year is selected by a committee independent of the Awards Committee; however
the award will be presented at the CMPD’s annual awards ceremony.

The Citizen Service Award is presented to citizens who have collaborated with CMPD
and exhibited considerable initiative and resolve in one or more of the following areas:
addressing problems within the community, improving neighborhood safety and
conditions, serving as a community leader as demonstrated by their actions, service or
work with youth, and/or have accomplished some other extraordinary act of service to
CMPD or the community.

The Judy Williams Lifetime Citizen Achievement Award. This award is presented to an
individual or group who, over their lifetime, has made long term and significant
contributions to the Charlotte-Mecklenburg community and has improved the quality of
life for citizens, or whose accomplishments have brought recognition to Charlotte.

The Certificate of Commendation is awarded to an individual or groups of CMPD
employees who have distinguished themselves through the accomplishment of a
difficult task or act that clearly benefits the department and/or the community. The
Certificate of Commendation is considered a bureau-level award and as such will be
approved by the employee’s chain of command to the bureau-level manager unless the
nominated person is of bureau manager rank within the department, with the
employee’s Deputy Chief of Police approving such nominations

The Certificate of Appreciation is awarded to citizens who have distinguished
themselves through the accomplishment of some feat or service highly beneficial to
CMPD and/or the community. The Certificate of Appreciation is considered a bureau-
level award and will be approved by the appropriate bureau-level manager.

The Civilian Employee Service Award (CESA) is presented to a civilian police employee
who exemplifies the mission and principles of CMPD. The day-to-day performance of
the employee is indicative of a high degree of initiative, determination, diligence and
cooperative effort shown through continual efforts, expertise, exceptional service,
commitment, and/or dedication. Civilian employees selected for this award have
contributed to the overall success of CMPD.

The Occupational Health Screening Fitness pin is awarded to an employee who
achieves a high level of fitness. The pin is awarded at the completion of the screening.

1. The Gold pin is awarded to an employee scoring 100 in each of the test
categories.
2. The Silver pin is awarded to an employee scoring an 80 or above in each of the

test categories.

The CMPD Serves Exceptional Service Award is presented to an employee or
employees who embody the pillars, and sub-pillars of the CMPD Serves program by
leaving positive impressions that influence our organization and/or the community. The
recipient or recipients provided internal service through actions, ideas, and/or
collaborative efforts aimed at enhancing our internal culture or providing exceptional
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A.

customer service that impacted external customers in a manner that enhances
someone’s perspective of law enforcement.

VI. NOMINATION FOR AWARDS

Nominations for any CMPD award may be made by any member of the department or
the community who has knowledge of an act or service deserving recognition.

Awards nomination must include all relevant information for committee consideration to
include, but not limited to:

1.
2.
3.

4
5
6.
7
8

Clear and concise narratives,
KBCOPS report information,

Body Worn Camera (BWC) footage (if applicable) to include complaint number
and bookmark information for involved employees,

Relevant statistics,
Witness statements,
Physician statements,
Supervisory statements,

Any other relevant supporting documentation.

Nominations found to be lacking the appropriate supporting documentation may be
removed from the list of considered nominations.

Nominations for departmental level awards must be submitted on the CMPD Awards
nomination form via the online link on the CMPD Portal. The form will be forwarded to
the Awards Committee for review. The link will be active only during the time period
established by the Awards Committee.

1.

The nomination form must contain the date, place, and time of incident or service
concerned, the full names of all persons involved, either as participants or as
witnesses, and a detailed account of the incident or service performed.

The nomination form shall be vetted by the employee’s chain of command
(through the rank of captain) prior to form submittal

All nominations will be presented by the Awards Committee Chair to the Awards
Committee for final voting, approval and selection for presentation at the annual
CMPD award ceremony(s). Final voting by the committee will occur in person
and be based on a review of the nomination and whether it satisfies the
recommended award type criteria. Approval does not require a unanimous vote
but will be based upon a “Yea” vs. “Nay” vote.

Documentation of awards will be placed in the awardee’s CMPD Personnel File.
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VIl.  COMMENDATION AND RECOGNITION BARS

Up to four issued commendation bars may be worn with the appropriate bar holder centered
above the name plate on the uniform shirt.

VIll.  REFERENCES

400-001 Uniform and Grooming Standards
300-019 Occupational Health Screening
CALEA
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ADDENDUM

AWARD INSIGNIA

| ~ .
The Purple Heart

— |

Medal of Valor

Lifesaving Award

Preservation of Life Award

& e e

Meid'al of Méfit .

Chief’s Award for Excellence in Policing
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Occupational Health Screening Fitness (gold)

Occupational Health Screening Fitness (silver)
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PURPOSE

To establish guidelines to assist and prepare Charlotte-Mecklenburg Police Department
(CMPD) employees returning to duty after extended periods of leave, including military leave.

POLICY

It is the policy of CMPD to provide employees returning from extended leave with all the
necessary support and training to ensure proper integration back into the CMPD workforce.

DEFINITIONS

A. Extended Military Leave: Any military leave for a period exceeding thirty (30)
consecutive calendar days or 240 hours and up to five (5) years cumulatively.

B. Extended Leave: Any period of leave exceeding 30 consecutive calendar days or 240
hours, whether paid or unpaid. Leave includes long-term medical, personal, for
disability reasons, or other circumstances requiring the employee to curtail his or her
normal duties.

C. Human Resources Military Liaison (HRML): Person within the Human Resources

Division designated to address administrative needs for all personnel in preparation
for extended military leaves of absence, during the period of time the employee is
absent, and upon returning to duty.

RETURN PROCEDURES

A.

Human Resources Procedures: For employees returning from extended leave the
Human Resources Division will ensure that all administrative functions have been
scheduled or initiated to allow the employee to return to work. Areas to be addressed
include:

1. Access cards, computer access permissions.

2. Payroll, benefits, insurance; etc.

3. Additionally, employees returning from military leave must provide:
a. Military discharge orders/paperwork.

b. Credit of deployed time for retirement purposes. (DD-214 required)

Upon returning to work, sworn employees who have been absent for 30 or more
consecutive calendar days or 240 or more hours will be directed to the Training
Bureau where they will report to the In-Service Training Sergeant. All required training
(including demonstrating firearms proficiency and overdue firearm qualification) will be
completed prior to returning to full duty in their assigned division. In some instances,
absences and/or light duty of fewer than 30 days or 240 hours may require the
employee to demonstrate firearms proficiency if the reason for the leave (as with an
injury) has the potential to negatively affect the employee’s physical performance.
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Proficiency with the sworn employee’s firearm will be determined by the Range
Master.

It is the responsibility of the returning employee to contact the Firearms Range to
schedule a range day.

Sworn employees returning from leave who failed to complete either daytime or
nighttime qualification will be allowed to substitute the completion of those
gualifications with a proficiency shoot in order to return to work. Any missed
qualifications should be completed during scheduled make-up sessions before year’'s
end to maintain State certification.

Sworn employees returning from Paid Parental Leave (PPL)/Bonding, leave for a
family member, and limited military leave may be exempt from the required proficiency
with their firearm even if they are out of work for over 30 days or 240 hours.

The Human Resources Division will provide the employee with information for various
assistance programs available should the employee desire to use them. These
include but are not limited to:

1. Employee Assistance Program
Agency Chaplains
Peer Support

Military One Source

2

3

4. Veterans Administration
5

6 CMPD Benevolent Fund
7

CMPD Psychologist
Patrol Return / Reorientation Process

It shall be mandatory for any patrol officer who has been out of the patrol function for
179 consecutive calendar days or more to participate in a reorientation process to
fulfill the following requirements prior to returning to patrol. An officer who has been
out of the patrol function for less than 179 consecutive calendar days may also
request to participate in the reorientation process with approval being at the discretion
of the Patrol Services Group Deputy Chief on the recommendation of the division
captain or the training division captain. The Patrol Services Group Deputy Chief may,
at his or her discretion, mandate participation in a reorientation process for an
employee who has been out of the patrol function for less than 179 consecutive
calendar days.

1. In-Service Training: The In-Service Training Sergeant will ensure the returning
employee completes all mandated training requirements. In-service training will
take place immediately upon completion of the administrative in-processing by
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Human Resources. Returning employees will be directed to the Training
Division and report to the In-Service Training Sergeant for completion of all
mandated training. Sworn employees absent from duty for more than one year
(unrelated to disciplinary matters) will be reassigned to their division in an
administrative status pending reinstatement of their Law Enforcement
Certification by the State.

2. Firearms: The academy will ensure that the returning employee has
demonstrated firearms proficiency and/or qualified as required at the range.

3. Field Training: The employee’s assigned division commander will ensure that:
a. The returning employee will, immediately upon reinstatement of the

employee’s certification, be assigned to ride with a PTO for a minimum
period of one week and up to a maximum period of six weeks.

b. The length of the field training period will be a joint decision of the
returning employee, PTO, shift sergeant, and the division captain.
Should deficiencies be identified at the end of the maximum six-week
period, the division captain has the discretion to extend this training
period.

C. Upon successful completion of the reorientation process, the division
captain will notify Secondary Employment as needed when field training
is complete and ensure a copy of the training record be retained in the
division PTO file before the employee can return to working Secondary
Employment.

d. There is no requirement for the field training phase to be completed in
one week; the goal is to have the employee comfortable returning to the
normal shift assignment.

e. The division captain or designee will maintain contact with the employee
throughout this training cycle and inquire as to any problems or needs
the employee might have.

