
BALDWIN PARK POLICE DEPARTMENT

COMPLAINT FORM

OFFICER/EMPLOYEE INFORMATION

Officer/s Involved:

Date/Time of Incident:

Location of Incident:

COMPLAINANT INFORMATION

Name: CDL:

Address:

Home Phone: Work Phone:

Witness to Incident: Yes LJ No L] Unknown L_]

Witness Name:

Witness Address:

Home Phone: Work Phone:

(List additional witnesses in the narrative)

COMPLAINANT INFORMATION ADVISORY

You have the right to make a complaint against a police officer for any

improper police conduct. California law requires this agency to have a

procedure to investigate citizens' complaints. You have a right to a

written description of this procedure. This agency may find, after

investigation, that there is not enough evidence to warrant action on

your complaint. Even if that is the case, you have the right to make the

complaint and have it investigated if you believe an officer behaved

improperly. Citizen complaints and any reports of findings relating to

complaints must be retained by this agency for at least five years.

Please continue on the following page.
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Complaint Form (Continued)

Please describe the details of the incident:

(Use additional sheets of paper, if necessary)

I understand, and it is my desire, that this complaint will be investigated

diligently. I further understand that if the investigation proves these

allegations to be false, I may be liable in a civil lawsuit for damages. I also

understand that in some cases I may be asked to submit to a polygraph

examination as part of this investigation.

I have read and understood the above statement.

Complainant Signature:

(Vancatory)
Parent/Guardian Signature:

(If complainant is under 18 years of age)

Employee receiving complaint:

(Signature and ID number)
Date and Time: /



DEPARTAMENTO DE POLICIA DE BALDWIN PARK

FORMULARIO DE RECLAMACION

INFORMACION DEL OFICIAL/EMPLE ADO

Oficial/es Involucrado/s:

Fecha/Hora del Incidente:

Ubicacion del Incidente:

INFORMACION DEL DEMANDANTE

Nombre: LDC:

Domicilio:

Telefono de Hogar: Telefono de Trabajo:

Testigo del Incidente?: Si L_] Nol_] Desconosido LJ

Nombre de Testigo:

Domicilio de Testigo:

Telefono de Hogar: Telefono de Trabajo:

(Agregar testigos adicionales en el narrativo)

INFORME PARA EL/LA DEMANDANTE

Tiene el derecho de presentar una queja contra un oficial de la policia

por conducta policial inapropiada. La ley de California require que esta

agencia tenga un procedimiento para investigar quejas presentadas por

ciudadanos. Tiene el derecho a una descripcion de este procedimeinto en

escrito. Despues de una investigacion, esta agencia puede encontrar que

no existe suficiente evidencia para justificar algun tipo de accion por su

queja. Aun siendo el caso, usted tiene el derecho de presentar una queja

para ser investigada si cree que un oficial actuo inapropiadamente.

Quejas de ciudadanos y qualquier reporte/s de resultados relacionados

con quejas deven ser conservados por esta agency por un minimo de

cinco anos.

Porfavor continuar en la siguiente paguina.
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Formulario De Reclamacion (Continuacion)

Porfavor describir los detalles del incidente:

(Usar hojas de papel adicionales si es necesario)

Yo entiendo, y es mi deseo, que esta acusacién sea investigada

diligentemente. También entiendo que si la investigacién comprueba que

esta acusacion sea falsa, puedo ser responsable en un juicio civil por dafios

acumulados. También entiendo que en algunos casos puedo ser sometido a

un examen poligrafo como parte de esta investigacién.

He leido y entiendo la declaraci6n anterior.

Firma Del Demandante:

(blligatorio)
Firma De Padres/Guardian:

(Siel/la demandante es menor de 18 anos)

Empleado que recibié la queja:

(Firma y numero de ID)
Fecha Y Hora: /



Baldwin Park Police Department
Baldwin Park PD Policy Manual

Personnel Complaints

1009.1 PURPOSE AND SCOPE

The purpose of this procedure is to provide guidelines for the reporting, investigation and

disposition of complaints regarding the conduct of members and employees of this department.

1009.1.1 PERSONNEL COMPLAINTS DEFINED

Personnel complaints consist of any allegation of misconduct or improperjob performance against

any department employee that, if true, would constitute a violation of department policy, federal,

state or local law.

