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NOTE: The Code of Virginia contains many statutes governing the training of law enforcement officers. Criminal Justice Training 
Reference Manual distributed by the Department of Criminal Justice Services provides guidance in this area.

RECRUIT TRAINING
TRN.01.01 The agency requires all newly sworn officers to have successfully completed a recruit training program 
prior to any routine assignment in any capacity in which the officer is allowed to carry a weapon and/or is in a position 
to make an arrest, except as part of a formal field training program. The recruit-training program shall include:

a.	 A curriculum based on tasks of the most frequent assignments of officers who complete recruit training;
b.	 Use of evaluation techniques designed to measure competency in the required skills, knowledge, and 

abilities (SKA); 
c.	 Compliance with state training mandates for police officers and deputy sheriffs; and
d.	 Any applicable legal requirements relevant to the performance of duties. 

COMMENTARY: The intent of this standard is to ensure that all officers have completed the agency required 
law enforcement basic training academy and field training program.

TRN.01.02 A written directive establishes a field-training program for recruits with provisions for the following:
a. 	 Field training for trainees in accordance with DCJS standards, at a minimum;
b. 	 A selection process for field training officers;
c. 	 Supervision of field training officers;
d. 	 Training of field training officers;
e. 	 Rotation of recruit field assignments, if possible;
f. 	 Guidelines for the evaluation of recruits by field training officers; and
g. 	 Reporting and documentation responsibilities of field training officers.

COMMENTARY: The intent of this standard is to ensure that all officers have completed the agency required 
field training program under the supervision of a properly trained field training officer(s).

Specialized/In-Service Training
TRN.02.01 A written directive identifies the functions for which specialized training is required, and includes the 
following:

a.	 Development and/or enhancement of the skills, knowledge, and abilities particular to the specialized 
training; and

b.	 Supervised on-the-job training.

TRN.02.02 A written directive requires that sworn personnel be trained or at a minimum provided information 
on newly enacted laws and revisions to laws relating to the agency’s responsibilities. (01/09)

COMMENTARY: Newly enacted legislative changes may be found on the Virginia State Police website.

TRN.02.03 The agency provides skill development to all personnel upon functional reassignment or promotion.
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Civilian Training
TRN.03.01 A written directive requires all newly appointed civilian personnel to receive information regarding:

a. 	 The agency’s role, purpose, goals, policies, and procedures;
b. 	 Working conditions and regulations; and
c. 	 Responsibilities and rights of employees.

TRN.03.02 A written directive identifies the civilian positions for which training is required for:
a. 	 Pre-service; and
b. 	 In-Service.

Record Keeping
TRN.04.01 A written directive requires that proper documentation and records be kept on file for all job related 
training received by agency personnel, to include:

a. 	 The title of the training received;
b. 	 The dates and number of hours of attendance;
c. 	 The identification of trainers or agencies presenting the course; and
d. 	 The names of all agency personnel receiving the training.
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GLOSSARY OF TERMS

Academy: A training facility, which is certified by the Virginia Department of Criminal Justice Services to conduct 
basic, in-service and other specialized training for law enforcement personnel. The facility may be run by a single 
agency or may be regional.

And: used as a function word to indicate connection or addition especially of items within the same class or type; used 
to join sentence elements of the same grammatical rank or function. In the context of accreditation, when the word 
“and” is used between items then all items must be accounted for – proven.

Auxiliary Officer: (Virginia Code §15.2-1731) Auxiliary officers shall be defined by their authority or lack of authority 
to arrest. If the auxiliary member has the authority to arrest, he or she must meet the minimum law enforcement 
training standards as set by the Department of Criminal Justice Services (Virginia Code §9-170) for law enforcement 
officers. Auxiliary members not having the authority to arrest must meet minimum training standards as set by the 
Department of Criminal Justice Services pertaining to the tasks they perform, if applicable.

Capital Assets: Assets that add to the long-term worth. Capital assets are items the agency acquires for long-term 
use such as furniture and equipment as opposed to supplies such as pencils and paper. Examples of capital assets are 
vehicles, weapons, uniforms and office equipment.