4, Documentation of the completion of these requirements will be placed in the
officer’s personnel file.

5. Any employee who is out of work for longer than 12 weeks or will have his or
her merit date adjusted for the respective weeks per current pay guidelines as
approved by the Charlotte City Council.

Non-Patrol Return/Reorientation Process

It shall be mandatory for any non-patrol assigned sworn employee who has been
absent from the employee’s assignment for 179 consecutive calendar days or more to
participate in a reorientation process to fulfill the following requirements prior to
returning to his or her assignment.
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In-Service Training: The In-Service Training Sergeant will ensure the returning
employee completes all mandated training requirements. In-service training will
take place immediately upon completion of the administrative in-processing by
Human Resources. Returning employees will initially be directed to the Training
Division and report to the In-service Training Sergeant for completion of all
mandated training. Sworn employees absent from duty for more than one year
(unrelated to disciplinary matters) will be reassigned to their division in an
administrative status pending reinstatement of their Law Enforcement
Certification by the State.

Firearms: The academy will ensure that the returning employee has
demonstrated firearms proficiency and/or qualified as required at the range.

Assignment Training: The employee’s assigned division captain will ensure:

a. The returning employee will, immediately upon reinstatement, be
required to participate in a re-orientation process as designated by the
division captain for a minimum period of one week and up to six weeks
to re-familiarize the employee with the assignment.

b. Upon successful completion of the assignment training phase, the
division captain will notify Secondary Employment as needed when
training is complete and ensure documentation of successful completion
of training is entered into the division’s file for the employee before the
employee can return to working Secondary Employment.

C. There is no requirement for the assignment training to be completed in
one week; the goal is to have the employee comfortable returning to his
or her normal assignment.

d. The division captain or designee will maintain contact with the employee
throughout this training cycle and inquire as to any problems or needs
the employee might have.

Documentation of the completion of these requirements will be placed in the
sworn employee’s personnel file.

Any employee who is out of work for longer than 12 weeks consecutively will
have the employee’s merit date adjusted to the respective weeks per current
pay guidelines as approved by the Charlotte City Council.

REFERENCES

300-016 Military Leave Policy

300-005 Workers' Compensation

300-004 Sick Leave Policy

300-001 Scheduling, Timekeeping, and Attendance
300-010 Administrative Leave Policy

CALEA
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PURPOSE

This policy establishes guidelines for the Charlotte-Mecklenburg Police Department’'s (CMPD)
Educational Incentive and Educational Reimbursement Program.

POLICY

CMPD recognizes the importance of higher education, seeks to recruit and retain an educated
and diverse workforce, and supports the efforts of employees to further their educational goals.

DEFINITIONS

A.

Regular Full time

40 hours weekly

41 or 41.25 hours weekly designated as roll-call schedule

42.50 hours weekly designated as school resource officer schedule

Regular Part-Time: Standard half-time schedule of twenty (20) hours, or three-quarter-
time schedule of thirty (30) hours, as defined by the employee’s position.

1.

2.

3.
B.
PROCEDURE
A.

Educational Incentive — Sworn Public Safety Pay Plan Employees

1.

2.

Police Recruits

Eligibility for Educational Incentive

a.

Recruits are eligible to receive the educational incentive of five percent
(5%) for an associate degree or ten percent (10%) for a bachelor’s degree
on the date of hire. The total maximum educational incentive is ten
percent (10%).

Documentation of the degree must be submitted to the Human Resources
Division. Recruits will not receive the incentive without proper
documentation (official transcripts with grades indicating that a bachelor’'s
or associate degree has been conferred). The employee will receive the
increase on the subsequent pay period upon submission of the
appropriate documentation to the Human Resources Division. There will
be no retroactive pay.

All coursework must be from a public or private academic institution
accredited by one of the regional accrediting associations. (US Dept. of
Education Accredited Institution List).

Eligibility for Sworn Public Safety Pay Plan Employees

a.

Employees below the rank of sergeant are eligible to receive an
educational incentive of five percent (5%) for an associate degree or ten
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percent (10%) for a bachelor's degree. The total maximum educational
incentive is ten percent (10%).

b. Employees must submit proper documentation (official transcripts with
grades indicating that a bachelor's or associate degree has been
conferred) to the Human Resources Division. The effective date for the
incentive pay will be the Saturday following the day the documentation
was received.

C. The degree must be from a public or private academic institution
accredited by one of the regional accrediting associations. (US Dept. of
Education Accredited Institution List).

d. The City of Charlotte and/or CMPD can withhold educational incentives
and reimbursements at any time.

Educational Reimbursement Program

1.

Regular full-time and regular part-time employees of CMPD are eligible for the
educational reimbursement program. Employees must have been employed with
CMPD for one (1) year and be in good standing. If an employee is placed on
performance probation at any time, the employee will no longer be eligible to
participate in the education reimbursement program. The employee must be in
good standing for one (1) full year before eligibility is reinstated. If the employee
is currently participating in the program and is placed on probation, the employee
is no longer eligible for reimbursement for those courses.

The program applies only to courses taken for academic credit and does not
cover regular training provided by CMPD or the City of Charlotte.

The Chief of Police or designee may determine the type of coursework that
enhances the organization’s business goals and are eligible for reimbursement.

Reimbursement will only be made for one (1) degree at each level (associate
degree, bachelor's degree, and master's degree). Reimbursements will not
exceed UNC Charlotte fee rates for a bachelor’'s or master’s degree and Central
Piedmont Community College (CPCC) fee rates for an associate degree. Eligible
reimbursements must be submitted no later than sixty (60) days following the
successful completion of the class. Submissions after the deadline will not be
eligible for reimbursement.

The degree must be from a public or private academic institution accredited by
one of the regional accrediting associations. (US Dept. of Education Accredited
Institution List).

CMPD will not reimburse for Doctor of Philosophy (Ph.D.), juris doctorate, or
other doctorate programs.
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10.

11.

12.

13.

14.

15.

16.

Approval must be obtained from the employee’s supervisor and the Human
Resources Division prior to enrollment in each new term. The employee’s
supervisor and the Human Resources Division manager or designee must sign
the reimbursement application.

Eligible expenses submitted must have prior signature approval from the Human
Resources Division and the employee’s supervisor to be processed for
reimbursement.

Employees must receive a grade of C or higher in undergraduate courses or B or
higher in graduate courses to qualify for reimbursement.

An official grade report or certified transcript is required after the successful
completion of each course. A certified transcript is required after every $2,000 of
reimbursements.

Expenses eligible for reimbursement are:

a. Tuition (not to exceed UNC Charlotte fee rates for a bachelor’s or master’s
degree or CPCC fee rates for an associate degree).

b. Lab fees and other required fees (UNC Charlotte or CPCC fee rates).
C. Required learning materials and/or textbooks.

When submitting for reimbursement, a copy of the course syllabus
indicating the required learning materials and/or books accompanied by
receipts for these materials and/or books is required.

Expenses not eligible for reimbursement are:

a. Tools and supplies (other than textbooks).

b. Meals, lodging, parking, and transportation.

C. Pre-enrollment testing, graduation fees, transcripts.
d. Computer and internet access fees.

Employees may not claim reimbursement for costs covered by other sources.
This includes grants, scholarships, G.I. Bill, and any other program where the
employee receives educational reimbursements.

Non-credit courses are not eligible for reimbursement. (Certificate/diploma
programs, continuing education credits, etc.).

Educational reimbursement will be taxed based on the current federal tax
guidelines at the time of reimbursement.

Reimbursement rates may be subject to change based on current rates at UNC
Charlotte or CPCC.
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V. REFERENCES

Education Reimbursement Form

City of Charlotte Educational Assistance Policy
US Dept. of Education Accredited Institution List
Tax Benefits for Education

CALEA

The previous version of Directive 300-014 Educational Incentive and Reimbursement Program
was published on 01/27/2022.
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PURPOSE

This policy establishes guidelines for the Charlotte-Mecklenburg Police Department’s
(CMPD) procurement of goods and services and strengthens internal controls for the
CMPD’s procurement process.

POLICY

Per the Citywide Procurement Policy (MFS 24), all Charlotte-Mecklenburg Police
Department (CMPD) employees will procure goods and services through the City of
Charlotte’s financial system (hereafter referred to as “the system”). The CMPD will assist
employees in the procurement process to ensure that CMPD processes comply with
applicable law, the City of Charlotte Procurement policy, and Charlotte City Council
directives.

DEFINITIONS
See the Citywide Procurement Policy (MFS 24).
GENERAL PROCUREMENT RULES

A. Goods, services, and technology purchases shall be made using a purchase order
(PO) or procurement card (P-Card) unless otherwise provided for in Section 1.12
of MFS 24. Certain limited, authorized purchases may also be made using a
request for check (RFC), as defined and approved by the Accounts Payable
Payment Policy (MFS 6).

B. Goods, services, and technology shall be purchased from a citywide or CMPD
contract except as provided in Section 1.13 of MFS 24.

C. All supporting documents (quotes, proposals, bids, contracts, POs, etc.) shall be
maintained per applicable federal, state, and local records retention requirements
and policies. Certain documents are required to be maintained in the system as
attachments to the relevant contract, purchase order, invoice, receiving, or P-Card
transaction record.

