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Kirkland Police Department

General Order No. 1.1
SUBJECT: LAW ENFORCEMENT AGENCY ROLE

This order consists of the following numbered sections:

1.1.1
1.1.2
1.1.3
1.1.4

1.1.1

1.1.2

1.1.3

1.1.4

Oath of Office

Code of Ethics
Diversion

Consular Notification

Oath of Office

All personnel, prior to assuming sworn status, will take and abide by an oath
of office to enforce the laws of the State of Washington and the City of
Kirkland, uphold the Constitution of the United States and the Constitution of
the State of Washington.

The Chief of Police shall administer an oath of office to all newly hired law
enforcement officers.

Code of Ethics

The Kirkland Police Department has adopted a Code of Ethics for Law
Enforcement Officers and Law Enforcement Employees. All Department
personnel are expected to abide by these ethics. Ethics training will be
conducted for all personnel biennially.

Diversion

Members of the Department are encouraged to participate as a board
member or advisor when requested by any criminal justice or social service
diversion program.

If such a request is made and the officer would like to participate, a letter
shall be forwarded to the Division Commander outlining the program’s role
and the role the officer would play.

It is the policy of the Department to provide whatever assistance it can to
criminal justice or social service diversion programs when such requests are
made.

Consular Notification
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General Order 1.1 Kirkland Police Department

l. Under the terms of the Vienna Convention and other treaties, whenever
officers take into custody a person who states they are a foreign citizen,
additional notification procedures are required. Officers will follow Consular
Notification procedures listed under Standard Operating Procedure PAT-005.
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Kirkland Police Department

General Order No. 1.2
SUBJECT: LIMITS OF AUTHORITY

This order consists of the following numbered sections:

1.2.1
1.2.2
1.2.3
1.2.4
1.25
1.2.6
1.2.7
1.2.8
1.2.9

1.2.1

Enforcement Authority

Legal Authority to Carry Weapons

Constitutional Requirements

Search and Seizure

Arrest With /7 Without Warrants

Alternatives to Arrest

Use of Discretion

Strip Searches

Preventing Biased Policing and Perceptions of Biased Policing

Enforcement Authority

The United States Constitution, the Washington State Constitution and the
Revised Codes of Washington define the scope and limits as it pertains to the
enforcement of laws and ordinances.

The Washington State Constitution, Article Il, Section IlI, grants municipalities
the authority to exercise all powers of local self-government and to adopt and
enforce within their limits such local police, sanitary and other similar
regulations that are not in conflict with general laws.

The Revised Code of Washington, Chapter 10.93.070, lists the circumstances
when a general authority Washington peace officer may enforce the traffic
and criminal laws of this State, including:

A. Upon the prior written consent of the Sheriff or Chief of Police in
whose territorial jurisdiction the exercise of powers occurs.

The Revised Code of Washington, Chapter 10.93.020, defines special
commissioned Washington peace officer and states, “...any officer, whether
part-time or full-time, compensated or not, commissioned by a general
authority Washington law enforcement agency to enforce some or all of the
criminal laws of the state Washington, who does not qualify under this
chapter as a general authority peace officer for that commissioning agency...”

A. This includes the position of Corrections Officer and includes arrest
powers involving; arrest warrants, court orders, detention and
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General Order 1.2 Kirkland Police Department

transport of persons under arrest by a general authority peace officer,
the authority to carry firearms or other arrest powers at the direction
of the Chief of Police.

1.2.2 Legal Authority to Carry Weapons
l. Authority to Carry Weapons.

A. The Revised Code of Washington (RCW) 9.41.270(3) (b) exempts law
enforcement officers from the general prohibition against carrying and
displaying firearms and other dangerous weapons. Under RCW
9.41.060(1), the general restriction on carrying concealed pistols does
not apply to "marshals, sheriffs, prison or jail wardens or their
deputies, or other law enforcement officers of this state.” RCW
9.41.300(6)(b) exempts law enforcement personnel from statutory
prohibitions on possessing weapons in such sensitive areas as jails,
courthouses, liquor stores, taverns, cocktail bars, and mental health
facilities. Under RCW 9.41.280(3) (b) and (h), officers may carry
weapons on school property.

1. Authority to Use Weapons.

A. Washington State law defines "deadly force" as the "intentional
application of force through the use of firearms or any other means
reasonably likely to cause death or serious physical injury."”
Washington Revised Code 9A.16.010 (2). Washington State law
defines when a peace officer may use deadly force when necessary
(RCW 9A.16.040):

1. When a public officer is acting in obedience to the judgment of
a competent court; or

2. When necessarily used by a peace officer to overcome actual
resistance to the execution of the legal process, mandate, or
order of a court or officer, or in the discharge of a legal duty.

3. When necessarily used by a peace officer or person acting
under the officer's command and in the officer's aid:

a. To arrest or apprehend a person who the officer
reasonably believes has committed, has attempted to
commit, is committing, or is attempting to commit a
felony;
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General Order 1.2 Kirkland Police Department

b. To prevent the escape of a person from a federal or state
correctional facility or in retaking a person who escapes
from such a facility; or

C. To prevent the escape of a person from a county or city
jail or holding facility if the person has been arrested for,
charged with, or convicted of a felony; or

d. To lawfully suppress a riot if the actor or another
participant is armed with a deadly weapon.

4. In considering whether to use deadly force under subsection (3)
(c) of this section, to arrest or apprehend any person for the
commission of any crime, the peace officer must have probable
cause to believe that the suspect, if not apprehended, poses a
threat of serious physical harm to the officer or a threat of
serious physical harm to others. Among the circumstances
which may be considered by peace officers as a "threat of
serious physical harm™ are the following:

a. The suspect threatens a peace officer with a weapon or
displays a weapon in a manner that could reasonably be
construed as threatening; or

b. There is probable cause to believe that the suspect has
committed any crime involving the infliction or
threatened infliction of serious physical harm.

5. Under these circumstances deadly force may also be used if
necessary to prevent escape from the officer, where, if feasible,
some warning is given.

6. A public officer or peace officer shall not be held criminally
liable for using deadly force without malice and with a good
faith belief that such act is justifiable pursuant to this section.

7. This section shall not be construed as:

a. Affecting the permissible use of force by a person acting
under the authority of RCW 9A.16.020 or 9A.16.050; or

b. Preventing a law enforcement agency from adopting

standards pertaining to its use of deadly force that are
more restrictive than this section.
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General Order 1.2 Kirkland Police Department

B. RCW 9A.16.040(2) authorizes a peace officer to use deadly force in
arresting or apprehending a suspect where the officer has "probable
cause to believe that the suspect, if not apprehended, poses a threat
of serious physical harm to the officer or a threat of serious physical
harm to others." RCW 9A.16.040 also defines circumstances which
may be considered by peace officers as a "threat of serious physical
harm”. RCW 10.31.050 states "If after notice of the intention to arrest
the defendant, he either flee or forcibly resist, the officer may use any
necessary means to effect the arrest.

C. The Kirkland Police Department has adopted the following standards
pertaining to its use of deadly force that are more restrictive than RCW
9A.16.040. This more restrictive standard is in accordance with RCW
9A.16.040 (4) (b):

1. Deadly force is authorized only when the officer reasonably
believes that the action is in defense of human life, including
the officer’'s own life, in the defense of any person in immediate
danger of serious physical injury, or to prevent the escape of a
person known to have committed a dangerous felony.

2. Use of deadly force against a fleeing felon must comply with all
statutory requirements. To use deadly force, the felon must
have committed a dangerous felony and, in the officer's
judgment, not securing the felon’s immediate arrest will bring
an unacceptable risk to the public, and no other available
means to obtain custody would be effective.

3. When an officer discharges a firearm, it must be with the
paramount realization that a human death may occur and
justification is limited to those facts known or perceived by the
officer at the time of the decision to use deadly force.

1.2.3 Constitutional Requirements
l. In order to protect the constitutional rights of persons involved in criminal
investigations and to allow officers to interrogate suspects consistent with

current case law, the following guidelines will be adhered to:

A. Officers shall not coerce or obtain involuntary confessions from
persons suspected of criminal involvement.
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B. Prior to interrogating a suspect whenever he/she is in custody, an
officer must first advise the suspect of his/her constitutional rights as
required by the U.S. Supreme Court decision of Miranda versus Arizona
(1966). The definition of a custodial interrogation can be a confusing
concept. Whenever there is doubt about a custodial interrogation, the
suspect should be advised of his/her constitutional rights.

1. Miranda warnings are not necessary under the following circumstances:

A. Before questioning a person who was merely a witness to a crime or
who may know something about a crime but is not a suspect.

B. Before questioning a suspect who is not a subject of custodial
interrogation.

C. Before questioning a motorist who has been stopped for a routine
traffic offense.

D. Before asking questions reasonably motivated by concern for public
safety.
E. Without express questioning, or its functional equivalent, there is no

"interrogation” within the meaning of Miranda, even though the
suspect may be in custody.

I1l.  Right to counsel - once a defendant has expressed a desire to exercise the
right to counsel, the interrogation shall stop and the defendant shall be
afforded the opportunity to speak with counsel or a court appointed attorney.

IV.  Pre-trial hearing(s) - when a person is arrested with or without a warrant, if
the person is not released on bond or their own recognizance, they shall be
brought before the court having jurisdiction without unnecessary delay.

V. Pre-trial publicity - Because pre-trial publicity could prejudice a fair trial,
departmental personnel will follow guidelines outlined in General Order
54.1.1.

1.2.4  Search and Seizure
l. Policy
A. Search by Consent

1. The consent must be voluntary.
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General Order 1.2 Kirkland Police Department

2. The consent must be granted by a party having the

authority to give consent.

3. The search must be limited to the scope of the consent
granted.
4. If attempting to search a residence, Ferrier Warnings

must be given to the occupants.

B. Stop and Frisk

1. Stop and Frisk searches fall within one of the exceptions to the
warrant requirement as set forth in the 4th Amendment of the
United States Constitution or Article 1, Section 7 of the
Washington State Constitution. The officer must be able to
articulate circumstances where he/she has reason to fear for
his/her safety in order to take such action.

C. Vehicle Searches

1. When a subject is in custody, officers should seek a warrant
rather than search incident to arrest.

2. Searches of automobiles incident to arrest are now only
permissible when the search is necessary for:

a. Officer Safety, or
b. To preserve evidence that could be destroyed or
concealed.

i. State v. Valdez held neither of those concerns
exists after a person is arrested, cuffed and
properly secured in the patrol car.

3. Exceptions
a. Although Valdez does not specifically address lawful
exceptions to the decision, the following shall be the
standard operating procedure at the direction of the
City of Kirkland and King County Prosecutors Office.
b. Written consent
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General Order 1.2 Kirkland Police Department

c. Protective sweep — The protective sweep of a car for
weapons prior to securing the person either before or
just after arrest when appropriate. However, officers
should not compromise officer safety practices and
deliberately delay or fail to properly secure an arrested
person in the hopes of falling within the search incident
to arrest exception because the person was not secured.

d. Impound and inventory- However, if the officer has
probable cause to believe there is evidence in a vehicle,
then he/she must get consent to search or obtain a
search warrant.

e. Plain view—Valdez does not specifically address Plain
View (or any other) exception, however, the opinion
implies that it remains intact. If there is plain view
evidence or the officer has reasonable suspicion that
there is a significant amount of evidence in the vehicle,
the vehicle should be seized and a search warrant
obtained.

f. Community Caretaking

g. Exigent Circumstances

h. Passengers in vehicle—the cases do not address the
search incident to arrest exception when there are
passengers in the car. The presence of passengers could
create situations that increase risk to officer safety or
destruction of evidence. However, given that there are
already many rules and cases that apply to detaining and
searching passengers and sweeps of areas regarding
areas in the immediate control of passengers, officers
should assume that there will not be many scenarios in
which the presence of passengers will create a situation
in which the officer may search the car incident to the
arrest of the properly secured driver.

i. Search Warrant

i. Search warrants take considerable time, effort,
and use of resources to complete and serve.

ii. Officers must be able to articulate probable cause
for the search of the vehicle. This is different than
the PC for the arrest of the suspect.

iii. Prior to ending their tour of duty, officers must

have the PC for the search warrant written and
reviewed by a supervisor in Detectives.
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iv. Search Warrant Considerations

1. Who will be completing the search warrant
process and serving the warrant? Due to
this ruling, detectives may be adversely
impacted with a large volume of search
warrants. Some warrants may become the
responsibility of the Patrol Officer.

2. Search warrants should be primarily used
for felony crimes.

3. Seizure of any vehicle for a search warrant
must be approved by the duty supervisor.

4. Supervisors and Officers should weigh the
totality of the circumstances and possible
outcome with the impact on resources. —

5. Avalilability of secure vehicle storage.

4. Officer Safety

a. The Valdez decision asserts that once a person is
arrested and secured he/she is no longer a threat to
officer safety and/or to destroy/remove evidence,
therefore valid consent to search or a search warrant
must be obtained if the officer believes there is evidence
of a crime within the vehicle.

5. Resource

a. February 2010 Law Enforcement Digest
b. King County Prosecutor Guidelines

D. Scene of a Crime: The U. S. Supreme Court has ruled there is
no exception to the 4th Amendment for crime scene searches.
However, in Mincey v. Arizona, 437 U.S. 385, 390, Officers
responding to a homicide or serious assault scene, officers may
make a warrantless entry if:

1. Law enforcement officers reasonably believe that a
person inside a premise is in need of emergency
assistance.

2. Search the premises for other victims or suspects.
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General Order 1.2 Kirkland Police Department

3. Evidence observed by the officers during the course of
these lawful activities may be seized pursuant to the plain

view doctrine.

a. The scope of the search conducted must be
consistent with a legitimate search for emergency
reasons.

4. Officers may secure the premises for a reasonable

amount of time necessary to secure a search warrant.

E. Public Safety, Exigent Circumstances
1. The Emergency Doctrine allows warrantless entry.

2. The need to protect or preserve life, avoid serious injury
or protect property in danger of damage justifies an entry that
would otherwise be illegal.

3. Officers will render aid to individuals in danger and
protect their property and premises. Motivation for entry
triggers the assertion of the Emergency Doctrine.

F. Impounds: If a vehicle is impounded, its content may be
inventoried in order to make note of items of value for the
registered owner. However, such inventory searches cannot be
used as a pretext for a search for evidence of a crime.

1. If there is probable cause to believe the vehicle was used
in the commission of a crime or contains evidence of a crime,
the King County Prosecutors Office recommends use of a search
warrant whenever possible.

G. Other situations authorized by State and United States
constitutional provisions.

1.25 Arrest With /7 Without Warrants

. Kirkland Police Officers and Kirkland Corrections Officers are required to apply
all applicable legislative and case laws when making arrests with warrants.
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1. Kirkland Police Officers may make arrests without warrants under the
following situations:

A. Felonies and misdemeanors committed in their presence;

B. Misdemeanors and gross misdemeanors listed in RCW 10.31.100 which
do not occur in the presence of the officer;

C. Felony investigations where probable cause exists to validate the
arrest in accordance with current case law.

. Kirkland Police Officers and Kirkland Corrections Officers will conduct
warrantless searches only in those areas within reach of the suspect, for
weapons and contraband or other evidence, unless the search is otherwise
dictated by current case law.

A. If any doubt exists as to whether a search warrant is needed or not,
the officer will opt for obtaining such a warrant.

V. Kirkland Police Officers and Kirkland Corrections Officers will advise every
person arrested of their constitutional rights as directed by current case law
and prosecutorial direction.

V. Whenever a question exists concerning the laws governing arrest, search and
seizure, officers should consult with supervisory personnel or legal staff.

1.2.6 Alternatives to Arrest

l. When no hazard(s) to the community, victim or suspect exists, officers may
seek alternatives to physical arrests with incarceration.

1. Officers will exercise arrest powers in felony situations. Depending on the
offense and prosecutorial approval, felony arrestees may be released pending
arraignment, after interview.

I1l.  Upon the arrest of a misdemeanor violator, a Kirkland Police Officer has the
option of issuing a misdemeanor citation and releasing the violator on his/her
personal recognizance if it has been reasonably calculated that the violator
will appear at the criminal proceedings. Consideration should be given to the
accused's employment, character and mental condition, length of residence in
the community, record of conviction, and record of appearance at court
proceedings.
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V. Upon contacting a traffic violator, notice(s) of infraction(s) may be issued to
the violator and copy(ies) of such infraction(s) filed with the appropriate
court, in accordance with RCW 7.80.050.

V. In lieu of formal action, a Kirkland Police Officer or Kirkland Corrections
Officer may exercise discretion, and choose informal action to solve the
problem, such as referral, informal resolution and warning.

A. Referrals - The officer shall offer referrals to other agencies and
organizations, when in the officer's discretionary judgment, it is the
most reasonable alternative for the offender and the violation.

B. Informal Resolution - At the officer's discretion, informal resolutions
may be offered to resolve situations or conflicts when they can be
adequately addressed by use of a verbal warning, informing the proper
agency or organization, advising parents of juvenile activity, etc.

C. Warnings - A warning may be issued when in the officer's
discretionary judgment, it is the most reasonable alternative for the
offender and the violation.

1.2.7 Use of Discretion

l. Discretionary power is the power of free decision or latitude of choice within
certain legal bounds. When this power is poorly exercised, discretionary
power may be viewed by the public as favoritism, bias or corruption.

1. It is imperative that officers take into consideration, when exercising
discretionary power, the goals and objectives of the Department, the best
interests of the public they serve, any mitigating circumstances and the
severity of the situation at hand.

1.2.8 Strip Searches
l. Authority
A. Authority for conducting strip searches and body cavity searches is
provided in RCW 10.79.080 and RCW 10.79.130. Strip searches and
body cavity searches will be conducted in accordance of RCW
10.79.080, RCW 10.79.130, and Standard Operating Procedure COR-
001.

1. Search Conditions

Revised: 02-2009 Page 11 of 14



General Order 1.2 Kirkland Police Department

A. Prior to any strip search being conducted, a Strip Search Record (KPD
2005-260) will be completed. Strip searches will be conducted in an
appropriate area of the jail, by person(s) of the same gender as the
inmate.

B. No person may be present or observe during the body cavity search,
unless the person is necessary to conduct the search or to ensure the
safety of those persons conducting the search. No body cavity search
shall be conducted, except with a valid search warrant. Body cavity
searches will only be conducted at medical facilities, under sanitary
conditions by a physician, registered nurse, or registered physician's
assistant.

I1l.  Reporting Requirements

A. Strip searches shall be documented on a Strip Search Record form
(KPD 2005-260), which will indicate the circumstances supporting the
need for the search. The search will also be documented in the
officer's case report.

B. Body cavity searches shall be documented in the officer's case report,
with the following information included:

1. A copy of the search warrant and supporting documents;

2. The name and sex of all persons conducting or witnessing the
search;

3. The time, date, place, and description of the search; and

4. A statement of the results containing an itemized list of

concealed items.
1.2.9 Preventing Biased Policing and Perceptions of Biased Policing
l. Impartial Policing

A. All investigative detentions, traffic stops, arrests, searches and seizures
of property by officers will be based on a standard of reasonable
suspicion or probable cause as required by the Fourth Amendment of
the U.S. Constitution and Article I, Section 7 of the Washington State
Constitution.  Officers must be able to articulate specific facts,
circumstances and conclusions that support probable cause for arrest
or reasonable suspicion for the traffic stop or investigative detention.
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Except as provided below, officers shall not consider race, ethnicity, or
national origin in establishing either reasonable suspicion or probable
cause for traffic stops, field interview reports, asset seizures or
forfeiture efforts.

Officers may, however, take into account the reported race, ethnicity
or national origin of a specific suspect or suspects based on credible or
reliable information that links specific suspected unlawful activity to a
particular individual or group of associated individuals of a particular
race, ethnicity or nationality, in the same way they would use specific
information regarding age, height, weight, etc. about specific suspects.

B. No person shall be singled out or treated differently as a consequence
of his/her race, ethnicity or national origin.

I. Preventing Perceptions of Biased Policing

A. All investigative detentions, traffic stops, arrests, searches and seizures
of property by officers will be based on a standard of reasonable
suspicion or probable cause as required by the Fourth Amendment of
the U.S. Constitution and Article I, Section 7 of the Washington State
Constitution.  Officers must be able to articulate specific facts,
circumstances and conclusions that support probable cause for arrest
or reasonable suspicion for the traffic stop or investigative detention.

B. In an effort to prevent perceptions of biased law enforcement, officers
shall utilize the following strategies when conducting investigative
detentions, traffic stops, arrests, searches and seizures of property:

1. Be courteous, polite, and professional.

2. Introduce themselves and explain to the person the reason for
the stop as soon as practical, unless providing this information
will compromise the investigation or the safety of officers or
other persons.

3. Ensure that the length of the detention is no longer than
necessary to take appropriate action for the known or
suspected offense.

4. Answer questions the citizen may have, including explaining
options for the disposition of the traffic citation, if relevant.
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5. Provide your name when requested, and when possible in
writing or on a business card.

C. Training

1. All commissioned officers shall receive training on bias based
profiling issues, to include legal aspects.

D. Compliance
1. Any reported violations of this policy will be investigated and

may result in additional training and/or disciplinary action as
deemed necessary.

E. Supervision and Accountability
1. Supervisors shall ensure all personnel in their command are
familiar with the content of this policy and are operating in
compliance.

1. Annual Review

A. A documented annual administrative review of agency practices
including citizen concerns will be conducted by the Services Captain.
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Kirkland Police Department

General Order No. 1.3
SUBJECT: USE OF FORCE

This order consists of the following numbered sections:

1.3.1 Use of Necessary Force

1.3.2 Deadly Force

1.3.3 Warning Shots

1.3.4 Less-lethal Weapons

1.3.5 Rendering Aid after Use of Weapons
1.3.6 Use of Force - Reporting

1.3.7 Use of Force - Review

1.3.8 Removal from Line of Duty

1.3.9 Authorized Weapons & Ammunition
1.3.10 Weapons Proficiency - Required
1.3.11 Weapons Proficiency - Annual Training
1.3.12 Instruction Prior to Carrying Weapon
1.3.13 Use of Force Reports - Annual Analysis
1.3.14 Discharges

1.3.15 Firearms — Retired Officers

1.3.1  Use of Necessary Force
l. Purpose:

This policy recognizes that the use of force by law enforcement requires constant
evaluation. Even at its lowest level, the use of force is a serious responsibility. The
purpose of this policy is to provide officers of this department with guidelines on
reasonable use of force. It consists of general principles and values and is not a
statement of what must be done in a particular situation. While there is no way to
specify the exact amount or type of reasonable force to be applied in any situation,
each officer is expected to use these guidelines to make decisions in a professional,
impartial and safe manner

1. General Information:

A. Force is defined as any physical efforts used by an officer to control,
overpower or restrain another.

B. Force may be “...necessarily used by a public officer in the performance of a
legal duty...” [RCW 9A.16.020 (1)]. “Necessary” force is defined in RCW as
“no reasonably effective alternative to the use of force appeared to exist and
that the amount of force used was reasonable to affect the lawful purpose
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intended.” [RCW 9A.16.010(1)]

C. Any use of force must be “objectively reasonable” under the Graham v.
Connor [(1989) 490 U.S. 386, 109 S.Ct. 1865] standard. Under this critical
standard, the force used by the officer is evaluated in light of the totality of
the facts and circumstances known to the officer at the time the force is
used. Factors considered are at a minimum the severity of the crime at
issue, whether the suspect poses an immediate threat to the safety of law
enforcement officers or others, and whether the suspect is actively resisting
arrest or attempting to evade arrest by flight. Further, any evaluation of an
officer's use of force must take into account the need to make split-second
decisions in dynamic situations that are tense, uncertain, and rapidly
evolving.

D. Officers must balance the likelihood that their use of force will result in
injuries or death to the offender against their reasonable perception that the
violator poses an imminent threat to others (including the officer). Scott v.
Harris [(2007) 127 S.Ct. 1769].

E. It is recognized that officers have no duty to retreat from resistance or
threatened resistance, and are not considered the aggressors when lawfully
attempting to overcome resistance in effecting an arrest. [Reed v. Hoy 909
F.2d 324 (9" Cir. 1989)]

1. Policy

It is the policy of this department that officers shall use only the type and duration
of force which reasonably appears necessary, given the facts and circumstances
known by the officer at the time force is used to effectively bring an incident under
control.

A. Members of this department may use reasonable and necessary force in the
performance of their duties if they objectively and reasonably believe any of
the following conditions are met:

a. In self defense or defense of another person
b. To bring an unlawful situation safely under control

c. To affect a lawful arrest, overcome resistance, and/or to prevent
escape

d. To protect a person from injuring him/herself
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B. Given that no policy can realistically predict every possible situation and
officer might encounter in the field, it is recognized that each officer must be
entrusted with discretion in determining the appropriate force response in
each incident. Nothing in this policy requires an officer to actually sustain
physical injury before responding with reasonable force and officers maintain
the right to self defense.

C. As noted, any use of force by a member of this department must be judged
by a standard of “objective reasonableness”. The test is whether an
objective reasonable officer would have done the same thing or made the
same decisions given the same set of circumstances. When determining
whether an officer has responded with objectively reasonable force, a
number of factors should be taken into consideration. Those factors may
include, but are not limited to:

a. The reasonable perception of the officer or the conduct of the
individual being confronted

b. Officer/Subject factors which include, but are not limited to:

i. Variances in age, size, relative strength, skill level, injury,
exhaustion, number of officers, number of suspects, etc.

Influence of drugs and/or alcohol
Mental and physical capabilities
Proximity of weapons to the suspect
Seriousness of the suspected offense

Training and experience level of the officer

S @ ™ o a0

Potential for injury to citizens, officers, and suspect(s)

Risk of escape

j. Other exigent circumstances

D. While various force options exist, each officer is expected to respond with
that level and duration of force which appears to be objectively reasonable
under the circumstances at the time to successfully accomplish the legitimate
law enforcement purpose in accordance with this policy.

E. Control Options available to officers include, but are not limited to (in no
particular order):

a. Firearms
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Taser

O.C. Spray

Presence

Verbal Commands

Lateral Vascular Neck Restraint (LVNR)
Pursuit Intervention Technique (PIT)

S@ "~ 9o a0 T

Vehicle Intervention

Baton or Personal Impact Weapon Strikes

Defensive Tactics

~ -

Takedowns, Counter-joints, Come-alongs

Disengagement

. Escorts and Guides
Negotiations
Weapons of Opportunity
Other

T o 5 3

F. Handcuffing is not considered a use of force, but rather a restraint.
(\Y Definitions

A. “Deadly Force” - The intentional application of force through the use of
firearms or any other means reasonably likely to cause death or serious
physical injury

B. “Necessary” means that no reasonably effective alternative to the use of
force appeared to exist and that the amount of force used was reasonable to
accomplish the lawful purpose intended.

C. “Officer” - means a fully commissioned police officer or corrections officer.

D. “Reasonable belief” - Facts, circumstances or knowledge present to the
officer sufficient to justify a thought or feeling.

E. “Serious bodily injury” - (as described in RCW 9A.04.110) is injury which
creates a probability of death or which causes significant, permanent loss or
impairment of the function of any bodily part or organ.

1.3.2 Deadly Force
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l. Deadly force may only be used under the following circumstances:

A. The Kirkland Police Department has adopted the following standards
pertaining to its use of deadly force that are more restrictive than RCW
9A.16.040. This more restrictive standard is in accordance with RCW
9A.16.040 (4) (b):

1. Deadly force is authorized only when the officer reasonably
believes that the action is in defense of human life, including
the officer’'s own life, in the defense of any person in immediate
danger of serious physical injury, or to prevent the escape of a
person known to have committed a dangerous felony.

2. Use of deadly force against a fleeing felon must comply with all
statutory requirements. To use deadly force, the felon must
have committed a dangerous felony and, in the officer's
judgment, not securing the felon’s immediate arrest will bring
an unacceptable risk to the public, and no other available
means to obtain custody would be effective.

3. When an officer discharges a firearm, it must be with the
paramount realization that a human death may occur and
justification is limited to those facts known or perceived by the
officer at the time of the decision to use deadly force.

1. Procedure when deadly force used

A. When an officer uses deadly force, he/she or any other officer present
at the scene shall:

1. Ascertain if any person incurred injury.

2. Request necessary emergency medical assistance.

3. Request a supervisor at the scene.

4. If uninjured, the officer shall remain at the scene until

instructed to respond or until transported to another location by
or at the request of the duty supervisor or command officer.

5. When injury or a fatality occurs, the officer is not required to

discuss the incident with anyone other than his/her immediate
supervisor, and assigned investigators.
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B. The supervisor shall:
1. Respond immediately and secure the scene.
2. Call the Detective Sergeant, Operations Lieutenant, Operations

Captain, and Chief of Police if:

a. A firearm is discharged, or
b. An injury, or, fatality, or property damage occurred, or
C. There is a reason to believe the officer perpetrated a
criminal act.
3. If the officer's firearm was discharged, seize it and if deemed

necessary, the on-duty supervisor will, with a Command
Officer's approval, issue the officer another duty weapon as
soon as possible.

a. A Command Officer may withhold such approval if, based
upon all available incident information and the officer’s
disposition, they believe the re-issuance of a duty
weapon to the involved officer may not be in the interest
of safety.

