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BLACK HAWK POLICE DEPT. STANDARD OPERATING PROCEDURE MANUAL
The Black Hawk Police Department Standard Operating Procedure Manual serves as an
instructional guide. The specific how to content is narrowly related to completing certain tasks. It
does not encompase all methods or restrict other methods for task completion provided the
produce similiar results. These procedures do not superceed or overrule policies in the Black
Hawk Police Department Policy Manual.
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Chapter 2 - Organization and Administration
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PROCEDURE - SOP Format
200.1   PROCEDURE
See attachment: Procedure - SOP Format.pdf
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Chapter 3 - General Operations



300 Black Hawk Police Department
Supplemental Manual

Copyright Lexipol, LLC 2016/11/10, All Rights Reserved.
Published with permission by Black Hawk Police Department

PROCEDURE - Firearms Range Management
- 9

PROCEDURE - Firearms Range Management
300.1   PROCEDURE
See attachment: Procedure - Firearms Range Management.pdf

300.2   POLICY REFERENCE
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Chapter 4 - Patrol Operations
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PROCEDURE - Active Critical Incidents
400.1   PROCEDURE
See attachment: Procedure - Active Critical Incidents.pdf

400.1.1   POLICY REFERENCE
Black Hawk Police Department Policy Manual: 407.4.2 HOSTAGE SITUATION

Black Hawk Police Department Policy Manual: 408.7 EXPLOSION/BOMBING INCIDENTS

sbplcy_1366648770193
1313159480107263766
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PROCEDURE - Active Shooter
401.1   PROCEDURE
See attachment: Procedure - Active Shooter.pdf

401.1.1   POLICY REFERENCE
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PROCEDURE - Alarm Response
402.1   PROCEDURE
See attachment: Procedure - Alarm Response.pdf

402.2   POLICY REFERENCE
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PROCEDURE - Assisting the Public
403.1   PROCEDURE
See attachment: Procedure - Assisting The Public.pdf

403.2   POLICY REFERENCE
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PROCEDURE - BloodBorne Pathogen Plan
404.1   PROCEDURE
See attachment: Procedure - BloodBorne Pathogen Plan.pdf

404.2   POLICY REFERENCE
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PROCEDURE - Crime Scene Investigation
405.1   PROCEDURE
See attachment: Procedure - Crime Scene Unit Selection.pdf

405.2   POLICY REFERENCE
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PROCEDURE - Damage to City Property
406.1   PROCEDURE
See attachment: Procedure - Damage to City Property.pdf

406.2   POLICY REFERENCE
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PROCEDURE - EMS Fire Interactions
407.1   PROCEDURE
See attachment: Procedure - EMS FIRE Interactions.pdf

407.2   POLICY REFERENCE
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PROCEDURE - Evidence and Property
Procedures
408.1   PROCEDURE
See attachment: Procedure - Evidence and Property Procedures.pdf

408.2   POLICY REFERENCE
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PROCEDURE - Evidence Drying Bin
409.1   PROCEDURE
See attachment: Procedure - Evidence Drying Bin.pdf

409.2   POLICY REFERENCE
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PROCEDURE - Jefferson County Accident
Response Team / A.R.T.
410.1   PROCEDURE
See attachment: Procedure - Jefferson County Accident Response Team ART.pdf

410.2   POLICY REFERENCES
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PROCEDURE - Jeffco Child Abuse Guidelines
410.1   PROCEDURE
See attachment: Procedure - DA Child Abuse Guidelines .pdf

410.2   POLICY REFERENCE
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PROCEDURE - Jefferson/ Gilpin DA Child Abuse
Guidelines
412.1   PROCEDURE
See attachment: Procedure - DA Child Abuse Guidelines .pdf

412.2   POLICY REFERENCE
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PROCEDURE - Loss Control Standards
413.1   PROCEDURE
See attachment: Procedure - Loss Control Standards.pdf

413.2   POLICY REFERENCE
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PROCEDURE - Mobile Data Computers
414.1   PROCEDURE
See attachment: Procedure - Mobile Data Computers.pdf

414.2   POLICY REFERENCE
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PROCEDURE - Mandatory Reporting of Elder
Abuse
414.1   PROCEDURE
See attachment: Procedure - Reporting Of Elder Abuse.pdf

414.2   POLICY REFERENCE
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PROCEDURE - Off Duty ID Police Officers
416.1   PROCEDURE
See attachment: Procedure - Off Duty ID Police Officers.pdf

416.2   POLICY REFERENCE
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PROCEDURE - Pandemic Flu
417.1   PROCEDURE
See attachment: Procedure - Pandemic Flu.pdf

417.2   POLICY REFERENCE
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PROCEDURE - Police Officer Advancement
418.1   PROCEDURE
See attachment: Procedure - Police Officer Advancement.pdf

418.2   POLICY REFERENCE
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PROCEDURE - Police Officer Panic Alarms
419.1   PROCEDURE
See attachment: Procedure - Police Officer Panic Alarms.pdf

419.2   POLICY REFERENCE
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PROCEDURE - Police Training Injury Prevention
420.1   PROCEDURE
See attachment: Procedure - Training Injury Prevention.pdf

420.2   POLICY REFERENCE
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PROCEDURE - Recording Police Activity
421.1   PROCEDURE
See attachment: Procedure - Recording Police Activity.pdf

421.2   POLICY REFERENCE
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PROCEDURE - Remedial Firearms Training
422.1   PROCEDURE
See attachment: Procedure - Remedial Firearms Training.pdf

422.2   POLICY REFERENCE
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PROCEDURE - Safety Rules and Procedures
423.1   PROCEDURE
See attachment: Procedure - Safety Rules and Procedures.pdf

423.2   POLICY REFERENCE
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PROCEDURE - Special Enforcement Team
424.1   PROCEDURE
See attachment: Procedure - Special Enforcement Team.pdf

424.2   POLICY REFERENCE
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PROCEDURE - Special Services Unit
425.1   PROCEDURE
See attachment: Procedure - Special Services Unit.pdf

425.2   POLICY REFERENCE
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PROCEDURE - Terror Liaison Officer
426.1   PROCEDURE
See attachment: Procedure - Terror Liaison Officer (TLO).pdf

426.2   POLICY REFERENCE
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PROCEDURE - Uniforms
427.1   PROCEDURE
See attachment: Procedure - Uniforms.pdf

427.2   POLICY REFERENCE
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PROCEDURE - Victim Advocates Report
428.1   PROCEDURE
See attachment: Procedure - Victim Advocates Reports.pdf

428.2   POLICY REFERENCE
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Chapter 6 - Investigations Operations
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PROCEDURE - CBI DNA Procedure
600.1   PROCEDURE
See attachment: Procedure - CBI DNA Procedure.pdf

600.2   POLICY REFERENCE
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Chapter 7 - Equipment
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Procedure - Ammunition
700.1   PROCEDURE
See attachment: Procedure - Ammunition.pdf
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Chapter 8 - Support Services
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PROCEDURE - Case Register for Previous Week
800.1   PROCEDURE
See attachment: Procedure - Case Register for Previous Week.pdf

800.2   POLICY REFERENCE



801 Black Hawk Police Department
Supplemental Manual

Copyright Lexipol, LLC 2016/11/10, All Rights Reserved.
Published with permission by Black Hawk Police Department

PROCEDURE - Code Red - 46

PROCEDURE - Code Red
801.1   PROCEDURE
See attachment: Procedure - Code Red.pdf

801.2   POLICY REFERENCE
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PROCEDURE - Colorado Sex Offender
Community Notification
802.1   POLICY
See attachment: Procedure - Colorado Sex Offender Community Notification.pdf

802.2   POLICY REFERENCE
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PROCEDURE - Communications Center
Answering Phones
803.1   PROCEDURE
See attachment: Proedure - Communications Center Answering Phones.pdf

803.2   POLICY REFERENCE
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PROCEDURE - Gilpin County Communications
Plan
804.1   PROCEDURE
See attachment: Procedure - Gilpin County Communications Plan.pdf

804.2   POLICY REFERENCE
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Copyright Lexipol, LLC 2016/11/10, All Rights Reserved.
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PROCEDURE - Information Tones -
Hazardous Weather - 50

PROCEDURE - Information Tones - Hazardous
Weather
805.1   PROCEDURE
See attachment: Procedure - Dispatch Tones Weather.pdf

805.2   POLICY REFERENCE
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PROCEDURE - Ordering and Bill Pay
806.1   PROCEDURE
See attachment: Procedure - Ordering and Bill Pay.pdf

806.2   POLICY REFERENCE
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PROCEDURE - Paperwork Processing
807.1   PROCEDURE
See attachment: Procedure - Paperwork Processing.pdf

807.2   POLICY REFERENCE
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PROCEDURE - Printing a Case Report in Eforce
808.1   PROCEDURE
See attachment: Procedure - Printing A Case In eFORCE.pdf

808.2   POLICY REFERENCE
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PROCEDURE - Records
809.1   PROCEDURE
See attachment: Procedure - Records.pdf

809.2   POLICY REFERENCES
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PROCEDURE - Records Scanning
810.1   PROCEDURE
See attachment: Procedure - Records Scanning.pdf

810.2   POLICY REFERENCES



811 Black Hawk Police Department
Supplemental Manual

Copyright Lexipol, LLC 2016/11/10, All Rights Reserved.
Published with permission by Black Hawk Police Department

PROCEDURE - Scanning and Eforce - 56

PROCEDURE - Scanning and Eforce
811.1   PROCEDURE
See attachment: Procedure - Records Scanning.pdf

811.2   POLICY REFERENCE
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PROCEDURE - Scanning Citations in Eforce -
57

PROCEDURE - Scanning Citations in Eforce
812.1   PROCEDURE
See attachment: Procedure - Scanning Citations in eFORCE.pdf

812.2   POLICY REFERENCE
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PROCEDURE - Summons Processing
813.1   PROCEDURE
See attachment: Procedure - Summons Processing.pdf

813.2   POLICY REFERENCE
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PROCEDURE - Toning Extraditable Warrants,
Felony, and Stolen Records
814.1   PROCEDURE
See attachment: Procedure - Toning Warrants Felony Stolen Records.pdf

814.2   POLICY REFERENCE
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PROCEDURE - Unit Page Via CAD
815.1   PROCEDURE
See attachment: Procedure - Unit Page via CAD System.pdf

815.2   POLICY REFERENCE
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PROCEDURE - Xcel Notifications
816.1   PROCEDURE
See attachment: Procedure - Xcel Notifications.pdf

816.2   POLICY REFERENCE
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PROCEDURE - Dispositions
817.1   DISPOSTIONS
See attachment: Procedure - Disposition Input eForce.pdf

817.2   POLICY REFERENCE
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Instruction Form - 63

PROCEDURE - Felony Filings Pleading
Instruction Form
818.1   FELONY FILINGS PLEADING INSTRUCTION FORM
See attachment: Procedure - Felony Filings Pleading Instruction Form.pdf

818.2   POLICY REFERENCE
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PROCEDURE - Media
819.1   MEDIA RELEASE BULLETINS
See attachment: Procedure - Media Release Bulletins.pdf

819.2   POLICY REFERENCE
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PROCEDURE - Assisting the Public
820.1   ASSISTING THE PUBLIC
See attachment: Procedure - Assisting The Public.pdf

820.2   POLICY REFERENCE
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PROCEDURE - Summons Processing
821.1   SUMMONS PROCEDURE
See attachment: Procedure - Summons Processing.pdf

821.2   POLICY REFERENCE
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Chapter 9 - Personnel
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PROCEDURE - Award Pins
900.1   PROCEDURE
See attachment: Procedure - Award Pins.pdf

900.2   POLICY REFERENCE
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PROCEDURE - Award Process
901.1   PROCEDURE
See attachment: Procedure - Award Process.pdf

901.2   POLICY REFERENCE
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PROCEDURE - BHPD Scheduling - 70

PROCEDURE - BHPD Scheduling
902.1   PROCEDURE
See attachment: Procedure - BHPD Scheduling.pdf

902.2   POLICY REFERENCE
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PROCEDURE - Communications Officer
Advancement - 71

PROCEDURE - Communications Officer
Advancement
903.1   PROCEDURE
See attachment: Procedure - Communications Officer Advancement.pdf

903.2   POLICY REFERENCE
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PROCEDURE - Crime Scene Investigation
Unit (Selection) - 72

PROCEDURE - Crime Scene Investigation Unit
(Selection)
904.1   PROCEDURE
See attachment: Procedure - Crime Scene Investigation.pdf

904.2   POLICY REFERENCE
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Published with permission by Black Hawk Police Department

PROCEDURE - Crisis Hostage Negotiators
Selection Process - 73

PROCEDURE - Crisis Hostage Negotiators
Selection Process
905.1   PROCEDURE
See attachment: Procedure - Crisis Negotiators Selection Process.pdf

905.2   POLICY REFERENCE
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PROCEDURE - Criteria for Joining SSU - 74

PROCEDURE - Criteria for Joining SSU
906.1   PROCEDURE
See attachment: Procedure - Manual Criteria for joining SSU.pdf

906.2   POLICY REFERENCE
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PROCEDURE - Field Training Officer
Selection Requirements - 75

PROCEDURE - Field Training Officer Selection
Requirements
907.1   PROCEDURE
See attachment: Procedure - Field Training Officer Selection Requirements.pdf

907.2   POLICY REFERENCE
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PROCEDURE - Hiring Communications
Officer - 76

PROCEDURE - Hiring Communications Officer
908.1   PROCEDURE
See attachment: Procedure - Hiring Communcations Officer.pdf

908.2   POLICY REFERENCE
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PROCEDURE - Hiring Patrol - 77

PROCEDURE - Hiring Patrol
909.1   PROCEDURE
See attachment: Procedure - Hiring Patrol.pdf

909.2   POLICY REFERENCE
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PROCEDURE - Hiring Records Clerk Position
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PROCEDURE - Hiring Records Clerk Position
910.1   PROCEDURE
See attachment: Procedure - Hiring Records Clerk Position.pdf

910.2   POLICY REFERENCE
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Application Process - 79

PROCEDURE - Honor Guard Team Application
Process
911.1   PROCEDURE
See attachment: Procedure - Honor Guard Team Application Process.pdf

911.2   POLICY REFERENCE
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PROCEDURE - Instructor Application Process
- 80

PROCEDURE - Instructor Application Process
912.1   PROCEDURE
See attachment: Procedure - Instructor Application Process.pdf

912.2   POLICY REFERENCE
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PROCEDURE - Requirements for Special
Services Unit - 81

PROCEDURE - Requirements for Special
Services Unit
913.1   PROCEDURE
See attachment: Procedure - Manual Criteria for joining SSU.pdf

913.2   POLICY REFERENCE



Black Hawk PD Procedure Manual
Supplemental Manual

Copyright Lexipol, LLC 2016/11/10, All Rights Reserved.
Published with permission by Black Hawk Police Department

Attachments - 82

Attachments



Attachment Black Hawk PD Procedure Manual
Supplemental Manual

Copyright Lexipol, LLC 2016/11/10, All Rights Reserved.
Published with permission by Black Hawk Police Department

PD SOP Manual Active Critical Incidents.pdf -
83

PD SOP Manual Active Critical Incidents.pdf



 

 Active  Critica l Incidents      Page 1 of 16 
 

 
BLACK HAWK POLICE DEPARTMENT  

S tandard  Opera ting  Procedure  
Chie f S tephen  N. Cole  

 
Date  Is s ued: 02/27/2014 
 
Subjec t: Ac tive  Critic a l Inc idents       
 
TO: All Pers onne l      Da te  Revis ed : 

 
 
Po lic y: 

The  purpose  of this  Directive  is  to e s tablish response  guide lines  for Active  
Critica l Incidents  (ACI) within our jurisdiction. This  Directive  provides  
guide lines  for response  only, and specific information deve loped during 
the  course  of an inves tiga tion may ne cess ita te  an a lte red response . 

Each va ria tion of the  incidents  de scribed be low require s  a  la w 
enforcement inves tiga tion. Howeve r, Command Officers  and supervisors  
mus t be  prepared to trans ition to a  Unified Command s tructure  with other 
loca l, s ta te  or fede ra l response  e lements  if necessa ry. 

De fin it io n s :  

Ac tive  Critica l Inc ident – Any in-progress  na tura l or man-made event, 
civil dis turbance , active  shoote r or snipe r, hos tage  or ba rricaded subject 
s itua tion, mass ive  incidents  of random or premedita ted incidents  involving 
mass  casua lties  or any other occurrence  of an unusua l or severe  na ture  
tha t causes  or threa tens  to cause  the  loss  of life  or injury to citizens  
and/or severe  damage  to property and tha t requires  extraordina ry 
measures  to protect lives , mee t human needs  and achieve  recovery. The 
Black Hawk Police  Department will have  Incident Command respons ibility 
on any active  critica l event tha t is  the  result of crimina l activity or the  
poss ibility of crimina l activity. 

Hot Zone : Any a rea  where  pe rsonne l involved in the  incident a re  a t 
extreme  risk of dea th or se rious  bodily injury due  to the  actions  of the  
suspect(s ). In genera l, a  hot zone  is  an a rea  where  a rmed suspect(s ) a re  
known or be lieved to be  present. 

Warm Zone: An a rea  a t less  risk of ha rm to firs t responders . In genera l, a  
warm zone  is  a t leas t temporarily secured from the  presence  or 
movement of suspect(s ), and police  office rs  a re  in the  immediate  a rea . 
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Cold  Zone: An a rea  tha t is  secured from any immedia te  threa t. 

Extrac tion  Teams : Ente r the  active  scene  a t a  loca tion dete rmined by 
the  police  department Incident Commander. Teams may cons is t of a  
front guard (police ), two or more  extraction fire fighte rs  and a  rea r guard 
(police ). Extraction Teams ente r the  warm zone  and respond to 
loca tions  conta ining victims/pa tients  identified by other office rs  who 
have  been involved in isola ting the  active  threa t. 

Unified  Command: Incident management performed by representa tives  
of multiple  agencies  to ensure  the  deve lopment of a  response  plan, 
identifica tion of appropria te  resources  and s ta ffing tha t a re  made 
ava ilable  and deployed in the  mos t effective  and coordina ted manner. 
The  unified command may crea te  multiple  branches  to supervise  the  
opera tion of the  response  plan. A branch may include  combined 
e lements  of the  police  and fire  response . 

In an active  scene , members  should be  cognizant tha t Hot, Warm and 
Cold Zones may be  fluid and change  until the  threa t is  conta ined or 
e limina ted. 

 
P rocedure: 

Tra ining a nd Eva lua tion 

The  Department has  adopted the  Na tiona l Incident Management 
Sys tem (NIMS) for the  control and coordina tion of critica l 
incidents . The  Incident Command Sys tem (ICS) as  proffe red by 
the  Federa l Emergency Management Agency (FEMA) is  the  
sys tem used in Black Hawk to manage  incidents . Sworn 
members  of the  Department will rece ive  tra ining on these  
sys tems . Caree r se rvice  members  who may participa te  in the  
management of a  critica l incident will a lso rece ive  tra ining. 
Combined tra ining with Black Hawk Fire  Department on ICS and 
the  High Risk Extraction Protocol will be  conducted annua lly. 

Obje ctive s  

1. Prote ct Life   

2. S tabilize  the  Incident 

3. Prote ct P rope rty  

Assess  the  s itua tion and de te rmine  overa ll prioritie s .  
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It is  vita l tha t the  firs t responder(s ) make a  quick, accura te  
assessment of the  s itua tion and be  aggress ive  in address ing any 
active  threa ts  to human life  in orde r to neutra lize  the  threa t and/or 
prevent additiona l victims . Extraordinary incidents  of mass  
violence  require  non-traditiona l police  responses , which may 
include : 

1. Providing a id to the  injured and protecting potentia l 
victims  through evacuation or lockdown. 

2. Public safe ty needs  may override  the  immediacy of 
suspect apprehens ion or crime  scene  protection. 

3. P re venting furthe r injury by s topping the  threa t 
may be  re quired prior to a iding the  injured. 
Responding office rs  may have  to intentiona lly 
bypass  injured person to s top the  threa t. 

Activa tion of the  High Risk Extraction Protocol (HREP) 

While  the  active  sea rch to find and isola te  the  suspect(s ) is  on-
going firs t responding office rs  will inform the  Black Hawk 
Dispa tch Cente r of the  fact tha t multiple  pe rsons  a re  injured and 
s till in an a rea  not comple te ly secured by the  police . Any office r or 
supervisor on scene  can reques t activa tion of the  High Risk 
Extraction Protocol. HREP can be  activa ted for la rge  or small 
incidents  where  an injured person is  unable  to move  out of a  
dangerous a rea . 

Communication be tween Police  Command and Fire  Command 

Upon activa tion of the  High Risk Extraction Protocol (HREP), the  
police  Incident Commander will e s tablish a  command pos t and 
will notify Black Hawk Dispa tch of his /he r loca tion. Black Hawk 
Dispa tch will notify responding BHFD units  which BHPD radio 
channe l is  primary for the  incident response . During the  ea rly 
s tages  of the  emergency, direct communica tion to coordina te  
initia l response  and resources  be tween police  and fire  incident 
commanders  will be  on the  primary police  channe l. As  control of 
the  incident progresses , BHPD may reques t the  incident 
commanders  to move  to another appropria te  radio channe l or ta lk 
group.  
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The  BHPD Incident Command will, a s  ea rly in the  incident as  is  
practica l, e s tablish Face -to-Face  communication with Black Hawk 
Fire  Command to unify command and coordina te  the  Extraction 
Teams. The  unified command will decla re  s taging a reas  for 
incoming police  and fire  resources , based on the  need and 
functiona lity of the  resource . Cons ide ra tion should be  given to the  
loca tion of the  s taging a rea  to a llow medica l units  to eas ily 
access  and egress  from the  a rea . 

The  BHPD Incident Command will identify a ccess  to hot, warm 
and cold zones  based on the  exis ting threa t leve ls  re la ted to an 
active  sea rch or the  conta inment of the  suspect(s ). The  Incident 
Commander will continua lly assess  the  threa t leve l until the  
suspect(s ) is  conta ined or neutra lized. 

The  unified command will identify a  casualty collection a rea  if 
needed and supervise  the  crea tion of an Extraction Team(s). 
Teams utilized for extraction will include  BHPD (or othe r police  
officers ) to provide  security and BHFD (or othe r firefighte rs ) to 
extract injured victims . BHFD will ensure  a  s teady flow of 
pe rsonnel to team up with police  officers  to move into a reas  of 
higher risk to locate  and remove  victims  to the  collection point. 
The  movement of the  extraction teams will be  supervised by an 
BHPD supervisor or officer with direct radio communication to 
officers  ins ide  the  event loca tion. The  coordina ted use  of multiple  
extraction teams may be  necessa ry based on the  number of 
injured persons  within the  event loca tion. 

BHFD will e s tablish a  triage  a rea  if needed tha t will accept 
victims/pa tients  and prepare  the  injured for transport from the  
scene . Office rs  who encounte r injured victims  able  to wa lk on 
the ir own or injured persons  who a re  be ing ass is ted by other 
citizens  will direct the  wa lking wounded to the  triage  a rea . will 
coordina te  the  security a t the  collection point/triage  a rea . 

Incident S tabiliza tion 

Beyond the  neutra liza tion of active  threa ts , the  primary 
respons ibility of firs t responders  is  to conta in the  incident and 
suspects  within a  secure  pe rimete r. Rapid s tabiliza tion and 
conta inment will: 

 # Ass is t in loca ting flee ing victims  and witne s se s , 
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 # Control access  of the  media , mutua l a id 
responders , specia lty units , e tc., and  

 # Aid in crowd control e fforts . 

P rotect Property 

Once  the  immedia te  threa t(s ) has  been neutra lized and 
appropria te  life  safe ty, triage  and medica l trea tment of victims 
has  been initia ted by EMS personne l, responders  should take  
action to protect the  scene  and protect property from furthe r 
damage . 

Facilita te  the  Crimina l Inves tiga tion 

Once  the  incident has  been s tabilized, information should be  
ga thered to plan furthe r response  (e .g., a rres t teams, des ignated 
shoote rs , e tc.), unders tand motives  and deve lop methods  to 
prese rve , ca ta logue  and collect evidence . S tra tegies  mus t be  
formula ted to deploy sufficient numbers  of inves tiga tors  and 
victim advoca tes  to identify and loca te  victims  and witnesses . 

Es tablish an Incident Command Sys tem 

The  numerous  pe rsonne l, equipment, facilitie s , communica tions  
and procedures  working a t the  s ite  mus t be  managed in an 
orderly and sys tematic fashion. The Incident Command Sys tem 
(ICS) will be  implemented to direct the  response  and process ing 
of the  incident. 

The  firs t responding office r will be  the  Incident Commander (IC) 
until re lieved by a  supervisor or command office r. The  Incident 
Commander is  respons ible  for: 

a . activa ting the  incident command sys tem 

b. e s tablishing a  command post (which could s imply be  
the  trunk of a  ca r) 

c. initia ting the  notifica tion and mobiliza tion of additiona l 
pe rsonne l 

d. obta ining support from other agencies  as  needed 

e . e s tablishing a  s taging a rea , if necessa ry 

f. activa tion of High Risk Extraction P rotocol with Black 
Hawk Fire  Command 

g. providing public information and mainta ining media  
re la tions  
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h. ma inta ining the  safe ty of a ll a ffected personne l 

i. e s tablishing Genera l and Command s taff positions  a s  
needed 

j. preparing a  documented afte r action report 

Based on the  nature , s ize  and complexity of the  incident the  
Incident Commander should give  cons ide ra tion to appointing 
other pe rsonne l to ass is t in the  management of the  incident to 
include  but not limited to: 

Opera tions  Chief is  respons ible  for: 

a . e s tablishing perimete rs  

b. conducting evacua tions  

c. ma inta ining command pos t and scene  security 

providing for de ta inee  transporta tion, process ing, and 
confinement 

d. directing and controlling tra ffic 

e . conducting pos t-incident inves tiga tion 

P lanning Chief is  respons ible  for: 

a . preparing a  documented incident action plan; 

b. ga thering and dissemina ting information and inte lligence ; 
and 

c. planning pos t-incident demobiliza tion 

Logis tics  Chief is  respons ible  for: 

a. communications 

b. transportation 

c. medical support 

d. supplies 

e. specia lized team and equipment needs 

Finance  Chief is  respons ible  for: 

a . recording personne l time ; 

b. procuring additiona l resources ; 

c. recording e xpenses ; and 

d. documenting injurie s  and liability is sues . 
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Inves tiga tions  Branch Director – answers  to the  Operations  Chief 
and is  respons ible  for coordina ting inves tiga tive  pe rsonne l, and 
evidence  process ing. 

S taging Office r – answers  to the  Opera tions  Chief and is  
respons ible  for fie ld s taging for responders  and equipment. 

Safe ty Officer – answers  to the  Incident Commander and is  
respons ible  for the  overa ll sa fe ty of a ll responders . 

Information Officer – answers  to the  Incident Commander and is  
respons ible  for coordina ting information to a nd from the  media  
and other pa rties . 

Lia ison Officer – answers  to the  Incident Commander and is  
respons ible  for coordina tion and lia ison with other loca l, s ta te  and 
federa l e lements . 

Not a ll of these  ass ignments  may be  needed, depending on the  
circumstances  of the  incident. Those  positions  not a ss igned 
become the  respons ibility of the  Incident Commander. 

Activa tion of Active  Critica l Incident P rotocol 

Active  Critica l Incidents , by definition, require  rapid mass  
deployment of pe rsonne l and equipment to fores ta ll or mitiga te  
the  scope  of the  event. As  such, any sworn supervisor, or SSU 
leader may initia te  an Active  Critica l Incident response . 

Due  to the  potentia l for mass  casua ltie s , supervisors  may reques t 
an Active  Critica l Incident response  without on-scene  
confirmation tha t the  event has  or is  occurring. 

Notifica tions  

Once  the  Black Hawk Communications  Cente r rece ives  a  reques t 
to initia te  the  Active  Critica l Incident protocol the  dispa tcher will 
a le rt tone  a ll channels  and announce  tha t an Active  Critica l 
Incident is  in effect. The  dispa tcher will a ir any additiona l 
pe rtinent information (safe  routes , s taging a reas , e tc.), and direct 
a ll members  as  to which channe l to turn to.  
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Example : “There  is  an Active  Critica l Incident a t _____due  to 
a (n)________. All pe rsonne l a re  directed to tune  the ir radio to 
channe l _______ and respond according to the  Active  critica l 
incident protocols .” 

All able  bodied sworn members  rece iving information of an Active  
Critica l Incident a re  directed to respond. 

Upon activa tion of an Active  Critica l Incident response , the  Black 
Hawk Communications  Cente r BHDC will make  the  following 
notifica tions : 

 #  Lieutenant 

 #  SSU Commanding Officer 

 # The Chiefs ’ Office  

 # Send out a  high priority  Code  Red Alert 

 # Black Hawk Dispa tch Cente r(to confirm nothing has  
changed) 

Ra dio Us a ge  

Members  should mainta in radio discipline  during the  response  
phase  and remain off the  a ir a s  much as  poss ible . Members  
should respond to the  scene  as  quickly as  poss ible  and only a ir 
information specific and necessa ry to describe  on-going events  
and reques ts  for inte rvention and/or deployment as  needed. 

a . Des igna ted radio channe ls  will be  utilized by every 
team ente ring the  venue  where  the  incident is  
occurring, based on which loca tion the  incident is  
occurring. This  frequency will be  dedica ted for 
communica tions  only be tween teams ins ide  the  
loca tion during an Active  Critica l Incident and 
be tween ins ide  teams and the  command pos t, and 
mus t be  monitored by a  Dispa tcher 
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b. BH Law or BH OPS Des igna ted radio channe ls  will 
be  utilized by every team on the  outs ide  of the  
venue  where  the  incident is  occurring for 
communica tions  between responders  and the  
Command Pos t. The  oppos ite  frequency in which 
the  event is  occurring will be  used for exte rior 
communica tions . This  channe l mus t be  monitored 
by a  Dispa tcher. 

c. BH LAW will be  used for primary dispa tch of any ca lls  
not re la ted to the  ACI Gilpin County Communica tions  
will se rve  as  back up communica tions  a s  needed. 

d. Supervisors  a t the  scene  should coordina te  with 
Fire  Department pe rsonne l on communica tions  and 
should cons ide r us ing the  des igna ted channe l for 
communica tions  be tween command posts  and each 
other.  

e . The  Dispatcher or a  Commiss ioned Supervisor will 
remind a ll responding units  which channe ls  they 
need for inte rior and exte rior communica tions .  

f. Entry teams ins ide  a  building or s tructure  during an 
Active  Critica l Incident should ass ign office rs  to 
monitor both channe ls  inte rior and exte rior 
communica tions  if poss ible . 

Mutua l Aid  

The  Office  of the  Chief of Police  or the ir des ignee  may request 
mutua l a id for an Active  Critica l Incident. The  request for mutua l 
a id should be  accompanied by specific information re la tive  to the  
amount of pe rsonne l needed, any specific equipment required, a  
s taging a rea  and a  point of contact. Most requests  for mutual a id 
will be  made  to loca l and county agencies  adjoining the  
geographica l boundaries  of Black Hawk. 

S ta te  agencies  such as  the  Colorado S ta te  Pa trol, CBI, Divis ion 
of Gaming or CDOT may a lso be  needed depending on the  
event. 

The  mos t like ly need for outs ide  ass is tance  will be  to handle  ca lls  
for se rvice  not re la ted to the  incident. If this  is  done , it is  proffe red 
to have  the  county sheriff’s  offices  handle  ca lls  for se rvice  in the ir 
own counties  and have  CSP handle  a ll accidents . If the  S ta te  and 
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counties  can’t a ss is t or handle  the  ca ll load, ass is tance  should be  
reques ted from ava ilable  surrounding jurisdictions . This  does  not 
prevent the  incident commander ca lling for mutua l a id to respond 
to the  Incident s ite  from any appropria te  agency. Reques ts  for 
outs ide  ass is tance  for specific ca lls  can be  made  by the  
Lieutenant or Chief of Police . 

Once  a  mutua l a id reques t is  made  through the  Black Hawk 
Dispa tch Cente r, a  Black Hawk Dispa tch Cente r supervisor will 
contact the  appropria te  agencies  and confirm the ir response , 
including numbers  of pe rsonne l and types  of equipment. 

The  Incident Commander will continua lly asses s  the  need for 
mutua l a id. If it is  de te rmined tha t mutua l a id is  no longe r needed 
the  Incident Commander will notify the  Black Hawk Dispa tch 
Cente r to cance l any additiona l mutua l a id not a lready on scene . 
The  cance lla tion will be  to broadcas t ove r the  appropria te  radio 
channe ls . 

On-scene  mutua l a id pe rsonne l mus t be  debrie fed and a ll 
actions  a ttributed to the ir response  during the  event mus t be  
accounted for prior to them be ing re leased. The  P lanning Chief 
and Finance  Chief, or Incident Commander if the  Chief’s  
pos itions  a re  not filled, will ensure  tha t a ll pe rsonne l who 
responded to the  reques t for mutua l a id will be  documented by 
the ir name and agency, regardles s  of the ir actions  during the  
event. 

Reques ts  for resources  outs ide  the  normal mutua l a id 
agreements , such as  Nationa l Guard resources , mus t be  made 
through the  Office  of Emergency Management (OEM) and/or the  
EOC. 

Conce pt of Ope ra tions  a nd Incide nt Comma nd 

A Concept of Opera tions  (ConOp) has  been devised to ass is t in 
trans itioning major emergencies  or disas te r (to include  Active  
Critica l Incidents ) be tween responding City departments  for 
overa ll management and coordina tion. The  prevention of crimina l 
threa t to any responder is  the  respons ibility of law enforcement. 
In mos t cases , a  law enforcement response  will be  required to 
ga in control of a  chaotic and potentia lly threa tening incident 
scene  before  Fire /EMS can safe ly respond. The  Police  
Department is  respons ible  for resolving a ll active  threa ts . 
Fire /EMS personne l may ente r an Active  Critica l Incident with 
police  protection to provide  for the  ca re  of injured parties . When 
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multiple  city departments  a re  respons ible  for opera tions  a t an 
incident implementa tion of a  Unified Command or the  pass ing of 
Incident Command, depending on the  event, should be  
cons ide red. 

The  primary role  of the  Incident Commander (IC) immedia te ly 
following the  resolution of active  threa ts  is  to es tablish order and 
direct the  activities  of a ll emergency responders . The  IC is  
respons ible  for a ll activities  surrounding the  incident s ite  to 
include  plan deve lopment, implementa tion of s tra tegic decis ions , 
is suing sa fe ty a le rts  and approving resource  a lloca tions . These  
dutie s  may be  de lega ted to the  appropria te  Command or Genera l 
S taff pos itions  as  required by the  s ize , na ture  and complexity of 
the  incident. 

The  IC must e s tablish a  Command Pos t a s  quickly as  poss ible  
and begin des ignating personne l to direct specific activitie s . The 
IC must mainta in direct contact with Black Hawk Communications  
and the  EOC or Department Opera tions  Cente r (DOC) if opened. 

Be low a re  some genera l principles , which mus t be  followed by 
the  IC to ensure  proper order and event resolution; 

a . All involved Command Officers  mus t se t a s ide  the ir 
rank and pos ition and work towards  the  objectives  
es tablished by the  IC to control and manage  the  
incident. 

b. The  IC must be  willing to accept ass is tance  from 
knowledgeable  pe rsonne l when deve loping 
s tra tegies . 

c. The  IC must de lega te  authority to Command and 
Genera l s ta ff pe rsonne l a s  indica ted by the  s ize , 
na ture  and complexity of the  incident. 

d. Information mus t flow be tween the  IC and other 
responding a gencie s . 

e . The  IC must guard aga ins t compromis ing any public 
safe ty agency’s  lega l requirements  or authority. 

f. The  IC mus t mana ge  the  re spons e  to minimize  or 
e limina te  any duplica tion of s e rvice s . 
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g. All agencies  mus t have  an unders tanding of one  
another’s  prioritie s  and duties  during the  response  
to an Active  Critica l Incident. 

h. The  IC should try to assemble  a ll Agency Lia ison 
Office rs  into one  place  near the  Command Pos t to 
facilita te  communica tions . 

i. The  IC is  respons ible  to ensure  the  crea tion of an 
Afte r Action Report de ta iling the  response , 
inves tiga tion, recovery and any othe r face t of the  
opera tion as  needed. 

These  principles  apply whe ther the  IC is  a  Fire  or Police  member. 

Re sponding Office rs ’ Re spons ibilitie s  

On-duty sworn members , upon be ing a le rted of an Active  Critica l 
Incident will immediate ly respond to the  scene . Base d on the  
na ture  and immedia te  needs  of the  Active  Critica l Incident, the  
following prioritie s  should be  addressed: 

a . Confirm if an Active  Critica l Incident is  occurring or 
has  occurred. If so, de te rmine  the  type  of incident 
and type  of tactics  for response . 

b. Notify the  Black Hawk Dispa tch Cente r if an Active  
Critica l Incident is  occurring so this  protocol can be  
put in e ffect if not a lready activa ted. 

c. Evacua te  victims  or potentia l victims  to a  safe  
loca tion and activa tion of the  High Risk Extraction 
Protocols  with the  Black Hawk Fire  Department. 

d. If evacua tion is  not poss ible , protect potentia l 
victims  through lockdowns  a t the  incident s ite . 

e . Determine  the  suspect(s ) location. 

f. Conta in the  suspect(s). 

g. Elimina tion of the  threa t if the  s itua tion requires  it. 

h. Aid the  injured. 
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i. P rese rva tion of the  scene  and evidence  for future  
process ing and inves tiga tion. 

j. P rese rva tion of property Pre -Des igna ted 
Ass ignments . 

k. Notifica tion of off duty employees  for an appropria te  
response .  

Supervisors  and Command Officers  – Assume command of the  
scene  and es tablish a  command post a t a  safe  loca tion. One 
supervisor or Command Officer mus t immedia te ly assume the  
role  of Incident Commander (IC) and begin the  de lega tion of 
duties  and respons ibilitie s . The  Lieutenant is  normally 
respons ible  for this  pos ition unless  re lived of the ir pos ition by a  
more qua lified supervisor. All supervisors  should monitor the  
primary frequencies . 

Uniformed sworn members  – Responding sworn members  should 
deploy in a  minimum of two office r teams a t the  incident s ite  or its  
inner pe rimete r. Sworn members  should use  contact and cover 
principles  and principles  of point and rea r ass ignments . All rifle  
ce rtified members  will deploy the ir rifle s  if appropria te . In the  case  
of an active  shoote r, responding office rs  will key-hole  the  
appropria te  doors  and windows and ente r to counte r any threa t. 
Five  (5) pe rson fas t teams should be  used for entry. In the  event 
of an immedia te  threa t a  fa s t team cons is ting of less  than 5 
pe rsons  may be  assembled and ente r to confront an assa ilant(s ). 

Non-Uniformed Sworn members  – Non-Uniformed sworn 
members  will respond to the  scene  and check in with the  pe rson 
in charge . If it is  e ssentia l tha t the  non-uniformed office r ente r the  
building/scene , it is  the  respons ibility of the  member to ensure  
tha t he /she  a re  wearing markings  tha t readily identify him/her as  
a  police  office r, to include  but not limited to, soft body a rmor with 
police  markings , ra id jacke t, load bearing ves t, pla te  ca rrie r or 
his /he r is sued traffic control ves t. If poss ible , a  non-uniformed 
member should be  ass igned to ente r the  scene  with a  uniformed 
office r. 

In a  disas te r or a  mass  casua lty incident, where  the re  is  no active  
threa t, uniforms  a re  not required for pe rsonne l to assume any 
duty: however, the  is sued traffic ves t should be  worn to make  a ll 
police  pe rsonne l readily identifiable . 
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Detectives  – Respond to des igna ted evacua tion loca tions  to 
begin inte rviews  and debriefings  of witnesses  or victims  until the  
scene  is  secure  and on scene  inves tiga tion can begin. Once  the  
scene  is  secure , de tectives  will a ss is t with the  inves tiga tive  
function as  ass igned. In non-crimina l incidents , a ll pe rsonne l will 
respond to the  s taging a rea  unless  dispa tched enroute . 

SSU Team – In an active  shooter, hostage , ba rricaded suspect 
incident SSU members  will immedia te ly deploy to the  loca tion to 
sea rch for, locate  and neutra lize  the  suspect(s ), if the re  is  s till an 
active  threa t,. Once  immedia te  threa ts  have  been neutra lized the  
SSU team will be  respons ible  for clearing and securing the  
building(s ). 

Black Hawk Communica tions  Cente r – Once  an Active  Critica l 
Incident is  confirmed, the  Black Hawk Dispa tch Cente r will re s trict 
intake  and response  to ca lls  to a s  a ll able  bodied commiss ioned 
personne l a re  directed to respond to an Active  Critica l Incide nt, 
the  Black Hawk Dispa tch Cente r may have  to reques t mutua l a id 
coverage  of priority ca lls . All non-emergency ca lle rs  will be  
ins tructed to file  a  report the  following day. Light duty 
commiss ioned personne l may be  utilized by the  Lieutenant to 
effect notifica tions , ca ll-ups  of additiona l pe rsonne l or any other 
required tasks  a s  needed. 

Public Information Officer – The  PIO will be  respons ible  for 
coordina ting news  media  pe rsonne l and the  re lease  of 
information. The  IC or PIO will des igna te  a  media  s taging a rea . 
Media  re leases  resulting from an Active  Critica l Incident may 
necessa rily need to be  coordina ted with other response  e lements  
including BHFD, EMS, school dis tricts , priva te  sector 
representa tives  and s ta te , county and federal agencies . The  PIO, 
in consulta tion with other responding agencies  will coordina te  the  
re lease  of information through the  Joint Information Cente r (J IC) 
if one  is  e s tablished. 

Comma nd Pos t 

The  Incident Command Post is  the  loca tion from which the  
Incident Commander oversees  a ll incident opera tions . Every 
incident mus t have  some form of an Incident Command Pos t and 
may be  loca ted in a  pa trol vehicle , tra ile r, tent, mobile  command 
cente r, or within a  building. Once  des igna ted it should be  kept 
isola ted from a ll of the  va rious  s taging a reas  to effective ly 
coordina te  a ll opera tions  and agencies  involved in the  incident. 
The  Negotia tion Team will be  respons ible  for ge tting the  mobile  
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command pos t vehicle  to the  es tablished command pos t s ite . If 
not a lready ass igned, Negotia tion Team membe rs  will conduct 
inte lligence  ga thering a t the  scene . The  Command Pos ts  should 
be  loca ted fa r enough from the  incident s ite  to remain safe  but 
close  enough to give  the  IC quick access  to the  s ite . The  IC will 
provide  and mainta in security a t the  command pos t. 

Mutua l Aid Response  by Black Hawk PD to Critica l Incide nts  Outs ide  of 
Black Hawk 

It is  recognized tha t law enforcement agencies  may be  
ove rwhe lmed by critica l incident re sponse  requirements  and tha t 
reques ts  for mutua l a id may not be  e ffective ly and e fficiently 
communica ted. The  Lieutenant, or Chief, upon reques t from a  
ne ighboring agency, may send on duty office rs , an SSU e lement 
to a  critica l incident within the  surrounding a rea . When poss ible , 
a t lea s t one  (1) Lieutenant will be  sent with any personne l 
a ss is ting othe r agencie s . One  (1) Sergeant pe r (4) 
Agents /Officers  should re spond. SSU may have  s lightly diffe rent 
s ta ffing makeup. SSU should deploy in Squads  or Teams  as  
the ir unit makeup dicta te s . SSU Commanding Officers  should be  
contacted prior to s ending e lements  of the ir teams. 

