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	Policy #

Written Directives
	Related Policies:

	This policy is for internal use only and does not enlarge an employee’s civil liability in any way. The policy should not be construed as creating a higher duty of care, in an evidentiary sense, with respect to third party civil claims against employees. A violation of this policy, if proven, can only form the basis of a complaint by this department for non-judicial administrative action in accordance with the laws governing employee discipline.

	Applicable State Statutes: 

	KACP Accreditation Standard:  4.6

	Date Implemented:
	Review Date:


I. Policy:
To establish a policy for the development and promulgation of written directives, policies, procedures, rules and regulations.  

II. Procedure: 

A. All written directives will be issued by the Police Chief and must have approval of that office before being issued.

B. Any modification to written directives must be approved by the Police Chief prior to any change.

C. Written directives will be reviewed by staff personnel prior to implementation.

D. Written directives will be reviewed annually to see if modification, update or change is needed.
E. Written directives may be written by:

a. Police Chief

b. INSERT RANK
c. Must have final approval by the Police Chief

F. Approved Directives
a. Administrative Section responsibility.

a) Index

b) Purge

c) Update

· Updated policy and procedures manuals will be kept in binder/electronic form and stored in a readily accessible place for viewing and review.

d) Dissemination

· Administrative Section will disseminate new and updated directives to department personnel.

G. Personnel Responsibility
a. Acknowledgment of directives by signature.

b. Placement of directives into personal issued manual/computer.

c. Become familiar with directives.
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