Career Development Activities: An organized and supervised set of duties or functions designed to facilitate 
personnel advancement by stimulating learning such as counseling, training and/or job rotations.

Chain of Command: Formal lines of communication going downward or upward within the organizational hierarchy 
through each successive level of command.

Civil Process: Those writs, summonses, mandates, petitions, or other process issuing from a court of law or equity 
pertaining to a cause of action of a civil nature. The term includes original, intermediate and final process to be served 
by the agency in any action involving civil litigants. For the purpose of the accreditation standards, asset forfeiture 
will not be considered under this category.

Commentary: The italicized narrative located below the standard statement, which serves as a guide regarding the 
intent of the standard. It is solely for clarification and is NOT a binding part of the standard.

Crime Analysis: Evaluation of criminal incidents using statistical raw data relative to date, time geographic location 
or other significant detail formulated to increase criminal justice assets in order to bring those responsible to justice.

Evaluation Period: An established length of time during which an employee is evaluated for his/her ability to learn 
and/or perform expected tasks and functions associated with his/her assigned position. Sheriffs may use this as a tool 
in place of the probationary period, as there is no guarantee of employment within a sheriff’s office.

Evidentiary Property: An item that will be used during the legal process

Field Training: A program for recruit officers/deputies designed to enable them to apply classroom knowledge in 
closely supervised on-the-job situations.

Foreign National: Someone who is not a United States Citizen but may reside legally within the United States.

Holding Cell: A temporary detention facility where detainees are held pending arraignment, hearing or trial (court 
appearance) that is not co-located with and operated as an integral part of a jail.

Interview/Interrogation Room: An agency designated room(s) that will be used by agency members to either conduct 
custodial interviews of arrestees or non-custodial interviews of witnesses, victims, or potential suspects. These rooms 
shall not be used as prisoner holding cells.

Job Classification: A group of positions that perform similar duties, have similar qualifications and have the same 
salary grade.
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Job Description: A description of the tasks, duties, responsibilities and working conditions associated with a job. A 
job description generally contains information on the following:

• What the employee will do;
• What skills, knowledge, and abilities (SKA’s) the job requires; and
• What the working conditions and the physical demands of the job are.

Legal Process: Any item of civil or criminal process, whether original, intermediate or final which is valid on its face 
and is to be served or executed by the law enforcement agency.

Line Inspection: The frequent inspection of personnel, equipment and/or facilities.

Lock Up Facility: A temporary facility where detainees are held for not more than twelve (12) hours pending CCRE 
processing, appearance before a magistrate, release on bond, commitment to jail, or transfer to another facility. The 
Lock Up Facility is not co-located with or operated as in integral part of a jail.

Non-Evidentiary Property: Property that has come into the agencies custody that has no value to the criminal/legal 
process.

Or: used as a function word to indicate an alternative <coffee  tea> <sink or swim>, the equivalent or substitutive 
character of two words or phrases <lessen or abate>, or approximation or uncertainty <in five  six days>. In the 
context of accreditation, when the word “or” is used between items then one item or the other must be accounted for 
– proven. The same rule applies where the character “/” is seen dividing two or more terms.

Personnel: All sworn and non-sworn members of an agency and any volunteers working on behalf of the agency.

Probationary Status: For police departments, a phase of the selection promotional process represented by some form 
of conditional employment.

Special Police Officer: (Virginia Code §15.2-1737) Officers appointed by the circuit court, upon application of the 
sheriff or chief of police, for a period of not more than four years. Special police officers may be re-appointed. They 
must be determined to be suitable and discreet (background investigation.) They shall be conservators of the peace 
under the supervision of the person or agency making application for the appointment. The agency or person making 
application shall likewise be civilly liable for any wrongful action or conduct committed by the appointee within the 
scope of his/her employment. The special police officer may be a paid employee if he/she is not otherwise employed.

Special Purpose Vehicle or Animal: A vehicle or animal used due to considerations of weather, terrain, the need for 
inconspicuous appearance, quietness, storage requirements, special operational needs, etc. This category includes but 
is not limited to: SWAT trucks, bomb disposal vehicles, mobile command posts, all-terrain vehicles, snowmobiles, 
boats, aircraft, prisoner transport vehicles, motorcycles, bicycles, and animals such as dogs and horses.