Othe r Cons ide ra tions  

a . Efforts  should be  made  to obta in floor plans  to the  
building and utility access  from inte rna l maintenance  
engineers  and utility companies . 

b. Specia l equipment and additiona l transporta tion 
should be  accessed through 

c. Public Works , Parks  and Recrea tion, Black Hawk 
Tramway, Gilpin County Schools  this  may include  
transporta tion to off-s ite  secured facilities  for 
debriefings  and reunifica tion of families . 

d. Air support and surve illance  from an agency with 
a ir support capabilities  (e .g. the  Denver Police  
Department or the  Jeffe rson County Sheriff’s  
Office ). 

e . Explos ive  ordinance  ass is tance  may be  reques ted as  
described in Genera l Orde r 9.04 Bomb 
Threa ts /Explos ive . 
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P os t Eve nt De mobiliza tion 

The  IC is  respons ible  for demobiliza tion a fte r the  event is  
comple ted. The  IC will ensure  tha t manpower needs  a re  be ing 
met but uninvolved members  will be  re leased back to the ir 
a ss ignments  or re leased from duty. All members  will be  
respons ible  for comple ting necessa ry reports , overtime  s lips , 
inventories  on mate ria l or equipment tha t needs  to be  replaced or 
repa ired or any other documenta tion. Specia lized equipment will 
be  inventoried and re turned to s torage  ready for immediate  use . 

 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Au thorized  by: 
S tephen  N. Cole        Da te : 02/27/2014 
Chie f o f Police  
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BLACK HAWK POLICE DEP ARTMENT  

S tandard  Opera ting  Procedure  
Chie f S tephen  N. Cole  

 
Date  Is s ued: 12/31/2013 
 

Subjec t: Crime  Scene  Inves tiga tion  Team      
 

TO: All Pers onne l     Da te  Revis ed : 09/02/2016 
 

 
Des crip tion: The  Black Hawk Police  Department has  formed a  Crime  Scene 
Inves tiga tion Unit, re fe rred to as  the  CSI Unit.  The  Black Hawk Police  
Department will se lect the  mos t qua lified candida tes  to represent the  department 
on the  team.  The  Black Hawk Police  Department has  deve loped s tandards  for 
eva lua ting perspective  candida tes  who if se lected as  a  team member mus t be  
capable  of pa rticipa ting in and performing specia lized inves tiga tive  activities . 
 
P rocedure: Members  of the  Crime Scene  Inves tiga tion Unit will rece ive  
specia lized tra ining and must have  a  proven record of exce llent pe rformance . 
The  nature  of the  team requires  tha t a ll members  mainta in a  profess iona l 
demeanor both on the  team and within the  department.  Having a  pos itive  
a ttitude  and demons tra ting leadership within the  organiza tion is  critica l to the  
se lection process .    
 
Due  to the  specia l demands  placed on the  team, a ll members  must work toge ther 
during s tressful s itua tions  and must be  able  to pe rform the  following activitie s  
often for severa l hours  a t a  time. 
 

1. Follow orders  and directives  as  we ll a s  take  directions , with 
a ttention to de ta il. 

2. S tay ca lm even in the  mos t s trenuous s itua tions . 
3. Be  able  to adapt to ever changing circumstances  and events . 
4. Have  a  reputa tion as  a  team player who takes  respons ibility for 

the ir actions , and be  known for the ir leve l headed thinking. 
5. Be  open to criticism from supervisors  and peers . 
6. Be  ava ilable  for tra ining and ca ll outs  a t a ll times  of day or night.  
7. Be  able  to rema in a t an inves tiga tion or diffe rent s ite s  of 
           inves tiga tion for prolonged periods  of time  and wea ther, without 
           compla int. 
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PART ONE: SELECTION 
 

I. Minimum s tandards  to apply for the  CSI Unit. 
 

A. The  process  for se lecting members  is  divided into three  a reas  
 

1)  Minimum s tandards  to apply for the  CSI.  
2)  Applica tion and inte rview phase .  
3)  P ractica l demons tra tion of abilities .   

 
B. PERSONNEL SELECTION 
 
Recognizing the  na ture  of CSI opera tions  requires  disciplined, phys ica lly fit, 
miss ion-capable  profess iona ls .  The  Black Hawk Police  Department CSI Unit will 
se lect its  members  through a  fa ir and non-discrimina tory process  which, 
measures  the  applicants  ability to be  tra ined in the  essentia l ta sks  deemed 
necessa ry for the  pe rformance  of the  CSI miss ion.  There  a re  ce rta in pe rsona lity 
tra its  and individua l abilities  necessa ry in the  make -up of a  CSI office r. Those  
pe rsona lity tra its  a re  courage , se lf-discipline , initia tive , decis iveness , 
respons ibility, loya lty and a  "teamwork" concept. The individua l abilities  a re  
phys ica lly fit, good motor coordina tion and the  ability to capably pe rform while  
under grea t s tress . Applicants  who have  these  tra its  and abilitie s  a re  usua lly 
capable  of be ing tra ined in the  essentia l tasks  required for the  CSI Unit.  The  
se lection process  will be  des igned to measure  the  qua lity of a  candida te  aga inst 
these  tra its  and abilities . The  se lection process  will be  a s  follows; 
 
 
B. Applica tion   
 

1. Qua lifica tions  to apply 
 

When announcement is  made  of a  CSI opening , applican ts  who mee t 
the  fo llowing  c rite ria  ma y apply; 

 
a . Are  full time sworn members  of the  Black Hawk Police  

Department 
b. Have  a  minimum of two years  with the  Black hawk Police   
           Department.  This  may be  waived with the  approva l of the  

Chief of Police . 
c. P resent a  le tte r of recommenda tion to CSI from the ir current  
           supervisor. 
d. They must be  willing to commit to two years  of se rvice  with 

the  Black  
           Hawk Police  Department a s  a  member of the  CSI Unit. 
e . Applicant’s  mos t recent eva lua tion mus t be  an 85% or 

above . 
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f. Inte rna l Affa irs  inves tiga tions  which, have  resulted in a  

sus ta ined viola tion of the  department’s  “use  of force” policy 
is  grounds  for removal from cons idera tion. Any supervisory 
inquiry or Inte rna l Affa irs  inves tiga tion which shows poor 
judgment on the  pa rt of the  applicant may be  grounds  for 
remova l from cons idera tion.  

 
2. Applica tion Process  

 
a . Applicants  mus t submit a  le tte r of inte res t and resume (No 

more  than one  page  each) to the ir supervisor. The  le tte r 
should show the  applicant’s  reasons to be  cons ide red for a  
pos ition on the  team.   

 
C. Tes ting  
 

1. Applicants  who mee t the  above  crite ria  will be  invited to te s t. 
Testing will cons is t of the  following e vents : 

 
 
Ora l Board  In te rview 
 

1. The  applicant will pa rticipa te  in an ora l inte rview in which a  se ries  of  
pre -deve loped ques tions  will be  a sked. The  inte rview pane l will  
cons is t of a  minimum of three  members  of the  CSI Unit. This  is  a        
scored event. 

 
P rac tica l Exerc is e  
 

1. For each tes ting pool, a  practica l e xercise  will be  adminis te red to 
eva lua te  an office r’s  ability to pe rform the  mos t bas ic duties  used 
during a  crime scene  inves tiga tion. 

2. The  office r be ing eva lua ted will be  scored on his /he r ability to 
es tablish a  crime scene , photograph and collect evidence  and 
document obse rva tions . 

3. Office rs  te s ting for the  CSI Unit will be  given the  same practica l 
exercise  for the  purpose  of eva lua tion. 
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D. Scoring  and  s e lec tion  
 

1. Results  of each of the  scored events  will be  compiled and weighted 
as  follows; 

 
a . Le tte r of Inte res t 20% 
b. Eva lua tion Score  10%  
c. Ora l Inte rview 70 % 

 
2. Once  the  scores  have  been compiled, a  lis t of the  applicants , 

ranked from the  highes t to lowes t scores , will be  crea ted.  In the  
event of a  tie , each office r’s  leve l of experience  and tra ining will be  
eva lua ted and awarded a  va lue .   An e ligibility lis t will be  completed 
and be  used for one  year from da te  of initia l opening. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Au thorized  by: 
S tephen  N. Cole        Da te :12/31/2013 
Chie f o f Police  
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BLACK HAWK POLICE DEP ARTMENT  

Standard  Opera ting  Procedure  
Chie f Stephen N. Co le  

 
Date  Is s ued : 04/30/09 
 

Sub jec t: Specia l Services  Unit       
 

TO: All Pers onne l     Revis ed  Date : 10/12/2016 
 

 
Procedure : The  Black Hawk police  Department in collabora tion with the  Gilpin 
County Sheriff’s  Department recognize  tha t a  highly-trained, highly-skilled tactical 
team will subs tantially reduce  the  risk of injury or loss of life  to citizens , police 
office rs  and suspects  during critical incidents. It is  the  intent of the  Black Hawk 
Police  Department in coopera tion with the  Gilpin County Sheriff’s  Department to 
provide  a  highly tra ined and skilled tactical team (Specia l Services  Unit – SSU) 
as  a  resource  for Gilpin County law enforcement agencies.   
 
The  goal of the  Special Services  Unit (SSU) is  to support the  Black Hawk Police 
Department and the  Gilpin County Sheriff’s  Department during critical incidents 
requiring enhanced skills  or capabilitie s . Police  and sheriff critical incidents  may 
include , but a re  not limited to, hos tage  situa tions , ba rricade  s itua tions, sniper 
s ituations , high-risk apprehension, high-risk warrant se rvice, personal protection 
de tails , special events , special a ssignments  and acts  of te rrorism.  
 
A. The  Special Service  Unit consists  of officers  assigned from a ll law   

enforcement agencies  within Gilpin County.  A tea m currently consis ts  of one  
team Commander, two tea m leaders  and 5 team me mbers .  Currently, the 
Black Hawk Police  Department has  4 me mbers  a ss igned to the  SSU team.     

 
B. The  SSU tea m sha ll follow current SOP (Crite ria  for joining SSU) s tandards 

for the  se lection of team me mbers . 
 
C. SSU Office rs  will ma inta in above  average firearms  scores  for a ll is sued 

weapons  and under all conditions .  In addition, team me mbers  will ma intain 
above  average  performance  eva lua tions  within the  department.  Me mbers  a re  
a lso required to pass  a  yearly physical agility te s t e s tablished by the  SSU 
commander. 

 
D. Me mbers  of the  SSU are  required to a ttend a ll trainings  es tablished by the 

team commander.  All training documenta tion will be  maintained by the  team 
leaders  and in the  officer’s  training and personnel file .  Although occasions  
may a rise , which keeps an office r from a ttending tra ining, each absence will 
be  taken into considera tion. 
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E. Me mbers  of the Black Hawk Police Departme nt who a re me mbers  of the SSU 
are  expected to mainta in the  highes t s tandards  of the  department and may be  
removed from the  team for subs tandard performance ; an inability to pe rform 
as  pa rt of a  team; and/or fail to mee t expecta tions se t by the  team 
commander or the  Chie f of Police.  The  Chie f of Police ’s  decision to remove  a  
Black Hawk Police  Department me mber from the  SSU is  final and can only be  
reversed by the Chie f of Police . 

 
F. If a  team me mber is  removed for any reason whe ther medical, adminis tra tive 

or other reason, the  me mber can be  re -ins ta ted to the  team a fte r receiving 
written pe rmiss ion from the  Chie f of Police .  The  me mber mus t a lso mee t a ll 
current s tandards  for the  SSU.  

 
The  SSU will be  equipped with functional uniforms , special weapons  and 
equipment necessa ry for e fficient and e ffective  deployment. The  Black Hawk 
Police  Department supervisor overseeing the  SSU sha ll be  responsible  for 
is suing special weapons  and equipment specifica lly owned by the  Black 
Hawk Police  Department.  Inspections  sha ll be  pe rformed and faulty 
equipment sha ll be  replaced as  needed.  A log of the equipment and 
maintenance  shall be  maintained by the  supervisor of the  team.  Special 
weapons  (AR-15) shall be  as signed to SSU me mbers  and serial numbers  will 
be  tracked and maintained.  The  weapons  will be  s tored at the  police  
department and deployed as  needed.  Howe ver, it is  recognized tha t the  AR-
15 weapon may be  temporarily assigned to an officer for longer pe riods of 
time  than the  individual’s  a ssigned shift to a ttend training or perform specific 
duties  with the pe rmiss ion of the  Chie f of Police .   

 
G. SSU me mbers  will re spond to any incident in a  time ly manner to e ffectively 

and sa fely resolve  a  critical incident.   The  SSU priority for hos tage  incidents , 
a rmed barricaded persons , sniper incidents; aggravated suicide  attempts , 
warrant se rvice  and other rela ted tactical events  is  containment and 
apprehension. 

 
H. When an incident occurs  inside  the  city limits  of Black Hawk, which requires  

the  response  of SSU, the  on-duty supervisor will notify the  Chief of Police  and 
the  SSU commander of the  need for a  response .  The  SSU commander will 
be  responsible  for activating the  team and hos tage  negotia tors  if necessa ry.  
The  Chie f of Police  a t any time  may activa te  or te rmina te  an SSU response . 

 
 When an incident occurs outside the  city limits  of Black Hawk, which requires 

the  response  of SSU, the  SSU commander will notify the  Chief of Police for 
approval.  The  team supervisor will be  respons ible  for activa ting the  team and 
hos tage  negotia tors  if necessa ry.  The  Chie f of Police  may modify or 
te rmina te  the  department’s  response  to any incident.  
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 The  on-duty supervisor will be  responsible  for containment of the incident 
utilizing a ll available  resource  until the  SSU commander a rrives  on scene .  

 
 When responding to a  high risk situa tion, the SSU me mbers  will re spond to a  

prede termined loca tion where  they will be  brie fed and given ins tructions, 
unless such circumstances  dicta te  an immediate  response  to the scene .  
When practical, the  Tactical Command Pos t will be separa te  and apart from 
the  Incident Command Pos t. 

 
 The  SSU Team Leaders  will pe rsonally contact SSU me mbers  to ensure  a ll 

pe rsonne l a re  notified, if a  me mber fa ils  to respond to a  page. 
 
 The  SSU Commander will be  responsible  for receiving and dissemina ting 

information ga thered from negotia tors  or other entitie s .  The  Commander will 
a lso be  responsible  on upda ting the  Chie f of Police  or his  designee  on any 
new information.  The  SSU commander will des igna te  a  secure  radio channel 
to be  used during tactical incidents . (CACP 160.12) 

 
 When necessa ry the  SSU Commander will reques t any specialized 

equipment such as  a  Personne l Rescue  Vehicle  (PRV) to be  brought to the  
Tactical Command Pos t by a  tra ined opera tor.  Specialized equipment may 
be  requested from other agencies  within the  region. The  SSU Team Leader 
will be  responsible  for de te rmining whe ther an evacua tion of injured persons 
can be  sa fe ly accomplished.  If an evacua tion is  necessa ry, tactical team 
me mbers  will use the  PRV or othe r authorized equipment to conduct the 
evacua tion. 

 
 Supervisors  and office rs  will avoid communicating with the  suspect(s), 

pending the  a rrival of trained negotia tors .  When circumstances  require 
communica ting with the  suspect(s), communica tion will be  kept to a  minimum 
until a  trained negotia tor a rrives . If a  trained negotia tor is  not available  the  
Chie f of Police  may authorize  a  subs titute . 

 
Any s itua tion where  the  tactical team is  required to use  force , including deadly 
force , mus t be  approved by the Chie f of police  or Sheriff if poss ible  and 
practical.   Nothing in this  policy is  intended to be  in conflict with s ta te  law or 
the  policies  for using force .   
 
A debrie fing will occur immedia te ly following the  event.  Information discussed 
will be  included in an a fte r-action report comple ted by the  SSU Tea m 
Leaders .  Afte r Action reports  will be  comple ted a t the  conclusion of any 
ma jor events  and training exercises.  This  will be accomplished within 48 
hours  a fter the  comple tion of the  event.  Afte r Action reports  will be  submitted 
to the  SSU Commander for review. 
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K. Only SSU tra ined me mbers  will deploy dis traction devices  or use  breaching 
techniques .    

 
L. The  SSU Commander is  responsible  for reviewing and approving tactical 

plans  prior to execution.  The  Chie f of Police  or Sheriff will a lso approve  the  
plans.  When appropriate  the  SSU Commander will notify the  District 
Attorney’s  Office  and any agency necessary.  

  
Supervisors  a re  responsible  for coordina ting and documenting the  
appropria te  training to include , but not limited to the  common techniques  and 
procedures  used during special operations . 
 
Prior to conducting the  special opera tion, all officers  involved will rece ive  the 
appropria te  training re la ted to the  type  of opera tion being conducted, to 
include , but not limited to: 
 

a . Officer Safe ty. 
b. Applicable  laws , procedures  and policies , to include , but are  not 

limited to aspects of entrapment and other legal and opera tional 
e lements . 

c. Stree t language , which might be  encountered and used. 
d. Proper a ttire  for the  loca tion and activity. 
e . Video and audio surveillance  equipment. 
f. Use  of back-up officers  and s ignals . 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
Authorized  by: 
Stephen N. Co le        Da te : 04/30/09 
Chie f o f Po lice  
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BLACK HAWK POLICE DEP ARTMENT 

Standard  Opera ting  Procedure  
Chie f Stephen N. Co le  

 
Date  Is s ued : 02/24/2010 
 

Sub jec t: Vic tim Advoca te  Reports  
 

TO: All Pers onne l     Revis ed  Date : 10/12/2016 

 
 

 
Procedure : It is  the  Policy of the  Black Hawk Police  Department to 
provide  copies  of reports  to the  Victim Advoca te  pe r the  Victim’s  Rights  
Act in a  time ly manner. A victim advoca te  bulle tin is  printed every Monday 
for the  previous week prior to comple ting a media release .  This  bulletin is  
emailed to the  Victim Advoca tes  office .  The Victim Advoca tes  generally 
have  access to reports  held by the police  department to fulfill their 
obliga tion under the  Victim’s  Rights  Act. .  Information on cases  tha t a re 
sens itive  and being actively inves tiga ted may be  limited to bas ic 
information as  required by law. Afte r this  bulle tin is  emailed to the  victim 
advoca tes , they will send an email or request copies  of se lected reports .  
These  cases  will be  emailed to the  Victim Advoca tes . 
 
This  bulle tin report will be  used to cross -re fe rence  the  Case  Regis ter 
report described in wha t policy.  Reports  tha t need to be forwarded to 
othe r city departments  will be  loca ted on this  report. (On some incidents 
such as  public injury accidents  it is  the  respons ibility of Records  to identify 
those  cases  and forward them to the  City Manager’s  Office  and Public 
Works  in a  time ly fashion).    
 
To  Run the  Vic tim Advoca te  Bulle tin: 
 
 # Login to E-Force 
 # Se lect Reports  at the  top of the  screen – Left Click to select. 
 # Reports  – Left Click 
 # Reports  – Left Click 
 # Bulle tin – Left Click 
 # Date  reported  
 # Ente r the  previous  Monday da te  – tab 
 # Ente r the  previous  Sunday – Enter or le ft click on “Search Local” 

button 
 # This  is  the  previous  week lis t for the  victim advoca tes  
 # Left Click on the  “Print” button 
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This  is  a  lis t of the  previous  week cases  but with a  little  more  de ta il than 
the  Case  Regis te r Report. 
 
 # Left Click on the  “Email” button 
 # Send the bulle tin to everyone  on the County lis t (only one can be 

emailed a t a  time): 
 # s moon@co.gilpin.co.us  
 # jlus t@co.gilpin.co.us  
 # rlibe ra tore@co.gilpin.co.us  
 
Afte r the Victim Advoca tes  receive  this  bulle tin they will send an email 
back with the  case  reports  they want. 
 
Reports  to  be  emailed  to  Vic tim  Advoca tes : 
 
Once  the Victim Advoca tes  send the ir reques t for a  police  report, ensure 
a ll reports  have  been approved by a  se rgeant.   If any of the  reports  
reques ted a re  not approved notify the  Victim Advoca tes  Office .   
Notify the  Victims  Advoca tes  Office  as  soon as  the  report has  been 
approved. 
 # Search – le ft click 
 # Event – le ft click 
 # Event No – le ft click 
o Ente r the  event number – ente r 
 # Left Click on the  event in the  lis t 
 # Report Print Options  – Left click 
o Standard Report – is  the  de fault 
o  Synops is  – le ft click (this should put a  check in the  box) 
o  Inves tiga tion – le ft click (this  should put a  check in the  box) 
o  Involved Arrest Detail – le ft click (this  should put a  check in the  box) 
o  Supplements  – le ft click (this  will de -select the supplements ) 
 # Crea te  Report Button – le ft click  
 # Email – le ft click 
o Type  in the  email address  (addresses a re  not saved in the sys tem) 
o Type  a  message  if a  message  needs  to be  sent 
 # Release  – le ft click 
o Type  in the  name and department of who the  report was  re leased to – 
ente r or le ft click on “next” button 
o Finish – le ft click on this  button 
 
 
Authorized  by: 
Stephen N. Co le        Da te : 02/24/2010 
Chie f o f Po lice  
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BLACK HAWK POLICE DEP ARTMENT  

Standard  Opera ting  Procedure  
Chie f Stephen N. Co le  

 
Date  Is s ued : 1/30/2014 
 

Sub jec t: Po lice  Office r Panic  Ala rms       
 

TO: All Pers onne l     Da te  Revis ed : 02/06/15 

 
 
Procedure : Officers  may initia te  a  reques t for an emergency response  from 
other law enforcement pe rsonnel by asking for emergency cover or by pressing 
the  PANIC button on their radio.  This  policy describes  the  s teps  needed to 
acknowledge  and disable  the  ala rm. 
 
When a  Panic Ala rm is  initia ted by an Office r, the Communica tions Office r will 
pe rform the  following s teps  to deactiva te  the  ala rm: 
 

I. The  Communica tions  Officer will disable  the Panic Ala rm by utilizing 
the  radio console . The  Panic Alarm ca n be  disabled by: 

 
A. Expanding the  Black Hawk PD designa tor box by clicking on the  

downward pointing arrow. 
  
B. Sta rting a t the bottom of the  expanded box, click the  red buttons 

in the  order tha t they turn red. 
  
C. When the  Black Hawk PD des igna tor box is  no longer outlined 

in red, the  ala rm has  been comple tely disabled. 
 
Note : If the  Black Hawk PD des igna tor box is  s till outlined in red , but the  a la rm is  
no longer active , a  s tep to comple tely disabling the  a larm was  missed. The  actual 
a larm should be  turned off and the  Communica tions  Officer should be  able  to 
transmit over this channel. 
 

II. IF THE OFFICER IS ON A CALL or IF THE OFFICER IS INSIDE A 
CASINO, the  Communica tions  Officer will immedia te ly activa te  the 
ALERT 2 tone . 

 



 

Police Officer Panic Alarms       Page 2 of 2 

III. IF THE OFFICER IS NOT ON A CALL, the  Communica tions  Office r 
will try to contact the  Officer one  time  to ensure  it was  not a  
mechanica l e rror or an accidental activa tion. If the re  is  no contact a fte r 
one  a ttempt, the  Communica tions  Office r will immedia te ly activa te  the  
ALERT 2 tone .  

 
IV. Afte r the  Ale rt 2 tone , the  Communica tions  Officer will a ssign 

appropria te  cover ca rs . The  Dispa tcher will ve rbally identify the 
Officer’s  ca ll number and give  the  la s t known loca tion and the  nature  of 
the  call the  Office r was  assigned. 

 
Exa mple : “420, 419 cover 401, Officer initia ted panic ala rm. Las t 
known loca tion the ft call a t the  Isle” 

 
V.  The  Dispa tcher will broadcas t any information i.e . descriptions  of 

suspects  or vehicles  to responding office rs .   
 
VI. Afte r all the  information has been aire d and the  assigned cover ca rs 

a re  responding the  Dispa tcher, Supervisor or Office r may decla re 
“Emergency Tra ffic Only” on the  channel. 

 
A. In the event tha t “Emergency Tra ffic Only” is  a ired, it will remain 

in e ffect until an Office r on scene  advises  emergency tra ffic can 
be  te rmina ted. 

 
B. Emergency radio traffic will consis t of radio tra ffic rela ted to this 

specific incident i.e . cover ca rs  calling in route  and a rrival. All 
othe r radio tra ffic will be  conducted on a  secondary channel. 

 
VII. If the Office r who is reques ting assis tance  is  inside  of a  casino, the 

Communica tions  Officer will a ttempt to contact the Security or 
Surve illance  Department in an a ttempt to find the  exact loca tion of the 
Officer and to gather information about the  incident.  

 
VIII. The  Shift Supervisor will be notified. 
 
IX. It is  the  responsibility of the  Dispa tcher to reasonably de termine  if any 

accidental activations  a re , in fact, accidental. 
 

 
 
 
 
Authorized  by: 
Stephen N. Co le       Da te : 01/30/2014 
Chie f o f Po lice  
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BLACK HAWK POLICE DEP ARTMENT  

Standard  Opera ting  Procedure  
Chie f Stephen N. Co le  

 
Date  Is s ued : 07-23-2009 
 

Sub jec t: Pandemic  Flu        
 

TO: All Pers onne l     Revis ed  Date : 

 
 

Procedure : The  following guidelines  a re  being provided to employees  to help 
mitiga te  the  impact of a  pandemic flu outbreak.  The  information contained in this 
document was  obta ined from the  CDC, CDPHE and other medica l and law 
enforcement sources .  The  guidelines  are  intended to help employees 
unders tand the  s teps  the  Black Hawk Police  Department is  taking to maintain 
se rvice  should an outbreak occur.  It is  also intended to help employees protect 
themse lves  and the ir families  during an outbreak. This  document cons is ts  of two 
parts ; the  firs t addresses  general information concerning the  H1N1 influenza  
while  the  second addresses  the  Black Hawk Police  Department’s  opera tions .        
 
The  information in Part 1 is  intended to help employees  unders tand the  H1N1 
virus  also known as  the  swine  flu.  It includes  procedures  to prevent or mitiga te  
the  possible transmiss ion of the  disease  within their respective  families  or 
workplace .  If an employee  or family me mber should become ill the  employee  is  
ultimate ly responsible  for de te rmining the  need to seek medical help.     
 
NOVEL INFLUENZA A (H1N1)  
 
Symptoms  o f H1N1 
 

# Persons  with swine -origin influenza  A (H1N1) virus  should be  considered 
infectious  from 1 day before  to 7 days  following the  onse t of the  illness . 
Pe rsons  who continue  to be  ill longer than 7 days  a fte r the  onse t of the 
illness  should be  considered potentially contagious  until symptoms have  
been resolved. 

# Infected persons  should remain home or in volunta ry isola tion for a t leas t 
7 days  or a fte r symptoms have  subs ided for at leas t 24 hours . 

# Symptoms  may include  fever, cough, sore  throa t, body aches , headache , 
chills , and fa tigue . Some people  have  reported dia rrhea  and vomiting.   

# Severity can vary from mild to severe .  
# Some pa tients  may suffe r or develop pneumonia , respira tory failure.  In 

some cases  dea th may occur. 
# Individuals  with chronic medica l conditions  may be  more  susceptible  to 

complica tions .   
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# Bacte ria l infections  can occur a t the same time  or a fte r the  initial infection 
tha t can lead to pneumonias , ear infections , or s inus  infections . 

# It is  expected tha t mos t people  will recover without needing medical care .  
If you have  severe  illness  or you a re  a t high risk for flu complica tions , 
contact your health ca re provider or seek medical care . 
 

Trans mis s ion o f H1N1 
 

# The  primary method of trans mitting the  virus is  from person to pe rson in 
respira tory drople ts  from coughs  and sneezes  prope lled through the air 
and deposited on the  nose  or mouth of nearby people .    

# Infection can also occur when a  pe rson touches  a  surface tha t ha s  been 
exposed to drople ts  and the  person touches the ir nose  or mouth without 
washing their hands . 

 
Treatment  
 

# Check with a  hea lth ca re  provide r. 
# Stay home for 7 days  a fter symptoms begin or until you have  been 

symptom free  for 24 hours . 
# Ge t res t. 
# Drink clea r fluids  such as  wa te r, broth, and/or sports  drinks to keep from 

be ing dehydra ted. 
# Be  watchful for warning signs  that you may need medica l help. 
# Antiviral medica tions  may lessen symptoms but mos t people  will not need 

them.  Antiviral medica tions may be  beneficial to high risk groups who a re 
a t-risk for flu complica tions .   

# Some people  may need to take  antibiotics  to avoid bacte rial infections tha t 
sometimes  occur.   

# Do not give  aspirin to children or teenagers who have  the  flu; this  can 
cause  a  ra re  but se rious  illness  called Reye’s  syndrome. 

# Teenagers  with the  flu may take  medicines  without aspirin, such as 
ace taminophen and ibuprofen to re lieve  symptoms. 

# Children under the  age  of 4 years  of age  should not be  given over-the-
counte r medica tions  without speaking to a  doctor. 

# Over the  counte r cold and flu medica tions  may he lp le ssen some  
symptoms. 

# Seek medica l care  immedia te ly if a  sick pe rson has : 
#  Difficulty brea thing, fa s t breathing or ches t pain; 
#  Purple of blue  discolora tion of the  lips  or skin; 
#  Severe  or pe rsis tent vomiting and unable  to keep liquids  down; 
#  Have  s igns  of dehydra tion such as  dizziness  or an absence  of 

urina tion; 
#  Flu like  symptoms improve  but then re turn with a  fever and worse 

cough; 
#  Has  se izures ; 
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#  Becomes  less  responsive  than normal or becomes  confused.  
 

S taying  Home Sick  
 

Employees  with infected family me mbers  will be  at a  grea te r risk of 
contracting H1N1 unless  all family me mbers  take  appropria te  precautions .      
# Keep a  sick pa tient separa te  from common a reas  of the house . 
# Sick pa tients  should not leave  the  home unless  necessa ry to seek medica l 

ca re . If a  patient needs  to leave  home to s eek medica l care  the  patient 
should wear a  loose  fitting surgical mask. 

# The  sick person should use  a  ba throom separa te  from the  res t of the  
family, if possible . 

# Keep common a reas  clean. 
# Use  paper towels  to dry hands  and avoid sharing towels .  
# Wash hands  frequently with soap and wate r or an alcohol based hand rub.  
# Limit a  sick person’s  exposure  to one family member if possible . 
# Maintain good ventila tion in common a reas . 
# Avoid face  to face  contact. 
# Wear a  face mask such as  a  surgical mask or N95 disposable  respirator.  

N95 face  mask can be  difficult to brea the  through for long periods  of time .  
Don’t re -use  the  face  mask. Wash hands  immedia te ly a fte r disposing of 
the  mask or gloves. 

# Dispose  of masks  e tc. in the  trash a fte r each use . 
# Wash hands  a fte r handling dishes  or ea ting utensils  used be  a  s ick 

pe rson. 
# Care fully handle  soiled clothing and linens  to avoid contamina tion.   

 
When to  Was h Hands  (genera l s ugges tions ) 
 

# Before  and a fte r process ing a  prisoner. 
# Afte r cleaning a  pa trol ca r or office  a rea . 
# Before  preparing or ea ting food. 
# Afte r going to the  ba throom. 
# Afte r changing diapers  or cleaning a  child who has  gone to the ba throom. 
# Before  and a fte r ca ring for someone  who is  s ick. 
# Afte r handling uncooked foods . 
# Afte r blowing your nose , coughing, or sneezing. 
# Afte r handling animal was te . 
# Afte r handling garbage . 
# Before  and a fte r treating a  wound. 
# Afte r handling items  conta mina ted by flood wate r or sewage . 
# When hands  a re  visibly dirty. 
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Preve ntion (genera l p rocedures ) 
 

# If ava ilable , employees  and their families  a re  encouraged to seek flu 
vaccines prior to the  beginning of the  flu season.   

# Maintain a  healthy life s tyle  including adequa te  s leep, exercise , and a  
hea lthy die t. 

# Utilize  contamina tion reduction supplies  available  to all police  pe rsonnel.     
# Become fa milia r with prevention information provided by the  Department 

a long with other sources  in advance of the pandemic.  
# Cover coughs  and sneezes . 
# Clean hands  with soap and wate r or alcohol based hand rub often. 
# Avoid close  contact with others  who may be  ill. 

 
Clean and  d is infect ha rd  s urfaces  and  items  in  homes  and  s choo ls      
 

# Follow label ins tructions  ca re fully when using disinfectants  and cleaners .  
# Pay a ttention to any hazard warnings  and ins tructions  on the  labels  for 

us ing personal protective  items  (such as  household gloves).  
# Do not mix dis infectants  and cleaners  unless the  labels  indica te  it is  sa fe  

to do so.  Combining certain products  (such as  chlorine  blea ch and 
ammonia  cleaners ) can be  harmful, re sulting in se rious  injury or dea th.  

# Keep hard surfaces  like kitchen countertops , table tops , desktops , and 
ba throom surfaces  clean and disinfected.   

# Clean surfaces  with a  commercia l product that is  both a  de terge nt (cleans) 
and a  dis infectant (kills  ge rms). These  products  can be  used when 
surfaces  are  not vis ibly dirty.  

# Another way to clean surfaces  is  to wash the  surface  with a  general 
household cleaner (soap or de tergent), rinse  with wa te r, and follow with a 
disinfectant. This method should be  used for visibly dirty surfaces .  Use 
disinfectants  on surfaces  tha t a re  touched often. Clean the  surface  as 
expla ined above  before  us ing disinfectants .  

# If disinfectants  are  not ava ilable , use  a  chlorine  bleach solution made  by 
adding 1 tablespoon of bleach to a  quart (4 cups) of wa te r; use  a  cloth to 
apply this  to surfaces  and le t s tand for 3 to 5 minutes  be fore  rinsing with 
clean wate r. (For a  larger supply of disinfectant, add ¼ cup of bleach to a  
ga llon [16 cups] of wa te r.)  

# Wear gloves  to protect your hands  when working with s trong bleach 
solutions . 

# Keep surfaces  touched by more  than one  person clean and disinfected. 
Exa mples  of these  surfaces  include  doorknobs , re frigera tor door handles , 
and microwaves .  Clean with a  combina tion de te rgent and disinfectant 
product or use a  cleaner firs t, rinse  the  surface  thoroughly, and then follow 
with a  disinfectant.  

# Use  sanitizer cloths  to wipe  e lectronic items  tha t a re  touched often, such 
as  phones , compute rs , remote  controls , and hand-held games .  
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# Use  sanitizer cloths  to wipe  ca r door handles , the  s tee ring whee l, and the 
gear shift of personal vehicles  if shared by others . 
 

Laundry p rocedures  
 

# Gently ga ther soiled clothing, bedding, and linens  without crea ting a  lot of 
motion or fluffing. Do not shake  shee ts  when removing them from the  bed.  

# Clean your hands  afte r handling soiled laundry items . 
# Use  washing machine  cycles , de te rgents , and laundry additives  (like 

softener) a s you normally do; follow label ins tructions  for de tergents and 
additives .  

# Dry the  cleaned laundry items  as  you normally do, selecting the  dryer 
tempera ture  for the types  of fabrics  in the  load.  Line or air-drying can be  
used to dry items  when machine  drying is  not indica ted.  

# Clean your hands  before  removing cle an laundry from the  washer or 
dryer, e specially if you have  coughed or sneezed on your hands . 

 
Soc ia l Dis tanc ing   
 

Social distancing is  the  process  of limiting contacts  be tween individuals to 
reduce  the  chance  of spreading a  disease .  The  CDC or local health 
department may recommend socia l dis tancing as  a  method for reducing the 
spread of infection. 
# Community Social Distancing includes  banning public ga therings  and 

closing schools , ma lls , thea ters , sporting events , and nonessential 
workplaces . 

# Personal Social Dis tancing includes elimina ting handshaking, increasing 
phys ical separa tion of pe rsons  a t work and e limina ting nonessential 
mee tings .   

 
Home Packs  fo r Family Members  
 

The  ca re  and well-being of our employees  is  the  number one  priority and is  
pa ramount to ensuring our ability to professiona lly se rve  the  public.  Remind 
your family of some bas ic rules : 
# Practice social dis tancing to reduce  exposure  to infected individuals . 
# Wash your hands  often with soap and wate r and/or alcohol. 
# Cover your cough. 
# Wear a  s imple  procedure  mask if you a re  within 6 fee t of anyone  who is  ill. 
# Clean surfaces  tha t may be  contamina ted. 
# Exchange  your emergency contact information with family and neighbors . 
# Arrange  for someone  to check on your family. 
One  sugges tion is  for each family to crea te  an “Employee  Support Pack” or 
“Home Pack”.  Sugges ted items  include  the  following: 
# 1 box of 30-50 procedure  or surgical masks . 
# 1 box of la tex gloves  (box of 50). 
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# Small containe rs of alcohol based hand cleaners . 
# Surface  disinfectant wipes  such as  Clorox wipes . 
In addition, if you are  caring for a  sick family me mber you may need: 
# Disposable  gowns  
# Eye  protection 
Gowns  and gloves  can be  purchased on the inte rne t a t:  

www.life -assis t.com  
www.e xce lgloves .com 
www.boundtree .com 

Other items  can be  purchased a t drug s tores  or Cos tco. 
 
BLACK HAWK PANDEMIC EMERGENCY ACTION PLAN 
 
The  Black Hawk Police  Department will utilize the  National Incident Management 
Sys te m (NIMS) and the  Chie f of Police  will se rve  as  the  Incident Commander.  
The  EOC will become opera tional in Gilpin County if needed during a pandemic 
event. This  emergency action plan is  designed to be  flexible  and may be  
modified when circumstances  and situations  change .    
 
As s umptions  
 

# The  World Health Organiza tion (WHO) and the  Cente r for Disease Control 
have  heightened global, na tional and local surve illance.  

# The  City of Black Hawk may not be  able  to re ly on mutua l aid  resources 
such as  County, Sta te  or Federal a ssistance . 

# A vaccine  may not be  ava ilable . 
# Antivirals  may be  in short supply. 
# The  number of pa tients  may overwhe lm a rea  hospitals  and doctors 

offices . 
# Social dis tancing may be  encouraged tha t would include  closing schools , 

community cente rs, canceling public events  e tc. 
# 30 to 50 percent of employees may be  ill or unable  to work. 

 
Six Phas es  o f a  Pandemic  
 
 Inte rpandemic Period 

Phase  1 - No new influenza  subtypes  have  been de tected in humans . If 
present in animals  the  risk of human infection is  considered low.  

Phase  2-No new influenza  subtypes  have been de tected in humans .  
However, a  circula ting animal virus  subtype  poses  a  risk of 
human disease . 

 Pandemic Ale rt Pe riod 
Phase  3- Human infection has  occurred with a  new subtype  but no human 

to human spread has  occurred except in isola ted cases . 
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Phase  4 - Small clus te rs  of infection has  occurred with limited human to 
human trans miss ion but the  spread is  highly localized 
sugges ting the  virus  is  not we ll adapted to huma ns . 

Phase  5 - Larger clus te rs  of infection has  occurred but human to human 
spread is  s till localized, suggesting the  virus is  becoming 
increasingly be tte r adapted to humans  but may not be  fully 
transmiss ible . (Subs tantial pandemic risk) 

 Pandemic Period 
Phase  6 - Pandemic: Increased and sus ta ined transmiss ion of the  virus  in 

the  general popula tion.      
 
P lan Implementa tion and  Notifica tion 
 

This  plan may be  activa ted by the  City Manager or the  Chie f of Police .  The  
decision will be  based on information received from the  CDPHE and the  CDC 
coupled with local information on the  H1N1 virus . All employees will be 
notified in advance  when the  plan is  be ing imple mented.  Employees  will be 
given subsequent assignments  and information.  Information will routinely be  
provided to employees  regarding the  s ta tus  of the  outbreak.  

 
Emergenc y Shift As s ignments  and  Sta ffing   
 

Pa trol, Records , and Dispa tch services  will utilize  e s tablished s ta ffing plans to 
s ta ff their respective  work a reas  anticipa ting a  50 percent vacancy ra te  due  to 
illness .  The  goal will be  to mainta in basic se rvices . All police  pe rsonnel are 
cons idered essentia l within the  police  department.   Minimum s ta ffing levels 
a re  a s  follows: 

# Chie f – 1 supervisor (8 to 5, M-F) 
# Sergeant – 1 supervisor (Shift a ssignment) 
# Pa trol – 2 commiss ioned office rs , may include a supervisor (Shift 

a ss ignment) 
# Records  – 1 employee  (8 to 5, M-F) 
# Dispa tch – 1 employee (Shift a ssignment)  
# Admin/Evid Tech – 1 employee  (8 to 5, M-F)  

In the event it becomes  more  difficult to staff the police department due  to 
illnesses associa ted with a  normal flu season and/or the  H1N1 virus , the 
department may adopt an a lte rna tive  work schedule.  However, s ta ffing 
decisions  will be  flexible and based on the situation.  The  primary schedule  
for the  department will be  a s  follows: 

# Chie f:   5-8 hour shift or a s  needed 
# Pa trol:     4-10 hour shifts  or 12 hour shifts  a s  needed 
# Records :   4-10 hour shifts  or 5-8 hour shifts  
# Dispa tch:   4-10 hour shifts  or 12 hour shifts  
# Admin/Evid Tech: 4-10 hour shift or 5-8 hour shifts  

It is  possible  tha t supervisors  may a lso fall ill during the  pe riod.  As  a  result, 
senior office rs , normally Level 4 office rs , will a ssume the  duties pe rformed by 
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supervisors, if needed.  The  Departments  exis ting procedures will be  
followed.  Detectives will be considered part of our pa trol force  and will be 
ass igned to a  shift in uniform.  The  Dispa tch Cente r will ma intain one  (1) 
dispatcher on duty a t a  time .  A high number of absences  may require  the 
department to shift dispa tch se rvices  to Gilpin County or to temporarily 
combine  se rvices  a t e ithe r loca tion.  

  
Info rmation Office r – Supervis o r 
 

Information is  critical during a  pandemic for employees  and the  public.  As  a 
result, one  employee  will play a  key role  in collecting and dissemina ting 
information. A supervisor or designee  will pe rform the  following duties  
# Collect information a t 24 hour intervals  on employees  who a re  s ick in a ll 

departments . 
# Collect information on Ambulance /Fire  calls  for s ick pa tients  in BH. 
# Dete rmine  bed ava ilability a t area  hospitals  in Denver. 
# Dissemina te  the  la te s t CDC/CDPHE information to employees  via  email. 
# Monitor Ambulance  and Fire  pe rsonnel s ta ffing and availability. 
# Genera te  a  daily s ta tus  report.   
# Collect information on Central City/Gilpin County firs t re sponder 

ava ilability. 
# Utilize  the  Code  Red Emergency Sys te m as  needed. 

 
Code  Red  Emergency no tifica tion   
 

# The  Code  Red Emergency notifica tion sys tem may be  used to provide 
upda tes  and critical information to s ta ff me mbers  and the  public. 

# Notifica tion may include  information on medical se rvices , which may 
include  vaccine  and/or antiviral dis tribution points  or central loca tions  for 
trea tment. 

 
Abs ence  from work 
 

# Employees  should notify their supervisor immedia te ly when it is  
de te rmined they will not be  able  to report to work.  Employees  mus t be  
symptom free  for 24 hours  be fore  re turning to work.   