D. Purchases made via purchase order or RFC may only be made from a vendor
properly registered with the City of Charlotte per the Citywide Vendor Policy (MFS
19). While vendor registration is not required for P-Card transactions, the City of
Charlotte Corporate Compliance Manager will monitor each vendor’s frequency
and cumulative spending to identify registration opportunities.

E. Unless subject to one of the exceptions outlined in Section 1.12 of MFS 24,
purchases shall follow the procurement process outlined in Appendix A:
Thresholds, Processes, and Approval Authorities Table and be approved by the
employee specified, based on the dollar amount and procurement type.

F. Employees are responsible for estimating the total need for a good, service, and/or
technology, to the extent practicable, to ensure proper application of this policy.
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O.

A.

Procurements shall not be split into multiple purchases to circumvent thresholds
and approval authorities established in Appendix A.

Purchases, regardless of type, shall be entered into the system.

Purchases shall be encumbered or accounted for using a contract, PO, P-Card,
and/or request for check (RFC).

The use of P-Cards shall comply with the Citywide Procurement Card Policy (MFS
25) and may be, from time to time, governed by executive direction as required.

A PO or P-Card shall be used when making purchases and can also be used
against an approved contract (encumbered or unencumbered) for goods, services,
and/or technology.

A blanket purchase order (BPO) may be used in the purchase of goods, services,
and technology, but only in those situations where a specific relationship between
guantity and cost is not available. A BPO Request Form must be completed and
attached to the requisition in the system for review and approval.

The purchase type field of purchases initiated on a requisition in the system must
be properly designated.

Project accounts must be applied to contracts, requisitions, and P-Card
transactions to be charged to a project.

A list of city-wide contracts is available on the Citywide Contact List.

PROCEDURE

Before entering a purchase order requisition into the financial system, employees
will obtain quotes as noted in MFS 24 Table 1 - Thresholds, Processes, and
Approval Authorities. In addition, sole source purchases will require an approved
Sole Source Justification or Waiver Form signed by the appropriate CMPD
supervisor and a designee from the City of Charlotte Procurement Management
Division. Other than obtaining informal quotes, employees will refrain from
communicating with potential vendors before receiving direction from the CMPD
Financial Management Division.

Any employee soliciting goods, bids, or quotes for services or goods should not
make any actual or implied verbal or written statements that could reasonably be
interpreted by a vendor as an agreement of exclusivity for a particular purchase or
contract.

The City of Charlotte is not tax-exempt. Certain North Carolina taxes need proper
allocation. Do not break out taxes from other states. If there are taxes from other
states, include them with the receipt subtotal.

Technology purchases of $10,000.00 or more must be approved through the
Technology Investment Process (TIP) before the requisition can be entered in the
system. If a project includes the implementation of a new cloud-based software



https://cnet/policies/Documents/Citywide%20Procurement%20Card%20Policy.pdf
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| Charlotte-Mecklenburg Police Department 300-015

Interactive Directives Guide CMPD Procurement Process

Effective Date: 12/20/2023 30f11

product, the product must go through an IT security assessment, regardless of
cost.

Any new uniform or clothing purchase must comply with Directive 400-001,
Uniform and Grooming Standards.

Equipment purchases where an individual piece of equipment exceeds $5,000
must be marked as a fixed asset on the purchase order requisition in the financial
system and entered in the CMPD inventory system.

Purchases of tangible non-consumable assets that are considered sensitive, have
a useful life of more than one year, have a value of less than $5,000, and are
critical and/or essential to operations must be entered in the CMPD inventory
system.

To the extent possible, CMPD should utilize acceptable procurement processes
even during emergencies. City of Charlotte departments are not required to use a
formal solicitation when a special emergency is in effect, such that the health and
safety of the people or their property are in jeopardy. Purchases needed in
response to a natural disaster or other sudden and unforeseeable situations must
closely reflect the intent of the emergency exception. The requirements for
invoking the emergency exception are:

1. The emergency must be present, immediate, and existing.
2. Harm cannot be averted through temporary measures; and
3. The emergency cannot be self-created due to failure to take precautions.

Petty cash custodians are responsible for ensuring that their petty cash box always
contains the required funds. In addition:

1. Petty cash custodians must report petty cash issues to the CMPD Financial
Manager.
2. Petty Cash Custodians are responsible for reconciling cash boxes when

funds are replenished and keying expense allocations into the system.

3. The Petty Cash Fund is reconciled by the CMPD Financial Management
Division designee at least quarterly and more often if the balance is low.

4, Employees found to be abusing the petty cash system either through
guestionable use or late receipts will be reported to the employee’s chain of
command and may be subject to disciplinary action.

5. Unannounced audits may be conducted by the CMPD Financial
Management Division and/or the City’s Internal Audit Office to determine
compliance with City of Charlotte procedures.

Appendix A outlines CMPD’s internal purchase request approval process,
including the signatures required and methods of procurement for each purchase
threshold. Final authorization comes from the signature authority, and it is the
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workflow approver’s responsibility to ensure that the signature authority has
approved the purchase. For purchases that require multiple signature authorities,
all signatures must be obtained in the order listed.

Travel and P-Card Purchases

1.

10.

Travel shall be compliant with the City of Charlotte Employee Travel and
Expense Reimbursement (FIN 18) policy.

All CMPD Employees must receive prior authorization from their chain of
command up to the City Manager’s Office before purchasing or making any
travel arrangements. (i.e., hotel reservation, airfare, registration fees, etc.).
Verbal approval is not an acceptable method of authorization.

At least three (3) weeks before the date of travel, CMPD employees must
complete and submit the CMPD Travel Request Authorization Form
electronically.

Once submitted, the CMPD Travel Request Authorization Form will be
routed for electronic approval by the employee’s chain of command.

Upon approval by the chain of command, a CMPD Financial Management
Division designee will complete the City of Charlotte Travel Request in the
citywide travel system and submit it to the City of Charlotte Finance
Department for processing. The traveler will be notified when the travel loan
check is available for pickup. Based on processing cost, a minimum amount
of $150.00 is required for loan requests unless there is a documented
business need or prepaying would create a hardship for the employee, and
such justification must be noted on the loan request form.

Travel Loan requests not submitted at least three (3) weeks in advance will
be subject to using personal funds to cover all approved expenses and
reimbursement upon returning from travel.

Each employee is expected to be fiscally responsible when making travel
arrangements for hotel, airfare, and other components of City of Charlotte-
approved travel.

Travel expenses may include airfare, hotel, car rental, lodging, meals, tips,
and registration fees. Any additional and unapproved travel expense
incurred outside of the assigned City of Charlotte business will be the
responsibility of the employee.

Meal reimbursement requests should be calculated according to GSA Per
Diem Expense Guidelines and the current GSA Per Diem Rates.

If meals are provided during the trip, the per diem amount should be
adjusted accordingly, as noted in the Meals and Incidental Expenses

Breakdown.



https://cnet/policies/Documents/Employee%20Travel%20and%20Expense%20Reimbursement%20Policy.pdf
https://cnet/policies/Documents/Employee%20Travel%20and%20Expense%20Reimbursement%20Policy.pdf
https://charlottenc.seamlessdocs.com/w/TravelAdv_form
https://www.gsa.gov/travel/plan-book/per-diem-rates/per-diem-rates-lookup
https://www.gsa.gov/travel/plan-book/per-diem-rates/meals-and-incidental-expenses-mie-breakdown
https://www.gsa.gov/travel/plan-book/per-diem-rates/meals-and-incidental-expenses-mie-breakdown
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11.  When traveling on approved business, per diem should be used for all meal

expenses. Accordingly, the P-Card shall not be used for meals on overnight
travel, but any other valid travel expenses may go on the P-Card.

The P-Card shall not be used for personal expenses. A traveling cardholder
is personally responsible for any payment of a personal expense by
personal means other than a City of Charlotte P-Card. Misuse of a P-Card
may result in disciplinary action, including termination/dismissal, P-Card
revocation, or temporary suspension of P-Card privileges.

Within five (5) business days of returning from travel, any unused travel
loan must be submitted to the CMPD Financial Management Division
designee, and itemized receipts, excluding meals, must be scanned and
emailed to cmpdtravel@cmpd.org. This includes, but may not be limited to:

a. a copy of the P-Card statement,
b. a copy of all associated P-Card receipts, and
C. any additional receipts (e.g., airfare, conference registration paid by

check, hotel, transportation, rental car, etc.)

In advance of the due date, a CMPD Financial Management Division
designee will provide at least one (1) reminder to the traveler that the
expense report, travel receipts, and any unused travel loan are due. If not
submitted before the five (5) business day deadline, the CMPD Financial
Manager will send a communication to the employee and their chain of
command up to the deputy chief requesting submission of all outstanding
items.

Emergency travel for criminal investigations must receive authorization from
the affected chain of command. Emergency travel expense reimbursement
requests must be completed immediately upon return to duty.

Each employee is responsible for ensuring receipts are itemized and
accurate before submitting them to the CMPD Financial Management
Division. Any discrepancies with the billing must be resolved by the
traveling employee.

Once all receipts have been received by the CMPD Financial Management
Division designee, the employee will complete the Travel Expense Report in
the travel system based on actual expenses.

If an employee fails to reconcile the travel expense report after all efforts
from the CMPD Financial Manager and the chain of command, have been
exhausted the City of Charlotte will initiate a process to recoup loaned funds
via payroll deduction, if necessary.