4. Initiate an investigation or otherwise render assistance to any
assigned investigator.

5. Assist the officer in accordance with General Order 1.3.8.

C. The Investigations Division will assume responsibility for the
investigation upon arrival at the scene.

D. Discharge of Firearms:
1. Appropriate in the following situations:
a. Deadly force as described in General Order 1.3.2
b. Training or practicing at an approved range
C. Destroy an animal after permission received from a
supervisor.
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2. Prohibited in the following instances:

a. To effect the arrest of a person who has committed less
than a felony.

b. Firing at a stolen vehicle when such theft is the only
felony involved.

C. From a moving car unless the suspects represent a direct
threat to the life and/or safety of the officer or other
innocent persons, and then only as a last resort.

d. At a crowd.

1. “Less Lethal” rounds may be used for riot / crowd
control.

1.3.3 Warning Shots
. Warning shots are not authorized.
1.34 Less-lethal Weapons

l. A less-lethal weapon is any other weapon, other than a firearm, used to
control persons or defend the officer or others from harm.

A. Less-lethal weapons include but are not limited to; Oleoresin Capsicum
(OC spray), chemical agents (CS and CN gas), Taser, baton, ASP, bean
bag round, and SL-6.

B. Less-lethal weapons approved and issued by the department may be
carried by officers only after successful completion of a department-
approved training program.

C. The use of the Taser and the SL-6 will be in compliance with Standard
Operating Procedures TRN-002 & TRN-003, respectively.

D. The use of Oleoresin Capsicum (OC Spray) will be in compliance with
Standard Operating Procedure TRN-007.

E. Knives (option, non-issue item) may be carried on-duty as long as it is

a folding blade, and is worn where it is secure and concealed unless
worn on the belt in a knife sheath.
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1. Knives are for utility purposes only.
1. Prohibited Weapons

A. No officer will carry or use any weapon of the type commonly referred
to as brass knuckles, saps or sap gloves.

I1l.  Off-Duty Use of Less-Lethal Weapons

A. Off-duty use of less-lethal weapons is discouraged and limited to the
defense of self or others, and will require a report to the Chief of
Police.

1.3.5 Rendering Aid after Use of Weapons and Use of Force

l. Appropriate medical treatment will be summoned through NORCOM after use
of lethal or less lethal weapons, and other use of force incidents as defined
by General Order 1.3, whenever:

A. There is any obvious injury.

B. There is any complaint of injury.

C. The officer or the officer's supervisor requests medical treatment be
provided.

D. Initial medical treatment may be provided by the officer depending on

the training and expertise of that officer.

E. Following a TASER exposure, in accordance with Standard Operating
Procedure TRN-002 (V) (3) (¢).

1.3.6  Use of Force - Reporting

l. Reporting requirements for deadly force situations are governed by the
current bargaining agreement between the City of Kirkland and the Kirkland
Police Officer’'s Guild Commissioned Staff.

1. A Use of Force Report is completed when an officer:

A. Discharges a firearm for other than training purposes;
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B. Takes any action that results in, or is alleged to have resulted in, injury
or death of another person;

C. Points a lethal or less-lethal weapon at another person;
D. Applies force through the use of lethal or less-lethal weapons; or
E. Applies weaponless physical force capable of causing injury.

I1l.  In cases other then when deadly force is used, the Use of Force report and
police report generated by the incident shall be completed as soon as
practical after the use of force occurs, but prior to the involved employee(s)
going off duty. The reports shall be forwarded to the appropriate supervisor,
who will review and approve the reports for completeness and accuracy, then
forward up the chain-of-command for timely review.

1.3.7 Use of Force - Review

l. Use of Force report forms will be forwarded to the Chief of Police or his/her
designee, via the officer’s chain-of-command.

A. Timely reporting and notifications shall be in compliance with General
Order 12.1.6.

I. When lethal or less-lethal weapons are used, a review of those actions will be
conducted by the Chief of Police or his/her designee.

I11.  If, upon review of the incident by the Chief of Police or his/her designee, any
policy violation and/or criminal action is discovered, the Chief of police will
authorize an administrative investigation.

A. All complaints alleging criminal activity by an employee shall be
referred to an outside agency for investigation. See General Order
52.1.1.

IV.  Where a possibility exists that the officer's actions may not be in compliance
with Department policy, but termination or criminal action will not occurred,
the Chief will send the matter to the Use of Force Review Board. After
reviewing the facts, the Board will make a finding as to whether the incident
is in compliance with Department policy.

A. The Review Board will consist of:
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1. A Command Officer designated by the Chief of Police (who will
act as Chair of the Board).

a. The Chair of the Board will be appointed within 48 hours
(except weekends and holidays) following the discharge
of a lethal or less-lethal weapon.

2. A Sergeant who does not supervise the officer who discharged
their weapon.

3. A police officer designated by the Chief.
B. Responsibilities of the Chair of the Board.

1. The Chair will convene the Board upon conclusion of the
investigation into such discharge.

C. Responsibilities of the Review Board:

1. Review all reports concerning the firing of an officer's weapon
and call witnesses necessary to obtain the facts.

2. Decide if the discharge was pursuant to existing department
regulations.
3. Submit a written report, to the Chief of Police, outlining their

findings and recommendations.

V. All shooting incidents will be investigated by an investigator assigned by the
Chief of Police.

A. The Chief of Police will review the facts of the incident, and the
findings and recommendations of the administrative investigation.

B. If the Chief of Police determines that a use of force with weapon is not
within policy, and disciplinary action is warranted, the Chief of Police
will determine the appropriate disciplinary action.

1.3.8 Removal from Line of Duty
l. When death or injury has resulted from the use of deadly force or a fatal

motor vehicle incident by a department officer, that officer will be placed on
administrative leave by the Chief of Police.
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1. When an officer has been placed on administrative leave pursuant to this
policy, the Chief of Police will determine:

A. If the officer should report to full duty on his/her regular assignment.
B. If the officer needs additional recuperating time.
C. If any modifications of the officers' regularly assigned duties should be

considered in order to facilitate the officer’s return to full productivity.
1.3.9 Authorized Weapons and Ammunition

l. Only weapons and ammunition meeting department authorized specifications
may be used by department personnel in law enforcement responsibilities
both on and off duty. This includes weapons used by members of the Special
Response Team (SRT).

A. Lethal and less-lethal weapons:

1. The department issued sidearm for all commissioned
personnel & special commissioned personnel and/or for wear
with the police uniform by all commissioned officers & special
commissioned personnel, shall be a SigArms 9mm, .40 S&W, or
.45 ACP semi-automatic handgun, depending on preference and
fit.

Every commissioned & special commissioned officer in uniform
shall carry a department issued sidearm in service-ready
conditions with two extra loaded magazines on his or her
person during hours of duty. The magazines must hold a
minimum of 25 rounds of ammunition. Uniformed officers that
are not on a field assignment, such as Command Staff and light
duty assignments, are not required to carry a firearm while
inside the Kirkland Police Department.

A second department issued firearm may be issued at the
direction of the Chief of Police. This firearm may be carried in
lieu of the primary department issued sidearm. When
carried, the second department issued firearm will be carried in
a holster and in a concealed manner.

Plain-clothes personnel assigned to enforcement and/or

investigative activities shall carry a department issued sidearm
and an additional loaded magazine on his/her person during
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hours of duty. Plain-clothes officers that are not on a field
assignment are not required to carry a firearm while inside the
Kirkland Police Department.

Department issued weapons for Special Response Team (SRT)
members include a .223 rifle, 12 gauge shotgun, 9 mm sub-
machine gun, or .308 rifle, depending on their assignment on
SRT.

2. Officers working special assignments, such as Eastside Narcotics
Task Force assignments, may be specifically relieved of carrying
a firearm by mutual agreement between the officer and a
Kirkland Police Department Command Officer or the Eastside
Narcotics Task Force Commander.

3. An alternate weapon may be carried by commissioned officers
at their discretion, provided that the alternate weapon conforms
to the following specifications, and is carried in a holster and in
a concealed manner:

9mm Luger
.38 SPL

.357 Magnum
40 S&W

.45 ACP

.380

P o0 T

4. Officers wishing to carry an alternate weapon must gain signed
authorization from the Chief of Police or his/her designee.
Officers will also be required to:

a. Register make, model, caliber and serial number with the
Senior Firearms Instructor.

b. Maintain the weapon at the officer’'s expense.
C. Carry at least one strip reload or one speed loader.
1. This applies to alternate weapons that do not

have at least a five round capacity.

d. Carry the weapon securely in a holster and out of public
view.
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e. Maintain security of the weapon when not on the officer’s
person.
5. All alternate weapons shall first be inspected and approved by a

department Armorer, Firearms Instructor, or Senior Firearms
Instructor for safety and caliber. A department Firearms
Instructor must certify that the officer has demonstrated the
required proficiency during department qualifications from the
seven-yard line, and on the basis of safety, the method by
which the alternate weapon is to be carried.

6. An off duty officer will not be subject to disciplinary action if an
occasion should arise in which the officer could have taken
action but did not do so due to being unarmed. If the off duty
officer is armed and chooses not to take action, no disciplinary
action will be taken.

7. The department restricts officers from carrying off-duty firearms
when it is anticipated that they will be consuming alcoholic
beverages. If the need arises for police services while an off-
duty officer has been drinking alcoholic beverages, the officer
shall call the communications center of the jurisdiction involved
and request police assistance.

8. Less-lethal weapon types and specifications approved for use
by authorized department personnel are outlined in General
Order 1.3.4.
B. The following ammunition is authorized:
1. Only that ammunition most recently issued by the department

shall be carried or used in a department issued firearm. This
includes ammunition for Special Response Team (SRT)
weapons.

2. Ammunition for an alternate weapon shall be limited to
unmodified factory loaded commercial ammunition other than
fully jacketed or a solid lead bullet.

C. All firearms issued to each department officer shall first be inspected

and approved by a department Armorer or the Senior Firearms
Instructor prior to authorization for use.
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D. Prior to carrying weapons, including firearms and less-lethal,
department officers shall demonstrate proficiency as prescribed in
General Order 1.3.10.

E. Maintaining weapons in a safe and ready condition is the responsibility
of the employee to whom the weapon is assigned for use. Officers
shall thoroughly clean duty weapons within 12 hours after each firing.
See also Standard Operating Procedure TRN-004 for rifle (AR-15)
maintenance. Unsafe weapons will be removed from service and
reported immediately to the employee’s supervisor.

1. Unsafe firearms will be reported immediately to the Senior
Firearms Instructor and the firearm will be forwarded to the
Firearms Training Unit for replacement, repair, or disposal.

2. Unsafe less-lethal weapons will be reported immediately to the
Senior Less-Lethal Instructor and the weapon will be forwarded
to the Less-Lethal Weapons Training Unit for replacement,
repair, or disposal.

F. A complete record of every firearm approved for use by department
officers shall be maintained by the Firearms Training Unit. Approval is
conditional upon periodic re-qualification as required in General Order
1.3.11, and each record shall include:

1. Weapon type, description, model, and serial number
2. Identity of owner and/or assignee
3. Name of person approving use, and date of approval
4. Record of demonstrated proficiency.
G. A complete record of every Less-Lethal weapon approved for

department use shall be maintained by the Senior Less-Lethal
Instructor. Approval is conditional upon periodic re-qualification as
required in General Order 1.3.11.

1. Weapon type, description, model, and serial number
2. Name of person approving use, and date of approval
3. Record of demonstrated proficiency.
H. It is the obligation of each commissioned and special commissioned

officer to ensure adequate safe daily storage and handling procedures
are used in order to avoid accidents. At the conclusion of a member's
tour of duty, and unless being carried while off-duty, any authorized
firearms will be secured.
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a. Commissioned and special commissioned officers are
responsible for the safe storage of his or her weapon, i.e., by
the use of a locked trigger guard, or locked metal box.

b. Members with questions regarding weapons safety should
contact the Senior Firearms instructor.

1. Definitions

A. “Commissioned personnel” as used herein, means a Police Officer
of the Kirkland Police Department, regardless of rank or position.

B. “Special commissioned personnel” as used herein, means a
Correction Officer of the Kirkland Police Department, regardless of
rank or position

C. “Uniformed commissioned personnel” specifically refers to those
officers, who usually wear a police uniform for the majority of their
hours of duty.

D. A “Department issued” sidearm means the firearm currently being
issued and assigned to the officer.

E. “Alternate weapon” means a firearm carried while on duty in
addition to the officer's primary sidearm, and which is essentially
intended for the self-defense of the officer when his/her primary
sidearm is unavailable or when circumstances reasonably preclude or
restrict its use.

F. “Proficiency” means to demonstrate the proper loading, unloading,
and safety techniques of the firearm and requires the attainment of a
minimum passing shooting score on an approved qualification course.

G. “Qualified” means to have attained a minimum passing shooting
score in any qualification or practice session conducted by a Firearms
Instructor.

1.3.10 Weapons Proficiency - Required

I Only fully commissioned officers demonstrating proficiency in the use of
department authorized weapons, both lethal and less-lethal, both on and off-
duty, will be approved to carry such weapons. Only special commissioned
officers demonstrating proficiency in the use of department authorized on-
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duty weapons, both lethal and less-lethal, will be approved to carry such
weapons on-duty.

A. Participation in all lethal and less-lethal qualifications is mandatory for
all fully commissioned and special commissioned personnel and
nonparticipation shall be reported to the Chief of Police.

B. Carrying of off-duty weapons by officers with special commissions is
not authorized by the department. Officers not fully commissioned
shall conform to all laws required of any citizen for the carrying of
weapons. Concealed Pistol Licenses are required in order to carry
concealed weapons while off duty for officers not fully commissioned.

I. Demonstrated proficiency includes:

A. Achieving minimum qualifying scores on an approved qualification
course.

B. Demonstrated knowledge of the laws concerning the use of authorized
weapons.

C. Demonstrated knowledge of department policy of use of force,

escalating force, and deadly force.

D. Familiar with recognized safe-handling procedures for the use of these
weapons.

IIl.  The instruction and qualification of all firearms will be provided by a member
of the Firearms Training Unit cadre.

IV.  The instruction and qualification of all less-lethal weapons will be provided by
a member of the Less-Lethal Training Unit cadre.

1.3.11 Weapons Proficiency - Annual Training

l. Policy
A. The Department shall provide safe and comprehensive firearm training
and qualifications to all fully commissioned and special commissioned
personnel.
B. Firearm qualifications will be conducted two times each calendar year.
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1. Officers must qualify with all weapons, issued or allowed, they
normally carry or have access to on duty.

2. These sessions shall include weapon maintenance, individual
coaching, and additional practice opportunities, such as
remedial training (time permitting).

3. A Practical Pistol Course (PPC) will be shot for score once every
two years.

4. Scoring procedures will include both marksmanship and stress
factors.

5. Rifle (AR-15) training shall be a part of firearms training and
qualifications.

6. Qualification courses for alternate weapons shall be conducted
on a yearly basis.

C. Failure to Qualify

1. Failure to Qualify with a department issued firearm (handgun
and rifle) directly impacts an officer’s ability to fulfill their duties
as an officer with the Kirkland Police Department.

2. Initial Firearm Qualification Day — The officer will be given two
attempts to qualify on this day. If the officer fails to qualify on
their first attempt, then they will immediately be given a second
opportunity to qualify on this date. If the officer does not
qualify on this second attempt then the Firearms Instructor will
provide the officer with a standard Firearms PIP form
(Performance Improvement Plan). The standard Firearms PIP
form will outline the bulleted items (a, b, & c¢) listed below.
However, if the failure to qualify raises serious performance
related issues where the Firearms Instructor believes the officer
should not be allowed to immediately return to duty with their
weapon, then the Firearms Instructor may invoke General Order
52.1.8 — Relief of Duty by advising an on-duty supervisor of
their recommendation to relieve the officer from duty. The on-
duty supervisor would then determine whether or not to invoke
General Order 52.1.8. Upon determination, the on-duty
supervisor will notify their Lieutenant via the chain-of-
command.
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a. Failed attempts to qualify;

b. Plans for two remedial training sessions with a KPD
Firearms Instructor which will occur prior to re-
gualification; and

C. Firearm re-qualification date will be set for a period of at
least fourteen (14) days from the date of the PIP notice.

3. Second Firearm Qualification Day — The officer will report for
the Second Firearm Qualification Day as outlined in the previous
Firearms PIP form. The officer will be given two attempts to
qgualify on this day. These qualification attempts will be on the
same qualification course that the officer had previously failed.
If an officer fails both attempts to qualify on this day, then the
officer's department issued firearm will be taken from the
officer, and the officer will be assigned to duty not requiring the
use of a firearm. A PIP will be created by the Senior Firearms
Instructor and will outline —

a. Failed attempts to qualify;
b. Remedial training completed,;

C. Plans for additional remedial training, to include but not
limited to, a basic 40 hour Firearms training course; and

d. Firearm re-qualification date will be set for no later than
thirty (30) days from the date of the PIP notice created
by the Senior Firearms Instructor.

4. Third Firearm Qualification Day — The officer will report for the
Third Firearm Qualification Day as outlined in the PIP written by
the Senior Firearms Instructor. The officer will be given two
attempts to qualify on this day. These qualification attempts
will be on the same qualification course that the officer had
previously failed. If an officer fails to qualify on this day, then
the officer will remain assigned to duty not requiring the use of
a firearm and a memo will be sent to the Chief by the Senior
Firearms Instructor for final review and determination on the
officer’s status.

D. Qualification Exemptions
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1. A Command Officer may grant temporary exemptions for
medical reasons upon submission of a recommendation signed
by a physician or in case of an administrative necessity upon
written request of the officer’s supervisor.

E. All fully commissioned and special commissioned personnel shall be
proficient in the use of firearm(s) regularly carried as their duty
weapon.

F. Training will take place biennially on less-lethal force as defined in

General Order 1.3.4.

G. All participating personnel shall be subordinate to the Firearm
Instructor while on the range.

1. Definitions

A. A Senior Firearms Instructor will bear the full responsibility for the safe
and effective development and implementation of the departmental
firearms training and qualifications. All participants and firearms
instructors are subordinate to the Senior Firearms Instructor during
qualifications.

B. The “Firearms Training Unit” is comprised of the Senior Firearms
Instructor, who is in charge of the Firearms Training Unit, and firearms
instructors.

C. A department issued firearm is that which has been approved for use

while on duty status, but shall not include an alternate weapon.

I1l.  Procedure
A. The Services Division shall be responsible for:
1. Overall administration of the firearms training program.
2. Maintenance of individual firearm performance records.
3. Appointment and certification of Firearms Instructors.

a. Individuals will be designated as Firearms Instructors
with the approval of the Services Captain upon the
completion of a department wide selection process, and
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upon receipt of a favorable recommendation by the
Firearms Training Unit.

b. Firearms Instructors will be certified as instructors only
after successfully completing the Washington State
Criminal Justice Training Commission Firearms Instructor
course or its equivalent. This course must be completed
as soon as possible upon the completion of the selection
process.

B. The Firearms Training Unit may meet prior to each firearms
gualification for the purpose of:

1. Discussing firearms training standards and methods of
attainment.
2. Reviewing weapon and ammunition needs; submitting a

comprehensive analysis to the Chief of Police via the chain of
command when appropriate.

3. Establishing responsibilities for the Senior Firearms Instructor
and Firearms Training Unit.

a. Including courses of fire, range procedures and rules for
the safety and protection of the participants and others.

4. Assisting in the preparation of a preliminary firearms equipment
and training budget.

C. The Senior Firearms Instructor will:

1. Provide adequate training and supervision to instructors and
participants.

2. Provide regular firearm training in accordance with the
approved course of fire.

3. Ensure compliance with all range safety rules and procedures,
and maintain range discipline.

4. Provide firearm training reports to the Services Lieutenant.

5. The Senior Firearms Instructor must meet all other
requirements and duty responsibilities as described in the
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Firearms Training Unit manual of standard operating procedures

(TRN-001).
D. Firearms instructors will:
1. Be assigned as an “officiating” Range Officer at firearms

qualifications and training sessions.
2. Provide adequate training and supervision to participants.

3. Ensure compliance with all range safety rules and procedures,
and maintain range discipline.

4. Provide individual instruction to participants when necessary or
requested.

5. Perform other duties as assigned by the Senior Firearms
Instructor.

6. Meet all other requirements and duty responsibilities as

described in the Firearms Training Unit manual of standard
operating procedures (TRN-001).

1.3.12 Instruction Prior to Carrying Weapon

l. All employees authorized to carry weapons will be issued copies of and be
instructed in the policies described in General Orders 1.3.1 through 1.3.5,
and demonstrate their understanding before being authorized to carry a
weapon.

1. Those employees trained in less-lethal force will be issued a copy of General
Orders 1.3.1 through 1.3.5 (Use of Force Policy) before they are authorized
to carry less-lethal weapons.

IIl.  The issuance and instruction shall be documented, and maintained by the
Senior Firearms Instructor and Senior Less-Lethal Instructor.

1.3.13 Use of Force Reports - Annual Analysis
l. In January of each year, the Chief will direct the Operations Captain to
conduct an annual analysis of use-of-force incidents occurring the prior

calendar year is conducted. The analysis will include the number and types
of use-of-force reports as required by General Order 1.3.6.
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The Chief will review the annual analysis to determine if there are patterns or
trends that could indicate training needs and/or policy modifications.

1.3.14 Discharges

l. All discharges of firearms that are not applicable to Use of Force reports shall
be documented with a written report.

a. This shall include accidental discharges and destruction of animals.

b. The officer's supervisor shall forward this report to the following
persons:
1. Operations Lieutenant
2. Senior Firearms Instructor

C. Notifications to the Command Staff shall be in compliance with General

Order 12.1.6, and this will be done by the officer’s supervisor.

d. A review will be conducted by the Operations Lieutenant and Senior
Firearms Instructor.

1. A report of this review will be forwarded to the Chief of Police.
This report will contain their findings and recommendations.

a. Recommendations may include, but not limited to,
training.
2. When the firearm discharge was for the destruction of a

wounded or dangerous animal, and no property damage or
personal injury occurred, the Operations Lieutenant and Senior
Firearms Instructor may approve the officer's report without any
additional recommendations.

I. All discharges of Tasers and SL-6 weapons that are not applicable to Use of
Force reports shall be documented with a written report.

a. This shall include accidental discharges.
b. The officer's supervisor shall forward this report to the following
persons:
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1. Operations Lieutenant
2. Senior Less-Lethal Instructor

C. Notifications to the Command Staff shall be in compliance with General
Order 12.1.6. These notifications will be done by the officer’s
supervisor.

d. A review will be conducted by the Operations Lieutenant and Senior

Less-Lethal Instructor

1. A report of this review will be forwarded to the Chief of Police.
This report will contain their findings and recommendations.

a. Recommendations may include, but not limited to,
training.
1.3.15 Firearms — Retired Officers

l. Retired Kirkland Police Department law enforcement officers may
submit an application to the Chief of Police to be considered for
approval for carrying a concealed weapon in accordance with the Law
Enforcement Officers Safety Act (LEOSA) of 2004.

A. Memo on the LEOSA by the US Attorney General, “On July 22,
2004, Congress passed and the President signed the Law
Enforcement Officers Safety Act of 2004 (the "Act"), Pub. L.
No. 108-277, 118 Stat. 865 (2004), codified at 18 U.S.C. 8§
926B and 926C. With certain limitations and conditions, the Act
exempts active and retired "qualified law enforcement officers”
("qualified LEOs™) from state laws and local ordinances
prohibiting the carrying of concealed weapons. The Act does
not purport to affect any state or local laws and ordinances
that permit restrictions of concealed firearms on private
property or any such laws that restrict the possession of
firearms on any State or local government property,
installation, building, base, or park.”

. Standard Operating Procedure ADM-020 will be followed for this
application process.

IIl.  Only the Chief of Police or his/her designee has the authority for

approving or disapproving the retired Kirkland Police officer’s
application.
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Kirkland Police Department

General Order No. 2.1
SUBJECT: AGENCY JURISDICTION AND MUTUAL AID

This order consists of the following numbered sections:

2.1.1
2.1.2
2.1.3
2.1.4

2.1.1

2.1.2

Geographical Boundaries

Concurrent Jurisdiction

Mutual Aid Agreements

Requesting Federal/National Guard Assistance

Geographical Boundaries

The corporate City limits of the City of Kirkland are the geographical
boundaries of the Kirkland Police Department.

Any time there is a question concerning jurisdiction, the on duty Patrol
supervisor or Services Lieutenant should be consulted.

Every department member should familiarize themselves with the
geographical boundaries of the City of Kirkland.

Every department member should familiarize themselves with the
geographical boundaries of the City of Kirkland.

Concurrent Jurisdiction

Effective law enforcement is not a solitary effort but requires the cooperation
and interaction of many agencies. The Kirkland Police Department supports
this concept and will cooperate fully with other agencies in the discharge of
these duties.

Authority of the Kirkland Police Department

A. Within the City limits, the Kirkland Police Department will enforce the
ordinances of the City of Kirkland and the laws of the State of
Washington and carry out all duties and responsibilities attributed to
the Police Department by the Chief of Police;

B. The Kirkland Police will enforce the traffic ordinances of the City of
Kirkland and the traffic laws as denoted in Kirkland City Ordinances
and Title 46 or Model Traffic Ordinance of the Revised Codes of
Washington;
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General Order 2.1 Kirkland Police Department

C. The Kirkland Police Department has exclusive jurisdiction and
responsibility in matters concerning Kirkland City Ordinances within the
City limits;

D. Nothing prohibits members of the King County Sheriff's Department or
Washington State Patrol from taking action in situations that occur in
their presence within the City limits;

E. In any situation where a question arises concerning jurisdiction with
another agency, the responding Kirkland police officer will make every
attempt to resolve the matter in the most professional manner
possible. If no resolution is possible, the matter will be turned over to
a supervisor or Command Officer for resolution.

1. If no amicable solution can be reached, the matter should be
handled by this Department in the interest of the community
and a report outlining the situation submitted to the Chief.

I1l.  Other agencies having jurisdiction within the City of Kirkland are the King
County Department of Public Safety, the Washington State Patrol, and those
other agencies authorized pursuant to RCW 10.93.070 by letter of authority.
Employees of this Department will offer complete cooperation when
situations arise where these agencies must exercise their authority within the
City limits.

2.1.3 Mutual Aid Agreements

l. The Washington Mutual Aid peace officer powers act of 1985 is listed under
RCW 10.93, and provides controlling legislation governing mutual aid,
making provision for the Kirkland Police Department to enter into interagency
agreements for “consent to the full exercise of peace officer powers”. The
Kirkland Police Department has written agreements with neighboring law
enforcement agencies to provide mutual aid, including emergency situations.

A. RCW 10.93.070 lists circumstances in which a Kirkland Police Officer
may enforce the traffic or criminal laws of this state throughout the
territorial bounds of this state, in accordance with the Washington
Mutual Aid peace officer powers act of 1985.

1. Mutual aid agreements provide all the necessary information to initiate
mutual aid activities either on behalf of our Department or at the request of
the neighboring law enforcement agency. This information addresses the
following information:
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A. The legal status of agencies and agency personnel responding to
mutual aid requests;

B. Procedures for vesting provider agency personnel with the legal
authority to act within the receiver agency's jurisdiction;

C. Procedures for requesting mutual aid;

D. Identity of those persons authorized to request mutual aid;

E. Identity of persons to whom outside personnel are to report;

F. Procedures for maintaining radio communication with outside

personnel; and

G. Expenditures, if any, which should be borne by the receiver agency to
compensate for the use of the provider agencies resources.

H. Procedures for review and revision if prescribed in the agreement.

IIl.  Copies of the agreements and policy will be kept on file in the Services
Division.

IV. A plan for providing or receiving aid in unusual occurrence situations is
maintained by the Operations Lieutenant. This plan includes:

A. Extent of aid that could be provided while maintaining adequate law
enforcement coverage in the service area, and

B. Estimates of types and amounts of major resources and their
locations.

V. Exercising Authority Off-Duty
A. Kirkland Officers may exercise their authority when off duty anywhere
outside of Kirkland and in the State of Washington when the following

circumstances exist:

1. In response to an emergency involving an immediate threat to
human life, or serious threat to property.

2. In response to a request of a peace officer with enforcement
authority.
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B. When officers exercise any authority under the Act while off duty
outside the City of Kirkland they must submit a written report,
detailing the incident, through their supervisor to the division
commander.

VI.  Upon initiation of an emergency situation outside the City requiring Kirkland
Police mutual aid, the Chief of Police, or his/her designee, will request that the
ranking officer in charge from the requesting agency confer with the
designated commander from the Kirkland Police Department. This will be
done in order to determine if the mission of the Kirkland Police personnel is
consistent with mutual aid agreements in effect. The designated Commander
will ensure that a Kirkland Police Department advisor is assigned to assist the
agency seeking mutual aid.

VII. The City of Kirkland has no independent correctional facilities located within its
city limits. State law and current mutual aid agreements will govern any mutual
aid response by the department to a correctional facility operated within King
County. The responsibility for planning and implementation of operations rests
with the primary law enforcement agency of the jurisdiction in which the
correctional facility is located.

2.1.4 Requesting Federal/National Guard Assistance

l. In any event requiring federal law enforcement assistance, Command Officers
are authorized to solicit aid from the appropriate federal agency.

1. If the Chief of Police is not available, then any command officer available will
be briefed on the situation, and will make the decision on the aid request.

