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11.1.1 (M M M M) (LE1) Description of Organization

A written directive describes the agency's organizational structure and 

functions and is available to all personnel.

Commentary

The agency may determine its own organizational structure. In 

organizing/reorganizing, the agency should consider applicable standards 

within the various chapters of the standards manual. The intent of this 

standard is to provide a written description of the agency's organization. 

The agency's organizational chart (see standard 11.1.2) should coincide 

with this description.

Functional responsibility may be assigned to an individual position or a 

component specifically created and staffed (subchapter 16.1 Allocation 

and Distribution of Personnel). Functional responsibility for several 

activities could also be assigned to a single position or component, as 

needed. (M M M M) (LE1)

Standard Number / Title

Standard 

Statement

Commentary

Basic LE Standard

GUIDANCE and 

SUGGESTIONS

NON-BINDING



1. Written Directive

2. Bulleted

3. Conditional

4. Linked

5. Observation

6. Activity Required

Most Common

Most Problematic



1. Written Directive

2. Bulleted

3. Conditional

4. Linked

5. Observation

6. Activity Required

Most Common

Most Problematic



An Activity Required Standard:

1. Requires that a specific activity occurs

Report

Review

Test
Survey

Inspection
Audit 

Analysis



Training 6.2.2

The academy performs a needs assessment to 
determine what training to provide.



An Activity Required Standard:

1. Requires that a specific activity occurs

2. May or may not require a written directive



Law Enforcement:

72.4.11   A written directive requires a 
documented report of all incidents that 
threaten the facility or any person therein.



Communications:

6.8.5    A documented inspection of the 
computer records and security system is 
conducted on all passwords or access codes for 
violations and improper use at least quarterly.

No Written Directive Required by Standard



“If its not in policy… it won’t happen”



What should be included in the written directive?

Who is to complete the activity?
What is the activity?
When is the activity to be completed by?
Where are the results to be delivered?
Why is the activity important?



Be cautious of 
exceeding the 

standard!



An Activity Required Standard:

1. Requires that a specific activity occurs

2. May or may not require a written directive

3. Many require the activity to be 
accomplished within a specific period (aka 
“Time Sensitive Standard”)



Campus Security:

23.2.4 A documented survey of campus community perceptions 
and opinions is conducted at least once every three years with 
respect to…..



Where can you find a listing of Time Sensitive 
Standards?        APPENDIX E



Term Definition

Annual: Once a year / every 12 months

Triennial: Every three years

Semi annual: Every six months / twice a year

Quarterly: Every three months

Biennial: Every two years

Monthly: Once a month / every 30 days

Weekly: Once a week / every 7 days

Per Incident: Each occurrence

Check all timeframes –
some have changed in LE 6th Edition !



Of the 8 types of standards, 
time sensitive standards are the 
most common.



If the agency’s written directive 
exceeds the timeframe required by 
the standard, the directive takes 
priority over the standard 
statement.



The Commentary may also 
provide required timeframes for 
time sensitive standards.





Report

Review

Test

Survey

Inspection

Audit 

Analysis



Written documentation of some type of activity.

Examples:

Incident Report

Use of Force Report

Liability Report

After Action Report



To examine or study an activity or process.  Less 
formal than a formal analysis.

Examples:
Review of Performance Evaluation
Review of Use of Force Report
Review of Procedure / Process (Suspicious 
Incidents)



Date:  January 29, 2017
To: Chief Able Smith
From: Dep Chief Joe Friday
RE: 2016 Special Assignment Review

I have completed a review of all specialized assignments within the Police Department.  Each assignment is addressed 
below:

Public Safety Diver
Purpose/Problem:  The Department’s underwater recovery unit was created in 1988 after a boat capsized in Lake Calea 
with 6 people and no flotation devices aboard.  All six occupants drowned, three were not located for six days due to a 
lack of proper watercraft, dive equipment and training.  Volunteers using their personal SCUBA equipment attempted 
to locate the victims, which were finally located through the use of side-scan sonar provided by the US Navy.
Evaluation:  The unit responded to 13 water emergencies during 2016, including three mutual aid requests from 
Lakeland PD.  Divers entered the water on six calls, recovering all seven drowning victims within our established goal of 
24 hours.  As a waterfront community with several bodies of water and a large number of registered recreational 
watercraft, it is important for the agency to maintain this program for FY2017 for the purposes of public safety and 
community relations.