Each employee should keep in mind that failing to comply with this directive
may result in disciplinary action, including counseling; written reprimand,;
and/or suspension of travel privileges.



mailto:cmpdtravel@cmpd.org
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VI. PROCUREMENT DUTIES AND RESPONSIBILITIES

A.

P-Card Holders and Approvers

Any use of the P-Card is for business-related expenses. The P-Card holder is fully
responsible for all transactions and the associated reconciliation process. All P-
Card transactions must be reconciled in the system by the cardholder or
cardholder proxy by the following Friday after the transaction is made. P-Card
holders should not provide personal information, such as their social security
number, home address, cell phone, or personal email address when completing
business transactions. Only the P-Card holder’s business information should be
provided, such as a business address, phone number, and/or business emalil
address.

1. Cardholders will:

a. Provide documentation to proxies to allocate transactions in the
system weekly after they are imported into the system. This includes
receipts, forms, a description of the business reason for the
transaction, and the funding section.

b. Check the system dashboard at least weekly (normally on the day
transactions are downloaded from the bank) to monitor card
spending.

C. Understand that misuse of the P-Card and violations of the

applicable policy and procedures may result in corrective action,
including P-Card revocation, temporary card suspension, or
employment termination.

2. Cardholders will not:
a. Split a transaction to circumvent a credit limit.
b. Use the P-Card for a personal transaction.
C. Accept cash instead of credit to the P-Card.
d. Use the P-Card to buy alcohol.

e. Use the P-Card to gamble.

f. Purchase a gift card or gift certificate (the IRS considers a gift card
as taxable income for an employee and is not a valid P-card
transaction).

g. Make a cash advance on the P-Card.
Lend the P-Card to another person for use.

I. Circumvent FIN 18 by use of a P-Card.
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J- Make travel-related purchases on the P-Card without an approved

Travel Authorization Form.

Procurement cards are issued to CMPD employees who have a justified
business need for that form of procurement. When a P-Card is issued, there
is an implicit understanding that the P-Cardholder must use the P-Card
compliant with City of Charlotte policies and procedures and keep their
chain of command informed of such purchases weekly at a minimum.

CMPD Captains or Executive Officers (XO) will:

1. Ensure the item(s) requested meets an essential need.

2. Ensure the employee’s chain of command has approved the purchase.

3. Ensure the requested purchase/item is budgeted and funds are available
before approval of the purchase.

4. Ensure purchases with contract terms and conditions are not extended,
increased, decreased, or modified in any way without the approval of the
CMPD Financial Management Division designee.

5. Review and approve P-Card transactions within three (3) business days of
their release into the system by the P-Card holder.

6. Review the system dashboard at least daily for pending transactions
awaiting approval or rejection.

7. Keep the CMPD Financial Manager informed of significant issues involving
vendors (e.g., vendor non-performance, non-delivery, etc.)

Majors will:

1. Ensure the item(s) requested meets an essential need and that the item(s)
is not already available for use in other areas of the CMPD before purchase
approval.

2. Determine and select the most appropriate funding source (e.g., asset
forfeiture, grant, etc.)

3. Ensure the purchase is authorized and meets all procurement guidelines
before approval by a deputy chief.

4. Monitor the bureau’s spending to ensure compliance with cumulative
spending signature authorities as noted in Appendix A.

5. Review the system dashboard at least daily for pending transactions

awaiting approval or rejection.

Deputy Chiefs will:

1.

Oversee the financial operations of their assigned service group.
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2. Review the system dashboard at least daily for pending transactions

awaiting approval or rejection.

Ensure corrective action is taken to address any unauthorized purchases
that have not gone through the proper procurement process.

The CMPD Financial Management Division will:

1.

Oversee the financial operations of the CMPD including:

a. the operating budget,
b. capital budget,

c grants,

d. contracts,

e. asset forfeiture,

f. travel, and

g. procurement.

Ensure CMPD procurement activities are completed efficiently while
adhering to all statutory requirements, City of Charlotte procurement
policies, and best business practices.

Assist in the development of CMPD procurement policies and procedures to
support compliance.

Review and approve procurement requests to ensure compliance with
CMPD and City of Charlotte procurement policies, proper approval
(signature authority) has been obtained, and adequate funding is available
to complete the procurement process.

Monitor vendor spending during each fiscal year to ensure compliance with
cumulative spending and signature authorities.

Ensure that the contract terms and conditions of new contracts are
reviewed by the Police Attorney’s Office before contract execution.

Establish CMPD P-Card processes that are in line with MFS 25 and all
other City of Charlotte procedures.

Recommend corrective actions through the appropriate chain of command
for violations of MFS 25 and all other City of Charlotte procedures.

Ensure any purchase or transaction determined to be unauthorized is
forwarded to the business services manager, executive officer, and deputy
chief of the purchasing unit.

VIl.  CHARLOTTE BUSINESS INCLUSION PROGRAM (CBI)
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XIII.

The CMPD is committed to promoting equal opportunities by implementing goals and
good faith efforts to promote the utilization of CBIs for CMPD contracts of goods and
services. Employees are encouraged to seek out minority, women-owned (MW), small
business enterprises (SBES), and/or certified CBIs for participation in the procurement of
goods and services. Certified MW/SBE firms can be located on the Charlotte Business
INClusion website.

A. The CMPD Financial Management Division will keep employees updated on
current, qualified, and registered CBI vendors.

B. The CMPD Financial Management Division will monitor requests for goods and
services to identify opportunities to utilize registered CBIs as a part of CMPD’s
best business practices.

ETHICS AND CONFLICT

A. The City of Charlotte has established several policies outlining the standards for
ethical practices by City of Charlotte employees. Employees must always comply
with these policy standards when engaging in procurement activities. In addition,
employees responsible for procurement activities shall perform their
responsibilities with the highest level of professionalism, integrity, and civic
stewardship.

B. Gifts and Favors (HR 12)

The City of Charlotte has established the Gifts and Favors Policy (HR 12), which
requires that public employees be independent, impartial, and responsible to the
people and that public positions not be used for personal gain. Employees
responsible for procurement activities are explicitly prohibited from the solicitation
and acceptance of gifts or favors in any amount, including any actual or promised
payment (kickbacks), gifts, donations, services, or other offerings.

C. Conflict of Interest (HR 13)

The City of Charlotte has established the Conflict of Interest Policy for City,
Secondary, and Other Employment Relationships (HR 13). Employees responsible
for procurement activities shall employ principles of fairness and avoid favoritism
or personal gain in their activities so as not to create a situation that represents an
actual conflict of interest or the reasonable appearance of a conflict.

REFERENCES

Accounts Payable Payment Policy (MFS 6)

Citywide Procurement Card Policy (MFS 25)

Citywide Procurement Policy (MFS 24)

Citywide Vendor Policy (MFS 19)

Conflict of Interest Policy for City, Secondary and Other Employment Relationships (HR
13)

Employee Travel and Expense Reimbursement (FIN 18)

Gifts and Favors Policy (HR 12)



https://charlottenc.gov/GS/procurement/cbi/Pages/default.aspx
https://charlottenc.gov/GS/procurement/cbi/Pages/default.aspx
https://cnet/policies/Documents/Gifts%20and%20Favors%20Policy.pdf
https://cnet/policies/Documents/Conflict%20of%20Interest%20Policy%20for%20City,%20Secondary%20and%20Other%20Employment%20Relationships.pdf
https://cnet/policies/Documents/Conflict%20of%20Interest%20Policy%20for%20City,%20Secondary%20and%20Other%20Employment%20Relationships.pdf
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Directive 200-011 Asset Management
Directive 400-001 Uniform and Grooming Standards
CALEA

The previous version of Directive 300-015 CMPD Procurement Process was published on
01/24/2018.
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Appendix A: Thresholds, Processes, and Approval Authorities Table

Method of Technology
Threshold Procurement Workflow Signature
Approval Authority
Less than $1,000 | P-Card Captain or civilian Financial Captain or civilian Financial Captain or civilian |Financial
e PO manager, Manager (or manager, Financial [Manager (or manager; Financial |Manager (or
» Request for Check fJ[Financial Manager  |higher-level Manager higher-level Manager higher-level
e Contract signature signature signature
authority) authority) authority)
$1,000-$4,999 e P-Card Major or civilian Financial Major or civilian Financial Major or civilian Financial
e PO manager; Financial |Manager (or manager; Financial [Manager (or manager; Financial |Manager (or
» Request for Check j[Manager higher-level Manager higher-level Manager higher-level
« Contract signature signature signature
authority) authority) authority)
$5,000-$9,999 e PO Deputy Chief; Financial Deputy Chief; Financial Deputy Chief; Financial
» Request for Check [J[Financial Manager Manager (or Financial Manager  [Manager (or Financial Manager [Manager (or
e Contract higher-level higher-level higher-level
signature signature signature
authority) authority) authority)
$10,000-$19,999 |e PO Deputy Chief; Chief of Police; or§j[Deputy Chief; Chief of Police; §[TIP; Deputy Chief; |Chief of Police; or
o Request for Check [J[Financial Manager Business Financial Manager |or Business Financial Manager [Business Services
e Contract Services Services Manager.
Manager. Manager.
$20,000-$49,999 ¢ PO Deputy Chief; Chief of Police, orff|Deputy Chief, Chief of Police, §TIP, Deputy Chief, [Chief of Police, or
o Request for Check JJ[Financial Manager;  [Business Financial Manager; |or Business Financial Manager; |Business Services
e Contract and Business Services Mgr. and Business Services Mgr. jjfand Business Manager.
Services Manager Services Manager Services Manager
$50,000-$99,999 |e PO Deputy Chief; Chief of Police Deputy Chief, Chief of Police JITIP, Deputy Chief; [Chief of Police
o Request for Check Financial Manager; |and City Manager§jfFinancial Manager; |and City Financial Manager; |and City Manager
e Contract and Business (or designee) and Business Manager (or and Business (or designee)
Services Manager Services and designee) Services Manager
City Manager (or
designee).
$100,000- e PO Deputy Chief, Chief of Police Deputy Chief, Chief of Police §[TIP, Deputy Chief, |Chief of Police
$500,000 « Request for Check j[Financial Manager; |and City Managerf|Financial Manager; |and City Financial Manager; |and City Manager
e Contract and Business and Business Manager land Business
Services Manager or Services Manager or Services Manager
Chief's Executive Chief's Executive or Chief’s Executive
Officer; and Officer; and Officer; and
City Manager (or City Manager (or City Manager (or
designee). designee). designee).
$500,000 and e PO Deputy Chief; Chief of Police; Deputy Chief; Chief of Police; JTIP; Deputy Chief; [Chief of Police;
above « Request for Check [J[Financial Manager  |City Manager andFinancial Manager  |City Manager JFinancial Manager |City Manager and
e Contract Business Services City Council and Business and City and Business City Council
Manager or Chief's Services Manager or |Council Services Manager
Executive Officer; and Chief's Executive or Chief’'s Executive
City Manager (or Officer and City Officer; and City
designee) Manager (or Manager (or
designee) designee)
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. PURPOSE