IIl.  Should an emergency arise necessitating the call-out of the Washington
National Guard, the Chief or his designee must request the call-out from the
Mayor. The Mayor shall be the sole authority for all requests for assistance
and/or aid from the Washington State National Guard. This request from the
Mayor will be forwarded to the Governor. The Governor has the authority to
call out the Washington State National Guard, in accordance with RCW
38.08.040.

A. When State National Guard Troops are assigned to an area within the
City for purposes of assisting in preserving law and order and/or the
protection of life and property, they will be under the authority of and
directly responsible to their military commanders.
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B. The authority of the Chief of Police or any department command
officer will not extend to such troops. However, the Chief of Police, or
his/her designee will advise the military commanders as to specific
needs of the city, recommending areas in which the military can most
appropriately be used to restore order in support of the civil
authorities.

IV.  Should an emergency arise necessitating the call-out of Federal Troops, the
Chief or his designee must request the call-out from the Mayor. The Mayor
shall be the sole authority for all requests for assistance and/or aid from
Federal Troops. This request from the Mayor will be forwarded to the State
Legislature. The State Legislature has the authority to request that the
President call out federal troops unless there is insufficient time for it to
convene, in accordance with United States Code Title 10, Subtitle A, Part 1,
Chapter 15, Section 331. In that event, the Governor has the authority, in
accordance with United States Code Title 10, Subtitle A, Part 1, Chapter 15,
Section 331. It is the Mayor of the City of Kirkland that has the authority to
ask the Governor or the Legislature to exercise these powers, in accordance
with RCW 35A.13.030.

A. When federal troops intervene, the military commander will cooperate
with the governor and other local and state authorities unless
cooperation interferes with the accomplishment of the federal mission.
Military personnel assigned to a problem area may recognize the
authority of law enforcement commanders and assist in mutually
restoring the area to normalcy, or if circumstances warrant, the
military commander may assume sole command of the area. Officers
of the department will cooperate with military forces assigned.

Page 5 of 5



Kirkland Police Department

General Order No. 3.1
SUBJECT: CONTRACTUAL AGREEMENTS

This order consists of the following numbered sections:

3.1.1 Law Enforcement Services Provided
3.1.2 Contract Services — Employee’s Rights

3.1.1 Law Enforcement Services Provided

l. All contracts for law enforcement services shall be in a written agreement.
This agreement shall include, but not limited to:

A. The contract shall clearly identify the specific services to be provided.
This will include the nature and extent of the services.

B. Financial agreements will be included in the contract. This will include
the time and manner of payment for services.

C. Records concerning the nature and extent of the service will be kept
by the provider. The contract should define what type of records,
such as number of calls for service, nature of the calls, etc. is to be
kept. All contracts will be kept on file at the Kirkland City Clerk's
office.

D. All contracts shall specify the parameters to include its duration, how it
can be modified and the procedure for renewal and termination.

E. All contracts shall include contingencies of legal implications. These
shall include which party will defend the provider agency in the event
of a lawsuit, identification of persons who represent parties to the
contract, and who provides payment of compensation should the
provider agency be found liable in a lawsuit.

F. The provider of the contract shall be responsible for all its personnel
involved in fulfilling the contract.

G. The provider will be responsible for the equipment and facilities,
unless otherwise specifically noted in the contract.

H. A procedure for review and revision of the agreement, if needed.
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1. All inter local contracts require the approval of the Kirkland City Council.
3.1.2 Contract Services - Employee’s Rights
l. Members of the Kirkland Police Department assigned to fulfill a contract

service shall not be penalized from exercising the same rights and benefits of
other members of the Kirkland Police Department.
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Kirkland Police Department

General Order No. 11.1
SUBJECT: ORGANIZATIONAL STRUCTURE

This order consists of the following numbered sections:

11.1.1 Organizational Structure
11.1.2 Organization Chart

11.1.1 Organizational Structure

The Kirkland Police Department consists of three major components:

A.

B.

C.

The office of the Chief of Police;
Operations; and

Services.

The office of the CHIEF OF POLICE consists of:

A.

Chief of Police - The Chief of Police is the Chief Executive Officer of
the Kirkland Police Department. The Chief of Police is appointed by
the City Manager and approved by the City Council. The Chief of
Police appointment and authority is listed in Kirkland Municipal Code
3.16.010 and 3.16.020. The Chief of Police has full authority and
responsibility for the management, direction, and control of the
operations and administration of the police department. He/she
exercises supervision over all departmental personnel directly or
through subordinate supervisors.

Police Services Administrative Coordinator - Appointed by the
Chief of Police. Oversees the general administrative activities in the
department.

1. Administrative support is provided by an Administrative
Assistant, under the supervision of the Police Services
Administrative Coordinator, whose primary function is to
perform accounting work related to the processing of the
department’s payroll.

2. Administrative support is also provided by an Administrative
Support Associate, under the supervision of the Police
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Services Administrative Coordinator, whose function is to
perform clerical support as needed based on department
established priorities, including payroll preparation and budget.

C. Administrative Investigations - The Chief of Police or his/her
designee is responsible for all administrative investigation functions for
the Kirkland Police Department. The Chief of Police or his/her
designee manages the assigning of administrative investigations and
completion of those investigations. The duties and responsibilities for
the Administrative Investigation function is outlined in General Order
52.1.

IIl. OPERATIONS is commanded by a Captain, who coordinates the activities
of the department under the direction of the Chief of Police. Operations
consists of two divisions. Each division is under the command of a
Lieutenant, who organizes, coordinates and manages the day-to-day
operations of a major division under the direction of the Operations Captain.
Operations consists of:

A. PATROL DIVISION - Under the direction of a Lieutenant, the Patrol
Division is responsible for most patrol related law enforcement
operations under the first level supervision of a Police Sergeant or
Corporal. The Patrol Operations Division consists of:

1. Patrol Squads A, B, C, D:

a. Patrol Officers are responsible for providing the basic
law enforcement service to the community; responding
to calls, conducting initial investigations, and traffic
enforcement.

2. Traffic Unit:

a. Traffic officers are assigned positions, under the
direction of the 7raffic Sergeant. Primarily responsible
for traffic enforcement, traffic collision investigation, and
all other traffic related incidents. Additionally, when
necessary, the traffic section will assist patrol.

b. Parking Enforcement Officers (non-commissioned)

duties and responsibilities include enforcement of parking
regulations under the direction of the 7raffic Sergeant.

Revised Date: 02-2009 Page 2 of 8



General Order 11.1 Kirkland Police Department

3. K-9 Unit:

a. The K-9 unit is an assigned position. Duties and
responsibilities are outlined in General Order 41.1.4

4. Special Response Team (SRT):

a. SRT Officers are assigned positions and not a full-time
position. SRTis a unit of specially trained and equipped
officers of the Kirkland Police Department, whose
purpose is to deal with the most potentially serious types
of police confrontations. SRT personnel may be utilized
as outlined in General Order 46.2.

5. Crisis Negotiations Team (CNT)

a. Crisis Negotiators are assigned positions and not a full-
time position. Crisis Negotiations Team consists of
personnel trained specifically to communicate with
barricaded persons, hostage takers, mentally unstable
individuals, and protest or activist groups.

6. ProAct Unit

a. ProAct Officers are temporarily assigned positions, under
the first level supervision of the ProAct Sergeant. The
ProAct Unit has the following primary objectives; to
identify and respond proactively to crime trends affecting
the City, develop strategies and tactics to respond
effectively to serial and/or unique type street crimes,
increase the Department arrests and clearance of motor
vehicle related crimes, increase the Department recovery
of stolen property, and supplement patrol’s response to
special details and/or unusual occurrences.

7. Community Services Unit - responsible for community crime
prevention programs, school resource programs, and
neighborhood resource programs. Under the first level supervision
of a Sergeant.

a. Crime Prevention Officer promotes a plan of community
crime awareness, safety, and prevention through various
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crime prevention programs. This is a half-time position
and not a full time position.

b. School Resource Officer assists with school safety
issues, provides basic law enforcement functions, and
teaches curriculum designed to provide information on;
alcohol & drugs, conflict resolution, decision making, and
identification of consequences. Also, acts as a resource to
schools on police-related matters.

C. Neighborhood Resource Officer works with officers,
citizens, neighborhoods or businesses on traffic issues and
other targeted problems, identify solutions, and secure
appropriate resources to successfully address issues and
problems.

d. Explorers participate in community programs with the
Kirkland Police Department, under the direction of an
Explorer Leader, to develop themselves in the areas of;
career opportunities, citizenship, leadership experience, life
skills, and character education.

B. INVESTIGATIONS DIVISION - Under the direction of a Lieutenant,
the Investigations Division is responsible for follow-up, long-term
investigations, maintaining criminal intelligence and undercover
narcotics enforcement.  Under the first level supervision of a
Detective Sergeant. The Investigations Division consists of:

1 Investigations Unit:

a. Detective is a specialty assignment whose primary
duties and responsibilities include the follow-up
investigation of criminal activity, including crimes against
person, property, and crime scenes.

2. Narcotics Unit:

a. Narcotics Detective is an assigned position (and a
member of the Eastside Narcotics Task Force). Primary
duties and responsibilities include, but are not limited to

covert narcotics transactions /investigations.

3. Intelligence Unit:
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a. The Detective Sergeant is responsible for the
Intelligence  function. Intelligence  duties and
responsibilities are outlined in General Order 51.1.

4. Family Violence Unit:

a. The Family Violence Officer conducts follow-up
investigations on reported cases of domestic
violence/abuse, Child Protective Services case referrals
and juvenile runaway cases. The unit also monitors
registered sex offenders residing in Kirkland.

b. Family Violence Advocate is a non-commissioned
position which provides victim assistance, intervention,
counseling and coordinating assistance in family/youth
issues such as domestic violence and missing/runaway
juveniles.

5. Crime Analyst:

1. Crime Analyst reports to the Investigations Lieutenant.
Crime Analyst duties and responsibilities are outlined in
General Order 15.1.

IV.  SERVICES are commanded by a Captain, who coordinates the activities of
the department under the direction of the Chief of Police. Services consists
of two Divisions under the command of a L/eutenant, who organizes,
coordinates and manages the day-to-day operations under the direction of a
Captain. Services consists of:

A. POLICE SERVICES DIVISION - Under the direction of a
Lieutenant, the Police Services Division is responsible for necessary
tasks performed to support operational personnel. The
Administrative Corporal assists the Services Lieutenant with the
necessary tasks performed to support operational personnel. Those
tasks are accomplished by the following:

1. Records Unit:
a. Police Support Associates, under the first-level

supervision of the Police Support Supervisor, whose
primary duties and responsibilities include; records
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maintenance, processing documents, and communication
with the public.

2. Training Unit:

a. The Training Officer is an assigned position, under the
direction of the Administrative Corporal, with a
primary function to enhance the basic training an officer
receives as well as their future development. Duties and
responsibilities include developing and facilitating
department training and maintaining records that pertain
to department training,

b. Field Training Unit:

1. Field Training Officers is a specialty
assignment, under the direction of a Field
Training Coordinator, and is responsible for the
field training of newly hired Correction Officers.
FTO duties and responsibilities are outlined in
General Order 33.4.3.

2. Police Training Officers is a specialty
assignment under the direction of a Police
Training Coordinator, and is responsible for the
field training of newly hired officers. PTO duties
and responsibilities are outlined in General Order

33.4.3.
C. Training Cadres:
1. Firearms Training Unit — Firearms Instructor

is a part-time specialty assignment, under the
direction of a Senior Firearms Instructor,
which include planning & organizing firearms
gualifications for all commissioned personnel,
establishment of training protocols and
requirements, maintenance of firearms training
records, maintenance of the department’s firearms
inventory, and pre-qualification training of new
officer hires.

2. Less-Lethal Training Unit - Less-Lethal
Instructor is a part-time specialty assignment,
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under the direction of a Senior Less-Lethal
Instructor, which include planning & organizing
less-lethal qualifications, establishment of training
protocols and requirements, maintenance of less-
lethal training records, and maintenance of the
department’s less-lethal inventory. The Defensive
Tactics Instructor also falls under the direction of
this unit and the Senior Less-Lethal Instructor.

3. Protective Measures Training Unit -
Protective Measures Instructors is a par-time
specialty assignment under the direction of a
Senior Less-Lethal Instructor, which include
planning & organizing protective measures
training protocols and requirements, maintenance
of protective measures training records, and
maintenance of protective measures training
equipment.

B. CORRECTIONS & PROPERTY DIVISION — Under the direction of a
Lieutenant, the Corrections & Property Division is responsible for
necessary tasks performed in the operation of the Kirkland Jail and the
Kirkland Police Property Room.

1. Corrections Unit:

a. Corrections Officers, under the first-level supervision
of the Corrections Corporal, whose duties include;
booking, housing, and transportation of prisoners; and
maintaining the security of the Corrections facility.

2. Property Management:

a. The Property Officer, under the supervision of the
Corrections Lieutenant, is responsible for the
management of the Evidence and Property Room
function.

C. ACCREDITATION - The Kirkland Police Department is a Washington
State accredited (Washington Association of Sheriffs and Police Chiefs
- WASPC) agency. Accreditation is a continuing process, with
management of the accreditation function assigned to the Services
Captain, whose duties and responsibilities are to ensure compliance
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with established General Orders while maintaining the integrity of the
accreditation reporting system.

11.1.2 Organization Chart

l. The organizational chart will be reviewed and updated as needed, at least
annually. The chart is accessible to all personnel.
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Kirkland Police Department

General Order No. 11.2
SUBJECT: UNITY OF COMMAND

This order consists of the following numbered sections:

11.2.1 Employee Accountability

11.2.2 Direct Command/Organizational Components

11.2.1 Employee Accountability

l. Each employee will be accountable to only one supervisor at any given time.

1. Occasions may arise requiring a supervisor to issue an order to an employee
outside the supervisor's immediate responsibility. Nothing in this section will

prevent this.

A. A person’s rank within the department carries the authority of the rank
regardless of which division the supervisor is assigned.

11.2.2 Direct Command/Organizational Components

l. Each division or unit of this Department is under the direct command of only
one supervisor.

1. Whenever two or more officers of the same rank are on duty and supervising
the same area of responsibility within this Department, the chain of command
will be determined according to time and rank in grade, except when
otherwise designated by a superior officer.

A. Time in grade is determined by the length of time within a rank as
determined by the appointment date to that specific rank;

B. Rank in grade is determined by the actual placement on a promotion
test when more than one person is promoted on the same date;

C. Such order of time and rank in grade shall be recorded in the Kirkland
Police Department personnel roster. The personnel roster will be
issued and updated as necessary.

IIl.  When two or more officers are dispatched to a call for service, the following
will apply;
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A. The primary unit assigned by radio to respond to the complaint shall
assume control of the situation until it is concluded or until relieved by
a more senior officer.
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General Order No. 11.3
SUBJECT: AUTHORITY AND RESPONSIBILITY

This order consists of the following numbered sections:

11.3.1 Responsibility / Accountability of Employees
11.3.2 Supervisory Accountability

11.3.1 Responsibility / Accountability of Employees

The success of the organization requires that responsibility be accompanied
by necessary authority. Authority to execute the required activity of the
organizational component is delegated by the Chief of Police through the
command structure to individual employees. At every level of the
organization, employees will be given the authority to make decisions
necessary for the effective execution of their responsibilities.

A. The Chief of Police is ultimately responsible for the performance of the
organization. To assist the Chief in accomplishing the goals and
objectives of the Department, employees are delegated authority to
perform the duties of their assignments.

B. Command Officers are responsible and accountable for all aspects of
their command. Within policy guidelines and legal constraints, a
Command Officer has authority to direct and coordinate assigned
personnel, and allocate resources to achieve organizational goals and
objectives. Command Officers shall rely on policy, directives, training,
and personal initiative to guide them in achieving the highest possible
level of performance.

C. The Kirkland Police Department is responsible for the law enforcement
services in the City of Kirkland. In order to accomplish its mission,
department employees are delegated authority and are empowered
through or by the color of the badge, position, and/or rank. Each
employee will be held accountable for their overall performance and
the success or failure to use this delegated authority in accomplishing
the responsibilities of their position. This will be measured through
the performance evaluation process.

11.3.2 Supervisory Accountability
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A. Supervisors will be held accountable for the performance of the
employees under their immediate supervision. Supervisory
positions have the responsibility to guide, direct, motivate, and
instruct all personnel under their supervision. Supervisors are
responsible for planning the work of personnel in an orderly
manner; delegating authority and responsibility when
appropriate, and following the progress of assignments to a
satisfactory completion. All supervisors of all ranks and/or
levels within the department are responsible for the work
performance of subordinate personnel under their immediate
control. Although supervisors may delegate the actual
performance of a given task, supervisory officers cannot rid
themselves of the responsibility or accountability for the
accomplishment of the task.
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General Order No. 11.4
SUBJECT: GENERAL MANAGEMENT AND ADMINISTRATION

This order consists of the following numbered sections:

11.4.1
11.4.2
11.4.3
11.4.4
11.4.5

11.4.1

Administrative Reporting

Forms Management

Accreditation Tracking System
(RESERVED)

Notify Chief of Incident with Liability

Administrative Reporting

Reports are derived from data entered into the computer system and are
provided to the chain-of-command. Reports reflect comparative data on
activities and trends and include but are not limited to:

A.

Daily Recaps which summarizes occurrences during the previous 12
hours, written by patrol supervisors, keeping personnel informed of
major crimes, collisions, arrests and other criminal activities. These
reports are distributed via e-mail to supervisors and command staff in
every division;

UCR (Uniform Crime Reporting) submitted monthly by the Crime
Analyst to provide a database for crime statistics. This is submitted to
the FBI via the state reporting system (WUCR) in accordance with the
Uniform Crime Reporting Handbook. (Refer to General Order 82.1.3);

Monthly officer activity reports submitted by supervisors which
provides information on; reports, citations, calls for services, arrests,
or other activity. These reports are distributed to the respective
Division Lieutenants;

The Crime Analyst will prepare crime analysis bulletins and other
bulletins on a routine basis, which provide an analysis of police activity
and crime by type of activity, location, time, and date. The reports will
be available to all department members. These are distributed to the
briefing logs in the Patrol briefing room and via e-mail;

An annual report of UCR and statistical information is completed by
the Crime Analyst. This report provides a summary on comparative
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data and activities of the agency. These reports are distributed to the
command staff;

F. The Training Officer shall prepare an annual training plan that
identifies training priorities and establishes the proposed curriculum for
the annual in-service training. This is submitted to the Services
Lieutenant;

G. Ad hoc reports may be obtained from the computer as needed. These
reports are distributed via the chain of command.

1. Division Lieutenants will submit monthly reports to their respective Captains
accounting for the activities in their units for the previous month and
identifying goals and objectives for the ensuing months. Reports may be
written or oral.

A. Weekly staff meetings serve as an opportunity for informal reporting
and problem solving between Divisions within the Department. This
process is also extended to all supervisors within the Department.

IIl.  The Captains report the status of their respective Divisions to the Chief of
Police on a monthly basis. The report contains each Division’s Monthly
Activity Report, as well as the status of Services and Operations in regard to
the mission statements, goals and objectives of the Kirkland Police
Department. The report may be written or oral.

11.4.2 Forms Management

l. The Police Services Administrative Coordinator has the direct responsibility for
forms management within the Department.

1. Department forms will be reviewed as necessary or at least annually to
ensure removal of duplicity, removal of obsolete forms, necessary revisions,
and compliance in use.

IIl.  Forms Management shall be as follows:

A. All forms shall bear the Department form number, which reflects the
year the form was originated or revised.

B. The Chief of Police or his/her designee must approve all new forms as
well as revision or deletion of any existing forms utilized by the
Department.
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VI.

VII.

C. The Police Services Administrative Coordinator is responsible for
ensuring policy and procedure compliance and for the assignment of
department form numbers and titles.

D. A master file of department forms is maintained at the Police Services
Administrative Coordinator’s office.

All new, revised, or obsolete forms shall be forwarded through the chain of
command to the respective Division Lieutenant for review, prior to approval
by the Chief or his/her designee.

Upon approval by the Chief of Police or his/her designee, for a new, revised,
or obsolete form to be deleted, the Police Services Administrative Coordinator
will:

A. Review to ensure the absence of duplication with existing forms;
B. Assign a Department form number and formal title;

C. Maintain a copy of the new or revised form in a master file.

D. Remove forms from the master file that are obsolete.

Refer to General Order 82.3.4 regarding accountability of citations.

Refer to General Order 11.4.1 regarding accountability of Department forms.

11.4.3 Accreditation Tracking System

The Police Services Administrative Coordinator manages a spread sheet which
monitors periodic reports, reviews and other activities mandated by
applicable accreditation standards.

This tracking system is utilized to ensure that periodically required reports,
reviews, and other activities take place; and to identify and correct instances
where a requirement was not met.

11.4.4 (RESERVED)

11.4.5 Notify Chief of Incident with Liability

The Chief of Police or his/her designee will be notified, via the chain of
command, of incidents where there may be a question as to the agency's
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liability or those incidents which may result in heightened community
interest. This will include, but is not limited to, the following:

A. All incidents where employees have allegedly performed in a manner

that created an increased likeliness of death or serious injury to
persons or significant loss of property.
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General Order No. 11.5
SUBJECT: GOALS AND OBJECTIVES

This order consists of the following numbered sections:

11.5.1 Goals and Objectives
11.5.2 Progress Towards Goals and Objectives

11.5.1 Goals and Objectives

Division Lieutenants are responsible for developing and submitting division
goals and objectives to the Chief of Police, via the Chain of Command, on an
annual basis.

Department goals and objectives are established annually by the Chief of
Police and/or Command Staff. All department members are encouraged to
offer input in formulating department goals and objectives. Once
established, annual Goals and Objectives are distributed to all department
members.

11.5.2 Progress Towards Goals and Objectives

Annually, a written evaluation of the progress made toward the attainment of
goals and objectives will be prepared and submitted, to ensure that the Chief
of Police is informed on a regular basis. A written evaluation is required by
each organizational component.
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Kirkland Police Department

General Order No. 11.6
SUBJECT: PLANNING AND RESEARCH

This order consists of the following numbered sections:

11.6.1
11.6.2
11.6.3
11.6.4

11.6.1

11.6.2

Planning and Research — Function

Planning and Research - Organizational Placement
(RESERVED)

Multi-year Plan

Planning and Research - Function

Lieutenants are generally assigned the responsibility for the research and
planning function. This function includes, but is not limited to, the
preparation of research studies of proposed programs and equipment.
Other department members may be assigned to and/or become involved
with this function as needed.

The Command Staff is responsible for research and development with
regard for: developing departmental policies and procedures; developing
short and long range planning; and conducting research on specific issues
as assigned.

Operational activities are summarized on a monthly basis by Operations &
Investigations command staff.

Planning and Research - Organizational Placement

l. The planning and research function is assigned to the Command Staff.

A.

11.6.3

11.6.4

The Command Staff is provided access to all departmental information
resources, to ensure the ability to collect data and make programmatic
recommendations.

The Command staff is comprised of the Lieutenants, Captains, and
Chief of Police.

(RESERVED)

Multi-year Plan
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l. The Kirkland Police Department maintains a current multi-year plan, which
articulates goals and objectives, and a plan for achieving them. The annual
budget also includes departmental goals and objectives. The plan also
anticipates long-term problems of at least five years and suggests alternative
solutions to them. The multi-year plan is the responsibility of the Services
Captain, and includes the following:

A.

B.

Development of long-term goals and operational objectives;
Anticipation of population trends and their impact on workload;
Anticipation of personnel levels;

The department will participate in the development of the City Capital
Improvement Plan that identifies the capital needs of the Police

Department.

The multi-year plan will be updated as necessary, but reviewed at
least once a year.
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Kirkland Police Department

General Order No. 12.1
SUBJECT: DIRECTION

This order consists of the following numbered sections:

12.1.1 CEO Authority and Responsibility
12.1.2 Command Protocol

12.1.3 Obeying Lawful Orders

12.1.4 Inter-departmental Communication
12.1.5 Notifications — Serious Incidents
12.1.6 Notifications — Requirements

12.1.1 CEO Authority and Responsibility

The Chief of Police is the chief executive officer of the Police Department and
is responsible for the protection of lives and property in the City of Kirkland
through the supervision of all police functions. The Chief of Police
designation, authority and responsibility is listed in Kirkland Municipal Code
3.16.010, 3.16.020 and 3.16.060. Under the general direction of the City
Manager, the Chief assumes full responsibility for Departmental
administration and operation within established policies.

12.1.2 Command Protocol

The Kirkland Police Department has an established system of succession to
ensure that continuous leadership is available as follows:

A. In the absence of the Chief, the sequential order of command
authority, unless otherwise designated, is as follows:

Captain
Lieutenant
Sergeant
Corporal

hon e

The Chief of Police, prior to an absence, shall appoint which captain is
acting Chief of Police. Failing to do so, the City Manager shall appoint
the acting Chief of Police from the Captains.

B. In exceptional situations, such as emergency or unusual occurrences,
refer to the Emergency Operations Center (EOC) Procedures Manual.
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C. Leadership of single operations involving personnel of different units or
divisions normally will be determined by rank. This will mean that the
ranking officer at the scene will be in charge. The arrival of a higher
ranking officer at the scene does not automatically place him/her in
charge of that scene, unless he/she assumes control by announcing
he/she is taking control.

D. Command in normal day-to-day department operations will be
determined by rank in that division, unless otherwise designated.

. For anticipated absences, command officers should designate, in writing, an
acting authority.

12.1.3 Obeying Lawful Orders

l. Employees are required to obey any lawful order of a supervisor, including
any order relayed from a supervisor by an employee of the same or lesser
rank.

A. The term lawful is included to acknowledge the uncommon yet
potential situation in which an order may be given that is unlawful. An
example of an unlawful order is one in which a subordinate is directed
to use excessive force. Such unlawful orders shall be brought to the
attention of the person issuing the order and reported via the chain of
command to the respective Division Lieutenant.

I. Should any lawful order, given by a supervisor, be inconsistent or conflict
with any previous order, the employee will respectfully bring this conflict to
the attention of the supervisor. The supervisor who issued the conflicting
order will take the necessary steps to correct the conflict and assume
responsibility for the subordinate’s actions.

I1l. In the event that neither issuing supervisor can be readily advised, the
employee will carry out the most recent order and advise a supervisor of the
conflict as soon as practical.

12.1.4 Inter-departmental Communication

l. Interdepartmental Coordination

A. Operations and Services will encourage and support the exchange of
information between Divisions for the purpose of coordinating
performance;
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B. Methods and procedures which can enhance inter-departmental
coordination include:

1. Weekly command staff meetings;
2. Supervisory meetings;
3. Utilization of both formal and informal memos;
4. Utilization of electronic mail (e-mail) and voice mail.
C. Interdepartmental coordination of serious incidents: There are many

incidents where additional assistance and direction for supervisors is
necessary to ensure the proper response to and investigation of major
incidents. Command Staff notifications will be made during these
incidents. General Order 12.1.5 lists those incidents.
12.1.5 Notifications — Serious Incidents
l. Command Staff Notifications shall be made in the following order:
A. Lieutenant
B. Captain
C. Chief of Police

. The supervisor will notify department command staff whenever any of the
following occur:

A. Homicide/Suspicious Death investigation.
B. Traffic fatality.

C. Anytime a police department employee is injured to the extent that
medical treatment is necessary.

D. A spouse or child of an officer or other police employee is killed or
seriously injured.

E. Patrol vehicle collisions involving serious injuries or fatalities.

F. Anytime an officer discharges their weapon in the line of duty.
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G. Armed robberies with injuries or shots fired.

H. Any death of a prisoner while in custody of the Kirkland Police
Department personnel.

l. Regional disasters outside of Kirkland where assistance may be
requested in a mutual aid capacity.

J. A Kirkland City official is killed or seriously injured, either here or
elsewhere, and any other public official is killed or seriously injured in
our jurisdiction.

K. The filing of a complaint of serious misconduct by an officer or other
police employee of the department.

L. The arrest of an officer or other police employee of the department,
either here or elsewhere, and the arrest of any other police officer in
our jurisdiction.

M. Criminal accusation against a Kirkland City official.

N. The arrest of a Kirkland City official or a member of their immediate
family.

0. Any time Negotiators or the Special Response Team are activated.

P. Whenever the supervisor has a question, needs direction or feels an

incident needs to be brought to the attention of command.
Q. Death of a Washington State Police Officer in the line of duty.

R. Any other circumstances wherein a duty supervisor deems it advisable
to notify the Chief of Police.

Ill.  When contacted, the Command Staff Officer shall decide the appropriate
notification, action and response, if any, and shall direct the supervisor or
employee accordingly.

12.1.6 Notifications — Requirements

l. The notifications outlined in General Order 12.1.5 require a written report.

A. These reports shall be submitted before the end of shift.
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The reports will be sent to the Chief of Police via the chain of
command.

An e-mail shall be sent by the on duty supervisor to the entire
Command Staff.

1. A brief synopsis will be included in this e-mail and it will be
completed before the end of shift.

. Additional incidents that will require a written report include:

A.

B.

E.

F.

Property damage to department equipment.
Department equipment that has been lost.

Traffic incidents and traffic collisions involving vehicles used for
department purposes.

Accidental discharges of firearms as described in General Order 1.3.2
Accidental discharges of a Taser or SL-6.

Destruction of an animal.