Public Safety Boat Operator

SWAT Sniper

SWAT Operator



A DOCUMENTED review of an incident or 
occurrence prepared by or for the CEO or his/her 
designee.  The review should indicate whether 
policy, training, equipment, or disciplinary issues 
should be addressed.

Examples:
Admin Review of Agency Practices (Bias Based 
Profiling)
Admin Review of Pursuits
Admin Review of Internal Affairs 



SUPERVISOR’S REPORT

Name:   David Tackleberry Rank:  Sergeant Badge No  357

Investigated at:    [x ] Scene     [ ] Station     [ ] Hospital

Photographs Taken?                                    [x] Yes          [ ] No In-Car Video Reviewed?                            [x ] Yes          [ ] No

Witness Statements Taken?                       [ ] Yes          [ x] No Citizen Complaint Received?                    [ ] Yes          [x ] No

Supervisor’s Written Report?                     [x ] Yes          [ ] No Further Investigation Required?              [x ] Yes          [ ] No

Officer’s Actions Justified?                          [x ] Yes          [ ] No Policy Compliant?                                       [ ] Yes          [x ] No

Officer’s Name and Signature
Electronically Signed - DBT(APD0357)

Date
02/16/2016

Supervisor’s Name and Signature
Electronically Signed - EDT(APD0934)

Date
02/16/2016

Division Commander’s Name and Signature
Electronically Signed – JTF(APD0012)

Date
02/17/2016

Chief’s Name and Signature
Electronically Signed – ARS(APD007)

Date
02/19/2016



A careful appraisal and study to determine the 
significance and/or worth or condition, and to 
draw conclusions pertaining to an item, project, 
or activity.

Examples:
Performance Evaluation
Rater Evaluation 
Evaluation of Personal Early Warning System





Community Survey – Survey of residents of the 
community

Contact Survey – Survey of people having contact with 
agency

Examples:

Citizen Survey

Perceptions of Safety Survey





A careful and critical examination; a formal review of 
all components of a particular requirement and an 
examination of their application.

Adherence to Procedures

Integrity of Property

Maintained Properly



A complete and careful examination of the financial records 
of a business or person

Examples
Password Audit
Cash Fund Audit
Property / Evidence Audit



Standard 84.1.6b – Custodian Change Audit

“A documented accounting of high-risk items (e.g. 
cash, precious metals, jewelry, firearms, and drugs) 
and other evidence and non-agency property to 
establish that all property is accounted for and 
records can reasonably be assumed correct.”

Appendix I



Standard 84.1.6c – Annual Audit

“A significant representative sampling of property 
including high-risk items.”

Conducted by a supervisor not connected to Property and 
Evidence Function using Appendix K

100 or less items = Sample all items

101 or more items = Sample of 100 items
100 or more high risk items

Representative Sample up to 100 items



84.1.6  (M M M M) (LE1) Inspections and Reports

In order to maintain a high degree of evidentiary integrity over agency controlled 
property and evidence, the following documented inspections, inventory, and 
audits shall be completed:

a. an inspection to determine adherence to procedures 
used for the control of property and evidence is 
conducted semi-annually by the person responsible for 
the property and evidence control function or his/her 
designee;
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the property and evidence control function or his/her 
designee;
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84.1.6  (M M M M) (LE1) Inspections and Reports

In order to maintain a high degree of evidentiary integrity over agency controlled 
property and evidence, the following documented inspections, inventory, and 
audits shall be completed:

a. an inspection to determine adherence to procedures
used for the control of property and evidence is 
conducted by the person responsible for
the property and evidence control function or his/her 
designee;