# Employees  can be  contagious  the  day before the  onse t of symptoms and 
it’s  poss ible  tha t an employee  could become ill while  a t work.  If an 
employee  becomes  ill during his/he r shift the  supervisor should be  notified 
immedia te ly and regardless  of s ta ffing the  employee  will be  relieved from 
duty.  Areas  where  the  employee  has had contact should be  conside red 
contamina ted and should be  cleaned.  

# Employees  should remain home and avoids  travel if absent due  to an 
illness  a ssocia ted with the  H1N1 virus .  
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Genera l Info rmation  
 

# We anticipa te  tha t 30 to 50 percent of our work force  will be unavailable  to 
work if schools , daycare centers , and workplaces a re  closed.  Hea lthy 
employees  may find themse lves  s taying home to ca re  for children and/or 
family me mber.  The  department will utilize  a  combina tion of schedules  to 
accommodate  employees  when poss ible  to mainta in s ta ffing. 

# In the  event relie f officers  a re  unavailable  or cannot be contacted, on-duty 
office rs  may be  required to remain in Black Hawk for an extended period 
of time .  Office rs  may be  quartered in a  hote l, Fire  Department, or othe r 
facility to maintain public safe ty functions . Employees  will be appropriately 
compensa ted during an emergency. 

# Only basic se rvices  will be  provided during a  pandemic outbreak.  
Se rvices  such as  PBT’s , evidence  releases, non-criminal fingerprinting, 
and mee tings  in general will be  discontinued when poss ible .   

# Court may be  canceled during a  pandemic outbreak.    
# Telecommuting cannot be  accomplished for emergency responders .   
# Employees  a t work may find themse lves  assis ting the  Ambulance Service , 

Fire  Department and other city departments  in performing critical duties  
due  to vacancies  within thos e  departments  due  to illness .  In addition, we  
may be  asked to ass is t Central City and Gilpin County with providing 
se rvice .  The  decision to assis t Central City and Gilpin County will be 
made  on a  case  by case  bas is. 

# The  Ambulance Director will deve lop policies regarding the  transporta tion 
of individuals  who a re  ill, but not in cus tody.  

 
Recommenda tions  fo r Ambula nce , Fire fighte rs , and  Po lice  
 

# Ge t up to da te  information on H1N1 from loca l public health office (Gilpin 
County), s tate  health department (CDPHE), and/or CDC.  

# If a  firs t re sponder becomes  ill, s tay home, avoid contact with others , and 
don’t travel, go to work, or a ttend school.  Avoid contact with others for 7 
days  a fter your symptoms begin or until you have  been symptom-free  for 
24 hours. 

# Personnel should s tay more  than 6 fee t away from pa tients  exhibiting 
H1N1 symptoms and use  appropria te  droplet precautions  while  assessing 
pa tients . 

# Assess  a  pa tient for acute  febrile  respiratory illness  such as  a  fever plus 
one  of the  following: nasal conges tion/rhinorrhea , sore  throa t, or cough.  If 
no symptoms a re  present, trea t a s normal. 

# Wear appropria te  pe rsonal protective  equipment (PPE) before  entering 
the  scene  if H1N1 is  suspected. 

# EMS providers  may place a  surgical mask on the  ill pa tient if tolera ted  to 
reduce  any potential exposure .  

# Use  good respira tory hygiene . Cough into your s leeve  or hands  to avoid 
spreading drople ts .   
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# Use  hand disinfectant a fter contact with a  s ick pe rson, which includes  
washing hands  with soap and wate r for a t leas t 20 seconds  followed by an 
a lcohol based disinfectant. 

# Wipe  down handcuffs  or other equipment, if used, with soap and wate r 
followed by disinfectant while  being care ful not to damage  equipment.  

# Evidence  obtained from suspects  who may be  ill should be  trea ted as 
contamina ted and packaged appropria tely with a  nota tion on the 
packaging tha t it was  taken from an ill pe rson.  

# PPE equipment may include : 
#  N95 respira tors  
#  Surgical masks  
#  Face  masks  
#  Eye  protection 
#  Non-s te rile  gloves 

# Employees  should also have  the  following ite ms  ava ilable  to help prevent 
contamina tion: 
#  Biohazard bags  
#  Alcohol based hand rub 

# Every employee  will initia lly be  is sued a  PPE kit, which would include : 
#  2 respirators  
#  2 surgical masks  
#  1 Eye  Shield (re-usable) 
#  4 se ts  of non-s terile  gloves 
#  2 Biohazard bags  
#  1 bottle  of alcohol hand rub 

 
PPE Equipme nt  
 

PPE equipment includes :  
# Fit te s ted N95 respira tors  or surgical mask.  The  N95 face  mask can be  

difficult to brea the  through for long periods  of time .  Don’t re -use  the  face 
mask and dispose  of it immedia te ly.  Wash hands immedia tely a fte r 
disposing of the  mask or gloves . (Information on the  effectiveness of 
facemasks  and respira tors  for reducing the  risk of H1N1 infection in 
community se ttings  is  limited. The  mask can reduce  the  potentia l of 
infection on confirmed cases  coupled with other s teps .) 

# Eye  protection i.e . goggles  or an eye  shie ld may be  worn when in close 
contact with persons  suffe ring from H1N1.  However, the  risk is  lower for 
contamina tion through the eyes unless  the  patient is  spraying drople ts  into 
the  air by coughing or sneezing.   

# Disposable  non-s te rile  gloves  should be  worn when touching a  pe rson 
suspected of being ill.  Gloves  should a lso be  worn when handling their 
pe rsonal items .  Afte r using gloves  they should be removed before  re -
ente ring a  police  vehicle  or touching areas  such as  the  nose  of mouth.  
Care  should be used not to touch a reas  with potentia lly contamina ted 
la tex gloves  or contamina ted bare  hands .  Contamina ted or used items  
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should be  placed in trash cans  or placed in a  bio-hazard bags  loca ted in 
each pa trol ca r for subsequent disposal.     

 
Recommenda tions  fo r Dis patchers   
 

Dispa tchers  a re  respons ible  for evalua ting ALL ca lls  or events  to dete rmine  
the  potential risk to firs t re sponders .    
# Ques tion all callers  to de te rmine  if anyone a t the  loca tion is  poss ibly 

a fflicted with H1N1 and communica te  the risk to firs t re sponders  be fore 
a rrival.  

# Dispa tchers  should a lways  ask if anyone  has  “acute  febrile  respira tory 
illness” including nasal conges tion, fever, or othe r flu like  symptoms. 

# PSAP’s  should coordina te  with EMS Director for specific ins tructions . 
 

Arres ts  and  Pris oners  
 

Arres ts  
# In misdemeanor a rres t cases , office rs  will give  cita tions  to known ill 

pe rsons  as  opposed to making physical a rrests  and transporting them.  
If there  is  a  manda tory a rres t required the  office r will take  proper sa fe ty 
precautions . In felony cases , prisoners  will be processed and released 
when poss ible  or taken directly to the  Gilpin County Jail.  Policy will be  
contingent upon Gilpin County Ja il procedures.    

Screening of prisoners  
Officers  should comple te  a  prisoner screening form prior to booking which will 
include  the  following questions : 

# Do you have  a  fever?  
# Do you have  a  cough?  
# Are  you having difficulty brea thing?  
# Do you have  muscle  aches  or pain?  
If a  prisoner answers  YES to two or more  of these  ques tions  and the 
reason is  not obvious , a sk the  following ques tions : 
# Have  you traveled to an endemic region and re turned within the  past 

few days?  
# Have  you been near anyone  who has  shown s igns  of being ill?  
# Have  you been diagnosed or informed tha t you have  H1N1?  

Booking prisoners  
Process ing potentially ill prisoners  should include  the  following: 

# During booking the  employee  should be  cognizant of the  potential for 
exposure .  Office rs should wear la tex gloves , N95 respirator, and ask 
the  pe rson being fingerprinted to wear a  surgica l mask if possible .   

# The  offender and office r should wash the ir hands  be fore  and a fte r 
fingerprinting.     

# Clean ja il a rea a fte r each use  including booking countertop area .  
# Dispose  of pens  a fter each use  if handled by an ill pe rson. 
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Po lice  Vehic les  
 

# Clean police  vehicles  a fter transporting an individua l suspected of having 
H1N1 immedia te ly a fte r use , if possible.  Afte r the  pa tient has  been 
removed and prior to cleaning the  vehicle , the  a ir in the  vehicle  should be 
exhaus ted by opening doors  or windows with the  vehicle  air-conditioning 
or hea t activa ted to ventilate  the  vehicle .  

# Routine  cleaning of vehicle with soap and wate r followed by proper use  of 
disinfectants  should be  done  at the  beginning of each shift.  Clean a reas  
such as  the  s teering whee l, light switches , and any surface  tha t may be  
contamina ted.   

# Viruses  can remain on porous  surfaces  for up to 24 hours . 
# Avoid large cleaning procedures  tha t genera te  mis ts  or ae rosols or 

disperse  dus t. 
# If a  vehicle  becomes  extre mely soiled by an infected person the  vehicle 

should be  taken “out of se rvice” and parked at the  City shops  for cleaning. 
A s ign indica ting a  bio-hazard threa t will be  placed in the  window a long 
with a  se rvice  request. 

# Place  any contamina ted items  in a  biohazard bag ava ilable  in the  pa trol 
vehicle  or a t the  PD. 

# Clean the rear of the vehicle  including doors, door handles , sea ts , cage 
a rea , and windows as  needed.  

# If transporting to a  ja il facility notify the  facility about the  s itua tion prior to 
a rrival.   

 
Office  Pro toco l 
 

# Utilize  hand washing s ta tions  in Police Department. 
# Wash hands  frequently with soap and wate r for 20 seconds . 
# Clean counte rs  and other surfaces  daily a t the  beginning of the  shift.  This 

includes  keyboards , phones , e tc. tha t a re shared by other users . 
# Clean small spills  of bodily fluid with paper towels  followed by cleaning the 

a rea  with de tergent and wate r, followed by disinfectant.  Utilize  sa fe ty 
equipment when cleaning an a rea  such as gloves  and ma sk.  

# Large bodily spills  should be managed by removing visible organic matte r 
with absorbent mate rial such as  paper towels  or kitty litte r.  The  a rea 
should be  cleaned with de te rgent and wate r and disinfectant.  Utilize 
proper protective  equipment such as  non-ste rile  la tex gloves  and mask.   

# Utilize  the  Office  “Clean-up Kit” loca ted in the  rea r ha llway of the  PD if 
needed. The  kit will not be  re -used.  If used, employees  will send an email 
to a  supervisor who will take  s teps to replace  the  kit.  
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Trans ports  
 

During a  pandemic flu event we  could see  fewer buses  and limited 
ambulances  in our city.  As  a  result, the  911 communica tions center could 
receive  reques ts  to transport individuals  to the  hospita l in the  absence  of an 
ambulance .  In addition, citizens  may reques t courtesy rides  when buses 
a ren’t available .  At this  time , we  will not transport sick or injured persons  in 
police  vehicles  unless  it is  a  life  threa tening s ituation and no other means  of 
transporta tion is  available .  Courtesy rides  may be  given if officers  conduct 
preliminary ques tioning to ensure  the  pe rson be ing transported is  not 
experiencing any symptoms of illness . 

 
Tra ining 
 

# Employees  will review the  Department’s  procedures  in a  training session. 
# Employees  will receive  training on the  proper procedure  for wearing and 

discarding PPE.   
# Department tra ining scheduled for non-pandemic purposes  may be  

cance led. 
 

Department PPE equipment Cache  
 

The  following items  will be  s tored in the  evidence  room for e mergency use  
during a  pandemic: 

# 400 N95 re spira tors  
# 500 La tex gloves  
# 20 Face  shields  
# 2 Bottle s of disinfectant for vehicles  and police  facility 
# 13 Hand rub bottle s  for vehicles  
# 20 Surgical masks  for booking 
# 5 rolls  of paper towels  
# 1 small bag of kitty litter 
# 100 small Hazmat bags  (10 gallon) 
# 15 containers  of Clorox wipes  or cavi-wipes  for vehicles  and office . 
# 1 Disposable  mop  
# 1 Disposable  broom  
# 1 Dus t pan 
# 6 Alcohol hand rub dispensing re fills  ( 1 for each s ta tion) 

Once  the  H1N1 risk has  passed the  cache  items  will be  rota ted into our daily 
opera tion and only res tocked when needed.   

 
Da ily Opera tion PPE equipment 
 

# 6 Alcohol Hand Rub Dispensers  will be  ins ta lled a t critical points  in the  
department to encourage  hand washing. 

# 13 bottle s  of alcohol hand rub, one  for each vehicle  and office  a rea .  
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# 200 la tex gloves  for normal dis tribution 
# 100 Hazmat bags  (10 for each vehicle ) 
# 10 surgical masks  in booking area  for prisoners  
# 2 face  shields  for the  booking a rea  
# 3 disposable  blanke ts  individually wrapped. 
# 31 PPE Pan Flu Kits  

 
Office  Clean-up  kit (2 fo r the  Department) 
 

The  following items  will be  maintained in the  rea r ha llway of the  PD and 
packaged as a  unit. 
# 1 dus t pan 
# 1 disposable  broom 
# 1 disposable  mop 
# 1 bottle  of Lysol 
# 1 small containe r of soap and wate r 
# 1 bag of kitty litte r 
# 1 bio-hazard bag 

 
PPE Pa n Flu Kit (31) 
 

Every employee  will initia lly be  is sued a  PPE kit, which would include : 
# 2 respirators  
# 2 surgical masks  
# 1 Eye  Shield (re-usable) 
# 4 se ts  of non-s terile  gloves 
# 2 Biohazard bags  
# 1 bottle  of alcohol hand rub 

 
 
 
 
 
 
 
 
 
Authorized  by: 
Stephen N. Co le      Da te : 07/23/2009 
Chie f o f Po lice  
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BLACK HAWK POLICE DEP ARTMENT  

Standard  Opera ting  Procedure  
Chie f Stephen N. Co le  

 
Date  Is s ued : 08/02/2012 
 

Sub jec t: Unit Page  via  CAD Sys tem     
 

TO: All Pers onne l     Da te  Revis ed : 08/02/2012 

 
 
Procedure : When applicable , Communica tions  Office rs  will utilize  the  Unit Page  
command in the  CAD sys tem to send a  text message  to Black Hawk Police  
Department e mployees .    
 

I. Utilizing the  Command Line , the Communica tions  Office r will format 
the  UP (Unit Page) command as  follows  and press  the  Ente r key: 
 
UP/Office r Identifier/Message  

 
II. When formatting the  Unit Page command, the  Communica tions  Officer 

will follow the  below guidelines  to ensure  each text message  is  
received  
 
A. The  backslash key, “/”, will only be  used a fte r “UP” and the  Office rs 

identifie r number when formatting the  comma nd. A backslash in the  
content of the  message  indica tes  to the  sys tem tha t it is  the  end of 
the  message  and will not send any information contained a fter the  
backs lash. 
 

B. The  content of the  message  will be le ss  than 140 characte rs , not 
including spaces . Several cell phone  ca rriers  will only accept 140 
character messages  from BHPD’s  CAD sys te m as  this  the  s tandard 
limit for SMS messages . Any message  exce e ding 140 characte rs  
may not be  rece ived in full by the  recipient.  

  
 
   
 
 
 
Authorized  by: 
Stephen N. Co le        Da te : 08/02/2012 
Chie f o f Po lice  
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BLACK HAWK POLICE DEP ARTMENT 

Standard  Opera ting  Procedure  
Chie f Stephen N. Co le  

 
Date  Is s ued : 05/02/2011 
 

Sub jec t: J effe rs on County Acc ident Res pons e  Team/A.R.T.    
 

TO: All Pers onne l      Da te  Revis ed : 04/14/2011 

 
 
 
PROCEDURE: It is  the  consensus  of the  CEOs of the  law enforcement agencies  in the 
Firs t Judicia l District tha t a  team of highly tra ined and skilled inves tiga tors , working 
under the  authority of the  Dis trict Attorney and comprised of pe rsonnel from each 
participa ting law enforcement agency and the  Dis trict Attorney’s  Office , be  formed to 
inves tiga te  incidents  in which any law enforcement office r within the  Judicial Dis trict is  
involved directly or indirectly in an automobile accident resulting in the  dea th or se rious 
injury to a  citizen or office r while  acting under the  color of official law enforcement 
duties . The  role  of the  Accident Response  Team will be  to fully inves tiga te  the  accident 
resulting in injury or dea th.  The  Je fferson County Accident Response  Team (A.R.T.) 
can be  called upon to inves tiga te  in conjunction with the  Critical Incident Response 
Team when the  need a rises . 
 
This  inves tigation is  not intended to take the  place  of the  involved agency’s  Inte rnal 
Affa irs inves tigation.  Both investiga tions can run simultaneously, but it is  not the  
responsibility of the  A.R.T. team to review compliance  with departmenta l policies.  All 
information received by the  A.R.T. inves tiga tion will be  turned over to the  involved 
agency.  
 
 

#  Us e  o f Team:  The Accident Response Team will provide  thorough, comprehensive 
inves tiga tions  of incidents  described above.  The  Accident Response Team will be  
ava ilable  to any reques ting law enforcement agency CEO in the  Firs t Judicial District.   
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#  Inves tiga tive  Cos ts /Equipment:  All normal pe rsonnel cos ts  rela ted to the 
inves tiga tion shall be  the  responsibility of the  agencies  providing me mbers  to the  
team.  Accident Response Team Me mbers , while  responding to a  “call out”, will be 
deemed to be  on duty.  The  reques ting agency will provide  all necessa ry equipment 
and supplies  required by the  Accident Response  Team to conduct an inves tiga tion.  If 
specialized equipment is  necessa ry, the  cos ts  of obtaining tha t equipment will be  the  
responsibility of the  reques ting agency.  Any cos ts  a ssocia ted with specialized 
te s ting, towing or s torage  required during an inves tiga tion will be  the  responsibility of 
the  reques ting agency. 

 
#  Department’s  Inte rna l/Adminis tra tive  Inve s tigation:  The involved department’s  

adminis trative  “inte rna l” inves tiga tion will be conducted independent of the Accident 
Response  Team inves tiga tion.  The  Accident Response  Team inves tiga tion will have  
priority over the involved agency’s  internal process .   

 
#  As s igned  Pers onne l:  Officers  with the  rank of Sergeant will be appointed to 

se rve  as Team Coordinators  by agreement of the CEO’s  of each agency in the 
Dis trict.  Office rs  will be  assigned to the  Accident Response Team by the CEO of 
each law enforcement agency.  Assigned office rs  will se rve  a t the  discre tion of the 
office r’s  CEO.  

 
 # Team Coord ina to r(s ):  There  is  no se t on-call schedule  for the 

coordina tors .  It is  incumbent for the  group of coordina tors  to work 
toge ther and communica te  with each other to be  assured response  from 
two coordina tors  is  the  minimum s tandard es tablished.  This  does  not 
preclude  the  opportunity for multiple  coordinators  to respond to the  same  
accident inves tiga tion.  Dete rmina tion mus t be  made  a t the  on-set to the 
inves tiga tion as  to who will have  overall control at the  time .  This  should 
be  a  rota ting process  a s  not to burden any one  coordina tor or one  agency.  
There may be  other de termining factors  tha t can change  who will be in 
charge  such as  agency involved in the  critical incident, vaca tions  and 
other agency and individual commitments .  Other coordina tors  tha t elect to 
respond can be utilized for various  ta sks.  In mos t cases  they will provide 
support and utilize  this  a s a  training opportunity to enhance cohesiveness 
and consis tency as  to how these  inves tiga tions  will be  conducted. 
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 # All of the  Team Coordina tors  ass igned to A.R.T. will be  respons ible  for 
mainta ining the  A.R.T. ros te r a nd assure tha t accura te  call-out lis ts  a re 
ava ilable  to the  Dis trict Attorney’s  Office  and a ll law enforcement agencies 
within the  Firs t Judicial Dis trict. All agencies  tha t pa rticipa te  in A.R.T. will 
be  equally responsible  to see  tha t the  lis t of the ir re spective  personne l is  
accura te .  If the re  are  changes  to the  lis t, a  representa tive  from the  
agency must make  immedia te  notifica tion to the  A.R.T. coordinators .  If 
the  change  crea tes  a  vacancy on the  team, then an immedia te  process 
will begin to replace  the  pe rson in accordance with A.R.T. policy. 

 
 # The  assigned Team Coordina tors  will be  respons ible  for developing the  

le ss  experienced me mbers  ass igned to the  team. There  mus t a lways  be  a  
conscious  e ffort to plan for succession and deve lop other me mbers .  

 
 # The  Team Coordina tors  will be  responsible  for scheduling annual 

mee tings  to review any ca ll-outs  and A.R.T. investiga tions  conducted 
during the  previous  year, to provide  additiona l training to the  A.R.T. 
me mbers , to make  adjus tments  to the  A.R.T. ros ter, a nd to discuss  other 
re levant is sues . 

 
 # There  will a lways  be  two on-scene  coordinators  a t any accident callout 

which will facilita te  a  bifurca ted inves tiga tion.   
 
#  Invo lved  Agenc y Lia is on: Agencies  within the  county may wish to assign 

me mbers  as  lia isons  to the  team.  The  team coordina tors  will notify these  liaisons 
of upcoming training and issues facing the team.  The  liaisons will typically be 
utilized when their respective  agency is  involved in an incident in which the  team is 
deployed and the  agency is  not represented by a  team coordina tor.  In addition, 
the  liaison will be  responsible  for keeping the  agency’s  A.R.T. ros te r up to da te  and 
supplied to the  Coordinator.  The  liaison will also notify the  agency’s  assigned 
me mbers  when informed by the  Coordina tor tha t the  team has  been activa ted.  
When the  ART team is  ca lled-out by the  involved agency, the  involved agency’s 
Coordina tor or their designee  will act a s  the  lia ison to the  Team Coordina tors . The 
Team Coordina tor and involved agency liaison will be  cle a rly identified to all team 
me mbers  and the  DA’s  Office  a t the  initia tion of the  accident inves tiga tion or as 
soon as  possible  therea fter.   
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#  Remova l o f Office r/Coord ina to r:  Any team me mber may be  re moved upon the 
recommenda tion of the  Lead Coordinator(s ) and with the  ma jority approval of the 
CEO’s .  A team me mber may a lso be  removed by his /her agency’s  CEO.  Any 
coordina tor may be  re moved by the  coordina tor’s  CEO or upon recommenda tion of 
the  ma jority of the  CEO’s . 

 
 
PROCEDURES FOR ACTIVATION AND USE OF THE 
CRITICAL INCIDENT RESPONSE TEAM 
 
The  Firs t Judicial Dis trict Accident Response Team will be activa ted a t the reques t of the 
CEO or the  CEO’s  des ignee  of the  law enforcement agency e mploying the  officer or 
office rs  involved in the  accident. 
  

Ro le  of On-ca ll Team Coord ina to r: The  Team Coordina tors  a re  respons ible  for the 
notifica tions  to the  appropria te  agency liaisons  upon the  request of the  involved 
agency, who then make  notifica tions to the  responding team me mbers .  The team 
will normally be  assembled as  soon as  possible  a t the  scene  of the  accident.  Afte r 
the  assembly of the  team a t the  designa ted loca tion, a  brie fing will be conducted 
concerning the incident once all Accident Response  Team me mbers  a re  present on 
scene .  An e mployee  of the  involved a gency tha t is  not directly involved in the  
accident itself, a  Team Coordina tor or a  des ignee  may provide  the  briefing 
information.  At the  conclusion of the  briefing, the  Team Coordina tors  will a ssign 
inves tiga tors to specific inves tiga tive  duties i.e ., te chnical accident inves tiga tion, 
interviews  of office rs , inte rviews  of witnesses , a rea  canvas , background and crimina l 
if necessa ry. The  Team Coordina tors will identify to the group one  team me mber 
who will have  primary overs ight for the  accident scene(s) a nd one  team me mber 
who will have primary oversight of the  inte rviews .   There  will a lways  be  a  minimum 
of two coordina tors  available to respond.   
 
There  will a lways  be  a  minimum of two coordina tor who will re spond. Je ffe rson 
County Dispa tch has  contact information for the  Team Coordina tors  and will contact 
a ll Team Coordina tors  when a  reques t is  made  for A.R.T. to respond.  The  Team 
Coordina tors  will de termine  among the ms e lves  who will take  on the  primary 
responsibilitie s .  All Team Coordina tors , if ava ila ble, may respond to assis t and for 
training purposes. 
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#  Invo lved  Agency Res pons ib ility:  The  scene  of an officer involved accident will 
be  secured and prese rved by the  involved agency.  Care  should be taken to make  
sure  the  scene is  undis turbed.  Other than essentia l law enforcement information 
needed to prese rve  public sa fe ty, no information regarding this  incident will be 
discussed until contact is  made  with and the  a rrival of the  A.R.T. Team 
Coordina tor.  The  involved agency’s  officer(s ) respons ible  for the  written reports  
de tailing their observa tions  should record any evidence  tha t might be  dis turbed by 
any personnel rendering aid.  In addition to securing the  scene , all witnesses  to the 
event should be  identified and when poss ible , de ta ined for interviews .  If this  is  not 
poss ible , full name, addresses , phone  numbers , e tc. will be  collected for future 
interviews .   

 
If office rs  are  removed from the  scene , the  involved agency is  respons ible  and 
accountable  for keeping office rs  separa ted.  Also, the  involved agency is  initially 
responsible and accountable  for a ll evidence received from involved office rs . The 
Accident Response  Team will a ssume this  respons ibility once  on scene .  Detailed 
policies  and procedures  regarding scenes , duties  and responsibilitie s , in cases 
involving the  dea th of an individual, may be  found in the  “Je fferson County 
Homicide  and Ques tionable  Dea th Policies  and Procedures .”  The  Accident 
Response  Team should follow these  policies  and procedures  as  they apply to the 
inves tiga tion be ing conducted. 
 
Evidence  Collec tion: The  agency who will be  inves tiga ting potential criminal 
charges a rising from the  accident or matte rs  leading up to the  accident agains t a  
non-law enforcement individual is  presumed to be  the  agency responsible  for 
evidence  collection and s torage .  If the re  are  no potential criminal charges  agains t 
a  non-law enforcement individual, it is  the involved agency’s  responsibility to 
collect and s tore  all evidence  rela ted to these events .  Evidence  collection may be  
de fe rred to the  Accident Response  Team if the  involved agency does  not have  the 
appropria te  lab resources .  There fore , there  are  three  primary Crime  Labs  tha t may 
be  called upon to assis t in the  evidence  collection rela ted to an office r involved 
accident. (Arvada  PD, Je ffe rson County SO and Lakewood PD.) At leas t one 
Accident Response  Team me mber will be  ass igned to work with the  ass igned 
crime  scene  personnel.  Said Accident Response  Team me mber(s ) a ss igned to 
evidence  collection will oversee  and coordinate  the  evidence  collection and 
packaging.  This  Accident Response  Team me mber will prepare  a  report de tailing 
the ir independent role  in this  process  and the ir obse rva tions .  It is  impera tive  that 
a ll evidence  collected eithe r by involved a gency personnel immedia te ly following a 
critical incident, or the  lab tha t responds  to process  the  scene , be  consecutively 
numbered for be tte r tracking.   

 
 

Evidence  Proces s ing :  When possible , a ll involved officers  or potentially involved 
office rs  will be  photographed, a s they appeared a t the time  of the  accident. Special 
a ttention will be  given to photographing any and a ll injuries  sus tained by all 
involved officers , a s  we ll.  Involved vehicles  will a lso be  photographed and 
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videotaped as  they appeared a t the  time  of the  accident.  Once  A.R.T. has 
comple ted the  processing of evidence , the  s torage  of evidence  will be  the 
responsibility of the  involved agency who will be inves tigating potential criminal 
charges  a rising from the  accident or, if the re  a re  no potential criminal charges 
aga ins t a  non-law enforcement individual, it is  the  involved agency’s  responsibility 
to s tore  a ll evidence  rela ted to these  events . 

 
#  Add itiona l Inves tiga tive  As s is tance : If the  involved agency needs  additional 

a ss is tance  with the  inves tiga tion of rela ted criminal activity and/or the  events 
leading to the  accident, the  CEO should make  a  reques t for mutua l aid, 
independent of utilizing the  Accident Response Team.  

 
#  Inte rviews  o f Invo lved  Office rs :  Inte rviews  will be  conducted with all involved 

office rs .  A team of two Accident Response  Team inves tiga tors  will be assigned to 
interview each involved office r.  All inte rviews  will be  audiotaped and videotaped (if 
poss ible ).  If the involved agency does  not have the necessary equipment, the  
involved office r(s ) will be  transported to the  neares t agency equipped for such 
interviews .  The  loca tion(s) of these  inte rviews  will be a t the  discretion of the  Lead 
Coordina tor.  If the  involved officer(s ) or their agency has  reques ted psychological 
counseling prior to inte rviews , a  Team Coordina tor or their designee  should reques t 
tha t the  counselor not discuss  any facts  regarding the  accident with the  involved 
office r(s) prior to the  Accident Response  Team inte rview. As  in every crimina l 
inves tiga tion, the  involved office r(s) has  the  right to an a ttorney a t all times  during 
the  A.R.T. inves tiga tion.  

 
#    Scene  Management:  All accident scenes  will be  trea ted as  a  crime  scene  and 

inves tiga ted accordingly.   Command cente rs  sha ll be  assembled as  necessa ry 
and only A.R.T. team me mbers  and other law enforcement officers  shall be  given 
access  to any scene .  The  public and me mbers  of the  press  will be  kept from 
ente ring the  accident scene  a rea .  The  office rs  directly involved in the  incident and 
any eye  witnesses a re  the  primary focus  of the  interview aspect of the  
inves tiga tion.  Secondary office rs will be  inte rviewed as  periphera l witnesses .   
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#  Miranda  Advis ement:  A Miranda advisement may not be  warranted in all 
s ituations  in which an officer is  involved in an accident.  Inves tigators  a ssigned to 
the  Accident Response  Team will use  their profess ional judgment and experience 
to de termine  whe ther a  situa tion requires  a  Miranda  advisement.  The  legal 
advisor from the  Dis trict Attorney’s  Office  will be available to consult on this 
is sue . 

  
#  Eyewitnes s es :  Whenever possible , interviews  with eyewitnesses  will be  audio 

and videotaped. If a  witness  is  unable  to accompany the  inves tiga tor to the 
neares t agency with the  necessa ry equipment, the  On-Call Team Coordina tor will 
a ttempt to loca te  portable  taping equipment. 

 
#  Periphera l Law Enfo rceme nt and  Lay Witnes s  Inte rviews :  If the  Accident 

Response  Team has  insufficient resources  to conduct a ll necessary inte rviews  in 
a  time ly manner, the  involved agency may be  utilized to conduct inte rviews  of 
any lay witnesses  or pe ripheral law enforcement witnesses , including those  from 
the  involved agency.  

 
#  Crimina l Inves tiga tion:  It is  the responsibility of the  appropria te  jurisdiction to 

conduct the  crimina l inves tiga tion tha t may coincide  with the inves tiga tion of the 
office r involved accident.  It is  recognized tha t me mbers  of the  Accident Response  
Team may conduct interviews  tha t a re  ge rmane  to the  crimina l inves tiga tion.  It is  
anticipa ted tha t this  information will be  shared in a  time ly manner. 

 
#  Trans cription o f Taped  Inte rviews : Whenever possible , all audio/video taped 

interviews  of the  directly involved officers  and witnesses  will be  transcribed by the  
team me mber’s  agency. This  is  to relieve the involved agency of the  burden and 
a llow for the  transcription of inte rview tapes , so tha t the  information may be  
ga thered and presented for review as  expeditiously as  possible .  In the  event tha t 
the  team me mber’s  agency is  unable  to transcribe  the  tapes  it is  ultimate ly the  
responsibility of the  involved agency to transcribe  the  tapes . The  involved agency 
may e lect to make  a  copy of the  original audio/video tape  for the  team me mber to 
transcribe  ra ther than releasing the  original tape .  The  original of all tapes  will be 
handled according to the  procedure  outlined under evidence collection and 
processing.  
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#  Acc ident Res pons e  Team Member Reports :  Reports  comple ted by team 
me mbers  will be  typed by the  team me mber’s  agency.  In some cases , a lte rna tive 
a rrangements  may be  made  with the  approva l of a  Team Coordina tor. Accident 
Response  Team me mbers  a re  responsible  for delive ring a ll reports  to a  Team 
Coordina tor as  soon as  possible .  The  Team Coordina tor or his  designee  will be 
responsible  for comple ting the  Sta te  of Colorado tra ffic accident report and 
submitting it to the  Department of Revenue .   

 
#  Us e  o f the  Acc ident Res pons e  Team in no n-1s t J ud ic ia l Dis tric t juris d ic tions :  

A law enforcement officer employed within the  1s t Judicial Dis trict may be  involved 
in an accident while  acting under the  color of officia l law enforcement duties , 
outs ide  the  1s t Judicia l Dis trict.  The  Accident Response  Team will not respond to 
this  incident a s  any inves tiga tion regarding this  accident will be  conducted by a  
non-1s t Judicial Dis trict law enforcement agency.    

 
#  Inves tiga tion Completion Goa l: Recognizing tha t the re  are  unexpected 
       circumstances  tha t can cause  de lays  with any crimina l inves tiga tion, eve ry e ffort 

will be  made  to comple te  inves tigations  and reviews  in a  time ly manner. In an 
e ffort to be  expedient and comple te  with regard to all involved agencies  and 
e ffected personne l, the  Team Coordina tor(s) and their designees  will s trive  to 
present the  facts  of an accident to the  Dis trict Attorney’s  Office  within four weeks  
of the  event. This  includes the  collection of all necessa ry paperwork, 
transcriptions  and other necessary information. The  Dis trict Attorney’s  Office  will 
s trive  to comple te  the  review of the  facts  and render a  written decis ion within two 
weeks  a fte r receiving the  information and the  presenta tion by the  Team 
Coordina tor(s ) and their des ignees . 

   
If the re  a re  delays  in eithe r the  inves tiga tion or the  dispos ition from the  
Dis trict Attorney’s  Office , and the  above  timeline  cannot be  met, an explana tion 
will be  provided to the  CEO of the  involved agency by the  Team Coordina tor or 
the  Dis trict Attorney. It is  impera tive  tha t the  involved office rs  and the  involved 
agency be  advised each s tep of the  way. This  time line  is  built on reasonableness  
and is  subject to change  due  to complexity.            
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#  Med ia /Re la tions /Pub lic  Info rmation: The  involved agency or agencies  shall be 
responsible  for managing any media  inquiries  or public information immedia tely 
following the incident, and up until the  fina l A.R.T. Team Report.  Upon 
presentation of the  A.R.T. Team Report to the  DA’s  Office  and the  involved 
agency CEO, the  responsibility for any media  re lease /public information, if any, 
will be  de te rmined by the  DA and the  CEO of the  involved agency.   

 
#  Vic tim Advoca tes : The  involved agency shall be  responsible for providing victim 

advoca tes  when appropria te  and as  deemed necessa ry in consulta tion with the  
Team Coordinators  and the CEO of the  involved agency.   

 
#  Records  Reques ts :  If the incident does  not result in criminal or tra ffic charges  

aga ins t anyone , all records  reques ts  shall be  re fe rred to the CEO of the  involved 
agency.  If crimina l or tra ffic charges  are  filed as  part of the  accident 
inves tiga tion, all records  reques ts  sha ll be re fe rred to the  Dis trict Attorney’s 
Office.   

 
ROLE OF THE DISTRICT ATTORNEY’S OFFICE 
 
When the  Accident Response  Team is  activa ted, a s  pa rt of the  ca ll-out procedure , a  
Team Coordina tor will notify the  Chie f Inves tiga tor or designee  from the  Dis trict 
Attorney’s  Office . After discussion be tween the  Team Coordina tor and the  Dis trict 
Attorney’s  Chie f Inves tiga tor, a  de te rmina tion will be  made  regarding the  necessa ry 
response  from the  Dis trict Attorney’s  Office . The  DA’s  Chie f Inves tiga tor will be  
responsible  for notifying the  on-call Chief Deputy Dis trict Attorney. The  on-call Chie f 
Deputy Dis trict Attorney will be  available  to provide  legal consulta tion. At leas t one  Chief 
Deputy Dis trict Attorney will re spond; more  than one  may be  needed depending on the 
circumstances  of the  inves tiga tion.  
 
The  Dis trict Attorney’s  Office  will be  respons ible  for reviewing the  conduct of the 
involved office rs  for any criminal or tra ffic viola tions  of Title  18 or Title  42 of the 
Colorado Revised Sta tutes .  A writte n summary of tha t review will be  provided to the 
A.R.T. Team Coordina tors  and to the  CEO of the  involved agency.   
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Pres enta tion o f Acc ident Res pons e  Team Report 
 
When the  inves tiga tion is  comple ted, it will be presented by the  Team Coordina tor, and 
A.R.T. team me mbers  des ignated by the  Team Coordina tor, to the  Dis trict Attorney and 
the  CEO of the  involved agency. Only key s ta ff me mbers  des igna ted by the  Dis trict 
Attorney and CEO of the  involved agency may a ttend this  presenta tion. The  Team 
Coordina tor will be  responsible for notifying and scheduling the  presenta tion with the 
Dis trict Attorney and CEO of the  involved agency.  The  focus  of the  presenta tion is  to 
review the  conduct of the  involved officers  as  to whe ther probable  cause  exis ts  
regarding a  viola tion of any criminal or tra ffic law by law enforcement.  
 
In addition to the Dis trict Attorney, the  presenta tion to the  Dis trict Attorney will be 
a ttended by Chief Deputies , Senior Chie f Deputies , the  DA Chie f Inves tiga tor and any 
other individuals  designa ted by the  Team Coordina tors .  No one  involved in the  critical 
incident from the  involved agency may a ttend the  DA presenta tion. 
 
The  CEO of the  involved agency may reques t tha t the  Team Coordina tors  make  a  
separa te  presenta tion to the involved agency.  
 
 
 
DEFINITIONS  
 

#  CEO:  The  person responsible  for the  law enforcement agency.  Title  for this 
pe rson may vary by agency, but typically would be  known as  “Sheriff”, “Chie f 
of Police”, “Director of Department of Public Safe ty”, e tc.  If the CEO is 
unavailable , the  person chosen to act in the CEO’s  s tead will be  given the 
authority of the  agency’s  CEO for purposes  of this  policy and procedure . 

 
#  Invo lved  Agenc y/Reques ting  Agency: The  law enforcement agency, which 

employs  the  office r or office rs  involved in the  automobile  accident resulting in 
the  dea th or serious  injury to a  citizen or officer. 
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#  Invo lved  Agenc y Lia is on: Upon call-out of the  A.R.T. Team, the  involved 
agency’s  Coordina tor or their designee  will act a s  the  liaison to the Team 
Coordina tors . If no Coordina tor is  available , the  involved agency will 
des igna te  an office r with command rank (Lieutenant, equivalent  or above) 
who will act a s  a  liaison be tween the  A.R.T. On-Call Team Coordina tor and 
the  involved agency, and assis t in facilita ting the  A.R.T. inves tiga tion process . 
The  involved agency commander may de lega te  this  responsibility. 

 
#  Invo lved  Office r o r Office rs : The  law enforcement office r or officers  who a re 

directly or indirectly involved in an accident which resulted in activa tion of the 
Accident Response  Team’s  inves tiga tion.   

 
#  On-Call Team Coord ina to r: Office rs  with the rank of Sergeant or higher who 

have  been appointed to the  Team by their CEO’s  and who a re  responsible for 
the  scheduling and appropria te  agency notifica tions  regarding the Team 
Coordina tors  assigned to provide oversight and supervision of any A.R.T. 
inves tiga tion during the  year; the  “Team Coordinator” presents  A.R.T. reports  
to the  Dis trict Attorney and CEO of the  involved agency unless  otherwise  
de lega ted; the  “Team Coordina tors” maintain the  A.R.T. ros te r, a ssure  tha t 
accura te  call-out lis ts  a re  available  to all law enforcement agencies  within the 
Firs t Judicial Dis trict, schedule  annual mee tings  with all me mbers  of the  
Accident Response Team, and facilita te  a t leas t one  annual training in A.R.T. 
inves tiga tions  for all me mbers .   
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STANDARD INTERVIEW QUESTIONS  
Firs t J ud ic ia l Dis tric t 
Acc ident Res pons e  Team 

 
(These  ques tions  represent a  sugges ted lis t of ques tions  tha t should be  asked of any 
office r who is  involved in an accident, or who witnesses  the  accident by another office r.  
Depending on the circumstances , the  Accident Response  Team Member may 
de te rmine  tha t additiona l ques tions  a re  necessa ry for the  comple tion of a  thoroug h 
inves tiga tion.) 

 
 # When did the  officer s ta rt with the  department; any prior law enforcement 

experience (when, where ) 
 

 # Current shift/a ssignment and how long there; wha t shift/a ssignment did the 
office r previously work and when?   

 
 # Ass ignment duties  

 
 # Any specific training received for current a ss ignment (i.e .: SWAT, K-9. 

Tra ffic, Detectives , Driver’s  Training) 
 
 # Where  is  the  office r a t in his /he r work days  (1s t day on, 2nd day on; la s t day 

on) 
 
 # Make  sure  the  office r articula tes  his /he r observa tions  and actions  tha t led to 

the  accident. (Ask wha t the  officer was  thinking, wha t was  the  office r 
obse rving, e tc.  Who, wha t, where , when, why, how ques tions). 

 
 # Does  the  office r normally wear prescription glasses /contacts?  
 
 # Any phys ical condition(s ) a t the  scene  tha t were  a ffected by wea ther (or 

othe r) conditions a t the time  of incident. 
 
 # What type of vehicle  does  the  office r drive  (make , mode l, e tc.)?  Is  this 

vehicle  his  regula r a ssigned vehicle?  
 
 # Where  you having any mechanical problems with your vehicle?  

 
 # Where  you us ing any emergency equipment?  

 
 # What were  the  wea ther and road conditions?  

 
 # How much tra ffic was  on the  road?  

 
 # What were  the  lighting conditions?  
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 # What did the  office r know of the  situation prior to arrival?   What was  the 
source  of the  information, i.e ., dispa tch, intel, witnesses , e tc.  

 
 # Does  the  officer know the  suspect or othe r individuals  involved in the 

accident?   (When were  previous  interactions ; did the  office r recognize  the 
suspect a t the  time  of the  incident; if the  officer knows, how [if a t a ll] does  the 
office r think this  impacted his /he r actions .) 

 
 # Following the incident, to whom did the  officer speak. 
 
 # Officer’s  actions  following the incident (i.e .: firs t aid, evidence 

prese rvation/protection) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Authorized  by: 
Stephen N. Co le       Da te : 05/02/2011 
Chie f o f Po lice  
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BLACK HAWK POLICE DEP ARTMENT  

Standard  Opera ting  Procedure  
Chie f Stephen N. Co le  

 
Date  Is s ued : 12/01/2013 
 

Sub jec t: SOP Format     
 

TO: All Pers onne l     Revis ion Date : 10/12/2016 

 
 
Procedure :  Standard Opera ting Procedure for Black Hawk Police Department 
Standard Opera ting Procedure  Manual. The  Standard Opera ting Procedures 
(SOP) a re  designed to a ssis t employees  with pe rforming specific job re la ted 
ta sks  within their a ssigned job function. The  SOP’s  a re  a  s tep by s tep ins truction 
manua l to a ssis t with the  success ful comple tion of va rious  ta sks .   
 
SOP Templa te : 
 

I. An SOP te mpla te  has  been uploaded for use  in crea ting new SOP’s  in 
the  Policytech Website .  

 
II. The  default headings  are  bold (Procedure ), the  font is  Ariel, the  s tyle  

is  regula r and the  font s ize  is  12. 
 