Staff Inspection: The periodic inspection of agency procedures conducted by designated agency personnel.

Written Directive: Any written documents used to guide or affect the performance or conduct of agency employees. 
The term includes policies, procedures, rules and regulations, general orders, special orders, memorandums, and 
instructional material such as lesson plans. Also included in this category are International, Federal, State, and local 
laws and ordinances.
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Refer to the VLEPSC Directives listed below to view specific changes to standards/bullets. 
 

Standard Governing 
VLEPSC Directive

Date

OPR.11.01 (c) 2009-04 11-16-09

ADM.02.04 2009-05 12-02-09

OPR.10.01 2009-06 12-02-09

OPR.10.02 2009-06 12-02-09

OPR.13.01 2010-05 06-07-10

OPR.13.01 2010-06 09-09-10

OPR.08.02-06 2010-07 09-09-10

VARIOUS 2010-08 09-24-10

Document changes
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V L E P S C  D I R E C T I V E   
 
Date: November 16, 2009 
 
To: VLEPSC Participating Agencies 
 
From:  Chief John Skinner, Chairman 

Gary M. Dillon, Program Manager 
 
Re: OPR.11.01 – bullet ‘C’ 
 
An error has been discovered in the 6th Edition program manual. The intent of this 
directive is to guide accreditation managers and assessors in its application. 
 
The 6th Edition version of OPR.11.01 currently states: 
 
OPR.11.01 A written directive establishes the agency’s courthouse/courtroom security 
function, to include: 
a. Facility security plan; 
b. Security operations; 
c. High-profile trial plans; 
d. High-risk trial plans; and 
e. Emergency procedures (i.e., fire, bomb, prisoner escape, etc.). 
 
 
Bullet ‘C’ is a new bullet that was added for the 6th edition. This bullet should have been 
designated as being effective January 2009 (01/09) but was omitted. 
 
The program manual will be revised to reflect the following: 
  
c. High-profile trial plans; (01/09) 
 
 
Assessors will only verify written directives and compliance for this bullet from 01/09 
forward. 
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V L E P S C  D I R E C T I V E   
 
Date: December 2, 2009 
 
To: VLEPSC Participating Agencies 
 
From:  Chief John Skinner, Chairman 

Gary M. Dillon, Program Manager 
 
Re: ADM.02.04 
 
It was brought to our attention recently that Articles 51 & 55 of the Vienna Convention 
does not cover rights and privileges to foreign nationals as shown in our current standard.  
 
Consultation with the State Department has shown that this is covered under Articles 
5, 36 & 37. 
 
The 6th Edition version of ADM.02.04 currently states: 
 
ADM.02.04 A written directive addresses the rights and privileges of foreign nationals 
and diplomatic immunity as applicable with Articles 51 & 55 of the Vienna Convention. 
 
COMMENTARY: Refer to Articles 51 & 55 of the Vienna Convention and the U.S. 
Department of State publications “Consular Notification and Access” and “Diplomatic 
and Consular Immunity.” 
 
 
The program manual will be revised to reflect the following: 
 
  
ADM.02.04 A written directive governs procedures for assuring compliance with all 
consular notification and access requirements in accordance with applicable articles of 
the Vienna Convention. 
 
COMMENTARY: Refer to the U.S. Department of State publication “Consular 
Notification and Access.” 
 
 
Please contact the Accreditation Center if you have any questions. 
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V L E P S C  D I R E C T I V E   
 
Date: December 2, 2009 
 
To: VLEPSC Participating Agencies 
 
From:  Chief John Skinner, Chairman 

Gary M. Dillon, Program Manager 
 
Re: OPR.10.01/OPR.10.02 – Lock-Ups/Holding Cells 
 
The Virginia Department of Corrections (VDOC) has the responsibility for regulating 
Lock-ups. VDOC requires a physical security check of detainees at a minimum of twice 
per hour. Many agencies are doing these checks at random times to avoid predictability 
by the detainee. These checks may not occur every thirty minutes, but do occur at least 
twice per hour.  
 