The purpose of this directive is to provide Charlotte-Mecklenburg Police Department
(CMPD) employees with information regarding the rights and responsibilities of the CMPD
and its employees when employees serve as members of the uniformed services of the
United States.

POLICY

The Charlotte-Mecklenburg Police Department (CMPD) is committed to supporting
employees who are members of the uniformed services. Per federal and state law, it is the
CMPD policy that no employee or prospective employee will be subjected to any form of
discrimination based on membership in or obligation to serve in any of the uniformed
services. Specifically, no employee or prospective employee will be denied employment,
reemployment or reinstatement, promotion, or any other benefit based on such membership.
Furthermore, employees or prospective employees who exercise their rights under this
directive will not be subjected to retaliation for doing so.

This policy references guidelines established by the Uniformed Services Employment and
Reemployment Rights Act of 1994 (USERRA) and provides an outline of rights and
expectations therein. Additional details and information may be obtained by contacting the
CMPD Human Resources Division (HRD).

DEFINITIONS

A. Short-Term Military Leave: Any military leave spanning thirty (30) calendar days or
less. The thirty (30) calendar days may be taken consecutively or intermittently (for
example monthly weekend training sessions).

B. Extended Military Leave: Any military leave spanning more than thirty (30) calendar
days and less than five (5) years.

C. Uniformed Services: The Army, Navy, Air Force, Marine Corps, Coast Guard,
National Oceanic and Atmospheric Administration, and Public Health Service. This
includes the Reserve or National Guard components and any other category of
persons designated by the President in times of war or national emergencies.

D. Human Resources Military Liaison (HRML): The designated CMPD Human
Resources Division employee responsible for addressing the administrative needs of
employees who are preparing for, deployed, or returning from a military leave of
absence.

REPORTING DISCRIMINATION

Employees should immediately report any perceived experience of discrimination in violation
of this directive to the CMPD Human Resources Military Liaison (HRML).

PROCEDURES

A. Pre-Deployment Procedures
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1. Military Leave — Notice to the CMPD

a. Employees should notify their direct supervisor if they anticipate
receiving written or verbal military orders.

b. Employees must notify their direct supervisor and the CMPD HRML as
soon as they receive written or verbal military orders.

C. Advanced notice is not required if such notice is precluded by military
necessity or if giving of such notice is otherwise impossible or
unreasonable.

2. CMPD Human Resources Division Responsibilities

The HRML will meet with deploying employees and ensure that all required
administrative tasks are initiated, determine if there are any anticipated family
needs, and update the employee’s emergency contact information. The HRML
will be the point of contact for official agency business communications with
deployed employees.

a. The HRD strongly encourages employees to provide copies of their
written orders once received and their Military Leave and Earnings
Statement (LES) to ensure a smooth transition.

b. The HRML will ensure that any needed payroll changes are completed
and any benefits questions are answered.

C. The HRML will maintain and update contact files for all deployed CMPD
employees and their families.

d. The HRML will maintain a centralized list of activated personnel for
distribution on a need-to-know basis.

3. CMPD Division Level Responsibilities

CMPD divisions will assist their employees with pre-deployment tasks as
follows:

a. The division will assist with the completion of any pre-deployment
division-level administrative tasks.

b. The division will maintain contact with the HRML regarding any status
changes for employees or their family members.

C. Upon notification of a pending deployment, additions to the employee’s
workload (i.e., case assignments) will cease, and current case
assignments that cannot be completed pre-deployment will be
reassigned.

d. No less than twenty-four (24) hours before the start of a military leave
lasting more than thirty (30) days, the division will assist employees with
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B.

the return and temporary storage of all issued uniforms and equipment
including, but not limited to service weapons, radios, and Conducted
Electrical Weapons (CEW), to the CMPD Property and Evidence
Management Division

CMPD Human Resources Division Deployment Procedures

1. The CMPD HRML will be responsible for monitoring the status of deployed
employees and addressing benefits and payroll-related questions as they
arise.

2. When the HRML is contacted by a deployed employee or authorized family
member, the HRML, in addition to addressing that immediate inquiry, will also
make referrals as needed regarding any status changes or benefits.

VI. BENEFITS DURING MILITARY LEAVE

A.

Insurance

As an employee of the City of Charlotte, employees are eligible to continue benefits
during their leave of absence. Employees should meet with the CMPD HRML to
discuss the benefits plan that will best suit their situation.

Retirement Plan

Upon reemployment, the employee will be credited with the time served in the
uniformed services for purposes of retirement plan vesting. Employees may elect to
make retirement plan contributions that were suspended during deployment by
contacting the CMPD HRML.

Vacation

Employees may elect to use none, some, or all accrued vacation leave during short-
term or extended military leave.

Employees will not accrue benefit time if paid time is not entered into the payroll
system. Benefit time accrual during military leave should be discussed with the
HRML.

VIl.  MILITARY LEAVE AND PAYROLL

A.

Military Training Leave

1. Employees shall provide advance notice and a copy of their training orders to
the CMPD HRML.

2. Regular employees may be granted up to eighty (80) hours of military training
leave annually to be used for required annual uniformed services training and
may be used in increments. Military training leave pay can be used to cover
one-half of each scheduled workday during the approved leave period
(designated as MLS in the payroll system). For the remaining one-half of each
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scheduled workday employees may elect to use leave without pay approved
(designated as LWP in the payroll system) or accrued vacation leave
(designated as VAC in the payroll system).

Military training leave is not counted towards time worked in the calculation of
overtime and unused military training leave will be forfeited at the end of each
calendar year.

B. Active Duty

1.

Employees whose gross military pay is less than their base City of Charlotte
salary will be afforded supplemental pay equal to the difference between their
military pay and their base salary, while on active duty in the uniformed
services.

The CMPD HRML must receive official verification of employee military pay —
LES or paycheck stubs - by the 10" of each month so that supplemental pay
can be processed on the fourth Friday of each month regardless of the number
of weeks in a month.

LES or paycheck stubs must be submitted to the CMPD HRML within thirty
(30) calendar days of receipt for processing by the City of Charlotte Human
Resources Department. Employees who are unable to submit LES or
paycheck stubs during a deployment must submit them within thirty (30)
calendar days of returning to work.

If an employee fails to submit LES Statements within thirty (30) calendar days
of receipt, or returning to work, the statements will be deemed ineligible for
supplemental pay. Eligibility determinations for extenuating circumstances will
be reviewed on a case-by-case basis.

VIIl.  ELIGIBILITY FOR EMPLOYMENT RESTORATION

A. A member of the uniformed services shall be required to meet the following criteria to
be eligible for full reemployment restoration with the CMPD:

1.

The employee must have followed the notification requirement in section V-A-1
above.

The cumulative length of all uniformed services-related absences must not
exceed five (5) years. Employees who believe their cumulative length of
absences will exceed five (5) years should contact the CMPD HRML to
determine if there is a statutory exception to this general requirement. The five
(5) year total excludes certain activities such as inactive duty training (drills)
and annual training.

Employees must have satisfactorily completed their service obligations and be
released or discharged “honorably” “generally” or “under honorable
conditions”.
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4.

After completion of service obligations, employees must report to the CMPD
as follows:

a. Uniformed service of thirty (30) calendar days or less - Employees must
report to their direct supervisor within eight (8) hours of the first full
regularly scheduled workday after the completion of uniformed service.
Unless, due to no fault of the employee, an employee is unable to
report within eight (8) hours, then the employee must report as soon as
possible.

b. Uniformed service of between 31 and 180 calendar days - Employees
must report to the CMPD HRML no later than fourteen (14) calendar
days after the completion of uniformed service. Unless, due to no fault
of the employee, an employee is unable to report within fourteen (14)
calendar days, then the employee must report on the first full calendar
day possible.