IIl.  The reports for these additional incidents will be handled in the following

manner:
A. Submitted before the end of shift.
B. Forwarded to the Operations Lieutenant and Services Lieutenant.
1. Reports also to be forwarded to the following:
a. Senior Firearms Instructor — Firearms Discharges
b. Less-Lethal Weapons Lead Instructor — Less- Lethal
Discharges.

C. Traffic Sergeant — Traffic incidents / traffic collisions

C. An e-mail shall be sent by the on duty supervisor to the entire

Command Staff.
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1. A brief synopsis will be included in this e-mail and it will be
completed before the end of shift.
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Kirkland Police Department

General Order No. 12.2
SUBJECT: WRITTEN DIRECTIVES

This order consists of the following numbered sections:

12.2.1 Written Directive - System
12.2.2 Written Directive - Dissemination, Storage

12.2.1 Written Directive - System

l. The Kirkland Police Department utilizes a written directive system that
includes the following:

A. Agency values and mission statement.

B. Authority is vested in the Chief of Police to issue, modify, or approve
department written directives.

C. Written Directives by type and issuing authority are:

1.

Revised: 02-2009

General Orders shall be issued by the Chief of Police and
retained by all personnel. Personnel shall maintain General
Orders in the manner provided, and are to substitute each order
with subsequent revisions and new orders.

Special Orders shall only be issued by Lieutenants and above,
to all affected personnel, as well as retained for easy access.

Personnel Orders shall be issued by the Chief of Police.

Standard Operating Procedures (SOP’s) are issued at the
Lieutenant level and above.

An Instructive memo may be issued by any employee to
direct or instruct only those employees directly or functionally
assigned to the writer.

Information Bulletins may be issued at the Lieutenant level
and above.

Training Bulletins may be issued at the Lieutenant level and
above.
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D. Format of written directives serves the following purpose:

1. General Orders announce adoption or revision of policies, and
direct procedures department wide for the indefinite future.
Examples include permanent changes in organization or
installation of permanent programs that affect more than one
division. General Orders are numbered to correspond with the
WASPC Accreditation Program Standards Manual.

2. Special Orders are used to implement procedures or policies
needed to govern an objective or event that is specific and
short term. These become self-canceling after the objective is
reached. Examples include personnel assignments to training
schools or personnel deployment to a special event.  Special
Orders shall be indexed by date of issue.

3. Personnel Orders direct any change in rank, title or
assignment of employees. Examples include promotion or
transfer, hiring, suspension, dismissal, demotion, retirement,
and acting assignments to other ranks/positions and temporary
assignments.  Personnel Orders shall be indexed by year and
order of issue.

4. Standard Operating Procedures are used as a guiding
source of reference to procedural matters involving operation of

specific Divisions/Units. Examples of SOP’s include Jail
Contraband procedures and Investigative Fund procedures.
SOP’s shall be numbered by the Division/Unit abbreviation and
sequentially numbered with three digits (e.g. INV-001, PAT-021,
etc.). SOP’s will include reference to the General Order(s)
addressed, and SOP’s will be maintained in a manual by each
Division.

5. An Instructive memo may be used to provide information or
instructions, which do not warrant a more formal order.
Examples include announcements of department, community,
or social events, interdivision assignments or to direct the
actions of subordinates in specific situations or circumstances
below division level.

6. Information and Training Bulletins disseminate information
on a topic, explore a subject matter, or clarify a departmental
policy or procedure in authoritative detalil.
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E. Copies of all General, Special, and Personnel Orders shall be forwarded
to the Accreditation Manager upon issuance. The Accreditation
Manager shall review all orders each year after their anniversary date
to determine if they should be:

1. Cancelled;

2. Incorporated into a manual;

3. Revised;

4. Continued in their present form.

Cancellations and incorporations into other manuals will be
accomplished by a Special Order. SOP Manuals, including the Field
Training Manual & Police Training Manual, will be reviewed and
updated yearly by the respective Division Commander. Each
department member has access to a General Orders Manual and is
responsible for maintaining it up-to-date. Department manuals are
subject to inspection by a supervisor or any employee.

F. Department policies are contained within the General Orders. Each
employee shall be responsible for the knowledge of, and compliance
with, all official Department directives pertaining to their assignment.

G Department rules and regulations are contained within the General
Orders, City of Kirkland Administrative Policy Manual, or SOP’s. Each
employee shall be responsible for the knowledge of, and compliance
with, all official Department directives pertaining to their assignment.

H. Procedures for carrying out department activities are contained within
the General Orders, City of Kirkland Administrative Policy Manual, or
SOP’s.  Written orders and memoranda issued at any level shall not
conflict with established policies and procedures directed by a higher
authority.

l. Additions, revisions, and new General Orders will be reviewed prior to
implementation by all Command Staff members then a final draft will
be submitted to the Chief of Police for approval. Additions, revisions
and new General Orders may be issued by emergency order of the
Chief of Police.

12.2.2 Written Directive - Dissemination, Storage
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l. Dissemination and storage of written directives for the Kirkland Police
Department includes, but is not limited to, the following:

A. General Orders will be issued to all personnel, either in electronic form
or hard copy form, with periodic updates. Special and Personnel
Orders will be issued to all affected employees, as well as posted.
Standard Operating Procedures will be issued to each employee in
their respective Division/Unit.

B. The General Orders are maintained electronically in a computerized
documentation system. The Police Services Administrative Coordinator
shall keep a master file of all General Orders, Personnel Orders, and
Special Orders. The Police Services Administrative Coordinator
maintains and prepares updates as requested by the Accreditation
Manager. Hard copies of the General Orders and other directives are
kept at strategic locations in the department. The hard copies are
maintained by the Police Services Administrative Coordinator.
Employees have access to both the electronic and hard copy formats.

C. Upon issuance of General Orders and updates, all personnel are
required to sign and date an acknowledgment receipt, indicating their
receipt and review of it. The task of assuring that personnel correctly
understand the written directives is a shared task of training and those
supervising affected personnel.
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Kirkland Police Department

General Order No. 15.1
SUBJECT: CRIME ANALYSIS

This order consists of the following numbered sections:

15.1.1 Crime Analysis

15.1.2 (RESERVED)

15.1.1 Crime Analysis

l. Crime Analysis Function - Crime analysis is the responsibility of the Crime

Analyst and reports to the Investigations Lieutenant. Crime analysis
procedures are listed under Standard Operating Procedure INV-027 and will

include:

A. Identifying documents from which crime analysis data elements are
extracted;

B. Disseminating analysis findings; and

C. Briefing the agency's chief executive officer on crime patterns or
trends.

15.1.2 (RESERVED)

Revised Date: 02-2009 Page 1 of 1



Kirkland Police Department

General Order No. 16.1
SUBJECT: ALLOCATION AND DISTRIBUTION OF PERSONNEL

This order consists of the following numbered sections:

16.1.1 Allocation of Personnel Staffing Table
16.1.2 Workload Assessments

16.1.1 Allocation of Personnel Staffing Table

The Kirkland Police Department maintains a staffing table that provides the
total number and type of each position as authorized in the agency’s budget.

A staffing table is maintained by Services and this table contains the location
of each authorized position within the agency’s organizational structure.

A spreadsheet is maintained by Services which contains position status
information, whether filled or vacant, for each authorized position in the
agency.

16.1.2 Workload Assessment

The Kirkland Police Department allocates personnel to, and distributes
personnel within, all organizational components in accordance with workload
assessments conducted at least once every three years. The purpose of
workload assessments is to increase the efficiency and effectiveness of the
department by:

A. Proper allocation of personnel;

B. Equalization of individual workloads;

C. Ensuring that personnel strength in each function is consistent with its
workload.

It is the responsibility of the Services Captain and Operations Captain to
conduct a workload assessment for each position as the Chief of Police
deems necessary. The common goal of workload assessment, regardless of
position, should be:

A. Determining actual workload. @ Some of the factors influencing
workload demands include:
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1. Nature or number of tasks;
2. Complexity of tasks performed,;
3. Time required for completion of tasks;
4. Percentage of committed time;
5. Percentage of available time.
B. Determine staffing needs. Possible staffing information sources
include:
1. Monthly and annual activity reports;
2. The International Association of Chiefs of Police Assignment and

Availability Formula (IACP);
3. Future projections contained within the Multi-year Plan.
I1l.  Upon completion, the Services and Operations workload assessments will be

forwarded to the Chief of Police along with recommendations for allocation
and distribution of personnel.
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General Order No. 16.2
SUBJECT: SPECIALIZED ASSIGNMENT

This order consists of the following numbered sections:

16.2.1 Specialized Assignments — Annual Review
16.2.2 Specialized Assignments

16.2.3 Temporary Assignments

16.2.4 Transfers

16.2.1 Specialized Assignments - Annual Review

Specialized assignments will be reviewed annually during the budget
preparation process. Decisions regarding the continuation of specialized
assignments are important to the department, and reviews are the
responsibility of the affected Division Lieutenants. This annual documented
review will include:

A. A listing of the department’s specialized assignments includes:

1. Detective

2. K-9 Officer

3. Field Training Officer & Police Training Officer

4. Traffic Officer
B. A statement of the purpose for each of the listed specialized positions.
C. An evaluation of the initial problem or condition that required the

implementation of the specialized assignment.

Upon completion, the reviews will be forwarded with recommendations for
change, if any, to the Chief of Police by the Services Captain and Operations
Captain.

16.2.2 Specialized Assignments

The Kirkland Police Department announces anticipated openings for
specialized assignments agency wide and fills those positions through a
selection process. The announcements and selection processes must first be
approved by the Chief of Police or his/her designee.
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I. Announcement — This will be issued by the Division Lieutenant responsible
for the specialized position. This will be done in the form of an Instructive
Memorandum notifying all personnel of the specialty position opening. The
Instructive Memorandum will:

a. Be distributed at least two weeks in advance of the selection process;
b. Include a description of the duties and requirements of the position;
C. Include an estimate of the duration of the specialty assignment;

d. Include eligibility requirements;

e. Include a description of the Selection Process;

f. Include any other considerations; and

g. Include application instructions.

1. Selection process — This will be in accordance with the Commissioned
Collective Bargaining Agreement. This may include any or all of the

following:

A. Resume

B. Written and/or Oral examinations

C. Past work performance

D. Other considerations — the following criteria may also be considered:

1. Length of service with the Department;

2. Special skills, general knowledge, and experience in the area of
the assignment;

3. Interest and attitude toward the current assignment;

4. Level of performance as determined by the review of
performance evaluations, discipline records and other material
deemed appropriate;

5. A review of comments from the employee's current supervisor.
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V. Duration of Assignment - This will be in accordance with the
Commissioned Collective Bargaining Agreement.

A. All officers assigned to specialty positions shall remain there for a
minimum of three years unless the employee’s job performance does
not meet requirements or the employee requests a transfer or a
special assignment position is eliminated.

B. In the event that more personnel than can reasonably be
accommodated are scheduled to rotate out of a specialty position
during a particular period, the rotation of one or more persons may be
delayed, with the approval of the Chief of Police.

C. Should an officer not rotate from a specialty position because of the
absence of a qualified applicant for that position, the officer currently
assigned will be given a new rotation date, not to exceed six months,
and an officer will be assigned to rotate into that position.

16.2.3 Temporary Assignments

l. It will be the policy of the Kirkland Police Department to utilize the talents
and expertise of personnel throughout the organization by making temporary
assignments, as needed. This program will be used when a need has been
identified. Announcements and Selection Processes for temporary positions
will be at the discretion of the Chief of Police or his/her designee.

1. Temporary Positions —This includes the following:

A. Command Officers — all assignments are to be considered temporary
assignments.

B. Sergeants, Corporals, and Officers — all assignments, other than
Specialty Assignments, are considered temporary in accordance with
the Commissioned Collective Bargaining Agreement.

C. Other Positions — The Chief of Police or his/her designee may
designate temporary positions based on the needs of the organization.

IIl. Announcement - Announcements do not apply to Command Staff,
Sergeants, or Corporals. When the determination is made that a need exists
for a temporary assignment position, the Chief of Police or his/her designee
may distribute an Instructive Memorandum notifying all personnel of the
upcoming temporary position. The Instructive Memorandum will:
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a. Be distributed at least two weeks in advance of the selection process;
b. Include a description of the duties and requirements of the position;
C. Include an estimate of the duration of the temporary assignment;

d. Include a short profile of the desired qualifications;

e. Include a description of the Selection Process;

f. Include any other considerations; and

g. Include application instructions.

IV.  Selection process — This process does not apply to Command Staff,
Sergeants, or Corporals. When applied, the Selection Process may include
any or all of the following:

A. Resume

B. Written and/or Oral examinations;

C. Past work performance;

D. Practical exercises;

E. Interested personnel will submit a letter to the appropriate Division

Lieutenant, through their chain of command, indicating their interest
and qualifications for the position; and

F. The employee’s immediate supervisor will decide to recommend or not
recommend the submitting employee for the position. This will be
included with the employee’s letter. The supervisor will provide the
reason(s) for this recommendation or non-recommendation to the
submitting employee.

V. Duration of Assignment — all temporary positions will be rotated at the
direction of the Chief of Police or his/her designee.

V. Notwithstanding any other provision of this policy, all personnel are subject
to reassignment at any given time, at the discretion of the Chief of Police.

16.2.4 Transfers
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l. All transfers within the department will be made based on the
department’'s needs. The Chief of Police will make the final decision
regarding the granting of a transfer and its duration.

1. All requests for a transfer will be submitted through the chain of
command and will state the reason a transfer is requested.

IIl.  Personnel will not request the aid of any person outside the
department to secure a transfer to another assignment or shift.
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General Order No. 16.4
SUBJECT: AUXILIARIES

This order consists of the following numbered sections:

16.4.1 Auxiliaries
16.4.2 Auxiliaries Training
16.4.3 Auxiliaries Uniforms

16.4.1 Auxiliaries

l. Volunteers — The Kirkland Police Department uses volunteers identified
through the City of Kirkland volunteer program. These volunteers are used
to assist regular department employees in accomplishing the department’s
mission. All volunteers must be authorized by the Services Captain upon
successful completion of a background investigation and recommendation by
the City of Kirkland Volunteer Coordinator responsible for volunteers.

A. Volunteers are not commissioned with sworn officer status.
B. Volunteers shall be assigned tasks by the Kirkland Police Department,

but are not given duties requiring sworn officer status. Examples of
these tasks may include, but are not limited to, the following:

1. Clerical work such as typing and filing.

2. Research such as gathering data for projects and reports.

3. Monitoring and gathering information from traffic complaint
areas.

. Explorers — The Kirkland Police Department sponsors an Explorer Post. The
Kirkland Police Explorer Post, number 804, is chartered through the Boy
Scouts of America.

A. Explorers are not commissioned with sworn officer status.
B. Explorers shall be assigned tasks by the Kirkland Police Department,

but are not given duties requiring sworn officer status. Examples of
these tasks may include, but are not limited to, the following:
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1. Assist with monitoring traffic at private and municipal
parking lots during community functions.

2. Assist with community events such as charity functions
and city events.

3. Provide assistance as role players for training events with
the Kirkland Police Department.

C. The Kirkland Police Explorer Post shall ordinarily be coordinated through
the Community Services Sergeant.

1. Supervisory responsibility for the Post shall be assigned to a
Commissioned Officer/Explorer Advisor. The Chief of Police shall
approve Explorer Post Advisors.

D. Explorers must meet the following minimum eligibility requirements:

1. The candidate must be at least fourteen years of age and out of
the eighth grade, or fifteen to twenty one years of age.

2. The candidate must apply to the Explorer Post using an Explorer
Post application. The candidate must then pass a background
examination, including, but not limited to, a criminal records
check.

3. The candidate must receive parental approval and signatures on
those sections of the application requiring them.

4. The applicant must be of sound moral character and possess good
habits, including good driving habits.

5. The applicant must have a grade point average of 2.5 or above.
Explorers must maintain this GPA while they are members of the
post.

6. All appointees must complete the Washington State Law

Enforcement Explorer Academy, as soon as possible, upon being
accepted into the Post.

7. The candidate must successfully complete a six-month
probationary period.

Page 2 of 4



General Order 16.4 Kirkland Police Department

I1l.  Volunteers and Explorers have no property interest in their positions, and
serve at the pleasure of the Chief of Police. The services of a Volunteer or
Explorer may be terminated as necessary.

IV.  Volunteers and Explorers are required to abide by all Kirkland Police
Department General Orders, SOP’s, Canons of Ethics, or otherwise directed.

V. Volunteers and Explorers are responsible for maintaining confidentiality of all
information to which they are exposed while accessing department records.
Failure to maintain confidentiality will result in termination of the relationship
with the department.

VI. Each Volunteer and Explorer who is accepted to a position with the
department shall have a clearly identified supervisor who is responsible for
direct management of that Volunteer or Explorer. This supervisor shall be
responsible for day-to-day management and guidance of the work of the
Volunteer or Explorer, and shall be available to the Volunteer or Explorer for
consultation and assistance.

16.4.2 Auxiliaries Training

l. Volunteers and Explorers will receive a general orientation on the nature
and purpose of the Department, an orientation on the nature and operation
of the program or activity for which they are recruited, and a specific
orientation on the purposes and requirements of the position which they are
accepting in that effort.

1. Volunteers and Explorers will receive training to provide them with the
information and skills necessary to perform their assignment. The timing and
methods of delivery of such training should be appropriate to the complexity
and demands of the position and the capabilities of the Volunteer or Explorer.

A. Volunteers and Explorers will be instructed in Department rules and
regulations that apply to them.

B. The Training Officer shall coordinate Volunteer training and ensure all
Volunteer personnel have received this training.

C. The Explorer Post Advisors shall be responsible for providing training
opportunities for the Explorer Post and assuring that Post members
comply with the guidelines stated in the Explorer Post Manual.

16.4.3 Auxiliaries Uniforms
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l. Volunteer positions are non-uniformed assignments, except for T7raffic
Volunteers (see below). If a uniform is worn, it must be clearly
distinguishable from that of a regular officer.

A. Traffic Volunteers are issued the following uniforms during
volunteer duties on the public roads:

1. Blue reflector jacket with Kirkland Police Department patch and
a Volunteer rocker insignia.

2. Baseball cap with Kirkland Police Department Patch and a
Volunteer rocker insignia.

3. Orange Traffic Vest.

4. White shirt with Kirkland Police Department Patch and a
Volunteer rocker insignia

1. As representatives of the Department, volunteers, like staff, are responsible
for presenting a good image to the community. Volunteers shall dress
appropriately for the conditions and performance of their duties.

I1l.  All volunteers will wear a nametag designating them as a volunteer.

IV. A volunteer is prohibited from using his/her nametag or identification card for
personal or financial benefit or as a means of obtaining privileges not
otherwise available to him/her, or for avoiding consequences of illegal acts.

V. Explorer uniform dress code is described in the Kirkland Police Explorer
Manual under sections 050.05 — 050.15, and Explorer uniforms are clearly
distinguishable from the sworn officer uniforms. Explorers are expected to
maintain an acceptable appearance consistent with a professional
organization. Uniforms and equipment shall be clean and well maintained.

A. Kirkland Police Explorers are restricted from carrying any equipment
other than what is authorized by the department. This equipment
authorization is restricted to that which relates directly to the activities
with which the explorers are involved.
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Kirkland Police Department

General Order No. 16.5
SUBJECT: CIVILIANS

This order consists of the following numbered sections:

16.5.1 (Reserved)

16.5.1 (Reserved)
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Kirkland Police Department

General Order No. 17.1
SUBJECT: FISCAL MANAGEMENT

This order consists of the following numbered sections:

17.1.1 Fiscal Management Responsibilities

17.1.1 Fiscal Management Responsibility

The Chief of Police shall have the authority and responsibility for the fiscal
management of the Police Department based on Kirkland Municipal Code
3.16.010, 3.16.020, and 3.16.060. The Chief works closely with the City
Manager's Office and Finance Department in fiscal matters. The Chief of
Police is responsible to supervise and approve budget recommendations and
purchase requests.

The City Finance Department is responsible in maintaining accurate
accounting of all funds allocated to the Police Department and keeping the
Chief apprised of the status of the various accounts.

In the absence of the Chief of Police, the Services Captain will be responsible
for the overall fiscal management function of the Police Department.
Purchase authorization from the petty cash fund may be approved by any
Command Staff Officer. The Chief of Police, or Services Captain in the
absence of the Chief of Police, must approve all other purchase
authorizations.

All fiscal management and reporting by the Police Department shall comply
with the Washington State Budget Accounting and Reporting System (BARS)
as ordered by the City Finance Director.

The Services Captain and Operations Captain are responsible for internal
monitoring and control of the department’s budget.
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Kirkland Police Department

General Order No. 17.2
SUBJECT: BUDGET

This order consists of the following numbered sections:

17.2.1 Budget - Process
17.2.2 Budget - Recommendations

17.2.1 Budget - Process

The City of Kirkland Finance Department develops a budget calendar which
outlines scheduled activities, types and use of forms, and instructions for
preparing new budgets. Captains and Lieutenants will participate in the
budget preparation under the direction of the Chief of Police. Each Division
Lieutenant will participate in the development of the department budget and
submit appropriate justifications for the continuation of existing programs,
proposed new programs, and requested increases. Proposed division
budgets will be forwarded to the Services and Operations Captains for
development of the department budget. The Chief of Police is responsible for
budget preparation and presentation to the City Manager and City Council for
approval.

17.2.2 Budget - Recommendations

During the budget process command personnel will submit in writing any
budget requests and recommendations for the upcoming budget year. These
recommendations will be based on operational and activity analysis, future
personnel needs, and an assessment of current assigned positions to ensure
that the position allocated to departmental functions are appropriate.

Budget preparation may also utilize input from organizational component
personnel and supervisors, and include written recommendations.
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Kirkland Police Department

General Order No. 17.3
SUBJECT: PURCHASING

This order consists of the following numbered sections:

17.3.1 Equipment Purchase / Requisition

17.3.1 Equipment Purchase / Requisition

All requisitions for the purchase of agency equipment or supplies shall be
routed through the chain of command to the Services Lieutenant. The
Services Lieutenant will review the request then approve the request or
forward the request to the Services Captain for further review. If the request
is forwarded to the Services Captain, then he/she will review and approve the
request, or send the request to the Chief of Police for review and approval.
All purchases are governed by Kirkland Municipal Code Chapter 3.85.
Procedures for the requisition and purchase of agency equipment and
supplies are listed under Standard Operating Procedure ADM-011 and include
the following:

A. Specifications for items requiring standardized purchases, such as
uniforms;

B. Bidding procedures;
C. Criteria for the selection of vendors and bidders;

D. Procedures for the emergency purchasing or rental agreements for
equipment; and

E. Procedures for requesting supplemental or emergency appropriation
and fund transfer.
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Kirkland Police Department

General Order No. 17.4
SUBJECT: ACCOUNTING

This order consists of the following numbered sections:

17.4.1 Accounting System - Status Reports
17.4.2 Cash Fund - Account Maintenance
17.4.3 Audit - Independent

17.4.1 Accounting System - Status Reports

The Chief of Police authorizes the use of all cash funds and accounts within
the Kirkland Police Department. This authority is derived from Kirkland
Municipal Code 3.16.060.

Accounting status reports, including internal expenditure reports are accessed
from the City of Kirkland Finance Department’s central accounting system by
the Police Services Administrative Coordinator and distributed to all command
personnel for review as needed, but at least monthly.

Accounting status reports provide the monthly status on the following:

A. Initial appropriation for each account;

B. Balances at the commencement of the monthly period,;
C. Expenditures and encumbrances made during the period;
D. The unencumbered balance.

17.4.2 Cash Fund - Account Maintenance

All cash funds and accounts within the Kirkland Police Department where
personnel receive, maintain, or disburse cash, or will become City funds, will
include:

A. A system, such as a ledger or balance sheet that identifies initial
balance, cash received, cash disbursed, and the balance on hand;

B. Receipts or documentation for cash received;
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General Order 17.4 Kirkland Police Department

C. Authorization for cash disbursement from the appropriate cash fund
supervisor or higher;

1. The Chief of Police or his/her designee must authorize any petty
cash disbursements in excess of $50.

D. Maintenance of records, documentation, and/or invoice requirements
for cash expenditures;

E. The following personnel are responsible for the appropriate handling
and collection of cash:

1. Detective Sergeant: Investigative fund and seizure fund (see
Standard Operating Procedure INV-002 and INV-008);

2. Police Support Associate — Lead: payments for reports, balil,
Electronic Home Detention fees, Work Release Fees, weapons
permits, and other services (see Standard Operating Procedure

REC-001).
3. Designated Police Support Associate: Petty Cash fund,;
4. Police Services Administrative Coordinator: Endowment & Gift

fund, and Police Explorers Special Revenue Fund. These funds
are taken directly to the Cashier in the City Finance
Department.

F. An accounting of cash activities will be conducted at least quarterly.

17.4.3 Audit - Independent

All departmental budgets of the City of Kirkland, including the Police, are
audited together on a yearly basis by representatives of the Washington
State Auditor's Office. The City Finance Department maintains copies of all
auditor reports. The City Finance Department also conducts audits, regular
checks, and monitors Police Department fiscal activities. These audits include
the Police Department’s fiscal practices.
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Kirkland Police Department

General Order No. 17.5
SUBJECT: AGENCY-OWNED PROPERTY

This order consists of the following numbered sections:

17.5.1 Agency Property - Inventory Control
17.5.2 Agency Property - Issue / Reissue
17.5.3 Agency Property - Operational Readiness

17.5.1 Agency Property - Inventory Control

Inventory Control of Agency Property - External

A.

The City of Kirkland Finance Department is responsible for inventory
control of all equipment and vehicles with a cost of $10,000 or more,
or as required, if asset is funded by a grant.

1. Procedures for acquisition, maintenance, disposal, and
inventory control are outlined in the Finance Department Asset
Policy and Procedure (Draft: 02-26-03), and Kirkland Municipal
Code chapters 3.85, 3.86 and 3.88.

The Finance Department maintains a Fixed Asset Summary Listing by
Department, which contains:

1. Date acquired and cost

2. Description, including serial number
3. Location (division, unit)

4. Tag number

Inventory Control of Agency Property - Internal

A.

The Services Division is responsible for the maintenance of inventory
for standard issued items, and this inventory is maintained in
accordance with Standard Operating Procedures ADM-013.

Inventory of the following equipment is maintained in accordance with
Standard Operating Procedure ADM-013:
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1. Firearms

2. Less-lethal weapons

3. SRT Equipment

4. Radars, Lidars, and Major Crime Response Vehicle equipment.
5. CNT Equipment

6. Portable Breath Test machines (PBT)

7. ProAct Equipment

C. Inventory reports will be conducted by the responsible persons
outlined in Standard Operating Procedures ADM-013.

D. All inventory reports shall be accessible for inspection by the Services
Captain, who is responsible for the accounting of department property
and other assets.

17.5.2 Agency Property - Issue / Reissue

l. Under the direction and responsibility of the Chief of Police, distribution,
issuance and re-issuance of department owned property and equipment to
authorized users is a function of the Services Division. Accountability for
department owned property is assigned to the Services Captain.

1. Individual responsibility for department owned property rests with the person
who was assigned the property. Lost or damaged property will be reported
in writing immediately to the Services Captain, via the chain-of-command.

A. Immediately report the loss or theft of any issued firearm, in writing,
to their supervisor. Include all facts concerning the loss or theft and a
complete description of the firearm in the written report. Have the
weapon entered as lost or stolen in WACIC. The supervisor shall
review the report and forward it via the chain of command to the Chief
of Police.

IIl.  Procedures for the issuance, re-issuance, repair, and replacement of

department property are listed under Standard Operating Procedure ADM-
012.
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17.5.3 Agency Property - Operational Readiness

l. Lieutenants are responsible for maintaining agency-owned property assigned
to their areas of responsibility in an operational readiness condition.

A. Examples of property referred to in this General Order include; radars,
cameras, surveillance devices, etc.

B. Operational readiness means that such equipment will have had the
appropriate care and cleaning, preventative maintenance, repair and is
in a state of workability and responsiveness.

C. Equipment should be checked for operational readiness at regular
intervals.
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Kirkland Police Department

General Order No. 21.1
SUBJECT: TASK ANALYSIS

This order consists of the following numbered sections:

21.1.1 Job Task Analysis

21.1.1 Task Analysis

I The City of Kirkland Human Resources Department is responsible for
conducting and maintaining the job classification function for all police
department positions, including every class of full-time employee.
Information to be included in the development and maintenance of job
classification includes, at a minimum:

A. Work behaviors:

1. Duties
2. Responsibilities
3. Functions
4, Tasks
B. Frequency with which the work behavior occurs
C. Essential job-related skills, knowledge, and abilities.
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Kirkland Police Department

General Order No. 21.2
SUBJECT: CLASSIFICATION

This order consists of the following numbered sections:

21.2.1 Classification Plan

21.2.2 (Reserved)

21.2.3 Job Descriptions

21.2.1 Classification Plan

l. The Kirkland Police Department has a written classification plan that
conforms to the City of Kirkland Administrative Policies and Civil Service Rules

and Regulations. This plan consists of four elements:

A. Categorization of every position into classes, based upon similarities in
duties, responsibilities, and qualification requirements.