III. Page  Se ttings  and Paragraph se ttings  are  a s  follows: 
 

A. Margins   
1. 1” all s ides  
2. Left Indenta tion 1.25” 
3. Right Indenta tion 0” 
4. Special Hanging 0.25” 
5. Spacing Afte r 12” 
6. “Don’t add space”…box un-checked 
7. Line Spacing – Single  
8. Line Spacing between headings  – Double  (see  

“Exa mples” below 
 

IV. Numbering Se ttings . 
 
A. Number a lignment - le ft 
B. Text indent a t 0.5” 
C. Aligned a t 0.25” 

 
 

V. Numbering Exa mple : 
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I. Exa mple  

 
A. Exa mple  
B. Exa mple  

 
1. Exa mple  
2. Exa mple  

 
a . Exa mple  
b. Exa mple  

 
VI. Adding SOP’s  and Policies  to the  policytech™ webs ite . 

 
A. Log into the  site . 

 
1. Specific account access is  required to add a  new 

policy document. Reques t permiss ion from 
Sergeant or Lieutenant for access . 
 

B. Se lect new docume nt tab. 
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C. In the  new menu pop-up select the  choose  templa te  drop down 

and select eithe r SOP. 
 

 
 

D. Fill in the  Title  with the name of the  document. All SOP’s  title  
s ta rts  with “PD SOP Manual” followed by the  name, e .g., PD 
SOP Manua l Panic Alarms .  

 
1. Optional Se ttings  has  several items  which a re click able  

to open a  new window for changes . Generally, the  only 
se tting in this  menu which may need a  change  is  
“Document Review Inte rval”. Currently there  are  three  
intervals , 12 months , 24 months  and never. If unsure  
which applies  a sk a  se rgeant. 

 
 
 
 
 
 

 
 
 

 
E. Left Click the  Next s tep button (bottom right of page). 
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F. Departments  and Ca tegories . 
 

1. Required Departments  a re  Police  Admin and Police  
Department.  

 

 
 
 
 
 
 
 
 
 
 
 
 
  

G. Writers  name is  ente red in this  section.  
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H. Reviewer name is  ente red in this  section. At leas t one  reviewer 
is  required. If you do not have  a  designa ted reviewer; choose  
yourself to keep the  document flowing to approva l and then 
publishing. 
 
 

 

  
 

 
 
 
 
 

I. Approver name is  ente red here . The  Chie f is  a lways  the  final 
approver on a ll documents  added to the  Policytech sys tem. 
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J . Readers  who a re  required to read the  SOP or Policy a re  
se lected here .  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

K. Security is  se t to de fault (All Users ). 
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L. Left click Edit Document lower right corner of page . 
 
 
 
 
 
 
 
 

M. Edit the document; le ft click “submit to write rs ”. This  will save  
the  document, close  it and moves  it from Draft to Collabora tion. 
 
 
 
 
 
 
 
 
 

M. Continued: The  document is  loca ted in the Police  Admin section 
under the  Collabora tion tab under the  documents  menu. 
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N. Once  the  document is  forwarded from dra ft, the  write r is  notified 
of the  new document pending comple tion.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

O. Once  the  write r has  comple ted writing, and editing left click the  
finished writing button. 
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Finished Writing window appears and gives  you the  option to 
add notes be fore  saving. Once  you le ft click it saves  the  
document and will automatica lly close . 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
Action Comple ted notice  will appear: 
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P . When the  document is  comple ted by the  writer ready to submit 

for review; le ft click the  middle  “Submit for Review” button. 
 
 
 
 
 
 
 
 

Q. Once  the  document is  in review, the  choice  is  Accept or Revise . 
Options  Menu is  only at an adminis tra tive  level. 
 
 
 
 
 
 
 
 
 

R. To Revise  a  document: 
 

1. Left Click Revise . The  Revise  warning window appears. 
 
 
 
 
 
 
 
 
 
 

2. Confirm you a re  sure  by le ft clicking “Revise”. If not le ft 
click “Cancel”.  
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3. Once  the  revisions  are  comple ted, the  document will 
automatica lly track the  changes . Left click “Done  
Revising” to send to the  approver for final approval. Or if 
you’re  done  revising temporarily le ft click “Finish La te r” to 
save  and exit the  document. 

 
 
 
 
 
 
 
 
 
 

4. The  document will then be reviewed by the fina l approver. 
They will approve  the  document or return it for changes . 
All the  pa rtie s  lis ted in the  role  pos itions  such as  write r 
reviewer or approver will receive  notices  in the  Policytech 
software  and direct email messages .  

 
 
 
 
 
 
 
 
Authorized  by: 
Stephen N. Co le        Da te : 12/01/2013 
Chie f o f Po lic e 
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Records Scanning  Page 1 of 5    10/12/2016 

 
BLACK HAWK POLICE DEP ARTMENT  

Standard  Opera ting  Procedure  
Chie f Stephen N. Co le  

 
Date  Is s ued : 10/12/2016 
 

Sub jec t: Records  Scanning       
 

TO: All Pers onne l     Da te  Revis ed : 10/12/2016 

 
 
 
Procedure : Scanning Documents 
 
“Click” – everywhere  the re  is  a  click, do a  le ft click unless otherwise  indica ted. 
 
 
Documents are scanned by use of the copier.  Documents are scanned by single pages, 
numerous pages or a group of pages (ie – Prosecution Reports, etc….) 
 

#  Each case is scanned separately 
#  Place the documents in the feeder of the copier 

(Any odd size or two sided pages need to be copied first, in color so the 
feeder can scan all documents at one time) 
The following is done on the touch screen of the copier  

#  Touch the “SEND” button 
#  Touch the “ONE-TOUCH” button 
#  Touch the “SCAN2FOLDER” button 
#  Touch the “SEND SETTINGS” button 
#  Touch the “SEND DOC NAME” button 
#  Type in the Case Report Number (do not use the hyphen) (ex – 094290) 
#  Press the “OK” button then “DONE” button 
#  Touch the “FILE FORMAT” button 
#  Default format is “PDF” (this is for color)  

     Single pages – do not do the “FILE FORMAT” 
     Group of pages – do not do the “FILE FORMAT” (clipped together 
 with a paperclip or clamp 
     More than one page – “Divide Pages” – click on this button 

#  Press the “OK” button then “DONE” button 
#  Hit the “START” button on the copier 

 
Do not scan CCIC/NCIC or NIBRS printouts 
Do not scan the printed police report or the “Case Action Sheet” 
 
The scanned documents will scan to a folder called “SCANS” in the Police Shared 
Folder. 
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Pulling Scanned documents into the case 
 
Be sure you have two screens open.  The SCANS folder needs to be open and so does the 
RMS system for eForce. 
 
Scan Folder 
 
Log on to computer 
Double click on “My Computer” icon on your desktop. 
Double click on Police Shared fsa (S) drive 
Click on the “Explorer View” tab (this allows the document to be seen without opening 
it) 
Double click on the “Scans” folder 
Each PDF file will show with the case number below it (the first 6 numbers should be the 
case number: 
     093149_20091208180502 – this is a single document or a group of pages 
     093149_20091208180502_01 – this is a document with numerous pages (the end two    
         numbers will ascend and they are the document numbers)  
Each document needs to be pulled in one at a time and titled 
Click on a file and the bottom half of the screen shows the document 
Keep this folder open while pulling documents into the Case 
 
eForce RMS 
 
Attaching documents 
 
Log on to eForce 
Click on the “Search” tab 
Click on “Event” 
Event No – enter the Case number (ex – 0903149) and hit the “Enter” key or click on the    
     “Search Local” button 
Click on the case number 
Click on “Attachments” – this is where the scanned documents will be attached to the  
    case 

o Add button – click on it 
o  Browse button – click on it 
o  The Scan folder should come up (if not use the drop down button to get to the 

“Scan” folder  
o  Check within the “Scan” folder to make sure you are pulling the correct 

document in – then click on the PDF in eForce click the “Open” button (case 
number and document number should match) 

o  Attachment Title – title the document 
o  Click on the “Upload” button 
o The document has been added to the case file and the list should be showing 

 
Continue this until all documents are added.   
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Someone else will do the QC (quality control) 
 
Double checking to make sure the documents are correct  
 
QC documents 
 
Follow the above instructions for logging on to both the computer and the eForce System. 
 
To check documents in the case 
 
Click on a document in the “Scan” folder – (this will be the document you check in 
eForce) 
 
Go to the case in eForce following the directions above 
 
Once in the “Attachments”: 
 

o  Click on the “Download” button 
o Click on the “Open” button 
o The document will be showing – this should be the same document open in 

“Scans” 
o Click the “X” in the upper right hand corner (this closes the document” 
o Go back to the “Scans” tab 
o Do a right click on the document that is open 
o Click on “Delete” (make sure it is the correct document number  
o  Confirm by clicking the “YES” button 
o Initial the back of the paper that has just been attached to the case report 
o  Follow the instructions for the CASE ACTION SHEET below 

 
CASE ACTION SHEET 
 
Date – date QC’d 
Action – QC 
Initials – QC’ers initials in this box 
 
 
The papers that the person is checking will also be filed in the case report, or it will be a 
page that will be filed at a later time. 
 
The person doing the QC will be deleting all the PDF’s in the “Scans” folder once it is 
checked that the document is downloaded into the case file. 
 
If there are photos in the case file and the officer’s name has been written on the back of 
the photo, this means the attachment was scanned in by the officer and we do not need to 
check this. 
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Sometimes an entire group of papers is scanned as one document.  Just make sure all the 
pages are scanned in. 
 
CCIC/NCIC printouts are never scanned into the case file. 
 
CASE ACTION SHEET 
 
Date – date QC’d 
Action – QC 
Initials – QC’ers initials in this box 
 

Scanning Citations to eForce 
 

Scanning Citations 
 
Documents are scanned by use of the copier.  Documents are scanned by single pages, 
numerous pages or a group of pages (ie – Prosecution Reports, etc….) 
 

#  Each case is scanned separately 
#  Place the documents in the feeder of the copier 

(Any odd size or two sided pages need to be copied first, in color so the 
feeder can scan all documents at one time) 
The following is done on the touch screen of the copier  

#  Touch the “SEND” button 
#  Touch the “ONE-TOUCH” button 
#  Touch the “SCAN2FOLDER” button 
#  Touch the “SEND SETTINGS” button 
#  Touch the “SEND DOC NAME” button 
#  Type in the Citation Number (ex – mc10601) 
#  Press the “OK” button then “DONE” button  
#  ONLY DO THE FOLLOWING STEPS IF PAGES NEED TO BE  

DIVIDED 
#  Touch the “FILE FORMAT” button 
#  Default format is “PDF” (this is for color)  

     Single pages – do not do the “FILE FORMAT” 
     Group of pages – do not do the “FILE FORMAT” (clipped together 
 with a paperclip or clamp 
     More than one page – “Divide Pages” – click on this button 

#  Press the “OK” button then “DONE” button 
#  Hit the “START” button on the copier 

 
Do not scan CCIC/NCIC or NIBRS printouts 
Do not scan the “Case Action Sheet” 
 
The scanned documents will scan to a folder called “SCANS” in the Police Shared 
Folder. 
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Pulling Scanned citations into the citation 
 
Be sure you have two screens open.  The SCANS folder needs to be open and so does the 
RMS system for eForce. 
 
Scan Folder 
 
Log on to computer 
Double click on “My Computer” icon on your desktop. 
Double click on Police Shared fsa (S) drive 
Click on the “Explorer View” tab (this allows the document to be seen without opening 
it) 
Double click on the “Scans” folder 
Each PDF file will show with the case number below it (the first 6 numbers should be the 
case number: 
     093149_20091208180502 – this is a single document or a group of pages 
     093149_20091208180502_01 – this is a document with numerous pages (the end two    
         numbers will ascend and they are the document numbers)  
Each document needs to be pulled in one at a time and titled 
Click on a file and the bottom half of the screen shows the document 
Keep this folder open while pulling documents into the Case 
 
eForce RMS 
 
Attaching citation 
 
You should already be in the Citation 
Click on “Attachments” – this is where the scanned documents will be attached to the  
    case 

o Add button – click on it 
o  Choose File – click on it 
o  The Scan folder should come up (if not use the drop down button to get to the 

“Scan” folder  
o  Check within the “Scan” folder to make sure you are pulling the correct 

document in – then click on the PDF in eForce click the “Open” button (case 
number and document number should match) 

o  Attachment Title – title the document – use the citation number  
o  Click on the “Upload” button 
o The document has been added to the case file and the list should be showing 

 
 
 
Authorized  by: 
Stephen N. Co le      Da te : 
Chie f o f Po lice  
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BLACK HAWK POLICE DEP ARTMENT  

Standard  Opera ting  Procedure  
Chie f Stephen N. Co le  

 
Date  Is s ued : March 24, 2009 
 

Sub jec t: Unifo rms       
 

TO: All Pers onne l     Revis ed  Date : 10/12/2016 

 
 
Procedure : It is  the  policy of the  Black Hawk Police  Department tha t its  
uniformed me mbers /employees  a re  consistent in appearance  and readily 
identifiable .  The enduring image  the public re tains of the  Black Hawk Police 
Department is  pa rtially forged by an officer’s  appearance .  A uniformed office r 
who is  we ll groomed and nea t appearing, can project a  positive  and professional 
image  tha t re flects  on both the  office r and the  department.  Uniform regula tions 
a re  furnished for the  information and guidance  of all police  employe es . 
Employees  will only wear those  a rticles  of uniform clothing and accessories 
identified in this order. 
 

I. Unifo rms  
 

A. Headwear 
 

The  Hankin Bros  Cap Company round top dress  ha t (LAPD blue  in 
color) will be  worn with the  Class  A uniform.  The  ha t may be  worn 
with the  Class  B uniform a t the  office r’s  discre tion.  Office r hats  will 
bea r the  silver band and silver ha t badge .  Ha ts  is sued to 
Sergeants  and above  will bear the  gold band and gold ha t badge. 
The  department ha t badge  mus t be  a ttached in the  front cente r of 
the  ha t. 
 
The  department approved ba ll cap will be  black in color and bear 
the  department logo embroidered on the  front with the  City of Black 
Hawk logo embroidered (centered) on the  back of the  cap. Ball 
caps  may e ithe r be  the Flex fit or adjus table fit s tyle. The  ball cap is  
an official part of the  officer’s  uniform and sha ll be worn as  such. 
 
Black watch caps  may a lso be  worn during the  colder months  in 
inclement wea ther. They may bear the  department logo or have 
“POLICE” embroidered in white  or silve r on the  front.  
 
All head gear shall be  worn level on the head with the  front brim 
tilted forward, so the  front headband is  jus t above  the  eyebrow and 
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sha ll not be  cocked to eithe r the  back, le ft or right. The  watch cap 
may be  pulled down to cover the  ea rs  of the  officer. 
 

B. Unifo rm J acke ts  and  Swea te rs  
 

The  authorized winter jacke t is  the Spiewak Jacke t (black).  The  
jacke t will have a  Black Hawk badge pa tch over the  left breas t 
pocke t.  
 
Commando swea te rs  will be  the  law enforcement cre w or V-neck 
swea te rs  (Navy blue ) and have  epaule ts , shoulder and elbow 
pa tches . The  swea te r may be  the  Je rsey fla t knit or the  2x2 rib knit 
s tyle . Namepla tes  will be  embroide red in ½ inch le tte ring, s ilver in 
color for Office rs , and gold in color for se rgeants  or above , placed 
over the  right breas t. 
 
Light we ight Windbreaker Jacke ts  May be  worn.  Windbreakers  will 
be  black in color and have  “POLICE” in four inch white  le tte ring on 
the  back with the   department’ s  badge  over the  le ft breas t. 
 
 Office rs  may wear the  United Uniform Waterproof Jacke t with zip 
off sleeves . The Jacke t will be  Royal over black in color with 
re flective  s tripping a round the  ches t of the  jacke t.  The  jacke t will 
have  “POLICE” in four inch re flective  le tte ring embossed on the 
back. The  Office r’s  badge  will be  embroidered over the le ft breas t. 
The  firs t initial of their firs t name and the ir full la s t name  will be 
embroidered in ½ inch le tte ring, silver in color, and cente red over 
the  right lower pocke t.  
       

C. Unifo rms  (Sworn Pers onne l) 
 

1. Clas s  A  
 
Shirts  will be the  following:  
 
Shirts  will be  LAPD blue , button or zippered front, plea ted pocke ts 
with buttoned or Velcro fas tened flaps , meta l eye let badge  holder or 
full badge  sling, and five  pe rmanent s ilicone creases . All buttons , 
including the  sleeve  and pocke t buttons  will be  buttoned a t all 
times .  
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Service  s tripes  may be  added to the  shirt if des ired. The  s tripes  will 
be  LAPD blue  with s ilve r trim and 1 ½ X ¼” in size . The  service  
s tripe  will signify five  years  of Law Enforcement se rvice . The 
se rvice  s tripes  will be  placed on the  le ft sleeve , with the  firs t s tripe 
a ffixed four inches  above  the top of the  cuff, and the inside  edge  of 
the  s tripe  will fall a top the  shirts  crease. 
 
Se rgeant and above  may e lect to wear a  gold s tar indica ting five  
years  of service . The  s tars  will bill be  placed ¼ inch above  the  cuff. 
 
If the  office r chooses  to wear se rvice s tripes or gold s ta r the  cos t is  
the  responsibility of the  employee .  
 
Pants  will be  the  following. Fechheimer (Flying Cross) Trouser by 
Flying Cross , (80/20%Polyes te r/Wool) #32222 T-1 for Men and 
#32222QWT-T1 for Women. Pants  will be  LAPD blue .  This  is  a  
dress  pant without ca rgo pocke ts . 
 
Acces s o rie s : 
 
Black Tie (Clip-on) 
 
Lea ther belt and a ttached accessories  (Nylon duty belt is  not  
acceptable) 
 
The  Hankin Bros  Cap Company round top dress  
 
Appropria te  footwear such as  a  Hi-Gloss Dress  Oxford or black 
Lea ther polished to a  hi-gloss  shine  will be  worn. (Black tennis  
shoes  a re only to be  worn with the  Class C Uniform) 
 
Dress  uniform for the  male  and female  employees  will be  worn for 
public presenta tions , special events , and a t special functions . 
 
All Sworn Police  Office rs  are  required to mainta in a  Class  A uniform 
regardless  of rank. 
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2. Clas s  B  
 
The  approved shirts  for the  employee’s  initial is sue  will be  the 
following. Men’s  Long Sleeve  Flying Cross, Deluxe  Tropical Shirt, 
S tyle  #45W6686 LS, or Short Sleeve  Style  # 97R6689SS 
(65%Polyes te r 35% Rayon), Women’s  Long Sleeve  Flying Cross 
Deluxe  Tropical Shirt, S tyle  #104W6686 LS or Short Sleeve  Style 
#154R6686SS. Shirts  will be  LAPD blue , button or zippered front, 
pleated pockets  with buttoned or Velcro fas tened flaps , meta l eyele t 
badge  holder or full badge  sling, and five  pe rmanent s ilicone 
creases . All buttons , including the sleeve  and pocke t buttons  will be 
buttoned a t all times , with the  exception of the  collar button. 
Uniform shirts  bought with the  employee’s  clothing allowance  a re  
not required to be  the  Flying Cross  Brand, but they do need to mee t 
the  s tandards  lis ted above  including appearance  and color.   
 
The  approved pants  for the  employee’s  initial is sue  worn with the  
Class  B Shirt can either be  the Men’s  Flying Cross  Deluxe  Tactical 
Pant #39300T-11 (70% Polyes ter, 28% Rayon, 2% Lycra ), or the  
Fechheimer (Flying Cross) Trouser by Flying Cross, 
(80/20%Polyes te r/Wool) #32222 T-1. Women’s  Flying Cross  
Deluxe  Tactical Pant # 390350 T-11 (70% Polyes te r, 28% Rayon, 
2% Lycra ), or the  Fechheimer (Flying Cross) Trouser by Flying 
Cross , (80/20%Polyes ter/Wool) #32222QWT-T1. Pants  will be 
LAPD blue . Uniform pants  bought with the  e mployee’s  clothing 
a llowance  a re  not required to be  the  Flying Cross  Brand but they 
sha ll mee t the  s tandards  lis ted above  including appearance  and 
color. 
 
Appropria te  footwear shall be  black lea the r or of a  mate ria l tha t can 
be  polished.  Shoes tha t resemble  tennis  shoes  mus t mee t the  
above  s tandard. 
 
The  Chie f of Police  may change  these  uniform s tandards  a t any 
time .  
 

3. Clas s  C 
 
Shirts  will be  the  Olympic Uniform brand, Short sleeve  Polo shirt 
#CMP 126 (65% Coolma x Polyes te r and 35% P olyes te r Knit) LAPD 
blue  in color. Shirts  will have  “POLICE” in re flective  le tte ring on the 
back. Badges  will be  embroidered on the  front of the  shirt over the 
le ft breas t pocke t, and the  Office r’s  name embroidered over the 
right breas t in ½ inch le ttering. The  coloring of the  badge  and name  
will be  silver for Office r and gold for Sergeants and above .  
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Other Polo shirts  purchased prior to the  imple menta tion of this  
procedure  may be  worn until such shirt is  no longer in good repair. 
Afte r such time , only the  Olympic Uniform brand shirt may be  
purchased. 
 
Pants  worn will be  the  Men’s  Flying Cross  Deluxe  Tactical Pant 
#39300T-11 (70% Polyes te r, 28% Rayon, 2% Lycra ), or the 
Women’s  Flying Cross  Deluxe  Tactical Pant # 390350 T-11 (70% 
Polyes ter, 28% Rayon, 2% Lycra)  
 
Shorts  may be  worn with the  Class  C uniform and will be LAPD 
blue in color.   
 
Shirts  sha ll be  properly fitted and tailored if necessa ry to present a  
professiona l appearance , and pants  shall be fitted so they do not 
appear baggy or overly tight fitting. The  legs  should be  hemmed so 
tha t they touch the  top of the  ins tep of the  shoe  or boot; they may 
have  a  slight break in the  legs .    

 
D. Tee  s hirts   

 
  Officers  may wear a  black, white , or navy blue tee  shirt  

undernea th the  uniform shirt. There  shall be  no insignias , logos , or 
des igns  on the  tee  shirt visible  in any fashion when worn under the 
uniform shirt. The  tee  shirt will not protrude  so fa r a s  to be  visible a t 
the  sleeves  of a  short sleeve shirt. 

 
During the  cooler months , officers  may utilize  one  of the  following 
options , a  thin black, turtleneck, mock turtleneck s tyle  shirt worn 
under the  long-sleeve  uniform shirt, or a  black 100% acrylic dickey 
may be  worn under the  uniform shirt. If either option is  utilized, the 
top of the  ga rment may not extend above the top of the  colla r of the  
shirt. 

 
E. Socks  

 
Sworn personnel will wear socks appropria te  to their dress . Officer 
will wear plain black socks  while  in uniform, unless  boots  with a  
minimum he ight of e ight (8) inches  are  worn. Black quarter length 
or black ankle t socks  may be  worn with shorts . Socks  tha t a re  
visible  sha ll not have  any visible logos  or markings . 
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F. Lea ther and  Spec ia l Equipment 
 

The  Duty belt and hols te r will be  eithe r department is sue  or 
approved. Uniformed Officer shall wear a  Lea ther Buckle -less  
Oute r Trouser Belt, 2” ma ximum width, black in color with a  baske t 
weave  finish, or the  Model 7950 – AccuMold® Elite™ Duty Be lt 
Oute r Trouser belt, with the  a  baske t weave  finish. 
 
The  duty belt shall be  shined, free  of dirt, and in good repair.  The 
under belt will be  1-1/2” maximum width, black web or lea ther, 
without a  buckle , and have  Velcro lining.  
 
 
All hols ters  and other accessories  on the  duty belt shall be  of the  
same finish, and mate rial or a s  close  to, a s the  duty belt.  
 
Officers  a re  required to ca rry the  following items  on the  duty be lt 
while  on duty: Approved duty weapon ca rried in approved hols te r, a  
ma ximum of two magazines in approved pouch, pe r weapon 
ca rried, minimum of one  se t of handcuffs (Smith & Wesson / 
Peerless), Asp s tyle  expandable  ba ton (21, 26, or 31 inches  in 
length), is sued department radio, fla shlight, and e ithe r the 
department is sued X-26 Taser or department is sued oleoresin 
caps icum (OC) spray. Loca tion of where  items  a re  placed on the 
duty belt equipment will be  a t the  office r’s  discre tion.  

 
G. Gloves  

 
Officers  may wear gloves  to protect themse lves  during cold 
wea ther and should be  worn with appropriate  winte r a ttire .  The 
wearing of short sleeve  shirts  with black gloves  is  prohibited.  If 
office rs  encounter a  situa tion where  they may encounte r bio-
hazards  the  officer should use  approved la tex gloves .  
Replacement la tex gloves  a re available  at the  PD.    
 

II.  P la in  Clo thes  (Sworn Pers onne l)  
 

A. Detectives  will wear eithe r profess ional bus iness a ttire  or more  
casua l busines s  a ttire . Casual Business  Attire  means  a  more  
casua l look, but s till ve ry professional in appearance .  

  B.  Fie ld Training Office rs (FTO) acceptable  clothing while  working in 
plain clothes . 
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Men: A dress  shirt with or without tie  or a  pullover knit shirt with 
collar, with no more  than 3 buttons  down the  front. May have  
manufactures  logo on shirt, but no other advertising or lette ring. 
Shirt may be  worn outs ide  pants  to conceal weapon. Pants  sha ll be  
conserva tive  in na ture  and in good condition. Jeans  a re  acceptable  
if they are  conserva tive  in nature  and nea tly pressed. Jeans  tha t 
appear worn, faded, or have  holes will not be  acceptable . Shoes 
sha ll be  conservative  in color and design and will be  functiona l. 
Jewelry and other accessories  worn shall be  consis tent with 
acceptable  business  appearances . 
 
Women: Female  employees  will wear conserva tively styled a ttire , 
(e .g.) conserva tive  blouses , swea te rs , and dress  (or casual) s lacks. 
No skirts  will be  worn. Jeans  may be  worn if they a re  conserva tive 
in na ture  and pressed. Jeans  tha t appear worn, faded, or have  
holes will not be acceptable . Shoes  shall be  of a  conserva tive  color 
and des ign and will be  functional. Jewelry and other accessories  
worn sha ll be  consis tent with acceptable  business  appearances. 
 
Weapons : Weapons  carried will be  authorized duty weapons . 
Weapons  will be secured in an approved hols ter or fanny pack. 
Officers  a re  also required to carry one  extra  magazine , and one  se t 
of handcuffs .  Pocke t knives  may be  ca rried by on-duty pe rsonnel 
a s  a  utility tool. Knife  blades  mus t not be  vis ible . The  ca rrying of 
switchblades  is  s trictly prohibited. Pocke t knives  are  NOT an 
authorized weapon, nor a  component of the  Use  of Force 
Continuum. 

 
J acke ts : A raid jacke t with the  appropria te  markings  may be  worn 
by FTO’s . Jacke ts  will be  black in color and conta in the  appropria te  
pa tches  and markings . 
 
Both Detectives  and FTOs working in a  plain clothes  capacity may 
e lect to purchase  an oute r ca rrier. The outer ca rrie r will be  black in 
color and be  clearly marked with a  “POLICE” pa tch on the  back. 
The  pa tch will have  four inch silver le tte ring. A second “POLICE” 
pa tch will be  a ttached to the  front of the  ca rrie r, cente red over the 
right breas t pocke t. The le ttering will have  one  inch silve r le ttering.  
A Black Hawk Police badge  pa tch will be  a ttached over the  le ft 
breas t pocke t. The  oute r ca rrier may have  utility pocke ts on both 
the  front and back in order to carry needed equipment. The  outer 
ca rrie r may only be  worn during times  when the  Officer or Detective  
a re  responding to a  call for service  tha t has  the  potentia l for 
violence .  
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III. SSU Unifo rms  
 

A. Officers  ass igned to the  Department’s  Specia l Services  Unit sha ll 
wear the  approved uniform when representing the  department is  a  
Special Services  Unit capacity.  The  clothing uniform will consis t of 
the  following and is  the same for both male  and female . 

 
Pants : Full length OD green khaki pants  and multi cam will be  
is sued.  These  will be  worn in accordance  with the  duties  assigned.  
SSU me mbers  may a lso wear a  ca rgo (BDU) s tyle  pants when 
a ttending functions  not requiring a  full SSU uniform. 
 
Shirt: Long sleeve  OD green and multi cam shirts  will be  is sued 
a long with OD green T-shirt.  These  will be  worn in accordance  with 
the  duties  assigned.  SSU me mbers  may a lso wear a  S SU polo 
s tyle  shirt when a ttending functions  not requiring a  full SSU uniform 
and when being worn in conjunction with ca rgo pants . 
 
Shoes :  SSU me mbers  will be  assigned tan colored boots  to be 
worn with the  OD green or multi cam uniform.  The  boots  will be  
made  of such mate rial a s to withs tand adverse  wea ther conditions. 
 
Protective  Equipment:  SSU me mbers  will be  ass igned the 
following equipment.  Entry ves ts , pla te  ca rriers  and plates , 800 
radio, ballis tic helmet, e lbow and knee  pads , gloves, multi cam fie ld 
jacke t and pants , and other equipment as  needed. 
 
Weapons : Weapons  ca rried will be  authorized duty weapons . 
Weapons  will be  secured in an approved hols te r or slung. Officers 
a re  also required to extra  magazines , and one  se t of flex cuffs .  
Fie ld knives  may be  ca rried by on-duty pe rsonnel a s  a  utility tool. 
Knives  a re NOT an authorized weapon, nor a  component of the  
Use  of Force  Continuum. 
    

 
IV. Crime  Scene  Inves tiga to r Unifo rms  

 
A.  Office rs  ass igned to the  Department’s  Crime  Scene  Inves tigations 

Unit sha ll wear the  approved uniform while  conducting crime  scene  
inves tiga tions .  The  uniform will consis t of the  following and is  the 
same for both male  and female  officers : 

 
Pants :  Full length pants  will be  black or navy blue  in color, and will 
be  ca rgo (BDU) in s tyle . 
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Shirt:  A Maroon polo shirt shall be  worn by a ll office rs  when 
inves tiga ting a  crime  scene  and when ca lled out to respond to a  
loca tion.  Officers  already on duty at the  time  of inves tigation may 
remain in the  uniform a lready being worn or may change  into 
clothing more  conducive  to a  crime  scene  inves tiga tion. 

 
Shoes :  Shoes  will be  protective  in na ture  and may cons is t of any 
dark colored mate rial.  The  shoes  (boots ) will be  of the  type  made  
to withs tand adverse  conditions to include  wea ther, biohazard and 
other hazardous  conditions , and should be above  the ankle  to 
protect the  officer’s  foot and ankle .   

 
Pro tec tive  eyewear:  Eye wear will be  worn a t a ll times  while 
office rs  a re  at a  scene  which might present the  hazard of fluids  
spilling on an office r.  The  protective eyewear may be  removed 
when a  condition such as this  does  not present itself, but will be  
ava ilable  should those  conditions  change . 

 
Gloves :  Gloves  will be  worn a t all times  while  office rs a re 
inves tiga ting a  scene .  The gloves  can be  made  of a  leathe r, nylon 
or la tex mate rial and office r discre tion will be  used when deciding 
which type  of glove  is  mos t appropriate  for the scene .   

 
Covera lls :  Coveralls  will be  available  and may be  worn by office rs 
inves tiga ting a  crime  scene  where  dangerous  mate rials  might be 
encountered.  For ease  of move ment, the  coveralls  may be  
removed when the  scene  is  deemed sa fe  and a  lesse r level of 
protective  clothing is  sufficient.   

 
  Weapons : Weapons  carried will be  authorized duty weapons . 

Weapons  will be secured in an approved hols ter or fanny pack. 
Officers  a re  also required to carry one  extra  magazine , and one  se t 
of handcuffs.  Pocke t knives  may be  ca rried by on-duty pe rsonnel 
a s  a  utility tool. Knife  blades  mus t not be  vis ible . The  ca rrying of 
switchblades  is  s trictly prohibited. Pocke t knives  are  NOT an 
authorized weapon, nor a  component of the  Use  of Force 
Continuum. 

 
 
 
 
 
Authorized  by: 
Stephen N. Co le       Da te : 10/24/2016 
Chie f o f Po lice  
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BLACK HAWK POLICE DEP ARTMENT  

S tandard  Opera ting  Procedure  
Chie f S tephen  N. Cole  

 
Date  Is s ued: 08/16/2006 
 

Subjec t: Manual Ala rm Res pons e    
 

TO: All Pers onne l     Da te  Revis ed : 01/15/2015 
 

 
Des crip tion: It is  the  respons ibility of the  Black Hawk Police  Department to 
provide  security for city employees  as  we ll a s  the  genera l public. Responding 
office rs  will use  extreme  caution when dispa tched to such a la rms.  Firs t Office r 
on scene  will be  the  Primary Office r on a ll a larm ca lls  and will direct the  approach 
of a ll back-up office rs  to the  scene .  The  Primary Officer will be  the  Officer-In-
Charge  until re lieved by a  supervisor.  
 
P rocedure:  
 

Us e  of s ilen t Panic  Ala rms  
 

1. Panic a la rms  should be  used on violent or threa tening individua ls , 
life -threa tening s itua tions  or in the  event of a  robbery. 

 
2. For disgruntled or dis tressed parties , the  police  department 

dispa tchers  may be  notified by ca lling extens ion 352 or 353.  
Employees  may a lso use  911. 

 
Panic  Ala rm Loca tions  
 
1. Panic a la rm switches  a re  loca ted in hidden loca tions  away from the  

view of the  public. 
 
Res ponding  Office rs  Res pons ib ilitie s  
 
1. Office rs  sha ll trea t a ll reports  of panic a la rms in city buildings  as  an 

emergency and will re spond accordingly. 
 
2. Responding office rs  sha ll coordina te  the ir a rriva l and initia l 

pe rimete r pos itions  a round the  a la rm loca tion as  they respond and 
a rrive . 

 
3. Office rs  should be  in an optimal loca tion in case  of a  confronta tion 

or a  re trea t if e sca la tion dicta te s . 
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4. Office rs  on scene  should a ttempt visua l contact ins ide  the  loca tion 
if poss ible  without be ing de tected. 

 
5. Attempt contact with an employee  through dispa tch for furthe r 

information and make entry in a s  safe  a  manner as  poss ible . 
 

6. If an employee  is  unable  to exit the  building Officers  will notify a  
supervisor and additiona l pe rsonne l may be  reques ted to secure  
the  scene .  Policy 9.01 Hos tage  and Barricaded gunmen will then 
dicta te  furthe r actions .   

 
Employee  Res pons ibilitie s  

 
1. Employees  who have  a la rm devices  a t the ir desks  a re  respons ible  

for insuring the  a la rms  a re  te s ted. 
 
2. Employees  a re  respons ible  for insuring tha t fa lse  a la rms  do not 

occur and if accidenta lly activa ted will promptly report the  fa lse  
a la rm to the  Police  Department. 

 
3. Employees  should utilize  the  phone  to report incidents  when 

poss ible  ins tead of activa ting the  panic a la rm. 
 

4. Employees  who activa te  the  panic a la rm sha ll comply with a ll 
ins tructions  given by the  Dispa tcher if poss ible . 

 
Dis pa tcher Res pons ib ilities  

1. When Dispatch receives  a  panic a larm, the primary officer will be  
toned for the  a larm and be  given the  location. 

2. A secondary, or back –up officer, will be  dispatched to respond to the 
a larm. 

  Radio traffic may be changed to a  designated channel such as 
BHOPPs. If encryption is  desired for security reasons, BHOPPs 
should be  designated. 

3. Dispatch will attempt te lephone contact with the  city department at 
the  direction of the  primary officer, or supervisor.  If the  city 
department initia tes  te lephone contact with dispatch to advise  of an 
error, the  primary officer will be notified immedia te ly. 

4. If te lephone  contact is  made , the  dispa tcher will a ttempt to find out any 
information about the  s itua tion and re lay the  information to the  primary 
office r. 
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a . If the  dispa tcher is  able  to contact the  employees  of the  city 
department the  dispa tcher will notify the  primary office r they 
a re  in contact.  The  office r will advise  the  dispa tcher which 
door of the  city building an employee  should respond out to 
speak with office rs .  The  dispa tcher will obta in a  description 
of the  pe rson who will be  responding outs ide .  Dispa tch will 
advise  office rs  of this  description. 

b. If the re  is  an unknown problem ins ide  the  city building the  
dispa tcher should a ttempt to obta in furthe r information.  The  
dispa tcher will a ttempt to obta in information by asking the  
pe rson on the  phone  if they can answer ques tions  free ly.  If 
ques tions  can be  answered, the  dispa tcher will obta in 
pe rtinent information and re lay this  information to office rs .  If 
they cannot answer free ly, the  dispa tcher will a tte mpt to 
obta in information by asking YES & NO ques tions  keeping 
the  pe rson on the  phone  as  long as  poss ible .   

Example of yes  or no ques tions : 

i. Is  someone inside  threa tening physica l harm? Is there 
more than one?   

ii. If answer is  "YES,” continue  line  of ques tions  - Are  
they a rmed with weapons?  

iii. Description of suspects?  

5. If the  employee  indica tes  the re  is  a  problem ins ide  the  city building 
and cannot s tay on the  phone , the  dispa tcher will te ll the  employee  
to lay the  rece iver down bes ide  the  phone.  Do not hang  up  the  
phone .   

This  will insure  an open line  into the  building, so the  dispa tcher can 
hear wha t is  going on.  The  dispa tcher will keep the  office rs  advised 
of wha t they a re  hearing on the  open line . 

6. Dispa tch will make an incident screen on a ll reported a la rms , to 
include  the  name(s) of the  Respons ible  Parties  notified, and the  
dispos ition of the  ca ll. 



 

 Page 4 of 4  

III. Ala rm Tra in ing  and  Tes ting  

1. Alarm tes ting is  the  respons ibility of the  city department where  the  
a la rm is  loca ted. 

2. Tra ining on the  a la rm and s tandard opera ting procedure  will be  
comple ted on an as  needed bas is .  

3. An a la rm may be  te s ted a t any time  by ca lling the  Black Hawk 
Police  Department Dispa tch Cente r a t extens ion 352 or 353.  The 
employee  will inform the  Dispa tcher tha t they will be  te s ting the  
a la rm and tha t no police  response  is  needed.  The  employee  will 
activa te  the  a la rm and wait on the  phone  with the  Dispa tcher to 
confirm activa tion.  Once  confirmation is  rece ived the  a la rm will be  
rese t.  The  employee  will notify the  appropria te  supervisor if the  
a la rm fa ils . 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Au thorized  by: 
S tephen  N. Cole       Da te : 08/16/06 
Chie f o f Police  
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BLACK HAWK POLICE DEP ARTMENT  

Standard  Opera ting  Procedure  
Chie f Stephen N. Co le  

 
Date  Is s ued : 02/15/2014 
 

Sub jec t: Specia l Enfo rcement Team    
 

TO: All Pers onne l     Revis ion Date : 10/12/2016 

 
 
Po licy: 
 
The  Special Enforcement is  comprised of proactive pe rsonnel focused on solving 
problems in the  community such as  narcotics  and pros titution. A group of office rs  
will be  es tablished on an as -needed basis  and will consis t of employees  who 
have  received training or specific training rela ted to the  enforcement activity.  The 
specified officers  may work an irregular schedule  for the  dura tion of the 
enforcement activity to focus on specialized problems in the community and 
surrounding a rea . The  assembled officers  are utilized on an as  needed basis for 
specific community problems which requires  sa tura tion e fforts  or specified 
enforcement.  This  sys tem is  in no way associa ted with the  tactical na ture  of the 
Special Services Unit Team. 
 
Procedure : 
 
When a  rising crime  trend or special problem needs  to be  addressed, specific 
employees  will be utilized to address  the  problem.   
 
Unifo rm: 
 
Officers  participa ting in the  specia l enforcement will be working a  pla inclothes 
opera tion not an undercover opera tion. Proper clothing is  required; such as 
tennis  shoes or hiking boots , blue jeans , overs ized shirt or jacke t and a  ha t. This 
is  considered a “soft” look as  opposed to a  “hard” look of a  police training outfit of 
tactica l s tyle  pants , a  polo shirt and tactica l s tyle  boots . 
 
Tra ining : 
 
Specifically rela ted training will be given to a ll office rs pa rticipa ting in specific 
needs . The  training will include  but not be  limited to; plainclothes  firea rms  
techniques , defensive  tactics , handcuffing, inte rview and interroga tion 
techniques , and surveillance  techniques .  
 



 

Special Enforcement Team  Page 2 of 2 
 

Team Members : 
 
All sworn personnel a re  eligible  to pa rticipa te in special enforcement. Pe rsonnel 
tha t are  the  mos t productive and motiva ted in their everyday responsibilitie s  as  a  
police office r will ge t se lected to pa rticipa te . Special enforcement is  gea red 
towards  officers  who possess  above  average  knowledge , skills  and abilitie s  in 
the  a reas  of inves tiga tion, obse rva tion and other police  tactics .  Me mbers  will be 
se lected by supervisors  given the  needs  of the  organization and the  objective  of 
the  enforcement activity.  A la rge  emphas is will be  placed on ta rge ting repea t 
offenders , the  identifica tion and dismantling of criminal groups committing 
multiple  crimes  within the  city. 
 
Equipment: 
 
Required equipment will generally include the  following 
 

 # Concealable  Hols ter and Handgun 
 # Badge  and Police  ID  
 # Handcuffs  
 # Cell Phone 
 # Police  Radio 
 # Ba llis tic Ves t (can be  s tored in the  trunk of a  vehicle  until needed) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Authorized  by: 
Stephen N. Co le        Da te : 02/15/2014 
Chie f o f Po lice  
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BLACK HAWK POLICE DEP ARTMENT  

Standard  Opera ting  Procedure  
Chie f Stephen N. Co le  

 
Date  Is s ued : 12/16/08 
 

Sub jec t: Sa fety Rules , Po lic ie s , and  Procedures        
 

TO: All Pers onne l     Da te  Revis ed : 10/12/2016 
 

 
POLICE S AFETY RULES, POLICIES, AND PROCEDURES  

 
The  sa fety rules  contained on these  pages  have  been prepared to protect you in your 
da ily work.  Employees  a re  to follow these  rules , review them often and use  good 
common sense  in ca rrying out a ssigned duties . 
 

GENERAL SAFETY RULES ................................................................................................................... 2 

RANGE SAFETY RULES ....................................................................................................................... 3 

DIRECTING TRAFFIC ............................................................................................................................ 4 

DRIVING SAFETY .................................................................................................................................. 4 

VEHICLE EMERGENCY PROCEDURES  ....................................................................................................... 4 
TRAFFIC STOPS  ..................................................................................................................................... 5 

HANDLING ANIMALS ............................................................................................................................ 5 

HANDLING AGGRESSIVE DOGS  ................................................................................................................ 5 

PATROL SURVIVAL RULES .................................................................................................................. 6 

APPROACHING A BUILDING ...................................................................................................................... 6 
APPROACHING DOORWAYS ..................................................................................................................... 6 
AFTER SUSPECT HAS BEEN S HOT ........................................................................................................... 6 
DISARMING A SUSPECT........................................................................................................................... 7 
HANDLING CHEMICALS  ........................................................................................................................... 7 

DISPATCH .............................................................................................................................................. 7 

 WHEN PRISONERS ARE BEING PROCESSED IN THE HOLDING CELL THE DOOR TO THE 
DISPATCH CENTER SHOULD BE SHUT AND SECURED. ................................................................... 7 

FIRST AID RESPONSE/INFECTION CONTROL .................................................................................... 7 
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GENERAL S AFETY RULES  
 

 # ACCIDENT REPORTING: Report all accidents  to your supervisor and police  
immedia te ly.  If the accident occurs  in another jurisdiction notify the  loca l police .  If 
the  accident occurs  in Black Hawk notify the  Black Hawk Police  Department. 