84.1.6  (M M M M) (LE1) Inspections and Reports

b. an audit of property and evidence in compliance with 
Appendix I occurs whenever the property and evidence 
custodian is assigned to and/or transferred from the 
position and is conducted jointly by the newly 
designated property and evidence custodian and a 
designee of the CEO to ensure that records are correct 
and properly annotated;



84.1.6  (M M M M) (LE1) Inspections and Reports

b. an audit of property and evidence in compliance with 
Appendix I occurs whenever the property and evidence 
custodian is assigned to and/or transferred from the 
position and is conducted jointly by the newly 
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designee of the CEO to ensure that records are correct 
and properly annotated;



84.1.6  (M M M M) (LE1) Inspections and Reports

b. an audit of property and evidence in compliance with 
Appendix I occurs 

and is conducted jointly by the newly 
designated property and evidence custodian and a 
designee of the CEO to ensure that records are correct 
and properly annotated;



84.1.6  (M M M M) (LE1) Inspections and Reports

b. an audit of property and evidence in 
compliance with Appendix I occurs 

and is conducted jointly by the newly 
designated property and evidence custodian 
and a designee of the CEO to ensure that 
records are correct and properly annotated;



84.1.6  (M M M M) (LE1) Inspections and Reports

b. an audit of property and evidence in 
compliance with Appendix I occurs 

and is conducted jointly by the newly 
designated property and evidence custodian 
and a designee of the CEO to ensure that 
records are correct and properly annotated;



Appendix I



84.1.6  (M M M M) (LE1) Inspections and Reports

c. an annual audit of property and evidence in 
compliance with Appendix K is conducted by a 
supervisor not routinely or directly connected with 
control of property and evidence; and
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84.1.6  (M M M M) (LE1) Inspections and Reports

c. an audit of property and evidence in 
compliance with Appendix K is conducted by a 
supervisor not routinely or directly connected with 
control of property and evidence; and



84.1.6  (M M M M) (LE1) Inspections and Reports

c. an audit of property and evidence in 
compliance with Appendix K is conducted by a 
supervisor not routinely or directly connected with 
control of property and evidence; and



• If the agency has 100 or fewer items in custody, then the status of all 

items should be reviewed.

• If the agency has 101 or more items in custody, then a sample of 100 

items should be selected for the annual audit according to these criteria –

• If the agency has 100 or more high risk items, then the 

annual audit should review a representative sample of 100 high risk 

items.

• If the agency has fewer than 100 high risk items, then the 

annual audit should review all the high risk items, plus a 

representative sample of other items to bring the total reviewed to 

100.

Appendix K



84.1.6  (M M M M) (LE1) Inspections and Reports

d. unannounced inspections of property and evidence 
storage areas are conducted, as directed by the 
agency's chief executive officer, at least once a year.
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storage areas are conducted, as directed by the 
agency's chief executive officer, at least once a year.
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84.1.6  (M M M M) (LE1) Inspections and Reports

d. unannounced inspections of property and evidence 
storage areas are conducted, as directed by the 
agency's chief executive officer, .



84.1.6  (M M M M) (LE1) Inspections and Reports

d. unannounced inspections of property and evidence 
storage areas are conducted, as directed by the 
agency's chief executive officer, .



84.1.6  (M M M M) (LE1) Inspections and Reports

d. unannounced inspections of property and evidence 
storage areas are conducted, as directed by the 
agency's chief executive officer, .



Stnd # What Who When How

84.1.6a
Inspection

(Procedures)

Person Responsible 

for P&E Function

Semi-

Annually

84.1.6b Audit
New P&E Custodian 

and Designee of CEO 

Custodian 

Assignment 

or Transfer

Appendix I

84.1.6c Audit
Supervisor not 

connected to P&E
Annual Appedix K

84.1.6d
Inspections

(Storage Areas)
Directed by CEO

At Least

Once Per 

Year

Unannounced

Each Inspection / Audit has a separate function and must be completed separately!