B. Position classes within the Department are as follows:
1. Chief of Police
2. Captain
3. Lieutenant
4, Sergeant
5. Senior Corporal
6. Corporal
7. Police Officer
8. Police Services Administrative Coordinator
9. Administrative Assistant
10.  Administrative Support Associate

11.  Police Support Associate — Lead
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Kirkland Police Department

12.  Police Support Associate
13.  PSO Property / Evidence Technician
14.  Corrections Lieutenant
15.  Corrections Corporal
16.  Corrections Officer
17.  Crime Analyst
18.  Parking Enforcement Officer
19.  Family Youth Advocate
C. Provisions for relating compensation to classes is provided through

collective bargaining and compensation as depicted in the annual City

of Kirkland Index of Positions and Pay Ranges.

D. Provisions for position reclassification are in accordance with City of
Kirkland Administrative Policy, Chapter 4, Policy 4-7.

21.2.2 (Reserved)

21.2.3 Job Descriptions

l. Current job descriptions for each department position are maintained and

updated as necessary.

Included in the job description are the duties and

responsibilities of each job. Copies of job descriptions are available from the
City’'s Human Resources Department on request.

Revised Date: 03-2009
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Kirkland Police Department

General Order No. 22.1
SUBJECT: COMPENSATION

This order consists of the following numbered sections:

22.1.1 Salary Program

22.1.1 Salary Program

l. The Kirkland Police Department's salary program is established and controlled
by collective bargaining agreements and City Policy and Procedure. They
address the following areas:

A.

B.

F.

G.

Entry level salaries;

Salary differential within ranks;

Salary differential between ranks;
Salary level for those with special skills;
Compensatory time policy;

Overtime policy;

Provision of salary augmentation.

1. Specific compensation for the foregoing categories can be found in the
Collective Bargaining Agreements and the City of Kirkland Salary Schedule.

I1l.  Compensatory Time Policy

A.

Compensatory time will be granted at the employee’s request in lieu of
overtime pay in accordance with the Collective Bargaining Agreements.

A commissioned officer may accrue compensatory time in accordance
with the Collective Bargaining Agreement.

Non-commissioned employees will be granted compensatory time in
accordance with the Collective Bargaining Agreement.
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V. Overtime Policy

A. In accordance with the Commissioned Collective Bargaining
Agreement, all work, unless otherwise specified, which has been
specifically pre-approved by supervisory personnel, performed in
excess of the normal work day, or on a day off, unless such work is
caused by a change of shift, shall constitute overtime. This is in
compliance with the Commissioned Collective Bargaining Agreement.
This applies to full time employees.

1. For non-commissioned employees, overtime shall mean all pre-
approved work performed in excess of 40 hours per week in
accordance with the Support Staff Collective Bargaining
Agreement.

B. Overtime for commissioned and non-commissioned personnel below
the rank of Lieutenant is set forth in the respective Collective
Bargaining Agreements;

C. The Command Staff, Police Services Administrative Coordinator, and
Corrections Lieutenant are exempt from overtime;

D. The Chief may authorize adjustments in normal duty hours for
Command Staff, granting time off in recognition that employees in
administrative capacities periodically work irregular work schedules
which exceed 40 hours per week.

V. Salary Augmentation

A. Pay added to an employee's base pay is salary augmentation. It
includes overtime, accreditation pay, and working out of classification
pay. Compensation is set forth in the respective Collective Bargaining
Agreements.

VI.  Call Back and Standby Compensation

A. Call Back — In unanticipated emergency situations, employees may be
called back to active duty even if they have completed their assigned
shift. Employees shall report back to duty and carry out duties
assigned by commanding officers. Compensation is in accordance with
the current Collective Bargaining Agreements.

B. Standby — Employees may be placed on "standby status™ when it is
necessary to have them readily available to return to duty. When
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placed on standby status, employees will remain near a telephone and
will leave the number with their supervisor. Employees will be
prepared to report to duty immediately upon being notified to do so.
Compensation is in accordance with the current Collective Bargaining

Agreements.
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Kirkland Police Department

General Order No. 22.2
SUBJECT: BENEFITS

This order consists of the following numbered sections:

22.2.1 Benefits - Leave Program

22.2.2 Benefits - Retirement

22.2.3 Benefits - Health/Medical Insurance
22.2.4 Benefits - Disability/Death Benefits
22.2.5 Benefits - Personnel Support

22.2.6 Traumatic Incident Assistance - Department Members
22.2.7 Benefits - Liability Insurance

22.2.8 Uniforms and Equipment Issued

22.2.9 Benefits - Education

22.2.10 Benefits - Employee Assistance Program
22.2.11 Employee lIdentification

22.2.12 Pregnancy

22.2.1 Benefits - Leave Program

l. Administrative Leave

A. Administrative leave is a leave of absence, with or without pay,
granted by the Chief of Police. Such leave is granted for employees
involved in traumatic incidents or other situations deemed appropriate
by the Chief of Police.

B. Specific categories of administrative leave are provided for:

1.

Revised Date: 04-2008

Jury Duty: City of Kirkland Administrative Policy — Chapter 4,
Policy 4-27, and Kirkland Municipal Code 3.80.120 (b);

Military Leave: City of Kirkland Administrative Policy — Chapter
4, Policy 4-19, and Kirkland Municipal Code 3.80.120 (a);

General Leaves of Absence: City of Kirkland Administrative
Policy — Chapter 4, Policy 4-16, and Kirkland Municipal Code
3.80.120 (d).

Notice of Intent to Dismiss - If an employee is served a notice
of intent to dismiss, the affected employee will be placed on
administrative leave. The employee will remain on
administrative leave until a final disciplinary determination is
made.
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1. Holiday Leave

A. Holiday leave is subject to the applicable provisions of the collective
bargaining agreements. Ten specific days and two floating days are
set forth therein for holiday leave and other such days as the Kirkland
City Council may fix, without reduction in pay.

B. Since public safety employment frequently requires employees to work
on a scheduled holiday, some employees may have the option of
taking an approved day off in lieu of the specific scheduled holiday
provided.

C. An employee must be employed for six (6) consecutive months in
order to be eligible for their floating holiday. In selecting the floating
holiday, the employee’s choice will be granted, provided that prior
approval is given by the immediate supervisor or the Division
Commander. The floating holiday must be taken during the calendar
year, or entitlement to the day will be forfeited, Kirkland Municipal
Code 3.80.110;

D. Temporary employees shall receive the ten holidays and two floating
holidays without pay, in accordance with the Collective Bargaining
Agreements.

E. Employees desiring to take a floating holiday shall submit a Leave

Request form to their supervisor for approval or disapproval, by the
supervisor and commander of their respective division.

1. Approval or disapproval shall be based on operational needs,
and;
2. Shall be granted to employees in the order in which requests

are submitted;

3. In the event several requests are submitted on the same day,
approval shall be based on seniority.

F. All holidays must be taken during the calendar year earned, and must
be used within 12 months of the holiday hours earned.
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G. Non-guild employees receive holiday benefits as provided in Kirkland
Municipal Code 3.80.110.

H. Holidays are also subject to the provisions of the applicable collective
bargaining agreements.

1. Sick Leave

A. Upon appointment; Police Officers, Parking Enforcement Officers, and
Police Support Officers will have available 96 hours sick leave. These
96 hours are a loan charged against accrued sick leave. If employees
terminate before the unearned used sick leave hours are actually
earned they are charged for those days. At the completion of the
probation period, the employee shall accrue sick leave at the rate
indicated in the collective bargaining agreements.

B. Any employee unable to report for duty because of illness or injury
must notify the on-duty supervisor a reasonable length of time prior
to a scheduled shift. Sudden illness, injury, or other emergency
circumstances are sufficient cause for departure from this requirement.
Under all circumstances, notify the department as soon as possible, on
or before each day that sick leave is used.

C. Upon returning to work, employees taking sick leave must report their
sick leave on a Leave Request form.

D. An employee who has been on sick leave may be required to provide a
doctor's release to return to duty, in accordance with Kirkland
Municipal Code 3.80.100 and the collective bargaining agreements.

b E. Sick leave may be used for the following purposes:
1. The incapacitation of an employee due to illness or injury;
2. Medical examinations and treatments;
3. lliness in the employee’'s immediate family requiring the

employee’s presence, including maternity leave.

F. Sick leave is subject to the provisions of the applicable collective
bargaining agreements.

V. Vacation Leave
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A. Vacation accrual rates are specified in the collective bargaining
agreements, and extended to all non-represented full-time employees.

B. Regular full-time employees shall accrue vacation leave at a rate of
one- twelfth of annual vacation per month of service, and regular part-
time employees that will or have exceeded one thousand and forty
hours within six months of hire shall accrue vacation leave at a rate
proportionate to the number of hours worked per month, based on the
schedule located in Kirkland Municipal Code 3.80.090

C. Vacation Scheduling

1. Upon satisfactory completion of six months service, an
employee shall be eligible for paid vacation. All requests for
vacation leave must be scheduled and approved, by the
supervisor and Lieutenant of their division. Vacation leave shall
be granted in the best interests of the city, in accordance with
Kirkland Municipal Code 3.80.090.

2. Employees schedule vacation leave through their immediate
supervisor. Vacation requests will only be disallowed if they
create insufficient staffing.

3. If two employees request time off on the same date and
scheduling permits only one absence, the first employee making
the request will be given the leave. If both employees
submitted the request at the same time, the senior employee
will be given the leave, except as provided for in section (2)
above.

4. Extended vacations beyond two weeks may be scheduled within
Divisions with the approval of the Division Commander,
provided they do not prevent another employee from
scheduling a desired vacation pursuant to Section (3), above.

5. Vacation leave is subject to the provisions of the applicable
collective bargaining agreements.

V. Other Leave
A. Bereavement Leave — Employees shall be entitled to Bereavement
Leave without loss of compensation, in accordance with the collective

bargaining agreements, upon the death of a member of the
Employee’s immediate family.
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1. Immediate family shall be defined as; wife, husband, son,
daughter, mother, father, brother, sister, mother-in-law, father-
in-law, or more distant relative if living with and as a member of
the employee’s immediate household and other relatives as
approved by the City manager or his designee.

B. Family Medical Leave Act (FMLA) — Employees will be allowed
leave consistent with State and Federal law; and with City of Kirkland
Administrative Policy — Chapter 4, Policy 4-25 & Kirkland Municipal
Code 3.80.120.

1. Maternity and Paternity Leave are covered under this section.

2. Employees must inform their immediate supervisor, who will
then notify Human Resources, of their specific reasons for the
leave at least 30 days prior to the anticipated date of delivery or
placement for adoption, or provide 30 days’ notice prior to pre-
scheduled medical treatment for themselves or sick family
member. If circumstances do not allow the employee to give
the required notice, the employee must obtain a waiver from
the Chief of Police.

22.2.2 Benefits - Retirement
l. Full-time commissioned law enforcement officers are provided retirement

benefits in accordance with RCW 41.26, the Law Enforcement Officers' and
Firefighters Retirement System (LEOFF).

I. Non-commissioned regular full-time employees are provided retirement
benefits in accordance with RCW Chapter 41.40; the Washington Public
Employees Retirement System.

IIl.  Employees may request retirement information or apply for retirement
benefits pursuant to Kirkland Municipal Code 3.80.040, and City of Kirkland
Administrative Policy — Chapter 4, Policy 4-30.

22.2.3 Benefits - Health /7 Medical Insurance
l. The City provides medical, dental, and vision insurance for all permanent

employees as outlined in City of Kirkland Administrative Policy — Chapter 4,
Policy 4-13.
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I. Coverage is subject to the provisions of the applicable collective bargaining
agreements.

22.2.4 Benefits - Disability / Death Benefits
l. Temporary Disability

A. The City of Kirkland provides insurance coverage against loss of
income resulting from job-related injuries for all city employees
pursuant to RCW 51.32. This includes Labor & Industry claims for job-
related injuries.

B. Disability coverage for LEOFF Plan | members (membership in
retirement system prior to October 1, 1977) is provided for duty and
non-duty disabilities pursuant to RCW Chapter 41.26.

C. Additional long-term disability coverage is available through the
Kirkland Police Guild for members of the Guild.

D. Temporary disabilities are covered through the Disability insurance
provided through the City of Kirkland Municipal Employees Benefit
Trust (MEBT) plan, for regular and temporary employees that are
benefit-eligible.

E. Modified Duty Assignments

1. Working employees are the Department’s most valuable
resource. There may be times when the Department has
specific tasks or assignments of a limited duration (Modified
Duty Assignments) that can be performed by employees who
cannot perform the essential functions of their position due to
illness, injury or pregnancy.

2. The Department may offer an employee who becomes sick,
injured or pregnant a modified duty assignment consistent with
the needs and operations of the Department as determined by
the Chief of Police.

3. Modified duty is a short term work assignment for employees
who have temporary medical restrictions precluding them from
performing one or more essential job functions. Modified duty
is intended to transition the employee from the injury / illness,
to the return to full duty.
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4. Pregnancy shall be administered in accordance with General
Order 22.2.12

5. Note: The Chief of Police will have the sole discretion to create,
maintain or eliminate modified duty assignments. There is no
employee right to a modified duty assignment.

F. Eligibility for Modified Duty Status
1. Employees will be eligible for modified duty status when:

a. The employee has an illness / injury which prevent them
from working in their regular assignment.

b. The employees health care provider releases the
employee to perform employer determined available specific
tasks or projects, and

C. The employee obtains a written medical prognosis of
return to full duty of 90 days or less from the date identified
need for absence or placement in modified duty assignment.

G. Length and Limitations of Modified Duty Assignment

1. The employer shall have the discretion to determine the length
of the modified duty assignment consistent with the time
limitations set out below. Modified duty assignments shall be
for a maximum of 90 days. The employer may grant an
extension, however in no event shall the modified duty
assignment exceed a total of six months beginning from the
date of the first assignment to modified duty for the illness,
disability and/or injury giving rise to the need for the modified
duty assignment. Modified assignments shall be subject to
continuous re-assessment dependant on department need and
the employee’s ability to satisfactorily perform in this temporary
capacity.

2. If an employee cannot adequately perform in a modified duty
assignment, if the department need no longer exists, or there is
a change in organizational priorities, such assignment may be
modified or revoked.

H. Requesting Modified Duty Assignment
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The employee shall:

1. Make a written request for a modified duty assignment or
extension of modified duty assignment to his/her immediate
supervisor who will forward it to the Division Captain via the
chain of command.

2. Complete all required Human Resources documents before
being placed in a modified duty assignment.

3. Obtain a health care provider certification that:

a. Releases the employee to work in the modified duty
assignment.

b. Lists all restrictions and conditions for work; and,

c. States the medical expectation for when the employee
will be able to perform the essential functions of his/her
regular position.

4. The Department reserves the right to determine, from a city-
appointed health care provider, at city expense, whether the
employee can perform the modified duty assignment. The
Division Captain(s), with the possible assistance of Human
Resources, will determine if any modified duty assignment
exists for which the employee qualifies.

l. Modified Duty Placement

1. Employees on modified duty will not wear their uniform, drive a
marked patrol car or perform any arrest function or suspect
contact. The ability to carry a firearm will be determined by the
Division Lieutenant upon review of the health care provider’s
certification of restrictions and limitations.

2. The Division Captain will determine (along with the Division
Lieutenant where appropriate) the Modified Duty shift hours.
The shift need not be the same as those worked during the
employee’s regular full duty assignment and shall be decided
based on operational needs. A Lieutenant shall be assigned to
oversee the Modified Duty Assignment.
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3. The assigned Lieutenant is responsible for monitoring the
employee on modified duty, maintaining necessary records,
coordinating with other city departments, such as Risk
Management and Human Resources, ensuring the employee
has appropriate supervision and is performing the assigned duty
in an acceptable manner.

4. Employees who transition from Labor and Industries (L&I) leave
status, to Modified Duty, must notify their L&l claims manager
of this change in work status. While on modified duty,
employees will receive their regular compensation from the City.
If the modified duty assignment ends, and the employee is not
able to return to regular duty, they will return to their previous
L&l status. The employee must then contact their L&l claims
manager to report this change and complete Workers
Verification to continue time loss payments. These forms are
available from the noted Claims Manager.

J. Return to Full Duty

1. Upon returning to full duty status after an extended absence,
the Department expects its employees to bring their job
knowledge and skills up-to-date.

2. Employees returning to full duty from an extended absence are
to be governed by this procedure.

3. Any employee absent from full duty for 6 months or more will
report to the Training Unit on the first day of his/her return to
receive updated training and to review and update personnel
records.

4. Employees will provide current physician certification of ability
to return to full duty.

5. Training may include, but is not limited to:

Firearm’s qualifications

Defensive tactics refresher training

Policy and procedure review

Other mandatory in-service training missed during their
absence.

ooop

6. Personnel records update will include, but not limited to:
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a. Updating Department personnel records
b. Updating emergency notification forms
c. Review of other changes in protocol or business practices

7. Uniforms and equipment will be checked and reissued if
necessary.

8. The employee’s Division Lieutenant is responsible for notifying
the Training Unit as timely as possible of the anticipated return
date and need for updating training and personnel records
review and/or updating.

9. Returning employees are instructed to contact the Training Unit
before the first date of their return for instruction on what
equipment is needed for training sessions and what documents
are needed for personnel records update.

1. Permanent Disability
A. Non-Commissioned Personnel: The Public Employees Retirement
System, RCW Chapter 41.40, provides permanent disability coverage

to non-sworn members as specified therein.

B. Commissioned officers are provided permanent disability coverage
pursuant to the provisions of RCW Chapter 41.26.

C. Disability benefits are also available to city employees pursuant to
RCW Chapter 41.41, State Employees Retirement--Federal Social
Security.

D. Permanent disabilities are covered through the Disability insurance

provided through the City of Kirkland Municipal Employees Benefit
Trust (MEBT) plan, for regular and temporary employees that are
benefit-eligible.

1. Death Benefits

A. Commissioned officers death benefits are provided for in RCW Chapter
41.26, Law Enforcement Officers' and Firefighters Retirement System

(LEOFF);

B. $150,000 line of duty Federal death benefit;
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C. Non-commissioned employee’'s death benefits are provided in
accordance with RCW 41.40; the Washington Public Employees
Retirement System;

D. Pursuant to RCW Chapter 41.41, State Employees Retirement--Federal
Social Security;

E. The City of Kirkland provides group term life insurance to active
employees working at least 20 hours a week. This is through Standard
Life Insurance Company, Portland, Oregon, under policy number
63095-B. The coverage includes a benefit of two times the employee’s
annual salary.

F. $1,000 death benefit provided by the Kirkland Police Guild for active
members of the guild.

G. Additional Group Life Insurance is available through the City of
Kirkland — Group Extra Life and Group Extra Life Spouse plan.
Underwritten by The Union Central Life Insurance Company,
Cincinnati, Ohio.

22.2.5 Benefits - Personnel Support

l. EAP (Employee Assistance Program) — the City of Kirkland has an established
voluntary program of professional and confidential counseling assistance to
employees whose job performance, health, or well-being are adversely
affected by personal problems. This program is also available to the
employee’s family members.

1. Critical Incident Debriefing — The department will provide critical incident
debriefing with an assigned or approved counselor (psychologist or
psychiatrist experienced in assisting law enforcement personnel), within 24
hours of an incident that may cause extreme stress and trauma for involved
employees. The department recognizes that certain incidents, such as those
involving extreme violence or the death of a child, may cause such extreme
stress and trauma for involved employees.

A. Debriefings shall attempt to aid employees in recognizing and coping
with the natural responses to critical incidents. Attendance at these
debriefings is voluntary and all conversations will remain strictly
confidential.

B. Debriefings may be in groups or individual, as determined by the
Police Department Psychologist.

Revised Date: 04-2008 Page 11 of 19



General Order 22.2 Kirkland Police Department

22.2.6 Traumatic Incident Assistance - Department Members

l. The death or serious injury of a Kirkland Police employee is a tragedy we all
hope to avoid. The department must, however, be prepared for the event
and act in accordance with this policy. Kirkland Police Department policy is
centered around the following goals:

A Providing liaison assistance to the immediate survivors of any member
who dies in the line of duty, whether feloniously or accidentally, while an
active member of this department. This assistance will include the
clarification and comprehensive study of survivor benefits, as well as
providing emotional support for surviving family members.

B. Providing liaison assistance to the immediate family of any member who
is seriously injured in the line of duty, whether feloniously or accidentally,
while an active member of this department. This assistance will include
the clarification and comprehensive study of benefits, as well as
providing emotional support for family members.

C. The family member's distress level will be greatly affected by the
department’s response to the tragedy. The purpose of this policy,
therefore, is to assist the Kirkland Police Department and its personnel in
providing proper support and emotional care for the employee’s family,
co-workers, and other affected individuals.

Il. The interests of the family shall be taken into full consideration during this time.
Regardless of the circumstances of the member's death or serious injury, it
should be treated with dignity and respect, the family needs to be treated with
sympathy, understanding and support.

Ill.  The “Law Enforcement Death and Serious Injury Procedure Manual”
covers the Department’s response in these situations. It is designed to help the
Department deal with the following areas.

A. Notification of Death or Injury

B. Assistance, Benefits and Other Information
C. Funeral and Memorial Services

D. Court Proceedings

E. Follow-up with the Family and Survivors
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F. Resources

Iv. Notification

A. It is the policy of the Kirkland Police Department that the notification of
the immediate family of the death or serious injury of a department
member shall be made in person and the notifying officers will work as a
team.

22.2.7 Benefits - Liability Insurance

l. The City of Kirkland will defend and indemnify employees against suit and
make payments for judgments, costs and expenses in accordance with
Kirkland Municipal Code 3.72 and the Collective Bargaining Agreement.

1. The City provides: collision, comprehensive, bodily injury and property
damage liability insurance coverage for employees authorized to use their
own vehicles on official City business.

I11.  Liability insurance is subject to the applicable provisions of the collective
bargaining agreements.

22.2.8 Uniforms and Equipment Issued

l. Members of the Kirkland Police Department receive uniforms and equipment,
or a specific monetary allowance according to the provisions of the applicable
collective bargaining agreements. Non-represented employees required to

wear or maintain uniforms will also receive uniforms and equipment.

A. The lists of uniforms and equipment issued to Commissioned and Non-
Commissioned employees are kept by the Services Lieutenant.

1. Uniform standards are described in General Order 41.3.4.
22.2.9 Benefits - Education

l. Tuition reimbursement is provided to employees pursuant to City of Kirkland
Administrative Policy 4-32.

I. The Kirkland Police Department may grant leave to undertake academic or
vocational instruction to employees as part of their work assignment in order
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to acquire or further develop skills to qualify them for specialized assignments
and advancement opportunities.

A. Paid leaves of absence may normally be approved if they involve
attendance at a state or federal academy, workshops which are job
related, seminars, or other types of training for which any tuition or
expense would be paid from the department training budget;

B. An employee may be granted a leave of absence in order to further
their education at their own expense. Requests for educational leave
with pay are submitted as a training request through the chain of
command on the training request form. Requests for educational
leave without pay are submitted in a letter to the Chief of Police.

IIl.  Command officers may exercise discretionary latitude in permitting regular
schedules to be realigned to allow employees to pursue academic study.
Schedule changes must not conflict with the procedures for assigning officers
to Patrol Watches and should be administered equitably.

22.2.10 Benefits - Employee Assistance Program

l. The Kirkland Police Department makes available to employees an Employee
Assistance Program (EAP) designed to assist in the identification and
resolution of concerns or problems (personal or job related), which may
adversely affect an employee’s personal or professional well-being or job
performance. These personal concerns may include, but are not limited to,
health, marital status, family, financial, substance abuse, emotional/stress,
and other personal matters. The Employee Assistance Program includes:

A. Description of program services;

B. Procedures for obtaining program services;

C. Confidential, appropriate, and timely problem assessment services;

D. Referrals to services, either workplace or community resources for

appropriate diagnosis, treatment, and follow-up;

E. Procedures and guidelines for referral; and

F. Training of supervisory personnel in the program services, supervisor’s
role and responsibility, and identification of employee behaviors which

would indicate the existence of employee concerns, problems and/or
issues that could impact employee job performance.
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. The Employee Assistance Program is intended to assist employees who are
suffering from persistent problems that may tend to jeopardize the
employee’s psychological and/or physical well being. The goal of this type of
program is to help individuals who have developed problems by providing
services for consultation, treatment, and rehabilitation in order to prevent
their condition from progressing to a degree that it will prevent the employee
from functioning effectively in the workplace.

IIl.  Employee participation in the Employee Assistance Program (EAP) is
voluntary.

A. Required medical and/or psychological examinations are listed under
General Order 22.3.5 (Fitness for Duty).

IV.  Confidentiality is assured by protection of the Federal Privacy Act of 1974.
22.2.11 Employee Identification

l. All department personnel will be issued a plastic identification card displaying
the following unique information; full name, holder’s signature, photograph,
physical descriptors, department role or position, applicable rank,
identification or personnel number, and issue date. The issuance and
maintenance of these identification cards will be in compliance with Standard
Operating Procedure ADM-002.

1. All department personnel shall carry their identification cards at all times
while working and shall present the card to any person requesting to see the
card, except when impractical or dangerous to their safety or to an
investigation.  Personnel assigned to a covert operation, however, are
excused from adherence while in the actual performance of covert duties;
this is also in accordance with General Order 41.3.4 (I11) (G).

22.2.12 Pregnancy
I Temporary Duty and Pregnancy
A. It is the policy of the Kirkland Police Department to apply temporary
duty assignments equally to pregnant and non-pregnant employees.
The provisions contained within General Order 22.2.12 will be in

compliance with the following:

1. Federal Pregnancy Discrimination Act (PDA),
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2. Federal Family Medical Leave Act (FMLA),
3. Family Leave — RCW 49.78,
4. Discrimination - Human Rights Commission — RCW 49.60,

5. Pregnancy, childbirth, and pregnancy related conditions — WAC
162-30-020,

6. Kirkland Police Guild Collective Bargaining Agreement (CBA),

7. Family Medical Leave Act — City of Kirkland Administrative Policy
Chapter 4, Policy 4-25,

8. Reasonable Accommodation — City of Kirkland Administrative
Policy Chapter 4, Policy 4-3,

9. Return to Work Program — City of Kirkland Administrative Policy
Chapter 4, Policy 4-40, and

10. Temporary Duty — General Order 22.2.4 (1) (E).
1. Process

A. Immediate Notification — When a pregnant Department employee
notifies her immediate supervisor of her pregnancy, the employee will
also advise whether and when a temporary duty assignment may be
desired, as dictated by her pregnancy. The employee will be provided
with a physician’s estimate of physical capacities form to apply for
temporary duty at a later date. The Department employee is
responsible for providing a copy of her job description to her doctor.

B. Request — If a pregnant Department employee is seeking a
temporary assignment because of a medical condition or temporary
disability due to her pregnancy, then the pregnant Department
employee shall provide to her immediate supervisor a completed
physician’s estimate of physical capacities form requesting temporary
duty that outlines duty restrictions.

C. Assignment — The Department will make a reasonable effort to
provide a temporary duty assignment for a pregnant Department
employee consistent with operational needs as determined by the
Chief of Police.
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1. The Department will not require a pregnant Department
employee to be reassigned to a temporary duty position unless,
consistent with the Collective Bargaining Agreement and federal
and state law, the Chief of Police determines, upon medical
consultation, there is a business necessity because the pregnant
employee is unable to perform her essential functions.

D. Return to Duty — In every case, a request to return to full duty
status must be accompanied by a physician’s estimate of physical
capacities form releasing the employee to full duty.

1. Uniforms

A. Pregnant uniformed employees and employees returning from
maternity leave who usually wear uniforms on a day-to-day basis will
be provided with maternity uniforms, if requested.

1. When a pregnant Department employee notifies her immediate
supervisor of her pregnancy, the employee will be provided with
an equipment/supply/repair request form to apply for a
maternity uniform at a later date;

2. A pregnant Department employee may utilize her discretion as
to when to begin wearing a maternity uniform;

3. Consistent with a pregnant Department employee’s doctor’s
advice, a pregnant employee may wear a maternity uniform
until a temporary duty position is requested and approved. The
maternity uniform is also available following return to full time
regular duty;

4. Except as provided herein, all other provisions of G.O. 41.3.4 -
41.3.5 remain in effect; and

5. Requests for maternity uniforms will follow the protocol for
other uniform and equipment requests as listed under General
Order 41.3.4 (VII-VIII), General Order 17.3.1, and Standard
Operating Procedure ADM-012.

V. Nursing & Protective Vest
A. Nursing — The Department will make available the City of Kirkland

employee first aid room for Department employees who are nursing
mothers to allow them to express milk as needed. If physical space
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issues change for the employee first aid room, then another similarly
appropriate space will be made available. The employee will be
responsible for her own pump, cooler, and other related equipment.

1. If desired, by a nursing employee, a collapsible privacy screen
will be set up in the Kirkland Police Department female locker
room for expressing milk (electrical outlets, sink, water, soap,
and a seat are available);

2. The logistics of the reasonable timing of expressing milk during
any duty shift will be arranged between an individual
Department employee and her immediate supervisor upon
returning to duty after a maternity leave, and will be consistent
with the applicable Collective Bargaining Agreement and City
Policies. This will typically occur during a work shift during the
break time bargained for in the Collective Bargaining
Agreement.

B. Protective Vest — If a pregnant or nursing officer has issues related
to wearing a Department required Kevlar protective vest, the officer
may raise the issue with her immediate supervisor and upon receipt of
a physician’s estimate of physical capacities form from the officer’s
doctor, the officer may apply to their Division Lieutenant for a
temporary exemption in accordance with General Order 41.3.5 (I) (C).
This request will be forwarded to the Chief of Police for determination,
in accordance with General Order 22.2.4 (I) (E) — Temporary
Assignments.

