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Directive Systems

Related Standards:

 Law Enforcement Standard 12.2.1 

 Campus Security Standard 3.2.1 

 Communications Standard 2.1.5 

 Training Academy 3.1.6



Written Directives 

Clear understanding of expectations and 
constraints

Issuance and acknowledgment 

Rapid access (electronic) 

Use of hyperlinks (standards, statutes, etc.)

Annual review for possible changes !!

Majority of Standards require Written 
Directives

4



Directives
(An official or authoritative instruction)

✓ Written document

✓ Used to guide or affect the             

performance or conduct 

✓ Includes policies or procedures

✓ Rules and regulations

✓ State Statues/Local Ordinances 

✓ General orders - special orders

✓ Memorandums, or 

✓ Instructional material

✓ Binding on the agency and its personnel



Types of Written Directives

More specific category of Written Directive:

Policy – a written broad statement of 
agency principles

Plan - documented identification of 
methods to achieve desirable goals or 
conditions 

Procedure - a written directive that is a 
guideline for carrying out agency activities
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Developing Written Directives

 Define the outcomes 

 What is required of the Standard?

4.1.5 A written directive specifies procedures for 

ensuring appropriate medical aid after use of force 

incidents and injuries during apprehension.

 Use SMEs where possible 

• Agency personal, PACs, POST

 Have processes for review & approval

• Legal Dept., Chief, etc.  



Written Directive 4.1.5 (example) 
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Medical assistance shall be obtained as 

soon as practical for persons who have 

sustained injury, express any 

complaint of injury, been rendered 

unconscious, or that the officer has 

reason to believe has been

injured as the result of any use of force 

or has sustained an injury during 

apprehension.



Procedures (4.1.5 example)

1. Ensure subject is controlled;

2. Activate EMS;

3. Render immediate first aid consistent with 

training. (e.g. apply direct pressure, apply 

bandage, flush eyes, begin CPR, etc.);

4.  Notify a supervisor; and

5. Include all medical aid or medical aid requests in 

report or reasons no medical aid was rendered.

The following procedures will be followed when force 

has been used causing an injury or an injury has 

occurred during apprehension and the subject requires 

or requests medical aid:



Proof  4.1.5
On 7/23/18 I responded to a report of an assault at 187 

Monroe Ave NW, the Grand Amway Hotel.  Upon arrival I 

observed an Accreditation Manager assaulting a CALEA 

assessor and screaming “ I am in compliance. “ “ I am in 

compliance. “

I immediately stopped the assault and placed the 

Accreditation Manager in custody.  As I did so, he fell to the 

ground and then complained of pain in his right leg.  I made 

sure she was under control by handcuffing her and I 

requested an ambulance to my location.   I then stabilized 

and elevated the leg consistent with my training.  I then 

notified Sgt. MacMillan of the situation. Ambulance 10 

responded and transported her to the Gotham Psychiatric 

Hospital for treatment. 



Example of Standards Issue 



Proof of Compliance Considerations 

➢ Directives, documentation, interviews, or 
observations are relevant and appropriate to 
the standard being addressed

➢ Information does not conflict with another 
standard statement or agency directive 

➢ Proofs presented show continued compliance 
throughout the assessment period OR for the 
time period the standard is applicable to the 
agency.



Proofs of Compliance

In addition to any required directives, the 
following three types of proofs should be given 
consideration when determining compliance:

Written documentation
＞Most Common

Interviews with appropriate persons, both 
internal and external to the agency, and

Proofs of an observable nature.



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

In order to maintain a high degree of evidentiary integrity 
over agency controlled property and evidence, the 
following documented inspections,

inventory, and audits shall be completed:

a. an inspection ….is conducted semi-annually by 
the person responsible for the property and 
evidence control function or his/her designee

c. an annual audit …by a supervisor not     
routinely or directly connected…

d. unannounced inspections…., as directed by the 
agency's chief executive officer



STANDARDS ISSUE (cont’d)

ISSUE:  …..it was determined the same person 
conducted all audits and inspections.  The agency 
submitted the same proof for the annual audit 
and the unannounced inspection.  This was 
conducted by the person responsible for the 
evidence function.

ACTION: Prior to leaving the agency, the CEO 
tasked different personnel to conduct the audits 
and inspections.  It was also make clear that the 
annual audit cannot be used for the unannounced 
inspection



Proofs of Compliance

Typical – Written Directives

−General Orders

−Special Orders

− S.O.Ps 

−Memoranda

−Laws and Ordinances

−Rules and Regulations



Proof of Compliance 
(Something which shows that something else is true or correct)

Records/Reports or other tangible evidence

Used to show that the agency is following a 
standard and its written directives governing that 
standard

Usually generated with the implementation of a 
CALEA standard (SOP, Rules, Regs. Etc.)