A A A

A A A
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BD

D

D

D

D
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D

TIMEFRAMES



A A A

A A A

C C C

C

CHANGING TIMEFRAMES



A systematic, structured process for 
dissecting an event into its basic parts in 
order to identify essential elements. 

An analysis should reveal patterns or trends 
that could be predictive, indicate program 
effectiveness, or identify the need for 
additional training, equipment upgrade and 
policy modification.



8 4 3 6
Use of Force
Crime
Criminal Intelligence
Job Task  (O)
Grievances
Recruitment Plan
Pursuit
Campus Risk Assessment

Liability Incidents
Job Task (O)
Grievances
Recruitment Plan

Training Needs
Grievances
Recruitment Plan

Use of Force
Job Task (O)
Grievances
Recruitment Plan
Risk Assessment
Incident Analysis



To validate performance and professionalism

A tool to determine the agency’s resource 
allocation based on:

Trends

Patterns

Effects on the Agency / Personnel



Collect 

Event/Element 

Data

Collate 

Event/Element 

Data

Document and 
report findings

Identify 

Patterns/ Trends

Identify cause 
and/or effect of 
Patterns/ Trends



Collect 

Event/Element 

Data



Collect the data or data set

Calls for Service

Custodial Arrests

Define the data elements

Location

Time of Day

Document the source

Federal Bureau of Investigation

CAD Records

Collection period

January 1, 2014 – December 31, 2014

July 1, 2015 – June 30, 2016



Collect 

Event/Element 

Data

Collate 

Event/Element 

Data





0.0%

2.0%

4.0%

6.0%

8.0%

10.0%

12.0%

14.0%

16.0%

18.0%

M onday T uesday Wednesday T hur sday Fr i day Satur day Sunday

Da y  of  we e k

Street crime allegations by day of week

Location 2002 2001 Change

By Pass 48 & Main 10 5 50.00%

Broadway and Main 10 1 90.00%

Broadway and Miller Rd 9 5 44.44%

Columbus and By-Pass 48 7 1 85.71%

Columbus and Monroe 7 9 -28.57%

Broadway and Silver 7 4 42.86%

Cook and By Pass 48 7 10 -42.86%

By Pass 48 and Monroe Rd 6 1 83.33%

Miller Rd and Drake 6 1 83.33%

Warren and Broadway 5 3 40.00%

Silver and West 5 1 80.00%

Cincinnati and West 5 1 80.00%

Put the data in some type of order so that it can be reviewed.

This is a Visual 
Representation of Data



Collect 

Event/Element 

Data

Collate 

Event/Element 

Data

Identify 

Patterns/ Trends



Identify the W’s

What 

Where 

When 

Who 



Collect 

Event/Element 

Data

Collate 

Event/Element 

Data

Identify 

Patterns/ Trends

Identify cause 
and/or effect of 
Patterns/ Trends



Why is this occurring (cause)

What Harm / Damage (effect)

Potential Areas to Review:
Program Effectiveness

Training

Equipment

Policies



Collect 

Event/Element 

Data

Collate 

Event/Element 

Data

Document and 
report findings

Identify 

Patterns/ Trends

Identify cause 
and/or effect of 
Patterns/ Trends



Purpose

Methodology

Summary
Collected Data

Explanation of the Data

Findings
Patterns or Trends Identified

Recommended Actions

See Handout for Examples



Collect 
Data

Collate 
Date

Identify 
Trends

Identify 
Effects

Document

Analysis 
Process 
Never
Stops!



Analyze the agency’s:

 Policy

 Practice and 

 Training Activities.



DOCUMENTED

ANALYSIS

SPECIFIC DATA PERIOD
Data collected over 12 consecutive months  
(annual) or 36 months (triennial) and compared 
to the same months each year.