 

 # HAZARD REPORTING: Employees  are  respons ible  for notifying a  supervisor 
immedia te ly of any unsafe  condition and/or practice.  

 

 # MACHINERY: Report broken or malfunctioning equipment to your supervisor 
immedia te ly.  Only tra ined, authorized employees  a re  pe rmitted to se rvice  or repair 
equipment and then only a fter deactivating all energy sources  and locking out 
equipment. Only authorized machinery with all required guards  will be  used.  If you 
a re  not familia r with the  safe ty opera tion of a  piece of machinery, a sk your 
supervisor for ins truction. 

 

 # HOUSEKEEPING: All employees  a re  required to keep their work a rea  clear of 
debris  or other tripping or s lipping hazards .  All debris  mus t be  disposed of properly 
in des igna ted a reas . 

 
As  a  general rule  employees should follow the  rules  a s  outlined in this  document.  
However, every situa tion is  unique  and many s ituations  pose  risks  not anticipa ted in this  
sa fe ty document.  The  na ture  of law enforcement requires  employees  to make  
judgments  concerning risks  and make  decisions  concerning ways  to minimize  the  
potential for injury to themse lves , citizens  and others .  Many situa tions  occur without 
notice  and require  immedia te  responses  based on training and experience .  It is  our 
hope  that employees  will recognize  the  hazards  present and incorpora te  these  safe ty 
techniques  to minimize  injuries .   
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FIREARM S AFETY 
 

 # Do not modify your weapon in any way without the authorization of a  range master. 
 # Lock and unload the  firearm before handing it to another person.   
 # Do not point the muzzle of the firearm toward anyone when handing it to another 

person.  
 # Keep your finger out of the  trigger guard until you are ready to fire . 
 # Do not point a  firearm at anyone  unless you intend to use  deadly force in the line of 

duty. 
 # Leave the firearm in its  holster or rack until it is  needed. 
 # Do not conduct firearm practice  alone. 
 # When unloading the firearm, do not try to catch the casings or magazine.  
 # Utilize the weapon safety trap at the rear of the PD to unload weapons when possible. 
 # Keep the muzzle pointed toward the  targe t when loading and unloading the  firearm. 
 # Return your weapon to its  holster or rack when finished firing and close the holster 

strap over the firearm. 
 # All long weapons should be secured in locked containers or locking mechanisms  

when transported in police vehicles .   
 # Anytime  you are  handling a  prisoner near the  holding cell, secure  your firearm in a  

locked box. 
 # When handling prisoners reques t a  second officer when practical to insure your 

safety. 
 # When weapons and our Tasers are taken home they mus t be stored in a  safe place  

where they are not a  danger to others. 
 

RANGE S AFETY RULES  
 

 # Do not enter the range with a  loaded weapon; unload weapons  at the sand barrel. 
 # Do not anticipate  a  command. 
 # Follow the instructions of the firearms  instructor. 
 # Do not turn around while holding a firearm in the firing line. 
 # Wear eye and hearing protection when firing on the range site . 
 # No talking on the firing line or talking to shooters on the firing line except by the  

instructors. 
 # In case of a  mis fire , raise  your non-shooting hand to signal the  firearms  instructor and 

keep the firearm pointed down range until the weapon has been inspected by the  
firearms instructor. 

 # Do not go in front of the firing line until the  firing line has been cleare d and the  
command is  given to go forward. 

 # Body armor shall be worn a t all times at the firing range. 
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EQUIPMENT 
 

 # Body Armor shall be worn by patrol officers while  on duty. 
 # Officers will have available their firearm, badge, and handcuffs while  in uniform. 
 # Officer will have Yak-Traks or other suitable equipment designed to improve footing 

in adverse  weather conditions . 
 # Officers  will inspect their vehicle and equipment assigned to their vehicle at the  

beginning of each shift to insure  it is  in working order.  
 # All officers will wear ANSI approved safety vests when working in the roadway with 

the exception of officers  performing traffic stops .  
 

DIRECTING TRAFFIC 
 

 # Wear reflective vests  when directing tra ffic. 
 # If available, use lighted batons when directing traffic in adverse conditions such as  

poor lighting and adverse weather conditions. 
 # When directing traffic at an intersection where  both streets  are two-way tra ffic, s tand 

in the middle of the intersection.  
 # Use a radio or hand signals to communicate  and coordinate with other officers  

assisting in the tra ffic direction. 
 # When lighting flares, s trike the flare away from your body. 
 # Extinguish flares by smothering them in dirt when not needed. 
 # Utilize the remote control system installed at the control box when directing traffic at 

Main and Gregory if e lectricity is available.  
 # Establish a safety zone during accidents by posting cones, flares, and parking your 

vehicle to divert the flow of vehicular tra ffic away from the accident. 
 

DRIVING S AFETY 
 

 # Observe all local traffic laws when operating vehicles under routine or non-emergency 
conditions. 

 # Shut all doors and fasten your sea t belt before  moving any vehicle. 
 # Monitor once a month the sea tbelt use of employees according to the log form and 

maintain records in CIRSA manual.  
 # Maintain control of your vehicle at all times. 
 # Follow at a  safe distance and increase distance  in adverse weather conditions. 
 # Report any vehicle de fect to your supervisor. 
 # Do not drive vehicles with known defective brakes or equipment. 

Vehic le  Emergency Procedures  

 # Use the siren and warning lights  when in route to an emergency. 
 # Never drive in a  manner which creates more risk than the  emergency itself. 
 # Slow down and use caution before entering intersections while operating emergency 

equipment. 
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Traffic  Stops  

 # Park the patrol car behind the vehicle which you are pulling over. 
 # Offse t the  patrol vehicle to the left of the pulled over vehicle to prevent getting hit from 

traffic or a  collision. 
 # Turn wheels to the left to maximum wheel trave l. 
 # Activa te all emergency light sources night and day.  
 # Wait until the traffic is  clear before exiting your vehicle. 
 # As you approach the vehicle, observe the driver and passengers by looking in the  

suspect's  side or rear view mirrors. Shine flashlight into side mirror as well as the  
interior of the  car. 

 # Check the  trunk to be sure that it is  closed.  If it is  opened, close  it. 
 # Minimize your exposure to the driver and passengers  by standing jus t to the rear of 

the suspect's  vehicle. 
 # Keep your "strong hand" free. 
 # Approach buses from the curb side where safe . 
 # Use passenger side approach in risky locations  and heavy traffic. 
 # Notify the Dispatcher of the loca tion, vehicle description, and license  plate at the time  

of the  stop if time permits. 
 

HANDLING ANIMALS  
 

 # When dispersing a bear, utilize shotguns  with rubber bullets only.  Attempt to strike 
the bear near the rear of the  animal to avoid hitting their face . Do not get close  to the 
bear.  

 # Acquire catch pole and cage a t the police department for control of animals. 
 # Clear the area of people while attempting to ca tch an animal.  Crowds  may sca re the 

animal to attack. 

Hand ling  Aggres s ive  Dogs  

 # Do not run away unless you are  certain of quickly reaching a place  of safe ty. 
 # Stand still and face the animal to assert control. 
 # While keeping your eyes on the  dog, order the animal to "stay" or "s tand" in an 

authoritative tone  of voice. 
 # Back away slowly while continuing to speak in a  firm, calm voice. 
 # Back against any available object to prevent an attack from the rear if more than one  

dog is present. 
 # Use your straight baton or collapsible baton to strike the dog rather than throw 

anything a t him. 
 # Use your firearm if you are attacked or if you have determined that your life  is  in 

danger. 
 # Do not back a  dog into a corner.  
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PATROL SURVIVAL RULES  
 

 # Whenever possible, wait for back-up to arrive.  Officers should advise the dispatcher 
they are close or near to the call and wait for a  second officer to arrive before making 
contact when practical.  

 # Only enter a  scene  by yourself if there is an immediate  threat to life .  
 # Do not cancel back-up when responding to an emergency. 
 # Consider all calls  as if they could be a  "se t-up". 
 # Do not relax because you consider the incident to be  a minor problem. 
 # Approach all incident scenes anticipating a dangerous situation. 
 # During foot pursuit, swing wide  when turning a corner of a  building. 
 # Practice reloading your weapon with your "off" hand. 
 # Do not stand behind your flashlight; hold it to the side of you. 
 # Handcuff the suspect first, and then proceed with the  search. 
 # Ankle shackles may be used when transporting any prisoner officers have reason to 

believe might be an escape  risk or for articulable Officer Safety reasons . 
 # Officers may use ankle shackles when transporting any prisoner from one facility to 

another for reason to believe may be an escape risk or for articulable Officer Safety 
reasons . 

 # Use of shackles shall be part of handcuffing during in-service training by defensive  
tactics  instructors . 

 # Practice counting shots  and never totally empty your weapon. 
 # Do not "silhouette" yourself. 
 # Do not turn your head to ta lk into a  shoulder transmitter pad.  Take the pad from your 

shoulder be fore talking.  Watch suspects  and their hand movements a t all times. 
 # Remember that there  is always a  potential for weapons to be involved in a  call. 
 # Check rifles and shotguns  before placing them into you police vehicle to insure there  

aren’t rounds in the  cha mber. 

Approaching  a  Build ing   

 # Utilize "cover" and "concealment". 
 # Do not look around a corner of a  building or doorway a t eye level or from the same  

place twice .   

Approaching  Doorways  

 # Stand to the side of the door. 
 # Do not be too quick to enter. 
 # Listen at doors to acquire furthe r information before initiating contact. 
 # Make sure that no one is behind the door before entering by opening it fully and 

quickly. 
 # Do not stand in a  doorway. 

Afte r Sus pec t Has  Been Sho t 

 # Do not rush in to apprehend the suspect. 
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 # Do not put your weapon away, reload it if necessary. 
 # If a  suspect appears to be submitting, do not assume that he or she really is. 
 # Watch the suspect for any sudden moves , especially their hands . 
 # Handcuff the suspect before  seeking medical a ttention. 

Dis a rming  a  Sus pec t 

 # Command the  suspect to remove their finger from the  trigger, to lay the  firearm down 
slowly, to s tep away from the weapon, and to turn away so that he or she cannot see  
you. 

 # Disarm the  suspect be fore moving out from behind cover. 
 # Do not leave your cover to accept a  weapon from a  suspect. 
 # Do not accept a  weapon directly from a  suspect hand-to-hand. 
 # Always give clear commands  to suspects. 

Hand ling  Chemica ls  

 # When acting as a  first responder, get out of the area, cone it off, and notify the local 
fire  department. 

 # If you discover a  clandestine lab, get out of the  area and call the local fire  department. 
 # Use personal protective clothing or equipment such as neoprene gloves, rubber 

boots, shoe covers, rubber aprons, and protective eyewear, when handling chemicals  
labeled "Flammable", "Corrosive", "Caustic" or "Poisonous". 

 # Do not use protective clothing or equipment that has  split seams, pin holes , cuts , 
tears or other visible damage. 

 # Each time you use your gloves, wash your gloves before  removing them using cold 
tap water and normal hand washing motion.  Always wash your hands after re moving 
the gloves. 

 
DISPATCH 

 
 # When prisoners  are  being processed in the  holding cell the  door to the  

Dispa tch Center should be  shut and secured.  
 
 

FIRST AID RESP ONSE/INFECTION CONTROL 
 

 # When performing emergency medical care, wear latex or vinyl gloves when possible, 
and when you have finished using the gloves, discard them immediately into the  
"Biohazard" marked bag or container for disposal. 

 # Do not use gloves which are torn, cut or punctured. 
 # Replace latex or vinyl gloves  tha t are cut, torn or punctured.  
 # Do not use hand to face  movements when handling materials tha t are visibly 

contaminated with human blood. 
 # Wash your hands and other exposed skin surfaces on the arms and forearms using 

soap and water or the waterless cleaner immediately upon removal of protective  
gloves. 
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 # If your skin, eye or mouth is  splashed or spa ttered with blood or other bodily fluid, 
wash or flush these areas with water.  

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Authorized  by: 
Stephen N. Co le         Da te : 12/16/08 
Chie f o f Po lice  
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BLACK HAWK POLICE DEP ARTMENT  

Standard  Opera ting  Procedure  
Chie f Stephen N. Co le  

 
Date  Is s ued : 02/14/2014 
 

Sub jec t: Scanning  into  EForce       
 

TO: All Pers onne l      Da te  Revis ed : 04/14/15 

 
 
 
Procedure : The  long  te rm goa l o f the  Black Hawk Po lice  Department is  to  be  
paperle s s .  This  requires  a ll c rimina l jus tice  paperwork to  be  attached  to  the  
ac tua l po lice  report.  One  o f the  s teps  to  he lp  with the  paperles s  p roduc t is  to  be  
ab le  to  s can a ll the  c rimina l jus tice  paperwork to  its  res pec tive  cas e  report. 

 
Scanning  Docume nts  
 
Documents  a re  scanned by use  of the  copie r.  Documents  a re  scanned by single  
pages , numerous  pages  or a  group of pages  (ie  – Prosecution Reports , e tc….) 
 

#  Each case  is  scanned separa tely 
#  Place  the  documents  in the  feeder of the  copie r 

(Any odd size  or two s ided pages  need to be copied firs t, in color so the  
feeder can scan a ll documents  a t one  time) 
The  fo llowing  is  done  on the  touch s c reen o f the  cop ie r 

#  Touch the  “SEND” button 
#  Touch the  “ONE-TOUCH” button 
#  Touch the  “SCAN2FOLDER” button 
#  Touch the  “SEND SETTINGS” button 
#  Touch the  “SEND DOC NAME” button 
o Type  in the  Case  Report Number (do not use the  hyphen) (ex – 094290) 
#  Press  the  “OK” button then “DONE” button 
#  Touch the  “FILE FORMAT” button 
#  Default format is  “PDF” (this  is  for color)  

     S ingle  pages – do not do the  “FILE FORMAT” 
     Group of pages  – do not do the “FILE FORMAT” (clipped toge ther 
 with a  paperclip or clamp 
     More  than one  page  – “Divide  Pages” – click on this  button 

#  Press  the  “OK” button then “DONE” button 
#  Hit the  “START” button on the  copier 

 
Do  no t s can CCIC/NCIC or NIBRS printouts  
Do  no t s can the  printed police  report or the  “Case  Action Shee t” 
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The  scanned documents  will scan to a  folder ca lled “SCANS” in the  Police  Shared 
Folder. 
 
Pulling  Scanned  documents  into  the  cas e  
 
Be  sure  you have  two screens  open.  The SCANS folder needs  to be  open and so does  
the  RMS sys te m for eForce . 
 
Scan Fo lder 
 
Log on to compute r 
Double  click on “My Compute r” icon on your desktop. 
Double  click on Police  Shared fsa  (S) drive  
Double  click on the  “Scans” folder 
Each PDF file  will show with the  case  number be low it (the firs t 6 numbers  should be  
the  case  number: 
      093149_20091208180502 – this  is  a  single  document or a  group of pages  

093149_20091208180502_01 – this  is  a  document with numerous  pages  (the  
end two numbers  will a scend and they a re  the document numbers )  

Each document needs  to be pulled in one  a t a  time  a nd titled 
Click on a  file  and the  bottom ha lf of the  screen shows the  document 
Keep this  folder open while  pulling documents  into the  Case  
 
eForce  RMS 
 
Attaching  documents  
 
Log on to eForce  
Click on the  “Search” tab 
Click on “Event” 
Event No – enter the Case  number (ex – 0903149) and hit the  “Enter” key or click on 
the  “Search” button 
Click on the  case  number 
Click on “Attachments” – this  is  where  the  scanned documents  will be  a ttached to the  
case  

o Add button – click on it 
o  Browse  button – click on it 
o  The  Scan folde r should come up (if not use  the  drop down button to ge t to the  

“Scan” folder  
o  Check within the  “Scan” folde r to make  sure  you a re  pulling the correct 

document in – then click on the  PDF in eForce  click the  “Open” button (case  
number and document number should match) 

o  Attachment Title  – title  the  document 
o  Click on the  “Upload” button 
o The  document has  been added to the  case file  and the  list should be  showing 
o Scan s tamp on the  back of the  document and initial 
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Continue  this  until a ll docume nts  a re  added.   
Someone  e lse will do the  QC (quality control) 
 
Doub le  checking  to  make  s ure  the  documents  a re  co rrec t 
 
QC documents  
 
Follow the  above  ins tructions  for logging on to both the compute r and the eForce  
Sys te m. 
 
To check documents  in the  case  
 
Click on a  document in the  “Scan” folder – (this  will be  the  document you check in 
eForce) 
 
Go to the  case  in eForce  following the  directions  above  
 
Once  in the  “Attachments”: 
 

o  Click on the  “Download” button 
o Click on the  “Open” button 
o The  document will be  showing – this  should be  the  same document open in 

“Scans” 
o Click the  “X” in the  upper right hand corner (this  closes  the  document” 
o Go back to the  “Scans” tab 
o Do a  right click on the  document tha t is  open 
o Click on “Dele te” (make  sure  it is  the  correct document number  
o  Confirm by clicking the  “YES” button 
o Put a  check mark next to the  initials  of the  person who scanned the  document 
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The  papers  the  person is  checking will also be filed in the  case  report, or it will be  a  
page  that will be  filed at a  la ter time . 
 
The  person doing the  QC will be  deleting all the  PDF’s  in the  “Scans” folder.  Once  it is  
checked the document is  downloaded into the case  file . 
 
If the re  a re   any documents  added by officers  and they a re  printed for the  report, make  
sure  the  office rs  call number is  on the  back so they a re not rescanned.  As  a  general 
rule , the  office rs  will a ttach photos .  Some documents  added by an office r may jus t be  
the  document.  Records  will need to scan the  same document because  we  ge t the  one  
with the  signa tures  of either an office r or a  judge . 
Sometimes  an entire  group of papers is  scanned as  one document.  Make  sure  all the  
pages  a re  scanned in. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Authorized  by: 
Stephen N. Co le        Da te : 04/14/2015 
Chie f o f Po lice  
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BLACK HAWK POLICE DEP ARTMENT  

Standard  Opera ting  Procedure  
Chie f Stephen N. Co le  

 
Date  Is s ued : 12/15/10 
 

Sub jec t: Remedia l Firea rms  Tra ining       

TO: All Pers onne l     Revis ed : 10/12/2016 

 
 
Procedure :   
 
In order to promote  a  more  e ffective  and uniform weapons  qua lifica tion, it will be 
the  policy of the  Black Hawk Police  Department to provide in-housing training for 
those  office rs  who de mons tra te  de ficiencies  when qua lifying with their duty 
firea rm.  
 
      I.       Firea rms  Ins tructor responsibility 
 

a . It is  the responsibility of all firea rms  ins tructors  of the  Black Hawk 
Police  Department to recognize  de ficiencies  and e rrors  in 
marks manship during Department-sponsored training and 
qua lifica tions . 

 
b. When deficiencies  or e rrors  a re  obse rved and recognized by a  

Firea rms  Ins tructor, it will be  the  responsibility of tha t ins tructor to 
provide  the  office r with standardized reme dial training so as  to 
correct the  de ficiency or e rror.   

 
c. Firea rms  Ins tructors  should NOT mere ly continue  to have  the  

office r re-fire  the  qualification course  until he /she  has  fina lly met 
minimum s tandards .  Ins tructors  mus t accept the  fact tha t a  fa iled 
qua lifica tion course  is  indica tive  of underlying problems tha t mus t 
be  specifically diagnosed and then remedied.  

 
II. Re-qualifica tion with Duty Weapon 

 
a . If an officer fails  to qualify during one  of the qualifica tion periods , 

the  Firea rms  Ins tructor supervising the  qua lifica tion will provide  the 
office r with remedia l training as  outlined above .   

 
b. The  supervising firea rms  ins tructor will provide  remedia l training to 

the  non-qualifying office r during a  “one  on one” ins tructional training 
sess ion.  During this  training the  following topics  will be  covered: 

 
1. Stance  
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2. Grip 
3. Sight picture /sight alignment 
4. Trigger control 
5. Brea th 
6. Follow through 

 
c. Afte r the  office r has  received the  necessa ry remedia l training and 

has  success fully demons tra ted to the Firea rms  Ins tructor 
improvement in marks manship skills , the officer will then be 
required to re -qua lify and obtain a  passing score . 

   
III. Documenta tion of training 

 
a . Firea rms  Ins tructors  who identify a  need to remedially train an 

office r regarding their marks manship with their duty weapon will be 
required to document this  training. 

 
b. In those cases where  an office r does  not respond to remedia l 

training, the  officer will be  sent through a  manda ted firea rms  
course .  Upon success fully comple ting this  course , the  officer will 
mee t with a  department firea rms  ins tructor in order to be  qualified 
with their duty weapon.  

 
c. Firea rms  Ins tructors  who provide  remedial tra ining shall document 

the  training course  from s ta rt to finish, write  a  me mo describing the 
training provided and submit to a  se rgeant. 

 
d. The  assigned Sergeant will review the  documenta tion and comple te  

a  FOSA form documenting the  process .  The  FOSA is  submitted to 
the  Chie f of Police  for review. 

 
e . The  Chie f of Police  shall draft a  le tte r to the  Officer documenting 

the  failure  to qualify and the  subsequent proce dures  ranging from 
training up to termina tion from e mployment.      
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IV. Prohibitions 
 

Any officer who fails  to qua lify with their a ssigned duty weapon a fte r 
exhaus tive  e fforts  in remedia l tra ining may be placed on adminis tra tive  
duty and prohibited from carrying any firea rm a t the  discre tion of the 
Chie f of Police .   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Authorized  by: 
Stephen N. Co le        Da te : 12/15/10 
Chie f o f Po lice  
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BLACK HAWK POLICE DEP ARTMENT  

Standard  Opera ting  Procedure  
Chie f Stephen N. Co le  

 
Date  Is s ued : 02/17/09 
 

Sub jec t: Po lice  Tra ining  Inju ry Pre vention       
 

TO: All Pers onne l      Da te  Revis ed : 10/12/2016 
 

 
Procedure : CIRSA conducted a  five  year study to de termine  the mos t frequent and 
cos tly types  of police office r training injuries .   The  s tudy showed tha t three  mos t 
common and cos tly types  of tra ining injuries  resulted from arres t control, firea rms  
qua lifica tion, and vehicle  (including motorcycle ) opera tions .  Based upon an analysis  of 
these  injuries , re search of sa fe  training methods , and interviews  with police  department 
training office rs , the  following guidelines  have  been developed.   
 
All Tra ining  in  Genera l: 
 

 # Adequa te  budge t, time , space , s ta ff and other resources  should be  available  to 
conduct a  proper training course . This  is  not the  a rea to cut corners due to 
opera tional pressures .  

 
 # Don’t think of money spent on training as an expense ; ra ther it is  an inves tment to 

ensure office r sa fe ty and lower claims  experience which will reduce  both direct 
and indirect cos ts  for the  department and the  municipality.  

 
 # Use  recommended Persona l Protective  Equipment (PPE).  

 
 # Use  only ce rtified or qualified ins tructors . 

 
 
Arres t Contro l Tra ining : 
 

 # Identify officers  with pre -exis ting injuries  prior to training. Some injuries  may 
a lready be  known to the  ins tructor(s) and others  may not. Office rs with pre -
exis ting injuries  should be  required to obtain a  doctors  release  prior to being 
a llowed to participa te  in a  training exercise .  

 
 # All missed training exercises  (due  to injury, illne ss, vaca tion, e tc.) should be  

rescheduled and comple ted. 
 

 # Ins tructors  should be  ce rtified/qualified, skilled and experienced in the 
technique(s ) tha t they a re  going to train office rs . 

 



 # Participants  should be  screened and graded by skill and fitness  level. Trainees 
should only be  paired with other office rs  of like  skill and fitness  levels . 

 
 # The  ins tructor ra tio to s tudents  should be kept a s  low as  possible  and/or should 

follow the  formal program guidelines  if s tated. 
 

 # Ins tructor lead warm-up and s tre tching should take  place  prior to training. All 
pa rticipants  should pa rticipa te  in the warm-up and s tre tching. 

 
 # When poss ible , the  firs t practice  of a  technique  should be  be tween an ins tructor 

and a pa rticipant, not with two inexperienced participants  paired up. If it is  
necessa ry to have  inexperienced participants  practice a  technique for the  firs t 
time  with each other, the  technique  should be  broken down into progressive 
s tages , with the  s tages  demons tra ted by the  ins tructor and then practiced by the 
pa rticipants  as  a  group. This  will help the  ins tructor(s ) with correcting mis takes  in 
technique  and bette r control the  pace  and intens ity level of the  class . 

 
 # A formal tra ining program (like  PPCT, FBI, Krav Maga , e tc.) should be  followed 

explicitly. Do not cut corners  on training recommenda tions .  
 

 # Experience  based ta se r and pepper spray training is  not recommended.  Se rious  
office r injuries  have  resulted from this  type  of training.  If the  department fee ls 
tha t it is  necessary to conduct these  types  of training, participants  should only be  
exposed once  to the  training. Every e ffort should be  made  to ensure  secondary 
injuries  do not take place , such as  fa lling down and s triking head or othe r body 
part on an unpadded floor a fter being ta sed. A doctor’s  release  should be 
obtained by participants  prior to the  training tha t addresses  possible  heart 
conditions , potential allergic reactions  and any other medica l conditions  tha t 
might be  aggrava ted by being ta sed or exposed to pepper spray. 

 



 # Supervisors  and trainers  should be  held accountable for injuries tha t take place 
in training. Participants should be  held accountable  for their behavior during 
training. Excess ive  force  and resis tance, macho a ttitude , bravado, and horseplay 
should not be  allowed. A me mber of the  command s ta ff should be  present during 
a ll training classes , if possible a s  a  pa rticipant. 

 
 # Adequa te  mats  should be  used to pad the  floor, including a  highlighted padded 

sa fe ty zone  be tween the  training a rea and the  unprotected floor, where  no 
training will take  place. Obs tructions  or hazards  (poles , equipment, e tc) in the  
training area  should be  removed or padded.   

 
 # Free-for-all spa rring and grappling should not be  allowed. Only controlled, 

methodica l, slow motion move ments  should be  used to practice  a rres t 
s tages /techniques . Once  proficiency has  been achieved and demons tra ted to the 
ins tructor(s ), speed at which the technique  is  practiced can be  increased as  long 
as  control is  maintained. 

 
 # If the  Red Man suit is  used, use  the  entire  suit regardless  of wha t a rres t 

technique  is  being practiced. 
 

 # Officers  should be  trained to fall properly prior to a rres t control tra ining. 
 

 # Wear all recommended PPE when training canines. 
 
Firea rms  Tra ining : 
 

 # All pa rticipants  and training s ta ff should wear adequa te  PPE while  a t the  range . 
Required PPE should include , ea r muffs  and/or plugs with the  highes t advertised 
Noise  Reduction Rating (NRR) available . ANSI-approved eye  protection should 
a lso be  worn.  Sunglasses  a re  not sa fe ty glasses , but sa fe ty glasses  can be  
sunglasses . A billed ha t, body a rmor ves t, long sleeves and pants  a re  highly 
recommended. Do not assume office rs  know how to properly wear PPE; provide 
training and require  their use . 

 
 # A range  mas te r should always  be  present during training. 

 
 # Firea rms  should be  brought to the  range  and taken from the  range  unloaded. 

 
 # There should be  pos ted Rules  of Use . Officers  should be  required to know and 

follow a ll the  rules , no exceptions . Complacency leads  to accidents  and injuries . 
 

 # Only department is sued ammunition should be  used a nd the  range mas te r 
should inspect all firea rms  before  they can be used a t the  range . Officers  should 
be  held accountable for the  condition of their firea rm(s). 

 



 # Use  of meta l knock down ta rge ts  should follow the  manufacture r’s 
recommenda tions  for dis tance  and placement. 

 
 # Ensure  the re is  a  proper soft background a t the  range , free of rocks  or othe r hard 

objects  tha t could cause  a  ricoche t. 
 

 # Shooting a t vehicles is  not recommended. If shooting a t vehicle  is  allowed, 
remove  the  engine , transmiss ion and a ll fluids. 

 
 # Follow a t a  minimum the  POST recommenda tions  for ins tructor to s tudent ra tio. 

 
 # Airsoft and/or Simunitions  should be  used when/wherever possible . 

 
 # The  range  mas te r should have  ultimate  authority a t the  range . 

 
 
Vehic le  Tra ining  
 

 # All vehicles  used for training should be  inspected and mainta ined by a  qua lified 
mechanic prior to being used in training. 

 
 # Sea t belts  should always  be  worn. 

 
 # Re la tively slow ma ximum speeds  (45 – 50 mph) should be  utilized. 

 
 # Control of the  vehicle  should always  be s tressed and emphas ized, not speed or 

time  to comple te  the  course .  
 

 # Supervisor should be  present and have  in-ca r communica tions  with drive rs . 
 

 # The  passenger (if present) should assis t the  drive r to ensure they s tay on a 
coned track. 

 
 # Only two vehicle s  should be  allowed on a se rpentine  course a t one time , s ta rting 

opposite  one  another. 
 

 # Participants  should be  held accountable for property damage , injuries and their 
behavior. 

 



 # SUVs should not be  used on a course  tha t is  designed for a  ca r. Sport Utility 
Vehicles  (SUVs) should not be  used in high speed response  and pursuit training. 

 
 # Vehicles  should be  s taged to a llow as  much dis tance  from one  another as  is  

reasonable  and practical. 
 

 # POST motorcycle  training guidelines should be  utilized. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Authorized  by: 
Stephen N. Co le         Da te : 02/17/2009 
Chie f o f Po lice  
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BLACK HAWK POLICE DEP ARTMENT  

Standard  Opera ting  Procedure  
Chie f Stephen N. Co le  

Date  Is s ued : 12/15/08 
 

Sub jec t: SOP Bill Pay       
 

TO: All Pers onne l      Da te  Revis ed : 07/08/2014  
 

 
Procedure : 
 

I. Ordering  o f Supp lies  
 

a . Current Vendors  can be  found in Police  Admin Shared titled Black 
Hawk Police Vendors (along with wha t items  a re ordered through 
particula r vendor). 

 
b. If ordering through a  new vendor, a  W-9 must be  received from tha t 

vendor be fore  the  bill can be  paid. 
 
c. Bills  mus t a ll be  ne t 30. No credit accounts  are  a llowed. 
 

II. Bill Paying  
 

a . Bills  mus t be  da te  s tamped when rece ived. 
 
b. Bills  mus t be  sent to finance  before  noon on Tuesdays  to be  paid 

tha t week. 
 

c. Bills  a re  s tamped with the  budget line  item and bill number. 
 

d. Bill numbers  begin, for exa mple , in November the  individual bill 
number would be  11-1, next bill 11-2, e tc.  December would s tart 
with 12-1. 
 

e . Bills  a re  then given to Chie f for approval. 
 
f. Bills  a re  copied and originals  sent to Finance . 
 
g. Bills  a re  ente red in an exce l shee t in the H drive  for tracking 

purposes . 
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h. Bills  tha t a re  rela ted to the  employee uniform a llowance  will be 
copied for their uniform a llowance  file .  An exce l shee t in H drive  is  
a lso upda ted for each employee  to ensure  the  uniform a llowance  is  
not overspent.    

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Authorized  by: 
Stephen N. Co le        Da te : 12/15/08 
Chie f o f Po lice  
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BLACK HAWK POLICE DEP ARTMENT  

Standard  Opera ting  Procedure  
Chie f Stephen N. Co le  

 
Date  Is s ued : 10/12/2007 
 

Sub jec t: Po lice  Office r Advancement    
 

TO: All Pers onne l      Revis ion Date : 04/17/14 
 

 
I. PROCEDURE 
 

The  Black Hawk Police Department has  es tablished high s tandards for 
Police  Office rs  to advance  from Police  Office r I to Police Office r IV. 
Advancement is  based on the  Office r’s  training and performance . It will be 
the  sole  responsibility of the  Office r reques ting an Advancement to 
comple te  the  Advancement Increase  form, provide  copies  of ce rtifica tions  
and any other required documents .  Advancement increases will not take  
e ffect until final approval is  granted by Employee  Services . 

 
 Minimum Time Requirements  
 

1. Advancement to  Police  Officer II –  18 months  a s  Police  Office r I 
 

2. Advancement to  Police  Officer III – 12 months  a s   Police   Office r II 
 

3. Advancement to  Police  Officer IV – 12 months  a s   Police  Office r III 
     
Correc tive  Ac tions  
 
1. Officers  who have  received a  Corrective  Action form within six months  

a re  not eligible  for officer advancement. 
 

2. Officers  who have  been placed on a  pe rforma nce  plan within twe lve  
months  a re  not eligible  for a  level advancement. 

 
Tra ining  Requirements  
 
1. Each advancement has a  minimum tra ining requirement. An Office r 

reques ting an Advancement increase  mus t comple te  the  
appropria te  Advancement Increase  workshee t and ensure 
requirements  a re  met.  
 



 

Police Officer Advancement  Page 2 of 12  

Copies  of training certifica tes  mus t be  a ttached to the  workshee t. 
Non college  specialized training will be  awarded the  amount of 
hours  lis ted on the training ce rtificate . 

  
2. College courses  may be  used to mee t tra ining requirements  and 

may be  used to sa tis fy up to 16 training hours in a  specific ca tegory 
if the  class /course  was  taken within the  previous  12 months  and is  
directly re la ted to the  Advancement ca tegory.   College  courses 
mus t be  pre -approved by the  command s ta ff and taken during the  
office r’s  current advancement se tting. Only college  courses  taken 
while  employed with the  Black Hawk Police Department may be  
used. 

 
3. Web base  training will be  awarded up to 8 hours  in a  single  

ca tegory if approved and directly rela ted to a  ca tegory.. To be 
awarded more  hours  the  Office r mus t reques t a  wa iver in writing to 
the  command s ta ff for the  additiona l hours  and provide 
documenta tion jus tifying the  additional hours. 

 
4. Training courses  may only be  used one  time  and hours  may not be 

split up. 
 

5. Manda tory in se rvice  training shall not count toward training hours 
in any lis ted ca tegory unless  pre -approved by the  Chie f of Police . 

 
6. Training courses  for Law Enforcement ce rtifica tions  may not be 

immedia te ly available. Officer mus t be  diligent in loca ting approved 
training courses  prior to reques t for advancement.   

 
 
Po lice  Office r Advancement Work Shee t 
 
1. A Police  Officer I mus t comple te  18 months  of sa tis factory 

employment to success fully comple te  proba tion.  Office rs  who do 
not comple te  proba tion will not be  pe rmitted to advance  to Level II.  

 
2. Police  Officer I mus t comple te  the  Police  Officer II workshee t to 

advance  to  Police  Office r II and  mus t rece ive  a  recent sa tis factory  
Performance   Review .  

 
3. Police  Officer II mus t comple te  a  minimum of 72 hours  of training in 

the  six a reas lis ted on the  Police  Office r III workshee t; comple te  a ll 
required ce rtifica tions; se rve  one  year as  a  Police  Office r II; and 
receive  a  recent sa tis factory   Pe rformance  Review. 

 



 

Police Officer Advancement  Page 3 of 12  

4. Police  Office r III Office r mus t comple te  a  minimum of 72 hours  of 
training in the  five  a reas  lis ted on the  Police Officer IV workshee t; 
comple te  a ll required certifica tions ; se rve   one  year as  a   Police 
Officer III Officer; and  receive  a  recent sa tis factory   Pe rformance  
Review. 

III. Pe rfo rmance  Review 
 
 Pe rformance  Reviews  will be  conducted once  a  reques t for adva ncement 

has  been submitted to a  supervisor.  The  supervisor will have  30 days to 
comple te  the  review. 
 

IV. Ins truc to r Requirements  
 
1. In order for the  Black Hawk Police  Department to have  a  we ll-

rounded group of ins tructors , only three  office rs  will be  designa ted 
as  instructors  for each discipline .  

 
2. Officers  mus t reques t in writing for an ins tructor position. The 

reques t mus t mee t the  minimum s tandards  lis ted in the  Ins tructor 
Applica tion Process  SOP.  

 
3. If an office r’s ins tructor position reques t is  not approved, the  office r 

may choose  a  diffe rent discipline  to mee t the  ins tructor requirement 
for level increase . 

Waivers   
 
1. Waivers may be  granted, if through no fault of the  office r reques ting 

the  wa iver, required training could not be  comple ted due  to 
scheduling, budge t or lack of courses  available . 

 
2. If a  wa iver has been granted for Advancement, the  training 

requirement wa ived mus t be  comple ted prior to applying for the 
next Advance ment. 

 
3. Only one  training requirement may be  waived and only one  waiver 

may be  granted. 
 
4. Waivers mus t be  reques ted in writing, documenting reason for 

wa iver. The  command s ta ff sha ll have  final approval of a ll wa ivers . 
 
Appea ls  

 
1. Officers  may appea l to the Chie f of Police  if denied an Advancement.  

 
2. Appea ls mus t be  reques ted in writing, documenting reason for appeal. 

The  Chie f of Police  shall make  the  final decision on all appeals . 
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Po lice  Office r I  
 
Introductory Office rs  mus t comple te  the  list of courses  below and possess  the 
appropria te  certifica tions  to success fully comple te the  introductory period.  
Officers  will not be  eligible  for Advancement to Police  Office r II until they 
comple te  the  requirements  lis ted for Police  Officer II.   The  basic qualifica tions  for 
a  Police  Office r I is  a s  follows: 
 
Possess  Bas ic Sta te  Certifica tion 
Comple tion of FTO Program 
Current Firs t Aid and CPR 
Currently Firearms  Qua lified 
PPCT Qualified 
Taser Qualified 
Sa tis factory Performance  Appra isa l a t the end of the  introductory period. 
 
Under some circumstances  it is  possible  for an office r to comple te  the course  
required during the   introductory pe riod, but not comple te  all the  courses  required 
for advancement to Police  Office r II.    
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 Po lice  Office r II   Date  Supervis o r Documenta tion  

Bas ic Sta te  Certifica tion  ______ ______ _____________ 

FTO Comple tion   ______ ______ _____________  

Firs t aid/CPR    ______ ______ _____________ 

Use  of Force  Policy Review ______ ______ _____________ 

Taser Policy Review  ______ ______ _____________ 

Pursuit Policy Review  ______ ______ _____________ 

Intoxilyzer training   ______ ______ _____________ 

PPCT Qualifica tion   ______ ______ _____________ 

Firea rms  Qua lification  ______ ______ _____________ 

X-26 Taser Qualifica tion  ______ ______ _____________ 

CIRSA Tra ining    

Back Injury Prevention  ______ ______ _____________ 

Office Ergonomics    ______ ______ _____________ 

Arres t Procedures    ______ ______ _____________ 

Defens ive  Driving   ______ ______ _____________ 

Emergency/Pursuit Driving  ______ ______ _____________ 

Sea tbe lt Sa fe ty   ______ ______ _____________ 

Infection Control   ______ ______ _____________ 

Tra ining  Waived  (write  in  N/A if no  tra ining  was  waived) 

Tra ining  Title    S igna ture  o f Supervis o r approving  waiver 

________________________ ___________________________  

________________________ ___________________________ 

 
Sa tis facto ry Perfo rmance  Appra is a l    
 
Da te : ___________________  
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 Po lice  Office r II Date  Hours   Documenta tion  
 
Office 2010 Compute r Training Programs : (Only 1 Compute r Cours e  is  
required ) (Training is  loca ted in the  City Shared drive  in folder titled Training) 
 
Outlook 2010   ______ ______ ______________ 

Microsoft Office   ______ ______ ______________ 

 
Cus tomer Service  Tra ining : 
Cours e  Title__________________________    
 
Da te_________________________________ 
 
Current Intoxilyzer Certifica tion 
Yes ______ No______ 
 
Current PPCT 
Yes ______ No______ 
 
Current X-26 Tas er  
Yes ______ No______ 
 
Current CPR/1s t Aid  
Yes ______ No______ 
 
Current on CIRSA Tra ining  
Yes ______ No______ 
 
NIMS Tra ining  
FEMA IS-700    Yes  ________  Date  Completed_______________ 
 
ICS-100     Yes  ________  Date  Completed_______________  
   
Sa tis facto ry Perfo rmance  Review  

Date : _________________  

 
Succes s fully Comple ted  Proba tionary Period  
Yes ______ No______ 
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Po lice  Office r III  Date       Hours   Documenta tion  
 
For advancement to Police  Office r III a  minimum of 72 hours  of training is  
required. Training is  required in each of the  5 ca tegories  lis ted below. Courses  
can only be  used for only one  Advancement. Course  hours  may not be  broken up 
(exa mple  if an investiga tion course  is  40 hours  in length, it can only count as  the  
required 16 hours  in inves tiga tions). The  below lis t is  not intended to cover all 
courses  available  for each a rea , the  lis ted courses  a re pre -approved courses . 
Courses  not lis ted mus t be  approved by a  Sergeant, prior to course , to count for 
required training hours . Pre -approved college  courses  may be  used to mee t 
requirements  in the  Other Law Enforcement Tra ining ca tegory. Co llege  cours es  
may be  us ed  to  mee t tra ining  requirements  and  may be  us ed  to  s a tis fy up  
to  16 tra ining  hours  in  a  s pec ific  ca tegory if the  c la s s /cours e  was  taken 
within  the  p revious  12 months  and  is  d irectly re la ted  to  the  Advancement 
ca tegory.    
 
 
Inves tiga tions  (16 hours ): 
 
Accident Inves tiga tion I, II, III, IV ______ ______ ________________ 

Crime  Scene  Management  ______ ______ ________________ 

Reid Inte rview and Inte rroga tion ______ ______ ________________ 

DRE     ______ ______ ________________ 

Ma jor Crime  Inves tiga tions   ______ ______ ________________  

HGN/SFST    ______ ______ ________________ 

Other: _________________ ______ ______ ________________ 

 
Community Policing (16 hours ):  
 
Conflict Resolution Training ______ ______ ________________ 

CIT Tra ining    ______ ______ ________________ 

Elderly or Mental Health Training ______ ______ ________________  

Other: _________________ ______ ______ ________________ 

 
Tactics  (16 hours ): 
 

Se lf Defense     ______ ______ ________________ 

Knife  Defense    ______ ______ ________________ 

Rifle  Class     ______ ______ ________________ 
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Pursuit Driving Course   ______ ______ ________________ 

Building Searches    ______ ______ ________________ 

Warrant Tactics    ______ ______ ________________ 

Advanced Weapons  Training ______ ______ ________________ 

Other: __________________ ______ ______ ________________ 

Risk Management (8 hours ) 

TLO     ______ ______ ______________ 

Ethics     ______ ______ ______________ 

Course : ________________ ______ ______ ______________ 

Course : ________________ ______ ______ ______________ 

Ins tructiona l (8 hours ): 

FTO      ______ ______ ________________ 

Bas ic Tactical Ins tructor  ______ ______ ________________ 

Asp Ins tructor   ______ ______ ________________ 

OC Ins tructor    ______ ______ ________________ 

PPCT Ins tructor   ______ ______ ________________ 

Train the  Trainer   ______ ______ ________________ 

Other: _________________ ______ ______ ________________ 

Other Law Enforcement Training (8 hours ): 

Course : ________________ ______ ______ ________________ 

Course : ________________ ______ ______ ________________ 

 
Current Intoxilyzer Certifica tion 
Yes ______ No______ 
 
Current PPCT 
Yes ______ No______ 
 
Current X-26 Tas er  
Yes ______ No______ 
 
Current CPR/1s t Aid  
Yes ______ No______ 
 
Current on CIRSA Tra ining  
Yes ______ No______ 
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Comple ted  one  year a s  Po lice  Office r II Da te  o f Inc reas e  to  Police  Office r II:  

Da te : _________________ 

Sa tis facto ry Perfo rmance  Review  

Date : _________________  
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Po lice  Office r IV  Date  Hours   Documenta tion  
 
For advancement to Police  Office r IV a minimum of 72 hours  of training is  
required. Training is  required in each of the  5 ca tegories  lis te d below. Courses  
can only be  used for only one  advancement. Course  hours  may not be  broken up 
(exa mple  if an investiga tion course  is  40 hours  in length, it can only count as  the  
required 8 hours  in inves tiga tions). The  below lis t is  not intended to cover a ll 
courses  available  for each a rea , the  lis ted courses  a re pre -approved courses . 
Courses  not lis ted mus t be  approved by a  Sergeant, prior to course , to count for 
required training hours . Pre -approved college  courses  may be  used to mee t 
requirements  in the  other law Enforcement Tra ining ca tegory. Co llege  cours es  
may be  us ed  to  mee t tra ining  requirements  and  may be  us ed  to  s a tis fy up  
to  16 tra ining  hours  in  a  s pec ific  ca tegory if the  c la s s /cours e  was  taken 
within  the  p revious  12 months  and  is  d irectly re la ted  to  the  Advancement 
ca tegory.    
 