“Proof” of compliance may be an interview or 
observation. (not as common but may help to 
confirm)
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Example of Standards Issue

2.5.3 - The agency conducts a documented quarterly review of 
the performance measurements required of standard 2.5.2. The 
review will address and document policy, training, and remedial 
actions, if necessary. (M) 

ISSUE: The agency had created performance measurements as 
required in standard 2.5.2 but it did not have a process in place to 
conduct reviews of the stated performance measurements.

AGENCY ACTION: The agency began to address this issue during 
the onsite and scheduled meetings with the agency CAD 
managers as well as their CAD vendor to develop reports that 
would measure processing times for all incoming emergency 
lines. The agency is confident that it will have a performance 
measurement review process in place and functional for the 
fourth quarter review for 2018. 
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Proofs of Compliance

Types of Proofs- Think outside the box

−Job Descriptions 

−Labor Contracts 

−Correspondence 

−Photographs/Video 

−Digital Recordings

−Rosters



Proofs of Compliance

Types of Proofs- Think outside the box

−Forms 

−Reports 

−News Articles 

−Budget Documents 

−Logs and Records 

−Interviews 

−Observations



45.2.4 5th 6th Edition 

change 



Example of Standards Issue
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ISSUE: The agency's internal policy requires a survey be completed 
on an annual basis which exceeds the Commission's performance 
level. The agency did complete a survey in 2016 but failed to do so 
in 2017, therefore placing it in a non-compliance state with its 
internal policy and thus this standard. 

AGENCY ACTION NEEDED:

There is no remedy to missing an annual survey. The agency may 
consider strengthening its critical timeline items or amending its 
internal policy to mirror the Commission's triennial requirement. If 
the desire for a higher frequency of audit remains, the agency 
should consider amending the policies language to read, "At a 
minimum, a survey will be conducted on a biennial basis...", which 
meets the minimum two-year requirement but also allows for 
annual.



Written Directives 

➢ Are documentation of a process and develops

requirements for employee participation

Proofs of Compliance

➢ Supports the agency for documentation  

➢ Important when faced with litigation  

➢ Confirm and develop an informal staff inspection 

process

Value of Written Directives 
& Proofs of Compliance



Value of Written Directives and Proofs 
of Compliance

Proofs of Compliance  (cont’d) 

❖ Test your assumptions 

❖ Review your documents that guide your actions

❖ Create an opportunity to clarify duties and 

responsibilities for your agency personnel

❖ Improve service delivery

❖ Create “buy in” for Accreditation



Building the Files

➢ Power DMS Best Practices
http://www.calea.org/content/

calea-best-practices-powerdms
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Or:  Google  calea best practices powerdms

http://www.calea.org/content/


1. WD = Written Directive

a. Definition- Any written document used to guide or affect the 
performance or conduct of agency employees. The term 
includes policies, procedures, rules and regulations, general 
orders, special orders, memorandums, and instructional 
material.

2. Proof = Proof of Compliance

3. Note = any other entry

a. INT = Interview

b. OBSV = Observation

c. N/A = Not Applicable Size/Function

d. No Occur = Did not Occur



Sample File
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Standard 1.1.2 (M M M M) (LE1) Code of Ethics

(emphasis added)

A written directive requires all personnel to abide by a 
code or canon of ethics adopted by the agency and 
mandates that ethics training be conducted for all
personnel, at a minimum, biennially.

Commentary

Sworn and non-sworn employees should receive 
instruction that concerns their position dilemmas, 
temptations, responsibilities, and duties……



Written Directive
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Courtesy of Providence RI PD



Written Directive 
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…

…

…



Proof of Compliance
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Courtesy of Manchester NH PD
One for 

each year, 

if available



Written Directive
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Proofs of Compliance   
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Courtesy of Manchester, NH PD

One for every two years



Proofs of Compliance
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Proofs of Compliance 
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Courtesy of Cranston, RI PD 

All personnel?



Example of Standards Issue
4.3.8 - An emotional stability and psychological fitness 
examination of each candidate is conducted and assessed by 
a qualified professional prior to appointment to probationary 
status. (M) 

ISSUE: The hiring of telecommunication officers was a function 
of the agency’s Human Resources Office and emotional 
stability and psychological fitness examinations were not a 
component of the selection and hiring process and therefore 
were never conducted for this assessment period.