For example, the first check may be conducted at 08:05 and another at 08:45, covering 
twice an hour, but not every thirty minutes. This is compliant with DOC requirements, 
but not compliant with our standard. VLEPSC OPR.10.01 requires the checks to be 
conducted at least every thirty minutes. The VLEPSC standard covering lock-ups will be 
revised to be consistent with DOC requirements. 
    
VDOC does not regulate court holding cells as covered under OPR.10.02 and defined in 
the 6th edition glossary; however, for consistency in physical security checks, OPR.10.02 
will be revised as well.  
 
These changes will take effect immediately. 
 
The 6th Edition version of OPR.10.01 currently states: 
 
 
OPR.10.01 IF the agency operates a lock-up facility, a written directive requires that all 
involved personnel in the operation of the lock-up facility: 
 
a. Receive training in the operation/security of the lock-up facility; 
b. Properly secure firearms prior to entering the lock-up facility; 
c. Control the use of keys and other access devices; 
d. Search all prisoners upon entry into the lock-up facility; and 
e. Conduct a physical security check of each prisoner at least every 30 minutes. 
 
COMMENTARY: Refer to glossary for definitions. 
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The program manual will be revised to reflect the following: 
 
  
OPR.10.01 IF the agency operates a lock-up facility, a written directive requires that all 
involved personnel in the operation of the lock-up facility: 
 
a. Receive training in the operation/security of the lock-up facility; 
b. Properly secure firearms prior to entering the lock-up facility; 
c. Control the use of keys and other access devices; 
d. Search all prisoners upon entry into the lock-up facility; and 
e. Conduct a physical security check of each prisoner at least twice per hour. 
 
COMMENTARY: Refer to glossary for definitions. 
 
 
The 6th Edition version of OPR.10.02 currently states: 
 
  
OPR.10.02 IF the agency operates a holding cell(s), a written directive requires that all 
involved personnel in the operation of the holding cell(s): 
 
a. Receive training in the operation/security of the holding cell(s); 
b. Properly secure firearms prior to entering the holding cell(s); 
c. Control the use of keys and other access devices; 
d. Search all prisoners upon entry into the holding cell(s); and 
e. Conduct a physical security check of each prisoner at least every 30 minutes. 
 
COMMENTARY: Refer to glossary for definitions 
 
 
The program manual will be revised to reflect the following: 
 
 
OPR.10.02 IF the agency operates a holding cell(s), a written directive requires that all 
involved personnel in the operation of the holding cell(s): 
 
a. Receive training in the operation/security of the holding cell(s); 
b. Properly secure firearms prior to entering the holding cell(s); 
c. Control the use of keys and other access devices; 
d. Search all prisoners upon entry into the holding cell(s); and 
e. Conduct a physical security check of each prisoner at least twice per hour. 
 
COMMENTARY: Refer to glossary for definitions 
 
 
Please contact the Accreditation Center if you have any questions.
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V L E P S C  D I R E C T I V E  
 
 
Date: June 7, 2010 
 
To: VLEPSC Participating Agencies 
 
From:  Gary M. Dillon, Program Manager 
 
Cc: Sheriff Fred Newman, Chairman 
 VLEPSC Executive Board 
 
Re: OPR.13.01 – Domestic Violence 
 

On June 3, 2010, the VLEPSC Executive Board met and authorized the following 
directive. 

Background 
§ 9.1-1300 Code of Virginia addresses two (2) additional areas (#6 & #7) that are not 
covered in VLEPSC Standard OPR.13.01. 

§ 9.1-1300. Domestic violence policies and procedures for law-enforcement agencies in the Commonwealth. 
  