C. Uniformed service of more than 180 calendar days - Employees must
report to the CMPD HRML no later than ninety (90) calendar days after
the completion of uniformed service.

B. Employees who fail to report in compliance with the above requirements will be
treated as absent without leave (AWOL) and subject to the City of Charlotte’s
disciplinary process.

EMPLOYEE REINSTATEMENT RIGHTS

Employees returning from uniformed service who were eligible for promotion on the last day
of City of Charlotte employment shall be promptly reemployed in the following priority order:

A. Uniformed Service of ninety (90) calendar days or less

1. Employees who still qualify for promotion will be employed with the City of
Charlotte in the promotional position that they would have held had there not
been an interruption in their employment.

2. Employees who are unable to qualify for the promotional position after all
reasonable efforts have been made to aid the employee in meeting the
position qualifications will be reemployed in the position held on the last date
of City of Charlotte employment.

B. Uniformed Service of more than ninety (90) calendar days
1. Employees who still qualify for promotion will be employed with the City of

Charlotte in the promotional position that they would have held had there not
been an interruption in their employment. If the promotional position is no
longer available, the employee will be employed in a position that is similar in
gualifications, seniority, status, and pay.
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2. Employees who are unable to qualify for the promotional position after all

XI.

reasonable efforts have been made to aid the employee in meeting the
position qualifications, and are qualified for their previous position, will be
reemployed in the position held on the last day of City of Charlotte
employment or a position that is similar in qualifications, seniority, status, and

pay.

3. If after all reasonable efforts have been exhausted, an employee does not
qualify for promotion or reemployment in the position held on the last day of
City of Charlotte employment, the employee will be employed in a position for
which they are qualified and that is of equivalent pay and benefits to their
previous position.

ADDITIONAL INFORMATION & RESOURCES

This directive provides an outline of basic rights and expectations. Additional details and
information may be obtained by contacting the CMPD Human Resources Division to discuss
specific situations.

Additionally, employees may contact the United States Department of Veterans Affairs by
calling 1 (800) 827-1000 or by visiting their website at www.va.gov. The booklet "Federal
Benefits for Veterans, Dependents, and Survivors" is available on their website or at the
nearest Veterans Affairs office.

Please note that the information provided in this directive is intended only to provide a
summary of the benefits available to CMPD employees who are uniformed services
members in an easy-to-understand format and is not a full description of all applicable laws,
benefit plans or programs, terms of eligibility, or plan restrictions.

REFERENCES

300-001 Scheduling, Timekeeping and Attendance

300-013 Return to Duty

400-001 Uniform and Grooming Standards

400-003 Equipment

Rights of Applicants For, and Service Members and Former Service Members of the
Uniformed Services (7-01-02 Edition)

Uniformed Services Employment and Reemployment Rights Act of 1994 (USERRA) 38
U.S.C. 4301-4335

32 CFR Part 104

CALEA

The previous version of Directive 300-016 Military Leave Policy was published on
12/04/2017.
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PURPOSE

It is the policy of the Charlotte-Mecklenburg Police Department (CMPD) to assist working
mothers with the transition back to work following the birth of a child by providing lactation
support. A lactation support program allows a nursing mother to express breast milk
periodically during the workday.

POLICY

In compliance with the Fair Labor Standards Act, CMPD will provide lactation
accommodations to include a reasonable break time and appropriate facilities for an
employee to express breast milk for her nursing child for up to one (1) year after the child's
birth (29 USC § 207).

PROCEDURES
A. Lactation Break Time
1. A rest period should be permitted each time the employee has the need to

express breast milk (29 USC § 207). In general, lactation breaks that
cumulatively total thirty (30) minutes or less during any four (4) hour work
period or a major portion of a four (4) hour work period will be considered
reasonable. However, individual circumstances may require more or less time.

2. Lactation breaks, if feasible, should be taken at the same time as the
employee's regularly scheduled break or meal periods. While a reasonable
effort will be made to provide additional time beyond authorized breaks, any
time exceeding regularly scheduled and paid break time may be unpaid.

3. Employees assigned to patrol duties in need of a lactation break will
appropriately check out of service through the CAD system and notify an
immediate supervisor of the need to be out of service. Lactation breaks may be
delayed if the break would seriously disrupt department operations.

4, Once a lactation break has been approved, the break shall not be interrupted
except for emergency or exigent circumstances.

5. Expressed milk may be stored in a designated refrigerator, the employee’s
personal cooler, or other location. Expressed milk stored in an authorized
refrigerated area within CMPD shall be clearly labeled and removed at the end
of the employee’s shift.

B. Private Location

1. CMPD will make reasonable efforts to accommodate employees with the use of
an appropriate room or other location to express milk in private. Such room or
place should be near the employee’s work area, sterile, and will not be a
bathroom or toilet stall. The location must be shielded from view and free from
intrusion from co-workers and the public (29 USC § 207). If a locker room is to
be used, there must be an enclosed wall between a toilet stall and the
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designated area. Appropriate signage will be made available for posting on the
door by the employee needing privacy for this purpose. The location will be in
proximity to a refrigerator for storage and contain access to electrical outlets.

Employees occupying such private areas shall secure the door or otherwise
make it clear to other employees that the area is occupied with a need for
privacy. All other employees should avoid interrupting an employee during an
authorized break, except to announce an emergency or other urgent
circumstance.

CMPD has allocated resources towards the creation of lactation room facilities
throughout the department. A list of lactation rooms is located in Appendix A
and on the CMPD Portal Page (Human Resources Division under HR Forms
Library).

Authorized lactation breaks for employees assigned to patrol duties may be
taken at the nearest appropriate private location.

Lactation rooms are restricted, and access will only be provided to authorized
employees by the Human Resources Division. Employees requiring access will
contact the Human Resources Division to have authorization granted.

Employees will be granted access for one (1) year following childbirth. Access
may be extended based on employee needs.

Employees who believe their rights have been violated under this policy or
have been the subject of discrimination or retaliation for exercising or
attempting to exercise their rights under this policy are encouraged to follow the
chain of command in reporting the violation and may contact the CMPD Human
Resources Division via email at cmpdhrleaveteam@cmpd.org.

V. REFERENCES

Section 7(r) of the Fair Labor Standards Act of 1938 (29 U.S.C.207)
N.C.G.S. § 14-190.9
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Appendix A: Lactation Room Locator
Distance
from CMPD
Description Physical Address Generator Headquarters
CMPD Headquarters 601 East Trade Street Charlotte, NC 28202 Yes 0 miles
Westover Division Facility 2550 West Blvd - Charlotte, NC 28208 Yes 4.7 miles
Central Division Facility 700 West 5th Street Charlotte, NC 28202 Yes 1.2 miles
University City Division Facility 8452 N. Tryon Street, Charlotte, NC 28262 No 10.9 miles
Hickory Grove Division Facility 7025 Albemarle Road Charlotte, NC 28215 Yes 7.6 miles
Independence Division Facility 6711 City View Dr., Charlotte, NC 28212 Yes 4.3 miles
South Division Facility 11217 Providence Road West Charlotte, NC 28277 Yes 15.4 miles
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PURPOSE

The purpose of this policy is to provide Charlotte-Mecklenburg Police Department (CMPD)
employees with instruction regarding the proper method for planning and completing employee
Performance Review and Development evaluations.

POLICY

The City of Charlotte has adopted a pay-for-performance philosophy to reward employees
based on the level of their achievements. The performance review process provides
supervisors and employees with opportunities to communicate and ensure that employees
receive consistent verbal and written feedback about their performance. Additionally, by
communicating about the quality and value of their performance and behaviors, employees are
better equipped to achieve continuous improvement that will contribute to the overall success
of the CMPD.

Since performance reviews are often used to make personnel decisions, they are subject to
Equal Employment Opportunity (EEO) guidelines. Therefore, the performance review process
must be consistently applied, job-related, and based on clear and non-arbitrary criteria. All
decisions and judgments should be based on the achievements of the individual employee.

The CMPD has moved to an electronic system, allowing the PRD process to flow seamlessly
from employee to supervisor to reviewer, and to the Human Resources Division.

DEFINITIONS

A. Competencies: Employee skills and behaviors that are required based on the level of
the employee’s position within the CMPD.

B. Goals: Observable and measurable expectations that are derived from the CMPD’s
strategic goals and are specific to an employee’s role within the organization.

C. Special Events Hireback: A rehired sworn retiree responsible for maintaining NC State
Law Enforcement Officer Certification with the CMPD and working special events or at
any other time deemed necessary by the CMPD.

D. Task-Oriented Hireback: A rehired sworn or civilian retiree responsible for a specific
task approved by the police chief or designee. All sworn retirees must maintain NC
State Law Enforcement Officer Certification with the CMPD.

E. Performance Review and Development (PRD): Performance Review and Development
(PRD) is the City of Charlotte’s formal employee performance management and
appraisal program. PRD is a performance management, planning, coaching, review,
and development program focused on performance standards that are specific to an
employee’s assignment and includes goals that are to be achieved by employees during
the rating period.

F. Performance Review and Development and Learning Management System (PRD and
LMS): Currently, the City of Charlotte uses MySuccess as its electronic system for
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Performance Review and Development (PRD) and learning management. MySuccess
allows both the employee and supervisor to input goals and accomplishments.

Performance Ratings:

1.

Exceptional Performance (X): This rating indicates that an employee’s
performance consistently exceeded job requirements and the employee regularly
produced superior and unique results during the review period. Ratings of
exceptional require written explanatory comments.