1. If an officer receives a temporary exemption from wearing a
Kevlar protective vest due to pregnancy or nursing, that
employee shall be temporarily ineligible to perform patrol
functions, and will work with her immediate supervisor
regarding a temporary duty position following Department and
City policy. A temporary protective vest exemption due to
nursing will be granted for up to three (3) months from the
date of being released to full time regular duty.

V. Firearms

A. The Department will accommodate Department officers who are
pregnant or nursing as follows:

1. When an officer notifies her immediate supervisor of a request
for a temporary exemption of firearm qualification testing
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requirements, the officer will be provided with a physician’s
estimate of physical capacities form. Officers may receive a
temporary exemption of the firearm qualification testing
requirement during twelve months of the pregnancy/delivery
term upon submission of a physician’s estimate of physical
capacities form to her immediate supervisor, in accordance with
General Order1.3.11 (I) (C). If an officer receives a temporary
exemption of firearm qualification testing due to pregnancy or
nursing, that officer shall be temporarily ineligible to perform
patrol functions, and will work with her immediate supervisor
regarding a temporary duty position following Department and
City policy. A temporary firearm qualification exemption due to
nursing will be granted for up to three (3) months from the
date of being released to full time regular duty.

2. Alternatively, Officers who are pregnant or nursing may wear
protective masks during the qualification process (with a HEPA
filter rated for lead); and/or

3. Officers who are pregnant or nursing may use lead-free
ammunition; and/or

4. Officers who are pregnant or nursing have the option of not
picking up spent brass; and/or

5. Officers who are pregnant or nursing may receive assignment of
another officer to clean a pregnant officer's service weapon;
and/or

6. Officers who are pregnant or nursing may coordinate with their

immediate supervisor to time the qualification testing for a
period during the pregnancy and/or after delivery that would be
consistent with the officer’s doctor’s written recommendation.

B. In every case, Officers who were pregnant or nursing and are out of
compliance with firearm qualification testing must re-qualify upon
receipt of a physician’s estimate of physical capacities form that
provides clearance for firearm qualification before returning to full
time regular duty.
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General Order No. 22.3
SUBJECT: CONDITIONS OF WORK

This order consists of the following numbered sections:

22.3.1 Physical Examinations

22.3.2 General Health and Physical Fitness

22.3.3 Secondary Employment — Non-Police Related
22.3.4 Off-duty Employment — Police Related

22.3.5 Fitness for Duty

22.3.6 Blood borne Pathogens

22.3.1 Physical Examinations

A physical examination is a benefit to both the employee and the
Department. Employees may be required to submit to an examination by a
designated physician when an employee’'s work or attendance indicates a
health related problem. The Department must have cause when requiring an
employee to submit to such an examination. Physical examinations required
by the Department will be paid for by the Department. G.O. 22.3.5 details
requirements for fitness for duty, confidentiality, and maintenance of reports

Employee initiated physical examinations are at the employee’s expense,
unless otherwise provided for in their medical plan.

The City of Kirkland periodically sponsors various medical examinations at
little or no cost to the employee.

22.3.2 General Health and Physical Fitness

Employees are required to maintain a level of fitness which permits them to
effectively carry out their duties and responsibilities.

Employees' work and attendance records are monitored for signs of health
problems related to fitness.

A. If an officer's ability to perform regular duties is affected due to an
apparent low level of health or fitness, the officer may be required to
submit to a physician's examination and bring their health or fitness
level to an acceptable level.

The City provides a wellness program that encourages good health and
fitness.
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IV.  Police Department employees are provided access to cardiovascular and
weight training equipment at no cost.

22.3.3 Secondary Employment — Non-Police Related

l. All employees, prior to accepting secondary employment, must submit a
written request to the Chief of Police for any period of secondary
employment. The Chief of Police will return a copy of all requests, with or
without approval to the applying employee. All requests must be renewed
annually, using the secondary employment request form.

1. The following general conditions will apply to secondary employment:

A. No request will be approved for off-duty employment if it conflicts with
the duties and obligations imposed upon all members of the
department.

B. Any record of above average days off for sickness, a poor work record,

or misconduct may result in the denial or revocation of a secondary
employment work request.

I1l.  Employees may not work in any of the following situations:

A. Any occupation of a menial nature which would tend to lower the
dignity of the police service.

B. As a process server, bill collector, security officer, or any other
employment which may require the use of police powers for a private
purpose.

C. Employment that may require access to police information, files,

records, or services as a condition of employment, unless prior
approval for each use has been authorized by the Chief of Police.

D. Employment which assists any defense preparation in a criminal
proceeding.

E. Any place of employment where, because of illegal or questionable
operation, there has been a necessity for continuous police action or
scrutiny.
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F. Employment with a towing company, ambulance company, security
company, or similar business whose activity is closely related to that of
law enforcement.

G. Any employment which is hazardous; such as security work.

H. Employment requiring wearing of the police uniform outside Kirkland
city limits, without the Chief of Police approval.

l. Working in uniform in a licensed establishment while liquor is being
served; except for security (temporarily) at problem bars with the
approval of the Chief of Police.

J. Any non-police related employment requiring the wearing of the police
uniform and the exercise of police powers.

V. Maximum secondary employment time will not exceed 24 hours during the
week and not more than 12 hours per day on days off.

V. If secondary employment interferes with the department's image,
department’s efficiency, the employee’s on-duty work performance, or
involves misuse of the police commission, then the officer will be required to
terminate such employment immediately.

VI.  The primary obligation and responsibility of an employee who accepts
secondary employment must be to the department. Employees directed to
report for overtime, or called in, for example, must do so regardless of their
secondary employment.

22.3.4 Off-duty Employment — Police Related

l. All off-duty law enforcement employment as a Kirkland Police Officer shall be
authorized by the Chief of Police or his/her designee prior to such
employment. Personnel must receive permission to engage in off-duty
employment.

A. Off-duty, in uniform employment at jobs such as patrolling dances,
furnishing traffic control for parades and construction, or providing
police security at a home or business, is approved by the Chief of
Police. Although employees are hired by someone other than the City
of Kirkland, the City still delegates their authority and police power.

1. Off-duty employment must not interfere with an employee’s
responsibility to the City.
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B. The Chief of Police may allow employment as an off-duty Police Officer
outside the City and with the approval of the chief law enforcement
officer (or his/her designee) in the jurisdiction where the off-duty job
is located.

C. Off-duty employment will not be approved when officers are requested
to work given the following situations:

1. Any occupation of a menial nature, when in uniform or
otherwise identified as an officer, which would tend to lower the
dignity of the police service.

2. As a process server, bill collector, or any other employment
which may require the use of police power for a private
purpose.

I. Officers working off-duty employment are considered employees of the City
of Kirkland Police Department. Officers shall comply with all department
policies and procedures while working in an off-duty capacity.

A. If the demands of the employer conflict with department rules and
policy, department policy take precedence. If this is not acceptable to
the employer, then the employment is categorically disapproved.

B. All non-probationary officers are authorized to work off-duty law
enforcement employment unless otherwise directed by the Chief of
Police or his/her designee.

I1l.  The Off-duty Employment Program is administered with the assistance of the
Kirkland Police Officer’s Guild

A. Employees are permitted equal opportunity in seeking off-duty
employment. In order to accomplish this objective, the Kirkland Police
Officer’s Guild will assist in the administration of off-duty employment.

B. A Guild officer will have the following administrative responsibilities for
off-duty law enforcement employment:

1. Monitoring of the off-duty employment phone line regarding
requests for off-duty employment.

2. Review of requests for off-duty employment.
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10.

Determine the law enforcement/private security service needs
of the off-duty employer.

Analysis of appropriate staffing levels for the off-duty job.

Approval of off-duty employment requests under the direction
of the Chief of Police or his/her designee.

Provide a description of the off-duty job and the expectations of
officers with the posting.

Processing of payment requests including the correlation of
payment requests with job announcements and openings.

Generation and maintenance of off-duty employment records
and postings.

Enforcement of off-duty job policies and procedures, to include
the ability to recommend disciplinary action by the Guild for
failure to appear.

Review violations of off-duty job policy and procedure and refer
to the Operations Lieutenant.

(AVA Off Duty Employment Policy

A. Off-duty Sign-up

1.

2.

Revised Date: 04-2008

Officers shall only work off-duty jobs on their regular scheduled
time off.

a. Regular days off are defined as days off according to
their work schedule.

b. Scheduled days off are defined as leave time (Vacation,
Holiday, Comp time)

When signing up for an off-duty job, officers shall:

a. Personally sign up for the off-duty job.

b. Sign in the space provided.
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C. Be responsible for working the assignment or having a
replacement officer work the assignment when unable
fo.

3. Cancellation of an Off-duty Job Assignment.
a. Officers who sign up for a job must fulfill the obligation.

If, for any reason, the officer is unable to work the job,
the officer must find a replacement. If the officer cannot
find a replacement, then it is their responsibility to fulfill
the obligation.

b. Officers who have to cancel for emergency or exigent
circumstances shall immediately notify the Guild officer
administering the off-duty assignments.

B. Working an Off-duty Job

1. Officers must notify NORCOM of the location and hours of the
off-duty job via radio.

2. Officers will use their personnel number as their call sign.
3. Officers will remain at the location of the off-duty job except in

the event of a critical or emergency call for service or at the
direction of a patrol supervisor.

4. Officers will not accept gratuities from the off-duty job employer
and will follow rules of conduct as outlined in General Order
26.1.

5. Officers shall perform extra duties which are requested by the

employer and approved by the Guild officer coordinating the
off-duty job.

6. Supervision of police action taken by officers working off-duty
jobs is assigned to the on duty Patrol supervisor.

C. Payment for Off-duty Job Assignment.
1. Upon completion of an off-duty assignment, the officer will

receive payment in accordance with the agreement between the
Guild officer coordinating the job and the employer.

Revised Date: 04-2008 Page 6 of 11



General Order 22.3 Kirkland Police Department

2. The rate of pay for off-duty jobs is established by the Kirkland
Police Officer’s Guild

3. Comp-time in lieu of pay for off-duty employment is not
authorized when the job is contracted by a non City employer.

D. Violations and Complaints.

1. Violations of off-duty policy and procedure shall be reported to
the Guild officer coordinating the off-duty job. Violations may
include failure to complete a job assignment or failure to follow
the policy as outlined in Section IV above. The Guild officer
shall report all violations of department policy to the assigned
Operations Lieutenant.

2. Police/Citizen complaints will be processed according to General
Order 52.1.
3. Violations of Department policy during off duty employment will

be reviewed by the assigned Operations Lieutenant.

a. Discipline may include suspension from working off-duty
jobs for up to six months or progressive discipline per the
current Collective Bargaining Agreement.

b. The above penalties shall be imposed for offenses
occurring in any one year period of time.

22.3.5 Fitness for Duty

l. The City of Kirkland values its employees. It further recognizes the many
demands, risks, and pressures associated with police service, and that
injuries and symptoms of stress that may occur. It is the City of Kirkland’s
position and intent to care for and support an employee in need.

I. A fitness for duty evaluation is a tool to determine the wellness of an
employee and his/her ability to perform their duties. Anyone determined to
not be fit for duty shall become the subject of a plan to expedite their
recovery and hopeful return to duty.

Ill. A Medical and/or Psychological examination of fitness for duty may be

required of an employee. The following are examples of when this may be
required:
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A. Employee suffered a physically or emotionally disabling injury or
condition which, in the judgment of the department, does or may
prevent an employee from performing their duties.

B. Employee  demonstrates performance irregularities, unstable
mannerism, or a propensity for conduct or self-abuse that is likely to
produce injury to the employee or others.

IV.  Required medical / psychological examinations of fitness for duty will be at
the expense of the Kirkland Police Department.

V. Examination / Evaluation Requirements

A. The examination and subsequent re-evaluation may be a prerequisite
for returning to duty under post-treatment conditions.

B. An examination may also be a requirement for determining
physical/emotional stability in light of performance standards. The
examination is a means of determining a prognosis, and a plan of
treatment, if necessary.

C. The evaluation may include; treating physician or psychological
practitioners authorization, @ LEOFF Board approval, and/or an
independent examination by and at the expense of the department
prior to the employee being allowed to return to duty.

VI. Reporting requirements.

A. The employee who knows he/she is confronted with medical,
psychological, or habitual conditions that may jeopardize their ability
to perform their assigned duties or pose risk to themselves or others,
is obligated to report that condition to their supervisor.

B. Anyone of supervisory responsibility who observes or receives
information amounting to reasonable  suspicion to believe an
employee has demonstrated conduct or characteristics making them
unfit or potentially unfit to perform their assigned duty, has an
obligation to act.

VII.  Supervisor Responsibilities

A. Shall include an assessment of each of the following:
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1. Conduct an immediate preliminary investigation of the
circumstance and make an assessment of danger to the
employee or others and ability to perform assigned duties.

2. If in the best interest of the employee, department, and the
community, release the employee from duty to paid
administrative leave from his/her current duty assignment.

3. If the employee is a danger to themselves or others, then the
supervisor may:

a. Relieve an officer of his/her firearm(s), badge,
identification card, key, and access card.

b. Consider involuntary commitment.

C. Make every effort to ensure the employee's immediate
conduct and activity is monitored.

4. The supervisor shall notify their Division Lieutenant of the
circumstances and request advice & consent from the
Lieutenant.

5. Report the circumstance and any action taken in writing to the
Chief of Police via the chain of command prior to the end of

shift.

VIII. Evaluation Process
A. The Chief of Police will evaluate all information and make a

determination if a fitness-for-duty examination is required.

B. All current and available information shall be committed to writing and
made available to the professional conducting the fitness-for-duty
assessment.

C. A departmental command or supervisory level person may accompany

the employee to the professional's office in order to facilitate an
orderly transition, furnish pertinent information, or answer any
guestions.

D. The employee will be required to sign the Release of Information form
prior to beginning the assessment.
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1. The Release of Information form initiated by the doctor
or examining professional is a reminder that the
professional conducting a fitness-for-duty evaluation
represents the department and reports his/her
assessment to the department.

E. Reports — A written assessment by the professional will be submitted
in a timely fashion to the Chief of Police. The report will contain, at a
minimum, the following information:

1. Qualifications of the examiner

2. Statement of the assessment process including any
psychological tests used (if applicable)

3. History of the current problems

4. Current mental status (if applicable)

5. Diagnostic statement, if appropriate

6. Statement of opinion regarding fitness-for-duty
7. Recommendations

F. Confidentiality

1. The report will be stored in a secure location, separate from the
employee's personnel file, under the control of the Chief of
Police.

2. The report is a confidential report prepared solely for the Chief
of Police.

3. The contents of the report may be disclosed for additional

medical review for fithess or as part of a labor or legal
proceeding, if the document is relevant.

4. The employee wishing to query its contents shall be referred to
its originator to explain and interpret its contents.

5. The document should be sent to Human Resources in a sealed
envelope for recordkeeping purposes.
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G. Treatment — Upon receipt of the evaluator's findings, a determination
shall be made as to treatment, treatment responsibility, benefit
application, and contractual impacts.

1. Treatment which relies on a confidential relationship can be
accomplished through referral as part of an agreed upon
treatment program.

2. In cases of an evaluation stemming from emotional difficulties,
treatment shall occur with someone other than the evaluating
professional to ensure employee confidentiality.

IX. Kirkland City Administrative Policy, Chapter 4, Policy 4-20, is also applicable
to fitness for duty.

22.3.6 Blood borne Pathogens
l. It is the policy of the City of Kirkland to provide a safe and healthy working
environment and to control occupational exposure to diseases caused by

blood borne pathogens.

. The City of Kirkland has an established Blood borne Pathogen Exposure
Control Plan which applies to the Kirkland Police Department.

I1l. In addition there is a Standard Operating Procedure for Blood borne

Pathogens (TRN-005) which shall be followed by employees of the Kirkland
Police Department.
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Kirkland Police Department

General Order No. 24.1
SUBJECT: COLLECTIVE BARGAINING - ADMINISTRATION

This order consists of the following numbered sections:

24.1.1 Collective Bargaining - Process
24.1.2 Labor Agreement - Ratification

24.1.1 Collective Bargaining - Process

Public employee’s collective bargaining is set forth in detail in RCW Chapter

41.56.

The Kirkland Police Department assists the City of Kirkland’s

bargaining team in an advisory capacity, with the Chief of Police or his/her
designee(s) serving on the team to provide input regarding Department
policies, procedures, and the impact of provisions in written agreements.

A.

The bargaining team for the City may normally be composed of the
following; Financial Planning and Administration Division Director,
Human Resources Director, Services Captain, Operations Captain,
Services Lieutenant, Operations Lieutenant, and Investigations
Lieutenant. At the start of each bargaining session, the City will
designate a member as the principal negotiator.

The City will bargain collectively, with the bargaining representatives
of the employees, the Kirkland Police Officers Guild (KPOG)
Commissioned and Kirkland Police Officers Guild (KPOG) Non-
Commissioned. The employees’ bargaining representative will
designate a member as the principal negotiator. The bargaining team
is selected by the KPOG.

In compliance with RCW 41.56, the City of Kirkland and the KPOG
have a mutual obligation to negotiate in good faith at reasonable times
and places with respect to wages, hours and conditions of work. This
good faith obligation does not compel either party to agree to a
proposal or make a concession.

The City and the KPOG may decide on mutually acceptable ground
rules to adhere to during the bargaining process.

Both the City and the KPOG commit to abide, in both letter and spirit,
by the negotiated labor agreement that has been signed by
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management, labor representatives, and ratified by the bargaining
unit.

24.1.2 Labor Agreement - Ratification

l. Upon ratification of a negotiated labor agreement by all parties, the Chief of
Police or his designee will:

A. Provide copies of the signed agreement to those who supervise and
manage employees in the bargaining unit. Changes in existing contract
language should be disseminated to those same supervisors and
managers. This distribution may be done electronically.

B. Review all General and Special Orders, and amend as necessary to
comply with the terms of the labor agreement.

C. Disseminate information relative to the new labor agreement, including
modifications to existing agreements, to staff and supervisors of
affected personnel. All Department command staff and supervisors
are required to be familiar with the contents of and ensure compliance
with the provisions of the collective bargaining agreements.
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Kirkland Police Department

General Order No. 25.1
SUBJECT: GRIEVANCE PROCEDURE

This order consists of the following numbered sections:

25.1.1 Grievance Procedure
25.1.2 Grievance - Responsibility
25.1.3 Grievance - Annual Analysis

25.1.1 Grievance Procedure

It is the policy of the Kirkland Police Department to objectively and
expeditiously hear all grievances brought by employees with the intent of
adjudicating all matters in a fair and just manner.

The current Kirkland Police Officer Guild (KPOG) Commissioned collective
bargaining agreement and the current Kirkland Police Officer Guild (KPOG)
Support Staff collective bargaining agreement, Kirkland Municipal Code
3.80.60, and City of Kirkland Administrative Policy, Chapter 4, Policy 4-20
establish a grievance procedure for employees. Employees not covered by
the collective bargaining agreements may submit a grievance following the
same procedure outlined in the agreement, except that the Guild will not be
involved in the process.

A. Identification of matters that are grievable (scope) and the levels of
the Department or City to which the grievance may be filed or
appealed is contained within the above listed references.

B. Time limits for filing or appealing the grievance to the next level are
contained within the above listed references.

C. A written grievance must include the following information:
1. A written allegation of the specific wrongful act and harm done.
2. A written statement of the remedy or adjustment sought.
3. A written statement of the grievance and the facts upon which
it is based.
D. As the written grievance proceeds through the various steps of the

process, each person receiving the grievance will:
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1. Acknowledge receipt of the grievance by noting time, date and
name of the person receiving the grievance;

2. Gather, analyze and record in writing all pertinent facts and
allegations;

3. Affirm or deny, in writing, the allegations in the grievance;

4. Be continuously aware of the timetables to insure that they are
not violated;

5. Identify the remedy or adjustments, if any, to be made.

E. Criteria for employee representation in the grievance process is
specifically provided for in the respective collective bargaining
agreements.

25.1.2 Grievance - Responsibility

l. The Lieutenant of each division is responsible for coordinating the grievance
process involving an employee assigned to their division.

1. A copy of all written grievances will be forwarded to the Services Captain.

IIl.  The Services Captain is responsible for the maintenance and control of
grievance records of Police Department employees. The records will be kept
secure and accessible only to the Chief of Police or his designee.

25.1.3 Grievance - Annual Analysis

l. The Services Captain will provide the Chief of Police with a documented
annual analysis of all written grievances. The Chief will review the

documented annual analysis of the grievances to determine what steps might
be taken to minimize the causes.
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Kirkland Police Department

General Order No. 26.1
SUBJECT: CODE OF CONDUCT FOR DEPARTMENT MEMBERS

This order consists of the following numbered sections:

26.1.1 Code of Conduct and Appearance
26.1.2 Employee Awards

26.1.3 Sexual Harassment

26.1.4 Discipline - System

26.1.5 Discipline - Supervisory Role
26.1.6 Discipline - Appeal Procedure
26.1.7 Discipline - Dismissal

26.1.8 Discipline - Records Retention

26.1.1 Code of Conduct and Appearance

Rules of Conduct - Violation of any of these rules shall be sufficient cause for
counseling, written reprimand, loss of accumulated time such as vacation,
holiday, or compensatory time, demotion, suspension, and/or dismissal of
any member of the Police Department.

These rules of conduct describe expectations of behavior and conduct, both
on duty and off duty, for all commissioned police personnel and, where
applicable, all members of the department, whether paid or volunteer. All
members of the department are held bound by these standards unless
specifically excluded by the nature of the standard itself (e.g., when the
standard may refer to the exercise of commission authority, which some
members of the department do not have). All members of the department
shall become familiar with these standards and shall abide by them.

The term "members of the Police Department” applies to all employees of the
Kirkland Police Department, sworn, non-sworn and volunteers. The term
"officer" applies only to sworn police officers of the Department. The term
"civiian member" applies only to non-sworn personnel employed by the
Kirkland Police Department.

A. Violation of Rules - Members of the Police Department shall not
commit any acts, or omit any acts, which constitute a violation of any
of the rules, regulations, directives or orders of the Department, City
of Kirkland or Kirkland Civil Service Commission, whether stated in this
rule or elsewhere.
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B. Unbecoming Conduct - Members of the Police Department shall
conduct themselves at all times, both on and off duty, in such a
manner as to reflect most favorably on the Department. Unbecoming
conduct shall include that which brings the Department into disrepute
or reflects discredit upon the individual as a member of the Police
Department, or that which impairs the operation or efficiency of the
Department or the individual.

C. Conformance to Laws - Members of the Police Department shall obey
all laws of the United States, and of any state or local jurisdictions in
which the members are present. A conviction of the violation of any
law shall be prima facie evidence of a violation of this section.

D. Reporting for Duty - Members of the Police Department shall report for
duty at the time and place required by assignment or orders, and shall
be physically and mentally fit to perform their duties. They will be
properly equipped and will make themselves cognizant of information
required for the proper performance of duty, so that they may
immediately assume their duties. During the shift, employees will
carry out their sworn and assigned duties to the best of their ability.
Judicial subpoenas shall constitute an order to report for duty under
this section. If, due to an illness or other circumstances, an employee
cannot report for duty at the assigned time but will be late or absent,
the employee will contact the on duty supervisor before the
start of the shift to explain the situation. Employees are required to
remain on duty for their entire assigned shift unless excused by their
supervisor or higher-ranking personnel. If any employee must leave
duty before the end of a shift due to illness or other circumstances,
the employee must inform a supervisor before leaving. No employee
will be absent from duty except in case of illness or injury without the
consent of their supervisor. Any employee who fails to report and who
does not have a bona fide excuse will be subject to disciplinary action.

E. Neglect of Duty - Members of the Police Department shall not commit
any acts expressly forbidden or omit any acts that are specifically
required by the laws of this state, the ordinances of the City of
Kirkland, these Rules of Conduct, or any other orders, policies,
procedures, or directives of the Police Department. Members shall not
engage in any activity, or personal business, which could cause them
to neglect, or be inattentive to duty. While on duty, employees will
remain attentive to their assigned responsibilities. Employees will
respond in a prompt and appropriate manner when dispatched or
ordered to respond to a situation or department need. Postponing
response or failure to respond is considered neglect of duty.
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F. Fictitious lliness or Injury Reports - Members of the Police Department
shall not feign illness or injury, falsely report themselves ill or injured,
or otherwise deceive, or attempt to deceive, any official of the
Department as to the condition of their health.

G. Sleeping on Duty - Members of the Police Department shall remain
awake while on duty. If unable to do so, they shall report to their
supervisor, who shall determine the proper course of action.

H. Leaving Duty Post - Members of the Police Department shall not leave
their assigned duty post during a tour of duty, except when authorized
by proper authority. Leaving an assigned shift early without
authorization will be deemed neglect of duty and will be grounds for
disciplinary action.

l. Meals - Employees are permitted to suspend their work activities,
upon the approval of their supervisor, for meal periods and breaks as
specified in the respective collective bargaining agreements. This is
also extended to non-Guild employees.

J. Unsatisfactory Performance (Commissioned members) Commissioned
members of the Police Department shall maintain sufficient
competency to properly perform their duties, and assume the
responsibility of their positions. Members shall perform their duties in
a manner which will maintain the highest standards of efficiency in
carrying out the functions and objectives of the Department.
Unsatisfactory performance may be demonstrated by a lack of
knowledge of the application of laws required to be enforced, an
unwillingness or inability to perform assigned tasks, the failure to
conform to work standards established for the officer's rank, grade, or
position, the failure to take appropriate action on the occasion of a
crime, disorder, or other condition deserving police attention, or

absence without leave. In addition to other indicators of
unsatisfactory performance, the following will be considered prima
facie evidence of unsatisfactory performance: repeated poor

evaluations, or a written record of repeated infractions of rules,
regulations, directives, or orders of the Department.

Unsatisfactory Performance (Non-commissioned members) - Civilian
members of the Police Department shall maintain sufficient
competency to properly perform their duties, and assume the
responsibility of their positions. Civilian members shall perform their
duties in a manner which will maintain the highest standards of

Revised Date: 04-2008 Page 3 of 28



General Order 26.1 Kirkland Police Department

efficiency in carrying out the functions and objectives of the
Department. Unsatisfactory performance may be demonstrated by a
lack of knowledge of Department policy and procedures, an
unwillingness or inability to perform assigned tasks, the failure to
conform to work standards established for the civilian member's rank,
grade, or position, the failure to take appropriate action within the
responsibilities of the civiian member's assignment, or absence
without leave. In addition to other indicators of unsatisfactory
performance, the following will be considered prima facie evidence of
unsatisfactory performance: repeated poor evaluations or a written
record of repeated infractions of rules, regulations, directives, or
orders of the Department.

K. Alcoholic Beverages and Drugs in Police Installations - Members of the
Police Department shall not store or bring into any police facility or
vehicle, any alcoholic beverages, controlled substances, narcotics, or
hallucinogens except those which are to be submitted to the property
room as evidence, safekeeping, or for disposal.

L. Possession and Use of Drugs - Members of the Police Department shall
not possess or use any controlled substances, narcotics, or
hallucinogens, which could affect or impair their ability to function in
their job, except when prescribed in the treatment of members by a
physician or dentist.

M. Use of Alcohol on Duty or in Uniform - Members of the Police
Department shall not consume intoxicating beverages while in uniform,
or on duty, except in the performance of duty, and while acting under
proper and specific orders from a superior officer. Members of the
Police Department shall not appear for duty, or be on duty, while
under the influence of intoxicants to any degree whatsoever, or with
an odor of intoxicants on their breath. Employees are subject to
breathalyzer tests in accordance with City of Kirkland Administrative
Policy — Chapter 4, Policy 4-28 and the collective bargaining
agreement drug policy.

N. Use of Alcohol Off Duty - Members of the Police Department, while off
duty, shall refrain from intoxication, or obnoxious, or offensive
behavior which discredits them or the Department, or renders the
member unfit to report for their next regular tour of duty. Employees
are subject to breathalyzer tests in accordance with City of Kirkland
Administrative Policy — Chapter 4, Policy 4-28 and the collective
bargaining agreement drug policy.
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0. Use of Tobacco or Gum - Employees may not smoke, chew tobacco
or chew gum while in contact with the public, unless in a private place
where such practice is not objectionable. Objectionable activity shall
be defined as noticeable chewing tobacco in the mouth, visible chew
tobacco containers in uniforms and/or work areas, spitting and/or
visible “chew cups”. No smoking is permitted in police facilities or
police vehicles. Smoking is permitted at designated smoking areas in
the immediate area outside the Police Department and Kirkland City
Hall.

P. Insubordination - Members of the Police Department shall promptly
obey any lawful orders of a superior officer. This will include orders
relayed from a superior officer by an officer of the same or lesser rank.
Failure to do so could be grounds for insubordination and subject to
discipline.

Q. Conflicting or lllegal Orders - Members of the Police Department who
are given an otherwise proper order which is in conflict with a previous
order, rule, regulation, or direction, shall respectfully inform the
superior officer issuing the order of the conflict. If the superior officer
issuing the order does not alter or retract the conflicting order, the last
given order shall stand. Under these circumstances, the responsibility
for the conflict shall be upon the superior officer. Members shall obey
the conflicting order, and shall not be held responsible for
disobedience of the order, rule, regulation, or directive previously
issued. Members of the Police Department shall not obey any order,
which they know, or should know, would require them to commit any
illegal act. If in doubt as to the legality of the order, officers shall
request the issuing officer to clarify the order or to confer with a
higher authority.