Inves tiga tions  (16 hours ): 

Accident Inves tiga tion II, III, IV ______ ______ ________________ 

Advanced Crime   

Scene  Management   ______ ______ _______________ 

Reid Inte rview and Inte rroga tion ______ ______ ________________ 

Ma jor Crime  Scene  Class   ______ ______ ________________ 

Other: _________________ ______ ______ ________________ 

Cus tomer Service : (8 hours ):  

Cus tomer Re la tions    ______ ______ ________________ 

Problem Solving    ______ ______ ________________ 

Other: _________________ ______ ______ ________________ 

Ins tructor Training (24 hours ): 

Tase r Ins tructor   ______ ______ ________________ 

OC Ins tructor Course   ______ ______ ________________ 

Advanced Ins tructor Tra ining ______ ______ ________________ 

PPCT Ins tructor   ______ ______ ________________ 

EVOC Driving Ins tructor  ______ ______ ________________ 

Bas ic Swat/Warrant Entry traine r ______ ______ ________________ 
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Po lice  Office r IV  Date  Hours   Documenta tion  

Advanced Weapons  Ins tructor ______ ______ ________________ 

Hos tage  Negotia tor Ins tructor ______ ______ ________________ 

RAD Ins tructor   ______ ______ ________________ 

Pos t Certified Ins tructor  ______ ______ ________________ 

HGN/SFST Ins tructor  ______ ______ ________________ 

Intoxilyzer Ins tructor   ______ ______ ________________ 

ASP Ins tructor   ______ ______ ________________ 

Other: _________________ ______ ______ ________________ 

 
Leadership and Management (16 hours ) 
 
Supervisory Institute   ______ ______ ________________ 

Leading by Legacy   ______ ______ ________________ 

Other: _________________ ______ ______ ________________ 

 
Other Law Enforcement Training (8 hours ): 
 
Course : _______________ ______ ______ ________________ 

Course : _______________ ______ ______ ________________ 

 
Current Intoxilyzer Certifica tio n 
Yes ______ No______ 
 
Current PPCT 
Yes ______ No______ 
 
Current X-26 Tas er  
Yes ______ No______ 
 
Current CPR/1s t Aid  
Yes ______ No______ 
 
Current on CIRSA Tra ining  
Yes ______ No______ 
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NIMS Tra ining  
 
ICS-200 Yes  ________  Date  Completed_______________ 
 
Community Po lic ing  Pro jec t (Minimum 8 hours ) 

Pro jec t: _______________   Date  Completed & Hours ____________ 

Pro jec t: _______________   Date  Completed & Hours ____________ 

 
This  project mus t be  comple ted while  a  Police Office r III s ta tus . Project mus t be  
presented to the  Command Sta ff and approved prior to s ta rting the  project. 
  
Ins truc ted  1 cours e  in  pas t yea r  
Yes ______ No______    
Cours e  Title  and  da te  ins truc ted : ________________________________ 
 
Comple ted  one  year a s  Po lice  Office r III  
Date  of Inc reas e  to  Po lice  Office r III _____________ 
 
Sa tis facto ry Perfo rmance  Review   
Date : _____________  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Approved  by: 
Stephen N. Co le       Da te : October 12, 2007 
Chie f o f Po lice  
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BLACK HAWK POLICE DEP ARTMENT  

Standard  Opera ting  Procedure  
Chie f Stephen N. Co le  

 
Date  Is s ued : 08/13/2013 
 

Sub jec t:  Printing  a  Cas e  Report in  eForce           
 

TO: All Pers onne l      Da te  Revis ed : 
 

 
Po licy: 
 
Certain case  reports  are  required to be  in ha rd copy.  These  consis t of reports  
be ing forwarded to the  District Attorney’s  office , misde meanor reports  for 
Municipal and/or County charges , DUI’s , to name a  fe w.  This  SOP outlines the  
procedures  for printing the case  report police  report. 
 
Procedure : 
 
Prior to dissemina ting reports  to the  Municipal Court and DUI Express  Consent a  
report needs  to be  checked before printing the case  report.  Logon to eForce  and 
make  sure  the  a rrest de tails  are  correct: 
 

 # If the re  is  only a  suspect, the  suspect needs  to be  a rres ted and all the  
charges  and cita tion number need to be  added providing the  suspect was  
is sued a  summons  
 
o  Make  sure  the  summons  number begins  with GC (Gilpin Court)/MC 

(Municipal Court) 
o  Confirm a ll the  charges  match wha t is  on the  summons  

 
 
 
 
 
 
 
 
 
 
 
 
Once  all the  information in eForce  is  correct print the  report for the  case  file  
following the  ins tructions  below: 
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To  Print a  Face  Shee t 
 

 # Report Print Options  – Click 
 # Report Type  should be  Standard  
 # Se lect the  following ca tegories : 

o  Synops is  – prints  out the  event notes  
o  Inves tiga tion – prints  the  Initia l Office r  
o  Graphics  – (if applicable ) – prints  any pictures on the  face  sheet 
o  Attachments  – (if applicable ) – prints  a  lis t of attachments    

 
 
 
 
 

 
 
 
 
 
 
 

 # Click on Narra tive  and Supplementa l  - this will dese lect these  ca tegories  
 

 # Arres tee , Suspect – check the  following boxes  
Deta iled information 
Photos  
Class  De ta il 
Date  of Birth 
Driver’s  License Number 
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 # Victim 
Deta iled information 
Photos  
Class  De ta il 
Date  of Birth 
Driver’s  License Number 

 
 

 
 
 
 
 
 
 

 # Reporting Party, Witness , Other Involved 
Date  of Birth 
Driver’s  License Number 
 
 
 
 
 
 
 
 
 
 
 

 # Click on the  “Crea te  Report” button 
 # Check to make  sure  the  de tails  of the  report, the  office r, the  people  

involved and any property is  pa rt of the  face  (no narra tives  or 
supplements ) 

 # Click on “Print” 
 # Print only on the  color printe r 
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To  Print Narra tives   
 

 # Report Print Options  – Click 
 # Report Type  should be  Standard 
 # Se lect the  following ca tegories : 

o  Narra tive    
o  Click on a ll the  res t of the  ca tegories  tha t have  a  check by them 

(this  de -selects  these  ca tegories  so they don’t print) 
o  Event & Class /Subclass  is  a  de fault and cannot be  de -selected 

 
 # Click on the  “Crea te  Report” button 
 # Check to make  sure  the  Narra tives  is  all tha t printed along with the  Event 

& Class /Subclass  
 # Click on “Print” 
 # Make  sure  the  report is  printed on the  color printe r 

 
 
 
 
 
 
 
 
 
 
To  Print Supp lementa l Reports  
 

o  Narra tive  – le ft click (this  should deselect the  na rra tive check) 
o  Supplementa l (go into each one  separa tely – if more  than one) – le ft 

click   
 
 
 

 
 
 
 
 
 
 

o  Print Icon – le ft click (make  sure  it prints  to the black and white  printe r) 
o  Print – le ft click or “ente r” 
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The  reason for printing the  case  report in s evera l s teps  is  to keep the  narra tives 
from the  initial face shee t.  More  supplementa l reports  can be  printed a fte r the 
initial report is  printed by clicking on the na rra tive  of report writing, click on the  
report to be  printed, click on the  printe r above  the  office r’s  name (this  will print 
only the  report to be  added to the case ).  This  way the re  is  no need to reprint a ll 
the  documents  in the  case. 
 
Put the  original report with the  res t of the  crimina l jus tice  paperwork and it is  
ready to be  forwarded to the  courts  or Express  Consent. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Authorized  by: 
Stephen N. Co le       Da te : 
Chie f o f Po lice  
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BLACK HAWK POLICE DEP ARTMENT  

Standard  Opera ting  Procedure  
Chie f Stephen N. Co le  

 
Date  Is s ued : October 11th 2010 
 

Sub jec t: Off Duty ID Po lice  Office r Arm Ba nd       
 

TO: All Pers onne l      Da te  Revis ed : 10/12/2016 
 

 
 
Procedure :  
 

The  Black Hawk Police  Department is sues  “Police” wris t bands , which a re 
des igned to help on-duty officers  quickly, identify plain clothes  or off-duty office rs 
during critical incidents .  The  bands  will help on-duty office rs  recognize  off-duty 
office rs  thereby reducing the  potential for an accidental shooting.   
 
The  wrist bands  have  been provided by CIRSA and may be  replenished when 
needed.  CIRSA also requires  pa rticipa ting agencies  to de velop policies on the 
bands  usage .  The  wris t bands  a re fluorescent green and are  14 ½ inches  long 
and 2 ¾ inches  wide .  These  wris t bands  are  currently in use  in Colorado by 
several agencies .   The  wris t bands  will be  issued to each office r and the  office r 
needs  to write  their POST ID number on the  ins ide  of the  band. Office rs  can keep 
the  bands with them or in their pe rsonal ca r for emergencies . 
 
The  purpose  of this  policy is  not to conflict with other department policies , but 
des igned to educa te  office rs  on the  potential dangers  of inte rvening in situa tion 
which occur off-duty or in plain clothes , where  the  plain clothes officer is  
displaying a  firearm.  Although the  wris t bands  will help identify officers  in critical 
s ituations , officers  should not overly rely on the  bands  for identification.  Some  
local agencies  along with s ta te  and federal agencies  may be  unfamilia r with the  
wris t bands.  It is  the  plain clothes  office r’s  responsibility to take the necessary 
s teps  to reduce  the  potentia l for being injured by responding office rs .  On duty 
office rs  should a lso be  cognizant tha t some pla in clothes  officers  may or may not 
have  readily available  identifica tion during a  critical incident. 

 
A. Genera l Info rmation  

 
1. It is  not required tha t an office r carry a  firea rm off-duty.  However, any 

weapon tha t an office r chooses to ca rry off duty, mus t be inspected, 
approved, qualified with and regis te red with the  departments  Range  Mas te r. 

   
2. If an officer is  going to ca rry a  pe rsonally owned firea rm under his  or he r 

authority as  a  police  officer, the  office r sha ll be  required to mee t the  Colorado 



qua lifica tion s tandards  for law enforcement firea rms  with the  pe rsonally 
owned firea rm. 

   
3. Under Federal Law (HR218), sworn officers  a re  allowed to possess a  

concealed firearm anywhere  in the  United Sta tes .  Office rs should be  aware  
tha t while  this  law exe mpts  officers  from laws  prohibiting such possessions , it 
does  not give office rs police powers  of any type  outside  of their jurisdiction.  
As  such, an office r will generally be  limited to the  se lf-de fense  provisions  of 
the  s ta te  they a re  traveling through once  outs ide their own jurisdiction; thus , 
the  office r’s  rules  of engagement a re  extremely limited. 

   
 4. Officers  sha ll re frain from carrying firearms  when contempla ting the 

consumption of alcoholic beverages or under othe r circumstances  where  the  
need to ca rry a  firearm is  outweighed by safe ty is sues  associa ted with the  
circumstances  tha t the  officer will be  undertaking. 

 
5.  When ca rrying a  firea rm off-duty (including finishing or beginning a  tour of 

duty), it sha ll be  concealed from public view by an outer jacke t, shirt, swea te r, 
e tc.  If an off-duty office r’s firearm is  obse rved and prompts  the  response  of 
police or security officials , the  off-duty office r should respond in a  manner 
cons is tent with this policy. 

 
 
B. Off-Duty “Action” 

 
A me mber of the  police  department who becomes  a ware  of an incident tha t 
poses  a  threat of se rious  bodily ha rm or dea th to someone  sha ll take  “action” to 
minimize  the  risk of serious  bodily harm or dea th.  “Action” under this  policy is  
fulfilled by reporting the  incident and does  not require  the  officer to place  him or 
he rself in a  position where  a  confronta tion may occur.  An office r who is  faced 
with such a  circumstance  should act in accordance  with department policy and 
the  guidelines of this  policy.   

 
1.  Firs t, if practical, go to a  sa fe  loca tion and call 911. 
  
2.  Second, when you encounte r a  s itua tion off-duty tha t seems to require  police  

action, you must consciously evalua te  whe ther your involvement is  necessa ry 
or desirable , given the  circumstances .  How important and urgent is  the  need 
for your inte rvention?  

  
3.  If practical, utilize  an off-duty/pla in clothes  wris t-band (to be  worn on your gun 

hand wris t) or any other clothing available  tha t will identify you as  a  law 
enforcement office r to responding law enforcement pe rsonne l. 

 
4.  A number of circumstances  may impact your decision to ge t involved in any 

s ituation.  Firs t, you may be  a lone , with family me mbers  or othe r non-police 



personne l, making inte rvention more  problematic.  Second, it is  unlikely that 
you will have  police  equipment such as  a  ba ton, ta se r handcuffs  or radio 
ava ilable  while  off duty.  The  lack of these tools  may limit your non-le thal 
options . You may be  confronted with multiple suspects  or unaware  of hidden 
suspects  during a  confronta tion.  Officers  should a lso cons ide r the  lack of 
cover, crowds , da rkness , and unders tand tha t any intervention may actually 
spark an esca la tion of violence .  There fore , your bes t plan of action may be  
to: 

 
a .  Ga ther accura te  inte lligence  like  a  good witness  until uniformed, on-

duty office rs a rrive . 
 
b.  Re me mber, you have  no lega l or departmenta l obliga tion to ge t 

involved, e specially if such inte rvention places  you in a  position of pe ril 
or such intervention requires tha t you behave recklessly, ca relessly or 
in a  suicidal manner. 

 
c.  While  department policy manda tes  tha t you “take  action” when 

witness ing a  s e rious  crime , ca lling the  police  and monitoring the  
s ituation from a  sa fe  vantage  point, fulfills  tha t obliga tion. 

 
d.  Most surviva l-conscious officers  have trained themse lves  not to 

intervene  off-duty unless  their life  or the  life  of another innocent pa rty is  
imminently in danger.  In othe r words , you should only consider 
intervention when deadly force  would be  jus tified.  You should not 
intervene jus t to make  an a rrest off-duty.  The  decision to take  action, 
beyond simply reporting, is  not required by this  department. 
  



e .  If you decide  you must ge t involved, a ttempt to have  someone  ca ll 911 
to advise  the  opera tor tha t an off-duty officer is  on scene .  Have  the  
ca ller inform the  opera tor if you are  armed.  If possible , have them 
describe  you and your clothing.  This  will a ffect the  mindse t of the 
responding office rs .  When uniformed police  office rs  a rrive , have  your 
badge  out and visible. (If you ca rry your badge  while  off-duty, some  
office rs  ca rry only their photo crede ntials).  Do not rely on showing 
your identifica tion as  a  means  of providing any protection.  At a  
dis tance , in dim light and under s tress , your badge  may not be  seen.  
Or, the  identifica tion may not be  given credibility if the  responding 
office rs  do not recognize  you personally. 

 
f.  Some tra ine rs  advised office rs  to hold their badge  next to the ir gun for 

the  bes t chance  of being seen because  the eyes  of the  responding 
office rs  are  mos t likely to go immedia tely to your drawn firea rm.  You 
a re  probably sa fe r to re -hols te r your gun when other office rs  a rrive , 
unless  doing so would put you and the  responding office rs  or innocent 
civilians  in jeopardy.  Until the  responding office rs  sort out who is  who, 
your gun is  your grea tes t personal liability. 

 
g.  If you have  cover, ma inta in it.  You can communica te  ve rbally from 

there . 
 
h.  Make  your hands  visible .  Having responding office rs  see  tha t you are 

unarmed and non-threatening will work to calm the m and protect you. 
 
i.  Verba lly identify yourself a s  a  police  office r- not once  and not in a  

normal tone  of voice , but repea tedly and ve ry loud.  Keep shouting out:  
“POLICE! DON’T SHOOT! OFF-DUTY OFFICER!” until you get 
acknowledgement and directions  as  to wha t you should do.  
Re me mber, the  noise  and excitement of the  scene , combined with 
auditory blocking may prevent responding officers  from hearing you 
initially. 

   
j. When the  responding office rs  is sue  commands , follow the m promptly 

and comple te ly.  Expect to be  trea ted like  a  suspect until your law 
enforcement s ta tus  is  verified.  

  
k. Finally, the  mos t important rule  of all: if you have  a  gun in your hand, 

NEVER, EVER turn towards  an on-duty officer. 
  



C.  On-Duty Action by Plain Clothes  Office rs  

 
Plainclothes  office rs  should be  aware  is sues  applying to off-duty office rs  also 
apply to plain clothes  activitie s .  While  rules  of action a re  different, the  rules  with 
respect to protective  s teps, i.e . move ments , identifica tion, etc. remain the  same. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Authorized  by: 
Stephen N. Co le       Da te : 10/11/10 
Chie f o f Po lice  
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BLACK HAWK POLICE DEP ARTMENT  

Standard  Opera ting  Procedure  
Chie f Stephen N. Co le  

 
Date  Is s ued : 02/17/09 
 

Sub jec t: Po lice  Tra ining  Inju ry Pre vention       
 

TO: All Pers onne l      Da te  Revis ed : 10/12/2016 
 

 
Procedure : CIRSA conducted a  five  year study to de termine  the mos t frequent and 
cos tly types  of police office r training injuries .   The  s tudy showed tha t three  mos t 
common and cos tly types  of tra ining injuries  resulted from arres t control, firea rms  
qua lifica tion, and vehicle  (including motorcycle ) opera tions .  Based upon an analysis  of 
these  injuries , re search of sa fe  training methods , and interviews  with police  department 
training office rs , the  following guidelines  have  been developed.   
 
All Tra ining  in  Genera l: 
 

 # Adequa te  budge t, time , space , s ta ff and other resources  should be  available  to 
conduct a  proper training course . This  is  not the  a rea to cut corners due to 
opera tional pressures .  

 
 # Don’t think of money spent on training as an expense ; ra ther it is  an inves tment to 

ensure office r sa fe ty and lower claims  experience which will reduce  both direct 
and indirect cos ts  for the  department and the  municipality.  

 
 # Use  recommended Persona l Protective  Equipment (PPE).  

 
 # Use  only ce rtified or qualified ins tructors . 

 
 
Arres t Contro l Tra ining : 
 

 # Identify officers  with pre -exis ting injuries  prior to training. Some injuries  may 
a lready be  known to the  ins tructor(s) and others  may not. Office rs with pre -
exis ting injuries  should be  required to obtain a  doctors  release  prior to being 
a llowed to participa te  in a  training exercise .  

 
 # All missed training exercises  (due  to injury, illne ss, vaca tion, e tc.) should be  

rescheduled and comple ted. 
 

 # Ins tructors  should be  ce rtified/qualified, skilled and experienced in the 
technique(s ) tha t they a re  going to train office rs . 

 



 # Participants  should be  screened and graded by skill and fitness  level. Trainees 
should only be  paired with other office rs  of like  skill and fitness  levels . 

 
 # The  ins tructor ra tio to s tudents  should be kept a s  low as  possible  and/or should 

follow the  formal program guidelines  if s tated. 
 

 # Ins tructor lead warm-up and s tre tching should take  place  prior to training. All 
pa rticipants  should pa rticipa te  in the warm-up and s tre tching. 

 
 # When poss ible , the  firs t practice  of a  technique  should be  be tween an ins tructor 

and a pa rticipant, not with two inexperienced participants  paired up. If it is  
necessa ry to have  inexperienced participants  practice a  technique for the  firs t 
time  with each other, the  technique  should be  broken down into progressive 
s tages , with the  s tages  demons tra ted by the  ins tructor and then practiced by the 
pa rticipants  as  a  group. This  will help the  ins tructor(s ) with correcting mis takes  in 
technique  and bette r control the  pace  and intens ity level of the  class . 

 
 # A formal tra ining program (like  PPCT, FBI, Krav Maga , e tc.) should be  followed 

explicitly. Do not cut corners  on training recommenda tions .  
 

 # Experience  based ta se r and pepper spray training is  not recommended.  Se rious  
office r injuries  have  resulted from this  type  of training.  If the  department fee ls 
tha t it is  necessary to conduct these  types  of training, participants  should only be  
exposed once  to the  training. Every e ffort should be  made  to ensure  secondary 
injuries  do not take place , such as  fa lling down and s triking head or othe r body 
part on an unpadded floor a fter being ta sed. A doctor’s  release  should be 
obtained by participants  prior to the  training tha t addresses  possible  heart 
conditions , potential allergic reactions  and any other medica l conditions  tha t 
might be  aggrava ted by being ta sed or exposed to pepper spray. 

 



 # Supervisors  and trainers  should be  held accountable for injuries tha t take place 
in training. Participants should be  held accountable  for their behavior during 
training. Excess ive  force  and resis tance, macho a ttitude , bravado, and horseplay 
should not be  allowed. A me mber of the  command s ta ff should be  present during 
a ll training classes , if possible a s  a  pa rticipant. 

 
 # Adequa te  mats  should be  used to pad the  floor, including a  highlighted padded 

sa fe ty zone  be tween the  training a rea and the  unprotected floor, where  no 
training will take  place. Obs tructions  or hazards  (poles , equipment, e tc) in the  
training area  should be  removed or padded.   

 
 # Free-for-all spa rring and grappling should not be  allowed. Only controlled, 

methodica l, slow motion move ments  should be  used to practice  a rres t 
s tages /techniques . Once  proficiency has  been achieved and demons tra ted to the 
ins tructor(s ), speed at which the technique  is  practiced can be  increased as  long 
as  control is  maintained. 

 
 # If the  Red Man suit is  used, use  the  entire  suit regardless  of wha t a rres t 

technique  is  being practiced. 
 

 # Officers  should be  trained to fall properly prior to a rres t control tra ining. 
 

 # Wear all recommended PPE when training canines. 
 
Firea rms  Tra ining : 
 

 # All pa rticipants  and training s ta ff should wear adequa te  PPE while  a t the  range . 
Required PPE should include , ea r muffs  and/or plugs with the  highes t advertised 
Noise  Reduction Rating (NRR) available . ANSI-approved eye  protection should 
a lso be  worn.  Sunglasses  a re  not sa fe ty glasses , but sa fe ty glasses  can be  
sunglasses . A billed ha t, body a rmor ves t, long sleeves and pants  a re  highly 
recommended. Do not assume office rs  know how to properly wear PPE; provide 
training and require  their use . 

 
 # A range  mas te r should always  be  present during training. 

 
 # Firea rms  should be  brought to the  range  and taken from the  range  unloaded. 

 
 # There should be  pos ted Rules  of Use . Officers  should be  required to know and 

follow a ll the  rules , no exceptions . Complacency leads  to accidents  and injuries . 
 

 # Only department is sued ammunition should be  used a nd the  range mas te r 
should inspect all firea rms  before  they can be used a t the  range . Officers  should 
be  held accountable for the  condition of their firea rm(s). 

 



 # Use  of meta l knock down ta rge ts  should follow the  manufacture r’s 
recommenda tions  for dis tance  and placement. 

 
 # Ensure  the re is  a  proper soft background a t the  range , free of rocks  or othe r hard 

objects  tha t could cause  a  ricoche t. 
 

 # Shooting a t vehicles is  not recommended. If shooting a t vehicle  is  allowed, 
remove  the  engine , transmiss ion and a ll fluids. 

 
 # Follow a t a  minimum the  POST recommenda tions  for ins tructor to s tudent ra tio. 

 
 # Airsoft and/or Simunitions  should be  used when/wherever possible . 

 
 # The  range  mas te r should have  ultimate  authority a t the  range . 

 
 
Vehic le  Tra ining  
 

 # All vehicles  used for training should be  inspected and mainta ined by a  qua lified 
mechanic prior to being used in training. 

 
 # Sea t belts  should always  be  worn. 

 
 # Re la tively slow ma ximum speeds  (45 – 50 mph) should be  utilized. 

 
 # Control of the  vehicle  should always  be s tressed and emphas ized, not speed or 

time  to comple te  the  course .  
 

 # Supervisor should be  present and have  in-ca r communica tions  with drive rs . 
 

 # The  passenger (if present) should assis t the  drive r to ensure they s tay on a 
coned track. 

 
 # Only two vehicle s  should be  allowed on a se rpentine  course a t one time , s ta rting 

opposite  one  another. 
 

 # Participants  should be  held accountable for property damage , injuries and their 
behavior. 

 



 # SUVs should not be  used on a course  tha t is  designed for a  ca r. Sport Utility 
Vehicles  (SUVs) should not be  used in high speed response  and pursuit training. 

 
 # Vehicles  should be  s taged to a llow as  much dis tance  from one  another as  is  

reasonable  and practical. 
 

 # POST motorcycle  training guidelines should be  utilized. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Authorized  by: 
Stephen N. Co le      Da te : 02/17/2009 
Chie f o f Po lice  
 



Attachment Black Hawk PD Procedure Manual
Supplemental Manual

Copyright Lexipol, LLC 2016/11/10, All Rights Reserved.
Published with permission by Black Hawk Police Department

Procedure - Loss Control Standards.pdf - 242

Procedure - Loss Control Standards.pdf



 

Page 1 of 5 

 
BLACK HAWK POLICE DEP ARTMENT  

Standard  Opera ting  Procedure  
Chie f Stephen N. Co le  

 
Date  Is s ued : September 9, 2007 
 

Sub jec t: Loss  Control Standards    
 

TO: All Pers onne l    Revis ion Date : November 7, 2007 
  

 
 

I. PROCEDURE 
 

Colorado Intergovernmenta l Risk Sharing Agency (CIRSA) is  the  City 
of Black Hawk’s  insurance ca rrie r. Annually, CIRSA will inspect the  
CIRSA Loss  Control Book, to ensure the  department has  comple ted all 
required training and review additional training documents , to award 
bonus  points . The  Department’s  insurance  rating is  based, in part, from 
the  score  received from the  annua l records inspection. The  Tra ining 
Sergeant shall provide  the  CIRSA Representa tive  with the  CIRSA Loss  
Control Book a nd have  available  the  Training S.O.P.s . The  Training 
Sergeant sha ll keep the  CIRSA Loss  Control Book up to da te . The 
CIRSA Loss  Control book is  divided into 26 sections , marked A 
through Z. 
 
A.  Sec tion A - Los s  Contro l Standards   

   
Annua lly CIRSA will provide upda ted CIRSA- Loss  Control 
Standards . These s tandards  provide  a guide  for training 
requirements  and are  loca ted in this  section. 

 
B. Sec tion B - Po lice  Liab ility Committee  Notes  

 
The  Training Sergeant will a ttend the  Police  Liability Committee  
mee tings . Notes from these  mee ting a re  loca ted in this  section. 
These  mee tings  a re  he ld quarte rly and are normally held in the 
CIRSA confe rence room, loca ted a t 3665 Cherry Creek North 
Drive , Denver, Colorado. 

 
C. Sec tion C – Yearly Tra ining  Hours  

 
The  Training Sergeant shall receive  monthly tra ining logs  from each 
employee . The  training logs  are  due by the  7th of each month.  
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The  total hours  trained will be  documented on the  exce l 
spreadshee t located in the  PD Admin Shared (Q drive ) titled PD 
Training Log. At the  end of the  ca lendar year, a  copy of tha t yea rs  
training log shall be  placed in this  section. 

 
 
D. Sec tion D – CIRSA Safe  Driving  Awards  

 
Officers  a t 1 year, 5 years , 10 years , 15 years , e tc., are  eligible  for 
a  CIRSA Safe  Driving Award. To receive  an a ward the  office r mus t 
not have been involved in a  preventable  accident. A preventable  
accident is  de fined as an accident, which could have been 
prevented, even if the  other drive r’s  actions  caused the  accident. 
 
All office rs  a re  to be  lis ted on the  Safe  Driver Award shee t. This 
shee t contains  the  officer’s  name, da te  of hire , awards  and da te  of 
la s t preventable  accident. At the  end of each ca lendar year the 
Training Sergeant shall comple te  a  me morandum to the  City’s  
CIRSA Representa tive  reques ting awards . Officer may only receive 
the  “One  Year Award”, one  time . Copies  of all Sa fe  Driving Awards  
a re  loca ted in this  section. 

 
E. Sec tion E thru M – Required  CIRSA Tra ining  

 
The  Tra ining Sergeant will ensure  employees  a re  up to da te  on 
required training. CIRSA re quires  the  following training to be 
comple ted: 

 
1. Sea t belt Training    6 Mos .  
2. Musculoskele tal (MSD) Program/   Yearly 

Back Injury Prevention  
3. Arres t Procedures     Yearly  
4. Emergency Pursuit & Driving Training Yearly 
5. Office Ergonomics  Training  2 Years 
6. Defens ive  Driving Training   3 Years 
7. Infection Control Training   3 Years 
8. Juvenile  Sta tus  Offenders    3 Years 
9. Off Duty Employment   3 Years 

 
a . A training ros ter will be  comple ted for each course. 

The  tra ining roste r will include  type  of training, 
ins tructor(s ) name, da te  of training and signa tures  of 
employees  a ttending training. Training may be  
comple ted us ing any of the  following methods : 
reviewing policy, viewing video tapes /DVD/CD, 
brie fing training, class room or hands  on training.  
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b. The  original training ros te rs  will be  s tored in the 

appropria te  section. Each section will have a copy of 
the  Department or City policy rela ting to the tra ining 
topic. 

 
 
F. Sec tion N – Hazardous  Mate ria l Tra ining  

 
This  is  normally a  bonus  section on CIRSA’s  annual review. Copies 
of the  City of Black Hawk’s  e mergency response  policy, training 
ros te rs and Haz-Mat training ce rtifica te  will be  loca ted in this  
section. Additiona l training on Haz-Mat response  can be  found on 
CIRSA’s  web-based training site . 

 
G. Sec tion O – Firea rms  Tra ining  

 
Firea rms  qua lifications  mus t be  comple ted a t a  minimum, of twice  a  
year. Copies  of firea rms  qua lifica tions  and re lated training a re 
loca ted in this  section. 

  
H. Sec tion P  – Les s  Letha l Weapon Tra ining  

 
All office rs  a re  required to qualify annually with the  X-26 Taser. 
Copies  of each office r’s  ce rtifica te  and a copy of the  Police  
Department policy on Less  Le thal Force  a re  loca ted in this  section. 

 
I. Sec tion Q – Stop  Stick Tra ining  

 
All Officers  shall be  properly trained on the  use  of Stop Sticks . 
Training ros ters , training mate ria l and reporting procedures  for Stop 
Stick Inc. a re  located in this section. 

 
J . Sec tion R - Rac ia l Pro filing  Training  

 
In accordance  with C.R.S. 24-31-309 all office rs  sha ll be  tra ined in 
Anti-Bias  Policing. Copies of training ce rtifica tes , department policy 
and a  copy of the  POST approved training outline  for Anti-Bias 
Policing are  loca ted in this  section. In order to s tay in compliance 
with C.R.S. 24-31-309, the  Training Sergeant shall schedule  
office rs  for this  course  during their first yea r of employment. 
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K. Sec tion S  – Sexua l Haras s ment Tra ining   
 

A copy of City of Black Hawk Harassment Policy 108, training 
ros te rs  and copies  of training ce rtifica tes  a re  loca ted in this  section. 
Policy review, brie fing trainings , seminar s tyle  training or CIRSA 
web-based training titled “Preventing Harass ment” can comple te  
training. All new e mployees  a re  required to comple te  the  CIRSA 
web-based training during their training period.  

 
L. Sec tion T - Firs t Aid /CPR 

 
P.O.S.T. requires  all office rs  to have  current Firs t Aid/CPR Cards . 
Copies  of CPR/Firs t Aid Cards  are  loca ted in this  section. 

 
M. Sec tion U – New Employee  Safe ty Tra ining  

 
All new e mployees  are  required to comple te  the  CIRSA web-based 
training titled “New Employee  Safe ty Orienta tion Course”. This 
course  mus t be  comple ted during the  employee’s  training period. A 
copy of the  employee’s  training ce rtifica te  mus t be  forwarded to 
City Hall and a  copy is  loca ted in this  section 

  
N. Sec tion V – Hold ing  Ce ll Tra ining 

 
Colorado Department of Public Safe ty, Divis ion of Criminal Jus tice 
will inspect the  department’s  holding cell juvenile  log annua lly. A 
copy of the  site  inspection and training roste rs  of all rela ted training 
is  loca ted in this  section.  

 
O. Sec tion W – CIRSA Web-bas ed  tra ining  

 
CIRSA provides , free  of charge  web-based training for all 
employees . Employees  may go to www.cirsa .org and take  on-line 
courses . Employees  a re  required to forward a  copy of any on-line 
training ce rtificates  to the  Training Sergeant. Copies  of training 
ce rtifica tes  from the  on-line  course  are  loca ted in this  section. 

 
P . Sec tion X- Mis ce llaneous  Tra ining   

 
Copies  of training ros te rs  and ce rtificates  for misce llaneous  
training, which might be  bonus  points  for the  CIRSA inspection, a re 
loca ted in this  section. 

 
Q. Sec tion Y – CIRSA Tra ining  tapes  log  

 
    Ca ta log of available  training tapes  from CIRSA 
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R. Sec tion Z – CIRSA Tra ining  Ros te rs  

    Blank CIRSA Training Ros ters  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Authorized  by: 
 
 
 
S tephen N. Co le       Da te : November 7, 2007 
Chie f o f Po lice  
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BLACK HAWK POLICE DEP ARTMENT  

Standard  Opera ting  Procedure  
Chie f Stephen N. Co le  

 
Date  Is s ued : 01222014 
 

Sub jec t: Paperwork Proces s ing       
 

TO: All Pers onne l      Da te  Revis ed : 10/12/2016 

 
 
Procedure : Process ing paperwork is  a  vital re sponsibility of the  Records  
Section.  It is  ve ry important to have  the  paperwork processed and placed eithe r 
in the  relay boxes  to County Court or Municipa l Court in a  time ly fashion.  The  
office rs  will relay the  paperwork to the  County offices  a s  soon as  possible . 
 

#  PA (Pe na lty As s es s ment) (Summons  with a  fine  amount) – If it is  a  
county charge  forward the  PA to DMV (Department of Motor Vehicle , 
Motor Vehicle  Division) (envelopes  a re  a lready pre -s tamped).  If it is  a  
Municipal charge  PA all the  paperwork is  forwarded to Municipa l Court 
(the  Municipal Court collects  the  fine  amounts ).  There  is  no copy of the  
PA for the  Police  Department, so be  sure  to make  a  copy of the  front and 
back for the  Records  Section 

 
#  Summons  – All copies  of the  summons  a re  forwarded to County Court 

with a  paperwork checklist a ttached.  Copy all paperwork for a  municipal 
summons  and forward to Municipal Court with a  paperwork checklis t. 
Before  forwarding a  report to the  Municipal Court, be  sure  you have  the  
full report.  If a  summons  has  been issued a fte r the  initial report has  been 
received in Records  (generally these  a re misdemeanor charges  such as  
the ft or marijuana  possession be sure  to pull the  original report.  *See  
ins tructions  on printing a  Case  Report from eForce . 

 
#  DUI Reports  – The summons  for DUI’s  a re  processed immedia te ly.  The 

subject is  a lways  ja iled so there  will be  no summons  to process  (a  copy 
should have  been received with the  report). *See  ins tructions  on printing a  
Case  Report from eForce . 

 
#  BREATH TEST – If the  subject did a  brea th tes t and the result is  

over .08 forward this  report to Express  Consent (ONLY if the  office r 
filled out and  a  signed an Affidavit of Revoca tion (DR2576P)). 

#  BLOOD TEST – This  report is  not forwarded to Express  Consent 
until the  blood results  a re back from the  lab.  Once  the  supplement 
is  comple ted by the  office r, and the  results  a re over .08 and an 
Affidavit of Revoca tion (DR2576P) has  been signed by the  officer it 
will then be  forwarded to DMV.   
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#  Traffic  Acc idents  – When the re  has  been a  tra ffic accident (on the  

city s tree t or highway) and the  DR2447 is  filled out and the  damage  
is  over $1,000.00, forward the  DR2447 to DMV (envelopes  a re  
a lready pre -s tamped).  (Property Damage  is  any accident on 
priva te  property also comple ted on a  DR2447, but these reports  are  
not forwarded to DMV). 

 
#  Proof o f Service  – Send the  original Proof of Service  and the  

Driver’s  License (if the office r confisca ted one) to Department of 
Revenue  in the  pre -printed envelope . 

 
#  Res pons e  to  Res is tance  Reports  – Reports  in which a  Response  

to Res istance  form was  comple ted need to be forwarded to the  
Chie f of Police  by placing a  copy of the  Response  to Resis tance  
Report in his /he r mailbox (the  Chie f will then open the  report in 
eForce).  The  original Use  of Force  forms  a re  filed in a  folde r and a  
copy is  to be  placed within the  original case report. 

 
#  Fe lony Reports  – Felony Reports  will be  reques ted by the  

de tectives .  When a  felony has  been assigned to Inves tigations , the  
Detective  mus t file  a  re turn within 72 hours .  Once  the  de tective  
comple tes  a  Prosecution report they will bring it to the  Records  
Section where  it will be  scanned via  email (from the  copie r) to 
records  pe rsonnel.  Records  Personnel will prepare  the  report and 
send all paperwork to the Dis trict Attorney’s  secre ta ry.  *See  
ins tructions  for processing a  felony to the  Dis trict Attorney. 

 
 
Any report, tra ffic accident, property damage , pe rsonal injury accident or incident 
report involving city vehicles  or city property needs  to be  forwarded to the  
appropria te  departments .  Every report forwarded to othe r departments  should 
be  forwarded to the  Chief of Police .  Following is  who specific reports  ge t 
forwarded to each of the  departments : 
 
Pe rsonal Injury 
 Chie f of Police  
 City Manager’s  Office  
 Public Works  (only if it involves  repair work to a  s tree t) 
 
 
City Vehicle  Accident 
 Chie f of Police  
 Director of the  respective  Department 
 City Manager’s  Office  
 Mechanic Supervisor 
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City Property Damage  (building damage , light pole damage) 
 Chie f of Police  
 City Manager’s  Office  
 Director of Public Works  
 Director of the  respective  Department (if applicable) 
 
See  specific ins tructions  for process ing these  reports . 
 
Occas ionally a  summons  is  forwarded to the  Records  Section which also has the  
original “Affidavit and Applica tion for Arres t Warrant” a ttached.  Look a t the  
Affidavit and if it is  the  original, with an office r s ignature  and the  notary s tamp and 
nota ry signa ture , this  entire  document needs  to be  sent to the  respective  court for 
the  signa ture  of the  Judge  (if the re  is  not a  faxed copy of the  Judge’s  signa ture).  
Check with the  on duty Sergeant firs t to make  sure  the  paperwork needs  to be  
forwarded to County Court.  The  summons  will be se rved to the de fendant, once  
he /she  is  arres ted.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Authorized  by: 
Stephen N. Co le      Da te :01/22/2014 
Chie f o f Po lice  
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BLACK HAWK POLICE DEP ARTMENT  

Standard  Opera ting  Procedure  
Chie f Stephen N. Co le  

 
Date  Is s ued : 12/15/2008 
 

Sub jec t: Notifica tion o f Xce l Energy/Down Po les  o r Lines     
 

TO: All Pers onne l     Revis ion Date : 10/12/2016 
 

 
Procedure : Electrical emergencies  are  an immedia te  threa t to life  and mus t 
a lways  be  approached with extreme  caution.  Notifica tion of appropria te  agencies 
is  vital to the  safe  and appropria te  handling of these  incidents . 
 

1. Electric light poles  no other hazards : 

a . Dispa tch Police  

2. Electric light poles  with hazard i.e .: spa rking or fire : 

a . Dispa tch Police and Fire  Department 

 
1) During non-business  hours , contact the  Public Works  Dept. for 

a ss is tance  only if needed with supervisor approval.  Police  shall 
a ssess  damage  and secure  the  a rea  with cones  a s  needed. 

 
2) During normal working hours  contact the  Public Works  Dept. a s  a  

courtesy and to request additional a ssis tance . 
 

3) Police  Dispa tch will call the  Xcel Energy emergency phone number to 
report the  downed pole  or other electrical problem.  All Xcel emergency 
notifica tions  should be  handled through Communica tions .  For is sues  
with tra ffic s ignals  on both hwy 119 and in the  City of Black Hawk, 
contact WL Contractors . 

 
4) Before  Office rs  clea r the  scene , they should take  necessa ry s teps  to 

secure  the  scene  until crews  a rrive.  Place cones  or blockade  tape 
a round hazards  or remain at the  scene  if it cannot be  made  reasonably 
sa fe . 

 
5) Police  will follow-up immedia tely with an email and provide  an incident 

report to Public Works  Dept. for repair documenta tion. 
 

Please  use  the  same guidelines  for a  problem with tra ffic signa l lights  not 
synchronizing or totally out.  Communica tions  shall contact W.L. 
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Contractors  to reques t the  repair.  Police  Dispa tch shall send a  courtesy 
email to Public Works  for follow-up and repair. 

 
Emergenc y Xce l Energ y Phone  #:  Electric Emergency # 1-800-895-1999 
      Gas  Emergency # 1-800-895-2999 
 
W.L. Contrac to rs  Phone  #:            303-422-7985 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Authorized  by: 
Stephen N. Co le        Da te : 09/28/2009 
Chie f o f Po lice   
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BLACK HAWK POLICE DEPARTMENT  

Standard Ope rat ing Proce dure  
Chie f St e phe n N.  Cole  

 
Date  Issue d: 06/25/2014 
 

Subje ct : Mobile  Data Compute rs      
 

TO: All Pe rsonne l      Date  Re vise d:  

 
 
Purpose : To est ablish guidelines governing the access,  use and security of the mobile 
data computers used by personnel of the Black Hawk Police Department and in accordance 
with section 710 of the City of Black Hawk Employee Handbook. 
 
De finit ions: CCIC/ NCIC: Colorado Crime Informat ion Cente r/ Nat ional Crime  
Informat ion Cent er.  
 
MDC: Mobile Data Computer. 

 
MIT: Manager of Informat ion Technology.  
 