AGENCY ACTION: Moving forward, the agency will require 
emotional stability and psychological examinations as part of 
the selection and hiring process for telecommunication officers. 
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Amount of Proof Needed

Initial 
− Policy implementation date*

− Contract date*

− Not expecting three/four years of proofs

− Should Include Time Sensitive 

*Only proof you have is prior 

to those dates within 

reason– you may use it



Bulleted  Standards Proofs
Appendix G - Non Time Sensitive

New  Model moving forward

a.  Year 1, 2, 3, 4

b.  Year 1, 2, 3, 4

c.  Year 1, 2, 3, 4 

d.  Year 1, 2, 3, 4

e.  Year 1, 2, 3, 4

Verify 
compliance 
each bullet 
for every 
year



Appendix G – All Programs 

Compliance with multiple requirement (bulleted) 
standards 

• Documentation from each year

• Proofs support each bullet 

• Show continued compliance for the 4-year 
assessment period

• Same proof per year if the content sufficiently 
satisfies each bullet

• If not, each bullet will require different proofs 
of compliance for each assessment year.



Proof Years
Site-based to Site-based 

For Example, Site-based in Nov: 

Year 1 Nov. to Nov.

Year 2 Nov. to Nov.

Year 3 Nov. to Nov.

Year 4 Nov. to remote file review

Ensure documents/proofs are dated 
within the time frames of the 
assessment period

Ensure dates are consistent with 
Agency policy/procedures



PROOF YEAR 4

Proof Year

PROOF YEAR 2

PROOF YEAR 3

4 YEAR 
PROCESS

PROOF YEAR 1

SA

SA



REVIEW CYCLE 4

REVIEW CYCLE 3

REVIEW CYCLE 1

Annual Web-Based Assessment 
Cycles

4 YEAR 
PROCESS

REVIEW CYCLE 2

SA

SA

Award Anniversary Date +/- 30 

Days AND 40 Days prior to Site-

based Assessment

3

2

1

4



PROOF YEAR 4

PROOF YEAR 2

PROOF YEAR 3

PROOF YEAR 1 Proof

Proof

Proof

Proof

SA

SA

Example

Award Anniversary Date +/- 30 

Days AND 40 Days prior to Site-

based Assessment

3

2

1

4



PROOF YEAR 4

PROOF YEAR 2

PROOF YEAR 3

PROOF YEAR 1UOF

UOF

UOF

UOF

SA

SA

Example – Time Sensitive 

Award Anniversary Date +/- 30 

Days AND 40 Days prior to Site-

based Assessment

3

2

1

4



17.4.2 A written directive lists all cash funds or accounts 

where agency personnel are permitted to receive, maintain, 

or disburse cash and govern the maintenance of those 

accounts . The written directive includes,  at a minimum: (f) 

quarterly accounting of  cash activities.

ISSUE:  …the team determined that audits were not done 

on a quarterly basis. One account was only audited when 

additional funds were added. 

ACTION:  The agency met with the financial manager and 

new methods were put into place to ensure audits will be 

conducted quarterly. A form for the audit previously used 

had inadvertently been eliminated. 



Time Sensitive – 4 year cycle

* May not be applicable if not enough time has elapsed. (Example: new standard   

or bullet of a new standard and time required is not sufficient for reporting)



Example of Standards Issue

46.1.10. The agency has a written directive addressing 
active threats to include:

e. documented annual review of policy and training 
needs.

ISSUE: The review was not required by the existing 
directive.

AGENCY ACTION: The agency revised the directive to 
require this review using standard language. Since the 
standard was approved in March 2014, only one 
documented review was required. This review was 
conducted and produced during the on-site 
assessment.
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Guiding Principles

Relevant to ALL Programs

3.1  ANY  DOCUMENT BINDING  

UPON AGENCY PERSONNEL

3.2  SINGLE DIRECTIVE  MAY COVER SEVERAL

STANDARDS

3.3  WRITTEN DIRECTIVE –FOUNDATION FOR

FUNCTIONAL COMPLIANCE = PROOFS



More Info

➢ CALEA.org
Client Data Base 
Policy Library
CALEA E-Communiqué

➢Accreditation Coalitions
➢ IACP. Net (use with caution)
➢ Google (use with caution)
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Regional Program Managers

Randy Scott Southwest

Paul MacMillan Northeast

Tim Baysinger North Central

Laura Saunders Mid-Atlantic

Dan Shaw Great Lakes

Vince Dauro Southeast and Caribbean

Mark Mosier Pacific and Pacific Northwest

Rocky Mountain and 

Latin America