R. Gifts, Gratuities, Bribes or Rewards - Members of the Police
Department shall not solicit or accept from any person, business, or
organization, any gift (including; money, tangible or intangible
personal property, food, beverage, loan, promise, service or
entertainment) for the personal benefit of the member(s) of the
Department, except as provided for in General Order 26.1.1 under
Section (IV) (B). Solicitation for Department programs may be
conducted by the Chief of Police or his/her designee. This standard is
not intended to isolate members from normal social practices, or to
preclude gifts among friends, associates, or relatives, where
appropriate.  Members shall not consider their badge of office as a
license designed to provide them with special favor or consideration.
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S. Abuse of Position - Use of official position or identification. Members
of the Police Department shall not use their official position, official
identification cards, or badges for:

1. Personal or financial gain; or;

2. Obtaining privileges not otherwise available to them except in
the performance of duty.

T. Avoiding consequences of illegal acts - Members of the Police
Department shall not lend to another person their identification cards,
or badges, or permit them to be photographed or reproduced, without
the approval of the Chief.

u. Use of the name, photograph, or title - Members of the Police
Department shall not authorize the use of their names, photographs,
or official titles, which identifies them as officers or employees of the
Police Department, in connection with testimonials or advertisements,
or any commodity or commercial enterprise without the approval of
the Chief.

V. Endorsements and Referrals - Members of the Police Department shall
not recommend or suggest in any manner, except in the transaction of
personal business, the employment or procurement of a particular
product, professional service, or commercial service (such as an
attorney, ambulance service, towing service, bondsman, mortician,
etc.) In the case of ambulance or towing service, when such service is
necessary, and the person needing the service is unable or unwilling to
procure it or request assistance, members shall proceed in accordance
with established departmental procedures.

W. Identification (Commissioned Members) - Members of the Police
Department shall furnish their name to any person requesting that
information when they are on duty, or while presenting themselves as
having an official capacity, except when the withholding of such
information is necessary for the performance of police duties, or is
authorized by proper authority.

X. Identification (Non-commissioned Members) - Civilian members of the
Police Department shall furnish their name to any person requesting
the information when they are on duty, or while presenting themselves
as having an official capacity, except when the withholding of such
information is necessary for the performance of police duties, or is
authorized by proper authority.
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Y. Citizen Complaints - Members of the Police Department shall
courteously and promptly record, in writing, any complaint made by a
citizen against any member of the Department, and refer it to the
Division command officer for handling. Members taking the complaint
may attempt to resolve the complaint, but shall never attempt to
dissuade any citizen from lodging a complaint against any member, or
the Department. Members shall follow established departmental
procedures for processing complaints.

Z. Courtesy - Members of the Police Department shall be courteous to the
public and other Members of the Police Department. Members shall be
tactful in performance of their duties, shall control their tempers and
exercise the utmost patience and discretion, and shall not engage in
argumentative discussions, even in the face of extreme provocation.
In the performance of their duties, members shall not use coarse,
violent, profane, or insolent language or gestures, and shall not
express any prejudice concerning race, sex, religion, politics, national
origin, life style, or similar personal characteristics. Members shall
respect and uphold the dignity, human rights, and constitutional rights
of all persons.

AA. Requests for Assistance - When any person applies for assistance or
advice, or makes complaints or reports, either by telephone or in
person, all pertinent information will be obtained in an official and
courteous manner, and will be properly and judiciously acted upon
consistent with established departmental procedures.

BB. Associations - Members of the Police Department shall not knowingly
associate with persons and/or organizations, whom they know, or
should know are persons under criminal investigation or indictment, or
who have a reputation in the community or the Department for
present involvement in felonious or criminal behavior, where that
association would tend to discredit his or her credibility as a law
enforcement employee, except as necessary to the performance of
official duties, or where unavoidable because of other personal
relationships of the members. Members may not belong to, or
participate in the activities of, any organization or group which is
subversive in nature, or which may adversely influence or control the
employee’s official capacity. Violation of this policy is grounds for
disciplinary action up to and including dismissal.

CC.  Visiting Prohibited Establishments - Members of the Police Department
shall not knowingly visit or frequent a house of prostitution, gambling
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house or establishment wherein the laws of the United States, the
State, or the local jurisdiction are regularly violated, except in the
performance of duty, or while acting under proper and specific orders
form a supervisor.

DD. Gambling - Members of the Police Department shall not engage or
participate in any form of illegal gambling at any time, and employees
shall not engage in any form of gambling while on duty or in uniform,
except in the performance of duty, and while acting under proper
specific orders from a supervisor. The purchase of Washington State
Lottery tickets is not considered gambling.

EE. Public Statements and Appearances- Employees’ constitutional
freedom of speech rights shall not be abridged. This right shall not
protect speech which is defamatory, obscene or insubordinate.
Furthermore, employees may not make public statements on behalf of
the department for publication or broadcast concerning the plans,
policies, or administration of the department unless authorized. Any
such statements shall accurately represent the department’s position.
This shall not infringe on the right of employees to present their
personal opinions when not representing the department.

FF.  Personal Appearance - Members of the Police Department on duty
shall wear uniforms or other clothing in accordance to the standards
set forth in General Order 41.3.4.

Except, when acting under proper and specific orders from a
supervisor, members on duty shall maintain a neat, well-groomed
appearance, and shall style their hair accordingly.

GG. Political Activity - Members of the Police Department shall not engage
in political activities or services of any nature that would imply
endorsement by the Police Department. Members shall not engage in
illegal political activities. The Department restricts any member from
participating in partisan political activity while on duty. Political
activities include soliciting or receiving any assessment, subscription,
or contribution for any political party or cause, or storing, posting,
carrying, or distributing political literature of any nature.

HH. Telephones - Members of the Police Department shall have telephones
in their residences, and shall as soon as reasonably possible report any
changes in telephone numbers or addresses to their superior officers,
and to such other persons as may be appropriate.
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1. Intervention -

1. Officers shall not interfere with cases being handled by other
officers of the Department, or by any other governmental
agency unless:

a. Ordered to intervene by a superior officer, or;

b. The intervening officer believes beyond a reasonable
doubt that a manifest injustice would result from failure
to take immediate action.

2. Officers shall not undertake any investigation, or other official
action, not part of their regular duties without obtaining
permission from their superior officer, unless the urgency of the
situation requires immediate police action.

3. No employee will aid any person to escape arrest or escape
after arrest. Employees will also not aid anyone under suspicion
or investigation by this department in order to circumvent the
investigation in any way.

JJ. Reports - Members of the Police Department shall submit all necessary
reports on time and in accordance with established departmental
procedures. Reports submitted by members shall be truthful,
complete and impartial, and no member shall knowingly enter, or
cause to be entered, any inaccurate, false or improper information, or
alter, remove or destroy any report once filed for the purpose of
obstructing justice, misleading superior officers, or altering the natural
order of information. Violation of this policy is grounds for disciplinary
action up to, and including, dismissal.

KK.  Processing Property and Evidence - Property or evidence, which has
been discovered, gathered, or received in connection with
departmental responsibilities, will be processed in accordance with
established departmental procedures. Members of the Police
Department shall not convert to their own use, manufacture, conceal
falsify, destroy, remove, tamper with, or withhold any property or
evidence in connection with an investigation or other police action,
except in accordance with established departmental procedure.

LL.  Abuse of Process - Officers shall not intentionally make false
accusations of a criminal or traffic charge.
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MM. Use of Department Materials and Equipment - Members of the Police
Department shall utilize Department equipment only for its intended
purpose in accordance with established departmental procedures, and
shall not abuse, damage, or lose Department equipment. All
Department equipment issued to members shall be maintained in
proper working order. Department materials and equipment are not to
be used for personal use (e.g., copy machine, paper supplies, pens,
etc.) Department stationary shall be used for official business only.

NN.  Civil Actions - Members of the Police Department shall not institute any
civil action arising out of their official duties without first notifying the
Chief of Police in writing.

Members of the Police Department shall not accept anything as
payment for personal injury incurred in the line of duty, without
notifying the Chief of Police in writing. An exception may be
considered in the event of a personal injury stemming from a traffic
accident or an assault in court proceedings of a civil nature.

Members of the Police Department shall not serve civil papers on duty,
except as directed by a supervisor.

Whenever the City of Kirkland, Kirkland Police Department, or one of
its members is involved in, or likely to be involved in civil litigation, no
employee shall discuss the action with anyone without the express
permission of the Chief of Police.

Any employee who becomes aware that they will be named as a
respondent in a civil suit growing out of the employee acting in an
official capacity, whether on or off duty, will immediately notify the
Chief of Police in writing.

Any employee who is served with a subpoena or other legal process
relating to the business, operations, policies, or procedures of the
department will inform the Chief of Police immediately. This
requirement does not apply to subpoenas relating to the prosecution
of a routine criminal case.

00. Court Appearance - Members of the Police Department required to be
in court by Department order, subpoena, or court notice, shall be
prompt in attendance, and shall remain until excused by competent
authority. While in court, officers shall avoid any indication of bias,
prejudice, or anger. They shall testify in a clear, concise, and distinct
manner.  Questions shall be answered promptly, truthfully, and
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without a trace of evasion. Personal behavior shall be exemplary while
waiting call or while on the stand. Members late for or missing court
are subject to disciplinary action unless they have a valid excuse and
have made all attempts to contact the court or police department.
Officers receiving subpoena’s to Kirkland Municipal Court shall call the
Subpoena Line in accordance with Standard Operating Procedure
ADM-019.

PP.  Qut-of-State Court Appearance — In the event a member of the Police
Department is required to be at an out-of-state court by subpoena or
court notice, for the purpose of testifying as a witness in a case at the
request of a law enforcement agency or prosecuting attorney, the
following is required:

1. The member shall immediately notify the Chief of Police, or
his/her designee, via the chain of command.

2. The notification shall be in the form of a written memo and
shall include;
a. A copy of the subpoena or court notice, and
b. The name and phone number of the prosecuting
attorney.
3. A maximum of three days may be allowed for the purpose of

the out-of-state court appearance, unless otherwise authorized
by the Chief of Police or his/her designee.

Upon approval by the Chief of Police, or his/her designee, the member
will report for the court appearance as directed. During this court
appearance, the member will be bound by this chapter on Code of
Conduct and all other General Orders of the Kirkland Police
Department.

The member will be paid their normal wages by the City of Kirkland for
the duration of this court appearance. This will be done in lieu of any
witness fees for their court appearance, and any such fees shall be
turned over to the Chief of Police, or his/her designee, via the chain of
command upon their return.

QQ. Shopping in Uniform - Employees will not conduct personal business
during duty hours. Employees in uniform will not shop extensively or
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carry large quantities of merchandise unless directly connected with
official police business.

RR.  Operating Vehicles - Members of the Police Department shall operate
official vehicles in a careful and prudent manner and shall obey all
laws and all departmental orders pertaining to such operation. LoOSS,
suspension or revocation of any driving privileges shall be reported to
the Department immediately.

SS.  Carrying Firearms - Officers shall carry firearms in accordance with the
law and established departmental procedures.

TT.  Truthfulness - Upon the order of the Chief of Police, the Chief's
designate, or a superior officer, members of the Police Department
shall fully and truthfully answer all questions specifically directed, and
narrowly relating to the performance of official duties, or fitness for
office, which may be asked of them.

UU. Treatment of Persons in Custody - Members of the Police Department
shall not mistreat persons who are in their custody. Members shall
handle such persons in accordance with the law and departmental
procedures.

VV. Use of Force - Officers shall not use more force in any situation than is
reasonably necessary under the circumstances. Officers shall use
force in accordance with the law and departmental procedures.

WW. Use of Weapons - Officers shall not use or handle weapons in a
careless or imprudent manner. Officers shall use weapons in
accordance with the law and departmental procedures.

XX.  Arrest, Search and Seizure - Officers shall not make any arrest, search,
or seizure, which they know, or should know, is not in accordance with
the law and departmental procedures.

YY. Ethics - Members of the Police Department shall not conspire, or
knowingly engage in any activity, which deprives any person of their
civil rights, due process, equal opportunity for employment,
advancement, job opportunities, or any constitutionally or statutory
guaranteed right. No member of the Police Department shall
disseminate confidential police related information to any unauthorized
person for any purpose. The Kirkland Police Department has adopted
the Law Enforcement Code of Ethics, as adopted by IACP
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(International Association of Chiefs of Police) and WASPC (Washington
Association of Sheriffs and Police Chiefs).

ZZ. Addressing Supervisors - Employees will treat supervisors courteously
and with respect at all times. When on duty, and particularly in the
presence of the public, refer to supervisors by rank. Violators of this
policy are subject to disciplinary action up to and including dismissal.

AAA. Duty to Report Misconduct — The quickest way for misconduct to grow
in a department is for employees to tolerate it among their fellow
employees. Misconduct by one employee reflects poorly on all. For
this reason, employees will report any violation of department orders,
neglect of duty, or illegal conduct by any member of the department
to their supervisors or superior officers.

BBB. Reading On Duty — Employees may not read newspapers, periodicals,
or similar material in the public view, except in connection with official
duty.

CCC. Gossip — Employees may not gossip about the personal conduct or
character of any other employee.

DDD. Notice - Resignation by any member of the department in good
standing will be submitted to the Chief of Police in writing at least
fifteen (15) calendar days before leaving service. Terms of the
resignation will comply with Civil Service Regulations. Any member of
the department who voluntarily leaves the department's employ
without submitting a formal resignation as required, will be deemed to
have resigned with prejudice and a suitable notation will be made on
their personnel record. An employee intending to retire should notify
the department of their intention at least sixty (60) days in advance of
the proposed retirement date. Terms of the retirement will comply
with applicable LEOFF or PERS provisions.

IV.  Gratuities - As stated in General Order 26.1.1 under section (111) (S),
members of the Police Department will not accept gifts, favors, rewards or
other benefits from any person, business or organization when such benefit is
granted either fully or partially as a result of their employment by the
department. Procedures for compliance with this policy are as follows:

A. Gratuities given to the Department, or any member of the
Department, will be returned to the provider with an explanation of
the departmental policy. When it comes to the Department’s attention
that a business or individual is reluctant, or refuses to honor this
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policy, a letter requesting understanding and cooperation will be sent
by the Chief of Police.

B. If the provider is unknown, the item will be turned over to the general
fund, or to a charitable organization, depending on the nature of the
item.

C. No member of this Department will offer or give special privileges to

any other person or agency in expectation of special benefit to
themselves or the department;

D. No employee of this Department will solicit any form of benefit for
themselves, the department, the City, or any other organization from
any person, group, or firm, when the benefit is to be secured as a
result of their employment by the department. Donations for Special
Olympics and the Ronald McDonald House are exceptions, and subject
to approval by the Chief of Police.

E. Permissible actions include the following:
1. Employees may accept a meal at the home of a friend or
relative.
2. An employee is a guest speaker, or is being honored by some

organization and receives a meal and an award.

3. A service organization or retail merchant wishes to donate a gift
to a Department-sponsored event, wherein the gifts are given
to children or other needy persons.

4. Employees are permitted to accept a nonalcoholic beverage
from an associate, friend or acquaintance, other than at a
business establishment (restaurant, convenience store, bar),
where there is normally a charge for the beverage.

5. Employees may accept unsolicited advertising or giveaway
material such as pens, pads, calendars, diaries, coffee cups, or
similar items of little or nominal value.

V. Each Police Department employee will be provided a copy of the
departmental Rules of Conduct. These Rules of Conduct will be kept in a
designated section of the General Orders Manual. It shall be each
employee's responsibility to read, understand and comply with these Rules of
Conduct.
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26.1.2 Employee Awards

l. The recognition of personal excellence is an important aspect of this
department’s activities. Presenting departmental awards for exceptional
service provides that recognition, thereby enhancing departmental morale,
reinforcing the department’s commitment to the maintenance of a high
standard of performance by its members, and motivating personnel to
perform their duties at the highest possible level. Therefore, it is the policy of
this department to recognize and reward exceptional service through an
awards program to be administered under the established procedures. This
General Order provides a uniform means of recognizing actions or
performances by members of the Police Department and citizens.

Il.  Structure of Awards Program
A. Awards Board

1. The Chief of Police shall appoint an Awards Board to receive
and evaluate recommendations for awards. This Board shall
determine whether an award should be recommended and, if
so, which award.

2. The Board shall consist of the number of members determined
to be appropriate by the Chief and shall represent a cross-
section of departmental ranks and duty assignments.

3. Each Board member shall serve a term established by the Chief
of Police.

4. The Board will elect one of its members to serve as chair of the
Board.

5. If a member of the Awards Board is under consideration for

receipt of any award, that member shall be excused from the
Board for the period when this award is under consideration.
The Chief may appoint a temporary member to the Board of
appropriate rank to serve on the Board in place of the
officer/employee being considered for the award. This
temporary appointment shall expire immediately after the
award decision.

B. Awards
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1. Medal of Honor - Awarded to departmental members killed in
the line of duty, or displaying exemplary meritorious conduct.
This award is established as this State’s highest award for law
enforcement, in accordance with RCW 41.72.020. All
nominations shall be forwarded to the Washington State Law
Enforcement Medal of Honor Committee and shall be in
accordance with all policies and procedures set forth. This
award will be presented at an annual ceremony, and presented
in the form of a medal with ribbon, a ribbon bar, and a
certificate.

2. Medal of Valor - Awarded to departmental members for
conspicuous gallantry while acting in the line of duty, not falling
within the guidelines for the Medal of Honor. Presented to
officers for acts of exceptional bravery performed at very high
risk to their own lives with full awareness of the danger
involved. This award will be presented in the form of a medal,
a ribbon bar and a certificate.

3. Distinguished Service Award - Awarded to departmental
members who distinguish themselves in the line of duty by acts
of personal bravery, not falling within the guidelines for the
Medal of Valor. This award will be presented in the form of a
ribbon bar and a certificate.

4. Meritorious Service Award - Awarded to any member of the
department for outstanding job accomplishment that has
contributed to a more effective and efficient police department.
This may involve improved administration, improved operations,
substantial cost savings, or other benefits to the department
that have materially facilitated the effective performance of the
department’s mission. This award is presented in the form a
certificate.

5. The Chief's Award for Excellence in Teamwork - Presented to
departmental units, squads, teams or work groups that
delivered or performed an extraordinary service for the agency,
the community or the law enforcement profession. This may
include any group that collectively performed their duties in a
manner that demonstrates excellence, professionalism,
selflessness, devotion to duty, and dedication to the
performance of the departmental mission. This award is
presented in the form a certificate
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6. Certificate of Commendation - Presented in recognition of a
high degree of competence and professionalism in the
performance of departmental duties. This includes exemplary
conduct during a field incident or operation, outstanding
administrative work, the effective handling of a criminal
investigation, the organization of a new and beneficial
departmental program, designing and conducting a course of
training, and commendable participation in any other activity
that improves the department’s functioning or brings credit
upon the department in any way. It may also be presented to
any employee who has demonstrated long-term excellence in
service to the agency. This award is presented in the form of a
certificate.

7. Letter of Recognition - Presented to departmental members
who perform their duties in a manner that demonstrates
professionalism, devotion to duty, and dedication to the
performance of the departmental mission. This award may also
be presented for the submission of any suggestion subsequently
adopted by the department that materially improves the
efficiency of the department. This award is presented in the
form of a letter to the employee signed by the Chief of Police.
Line supervisors may make presentations of these awards to
officers under their command as approved by the Chief of
Police.

8. Citizen Commendation - This award may be presented to any
person who is not a member of the department but who has
materially aided the department or its officers in some way.
This includes assistance in the solution of crime or the
apprehension of criminals, aiding an officer in the field in a
critical situation, and cooperation with or assistance to the
department as a whole in any aspect of the department’s
administration or operations. This award to be presented in the
form of a letter signed by the Chief of Police.

9. Certificate of Promotion - The Certificate of Promotion is
presented to employees who have been promoted within the
department. The Chief of Police shall present the Certificate of
Promotion award. The Certificate of Promotion shall be
presented in the form of a mounted certificate.

10.  Other Awards - The department may establish other awards as
deemed desirable and as designated by the Chief of Police. Any
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such additional awards shall be considered and presented in
accordance with this General Order.

I11. Awards Process
A. Recommendations for Awards
1. Who May Make Recommendations - Any departmental member
may recommend another departmental member or citizen for

any award. More than one person may make recommendations
jointly.

2. Form of Recommendations - Award recommendations shall be
neatly typed and shall set forth in detail the circumstances upon
which the award is recommended. The recommendation must
identify the person or persons making the recommendation and
be signed by that person or those persons.

3. Supporting Documentation - The recommendation form may be
accompanied by such supporting documentation as is deemed
desirable by the person or persons initiating the
recommendation. This documentation may include such items
as witness statements, photographs, incident and medical
reports, statements from civilians familiar with the incident,
newspaper articles, and any other evidence that will assist the
Awards Board in determining the merits of the
recommendation.

4. Forwarding of Recommendation - Unless otherwise noted, all
recommendations shall be forwarded to the Awards Board via
the chain of command.

5. Nomination of Private Citizens for Awards - Any member of the
department who is given significant assistance by a citizen, or
any member of the department who is aware that such
assistance has been given to another employee, may nominate
that citizen for a Citizen Commendation. Such nominations
shall be prepared and forwarded in the manner prescribed for
recommendations of departmental personnel.

6. Letters from Citizens Commending a Departmental Employee -
Letters from citizens commending a departmental employee
shall be forwarded to the employee’s supervisor for review. If
the supervisor concludes that in addition to the citizen’s letter,
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an award to the employee may be justified, he or she shall
prepare and forward to the Awards Board a recommendation
for award in accordance with the procedures set forth in this
General Order.

B. Determination of Awards

1. All recommendations for departmental awards are to be
retained on file pending the next meeting of the Awards Board.

2. The Awards Board shall meet as needed or at such other
intervals as directed by the Chief. Special meetings may be
held at the discretion of the Board Chair to consider
recommendations requiring the Board’'s immediate attention.
Where the recommendation is for an award to be presented
posthumously, or for an award to a departmental member who
has been seriously injured in the incident that is the subject of
the recommendation, the Board shall convene to consider the
award as soon as possible following receipt of the
recommendation.

3. The Awards Board shall conduct a hearing to examine the
circumstances of the recommendation and collect all of the
facts pertinent to the case. This fact-finding process may
include the hearing of witnesses, the examination of supporting
documents submitted with the recommendation, the
examination of any other reports prepared in connection with
the incident, and, if necessary, field investigation to determine
the accuracy of the testimony and documentation submitted.

4. Upon completion of the fact-finding process, the Board shall
consider the case in closed session and vote upon the
recommendation. A majority of the votes of the Board members
present and voting shall be sufficient to determine the Board’s
recommendation.

5. The Board may make any one of the following findings:

a. That the case meets the standards for the award that is
the subject of the recommendation, and that the award
is therefore approved, or

b. That the circumstances justify recognition, but that it has

been determined that the presentation should be for an
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award other than that specified in the initial
recommendation, or

C. That the facts as currently known do not justify an award
at this time.

6. Following the Board's deliberations, a written report shall be
forwarded to the Chief of Police setting forth the Board’s
findings.

7. Upon receipt of the Board’s report, the Chief of Police may
approve, disapprove, or modify the Board’s findings.

8. Only one award shall be made to an individual for any one act,
achievement, or period of meritorious service. However, there is
no limit to the number of medals, certificates, or letters of
recognition that may be awarded to an individual for separate
acts.

9. The Awards Board shall maintain an Awards Case File. This file
shall contain copies of each report of the Board’s deliberations
upon each recommendation received. This includes all
recommendations for awards, together with copies of any
supporting documents submitted with the recommendations.

10.  Prior to January 1 of each year, the Board shall prepare and
forward to the Chief of Police, an annual report stating the
number of award recommendations received during the prior
year, the total number of awards presented during that year,
and the number of each type of award presented.

C. Awards Which Do Not Require Action by the Awards Board
1. Certificate of Promotion
D. Notification of Award
1. Personnel who have been approved to receive the Washington
State Law Enforcement Medal of Honor will be notified verbally,
followed up by written correspondence, only after the Chief of
Police has been notified in the same manner by the Secretary of

the Washington State Law Enforcement Medal of Honor
Committee.
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2. Personnel for whom departmental awards have been approved
shall be notified immediately of the award through the chain of
command. In exceptional cases, the notifications may be made
directly by the Chief of Police or his/her designee.

3. Notices of all departmental awards may be noted in appropriate
departmental documents and publications.

4. All departmental awards shall be made a matter of record in the
employee’s personnel file. A photocopy of the certificate of
award shall be included in the file. All awards shall be
considered in connection with future personnel decisions, such
as promotion or assignment to a particular duty or location.

5. Where appropriate, press releases regarding departmental
awards should be made available to local media
representatives.

6. A copy of the citizen’s letter of commendation shall be

forwarded to the employee and a copy shall be placed in the
employee’s personnel file.

7. Citizens who have received departmental commendations for
assistance to the department should be notified in a similar
manner.

E. Presentations of Awards
1. All Medal of Honor recipients, or family designees, in

accordance with RCW 41.72.020, shall receive their medal at a
formal ceremony, held annually, at a site designated by the
Washington State Law Enforcement Medal of Honor Committee.

2. All Medals of Valor and Distinguished Service Award recipients
shall receive their awards during a public meeting, ceremony or
event deemed appropriate by the Chief of Police.

3. Presentation of all other departmental awards may be made at
a formal ceremony deemed appropriate by the Chief of Police.

4. During awards ceremonies, presentations of awards shall be

made whenever possible by the Chief or another ranking
departmental member as designated by the Chief.
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5. All personnel not otherwise engaged in duty assignments shall
be encouraged to attend the presentation. The recipient’s
supervisors should be present, and the ceremony should be
scheduled to make this possible. All personnel attending such
ceremonies should be properly attired under guidelines
established by the department.

6. Members of the recipient’'s family may be invited to attend the
ceremony and, upon arrival, should be escorted to a position
that provides a full view of the proceedings.

7. Members of the local press may be invited to attend
presentations of awards.

8. Normally, the individual who has earned the award will accept
the award in person at the presentation ceremony.

9. Posthumous awards shall be received by the next of kin. “Next
of kin” normally is construed to mean one of the following:

a Widow or widower

b. Eldest son or daughter
C Parent

d Eldest brother or sister

This order of preference may be modified as circumstances
dictate in individual cases.

10. Posthumous awards may be presented at the memorial or
funeral service for that individual or at such other time as is
deemed appropriate by the next of kin.

11.  Letters of recognition not presented at a formal ceremony shall
be placed in the employee’s personnel file.

12. Commendations to civilians may be presented at a formal

ceremony at the discretion of the Chief of Police, but only with
the prior approval of the citizen concerned.

F. Wearing Awards

1. Medals are not permitted for wear on the regular duty uniform.
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2. Award ribbon bars may be worn on the duty uniform in a
manner consistent with General Order or as otherwise directed
by the Chief of Police.

3. No other medals, ribbons, or pins of any type shall be worn on
the uniform unless the department specifically authorizes such
wear.

26.1.3 Sexual Harassment

l. It is the policy of the Kirkland Police Department to provide a work
environment for its employees which is free from sexual harassment. All
police department employees are subject to Kirkland Municipal Code
3.80.045, which prohibits sexual harassment and makes provision for the
reporting and commitment to a thorough investigation of allegations. This is
also in accordance with City of Kirkland Administrative Policy — Chapter 4,
Policy 4-20.

26.1.4 Discipline - System

l. Discipline is the responsibility of each individual. A well-disciplined police
force is one that voluntarily and ungrudgingly conforms to all rules and
orders.

I. A disciplinary system is necessary to maintain good order and discipline and
ensure all employees are performing to the best of their abilities. The
Kirkland Police Department employs a structured disciplinary system to be
followed in case of alleged or suspected violations of Department rules,
orders, City of Kirkland ordinances, Civil Service Rules, or any applicable state
or federal statute by members of the Kirkland Police Department. This
procedure is meant to assure the prompt and thorough investigation of
complaints, clear the innocent, establish the guilt of wrongdoers, and
facilitate fair, suitable, and consistent disciplinary action.

I1l.  Discipline will generally be administered in a progressive fashion (i.e., from
minimal to maximum). This does not mean that all discipline will start from
the lowest level in every instance. Discipline may be issued at a higher level.
The seriousness of the incident will dictate at what level of the progressive
discipline continuum the incident will fall. The following will all be taken into
consideration in the administration of discipline; the seriousness of the
incident, the circumstances surrounding the incident, the employee's past
disciplinary records, the employee's past work performance, the overall
negative impact on the organization the incident caused, and the prognosis
for future similar problems.
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A. Upon conclusion of an investigation, if it is apparent that an employee
is guilty of a rule violation, and disciplinary action is appropriate,
discipline will be administered as follows:

1. Counseling/Training - If the employee misconduct is minor,
consisting of only a minor procedural mistake or inappropriate
judgment, employees, as a general rule, will be counseled or
given appropriate training. Counseling/training is not
considered discipline.

a. Not to exceed three repetitions within a one year period
for the same violation.

b. Must be documented by the supervisor and retained by
the supervisor for a minimum of one evaluation period.