Proce dure : It  is t he Procedure  of t he BHPD to prot ect  sensit ive and personal 
informat ion as is consist ent  with CCIC and NCIC regulat ions,  Mobile display t e rminals 
are current ly being implemented for use in pat rol vehicles t o provide field unit s wit h 
immediat e access t o t he CAD,  RMS,  the CCIC/ NCIC syst em,  and area maps,  as well as 
st andard forms ut ilized by the BHPD.   

 
A: ACCESS:  

 
1. General access t o t he MDC is governed by assignment  of t he  

equipment  t o personnel within the  BHPD.  Diffe rent  levels of 
security exist  t o limit  access t o specific programs,  such as CAD 
and CCIC/ NCIC.  

 
2. Access to CCIC/ NCIC through the MDC is regulated by the BHPD CCIC 

Coordinator. Individual access must be requested through the 
coordinator from the Colorado Bureau of Investigat ion (CBI). Individual 
access requires fingerprinting and the successful complet ion of an on-
line test which includes attesting to the Declaration of Understanding. 
The electronic Declarat ion of Understanding is maintained by the 
Colorado Bureau of Invest igat ion.  

 
3. Personnel who have been granted access to this system shall abide by 

all rules/ regulations as set forth by CBI and NCIC. 
 



B.  SECURITY: 
 

1.  It  is the responsibility of the employee assigned the MDC to insure the 
security of the MDC. The unit  may be secured in the t runk of t he  
pat rol vehicle,  or the pat rol area of the police department .  

 
2.   CCIC/ NCIC security is maintained through the use of operator security 

numbers and usage levels authorized by the CBI. Passwords are 
determined by the individual user. It  is the responsibility of each 
employee granted access to the CCIC/ NCIC system to ensure that  
he/ she is properly logged off the system when they are not using it .  

 
C. TRAINING 

 
Personnel who are assigned MDC's will coordinate t raining for the CCIC/ NCIC 
system through the BHPD CCIC Coordinator,  or their designee.  

 
D. USE: Mobile Data Computers (MDC) 

 
1. Employees assigned an MDC shall NOT operat e the MDC while  their 

vehicle is moving.  
2. If informat ion is needed from CCIC or CAD while operat ing a 

moving vehicle the employee should ut ilize dispat ch.  
3. When responding in emergent  mode the MDC screen shall be closed. 
4. Employees assigned an MDC shall pull off t he roadway at  a  safe  

locat ion before ut ilizing the MDC.  
 
 
 
 
 
Authorize d by: 
St e phen N.  Cole        Date : 03/11/15 
Chie f of Police  
 
 



BLACK HAWK POLICE DEPARTMENT 
EFORCE GUIDELINES FOR PATROL 
RMS,  Mobile  
 
MOBILE CAD:  Mobile  is just  another tool and it  is not  meant  to replace  
the  things we current ly do as a common pract ice  with dispatch.  
 
A few things t o be  aware  of with MOBILE.    
1) You cannot  access unle ss dispatch has you as an act ive  unit .  
2) YOU CAN NOT CLEAR YOURSELF FROM A CALL,  you have  to ask dispatch 

to do that .  
3) When you use  the  st atus but tons they only change your act ivity,  t hey 

do not  allow you say where  you are  doing those  things except  for the  
notes.   You need to advise  dispatch of your locat ion.   
a) Example:   407,  I will t a ke  t ha t  ca ll (t ype ) a t  Amer ist a r  

Ca sino.   You have  the  capability to put  yourse lf in service  e ither 
before  or aft er you le t  dispatch know.  

4) Dispatch will make your call report able ,  clear as you normally would 
report able  or no report .  

 
The  following it ems will not  change:  
 
1) You will need to call out  on all Traffic Stops,  Motorist  Assist ,  Suspicious 

Person/ Incident ,  e t c.  DO NOT USE THE STATUS BUTTONS ON MOBILE 
CAD,  if you do,  it  does not  make a CAD screen and there  is no quick 
way to put  in your locat ion or anything e lse .   Also if you do not  call out  
your stop and need help no one  knows where  you are .  

 
NEW THINGS WITH MOBILE CAD 
1) You can se lf-dispatch to calls;  non-emergent  calls only.   When you do,  

you must  le t  dispatch know you have  done  this over the  radio NO CELL 
PHONES.  This is a safe ty issue  so that  everybody has an idea of where  
you are .  
 

2) You can build your own calls for service -but  you cannot  clear yourse lf 
or give  yourse lf CR#’s.   Same rule  applies; le t  dispatch know you have  



done this over the  radio NO CELL PHONES.  This is a safe ty issue  so 
everyone has an idea of where  you are  and what  you are  doing.  

3) You will be  able  to put  yourse lf off duty.   Once  you do you will no 
longer have  access t o MOBILE.   You st ill must  also do this by radio.  

4) Messaging-These  are  recorded and can be  read anyt ime by a supervisor 
and are  discoverable  in court .   DO NOT DO THIS WHILE DRIVING-IT IS 
THE SAME AS TEXTING AND A VIOLATION OF POLICY.  

5) At  some point  we will have  access for Clearance  capability,  but  that  
t imeline  is unknown at  this t ime .    
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BLACK HAWK POLICE DEP ARTMENT  

Standard  Opera ting  Procedure  
Chie f Stephen N. Co le  

 
Date  Is s ued : March 4, 2008 
 

Sub jec t: Award  Proces s      
 

TO: All Pers onne l     Da te  Revis ed : March 3, 2009 
 

 

I. POLICY 

When a department member performs a t a  level that exceeds those  
standards established by the department, the department feels it 
most important to express to the me mber special recognition for a  job 
well done.   

The  purpose  of this  SOP is  to es tablish a  s tandardized procedure  by 
which documented recognition may be  given to those me mbers  of 
the  department who perform above department s tandards, or 
demonstrate  specia l faithfulness  to duty, meritorious  skill, or bravery 
in the  performance  of duty. 

II. PROCEDURE  

A. Nomina tion fo r award   

1. A nomina tion may be  made  by a  citizen or any e mployee  of 
the  department regarding any other employee  of the  
department.  This  report sha ll be  forwarded to the  Chief of 
Police  for review.  The  Chief will then forward to the 
Sergeant assigned to the  award committee . 

2. A nomina tion for an award, which is  submitted by a  fellow 
employee , should be  followed by a  le tter of explana tion to 
the  Chie f of Police .  If possible  the following information 
should be  included: 

a . Full name and division assigned; 

b. The  loca tion of the  occurrence, time , and da te; 

c. Circumstances  of the incident in chronological order. 
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3. The  Chie f of Police , or his  designee , will review a ll 
recognition recommenda tions  for special faithfulness  to duty, 
meritorious  skill, or bravery in the  pe rformance  of duty.  
Nomina tions forwarded and approved by the  Chie f of Police 
will be  filed in the  employee’s  pe rsonnel file . 

4. Where  the employee  is  involved in handling a  difficult or 
unusual situa tion, or demons tra te s  exceptiona l skill or 
expertise  in solving a  particula r problem, his  or he r 
supervisor may wish to informally comme nd him.  The 
commenda tion should be  reduced to writing and placed in 
the  shift supervisor’s  file  for evalua tion purposes .  A copy 
may a lso be routed through the  Chief’s  office  and placed in 
the  pe rsonnel file . 

B. Award  Proces s  

 1.  Upon review of the  award documenta tion, the  nomina tion will 
 be  reviewed by command s ta ff to de te rmine  type  of award 
 and the  method of delivery. 

 a . The  Chie f of Police  or designee  shall de termine  
based on the  award how it shall be  delive red.   

 b. The  Medal of Honor, Purple  Heart, Meda l of 
Va lor and Medal of Courage  sha ll be  awarded 
during a  City Council mee ting or othe r formal 
ce remony. 

 c. All other awards  shall be  delive red as  deemed 
appropria te  by the  Chie f of Police . 

C. Award  Types  
 

1. The  type of awards  will be  is sued according to the  award 
 policy 3.06 and the  Award Pin SOP. 
 

a . All awards  shall be  accompanied by ce rtifica te , 
meda l or award pin depending on the  type  of 
award. 

 
b. Meda l of Honor, Purple  Heart, Medal of Valor 

and Medal of Courage  all include  a  meda l, an 
award pin and may include  a  ce rtificate  with a  
synops is of the  incident for which it is  given. 
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c. Meritorious , Dis tinguished, Life  Saving, Field 
Training Office r, Ins tructor, Bike  Pa trol, SWAT, 
CIT uniform pins  a re  awarded as  appropria te . 

 
d. All awards  a re  not limited to the  items  lis ted 

above  and all awards  a re subject to change  by 
the  Chie f of Police . 

 
S :\FORMS\Employee  Recognition Award Nomina tion (3).docx 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

Authorize d by: 
St e phen N.  Cole       Date : March 3,  2009 
Chie f of Police  
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BLACK HAWK POLICE DEP ARTMENT  

S tandard  Opera ting  Procedure  
Chie f S tephen  N. Cole  

 
Date  Is s ued: 04/02/2014  
 

Subjec t: Ac tive  Shoo ter      
 

TO: All Pers onne l      Da te  Revis ed : 02/18/15 
 

 
Des crip tion: The  purpose  of this  policy is  to provide  protocols  for assess ing the  
threa t and performing rapid inte rvention tactics  to limit se rious  injury or loss  of life  
during active  shoote r s itua tions .  While  the  te rm “active  shoote r” is  used 
throughout, this  policy applies  to a ll s itua tions  where  the re  is  an active , ongoing 
deadly threa t, to include  those  from firea rms , explos ives , knives , and so forth. 

 
It is  the  procedure  of this  department in s itua tions  where  ongoing deadly force  is  
reasonably like ly to be  employed by a  suspect—and de lay in taking police  action 
could result in injury or dea th—tha t rapid inte rvention of office rs  a t the  scene  is  
authorized when such actions  a re  deemed reasonable  to prevent furthe r injuries  
or loss  of life . 

 
I. DEFINITIONS 

 
Active  Shooting : An incident, normally in a  confined and popula ted a rea , in 
which one  or more  a rmed persons  have  used, or a re  reasonably like ly to use , 
deadly force  in an ongoing manner, and where  pe rsons have  been injured, 
killed, or a re  under imminent threa t of dea th or se rious  bodily ha rm by such 
persons . 
  
Rapid  In te rvention : Immediate  response  by one  or more  office rs  to an active  
shooting based on a  reasonable  be lief tha t fa ilure  to take  action pending the  
a rriva l of additiona l office rs  would result in dea th or s e rious  bodily injury. 
 
Contac t Team: The  firs t office r(s ) a t the  scene  of an active  shooting ta sked 
with loca ting the  suspect(s ) and neutra lizing the  threa t.  
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Res cue  and  Recovery Team: An organized team of office rs  who make  entry 
afte r the  contact team to provide  firs t a id and evacua te  pe rsons  from a  hos tile  
environment. 
 
Inc ident Commander (IC): The  individua l who takes  charge  a t the  scene , 
regardless  of rank.  In many cases , this  may be  the  firs t individua l on the  
scene . 
 
Hot Zone : Should cons is t of law enforcement pe rsonne l only. This  will 
include  any a rea  where  a  suspect or suspects  a re  known to be  loca ted but 
not under the  control of law enforcement. 
 
Warm Zone: (Re la tive ly Secured Areas) will be  ente red by our pe rsonne l a s  
pa rt of an extraction entry team to extract viable  victims  to the  Casua lty 
Collection Point. 
 
Cold  Zone: This  is  an a rea  outs ide  of the  immediate  threa t. It should be  
deemed safe  enough for pe rsonne l to work a t the  Casua lty Collection point, 
Triage , Trea tment and Transport a reas  without concern for threa t migra tion. 
BHPD will des igna te  an office r to this  a rea  however, to provide  security. 

 
II. PROCEDURES 

 
A. S itua tiona l As s es s ment 

 
1.  Based on ava ilable  information, dispa tched responders  or 

office rs  a lready a t the  incident scene  may verify tha t an 
active  shoote r s itua tion exis ts  through information provided 
by dispa tch, from persons  confined within or exiting the  
ta rge t loca tion, witnesses , reports  of—or sounds  of—gunfire , 
or re la ted means . 
 

2.  Where  ava ilable  and as  time  permits , witnesses , or othe rs  
should be  asked about the  loca tion and number of suspects , 
the  suspects ’ weapons , pe rsons  injured, the  number and 
loca tion of pe rsons  in poss ible  jeopardy, and the  use  or 
loca tion of improvised explos ive  devices  (IEDs). 
 

3. Upon comple tion of the  initia l a ssessment, the  IC sha ll, 
  
a . Advise  communica tions  and reques t resources  as  

deemed necessa ry, and 
 

b. De te rmine  whe ther to take  immedia te  action a lone  or 
with another office r, or wa it until additiona l resources  
a re  ava ilable . 
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B. Ra tiona le  for Rapid  In te rvention  

 
The  responding office rs  sha ll de te rmine  whether rapid inte rvention 
is  lega lly jus tified and reasonable . This  decis ion may be  based on 
such cons ide rations  as  whe ther or not: 
 
1. Deadly weapons  a re  ava ilable  to or have  been used by the  

suspect; 
   

2. Victims  a re  under the  suspect’s  control, a re  readily 
access ible , or both; and  

 
3. The  suspect poses  an ongoing threa t of deadly force . 

 
C. Ind ividua l Office r In tervention  

 
The  vas t majority of active  shoote r incidents  involve  one  suspect, a  
factor tha t makes  individua l office r inte rvention a  potentia lly viable  
option for saving lives , even if additiona l resources  a re  not readily 
ava ilable . 
 
1.  In some ins tances , an individua l office r may be  present 

within or nearby the  active  shooting loca tion, such as  cas ino 
or city facility. Whether on or off duty, in uniform or civilian 
clothes , he  or she  may de te rmine  tha t immedia te  tactica l 
inte rvention is  necessa ry and reasonable  to s top the  threa t. 
Tha t decis ion should be  based on the  factors  noted in B.1-3 
of this  policy and the  office r’s  capability to e ffective ly 
inte rvene , based on such factors  as  whe ther: 
 
a . The  office r is  a rmed and in possess ion of appropria te  

equipment; 
 

b. It is  reasonable  to be lieve  tha t pe rsons  will be  killed or 
injured if immedia te  response  to the  threa t is  not 
taken;  

 
c. The  s ize , configura tion, and re la ted phys ica l a spects  

of the  incident s ite  a llow for movement, s tea lth, cover, 
and re la ted tactica l needs ; 

 
d. The  suspect is  access ible ; and 
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e . The  incident s ite  offers  opportunities  for cover and 
concea lment to ass is t tactica l options , adequa te  
routes  for evacua tion, or secure  loca tions  in which to 
hide . 

 
2. As  soon as  practica l, office r(s ) sha ll notify communica tions  

tha t an active  shoote r s itua tion exis ts .  The  office r should 
provide  the  following information and upda tes  as  ava ilable : 
 
a . The  identity, loca tion, manner of dress , and proposed 

actions  of the  office r(s ) a t the  scene; 
 

b. Information on the  suspect to include  a  phys ica l 
description, weapons , equipment such as  body a rmor, 
and current loca tion and actions ; and 

 
c. Ava ilable  information on persons  injured or under 

threa t, the ir loca tions , emergency resources  required, 
and recommended points  of entry.   
 

3.  When displaying firea rms  while  in pla inclothes , office rs  sha ll 
ve rba lly identify themse lves  as  police  office rs , and 
conspicuous ly display the ir shie lds  and/or othe r police  
identifica tion to a le rt security pe rsonne l, a rriving office rs , or 
civilians  who may be  armed. 
  

4. If a rmed tactica l inte rvention is  not feas ible , 
  

a . Office rs  should facilita te  evacua tion by 
  
(1) Loca ting points  of egress  from danger zones  

and directing people  to those  evacua tion points  
if reasonably safe  for them to do so; and 
 

(2) Loca ting and directing persons  hiding in 
unsecure  loca tions  (e .g., under desks , ins ide  
unlocked rooms) to evacua tion points . 

 
b. If evacua tion is  not poss ible , office rs  should: 

 
(1) He lp loca te  and direct pe rsons  to safe r 

loca tions , prefe rably with thick walls ; solid 
doors  with locks ; or, in the  absence  of such 
loca tions , rooms tha t can be  ba rricaded with 
heavy furniture  or objects ; 
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(2) Direct individua ls  to s ilence  a ll pe rsona l 
e lectronic devices , take  cover, and remain 
s ilent, and 

 
(3) Take  any actions  poss ible  to dis tract, dis rupt, 

dive rt, or incapacita te  the  shoote r us ing 
surprise  a ttacks  and any aggress ive  force  
poss ible . 

 
c. When poss ible , office rs  should ass is t with the  injured 

and direct incoming teams to injured persons. 
 

D. In te rvention—Contac t Team Res pons e  
 

1.  A contact team response  to an active  shoote r s itua tion is  
prefe rred in nearly a ll active  shoote r s itua tions —irrespective  
of any initia l actions  tha t may have  been taken. Even if the  
threa t seemingly has  been te rmina ted, contact teams a re  
required to render the  loca tion safe , a ss is t in screening and 
orderly evacua tion of pe rsons  to a  des igna ted a rea , and 
loca ting any other pe rsons  s till in hiding. 
 

2.  Normally, only one  contact team sha ll be  deployed a t any 
given time , but additiona l teams may be  deployed a t the  
direction of the  IC to provide  tactica l advantage . The  IC sha ll 
ensure  tha t each team is  aware  of the  other teams’ loca tions  
and actions . The  miss ion of the  contact team is  to loca te  and 
s top the  threa t. 

 
3.  An inner pe rimete r sha ll be  es tablished to control access  to 

and egress  from the  ta rge t loca tion. Civilians  should be  
directed out of the  inner pe rimete r to a  des igna ted secure  
loca tion for identifica tion and debriefing. 

   
4.  A secure  s taging a rea  for responding office rs  and other 

emergency responders  sha ll be  des igna ted and its  loca tion 
provided to communica tions . 

  
a . An office r should be  ass igned to the  s taging a rea  to 

brie f a rriving personnel, ma inta in communication with 
the  contact team, and ass ign duties  a s  directed by the  
IC. 
 

b. A second secure  s taging a rea  sha ll be  des igna ted as  
soon as  reasonably poss ible  to accommodate  a rriving 
family members  of pe rsons  a t the  ta rge t loca tion.  



 

Active  Shoote r       Page  6 of 10 
 

Some of these  pe rsons  may be  a rmed, pa rticula rly 
those  who have  family members  a t the  incident 
scene . These  individua ls  mus t be  res tricted to the  
s taging a rea  as  they could pose  a  hazard to 
themse lves , office rs , and bys tanders  and jeopardize  
tactica l opera tions . 

 
5.  The  contact team shall be  provided a  clea r communica tions  

channe l to provide  the  following types  of information: 
   
a . The  team’s  progress  and loca tion. 

 
b. The  loca tion and number of victims  and the ir medica l 

needs .  
 

c. The  es timated number of suspects  involved.  
 

d. The  suspects ’ descriptions  and weapons  if known. 
 

6. The  loca tion of any booby traps  or explos ives . If discovered, 
the  contact team leader sha ll de te rmine  whe ther to pos t an 
office r near it, report it, or mark it for la te r remova l. 
 

7. The  contact team sha ll loca te  the  suspect(s ) in the  most 
expeditious  manner poss ible  in orde r to s top the  threa t. In 
doing so, office rs  should not s top to render a id or ass is tance  
to victims , but may, where  reasonably poss ible , inform them 
tha t rescue  teams a re  forthcoming and direct them to a  safe  
point of egress  or hiding if they a re  ambula tory and it is  
deemed safe  for them to do so.  
 

8. The  team should conside r a lte rna tive  entry points  and avoid 
us ing the  main entrance  to provide  an e lement of surprise  
and to avoid potentia l booby traps  or an ambush. 
 

9. The  contact team should not a ttempt to conduct a  thorough 
clea ring of the  loca tion, but should follow sounds  (such as  
gunfire , ye lling, and screaming); obse rva tions  of victims  and 
bys tanders ; and re la ted information to he lp loca te  the  
suspects  a s  soon as  poss ible . 

  
10. Once  the  suspects  have  been loca ted and the  threa t 

e limina ted, the  contact team should proceed to clea r a ll 
portions  of the  loca tion in the  event tha t more  suspects  a re  
in hiding.  
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Arriving SWAT, Emergency Response  Teams  (ERTs), or 
othe r office rs  should be  ca lled upon to he lp clea r the  loca tion 
of potentia l suspects , loca te  and evacua te  persons  in hiding, 
and render safe  any dangerous  munitions  or a rmament. 

  
11. Render firs t a id as  necessa ry when the  primary miss ion is  

comple ted. 
 

E. Res cue  Teams  
 

1. Once  the  contact team is  deployed and resources  a rrive  a t 
the  incident scene , the  IC should ensure  rescue  teams a re  
formed to provide  firs t a id and to he lp evacua te  victims . 
Rescue  teams generally cons is t of four to s ix office rs , but 
may be  expanded to include  medica l pe rsonne l or othe r 
office rs  a s  the  s itua tion dicta tes . 
 

2. Rescue  teams sha ll be  organized under a  team leader, 
deploy in tactica l formations  cons is tent with departmenta l 
tra ining, and be  prepared to respond to hos tile  action as  
rapidly changing circumstances  may place  them in contact 
with suspects . In such ins tances , the  team sha ll be  prepared 
and equipped to se rve  as  the  contact team. 

 
3. Rescue  teams sha ll be  deployed only a fte r the  contact team 

has  made  entrance , provided a  s ta tus  report, notified the  
command post of the  loca tion of victims , and de te rmined tha t 
rescue  efforts  may begin. Wounded and injured persons 
sha ll be  quickly sea rched, if reasonable , for weapons  and 
removed to the  des igna ted emergency firs t a id a rea  with 
cover and movement of such persons  provided by team 
members . If emergency medica l pe rsonne l a re  not ye t in 
place , bas ic firs t a id sha ll be  the  respons ibility of rescue  
team members  until they a re  re lieved by medica l pe rsonne l. 

 
4. Medica l pe rsonne l may be  pe rmitted to accompany or 

respond to rescue  team members  if wounded persons  a re  
incapable  of be ing moved. 

 
5. Rescue  team members  sha ll sea rch uninjured persons  in the  

hos tile  environment before  moving them to the  evacua tion 
s ite .  

 
6. Rescue  and recovery opera tions  sha ll continue  until the  IC 

has  decla red the  scene  clea r and safe . 
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7. Office rs  ass igned to the  evacua tion cente r sha ll ma inta in 
cus tody and control of a ll pe rsons  and document the ir 
identitie s  until they can be  reunited with family or othe rs . 
Victims  and witnesses  suffe ring from emotiona l and/or 
phys ica l trauma or shock should be  kept under the  
observa tion of medica l pe rsonne l until such time  as  they 
may be  safe ly transported to a  hospita l or home in the  ca re  
of family or friends . 
 

8. IF Fire  and Medica l pe rsonne l refuse  to ente r a  scene  or 
they a re  unable  to provide  rescue  personne l, office rs  may be  
used to pe rform those  duties  if ava ilable . 

 

 
F. Command Pos t  

 
1. The  IC sha ll ensure  tha t the  following actions  a re  

accomplished: 
 
a . Es tablish Incident Command. 

  
b. Es tablish communica tion. 

 
c. Identify a  s taging a rea  for firs t responders , a  second 

s taging a rea  for family members , and a  third s taging 
a rea  for the  media .  

 
d. Identify an additiona l s taging a rea  for the  quick 

response  team, if employed. 
 

e . Reques t mutua l a id if necessa ry. 
 

f. Organize  unified inte ragency te lecommunica tions . 
 

g. Es tablish traffic control and management. 
 

h. Contact appropria te  avia tion resources  to control a ir 
space  for poss ible  medica l evacua tion resources  and 
to es tablish res tricted a ir space  for law enforceme nt 
use  only. 

 
i. Reques t emergency medica l a ss is tance  and 

des igna te  a  safe  s taging a rea  for trea tment of the  
injured and evacua tion by EMS or medevac. 

 
j. Initia te  inte lligence  ga thering on poss ible  suspects .  
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k. Se lect a  safe  loca tion to place  evacuees . 

 
l. Summon police  chapla ins  and office rs  to provide  

information to re la tives  of victims . 
 

m. Coordina te  with owners  or officia ls  of the  ta rge t 
loca tion for floor plans , s ite  layout, and a  ros te r 
(including emergency contact information as  
ava ilable ) of employees , s tudents , res idents , vis itors , 
or othe rs  be lieved to be  on-s ite . 

 
n. Ass ign a  recorder to document actions  a t the  

command pos t. 
 

2. When ava ilable  on the  scene , a  SWAT team or an ERT may 
be  ass igned as  appropria te  to: 
 
a . Conta in the  loca tion, 

 
b. Ass is t rescue  teams, 

 
c. He lp loca te  suspects  or re lieve  the  contact team, 

 
d. He lp loca te  and safeguard explos ives  pending 

remova l, and 
 

e . P rovide  specia l weapons  and equipment as  needed. 
 

3. Additiona l office rs  sha ll be  deployed to control access  to the  
loca tion and monitor the  pe rimete r. 
  

G. Debrie fing  
 

As  soon as  reasonably poss ible  afte r the  incident, the  department 
sha ll conduct a  debriefing of essentia l pe rsonne l involved in the  
incident. The  debriefing sha ll identify both pos itive  and nega tive  
aspects  of the  deployment with the  intent of address ing a reas  in 
need of improvement and to de te rmine  whe ther changes  in 
opera tiona l protocols , policy, or tra ining may be  warranted as  a  
result. 
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H. Tra in ing 
 

This  department sha ll provide  active  shooter tra ining to a ll sworn 
and civilian pe rsonne l, including s imula tion exercises  conducted in 
schools  and other facilities  and partne ring firs t response  agencies , 
where  appropria te . 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Au thorized  by: 
S tephen  N. Cole        Da te : 04/02/14 
Chie f o f Police  
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BLACK HAWK POLICE DEP ARTMENT  

Standard  Opera ting  Procedure  
Chie f Stephen N. Co le  

 
Date  Is s ued : 04/14/10 
 

Sub jec t: Evidence  Drying Cabine t      
 

TO: All Pers onne l      Da te  Modified: 

 
 
Po licy: It is  the  responsibility of the  Black Hawk Police  Department Evidence  and 
Property Technician to provide  a  secure  and clean drying cabine t to be  used by 
office rs  for the  sa fekeeping of we t and/or bloody items  to be  dried for proper 
packaging.  Office rs  collecting wet or bloody evidence , which requires  drying 
prior to packaging, will utilize  the Evidence  Drying Bin to protect any DNA 
evidence .   
 
 
Procedure :  DNA Evidence  may be  present on a  va rie ty of items  collected as 
evidence  by office rs . The  purpose  of this SOP specifically addresses  the 
handling of we t or bloody evidence  tha t if packaged in a  we t condition would 
potentially des troy any potentia l DNA evidence  tha t might be present.  As  a 
result, this  procedure  outlines  the  s teps  to be  taken to protect the  chain of 
cus tody of the  evidence  along with its  evidentia ry potential. 
  

A. Evidence  Handling 
1. In situa tions  where  evidence contains blood or bodily fluids office rs 

should take the  appropria te  precautions  to protect themse lves , 
which would include  wearing la tex gloves  or eye  protection 
depending on the  situa tion. 

2. Bloody or we t clothing should be  handled in a  way not to expose  
the  item to other potential contamina ting sources . 

3. If submitting evidence  from two or more  individuals , avoid the 
potential for cross  contamina tion placing the  items  in two separa te  
drying bins .  Co-mingling evidence can cause  the transfe r of trace 
evidence . 

4. Keep multiple  items  separa ted in the  Drying Bin even if they belong 
to the  same person and package  them separa tely.  Shoes  can be 
cons idered one item but packaged separa tely from a  shirt or pants . 
Each s itua tion will dicta te  how evidence  should be  handled.  

5. Officers  should describe  in de tail how evidence  was  handled prior 
to submitting it. 

  



Evidence  Drying Bin      Page  2 of 3 

B. Evidence  Drying Bin Procedures  
1. The  key to open the  drying cabine t will be  on the  key box ne xt to 

the  cabine t.   
2. Prior to using the  Drying Bin the  office r should check the  log shee t 

to ensure  the  unit has  been cleaned a fte r its  las t use .  
3. Place  brown Kraft paper, loca ted in the  evidence  office , on the 

she lves of the Cabine t and use disposable  clothing hangers if 
hanging clothing.  

4. Place  items  to be  dried in the  cabine t, lock the  door and drop the 
key in the  upper slot of the  key box. 

5. Check to make  sure  the  unit is  opera ting by lis tening to the  fan 
motor and observing the  lights  a t the  top of the  unit.  

6. Attach a  zip tie  comple ted evidence  tag on the  locking handle  and 
the  s teel loop to the  right of the  handle .  

7. Sign and da te  the  log shee t hanging next to the  cabine t showing 
the  item was  place d in the  drying bin.  

8. The  evidence  technician will notify the  office r when the  items  
appear to be  dry enough to be  packaged.  

9. Package  the  Kraft paper (folded ca re fully) with the  evidence  along 
with the  zip tie  evidence  tag.  

10. Include  the  origina l packing tha t the  evidence  was  firs t placed in if 
poss ible .  

11. Place  biohazard s tickers  on the  evidence  packaging.  
12. Sign and da te  the  log shee t so the re  is  a  record of when the  

evidence  was  removed.  
13. Officers  should document in their report a ll the  circumstances  

surrounding the  collection of evidence . 
14. Evidence  of this  type  should never be  packaged in plas tic bags . 

 
C. Evidence  Technician Responsibilitie s  

1. Once  the  evidence  has  been removed from the  drying cabine t it is  
the  responsibility of the  evidence  technician to clean the  drying 
cabine t to ready it for its  next use  and log the  da te . 

2. General maintenance of the  cabine t such as filte r changes will be 
conducted by the  evidence  technician who will document the  
maintenance  on the  log shee t. 

3. The  Evidence  Technician will routinely inspect the  unit to ensure  it 
is  opera tional and ready for use . 

 
D. Documenta tion 

1. Officers  will submit reports  anytime  they handle  we t or bloody 
clothing.  

2. Officers  will describe  in de tail how evidence  was  handled 
throughout the  inves tiga tion and submit a  supplementa l report 
when the  office r re turned to package  the  items  a fte r they were  dry. 
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3. Because  of the  na ture  of bloody clothing it is  a lways  advisable  to 
take  photos  of the  items  prior to packaging to minimize  the  need to 
open the evidence package a t a  late r da te . 

 
E. Outs ide  Agencies  

1. Outs ide  Agency will call our dispa tch cente r and advise  them they 
need to use  our drying bin. 

2. The  communica tion office r will advise the se rgeant on duty and 
they will mee t with the  other agency a t our police department to 
ensure  our policy and procedures  are  followed. 

3. The  agency will receive  a  copy of our policy and procedure  for their 
re fe rence . 

4. The  evidence  technician will notify the agency when drying is  
comple te , so they may re turn to the police  department and finish 
processing their evidence . 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Authorized  by: 
Stephen N. Co le        Da te : 04/14/10 
Chie f o f Po lice  
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BLACK HAWK POLICE DEP ARTMENT  

Standard  Opera ting  Procedure  
Chie f Stephen N. Co le  

 
Date  Is s ued : 07/21/2012 
 

Sub jec t: Communica tions  Cente r Ans wering  Phones      
 

TO: All Pers onne l     Da te  Revis ed : J une  1, 2014 

 
 
Po licy: 
 
The  Black Hawk Communica tions  Center is  respons ible  for answering all 
incoming phone  calls  for the  Black Hawk Police  Department.  All phone  calls  
received will be  answered in a  time ly manner.  The  Communica tions  Officer will 
de te rmine  the  response  needed and how to route  the  call accordingly.       
 
Procedure : 
 
Ca lls  coming into the  communica tions  cente r will come through 911 and the  
des igna ted non-emergency lines (303-582-5878 & 303-582-0503).  Phone  calls  
coming into the  communica tion cente r will be  answered in the  following order:  
911 calls  will receive  firs t priority, followed by the  calls  coming in on the  non-
emergency lines .  If a  call is  answered other than the  911 line , and the  call is  
found to be  an emergency, this  call will ta ke  priority over the  other calls  coming 
into the  communica tions  cente r. 
 
911 calls  shall be answered by saying, “Black Hawk 911, where  is  your 
emergency”.  Communica tions  Office rs  will dete rmine  na ture  and loca tion of the  
emergency.  If the  911 call requires  the  call to be  transfe rred to another 
emergency communica tions  center, the  Communica tions  Office r will ve rify the  
ca ller’s  te lephone  number, in case  the  call is  disconnected when transfe rred.  
When transfe rring a  911 call, the  Communica tions  Office r will announce  the  call 
to the  receiving agency by s ta ting, “This  is  Black Hawk PD, I have  a  911 transfe r, 
go ahead s ir/ma’a m”.   Once  the  Communica tions  Office r hears  the  caller s ta rt to 
speak to the  new 911 opera tor, the  call can be  dropped from the  Black Ha wk 911 
sys tem. 
 
Incoming phone  ca lls  on the non-emergent lines  will be answered by firs t giving 
the  Department’s  na me, Black Hawk Police and Fire, followed by the  
Communica tions  Officer’s  firs t name.   
 
If a  phone  call is  rece ived and the  ca ll needs  to be  transfe rred in house , the  
Communica tions  Officer will a ttempt to ge t the ca ller’s  name, for the  employee 
who the  ca ll is  be ing transfe rred to.  If the  employee  is  on duty and a t the  police  
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department, the  call will be  transferred to the  appropria te  extension.  If the  
transfer is  unsuccessful the  Page  All PD Phones  shall be  used on the  PD phone  
sys tem by announcing the  name of the  employee  receiving the  call and advising 
of a  call holding on “Park” and the number, ie….”Lt. Lloyd you have  a  call on 
Park 1”.  If the  Communica tions  Officer is  s till unable  to make  contact, the  call will 
be  forwarded to the  employee’s  voicemail and the  employee  will be  notified via  
radio, phone , CAD/Mobile  texting system, or email of the  new voicemail.   
 
If the  employee  is  off duty or out of the  building, the  call will be  transferred to the  
employee’s  voicemail and the  employee  will be  notified via  email of the  new 
voicemail message . 
 
If multiple  emergent and non-emergent phone lines  a re  ringing, the  
Communica tions  Officer will de te rmine  the  na ture  of the  call and prioritize  the 
incoming calls .  The  Communica tions  Office r will a sk the  calle r if they have  an 
emergency in order to a ssess  the  urgency of the  call.  If the  calle r has  an 
emergency, which is  de te rmined to be  le ss  critical than the  other emergent call, 
the  Communica tions  Office r will advise the  calle r, tha t they are  handling another 
emergent ca ll and tha t they will be  a ssis ted as quickly as  possible .  The calle r will 
be  placed on hold and the  Communica tion Office r will re turn to the  calle r a s  soon 
as  possible .   
 
Ca lls  coming in on the  non-emergent (303-582-0503) line  will firs t ring into the  
communica tions  cente r, and on the  third ring, will begin ringing into the  records  
department.  If Records  Personnel a re unable to answer the  call, the  phone  will 
continue  to ring in both the  Communica tions  Cente r and Records  Department, 
until answered.  The  Communica tions  Officer will make  every reasonable  a ttempt 
to answer the  incoming call and assess  the  call for priority during emerge ncy 
s ituations ; if a  call comes  in on eithe r of the  non-emergent lines  and the  call is  to 
be  handled by the  records  department, the  call shall be  transfe rred to extens ion 
452, this  will ring all of the  extens ions  in the  Records  Department.  If the  
Communica tions  Officer is  unable  to transfer a  ca ll to the  Records  Department or 
they a re  busy with other ca lle rs , the  calle r will be  given the  option to leave  a  
voicemail for tha t department.  If a  ca ll is  received and the  call is  intended for the 
Black Hawk Municipal Court, the  calle r will be  transferred to extens ion 727. 
 
 
 
Authorized  by: 
 
 
 
S tephen N. Co le      Da te : 
Chie f o f Po lice  
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BLACK HAWK POLICE DEP ARTMENT  
Standard  Opera ting  Procedure  

Chie f Stephen N. Co le  
 
Date  Is s ued : 052113 
 

Sub jec t: Terro r Lia is on Office r  
 

TO: All Pers onne l      Da te  Revis ed : 10/12/2016  

 
 
 

Procedure : Define the  function/role of the  Terrorism Liaison Office r and cla rify the 
dissemina tion, handling, use of “Unclassified/For Official Use Only” and “Law 
Enforcement Sens itive” information. 
 
A. Definitions : 

 
1. Terrorism Lia ison Officer 

 
a . The  Terrorism Lia ison Officer (TLO) is  an identified person within the 

organiza tion who is  responsible  for coordina ting te rroris t and other criminal 
intelligence  information through the  Colorado Information Analysis  Center 
and local law enforcement pa rtne rs . 
 

2. Colorado Information Analysis  Cente r 
 
a . The  Colorado Information Analysis  Cente r (CIAC) is  a  multi-agency fus ion 

cente r crea ted to help prevent terrorism incidents  in Colorado.  
 

3. Unclassified/For Official Use  Only (U/FOUO) 
 
a . A des ignation used to identify sensitive  but unclassified information which 

warrants  protection and control tha t mee ts  the  criteria  for exe mption from 
public disclosure  under the  Privacy Act, and s ta te  and federal Freedom of 
Information Acts . The unauthorize d disclosure  of FOUO information could 
adversely a ffect a  person’s  privacy or we lfa re , the  conduct of Federal 
programs, or other programs or opera tions  e ssentia l to the  na tional inte res t. 
 



Terror Liaison Office r (TLO)  Page  2 of 5 
 

4. Unclassified / Law Enforcement Sens itive  (U/ LES) 
 
a . A des igna tion used to identify sensitive  but unclassified information that is  

intended for Law Enforcement pe rsonnel only.  Unauthorized disclosure 
could adversely a ffect ongoing investiga tions , crea te  sa fe ty hazards  for 
police  office rs , divulge  sources  of information, a nd/or compromise  the ir 
identitie s . 

 
B. Role : 

 
1. The  role  of the  TLO is  to provide  a  pla tform to share  and collect information and 

plan opera tions  in rela tion to local and globa l te rroris t threa ts .  Information 
sharing is  facilita ted through a  clea rly de fined a rchitecture  to elimina te  the  lack 
of sharing of information critical to the  s takeholders  of Colorado’s  prevention, 
preparedness  and security e fforts .  This  role  includes  the  following items: 
 
a . Collecting and reporting relevant field intelligence  for the  loca l area  to the 

CIAC 
b. Ass is t with terrorism awareness  training. 
c. Dissemina te  intelligence  information to field units . 
d. Provide intelligence brie fings  to executive  s ta ff. 
e . Provide an intelligence resource  to the  Incident Commander in the  event of 

a  ma jor te rrorism event, na tura l disas te r, or event of national significance . 
 

C. Process : 
 
1. Any suspicious  event requires  notifica tion of the  TLO.  These  include  but a re 

not limited to: 
 
a . Los t or s tolen Knox box, city facility, or critical infras tructure  keys . 
b. Los t or s tolen uniforms , badges , ID ca rds , radios , or specia lized equipment. 
c. Theft of department vehicles . 
d. Surve illance  of City of Black Hawk vehicles , pe rsonnel, or facilitie s  including 

suspicious  photography or videotaping. 
e . Exte rna l or inte rnal threa ts  made  agains t City of Black Hawk personne l or 

facilitie s . 
f. Subjects  inquiring about department or facility security measures . 
g. Subjects  noting emergency procedures  or response  times . 
h. Criminal or suspicious  incidents  involving sens itive  facilities  or community 

icons , such as  churches or casinos . 
i. Suspicious  incidents , re sponses , inquiries , or communica tions . 
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2. The  TLO is  not a  subs titute  for immedia te  law enforcement response . 
 
a . Loca l law enforcement from the  appropria te  jurisdiction should be  notified as 

necessa ry be fore  contacting the  TLO. 
b. Afte r the  TLO is  notified of the  event, he /she  will conduct an inquiry into the 

incident and report the  findings  to the  CIAC. 
 

3. The  TLO will provide appropriate  criminal or te rrorism re la ted intelligence 
information to des igna ted Black Hawk Police  employees  based on the  “need-to-
know” requirement. 
 
a . Dissemina tion methods  of the  mate rial may vary with regard to the  subject 

matte r, ma te rial classifica tion, time  sens itivity, and ta rge t audience . 
b. Officers  may dis tribute U/FOUO information to subordina te  pe rsonnel if 

such dis tribution is  for official purposes  and recipients  of the  information 
comply with the  directives below (Section c). 

c. When handling U/FOUO or U/LES documents , the  following directives  mus t 
be  followed. 

 
1) They a re  not to be  re leased to the  media , public, or those  without a  

“need-to-know”. 
2) They are  not to be sent to non-official e-mail addresses , including 

commercia l e -mail addresses  such as  Yahoo and Gmail.  
3) They are  not to be dissemina ted in any manner – orally, visua lly, or 

e lectronically to unauthorized personnel. 
4) FOUO and LES mate rial is  not to be  dissemina ted to any other agency 

without prior written approval from the  Colorado Information Ana lysis 
Cente r. 

5) Any una ttended FOUO or LES mate rial mus t be  secured to prevent 
unauthorized access  by me mbers  of the public, vis itors , or other pe rsons 
without a  need-to-know. 
 

a . When una ttended, FOUO and LES mate ria ls  will, a t a  minimum 
be  s tored in a  locked file  cabinet, locked desk drawer, a  locked 
overhead s torage compartment such as a  sys tems  furniture 
credenza , or s imila r locked compartment.  Mate rials  can also be 
s tored in a  room or a rea  tha t has  sufficient physical access 
control measures  to a fford adequa te  protection and prevent 
unauthorized access  by me mbers  of the  public, vis itors , or other 
pe rsons  without a  need-to-know, such as  a  locked room, or an 
a rea  where  access is  controlled by a  ca rd reader. 

b. Laptop compute rs  and other media  containing sensitive 
information will be  s tored and protected to prevent loss , the ft, 
unauthorized access, and unauthorized disclosure . 
 

6) FOUO and LES mate rial will be des troyed when no longer needed. 



Terror Liaison Office r (TLO)  Page  4 of 5 
 

 
a . “Hard Copy” mate ria ls will be  des troyed by shredding, burning, 

pulping or pulverizing, to assure  des truction beyond recognition 
and recons truction.  Afte r des truction, mate ria ls  may be  disposed 
with normal was te . 

b. Electronic s torage media  shall be  sanitized appropria tely by 
overwriting or degaussing.  Contact the  helpdesk for additional 
guidance . 

c. Paper products  containing FOUO or LES information will not be 
disposed of in regula r trash or recycling receptacles  unless  the 
mate ria ls  have  firs t been des troyed as  specified above . 
 