The Virginia Department of State Police and the police and sheriff's departments of every political 
subdivision in the Commonwealth shall establish an arrest policy and procedures for domestic violence and 
family abuse cases. Any local police or sheriff's department is authorized to adopt an arrest policy that 
prescribes additional requirements under this section. Any policies and procedures established under this 
section shall at a minimum provide guidance to law-enforcement officers on the following:  
 
1. The department's arrest policy;  
2. The standards for determining who is the predominant physical aggressor pursuant to § 19.2-81.3;  
3. The standards for completion of a required incident report to be filed with the department including the 
existence of any special circumstances which would dictate a course of action other than arrest;  
4. The department's policy on providing transportation to an allegedly abused person;  
5. The legal and community resources available to allegedly abused persons in the department's jurisdiction;  
6. The department's policy on domestic violence incidents involving law-enforcement officers; and  
7. The department's policy on the handling of cases involving repeat offenders of family abuse or 
domestic violence.  
 
(2008, cc. 600, 771.)  
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Directive 
VLEPSC Standard OPR.13.01 will be revised and will appear in the following format: 
 
OPR.13.01 A written directive establishes the procedures for handling domestic violence, to include: 
 
a. Outlining arrest criteria; 
b. Defining standards for determining the predominant physical aggressor; 
c. Outlining standards for completing arrest reports; 
d. Defining procedures for transporting victims to safe places or medical facilities; 
e. Requiring officers to advise victims of available legal and community resources; 
f.  Requiring officers to petition for an emergency protective order in accordance with the Code of Virginia; 
g. Outlining the handling of domestic violence incidents involving law enforcement officers; and (01/11) 
h. Outlining the handling of cases involving repeat offenders of family abuse or domestic violence. (01/11) 

Implementation 
Bullets G & H of the standard will become effective January 1, 2011. Agency directives must 
reflect these changes as of the effective date. 
 
§ 9.1-102  Code of Virginia requires DCJS to publish a model policy for law-enforcement 
personnel in the handling of family abuse, domestic violence, sexual assault and stalking 
cases, including standards for determining the predominant physical aggressor in 
accordance with § 19.2-81.3 Code of Virginia.  
 
The existing sample directives, 2-32 and 2-32A, are currently being reviewed by DCJS 
staff for accuracy. Agencies will be notified if any revisions are made to these directives. 
 
Please call the Accreditation Center if you have any questions.
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V L E P S C  D I R E C T I V E  
 
 
Date: September 9, 2010 
 
To: VLEPSC Participating Agencies 
 
From:  Gary M. Dillon, Program Manager 
 
Cc: Sheriff Fred Newman, Chairman 
 VLEPSC Executive Board 
 
Re: OPR.13.01 – Domestic Violence 
 

On September 9, 2010, the VLEPSC Executive Board met and authorized the following 
directive. 

Background 

VLEPSC Standards OPR.13.01 (d) requires that agencies provide transportation for victims 
to safe places or medical facilities, but does not cover appearance before a magistrate. 

The following Code section requires, upon request, to transport or arrange for the 
transportation of an abused person to a hospital or safe shelter, or to appear before a 
magistrate.  

The magistrate appearance is not listed within the current standard and will be added. 

------------------------------------ 

§ 19.2-81.3. Arrest without a warrant authorized in cases of assault and battery against a 
family or household member and stalking and for violations of protective orders; procedure, 
etc.  

E. A law-enforcement officer investigating any complaint of family abuse, including but not 
limited to assault and battery against a family or household member shall, upon request, 
transport, or arrange for the transportation of an abused person to a hospital or safe 
shelter, or to appear before a magistrate. Any local law-enforcement agency may adopt a 
policy requiring an officer to transport or arrange for transportation of an abused person as 
provided in this subsection.  
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Directive 
VLEPSC Standard OPR.13.01 will be revised and will appear in the following format: 
 
OPR.13.01 A written directive establishes the procedures for handling domestic violence, to include: 
 
a. Outlining arrest criteria; 
b. Defining standards for determining the predominant physical aggressor; 
c. Outlining standards for completing arrest reports; 
d. Defining procedures for transporting victims to safe places or, medical facilities, or to appear before a   
magistrate; 
e. Requiring officers to advise victims of available legal and community resources; 
f.  Requiring officers to petition for an emergency protective order in accordance with the Code of Virginia; 
g. Outlining the handling of domestic violence incidents involving law enforcement officers; and (01/11) 
h. Outlining the handling of cases involving repeat offenders of family abuse or domestic violence. (01/11 
 

Implementation 
The addition of “or to appear before a magistrate” will become effective January 1, 2011. 
Agency directives must reflect these changes as of the effective date. Agencies may utilize 
compliance documentation in their files regarding magistrate appearances retroactive to this 
date. 
 