C. Not considered a formal reprimand.

d. The Services Division shall be responsible for developing
and conducting in-service training for Police Department
employees designed to further their knowledge and
understanding of proper and effective police methods
and techniques. The training should foster positive and
constructive  techniques for improving employee
productivity, effectiveness and morale. The Department
may mandate remedial training for employees found to
be deficient in some necessary skills.

2. Written Reprimand - If the employee misconduct is serious,
part of a continuing pattern of behavior involving repeated
minor misconduct / mistakes, or there are more than three
repetitions within a one year period for the same violation,
employees as a general rule will be issued a written
reprimanded. Written reprimands will contain charges (what
rules have been violated) and specifications (description of the
conduct that constituted the rule violation). Reprimands will be
part of an employee's personnel file.

3. Loss of Accumulated Time - If the employee misconduct is
serious, or is part of a continuing pattern of behavior involving
repeated serious misconduct, the employee may be
recommended for loss of accumulated time. Recommendations
for loss of accumulated time will be implemented according to
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current Civil Service Rules and Regulations, and Kirkland
Municipal Code Chapter 3.54. Loss of Accumulated Time will be
part of an employee’s personnel file.

4. Recommendations for Suspension/Demotion - If the
employee misconduct is very serious, or is part of a continuing
pattern of behavior involving repeated serious misconduct,
employees may be recommended for suspension / demotion.
Recommendations for suspension / demotion will be
implemented according to current Civil Service Rules and
Regulations, and Kirkland Municipal Code Chapter 3.54.

a. Recommendations for suspension or demotion will
include charges and specifications for the particular
offense. Suspensions/demotions will become a part of
an employee's personnel file.

5. Recommendation for Dismissal - If the employee
misconduct is so serious that continued employment is no
longer appropriate or is part of a continuing pattern of behavior
involving repeated serious or very serious misconduct,
employees as a general rule will be recommended for dismissal.
Recommendations for dismissal will contain charges and
specifications for the particular offense. Dismissals will be
implemented according to current Civil Service Rules and
Regulations, and Kirkland Municipal Code Chapter 3.54.
Dismissals will be part of an employee’s personnel file.

B. Discipline is also subject to the collective bargaining agreements.
26.1.5 Supervisory Role and Authority

l. The Chief of Police is appointed by the City Manager and approved by the
City Council. The Police Chief's appointment and authority is listed in Kirkland
Municipal Code 3.16.010 and 3.16.020. The Chief of Police has the power
and authority to discipline members of the department for noncompliance
with the rules, regulations, procedures, and lawful orders issued by him or
any commanding officer.

A. Depending on the severity of the violation involved and the officer’s
past record, such action could include but not necessarily be limited
to:

1. Verbal Reprimand
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Written Reprimand

Counseling (either internal or external)
Suspension without Pay

Loss of Pay or Privileges

Demotion

Termination of Employment

Nookwn

. In the disciplinary process, the role of the supervisor is:

A. To observe the performance, conduct and appearance of members,
and detect those incidences when commendations or disciplinary
actions are warranted;

B. To investigate allegations of employee misconduct, when within the
scope of their activity and responsibility;

C. To recommend the most effective methods of discipline, taking into
consideration the behavior history and personality traits of the
personnel under their supervision;

D. To implement the disciplinary action approved by the Chief of Police.

IIl.  Supervisors or command officers, who personally observe employee
misconduct, have the authority to exercise limited disciplinary action.

A. If the misconduct is very minor, such as a minor mistake, departure
from procedure, or the exercise of inappropriate judgment, the
supervisor may take immediate corrective action in the form of
coaching or counseling. Notification to a superior is optional. The
employee's misconduct and the corrective action taken should be
documented by the supervisor for a minimum of one evaluation
period;

B. If the misconduct is serious, and the supervisor believes that a written
reprimand is appropriate, a memorandum explaining all of the details
of the situation and outlining the supervisor's decision to reprimand,
should be submitted to the supervisor's Division Lieutenant. A written
reprimand should be prepared by the Division Lieutenant, and issued
to the employee following review by the Chief of Police via the chain of
command. Command officers, who are considering issuing a written
reprimand, are strongly encouraged to internally confer with their
superior prior to issuance of the reprimand to insure the
appropriateness and consistency of their actions;
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C. If the misconduct is very serious and the supervisor believes that a
suspension, demotion, or dismissal may be appropriate, a written
memo should be completed and forwarded as a sealed document to
the Division Lieutenant. The complaint is logged, and then assigned,
per General Order 52.1;

1. In these situations, supervisors should immediately, but
internally, advise their superior of the circumstances
surrounding the incident and any action they have taken;

2. If a supervisor believes it is necessary to relieve a member from
duty because the conduct observed is extremely serious, or the
officer is unfit for duty due to intoxication or other reasons,
supervisors may make an emergency suspension for up to one
day with pay to allow the investigative process to begin and
higher authority to be informed.

D. The disciplinary process is also subject to the collective bargaining
agreements.

26.1.6 Discipline - Appeal Procedure

l. Written Reprimands are subject to the Grievance process according to
General Order 25.1 and the collective bargaining agreements.

. With the exception of reprimands, a member shall have the right to appeal
any disciplinary action imposed by the Chief of Police or his/her designee
through the following:

A. Civil Service Commission as provided for in the Commission's Rules
and Regulations, and Kirkland Municipal Code 3.54.070, or

B. Grievance Procedure as outlined in the collective bargaining
agreements.

26.1.7 Discipline - Dismissal

l. If an investigation of employee misconduct results in dismissal, the employee
shall receive written notice which includes the following information.

A. Reason for dismissal (charges and specifications);

B. Effective date of dismissal;
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C. Status of fringe and retirement benefits after dismissal;

. In the case of discharges of probationers or other employees not covered by
guild agreement or civil service, a pre-termination meeting with the
departmental hiring authority is required to explain the reason for discharge
and to allow the employee an opportunity to respond.

Ill.  The department will attempt to ensure employees who are discharged for
poor performance are advised of their deficiencies through the
performance/evaluation system before discharge, whenever possible.

26.1.8 Discipline - Records Retention

l. Personnel File

A. An employee's personnel file is the property of the employer.
B. Personnel files are confidential, but are subject to due process.
C. Contents of a personnel file may be released upon agreement between

the employer and employee.

D. Any disciplinary action, such as suspension or written reprimand
charges and specifications, will be entered in the concerned
employee's personnel file.

E. Employees may review anything placed in their personnel file.

F. Records of disciplinary actions will be maintained in the employee's
personnel file, in accordance with City of Kirkland Administrative
Policy, Chapter 4, Policy 4-20 and the Collective Bargaining
Agreement.

1. A reprimands must contain a date when it is to be removed

from the employee’s personnel file. Otherwise the reprimand
will be kept permanently in the employee’s personnel file.
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General Order No. 31.1
SUBJECT: RECRUITMENT: ADMINISTRATIVE PRACTICES AND
PROCEDURES

This order consists of the following numbered sections:

31.1.1 Recruitment - Participation
31.1.2 Recruitment - Assignment

31.1.1 Recruitment - Participation

The Kirkland Police Department is committed to ensuring that professional
law enforcement selection methods are incorporated into the hiring process.

The Kirkland Police Department utilizes a formal process for the selection of
qualified applicants incorporating defensible minimum standards; job related
written tests of mental ability and aptitude, physical agility or physical
proficiency test, oral interview, in-depth background investigation, polygraph
and/or CVSA (Computerized Voice Stress Analyzer) test, psychological
examination, and medical examination.

The major recruiting activities for all City of Kirkland employees are vested
with and under the direction of the City of Kirkland Human Resources
Department. Many aspects of the recruiting process require the active
involvement of both departments to achieve the maximum benefits.

The Services Captain is responsible to administer the recruiting program
through the Training Unit, with the assistance of the Human Resources
Department.

31.1.2 Recruitment - Assignment

The recruitment function is the responsibility of the Services Captain.
Recruiter training will be a mutual effort by the Police and Human Resources
Departments. All personnel assigned to recruiting duties will be trained. The
training will cover the following topics:

A. The Department's recruitment needs and commitments;

B. The Department's career opportunities, salaries, benefits, and training;

C. The EEO (Equal Employment Opportunity) and Civil Service compliance
guidelines;
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D. The community and its needs (including demographic data, community
organizations, educational institutions);

E. Cultural awareness in different ethnic groups;

F. Techniques of informal record keeping and systems for candidate
tracking;

G. The different components of the selection process, including;

background investigations, polygraph/CVSA, psychological tests; and
written, oral and physical agility examinations. ;

H. Recruitment programs of other jurisdictions.
l. Characteristics that may disqualify candidates.

J. Medical requirements.
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General Order No. 31.2
SUBJECT: RECRUITMENT COOPERATIVE AGREEMENTS

This order consists of the following numbered sections:

31.2.1 Ethnic and Gender Representation
31.2.2 Recruitment Plan
31.2.3 Equal Employment Opportunity Plan

31.2.1 Ethnic and Gender Representation

The City of Kirkland is committed to be fair and impartial in all relations with
employees and applicants for employment and to conduct all aspects of
employment without regard to race, color, religion, gender, age, national
origin or ethnic heritage, in accordance with Kirkland Municipal Code
3.80.020 (b).

The City of Kirkland voluntarily established a recruitment plan to emphasize
the City's commitment to compliance with the various federal and state laws
regarding recruitment and equal employment opportunities.

The City of Kirkland and the Kirkland Police Department is an Equal
Opportunity Employer.

The City of Kirkland is committed to the goal of achieving a work force that is
representative of our community. Our objective is to have a ratio of minority
group employees in approximate proportion to the makeup of our
community. The department has in place a federally approved affirmative
action plan, in accordance with Kirkland Municipal Code 3.80.020 (b).

31.2.2 Recruitment Plan

The City of Kirkland Human Resources Manager has the primary responsibility
for maintaining and furthering the goals of the recruitment plan and equal
employment opportunity.

The City of Kirkland Recruitment Plan includes the following elements:

A. Statement of measurable objectives;
B. Plan of action designed to achieve the objectives identified in bullet
(A);
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C. Procedures to evaluate the progress toward objectives every
three years; and

D. Revise/reissue the plan as needed.
31.2.3 Equal Employment Opportunity Plan

l. The City of Kirkland Recruitment Plan contains all elements required by equal
employment opportunity (EEO) guidelines. The EEO Plan contains specific
action steps the City of Kirkland takes to ensure equal employment
opportunity is a reality, including advertising as an “equal opportunity
employer”.

1. The EEO plan assures equal opportunities for employment to minorities and

women. This commitment is reflected by the Kirkland Police Department’s
history of employing minorities and women.
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General Order No. 31.3
SUBJECT: RECRUITMENT COMMUNITY OUTREACH

This order consists of the following numbered sections:

31.3.1 Job Announcements - Content

31.3.2 Job Announcements - Postings

31.3.3 Employment Applications - Acknowledgement
31.3.4 Employment Applications - Rejection

31.3.1 Job Announcements - Content

l. Posting job announcements for all employee positions within the Kirkland
Police Department is the responsibility of the City of Kirkland Human
Resources Department.

1. The Kirkland Police Department conducts a continuous hiring process. The
job announcement is placed on the City of Kirkland website.

A. The job announcement will include statements on the following items:
1. Class Title for which applications are being solicited,;
2. Pay grade of the class;
3. Duties, responsibilities and minimum qualification requirements
of the class;
4. Identification of the parts of the examination to be used to
measure qualification;
5. Time and place of scheduled examination;
6. Period during which applications can be filed with the City
Human Resources Department.
B. Entry level job vacancies are advertised through electronic, print or the

mass media. Notice of the City's need for applicants will be posted in
the City Human Resources Department and the City Website. Notice
of the City’s need may also be published in a newspaper of general
circulation.
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C. All City of Kirkland employment applications and recruitment an-
nouncements will contain the phrase "Equal Opportunity Employer”.

D. The Kirkland Police Department’s job announcements and recruitment
notices will advertise official application filing deadlines. Notice of the
City’s need for applicants will be publicized at least two weeks prior to
the official application filing deadline.

31.3.2 Job Announcements - Postings

l. The Police Department, working with the Human Resources Department,
shall make job announcements available for positions in the Police
Department to community service organizations.

A. Community service organizations are in contact with individuals who
are likely subjects for recruitment. Additionally, the Department will
achieve broader dissemination and greater exposure of recruitment
information.

B. A list of organizations receiving job announcements will be developed
and updated by the Human Resources Department.

1. The Police Department will seek recruitment assistance, referrals, and advice
from community organizations and key leaders. The Department also
recognizes the positive value of such information, and solicits this input on a
continuing basis.

A. The flow of information may be facilitated by both formal and informal
contact with community organizations in which department employees
are actively involved. The Services Division will maintain a list of all
organizations that departmental personnel are actively involved with,
as well as all other organizations which may be able to provide
recruitment assistance.

31.3.3 Employment Applications - Acknowledgement

l. Coordination of all applicant contacts will be shared with the City of Kirkland
Human Resources Department. Contact with applicants from initial
application to final employment disposition includes the following:

A. Acknowledged receipt of all employment applications;

B. Periodically informing applicants of the status of their applications;
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C. Documentation and logging of all applicant contacts.

31.3.4 Employment Applications - Rejection

l. Applications for positions within the Police Department will not be

rejected because of omissions or errors that can be corrected or

rectified to the Department's satisfaction prior to the testing or
interview process.
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Kirkland Police Department

General Order No. 32.1
SUBJECT: SELECTION PROFESSIONAL AND LEGAL REQUIREMENTS

This order consists of the following numbered sections:

32.1.1 Selection — Process

32.1.2 Selection — Job Relatedness
32.1.3 Selection — Validation

32.1.4 Selection — Candidate Notification
32.1.5 Selection — Ineligible Candidates
32.1.6 Selection — Records

32.1.7 Selection — Security / Disposal
32.1.8 Selection — Conditional Job Offer

32.1.1 Selection - Process

l. The Kirkland Police Department, in cooperation with the Human Resources
Department, will maintain current manuals that describe the selection
process. Included are manuals of:

A Civil Service Rules;

B. City of Kirkland Administrative Policy Manual;

C. Revised Code of Washington;

D Any other manual particularly describing the selection process.

These manuals are designed to describe the selection process in detail
and include timetables, the order of events, administration, scoring,
interpretation of test results, and other pertinent information. These
manuals are maintained by the Services Division.

32.1.2 Selection - Job Relatedness

l. The selection process shared by the Police Department, the Human
Resources Department, and Civil Service uses only those rating criteria or
minimum qualifications that are job related and have been documented as
having validity and utility. The elements of the selection process measure
skills, knowledge, abilities, and traits needed to perform that particular job.

1. The validity of the selection process is determined in one or more of the
following ways:

A. Criterion related validation
B. Construction validation
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C. Content validation

Criterion related validation is the process utilized by the Human Resources
Department and Civil Service Commission. The Human Resources
Department does not conduct validation studies but utilizes results from the
test companies.

32.1.3 Selection - Validation

l. The selection process for police and corrections officers is comprised of many
elements. These include; a written test, physical agility examination, oral
interview, background investigation, polygraph and/or CVSA (Computerized
Voice Stress Analyzer) examination, psychological examination, and physical
examination. All elements of the selection process will be administered,
scored, evaluated and interpreted in a uniform manner.

The selection process for all other non-sworn full-time positions is comprised
of many elements. These include; an oral interview, background
investigation, polygraph and/or CVSA (Computerized Voice Stress Analyzer)
examination, medical examination and psychological examination.  All
elements of the selection process will be administered, scored, evaluated and
interpreted in a uniform manner.

1. Police Officers and Corrections Officers

A. Written Test - Applicants who meet the minimum requirements will be
invited to take the written test. Written test results above the passing
point will be used to form a baseline register from which candidates
will be chosen to advance in the testing process. A candidate’s written
test score will be considered valid for one year following the test date.
When this year expires, a candidate’s name will be removed from the
written test register.

B. Physical Agility Examination — All applicants that pass the written test
progress on to take the physical agility test. Candidates must pass all
of the physical agility requirements. Failure on any one section of the
test constitutes failure of the entire test. Minimum requirements are
set forth by the Washington State Criminal Justice Training
Commission and are published on their website.

C. Oral Interview - Candidates who successfully pass the physical agility
test will be scheduled for an oral board interview. Immediately prior
to the interview, candidates will complete a criminal background
guestionnaire and a personal history statement. The oral board
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interview will consist of a set of standardized questions and scenarios.
Applicants’ scores above the passing point of the oral board interview
will be used to establish their ranking on an eligibility list. A candidate
will remain on the eligibility list until their name expires from the
written test register. The Chief of Police selects candidates from the
top twenty-five percent of the list with the minimum rule of three.

32.1.4 Selection - Candidate Notification

l. At the time of formal application, candidates will be informed through the job
announcement and literature provided, as described in General Order 31.3.1

of:

A. All the elements of the selection process;

B. The expected duration of the selection process;

C. The policy on reapplication, retesting, and reevaluation of candidates

not approved.

1. It shall be the policy of the Police and Human Resources Departments to
allow reapplication, retesting and reevaluation for those candidates not
appointed to probationary status during the next recruitment effort, unless
the condition(s) which previously eliminated them from appointment are of a
nature that another rejection is assured (i.e., criminal background).

32.1.5 Selection - Ineligible Candidates
l. Candidates determined to be ineligible for appointment on the basis of a
single test, examination, interview, or investigation are informed in writing of

such a decision within 30 calendar days by the Human Resources
Department.

32.1.6 Selection - Records

l. City of Kirkland Civil Service Records Retention Procedures establishes
guidelines for the retention and destruction of records and material relating
to civil service recruitment, selection, testing and other files.

1. The City of Kirkland will comply with all federal, state and local requirements
for the privacy, security and access to information of all candidates’ records
and data.

32.1.7 Selection - Security / Disposal
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l. Selection materials used by the Police Department, the Civil Service
Commission, or the Human Resources Department will be stored in a secure
area when not being used. Access to the materials will be permitted only to
those City and departmental employees who are involved in administering the
selection process.

1. Selection materials will be disposed of by shredding, to prevent disclosure of
the information they contain. Materials to be destroyed by the Human
Resources Department will be monitored as directed by the Human
Resources Director or his/her designee. Materials to be destroyed by the
Police Department will be monitored as directed by the Services Division
Captain or his/her designee.

32.1.8 Selection — Conditional Job Offer
l. Police Officers and Corrections Officers

A. Based upon the eligibility list, candidates may be given a conditional
job offer to fill current or projected departmental openings. The
conditional job offer is contingent on the candidate passing a
polygraph/CVSA test, a background investigation, a medical exam, and
a psychological evaluation. Candidates who meet Kirkland Police
Department criteria on these evaluations will pass to the entry level
probationary police officer status with the Kirkland Police Department.

1. Non-commissioned personnel

A. Based upon the eligibility list, non-commissioned candidates may be
given a conditional job offer to fill current or projected departmental
openings. The conditional job offer is contingent on the candidate
passing a polygraph/CVSA test, a background investigation, and a
psychological evaluation.  Candidates who meet Kirkland Police
Department criteria on these evaluations will pass to the entry level
probationary police officer status with the Kirkland Police Department.
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General Order No. 32.2
SUBJECT: SELECTION ADMINISTRATIVE PRACTICES AND PROCEDURES

This order consists of the following numbered sections:

32.2.1 Background Investigations

32.2.2 Backgrounds - Investigator Training

32.2.3 Backgrounds - Records

32.2.4 Polygraph - Pre-employment

32.2.5 Polygraph - Examiner Qualifications

32.2.6 Polygraph - Use of Results

32.2.7 Medical Examination - Pre-employment
32.2.8 Psychological Fitness - Pre-employment
32.2.9 Pre-employment Examinations - Records
32.2.10 Probation - Entry Level, Lateral & Non-sworn

32.2.1 Background Investigations

l. A background investigation of each candidate will be conducted prior to
appointment to probationary status. Whenever practical, the investigation
should be done in person, and should include a home visit of the candidate’s

family, as well as interviews with neighbors, employers and fellow employees.

1. The background investigation will include the:

A. Verification of the candidate’s qualifying credentials, including:
1. Review of criminal history, if any;
2. Verification of at least three personal references;
3. Interviews with current and previous employers;
4. Educational achievement;
5. Age;

6. Citizenship;
7. Interviews with current and previous landlords;

8. Credit history;
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9. Polygraph/CVSA;

10.  Psychological;

11. Medical examination;

12.  AFIS Check of fingerprints.
32.2.2 Backgrounds - Investigator Training

l. All background investigators will be given any necessary training to
accomplish the objective. This training will be provided under the direction of
the Services Captain.

32.2.3 Backgrounds - Records

l. The record of each non-selected candidate’s background investigation will be
maintained on file for an indefinite period of time by the City of Kirkland
Human Resources Department.

. Candidates who are granted probationary status and/or subsequent
permanent status will have their background investigation maintained on file
by the City of Kirkland Human Resources Department for at least six years
after termination of employment as stated in RCW 40.14.070 and WAC
414.24.050.

32.2.4 Polygraph/CVSA - Pre-employment

l. Candidates who are scheduled for polygraph/CVSA examinations will be
provided with a list of areas from which polygraph/CVSA questions will be
drawn, just prior to and at the location of the test.

1. For candidates to give their informed consent, it is reasonable for them to
know the full nature and extent of the inquiry. Relevant questions that will
have a bearing on the selection decisions will allow for a better

understanding of what is going to be asked of them.

IIl.  The Human Resources Department will publish a notice of Polygraph/CVSA
Testing as part of pre-employment.

32.2.5 Polygraph/CVSA - Examiner Qualifications
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l. The polygraph/CVSA operator administering the examination and evaluating
the results in the selection process will have professional training and
credentials in the use and interpretation of this investigative tool.

32.2.6 Polygraph/CVSA - Use of Results

l. Polygraph/CVSA examination results will not be the single determinant of
employment status. The polygraph/CVSA is only an investigative aid.
Polygraph/CVSA results together with other information from background
investigation are analyzed to make pre-employment decisions.

32.2.7 Medical Examinations - Pre-Employment

l. A medical examination of each candidate will be conducted prior to
appointment to probationary status, using valid, useful, and
nondiscriminatory procedures. The purpose of the examination is to reveal
any medical problems which may affect work performance or contribute to
work related disabilities.

1. The following examinations are generally performed for all sworn officers:

A. Medical history;

B. Anatomic examination;

C. Hearing test;

D. Vision test;

E. Blood pressure;

F. Urinalysis for drug screening only;

G. Blood test for HIV testing only;

H. EKG, administered only if above tests indicates a need;

l. X-ray, administered only if above tests indicates a need;

J. And any other necessary examinations needed to determine if the
candidate is qualified.
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1. All civiian employees will be given a thorough general medical examination
which will include urinalysis and x-rays (if the general medical examination
indicates a need).

V. Only licensed physicians will be used to certify the general health of
candidates. The comprehensive medical examination given to candidates
recommended for hiring will include a summary of defects and diagnosis, (if
any) will be supplied to the candidate by the licensed physician indicating
whether candidate is qualified or not.

32.2.8 Psychological Fitness - Pre-employment

. A psychological examination designed to assess the emotional stability and
psychological fitness of each candidate will be conducted prior to appoint-
ment to probationary status, using valid, useful, and nondiscriminatory
procedures.

I. The assessments are conducted by licensed psychologists who have been
certified by The American Psychological Association, receive their degrees
from universities recognized by the United States Council of Higher
Education, and have a pre- or post-doctoral specialty in Law Enforcement
Psychology.

IIl.  The assessments will conform to the following:
A. Federal law — Americans with Disabilities Act,
B. Washington State Law — RCW 18.83 and RCW 43.101.095 (2) (i), and

IV.  The psychologist's final report will indicate strengths and weaknesses of each
candidate. The overall recommendation will indicate a psychological pass or
psychological fail, and candidates with a psychological pass will also be
placed into rankings (A, B, C, etc.)

32.2.9 Pre-Employment Examinations - Records

l. A record of the results of the medical examination, emotional stability, and
psychological fitness examination will be retained in the confidential, secure
City of Kirkland Human Resources files for the following time periods:
A. The record of each non-selected candidate’s background investigation

will be maintained on file for an indefinite period of time by the City of
Kirkland Human Resources Department.
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B. Candidates who are granted probationary status and/or subsequent
permanent status will have their background investigation maintained
on file by the City of Kirkland Human Resources Department for at
least six years after termination of employment as stated in RCW
40.14.070.

32.2.10 Probation - Entry Level, Lateral & Non-sworn

l. The periods of probation shall be in accordance with Civil Service Regulations
and Police Guild Contracts.

A. The probationary period for newly hired entry level police officers will
be a total of fifteen (15) months from the date of hire.

B. The probationary period for newly hired lateral entry police officers,
who do not attend the 720 hour Academy, will serve a probationary
period of twelve (12 ) months from date of hire.

C. The probationary period for non-sworn positions shall not exceed 12
months, unless extended due to performance issues. See below.

1. The Kirkland Police Civil Service Rules and Regulations may grant a 6 month

extension of the probationary period upon recommendation of the Chief of
Police.
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General Order No. 33.1
SUBJECT: TRAINING ORGANIZATION AND ADMINISTRATION

This order consists of the following numbered sections:

33.1.1 Training - Committee

33.1.2 Training - Function

33.1.3 Training - Reimbursement
33.1.4 Training - Lesson Plans
33.1.5 Training - Remedial

33.1.6 Training - Employee Records
33.1.7 Training - Class Records
33.1.8 Training - Attire

33.1.1 Training - Committee

A committee of three personnel will be established for the purpose of
assisting in developing and evaluating training needs of the Department.
Their input will be representative of their respective departmental
component. These representatives will be command officers from the
Operations and Services Divisions.

Committee members will be appointed by the Chief of Police

The Training Committee will meet with the Training Officer as needed, but
not less than once a year. The meeting will focus on problems and ideas that
relate to the goals of the training function.

The Committee's suggestions, coupled with the experience of the Training
Officer should identify precise training needs.

The Training Committee members should solicit suggestions from those they
represent. ldeas and suggestions should be discussed and recommendations
made based on the merits of the suggestions, and the training need. Barring
budgetary limitations, the recommendations of the Committee will have
significant impact on training programs.

The Training Committee will submit a report of their recommendations to the
Services Captain after completion of each meeting.
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33.1.2 Training - Attendance

l. The Training Officer will publish a yearly mandatory in-service training
calendar Officers attending optional training courses will be given advanced
written notice and will be scheduled to attend the optional training.

. All sworn personnel are required to participate in a minimum of 40 hours
each calendar year of training. Non-sworn personnel are also encouraged to
participate in a minimum of 40 hours annually. Attendance rosters will be
completed on all department sponsored training. Attendance will be tracked
and maintained by the Training Officer. At least quarterly, employee training
hours will be reported to Command Staff for monitoring.

I1l.  In-service training is mandatory. Sign-up and attendance at training is the
responsibility of the affected employee. Exceptions will be allowed on a case-
by-case basis, with supervisor approval, and with arrangements for makeup
training. Exceptions may be allowed for:

A. Personnel with prior vacation approval.

B. Reasonable excuses, such as illness, personal emergency, police
business emergency, court appearances, etc.

C. Unreasonable excuses or failure to sign up or appear for scheduled
training will be forwarded to Command Staff.

33.1.3 Training - Reimbursement

l. The Department training budget provides for travel and training costs for
authorized training registration fees, and other authorized training costs,
which include mileage, meals, housing, books, or materials in compliance
with the City of Kirkland Administrative Policy, Chapter 3, Policy 3-2.

A. If a meal is included as part of a conference or seminar registration,
the per diem amount for that meal is deducted from the daily rate.
(For example, per diem less lunch: $37.00 - $11.00 = 26.00).

B. Employees will be authorized a per diem allowance according to
current rates. The per diem is intended to cover the cost of meals and
gratuities. Meal expense receipts are not required when the per diem
allowance is used.
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C. If unusual circumstances result in meal costs exceeding per diem
allowance, the Chief of Police may authorize the expenses with proper
receipts for the full amount of all meals.

33.1.4 Training - Lesson Plans

l. Lesson plans will be developed for all training courses conducted by the
Department, and required of all departmental and non-departmental
instructors. The Training Officer is responsible for reviewing lesson plans
developed by the instructors. Lesson plans will ensure that the subject is
covered completely and accurately, and will include the following:

A. A statement of performance and job-related objectives;

B. Content of training and specification of the appropriate instructional
technique, such as lecture, group discussion, panels, or seminar.

1. Lesson plans will be submitted to the Training Officer for review prior to the
training. These lesson plans will also be reviewed by the Training
Committee. Upon review, the lesson plan will be forwarded to the Chief of
Police, via chain of command, for approval. A copy of all current approved
lesson plans shall be maintained by the Training Officer.

IIl.  Most training will incorporate tests to measure participant knowledge of
performance objectives covered during the training. Test development
should be a cooperative effort between the instructor and the Training
Officer. The test questions and format will be included in the lesson plan,
subject to the approval of the Services Captain.

33.1.5 Training - Remedial

l. Remedial training is individualized instruction used for specific deficiencies in
personnel. Generally, the need for remedial training is recognized during
routine supervisory evaluation during training, evaluation during routine job
performance, or during inspection.

1. Training and proficiencies that are mandated by state law or Department
directives will require remedial training if failed. Proficiencies such as weapon
firing, baton techniques, and driving skills that are unsatisfactorily performed