Completed TIMELY
Within 6 months of data collection.



DATA

COLLECTION

PERIOD

ANALYSIS

PERIOD ANALYSI

S

DUE



DATA

COLLECTION

PERIOD

ANALYSIS

PERIOD ANALYSI

S

DUE

DATA

COLLECTION

PERIOD



DATA

COLLECTION

PERIOD

BUDGE

T

DUE

ANALYSI

S

PERIOD

MAKE THE TIMING WORK FOR YOUR AGENCY’S BENEFIT

ANALYSI

S

DUE





The proof(s) presented must show continued 
compliance throughout the entire assessment 
period OR for the time period the standard is 
applicable to the agency.

Unless otherwise indicated, when a new standard is 
created, agencies have one year from the date 
approved by the Commission to come into 
compliance.



INITIAL ACCREDITATION

After the agency’s enrollment date; and

Upon compliance with the standard through 
written directive or practice (i.e. effective date).



Appendix G provides guidance regarding the 
number of proofs.

Assessors can always ask for more documentation if 
what is provided in the file does not satisfactorily 
verify compliance



Frequency Per Year
Per File

(by 4th Year)

Per Incident 1 4

Daily 1 4

Monthly 2 8

Quarterly 2 8

Semi-Annual 1 4

Annual 1 4

Biennial 1* 2

Every 3 Years 1* 1 or 2

Every 4 Years 1* 1

*May not be applicable if not enough time has elapsed. 

Proofs must clearly verify compliance with each 
bullet for each year of the assessment period.





Law enforcement

84.1.6 In order to maintain a high degree of evidentiary integrity 
over agency controlled property and evidence, the following 
documented inspections, inventory, and audits shall be completed:

a.  an inspection to determine adherence to procedures used for the 
control of property and evidence is conducted semi-annually by the 
person responsible for the property and evidence control function or 
his/her designee;



The Anywhere Sheriff’s Office implemented a written 
directive in July 2017 requiring semi-annual inspections of 
its property room.

How many proofs of compliance should be included in 
their file for its assessment in August 2018?



Communications

6.4.3  The agency has an alternate source of electrical power that is 
sufficient to ensure continued operation of emergency 
communication equipment in the event of the failure of the primary 
power source. The agency conducts and documents the following:

a. testing monthly or in conformance with manufacturer 
recommendations;
b. quarterly testing under full load; and
c. annual preventive maintenance inspection.



The Any City Police Communications Center signed a CALEA 
contract in January 2018. The agency has been Law 
Enforcement accredited for many years, so the center had 
all policies and procedures in place when they signed the 
contract.  The agency conducted their initial assessment in 
July 2018. 

According to Appendix G, how many proofs should have 
been in the file? 



Training Academy 

9.1.7 The safety officer has written policies or procedures 
that are annually reviewed and approved by the academy 
that address the issues in standard 9.1.6. (M)



The Anytown Training Academy was reaccredited 
during the November 2016 CALEA Conference. 
According to Appendix G how many proofs should 
be in their file for standard 9.1.7 by the time of 
their next SITE-BASED Assessment in August 2020?



CALEA Regional Program Manager

Appendix E, I, K

International Association of Crime Analysts 

International Assn. of Law Enforcement 
Intelligence Analysts

Justice Research and Statistics Association



Please take time to visit the vendors present at 
this conference.

They’re support is critical to keeping the costs of 
the conference as low as possible for attendees.



Please go to the CALEA Conference App and 
evaluate this course.

We do take your comments into consideration as 
we prepare for future conferences.



Daniel Shaw
Regional Program Manager
dshaw@calea.org
(703) 352-4225 ext. 53 
(231) 683-4544 direct

RUSH – 10:58

Tim Baysinger
Regional Program Manager
tbaysinger@calea.org
(703) 352-4225 ext. 55  
(573) 826-4966 direct

mailto:dshaw@calea.org
mailto:dshaw@calea.org


Questions