Performance Exceeded Expectations (E): This rating indicates that an
employee’s performance met and frequently exceeded job requirements during
the review period. An employee who receives this rating would be considered a
highly competent job performer.

Performance Achieved Expectations (A): This rating indicates that an employee’s
performance met and occasionally exceeded job requirements and indicates a
job well done during the review period.

Marginal Performance (M): This rating indicates that an employee’s performance
frequently did not meet the minimum job requirements. An employee who
receives this rating needs improvement and requires closer supervision or
guidance in some areas. As a result, the employee is placed on performance
probation.

Unacceptable Performance (U): This rating indicates that an employee’s
performance failed to meet job requirements or has areas where performance is
unacceptable. As a result, the employee is placed on performance probation.
Ratings of unacceptable performance require written explanatory comments.

PRD Reviewer: The supervisor, sworn or civilian, who is directly responsible for the
actions of a subordinate supervisor.

Supervisor: The employee, sworn or civilian, who is directly responsible for the actions
of those employees directly subordinate to them.

PROCEDURE

Performance evaluations must be conducted and documented annually. The due date of the
evaluation is one calendar year from the last evaluation date except in the case of promotion,
demotion, change of job class, or performance probation.

A.

Employee Responsibilities

It is each employee’s responsibility to review their work utilizing the expectations of their
supervisor and to understand how their achievements contribute to the success of the
CMPD.

1.

Employee’s primary responsibilities include:
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Maintaining open and frequent communication with their supervisor.

Requesting the tools and support required to take greater ownership of
their performance and future development.

Knowing what behaviors are necessary to be successful in their role and
how their behavior impacts the success of their co-workers, the CMPD,
and their performance.

Proactively discussing with their supervisor ways to improve their
performance, learning what is expected of them, understanding their
performance strengths and weaknesses, and working with their supervisor
to develop and follow a plan for their future growth.

Referring to their annual goals and competencies regularly to assess their
performance and evaluate their progress. Employees may not change or
delete their goals without supervisor approval.

Verifying their performance review and/or merit date with their supervisor
annually.

2. Employee’s role in preparation for the annual performance review conference:

a.

Complete the self-evaluation portion of the PRD on time in preparation for
the annual performance review conference.

Be prepared to discuss their performance openly and honestly with their
supervisor and think positively about the feedback provided by their
supervisor to maintain a high standard of performance.

Prepare notes and ideas regarding new goals for the next review period
and be prepared to discuss them with your supervisor.

Sign the performance review form electronically at the end of the review
conference to indicate that the review was discussed. An employee’s
signature is not indicative of agreement with the evaluation.

As soon as possible, note any additional comments on the performance
review, including agreement or disagreement with the feedback provided
and/or about the accuracy and fairness of the review. These comments
will be reviewed by the supervisor and the reviewer.

Supervisor Responsibilities

Supervisors are responsible for formally and informally reviewing and evaluating
employee performance as it relates to division and/or CMPD objectives and helping
employees understand how their achievements contribute to the overall success of the

CMPD.

1. Supervisor’s primary responsibilities include:
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a. Setting expectations for achieving goals, competencies, and self-
management.

b. Giving employees the tools and support to assist them with taking greater
ownership of individual performance and future development.

C. Ensuring that employee goals are aligned with the CMPD business plan
and initiatives.

d. Communicating with employees about performance expectations, job
standards, goals, and competencies. When goals change, amend
employee performance plans, and inform the affected employees.

e. Ensuring goals and competencies include appropriate performance
measures.

f. Meeting with employees to assess progress and provide feedback on
goals and competencies assigned for the year.

g. Ensuring that employees receive relevant and frequent feedback on
performance, achievements, and any areas where improvement Iis
needed. Vague, generalized, or subjective evaluations are not helpful and
can lead to misunderstandings.

h. Routinely reviewing goals and employee progress towards goals.
Ensuring that goals are consistently aligned with the CMPD’s strategic
goals. Reviewing and updating employee goals as necessary.

i. Addressing performance concerns. Occasionally, the performance review
process will involve the need to provide constructive criticism, apply
corrective action, clarify expectations, and discuss the consequences of
unacceptable performance.

J- Promptly addressing unacceptable performance and/or non-productive
employees and avoiding misleading employees by tolerating poor
performance for extended periods.

k. Maintaining ongoing communication regarding employee performance
throughout the performance review period so that employees are not
surprised by the feedback they receive during their evaluation.

2. Supervisor’s role in preparation for the annual performance review conference:

The annual review is a time for evaluating employee performance in terms of
achievements, behaviors, outcomes, responsibilities, personal development, and
contributions to organizational and team success. Frequent feedback between
supervisors and employees during the review period helps to ensure that there
are no unpleasant feedback-related surprises during the annual review.
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Supervisors should:

a.

Always seek employee input and perspectives before finalizing a
performance review. Employee input includes but is not limited to:

(1) A completed employee self-evaluation.

(2) Mid-term meetings with employees to discuss and document
performance and achievements.

3) Information from work documentation and ongoing employee
communication.

(4) Input from the reviewer during supervisor comment preparations
and final rating recommendations.

Schedule performance conferences far enough in advance to allow
employees an opportunity to prepare and review their achievements,
consider areas where they may need improvement, and begin to plan for
the next review period.

Schedule a time and place for the conference that will allow enough time
for the review to be conducted in a relaxed, private, and neutral setting.
Do not schedule the conference too soon after a disciplinary action or
disagreement. The discussion should be treated as confidential.

Schedule a time to discuss performance goals for the next review period
to ensure employee input in the planning process.

Complete the performance review discussion before discussing the merit
increase. This will keep the focus on the employee’s performance and not
distract the employee from the developmental benefits and opportunities
related to the performance discussion.

Towards the end of the current year's performance discussion, begin
planning for the next review period by discussing which goals will be
continued from the previous year and what goals will be added.

At the end of the conference, inform the employee of the merit increase.
Ensure the PRD is complete and signed by all parties.

Finalize goals for the next review period within four (4) to six (6) weeks
after the conclusion of the current performance review process.

Reviewer Responsibilities

The role of the reviewer is important to ensure that employees receive a meaningful and
clear message about their performance and to ensure that job assignments and
performance are aligned with the CMPD business plan.
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1. Reviewer’s primary responsibilities include:

a.

Ensuring that employees are treated fairly and consistently as it pertains
to performance ratings, the application of policies and rules, and the
management of legal matters or concerns.

Ensuring that supervisors receive assistance with resolving performance
concerns.

Ensuring that performance reviews are completed on time.

Ensuring that annual performance evaluations are reviewed and
discussed with supervisors before discussions with employees.

Ensuring that supervisor evaluations of employees are autonomous. The
reviewer should take a neutral position and avoid micromanaging the
performance evaluation process.

Providing an explanation for any proposed changes to supervisor
comments or rating recommendations and discussing them until a
consensus or compromise can be reached. The goal for both the reviewer
and supervisor is to ensure that every employee receives objective,
consistent, and fair performance evaluations that include constructive
feedback intended to support goal achievement.

Reviewing any employee comments and taking appropriate action as
needed.

Including goals related to effective supervision, effective use of
MySuccess and the PRD module, and timely completion of performance
reviews in the performance plan of each subordinate supervisor.

2. Reviewer’s Role in Preparation for the Performance Review Process:

a.

At the beginning of the performance review year, review employee goals
with supervisors and recommend changes as needed.

Review the completed employee performance review submitted by the
supervisor. The completed PRD should include all relevant documents,
written comments by the supervisor, recommended ratings for each
objective, and a recommended overall rating.

Discuss areas of disagreement with the supervisor. Often, due to work
proximity, supervisors have more information about, or have had more
opportunities to observe, employee performance. As a result, the
supervisor’s perspective should be considered in areas of disagreement.

Ensure that the performance message to the employee is complete and
clear. The documentation supporting the performance review and
supervisor comments should be honest and helpful to the employee.
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e. Collaborate with the supervisor to edit supervisory comments as needed.

f. Electronically sign the PRD after the employee and supervisor have
signed.

g. Seek support from the CMPD’s Human Resources Division in difficult or
unusual circumstances related to evaluating performance and
interpretation of the Americans with Disabilities Act (ADA) or Federal
Medical Leave Act (FMLA). ,.

h. Review any final written comments provided by employees after the
performance review conference, discuss any needed action with the
supervisor, and ensure appropriate follow-up.

D. The Performance Review Conference

1. Successful performance review sessions require input from both supervisors and
employees. Performance review conferences provide supervisors with the
opportunity to discuss the value of performance reviews with employees,
acknowledge employee strengths, and identify opportunities for employees to
improve performance where needed. They are also an opportunity for employees
to assess their performance, strengths, and any needed improvements.

2. Supervisors should discuss with the reviewer the completed performance review,
performance rating, and merit increase. When discussing employee performance
ratings, supervisors should:

a. Ensure employee input has been considered.

b. Present specific facts and/or illustrations of job performance to support the
rating and comments.

d. Be able to define the major purpose of the conference and the goals to be
achieved.

e. Review the outline of the items to be discussed during the conference.
This outline should be used as a guide only, allowing for discussion in the
order best suited to meet each employee’s needs. Having a plan will
enable the supervisor to ensure important points are addressed without
wasting time or creating confusion.