Inquiries about employee conduct which, even if true, would not qualify as a personnel complaint

may be handled informally by a department supervisor and shall not be considered complaints.

This policy shall not apply to any interrogation, counseling, instruction, informal verbal

admonishment or other routine or unplanned contact ofan employee in the normal courseof duty,

by a supervisor or any other employee, nor shall this policy apply to an investigation concerned

solely and directly with alleged criminal activities (Cal. Govt. Code 3303(i)).

Personnel Complaints shall be classified in one of the following categories:

Informal - A matter in which the complaining party is satisfied that appropriate action has been

taken by a department supervisor of rank greater than the accused employee. Informal complaints

need not be documented on a personnel complaint form and the responsible supervisor shall have

the discretion to handle the complaint in any manner consistent with this policy.

Formal - A matter in which the complaining party requests further investigation or which a

department supervisor determines that further action is warranted. Such complaints may be

investigated by a department supervisor of rank greater than the accused employee or referred to

the Professional Standards Unit depending on the seriousness and complexity of the investigation.

Incomplete - A matter in which the complaining party either refuses to cooperate or becomes

unavailable after diligent follow-up investigation. At the discretion of the assigned supervisor or

the Professional Standards Unit, such matters need not be documented as personnel complaints,

but may be further investigated depending on the seriousness of the complaint and the availability

of sufficient information.

1009.2 AVAILABILITY AND ACCEPTANCE OF COMPLAINTS

1009.2.1 AVAILABILITY OF COMPLAINT FORMS

Personnel complaint forms will be maintained in a records and freely distributed upon request

to any person requesting a complaint package or requesting a formal complaint against any

department personnel. Forms may also be available at other government facilities.
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Baldwin Park Police Department
Baldwin Park PD Policy Manual

Personnel Complaints

1009.2.2 SOURCE OF COMPLAINTS

(a)

(b)

(c)

A department employee becoming aware of alleged misconduct shall immediately

notify a supervisor.

A supervisor receiving a complaint from any source alleging misconduct of an

employee which, if true, could result in disciplinary action.

Anonymous complaints and third party complaints should be accepted and

investigated to the extent that sufficient information is provided.

1009.2.3 ACCEPTANCE OF COMPLAINTS

A complaint may be filed in person, in writing, or by telephoning the Department. Although not

required, every effort should be made to have the complainant appear in person. The following

should be considered before taking a complaint:

(a)

(b)

(d)

(e)

(f)

Complaints shall not be prepared unless the alleged misconduct or job performance

is of a nature which, if true, would normally result in disciplinary action

When an uninvolved supervisor or the Watch Commander determines that the

reporting person is satisfied that their complaint required nothing more than an

explanation regarding the proper/improper implementation of department policy or

procedure, a complaint need not be taken

When the complainant is intoxicated to the point where his/her credibility appears to

be unreliable, identifying information should be obtained and the person should be

provided with a Personnel Complaint form

Depending on the urgency and seriousness of the allegations involved, complaints

from juveniles should generally be taken only with their parents or guardians present

and after the parents or guardians have been informed of the circumstances prompting

the complaint

If the information provided by the complainant is substantially the same information

previously documented by an arrest, crime, or any other BPPD report, no Personnel

Complaint form shall be accepted.

The complaint procedure shall not be used to establish a complainant's guilt or

innocence in any criminal proceeding. If the complaint is accepted, no formal

determination will be made while criminal action connected with the complaint is

pending against a complainant or employee.

1009.2.4 COMPLAINT DOCUMENTATION

Formal complaints of alleged misconduct shall be documented by a supervisor on a personnel

complaint form. The supervisor shall ensure that the nature of the complaint is defined as clearly

as possible.
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Baldwin Park Police Department
Baldwin Park PD Policy Manual

Personne! Complaints

A supervisor may elect to document informal complaints as a supervisor or Watch Commander

log entry.

When a Personnel Complaint form is completed in person, the complainant should legibly write

a detailed narrative of his/her complaint. If circumstances indicate that this is not feasible, the

complaint may be dictated to the receiving supervisor. In an effort to ensure accuracy in any

complaint, it is recommended that a recorded statement be obtained from the reporting party.

