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(e) Brief the on-duty supervisor as to the circumstances of the incident. 
 

(f) As soon after the incident as possible, officer(s) involved shall prepare a written 
report, fully explaining the circumstances of the incident.  The report may be 
supplemented to a "Criminal Report" or placed on a "Non-Criminal" report form 
if no reportable criminal act occurred in our jurisdiction.  The reports shall be 
turned over to the Officer-In-Charge of the investigation. 

 
The report shall be completed in the following sequence and contain the following 
information: 

 
(1) Name and badge number(s) of the officer(s) directly involved in the 

incident. 
(2) Date and time of occurrence. 
(3) Location of occurrence. 
(4) Type, caliber, and serial number of firearm(s) discharged. 
(5) Type and caliber of ammunition fired. 
(6) Number and direction of shots fired. 
(7) Description of object fired at.  (If a person, give name, race, sex, DOB, etc., 

if known). 
(8) Whether or not the object fired at was moving, standing, or barricaded and 

direction of travel if in a vehicle. 
(9) Whether or not the officer was moving in a vehicle, standing, running, 

barricaded, etc. 
(10) Results of the shot(s) fired (extent of wounds, other objects stuck, etc.). 
(11) Names of supervisor, commanders, and investigative personnel responding 

to the scene. 
(12) Other pertinent information concerning the incident written in narrative 

form; to be included are the reasons for the use of the firearm, etc. 
 

(g) Officer(s) involved shall be available for official interviews regarding the 
incident, and shall be subject to reasonable recall to duty at any time. 

 
 
B. On Duty Supervisor 

The on-duty Watch Commander is to: 
 

(a) Immediately respond to the scene of the incident and determine the welfare of all 
involved parties. 
 

(b) Be responsible for command at the scene and protection of the scene evidence 
until arrival of the Officer-
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(e) Appoint an Officer-in-Charge to head the investigation of the incident.  
 

 
E. Chief of Police 

(a) The Chief of Police or designee will be the spokesperson for the Department for 
all information released to the media. 

 
(b) Make a determination as to whether the officers involved in the incident resulting 

in the death or injury of another need to be: 
 

(1) Placed on Administrative Leave With Pay 
(2) Reassigned to administrative duties. 
(3) Placing officer(s) on Administrative Leave or reassigning them of 

administrative duties is not intended to imply or indicate the officer(s) have 
acted improperly. Rather it is done solely at the discretion of the Chief with 
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(a) An officer, on or off-duty, shoots and injures any person during the scope and 

course of employment; 
 
(b) An individual dies while in the custody or control of an officer or the Department 

where the use of force may be approximate cause of death. 
 

 
G. Incident Board of Inquiry  

(a) To aid the continuing evaluation of policy, procedure, and training, the Board of 
Inquiry will review all incidents as directed by the Chief of Police. 

 
(b) The Board of Inquiry should be convened within 5 working days following 

completion of the incident investigation.  The Board of Inquiry should consist of: 
 
(1) 
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(g) The report shall be completed and submitted by the Field Services Division 
Commander within ten (10) business days of the incident, unless an extension is 
approved. 

 
 

H. Field Services Division Commander 
The Field Services Division Commander will be responsible for 
 
(a) Initial review of the findings by the Incident Inquiry Board.  The report and case 

file forwarded by the Board will be reviewed to determine if: 
(1) Department rules, policy or procedures were violated; 
(2) The relevant policy was clearly understandable and effective to cover the 

situation; 
(3) Department training is currently adequate. 
 

(b) Create a written report on the findings of policy violations or training 
inadequacies. 
 
(1) The Field Services Division Commander should conduct a written, 

documented analysis of all use of force reports to determine patterns or trends 
that could indicate training needs, equipment upgrades and/or policy 
modifications. 

 
(c) Forward the Inquiry Board report along with the review to the Chief of Police for 

final resolution and/or disciplinary action. 
 
 

 
I. Post Shooting Stress 
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All police officers must remember: 
 

IF YOU ARE SHOT, YOU DO NOT HAVE TO DIE. 
 
Officers must be mentally and emotionally prepared to cope with the aftermath of a 
shooting.  Prepare yourself in advance to fight back and go on living in the event you 
are shot. 

 
 

 
 
APPROVED 