Please call the Accreditation Center if you have any questions.
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V L E P S C  D I R E C T I V E  
 
 
Date: September 9, 2010 
 
To: VLEPSC Participating Agencies 
 
From:  Gary M. Dillon, Program Manager 
 
Cc: Sheriff Fred Newman, Chairman 
 VLEPSC Executive Board 
 
Re: OPR.08.02 through OPR.08.06 
 

On September 9, 2010, the VLEPSC Executive Board met and authorized the 
following directive. 

Background 
OPR.08.02 through OPR.08.06 allow the agency the option of complying with supervisory 
notification in what they determined to be unusual instances. Many agencies were putting 
memos into the file stating that they did not have any unusual instances in these areas and 
therefore had no occurrences for these standards. Most agencies will have some type of 
compliance for these standards and removing the “or unusual instances” phrase will ensure 
the need to comply in what are fairly libelous areas of concern.  

Directive 
OPR.08.02 A written directive describes procedures for transporting and handling individuals known to be 
physically ill. The written directive must address: 
 
a. Supervisory notification in the above circumstancesor unusual instances; 
b. Dealing with medical personnel and hospital protocol; and 
c. Documentation of the occurrence and action taken. 
 
OPR.08.03 A written directive describes procedures for transporting and handling individuals known to be 
mentally ill. The written directive must address: 
a. Supervisory notification in the above circumstancesor unusual instances; 
b. Dealing with medical personnel and hospital protocol; and 
c. Documentation of the occurrence and action taken. 
 
OPR.08.04 A written directive describes procedures for transporting and handling individuals known to be 
injured. The written directive must address: 
a. Supervisory notification in the above circumstancesor unusual instances; 
b. Dealing with medical personnel and hospital protocol; and 
c. Documentation of the occurrence and action taken. 
 
OPR.08.05 A written directive describes procedures for transporting and handling individuals known to be 
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handicapped. The written directive must address: 
a. Supervisory notification in the above circumstancesor unusual instances; 
b. Dealing with medical personnel and hospital protocol; and 
c. Documentation of the occurrence and action taken. 
 
OPR.08.06 A written directive describes procedures for transporting and handling individuals suspected of 
having a communicable disease such as AIDS or hepatitis. The written directive must address: 
a. Supervisory notification in the above circumstancesor unusual instances; 
b. Dealing with medical personnel and hospital protocol; and 
c. Documentation of the occurrence and action taken. 
 
COMMENTARY: This written directive should include procedures for special handling of persons/prisoners 
who are suspected of having a communicable disease. This directive should also include methods for 
sanitizing the vehicle after transporting someone with a communicable disease. 

Implementation 
The removal of “or unusual circumstances” from the standard will become effective 
immediately. Accreditation files for the above standards may contain documentation for 
unusual instances for the current and/or prior terms. 
 
Please call the Accreditation Center if you have any questions.
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V L E P S C  D I R E C T I V E  
 
 
 
Date: September 24, 2010 
 
To: VLEPSC Participating Agencies 
 
From:  Gary M. Dillon, Program Manager 
 
Cc: Sheriff Fred Newman, Chairman 
 VLEPSC Executive Board 
 
Re: DISTRIBUTION - 6th Edition Program Manual – Version 5 
 
Version 5 of the 6th Edition Program Manual (standards) is being released today to all 
VLEPSC participating agencies.  
 
Changes to the manual will be managed in the following manner for this and future 
versions: 

• Any standard that is changed will have a change reference below it that will direct the reader to the 
VLEPSC Directive that authorizes the change. These directives can be found at the end of the 
Manual. 

• Page 44 of the Manual will feature a table of all VLEPSC Directives that affect the standards. 
 
During this review, a number of errors were discovered from when the first version of the 
6th edition was implemented. Some errors were in the Manual and others in the Standard 
Compliance Forms (SCF). The corrected SCF package has been updated on both 
websites. 
 