A refusal by a party to be recorded shall not alone be grounds to refuse to accept a complaint.

Whether handwritten or dictated, the complainant's signature should be obtained at the conclusion

of the statement. The complainant should be provided with a copy of his/her own original complaint

per Penal Code § 832.7.

1009.3 SUPERVISOR RESPONSIBILITY

A supervisor who becomes aware of alleged misconduct shall take reasonable steps to prevent

aggravation of the situation. Moreover, supervisors shall also maintain the ability to engage in

the interrogation of an employee in the normal course of duty, counseling, instruction, or informal

verbal admonishment, or other routine or unplanned contact (Cal. Govt. Code 3303(i)).

In general, the primary responsibility for the investigation of a personnel complaint shall rest with

the employee's immediate supervisor. The Chief of Police or authorized designee may, however,

direct that another supervisor investigate it. The supervisor shall be responsible for the following:

(a) A-supervisor receiving a formal complaint involving allegations of a potentially serious

nature shall ensure that the Watch Commander, Commanding Officer and Chief of

Police are notified as soon as practicable.

(b) A-supervisor receiving or initiating any formal complaint shall ensure that a Personnel

Complaint form has been completed as fully as possible. The original complaint form

will then be directed to the Commanding Officer of the accused employee, via the

chain of command, who will take appropriate action or forward the complaint to the

Professional Standards Unit for further action.

1. During the preliminary investigation of any complaint, the supervisor should

make every reasonable effort to obtain names, addresses and telephone

numbers of additional witnesses.

2. Once immediate medical attention has been provided, photographs of alleged

injuries as well as accessible areas of non-injury should be taken.

3. In circumstances where the integrity of the investigation could be jeopardized by

reducing the complaint to writing or where the confidentiality of a complainant

is at issue, a supervisor shall orally report the matterto the employee's Division

Commander or the Chief of Police who will initiate appropriate action.

(c) Asupervisor dealing with an accused employee shall ensure that the procedural rights

of the employee are followed pursuant to Government Code § 3303, et seq.
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Baldwin Park Police Department
Baldwin Park PD Policy Manual

Personnel Complaints

(d) When the nature of a personnel complaint relates to sexual, racial, ethnic, or

other forms of prohibited harassment or discrimination, the supervisor receiving the

complaint shall promptly contact the Department of Human Resources and the Chief

of Police for direction regarding their role in investigation and/or addressing the

complaint.

1009.4 ASSIGNMENT TO ADMINISTRATIVE LEAVE

When a complaint of misconduct is of a serious nature or when circumstances practically dictate

that it would impose an unreasonable risk to the Department, the employee, other employees or

the public, a supervisor may assign the accused employee to inactive duty pending completion of

the investigation or the filing of administrative charges.

1009.4.1 ADMINISTRATIVE LEAVE

An employee placed on administrative leave may be subject to the following guidelines:

(a) Under such circumstances, an employee placed on administrative leave shall continue

to receive regular pay and benefits pending the imposition of any discipline

(b) An employee placed on administrative leave may be required by a supervisor to

relinquish any badge, departmental identification, assigned weapon(s) and any other

departmental equipment

(c) An employee placed on administrative leave may be ordered to refrain from taking

any action as a departmental employee or in an official capacity. The employee shall

be required to continue to comply with all policies and lawful orders of a supervisor

(d) An employee placed on administrative leave may be temporarily reassigned to

a different shift (generally normal business hours) during the pendency of the

investigation and the employee may be required to remain available for contact at all

times during such shift and report as ordered

(e) It shall be the responsibility of the assigning supervisor to promptly notify the

employee's Division Commander and the Chief of Police

(f) | At such time as any employee placed on administrative leave is returned to full and

regular duty, the employee shall be returned to their regularly assigned shift with all

badges, identification card and other equipment returned

1009.5 ALLEGATIONS OF CRIMINAL CONDUCT

Where an employee of this department is accused of potential criminal conduct, a separate

supervisor or assigned detective shall be assigned to investigate the criminal allegations apart

from any administrative investigation. Any separate administrative investigation may parallel a

criminal investigation.
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