3. When conducting performance review conferences, supervisors should review

each goal and competency and encourage employees to provide feedback.
Supervisors should:

a. Discuss the rating for each goal and competency and relate it to specific
incidents or accomplishments. Emphasize both performance strengths
and weaknesses to provide a complete picture of the employee’s job
performance during the review period.



| Charlotte-Mecklenburg Police Department 300-018

‘E’i Interactive Directives Guide | Performance Review and Development (PRD)

CRLOTTE-MecrLaNeunG Effective Date: 9/19/2022 8 of 14

b. In situations where there has been a performance concern, summarize the
facts and define the problem by discussing the expectations associated
with the related goal and/or competency. Discuss the reason why the goal
and/or competency is considered unachieved, focusing on the concern
and associated behavior and not the person.

C. Establish objectives for improvement jointly with employees.

d. Inform employees of the overall performance rating.

e. Allow employees to react to evaluations, the review process, and any
related concerns discussed during the conference. Discuss with
employees any extenuating circumstances that may have affected the
overall performance rating. Although employees may not agree with all
ratings, try to ensure that employees understand the rationale for each
rating.

f. Inform employees that they must electronically sign their performance
form to indicate that the review was discussed and that their signature
does not indicate agreement with the review.

(1) Discuss where to find the completed form in MySuccess.
(2) If an employee refuses to sign, the supervisor should notify the
CMPD Human Resources Division.

g. Discuss goals for the next evaluation period and plan to finalize the
performance plan after the conference.

h. Include career counseling relative to advancement, specialization, or
additional training that would assist employees in their current position or
in obtaining any desired positions.

E. Documenting Performance
1. Documenting employee accomplishments and performance based on job
requirements and expectations is an important part of the PRD program.

Supervisors must include all documentation used to rate an employee’s

performance on the employee’s performance review form.

2. Although supervisors are required to document employee performance,

supervisors are not required to document everything employees do.
Documentation should be focused on:

a. Recording incidents, actions, and behaviors that are relevant to
performance monitoring and review. This documentation should include
incidents, actions, and behaviors that fall outside of the rating range of
Performance Achieved Expectations.
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b. Describing specific information about the actual performance of an
employee. Documentation should be developed from direct observation
and be factual, job-related, specific, and consistent.

C. Increasing employee awareness regarding poor performance, concerns,
or problems and understanding of the consequences associated with
failing to improve.

d. Incidents of poor performance, which require close monitoring.
Documenting and discussing poor performance as soon as incidents
occur is necessary to give employees the maximum time to improve.
Documentation should be specific about the incident and should also
include expected changes to help employees improve performance to an
acceptable level where possible.

f. Identifying training needs. Supervisors should complete the Law
Enforcement Enhancement and Development (LEED) Form and forward it
to the Training Lieutenant. At the end of the training session, the
lieutenant will return the form to the employee’s chain of command and
document the training completion on the employee’s Learning Plan in
MySuccess. The Supervisor should retain the form with all other
performance-related documentation for the review period.

g. Informing employees of performance that needs improvement, what the
supervisor expects, any deadlines associated with improvement, and the
consequences if the performance is not improved.

h. Incidents, actions, and behaviors that demonstrate employee performance
that exceeds the job requirements.

3. Employees should also be encouraged to monitor and document specifics of
significant incidents of their performance, which should be included in their
performance review.

Hireback Employee Performance Evaluations

All hirebacks will have an annual performance evaluation completed as described in the
Hireback SOP.

Supervisor (Rater) Training

All supervisors will receive training on the PRD module in MySuccess including the
development of employee performance objectives, proper completion of the various
PRD forms, proper documentation of employee activities, and methods of conducting
the performance review conference.

The CMPD Human Resources Division will monitor the PRD process and the quality of
the submitted PRD forms to develop any additional training.

Probationary Evaluations
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1. Probationary Employees
a. Sworn Employees

Probationary sworn employees will be reviewed quarterly, and these
reviews will include a brief description of employee performance and
performance goals for the next quarter. These quarterly reviews are
especially important to ensure entry-level sworn employees’ continued
suitability for the position and to ascertain whether they can perform the
required functions of their assignment.

(1)  All probationary sworn employees will receive their first quarterly
review after the first three (3) months of the CMPD Basic Recruit
Training. This review will include, at a minimum, a review of their
academic and physical training performance.

(2) The second quarterly report will be completed upon graduation
from the CMPD Basic Recruit Training and will include an overview
of their performance while in basic training. The PRD Mid-Year
Review Form, which is required by the City of Charlotte at the end
of the first six (6) months of employment, will be used to document
the second quatrter.

(3)  After the first three (3) months of assignment with a Police Training
Officer (PTO), the third quarterly review should be completed in
conjunction with the PTO Mid Term Evaluation. This review can be
documented using the PTO Mid Term Evaluation Form or the
guarterly review form as long as it includes the PTO Mid Term
Evaluation criteria.

(4)  After completion of the PTO program, the fourth quarterly review
should be completed in conjunction with the PTO Final Evaluation.
This review can be documented using the PTO Final Evaluation
Form or the quarterly review form as long as it includes PTO Final
Evaluation criteria. After completing this final quarterly review, all
future PRDs will be completed as outlined in this directive.

b. Civilian Probationary Employees

(1)  All civilian employees must receive a probationary evaluation 30
days before the conclusion of the six (6) month probationary period.
After completing the evaluation utilizing the PRD Mid-Year Review
Form, supervisors will meet with employees to provide a copy of
the evaluation and discuss the employee’s performance.

(2)  The purpose of the PRD Mid-Year form is to provide supervisors
with an opportunity to evaluate employee continued suitability for
the position for which they were hired, measure the quality of their
work, reward exceptional performance, coach employee growth
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and development, and identify areas where improvement is
needed.

(3) Employees must be able to ask questions regarding the evaluation
and provide written feedback regarding their performance.

2. New Sworn Promotion Evaluations

a. Per Atrticle 1ll. Sec. 4.61. of the Charlotte City Civil Service Ordinance, all
newly promoted sworn personnel are on a probationary period of six (6)
months from their effective date of promotion. These employees will be
closely observed and evaluated by their supervisor to ensure their
continued suitability for the position and to ascertain whether they can
perform the required functions of their assignment.

b. Upon promotion, the current PRD will be closed and a new one opened.

C. The newly promoted employee’s supervisor will complete a mid-year
review three (3) months from the promotion effective date and a
Promotion Probation PRD six (6) months from the promotion effective
date.

d. All mid-year reviews (see Appendix A) will be promptly sent to the CMPD
Human Resources Division.

3. Performance Probation

Performance probation is designed to inform employees that their performance
does not meet job requirements and that they have a limited time to improve or
they may be demoted or terminated. Non-probationary employees must be
advised in writing that their performance is deemed to be unsatisfactory before
the end of the annual rating period.

a. If at any time during the year an employee’s performance suddenly
reaches a level that places the employee or the CMPD at risk, the
employee will be placed on performance probation to clearly indicate that
immediate improvement or change is mandatory. Such action requires
concurrence from the employee’s chain of command and the CMPD
Human Resources Division Director or designee. Employees should be
informed that their performance has declined before being placed on
performance probation.

b. Employees are typically placed on performance probation for 90 days. If
sufficient improvement has not occurred during that period, the employee
may be terminated, or the probationary period can be extended for an
additional 90 days.

C. Employees should not be placed on performance probation for longer than
six (6) months except in extenuating circumstances.
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d. Employees on performance probation at any time during the year may not
be eligible for incentives and other awards that may be available to City of
Charlotte employees.

e. Employees placed on performance probation will have their merit dates
extended by the length of time they are on probation.

f. To place an employee on performance probation, the supervisor must
close out the current PRD and assign a rating of Marginal or Unacceptable
with appropriate documentation to justify placing the employee on
probation.

g. Performance Probation is not a prerequisite for termination from
employment. An employee may be terminated without being placed on
performance probation.

Evaluation Appeal

The PRD process is designed to provide employees and supervisors with an
opportunity to communicate and to ensure that employees understand what is expected
of them to meet the required level of performance. The process is much more than just
a once-per-year conversation about performance. It involves daily leadership and
ongoing feedback to and from employees. This process helps employees succeed by
providing clear direction, guidance, correction as needed, and assistance with achieving
current objectives and future career goals.

The procedures outlined in this directive are intended to minimize disagreements
between supervisors and employees concerning performance evaluations. Employees
may appeal evaluations that they believe are inaccurate by following the process
outlined below.

1. During the performance review conference, the employee should ensure that the
supervisor receives all documentation and information provided by the employee
as a part of the self-evaluation. The employee should provide any additional
written documentation and/or information that the employee feels is relevant to
the evaluation.

2. If the conflict is not resolved at the performance review conference, the employee
should schedule a meeting with the PRD reviewer. The name of the reviewer will
appear on the MySuccess route map. Before the meeting, the employee should
complete the self-evaluation and/or other written documentation to be used
during the discussion with the reviewer.

3. If the conflict is not resolved during the conference with the reviewer, the
employee may schedule a meeting with the supervisor at the immediate next
higher level in the command structure. The same procedure will be followed as in
the conference with the reviewer.
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4. The Deputy Chief of the appropriate service group will have the final decision as
it relates to any appeals of evaluations through the chain of command.

J. Records Retention

PRD files are considered part of an employee’s official personnel file and will be
maintained as outlined under CMPD Directive 800-004, Records Retention