None of these errors should affect compliance with the standard, as most are simply 
minor wording issues that were recommended during the last standards review process.  
 
You will find those changes in the following pages. If you discover any additional errors, 
please contact the Accreditation Center. 
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ADM.01.01 

A written directive requires all personnel, prior toupon assuming sworn status, to take an oath of 
office to enforce the law and uphold the Constitution of the United States and the Constitution of the 
Commonwealth of Virginia. The oath shall include, at a minimum, the wording required by the 
Code of Virginia.  
 

ADM.05.03 
 

A written directive outlines procedures to be observed following an application of force, to include: 
 

a. A description of the internal process for the documentation, review, and disposition of any incident 
where an officer applies force resulting in, or allegedly resulting in, injury or death of a person; and 

b. A provision permitting the removal of any employee from line duty assignment, pending 
administrative review, whose actions or application of force results in serious physical injury or 
death. 

 
COMMENTARY:  Agencies must carefully review all incidents in which the application of force 
causes injury or death. Agencies may wish to consider that all applications of force should be 
documented and reviewed, not just those resulting in serious injury or worse. Control over the 
application of force must be maintained for reasons of safety, compliance with state law, or 
constitutional decisions. The agency directive should state situations or contexts in which force is 
applied that do not require reporting, such as during training. The purpose of removing employees 
from line duty assignment is to shield those who have not exceeded lawful authority in applying 
force. Further, agencies might consider removing from line duty, officers who have been involved in 
critical or traumatic use of force incidents for debriefing or counseling, possibly including the 
officers' family. Further, agencies should review their force directives at least annually. 
 

ADM.07.02 
 
The agency establishes a command protocol for the following situations, at a minimum: 
 

a. The absence of the Chief Executive Officer; 
b. Exceptional situations; and 
c. Situations involving personnel of different functions engaged in a single operation. 
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ADM.07.04 
 
 A written directive requires that: 
 

a. Each employee is responsible to only one supervisor at any given time; 
b. Each organizational component is under the direct command of only one supervisor; 
c. Supervisory personnel are accountable for the performance of employees under their 

immediate control; 
d. All employees obey any lawful order of a supervisor, including any order relayed from a 

supervisor by an employee of the same or lesser rank; and 
e. Procedures to be followed whenby an employee who receives a conflicting or unlawful 

order. 
 

ADM.14.02 
 
The agency identifies the services and resources which are available to the locality through both 
public and private service agencies, and makes such information is made available to agency 
personnel. 
 
COMMENTARY: Identifying services and resources available to the public allows law 
enforcement personnel to refer citizens in need of such services for appropriate assistance. 
Examples of public service agencies might be social services, health departments, etc. Examples of 
private service agencies might be the Red Cross, Salvation Army, Missions, Shelters, Crisis Centers, 
etc. 
 

ADM.16.02 
 
A written directive establishes procedures for property and evidence storage to include: 
 

a. Requiring all evidentiary property be stored within designated, secure areas; 
b. Requiring all non-evidentiary property be stored within designated, secure areas; 
c. Requiring secure facilities to be provided for storage of evidentiary and non-evidentiary 

property during periods when the property room is closed; 
d. Requiring that only authorized personnel have access to areas used by the agency for 

storage of evidentiary and non-evidentiary property; 
e. Requiring documented, escorted entry into property and evidence storage areas by those not 

routinely associated with the property and evidence function; (01/09) 
f. Requiring the maintenance of records that reflect the status of all property held by the 

agency;  
g. Establishing procedures for the temporary release of property items from the control of the 

property and evidence function; and 
h. Establishing procedures for the final release of property items from the control of the 

property and evidence function. 
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ADM.16.03 

 
The following inspections and reports shall be completed; 
 

a. At least quarterly, the person responsible for the property and evidence control function, or 
his or her designee, conducts an inspection of adherence to procedures used for the control 
of property; 

b. Whenever the primary property manager is assigned and/or transferred from the property 
and evidence control function, an inventory of property, to ensure that records are correct 
and properly annotated, is conducted jointly by the newly designated property manager and 
a designee of the CEO; 

c. An annual audit of property held by the agency is conducted by an employee not routinely 
or directly connected with property control; and 

d. Unannounced inspections of property storage areas are conducted at least twice per year as 
directed by the agency's chief executive officer. 

 
ADM.18.04 

 
A written directive specifies the activities of the internal affairs function, to include: 
 

a. Overseeing the assigned investigation(s) of alleged or suspected misconduct within the 
agency regarding a criminal matter; 

b. Overseeing the assigned investigation(s) of alleged or suspected misconduct within the 
agency regarding an administrative matter; and 

c. Maintaining the confidentiality and security of the internal affairs investigation and records. 
 

COMMENTARY:  It should be the policy of the agency that all allegations of employee misconduct 
be appropriately investigated and promptly adjudicated. Additionally, all reports or accusations 
made against members of the agency, or the agency in general, from all sources, should be 
completely investigated in order to insure the integrity of the agency and its members. 
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ADM.23.03 
 
A written directive specifies victim/witness assistance services to be provided during the follow-up 
investigation, if any, to include at a minimum: 
 

a. When not detrimental to the successful prosecution of the case, explaining to the    
victim/witness the procedures involved in their case and their role in those procedures; 

b. When feasible, scheduling line-ups, interviews, and other required appearances at the 
convenience of the victim/witness, to include, and, at the option of the agency (unless 
required by Code), providing transportation; and 

c. When feasible, promptly returning victim/witness property taken as evidence (except 
contraband, disputed property, and weapons used in the course of the crime), where 
permitted by law or rules of evidence. 

 
COMMENTARY: In most cases these services should be provided by the investigating 
officer/investigator. 
 

ADM.25.01 
 
A written directive requires the documenting and/or /reporting of every incident if the incident is 
alleged to have occurred in the agency's service area to include: 
 

a. Citizen reports of crimes; 
b. Citizen requests/calls for service; 
c. When an employee is dispatched or assigned; 
d. Criminal cases initiated by law enforcement employees;  
e. Non-criminal cases initiated by law enforcement employees; 
f. Incidents resulting in custodial arrests; and 
g. Incidents resulting in the issuing of summonses. 
 

COMMENTARY:  A record should be made of actions taken by Virginia law enforcement 
personnel whether in response to a request for service or for self-initiated actions.  
 

ADM.25.02 
 
The agency's criminal incident records system must: 
 

a. Be compatible with the requirements of the Virginia Crime Reporting Program; and 
b. Have records (physical or electronic) accessible 24 hours a day. 

 
COMMENTARY:  Participation in the national Uniform Crime Reporting/Incident Based 
Reporting system helps promote the development of good record keeping and aids in the effort 
to establish a national database of crime statistics. The standard would be satisfied if the 
agency reports data via the Incident Based Reporting Repository in keeping with Code of 
Virginia, for subsequent inclusion in the national system and supplied 24-hour access to 
physical or electronic records. 
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Participation in the national Uniform Crime Reporting/Incident Based Reporting system helps 
promote the development of good record keeping and aids in the effort to establish a national 
database of crime statistics. The standard would be satisfied if the agency reports data via the 
Virginia Central Criminal Records Exchange, for subsequent inclusion in the national system and 
supplied 24-hour access to physical or electronic records. 
 

ADM.25.07 
 

A written directive establishes a incident reporting system to include: 
 

a. Guidelines for types of incidents that require reports; 
b. Procedures for processing reports; and 
c. Procedures for incidents reported to the agency, by citizens of their jurisdiction, when the 

jurisdiction of the offense cannot be determined.  
 
COMMENTARY:  This directive may be in the form that describes and illustrates the information 
to be included on report forms 
 
 

OPR.10.03 
 

IF the agency operates a lock up facility and/or holding cell(s), a written directive prescribes 
procedures to be followed in the event of an escape. 
 

OPR.11.03 
 
IF the courthouse/courtroom is equipped with duress alarms or other means ofor summoning 
emergency, assistance, then the equipment must be tested and fully operational. (01/09) 
 
COMMENTARY: This standard does not include fire/intrusion alarms. 
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