7) Any e mail sent to recipients   conta ining CIAC information shall include 
the  following cavea t: 
 

a . For Official Use  Only Information:  The  a ttached report contains 
information tha t is  FOR OFFICIAL USE ONLY (FOUO).  It 
contains  information tha t may be  exempt from public release 
under the  Freedom of Information Act (FOIA) and Colorado Open 
Records  Act (CORA).   It is  to be  controlled, s tored, handled, 
transmitted, dis tributed, and disposed of in accordance with policy 
re la ting to FOUO information and is  not to be  released to the 
public or other pe rsonnel who do not have  a  va lid “need-to-know” 
without prior written approval of the  Colorado Office  of 
Preparedness  and Security. 
 

b. Law Enforce ment Sens itive  Information:  The  a ttached report 
contains  information tha t is  LAW ENFORCEMENT SENSITIVE 
(LES) and should be contained within law enforcement channels 
only.  It contains  information tha t may be  exe mpt from public 
re lease  under the  Freedom of Information Act (FOIA) and 
Colorado Open Records  Act (CORA).  It is  to be  controlled, 
s tored, handled, transmitted, dis tributed, and disposed of in 
accordance  with policy re la ted to LES informa tion and is  not to be 
re leased to the  public or other pe rsonnel who do not have  a  valid 
“need-to-know” without prior approval of the Colorado Office  of 
Preparedness  and Security. 
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I. Refe rence : 
  
 Colorado Information Analysis  Cente r – Privacy policy 

Colorado Information Analysis  Cente r – SOP Product dissemina tion guidelines  
 

 28 CFR Part 23 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Authorized  by: 
Stephen N. Co le         Da te : 05/21/13 
Chie f o f Po lice  
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BLACK HAWK POLICE DEP ARTMENT  

Standard  Opera ting  Procedure  
Chie f Stephen N. Co le  

 
Date  Is s ued : 08/02/2012 
 

Sub jec t: Toning  Warrants , Fe lony, and  Sto len Records     
  
 

TO: All Pers onne l     Da te  Revis ed : 10/12/2016 
 

 
 
Procedure : It is  the  Communica tions  Officer’s duty to clear any person, pla te , or 
vehicle  identifica tion number a t an Office r’s  reques t. If a  query is  run and the  
subject of the  query is : 
 

1. The  subject of an extraditable  warrant. 
2. The  subject of a  stolen vehicle record. 
3. The  subject of a  stolen plate  record. 
4. The  subject of an a rmed and/or dangerous  record. 
5. The  subject of any record believed to be  of concern to Office r sa fe ty. 

 
Then the  Communica tions Office r will notify the  Office r(s) in a  time ly and 
e ffective  manner by utilizing Ale rt Tone  1. 
 
I. If an Officer reques ts  a  clea rance  via  radio, the  Communica tions  Office r will 

inform the  Officer of the  record information using the  following procedure : 
 
A. The  Communica tions  Officer will transmit the  following information 

utilizing radio channel BH LAW.  
 

1. If the  Officer is  in a  cas ino or pa rking garage  tha t would likely 
prohibit adequa te  radio reception and hence  prohibit the Office r 
from copying the radio tra ffic, then  the  Communications  Officer 
will enable  the  radio console  to simulcas t over radio channels  
BH LAW and Black Hawk OPS prior to transmitting the  
information. 

 
B. The  Communica tions  Officer will use  the  compute r mouse  to click and 

hold down Ale rt Tone  1 for approximate ly two (2) seconds  to send the  
s ingle-toned ale rt over all selected radio channe ls .  

 
C. The  Communica tions  Officer will transmit the  Officer’s  identifier and 

loca tion.  The  Officer will then e ithe r ask for the  information from the  
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record, or advise  Communica tions to s tand by until they are  ready to 
copy the  information.   

 
1. If the  Officer’s  loca tion is  unknown, the  Communications  Officer 

will a ir the  Officer’s  identifier and ask for the  Officer’s  loca tion. 
The  Officer will advise  of their loca tion and eithe r a sk for the 
informa tion from the  record, or advise  Communica tions  to s tand 
by until they a re  ready to copy the  information.   

 
D. When the  Office r is  ready for the  information from the  record, the  

Communica tions  Officer will transmit the  following information: 
 

OFFICER’S IDENTIFIER, YOUR PARTY IS THE SUBJ ECT OF TYPE 
OF RECORD, RECORD INFORMATION”  
 

If applicable , the  Communica tions  Officer will provide  
description/regis tra tion information of the  subject.  

 
E. Afte r transmitting the  information from the  record, or if the  Office r 

advises Communica tions  to s tand by, the  Communica tions  Office r will 
ensure  necessa ry cover ca rs  are  en route.  

 
II. If an Officer reques ts  a  clea rance  via  telephone , the  Communica tions  

Officer will inform the  Office r of the  record information via  telephone  prior to 
informing the  other Office rs  monitoring the  air. 

 
A. The  Communica tions  Officer will de te rmine  if the  Office r needs  cover 

ca rs  to respond or if the  Officer has  adequa te  cover. 
 
1. If cover is  needed, the  Communica tions  Officer will coordina te  

with the  reques ting Office r for a  loca tion where  cover should 
respond.  

 
B. The  Communica tions  Officer will use  the  compute r mouse  to click and 

hold down Ale rt Tone  1 for approximate ly two (2) seconds  to send the  
s ingle-toned ale rt over all appropria te  radio channels . 

 
C. The  Communica tions  Officer will transmit the  Officers  identifie r and 

loca tion followed by the  information from the  record.  After the  record 
information the  Communica tions  Office r will:  

 
1. Advise  all monitoring Officers  “cover is  on scene , information 

only”. 
-OR- 

2. Ass ign necessa ry cover cars  and provide  the  loca tion where  
cover is  reques ted to respond.  
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III. At the  Communica tion Office rs  discre tion or if reques ted by an Office r or 

supervisor, “Emergency Radio Tra ffic Only” may be  assigned to the  
appropria te  radio channel.   

 
A. If ‘emergency tra ffic only’ has  been initia ted, then the  radio channel will 

remain closed to a ll othe r tra ffic until dispa tch confirms  with Office rs  on 
scene  tha t ‘emergency tra ffic only’ may be  lifted.  
 

B. Emergency radio tra ffic will consis t of any emergent radio tra ffic and/or 
any radio tra ffic rela ted to this  specific incident e .g. cover ca rs  ca lling en- 
route  or a rrival, e tc. All othe r radio tra ffic will be  conducted on a  
secondary channel. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Authorized  by: 
Stephen N. Co le        Da te : 08/02/2012 
Chie f o f Po lice  
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BLACK HAWK POLICE DEPARTMENT  

S tandard  Opera ting  Procedure  
Chie f S tephen  N. Cole  

 
Date  Is s ued: 02/27/2014 
 
Subjec t: Ac tive  Critic a l Inc idents       
 
TO: All Pers onne l     Da te  Revis ed : 09/08/20106 

 
 
Des crip tion: The purpose  of this  Directive  is  to e s tablish response  guide lines  for 
Active  Critica l Incidents  (ACI) within our jurisdiction. This  Directive  provides  
guide lines  for response  only, and specific information deve loped during the  
course  of an inves tiga tion may ne cess ita te  an a lte red response . 

Each va ria tion of the  incidents  described be low requires  a  law enforcement 
inves tiga tion. Howeve r, Command Officers  and supervisors  mus t be  prepared 
to trans ition to a  Unified Command s tructure  with othe r loca l, s ta te  or fede ra l 
response  e lements  if necessa ry. 

De fin it io n s :  

Ac tive  Critica l Inc ident – Any in-progress  na tura l or man-made event, 
civil dis turbance , active  shoote r or snipe r, hos tage  or ba rricaded subject 
s itua tion, mass ive  incidents  of random or premedita ted incidents  involving 
mass  casua lties  or any other occurrence  of an unusua l or severe  na ture  
tha t causes  or threa tens  to cause  the  loss  of life  or injury to citizens  
and/or severe  damage  to property and tha t requires  extraordina ry 
measures  to protect lives , mee t human needs  and achieve  recovery. The 
Black Hawk Police  Department will have  Incident Command respons ibility 
on any active  critica l event tha t is  the  result of crimina l activity or the  
poss ibility of crimina l activity. 

Hot Zone : Any a rea  where  pe rsonne l involved in the  incident a re  a t 
extreme  risk of dea th or se rious  bodily injury due  to the  actions  of the  
suspect(s ). In genera l, a  hot zone  is  an a rea  where  a rmed suspect(s ) a re  
known or be lieved to be  present. 

Warm Zone: An a rea  a t less  risk of ha rm to firs t responders . In genera l, a  
warm zone  is  a t leas t temporarily secured from the  presence  or 
movement of suspect(s ), and police  office rs  a re  in the  immediate  a rea . 

Cold  Zone: An a rea  tha t is  secured from any immedia te  threa t. 
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Extrac tion  Teams : Ente r the  active  scene  a t a  loca tion dete rmined by 
the  police  department Incident Commander. Teams may cons is t of a  
front guard (police ), two or more  extraction fire fighte rs  and a  rea r guard 
(police ). Extraction Teams ente r the  warm zone  and respond to 
loca tions  conta ining victims/pa tients  identified by other office rs  who 
have  been involved in isola ting the  active  threa t. 

Unified  Command: Incident management performed by representa tives  
of multiple  agencies  to ensure  the  deve lopment of a  response  plan, 
identifica tion of appropria te  resources  and s ta ffing tha t a re  made 
ava ilable  and deployed in the  mos t effective  and coordina ted manner. 
The  unified command may crea te  multiple  branches  to supervise  the  
opera tion of the  response  plan. A branch may include  combined 
e lements  of the  police  and fire  response . 

In an active  scene , members  should be  cognizant tha t Hot, Warm and 
Cold Zones may be  fluid and change  until the  threa t is  conta ined or 
e limina ted. 

 
P rocedure: 

Tra ining a nd Eva lua tion 

The  Department has  adopted the  Na tiona l Incident Management 
Sys tem (NIMS) for the  control and coordina tion of critica l 
incidents . The  Incident Command Sys tem (ICS) as  proffe red by 
the  Federa l Emergency Management Agency (FEMA) is  the  
sys tem used in Black Hawk to manage  incidents . Sworn 
members  of the  Department will rece ive  tra ining on these  
sys tems . Caree r se rvice  members  who may participa te  in the  
management of a  critica l incident will a lso rece ive  tra ining. 
Combined tra ining with Black Hawk Fire  Department on ICS and 
the  High Risk Extraction Protocol will be  conducted annua lly. 

Obje ctive s  

1. Prote ct Life   

2. S tabilize  the  Incident 

3. Prote ct P rope rty  

Assess  the  s itua tion and de te rmine  overa ll prioritie s .  
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It is  vita l tha t the  firs t responder(s ) make a  quick, accura te  
assessment of the  s itua tion and be  aggress ive  in address ing any 
active  threa ts  to human life  in orde r to neutra lize  the  threa t and/or 
prevent additiona l victims . Extraordinary incidents  of mass  
violence  require  non-traditiona l police  responses , which may 
include : 

1. Providing a id to the  injured and protecting potentia l 
victims  through evacuation or lockdown. 

2. Public safe ty needs  may override  the  immediacy of 
suspect apprehens ion or crime  scene  protection. 

3. P re venting furthe r injury by s topping the  threa t 
may be  re quired prior to a iding the  injured. 
Responding office rs  may have  to intentiona lly 
bypass  injured person to s top the  threa t. 

Activa tion of the  High Risk Extraction Protocol (HREP) 

While  the  active  sea rch to find and isola te  the  suspect(s ) is  on-
going firs t responding office rs  will inform the  Black Hawk 
Dispa tch Cente r of the  fact tha t multiple  pe rsons  a re  injured and 
s till in an a rea  not comple te ly secured by the  police . Any office r or 
supervisor on scene  can reques t activa tion of the  High Risk 
Extraction Protocol. HREP can be  activa ted for la rge  or small 
incidents  where  an injured person is  unable  to move  out of a  
dangerous a rea . 

Communication be tween Police  Command and Fire  Command 

Upon activa tion of the  High Risk Extraction Protocol (HREP), the  
police  Incident Commander will e s tablish a  command pos t and 
will notify Black Hawk Dispa tch of his /he r loca tion. Black Hawk 
Dispa tch will notify responding BHFD units  which BHPD radio 
channe l is  primary for the  incident response . During the  ea rly 
s tages  of the  emergency, direct communica tion to coordina te  
initia l response  and resources  be tween police  and fire  incident 
commanders  will be  on the  primary police  channe l. As  control of 
the  incident progresses , BHPD may reques t the  incident 
commanders  to move  to another appropria te  radio channe l or ta lk 
group.  



Active  Critica l Incidents       Page  4 of 16 
 

The  BHPD Incident Command will, a s  ea rly in the  incident as  is  
practica l, e s tablish Face -to-Face  communication with Black Hawk 
Fire  Command to unify command and coordina te  the  Extraction 
Teams. The  unified command will decla re  s taging a reas  for 
incoming police  and fire  resources , based on the  need and 
functiona lity of the  resource . Cons ide ra tion should be  given to the  
loca tion of the  s taging a rea  to a llow medica l units  to eas ily 
access  and egress  from the  a rea . 

The  BHPD Incident Command will identify a ccess  to hot, warm 
and cold zones  based on the  exis ting threa t leve ls  re la ted to an 
active  sea rch or the  conta inment of the  suspect(s ). The  Incident 
Commander will continua lly assess  the  threa t leve l until the  
suspect(s ) is  conta ined or neutra lized. 

The  unified command will identify a  casualty collection a rea  if 
needed and supervise  the  crea tion of an Extraction Team(s). 
Teams utilized for extraction will include  BHPD (or othe r police  
officers ) to provide  security and BHFD (or othe r firefighte rs ) to 
extract injured victims . BHFD will ensure  a  s teady flow of 
pe rsonnel to team up with police  officers  to move into a reas  of 
higher risk to locate  and remove  victims  to the  collection point. 
The  movement of the  extraction teams will be  supervised by an 
BHPD supervisor or officer with direct radio communication to 
officers  ins ide  the  event loca tion. The  coordina ted use  of multiple  
extraction teams may be  necessa ry based on the  number of 
injured persons  within the  event loca tion. 

BHFD will e s tablish a  triage  a rea  if needed tha t will accept 
victims/pa tients  and prepare  the  injured for transport from the  
scene . Office rs  who encounte r injured victims  able  to wa lk on 
the ir own or injured persons  who a re  be ing ass is ted by other 
citizens  will direct the  wa lking wounded to the  triage  a rea . will 
coordina te  the  security a t the  collection point/triage  a rea . 

Incident S tabiliza tion 

Beyond the  neutra liza tion of active  threa ts , the  primary 
respons ibility of firs t responders  is  to conta in the  incident and 
suspects  within a  secure  pe rimete r. Rapid s tabiliza tion and 
conta inment will: 

 # Ass is t in loca ting flee ing victims  and witne s se s , 
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 # Control access  of the  media , mutua l a id 
responders , specia lty units , e tc., and  

 # Aid in crowd control e fforts . 

P rotect Property 

Once  the  immedia te  threa t(s ) has  been neutra lized and 
appropria te  life  safe ty, triage  and medica l trea tment of victims 
has  been initia ted by EMS personne l, responders  should take  
action to protect the  scene  and protect property from furthe r 
damage . 

Facilita te  the  Crimina l Inves tiga tion 

Once  the  incident has  been s tabilized, information should be  
ga thered to plan furthe r response  (e .g., a rres t teams, des ignated 
shoote rs , e tc.), unders tand motives  and deve lop methods  to 
prese rve , ca ta logue  and collect evidence . S tra tegies  mus t be  
formula ted to deploy sufficient numbers  of inves tiga tors  and 
victim advoca tes  to identify and loca te  victims  and witnesses . 

Es tablish an Incident Command Sys tem 

The  numerous  pe rsonne l, equipment, facilitie s , communica tions  
and procedures  working a t the  s ite  mus t be  managed in an 
orderly and sys tematic fashion. The Incident Command Sys tem 
(ICS) will be  implemented to direct the  response  and process ing 
of the  incident. 

The  firs t responding office r will be  the  Incident Commander (IC) 
until re lieved by a  supervisor or command office r. The  Incident 
Commander is  respons ible  for: 

a . activa ting the  incident command sys tem 

b. e s tablishing a  command post (which could s imply be  
the  trunk of a  ca r) 

c. initia ting the  notifica tion and mobiliza tion of additiona l 
pe rsonne l 

d. obta ining support from other agencies  as  needed 

e . e s tablishing a  s taging a rea , if necessa ry 

f. activa tion of High Risk Extraction P rotocol with Black 
Hawk Fire  Command 

g. providing public information and mainta ining media  
re la tions  



Active  Critica l Incidents       Page  6 of 16 
 

h. ma inta ining the  safe ty of a ll a ffected personne l 

i. e s tablishing Genera l and Command s taff positions  a s  
needed 

j. preparing a  documented afte r action report 

Based on the  nature , s ize  and complexity of the  incident the  
Incident Commander should give  cons ide ra tion to appointing 
other pe rsonne l to ass is t in the  management of the  incident to 
include  but not limited to: 

Opera tions  Chief is  respons ible  for: 

a . e s tablishing perimete rs  

b. conducting evacua tions  

c. ma inta ining command pos t and scene  security 

providing for de ta inee  transporta tion, process ing, and 
confinement 

d. directing and controlling tra ffic 

e . conducting pos t-incident inves tiga tion 

P lanning Chief is  respons ible  for: 

a . preparing a  documented incident action plan; 

b. ga thering and dissemina ting information and inte lligence ; 
and 

c. planning pos t-incident demobiliza tion 

Logis tics  Chief is  respons ible  for: 

a. communications 

b. transportation 

c. medical support 

d. supplies 

e. specia lized team and equipment needs 

Finance  Chief is  respons ible  for: 

a . recording personne l time ; 

b. procuring additiona l resources ; 

c. recording e xpenses ; and 

d. documenting injurie s  and liability is sues . 
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Inves tiga tions  Branch Director – answers  to the  Operations  Chief 
and is  respons ible  for coordina ting inves tiga tive  pe rsonne l, and 
evidence  process ing. 

S taging Office r – answers  to the  Opera tions  Chief and is  
respons ible  for fie ld s taging for responders  and equipment. 

Safe ty Officer – answers  to the  Incident Commander and is  
respons ible  for the  overa ll sa fe ty of a ll responders . 

Information Officer – answers  to the  Incident Commander and is  
respons ible  for coordina ting information to a nd from the  media  
and other pa rties . 

Lia ison Officer – answers  to the  Incident Commander and is  
respons ible  for coordina tion and lia ison with other loca l, s ta te  and 
federa l e lements . 

Not a ll of these  ass ignments  may be  needed, depending on the  
circumstances  of the  incident. Those  positions  not a ss igned 
become the  respons ibility of the  Incident Commander. 

Activa tion of Active  Critica l Incident P rotocol 

Active  Critica l Incidents , by definition, require  rapid mass  
deployment of pe rsonne l and equipment to fores ta ll or mitiga te  
the  scope  of the  event. As  such, any sworn supervisor, or SSU 
leader may initia te  an Active  Critica l Incident response . 

Due  to the  potentia l for mass  casua ltie s , supervisors  may reques t 
an Active  Critica l Incident response  without on-scene  
confirmation tha t the  event has  or is  occurring. 

Notifica tions  

Once  the  Black Hawk Communications  Cente r rece ives  a  reques t 
to initia te  the  Active  Critica l Incident protocol the  dispa tcher will 
a le rt tone  a ll channels  and announce  tha t an Active  Critica l 
Incident is  in effect. The  dispa tcher will a ir any additiona l 
pe rtinent information (safe  routes , s taging a reas , e tc.), and direct 
a ll members  as  to which channe l to turn to.  



Active  Critica l Incidents       Page  8 of 16 
 

Example : “There  is  an Active  Critica l Incident a t _____due  to 
a (n)________. All pe rsonne l a re  directed to tune  the ir radio to 
channe l _______ and respond according to the  Active  critica l 
incident protocols .” 

All able  bodied sworn members  rece iving information of an Active  
Critica l Incident a re  directed to respond. 

Upon activa tion of an Active  Critica l Incident response , the  Black 
Hawk Communications  Cente r BHDC will make  the  following 
notifica tions : 

 #  Lieutenant 

 #  SSU Commanding Officer 

 # The Chiefs ’ Office  

 # Send out a  high priority  Code  Red Alert 

 # Black Hawk Dispa tch Cente r(to confirm nothing has  
changed) 

Ra dio Us a ge  

Members  should mainta in radio discipline  during the  response  
phase  and remain off the  a ir a s  much as  poss ible . Members  
should respond to the  scene  as  quickly as  poss ible  and only a ir 
information specific and necessa ry to describe  on-going events  
and reques ts  for inte rvention and/or deployment as  needed. 

a . Des igna ted radio channe ls  will be  utilized by every 
team ente ring the  venue  where  the  incident is  
occurring, based on which loca tion the  incident is  
occurring. This  frequency will be  dedica ted for 
communica tions  only be tween teams ins ide  the  
loca tion during an Active  Critica l Incident and 
be tween ins ide  teams and the  command pos t, and 
mus t be  monitored by a  Dispa tcher 
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b. BH Law or BH OPS Des igna ted radio channe ls  will 
be  utilized by every team on the  outs ide  of the  
venue  where  the  incident is  occurring for 
communica tions  between responders  and the  
Command Pos t. The  oppos ite  frequency in which 
the  event is  occurring will be  used for exte rior 
communica tions . This  channe l mus t be  monitored 
by a  Dispa tcher. 

c. BH LAW will be  used for primary dispa tch of any ca lls  
not re la ted to the  ACI Gilpin County Communica tions  
will se rve  as  back up communica tions  a s  needed. 

d. Supervisors  a t the  scene  should coordina te  with 
Fire  Department pe rsonne l on communica tions  and 
should cons ide r us ing the  des igna ted channe l for 
communica tions  be tween command posts  and each 
other.  

e . The  Dispatcher or a  Commiss ioned Supervisor will 
remind a ll responding units  which channe ls  they 
need for inte rior and exte rior communica tions .  

f. Entry teams ins ide  a  building or s tructure  during an 
Active  Critica l Incident should ass ign office rs  to 
monitor both channe ls  inte rior and exte rior 
communica tions  if poss ible . 

Mutua l Aid  

The  Office  of the  Chief of Police  or the ir des ignee  may request 
mutua l a id for an Active  Critica l Incident. The  request for mutua l 
a id should be  accompanied by specific information re la tive  to the  
amount of pe rsonne l needed, any specific equipment required, a  
s taging a rea  and a  point of contact. Most requests  for mutual a id 
will be  made  to loca l and county agencies  adjoining the  
geographica l boundaries  of Black Hawk. 

S ta te  agencies  such as  the  Colorado S ta te  Pa trol, CBI, Divis ion 
of Gaming or CDOT may a lso be  needed depending on the  
event. 

The  mos t like ly need for outs ide  ass is tance  will be  to handle  ca lls  
for se rvice  not re la ted to the  incident. If this  is  done , it is  proffe red 
to have  the  county sheriff’s  offices  handle  ca lls  for se rvice  in the ir 
own counties  and have  CSP handle  a ll accidents . If the  S ta te  and 
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counties  can’t a ss is t or handle  the  ca ll load, ass is tance  should be  
reques ted from ava ilable  surrounding jurisdictions . This  does  not 
prevent the  incident commander ca lling for mutua l a id to respond 
to the  Incident s ite  from any appropria te  agency. Reques ts  for 
outs ide  ass is tance  for specific ca lls  can be  made  by the  
Lieutenant or Chief of Police . 

Once  a  mutua l a id reques t is  made  through the  Black Hawk 
Dispa tch Cente r, a  Black Hawk Dispa tch Cente r supervisor will 
contact the  appropria te  agencies  and confirm the ir response , 
including numbers  of pe rsonne l and types  of equipment. 

The  Incident Commander will continua lly asses s  the  need for 
mutua l a id. If it is  de te rmined tha t mutua l a id is  no longe r needed 
the  Incident Commander will notify the  Black Hawk Dispa tch 
Cente r to cance l any additiona l mutua l a id not a lready on scene . 
The  cance lla tion will be  to broadcas t ove r the  appropria te  radio 
channe ls . 

On-scene  mutua l a id pe rsonne l mus t be  debrie fed and a ll 
actions  a ttributed to the ir response  during the  event mus t be  
accounted for prior to them be ing re leased. The  P lanning Chief 
and Finance  Chief, or Incident Commander if the  Chief’s  
pos itions  a re  not filled, will ensure  tha t a ll pe rsonne l who 
responded to the  reques t for mutua l a id will be  documented by 
the ir name and agency, regardles s  of the ir actions  during the  
event. 

Reques ts  for resources  outs ide  the  normal mutua l a id 
agreements , such as  Nationa l Guard resources , mus t be  made 
through the  Office  of Emergency Management (OEM) and/or the  
EOC. 

Conce pt of Ope ra tions  a nd Incide nt Comma nd 

A Concept of Opera tions  (ConOp) has  been devised to ass is t in 
trans itioning major emergencies  or disas te r (to include  Active  
Critica l Incidents ) be tween responding City departments  for 
overa ll management and coordina tion. The  prevention of crimina l 
threa t to any responder is  the  respons ibility of law enforcement. 
In mos t cases , a  law enforcement response  will be  required to 
ga in control of a  chaotic and potentia lly threa tening incident 
scene  before  Fire /EMS can safe ly respond. The  Police  
Department is  respons ible  for resolving a ll active  threa ts . 
Fire /EMS personne l may ente r an Active  Critica l Incident with 
police  protection to provide  for the  ca re  of injured parties . When 
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multiple  city departments  a re  respons ible  for opera tions  a t an 
incident implementa tion of a  Unified Command or the  pass ing of 
Incident Command, depending on the  event, should be  
cons ide red. 

The  primary role  of the  Incident Commander (IC) immedia te ly 
following the  resolution of active  threa ts  is  to es tablish order and 
direct the  activities  of a ll emergency responders . The  IC is  
respons ible  for a ll activities  surrounding the  incident s ite  to 
include  plan deve lopment, implementa tion of s tra tegic decis ions , 
is suing sa fe ty a le rts  and approving resource  a lloca tions . These  
dutie s  may be  de lega ted to the  appropria te  Command or Genera l 
S taff pos itions  as  required by the  s ize , na ture  and complexity of 
the  incident. 

The  IC must e s tablish a  Command Pos t a s  quickly as  poss ible  
and begin des ignating personne l to direct specific activitie s . The 
IC must mainta in direct contact with Black Hawk Communications  
and the  EOC or Department Opera tions  Cente r (DOC) if opened. 

Be low a re  some genera l principles , which mus t be  followed by 
the  IC to ensure  proper order and event resolution; 

a . All involved Command Officers  mus t se t a s ide  the ir 
rank and pos ition and work towards  the  objectives  
es tablished by the  IC to control and manage  the  
incident. 

b. The  IC must be  willing to accept ass is tance  from 
knowledgeable  pe rsonne l when deve loping 
s tra tegies . 

c. The  IC must de lega te  authority to Command and 
Genera l s ta ff pe rsonne l a s  indica ted by the  s ize , 
na ture  and complexity of the  incident. 

d. Information mus t flow be tween the  IC and other 
responding a gencie s . 

e . The  IC must guard aga ins t compromis ing any public 
safe ty agency’s  lega l requirements  or authority. 

f. The  IC mus t mana ge  the  re spons e  to minimize  or 
e limina te  any duplica tion of s e rvice s . 
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g. All agencies  mus t have  an unders tanding of one  
another’s  prioritie s  and duties  during the  response  
to an Active  Critica l Incident. 

h. The  IC should try to assemble  a ll Agency Lia ison 
Office rs  into one  place  near the  Command Pos t to 
facilita te  communica tions . 

i. The  IC is  respons ible  to ensure  the  crea tion of an 
Afte r Action Report de ta iling the  response , 
inves tiga tion, recovery and any othe r face t of the  
opera tion as  needed. 

These  principles  apply whe ther the  IC is  a  Fire  or Police  member. 

Re sponding Office rs ’ Re spons ibilitie s  

On-duty sworn members , upon be ing a le rted of an Active  Critica l 
Incident will immediate ly respond to the  scene . Base d on the  
na ture  and immedia te  needs  of the  Active  Critica l Incident, the  
following prioritie s  should be  addressed: 

a . Confirm if an Active  Critica l Incident is  occurring or 
has  occurred. If so, de te rmine  the  type  of incident 
and type  of tactics  for response . 

b. Notify the  Black Hawk Dispa tch Cente r if an Active  
Critica l Incident is  occurring so this  protocol can be  
put in e ffect if not a lready activa ted. 

c. Evacua te  victims  or potentia l victims  to a  safe  
loca tion and activa tion of the  High Risk Extraction 
Protocols  with the  Black Hawk Fire  Department. 

d. If evacua tion is  not poss ible , protect potentia l 
victims  through lockdowns  a t the  incident s ite . 

e . Determine  the  suspect(s ) location. 

f. Conta in the  suspect(s). 

g. Elimina tion of the  threa t if the  s itua tion requires  it. 

h. Aid the  injured. 
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i. P rese rva tion of the  scene  and evidence  for future  
process ing and inves tiga tion. 

j. P rese rva tion of property Pre -Des igna ted 
Ass ignments . 

k. Notifica tion of off duty employees  for an appropria te  
response .  

Supervisors  and Command Officers  – Assume command of the  
scene  and es tablish a  command post a t a  safe  loca tion. One 
supervisor or Command Officer mus t immedia te ly assume the  
role  of Incident Commander (IC) and begin the  de lega tion of 
duties  and respons ibilitie s . The  Lieutenant is  normally 
respons ible  for this  pos ition unless  re lived of the ir pos ition by a  
more qua lified supervisor. All supervisors  should monitor the  
primary frequencies . 

Uniformed sworn members  – Responding sworn members  should 
deploy in a  minimum of two office r teams a t the  incident s ite  or its  
inner pe rimete r. Sworn members  should use  contact and cover 
principles  and principles  of point and rea r ass ignments . All rifle  
ce rtified members  will deploy the ir rifle s  if appropria te . In the  case  
of an active  shoote r, responding office rs  will key-hole  the  
appropria te  doors  and windows and ente r to counte r any threa t. 
Five  (5) pe rson fas t teams should be  used for entry. In the  event 
of an immedia te  threa t a  fa s t team cons is ting of less  than 5 
pe rsons  may be  assembled and ente r to confront an assa ilant(s ). 

Non-Uniformed Sworn members  – Non-Uniformed sworn 
members  will respond to the  scene  and check in with the  pe rson 
in charge . If it is  e ssentia l tha t the  non-uniformed office r ente r the  
building/scene , it is  the  respons ibility of the  member to ensure  
tha t he /she  a re  wearing markings  tha t readily identify him/her as  
a  police  office r, to include  but not limited to, soft body a rmor with 
police  markings , ra id jacke t, load bearing ves t, pla te  ca rrie r or 
his /he r is sued traffic control ves t. If poss ible , a  non-uniformed 
member should be  ass igned to ente r the  scene  with a  uniformed 
office r. 

In a  disas te r or a  mass  casua lty incident, where  the re  is  no active  
threa t, uniforms  a re  not required for pe rsonne l to assume any 
duty: however, the  is sued traffic ves t should be  worn to make  a ll 
police  pe rsonne l readily identifiable . 
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Detectives  – Respond to des igna ted evacua tion loca tions  to 
begin inte rviews  and debriefings  of witnesses  or victims  until the  
scene  is  secure  and on scene  inves tiga tion can begin. Once  the  
scene  is  secure , de tectives  will a ss is t with the  inves tiga tive  
function as  ass igned. In non-crimina l incidents , a ll pe rsonne l will 
respond to the  s taging a rea  unless  dispa tched enroute . 

SSU Team – In an active  shooter, hostage , ba rricaded suspect 
incident SSU members  will immedia te ly deploy to the  loca tion to 
sea rch for, locate  and neutra lize  the  suspect(s ), if the re  is  s till an 
active  threa t,. Once  immedia te  threa ts  have  been neutra lized the  
SSU team will be  respons ible  for clearing and securing the  
building(s ). 

Black Hawk Communica tions  Cente r – Once  an Active  Critica l 
Incident is  confirmed, the  Black Hawk Dispa tch Cente r will re s trict 
intake  and response  to ca lls  to a s  a ll able  bodied commiss ioned 
personne l a re  directed to respond to an Active  Critica l Incide nt, 
the  Black Hawk Dispa tch Cente r may have  to reques t mutua l a id 
coverage  of priority ca lls . All non-emergency ca lle rs  will be  
ins tructed to file  a  report the  following day. Light duty 
commiss ioned personne l may be  utilized by the  Lieutenant to 
effect notifica tions , ca ll-ups  of additiona l pe rsonne l or any other 
required tasks  a s  needed. 

Public Information Officer – The  PIO will be  respons ible  for 
coordina ting news  media  pe rsonne l and the  re lease  of 
information. The  IC or PIO will des igna te  a  media  s taging a rea . 
Media  re leases  resulting from an Active  Critica l Incident may 
necessa rily need to be  coordina ted with other response  e lements  
including BHFD, EMS, school dis tricts , priva te  sector 
representa tives  and s ta te , county and federal agencies . The  PIO, 
in consulta tion with other responding agencies  will coordina te  the  
re lease  of information through the  Joint Information Cente r (J IC) 
if one  is  e s tablished. 

Comma nd Pos t 

The  Incident Command Post is  the  loca tion from which the  
Incident Commander oversees  a ll incident opera tions . Every 
incident mus t have  some form of an Incident Command Pos t and 
may be  loca ted in a  pa trol vehicle , tra ile r, tent, mobile  command 
cente r, or within a  building. Once  des igna ted it should be  kept 
isola ted from a ll of the  va rious  s taging a reas  to effective ly 
coordina te  a ll opera tions  and agencies  involved in the  incident. 
The  Negotia tion Team will be  respons ible  for ge tting the  mobile  
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command pos t vehicle  to the  es tablished command pos t s ite . If 
not a lready ass igned, Negotia tion Team membe rs  will conduct 
inte lligence  ga thering a t the  scene . The  Command Pos ts  should 
be  loca ted fa r enough from the  incident s ite  to remain safe  but 
close  enough to give  the  IC quick access  to the  s ite . The  IC will 
provide  and mainta in security a t the  command pos t. 

Mutua l Aid Response  by Black Hawk PD to Critica l Incide nts  Outs ide  of 
Black Hawk 

It is  recognized tha t law enforcement agencies  may be  
ove rwhe lmed by critica l incident re sponse  requirements  and tha t 
reques ts  for mutua l a id may not be  e ffective ly and e fficiently 
communica ted. The  Lieutenant, or Chief, upon reques t from a  
ne ighboring agency, may send on duty office rs , an SSU e lement 
to a  critica l incident within the  surrounding a rea . When poss ible , 
a t lea s t one  (1) Lieutenant will be  sent with any personne l 
a ss is ting othe r agencie s . One  (1) Sergeant pe r (4) 
Agents /Officers  should re spond. SSU may have  s lightly diffe rent 
s ta ffing makeup. SSU should deploy in Squads  or Teams  as  
the ir unit makeup dicta te s . SSU Commanding Officers  should be  
contacted prior to s ending e lements  of the ir teams. 

Othe r Cons ide ra tions  

a . Efforts  should be  made  to obta in floor plans  to the  
building and utility access  from inte rna l maintenance  
engineers  and utility companies . 

b. Specia l equipment and additiona l transporta tion 
should be  accessed through 

c. Public Works , Parks  and Recrea tion, Black Hawk 
Tramway, Gilpin County Schools  this  may include  
transporta tion to off-s ite  secured facilities  for 
debriefings  and reunifica tion of families . 

d. Air support and surve illance  from an agency with 
a ir support capabilities  (e .g. the  Denver Police  
Department or the  Jeffe rson County Sheriff’s  
Office ). 

e . Explos ive  ordinance  ass is tance  may be  reques ted as  
described in Genera l Orde r 9.04 Bomb 
Threa ts /Explos ive . 
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P os t Eve nt De mobiliza tion 

The  IC is  respons ible  for demobiliza tion a fte r the  event is  
comple ted. The  IC will ensure  tha t manpower needs  a re  be ing 
met but uninvolved members  will be  re leased back to the ir 
a ss ignments  or re leased from duty. All members  will be  
respons ible  for comple ting necessa ry reports , overtime  s lips , 
inventories  on mate ria l or equipment tha t needs  to be  replaced or 
repa ired or any other documenta tion. Specia lized equipment will 
be  inventoried and re turned to s torage  ready for immediate  use . 

 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Au thorized  by: 
S tephen  N. Cole        Da te : 02/27/2014 
Chie f o f Police  
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BLACK HAWK POLICE DEP ARTMENT  

S tandard  Opera ting  Procedure  
Chie f S tephen  N. Cole  

 
Date  Is s ued: 01/20/09 
 

Subjec t: Ammunition        
 

TO: All Pers onne l     Da te  Revis ed : 01/23/11 
 

 
Des crip tion: It is  the  procedure  of the  Black Hawk Police  Department to is sue  
ammunition to sworn office rs  to use  on duty and for department tra ining.  Limited 
amounts  of ammunition will be  is sued to each office r each year, for tra ining or 
practice  they wish to do away from the  department.    
 
P rocedure : Effective  immedia te ly each office r will be  a llowed 300 rounds  of 
tra ining ammunition for the ir handgun.  Each office r can e ithe r take  the  300 
rounds  a t one  time  or 150 rounds  twice  pe r year.   A log will be  comple ted, 
including the  office r who rece ived the  ammunition, the  firea rms ins tructor or 
se rgeant who issued the  ammunition, the  date  and quantity.   
 
Only departmenta l-is sued ammunition will be  ca rried. The Chief of Police  will 
is sue  the  authorizing memorandum, as  needed; to describe  ammunition sworn 
personne l will ca rry. 
 
Ammunition for duty use  will be  replace d with new as  de te rmined by the  Range 
Mas te r but not to exceed two years .   
 
Department acquired and issued ammunition is  approved for ca rry a t a ll times . 
The  department buys  from a  va rie ty of commercia l manufacture rs , and 
specifica tions  will va ry s lightly from year to year. Range  personne l will is sue  
department ammo and will ma inta in a  current lis t outlining the  specifica tions  for 
a ll ammo issued. Lis ted be low a re  the  genera l specifica tions  for ammunition of a ll 
ca libe rs  authorized for use  in firea rms  ca rried by Black Hawk Police  Department 
pe rsonne l. All ammunition, including persona lly acquired, mus t be  factory loads . 
 

A. 9mm -- a s  is sued by the  department: If pe rsona lly acquired, it mus t be  
jacke ted or semi jacke ted, hollow point only. 
 

B. 45 ACP -- a s  is sued by the  department: If pe rsona lly acquired, it mus t be  
jacke ted or semi jacke ted, hollow point only. 

 
C. 40 ACP -- a s  is sued by the  department: If pe rsona lly acquired, it mus t be  

jacke ted or semi jacke ted, hollow point only. 
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D. 12 gauge  rifled s lug -- a s  is sued by the  department 
 
E. 12 gauge  00 buck -- a s  is sued by the  department 
 
F. .223 ca l. -- a s  is sued by the  department 
 
G. .308 ca l. -- a s  is sued by the  department 
 
H. .22 ca l. -- a s  is sued by the  department 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Au thorized  by: 
S tephen  N. Cole        Da te : 01/23/11 
Chie f o f Police  
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BLACK HAWK POLICE DEP ARTMENT  

S tandard  Opera ting  Procedure  
Chie f S tephen  N. Cole  

 
Date  Is s ued: 06/27/2007 
 

Subjec t: As s is ting  the  Public       
 

TO: All Pers onne l      Revis ed :   10/18/2016 
 

 
P rocedure: People  vis it the  Black Hawk Police  Department for a  va rie ty of reasons .  
This  procedure  covers  a  few examples  of se rvices  provided, i.e . reques t for case  
reports , fingerprinting, directions , e tc.  Cus tomer Service  is  a  priority of the  Black Hawk 
Police  Department.  Our goa l is  to ass is t everyone  in an efficient and profess iona l 
manner. 
 

#  Anyone  with appointments  withy sworn or civilian pe rsonne l 
#  Obta in as  much information (the ir name and the  reason they a re  he re  to see  

them) and then announce  to the  pe rsonne l they a re  in the  lobby. 
Sworn personne l includes  the  Chief, Commanders , Se rgeants , and Pa trol 
Office rs . 
 

#  Property re trieva l, (obta in the ir name and as  much information as  poss ible ) 
and contact the  Evidence  Tech 

 
#  Fingerprint reques ts  

   
#  Fingerprints  a re  processed for City of Black Hawk Res idents  Only and any 

person the  City Clerk’s  Office  sends up (such as  Liquor Licenses  for the  
Cas inos  and Medica l Marijuana  Dispensaries ) 
 

#  Gaming Licenses , Civil (such as  name change , e tc). THIS HAS BEEN 
SUSPENDED UNTIL FURTHER NOTICE.  SEND THEM TO CENTRAL CITY POLICE 
OR GILPIN COUNTY SHERIFF 

 

 # Refe r them to Gilpin County Sheriff’s  Office  
2960 Dory Hill Road 
Black Hawk 
303 582-5500 

 
 # Refe r them to Golden Divis ion of Gaming 

17301 W. Colfax Avenue  Suite  135 
Golden 
303 205-1300 
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#  Other city departments    

 
#  PUBLIC WORKS DEPARTMENT is  on the  Mesa  a t 987 Miners  Mesa  

Drive   
 

#  PLANNING DEPARTMENT is  in the  church next door a t 211 Church 
S tree t   

 
#  CITY HALL DEPARTMENT is  right be low in the  red brick building (this  

includes  the  City Clerk's  Office , the  IT Office  and the  City Manager’s  
Office ) a t 201 Se lak S tree t   

 
#  Municipa l Court is  he ld once  a  month a t the  Gilpin County Jus tice  Cente r a t 2960 

Dory Hill Road 
 

#  Provide  directions  to the  Courthouse  if needed. 
 

#  Reques ts  for Police  Reports    
 

#  Provide  Records  Release  form 
 

#  Process  the  report according to Records  Release  Procedures  
 

#  VIN Inspections :  THIS HAS BEEN SUSPENDED UNTIL FURTHER NOTICE.  SEND THEM 
TO CENTRAL CITY POLICE OR GILPIN COUNTY SHERIFF 
 

 # Refe r them to Colorado S ta te  Pa trol (Golden – Camp George  West) 
15203 W. 12th Avenue  
Golden 
303 239-4545 (Recorded line  – leave  a  message) 

    OR 
 # Refe r them to Gilpin County Sheriff’s  Office  

2960 Dory Hill Road 
Black Hawk 
303 582-5500 

 
 # Gilpin County Sheriff and Colorado S ta te  Pa trol (in Golden) a re  the  

only agencies  tha t can do a  ce rtified VIN Inspection 
 
 
 
Au thorized  by: 
S tephen  N. Cole         Da te :  06/27/2007 
Chie f o f Police  
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BLACK HAWK POLICE DEP ARTMENT  

S tandard  Opera ting  Procedure  
Chie f S tephen  N. Cole  

 
Date  Is s ued: 04/08/14 
 

Subjec t: Ins truc tor Applica tion  Proces s  
 

TO: All Pers onne l      Da te  Revis ed : 09/01/2016 
 

 
Des crip tion: The  Black Hawk Police  Department has  se t high s tandards  to 
become an ins tructor for the  department. Be ing an ins tructor is  a  ve ry s tress ful 
but rewarding pos ition. Only highly qua lified candida tes  will be  se lected to tra in / 
teach the ir pee rs . 
 
P rocedure: Requirements  to inte rview for an ins tructor pos ition 

 
I. Formal reques t sent to immediate  supervisor 
II. Le tte r of Inte res t – To include  but not limited to: 

 
A. Inte res t in the  pos ition  
B. Outs ide  tra ining obta ined re la ted to the  pos ition 
C. Current leve l 
D. Years  of Law Enforcement experience  
E. Anything e lse  the  applicant fee ls  would be  pertinent to be ing 

cons ide red for the  pos ition 
 

III. The  applicant has  comple ted the  required 18 month introductory 
pe riod with police  department. This  may be  waived with the  
approva l of the  Chief of Police .   

III. Sa tisfactory Eva lua tion ra ting. 
IV. Pass  an ora l board which includes  a  5 minutes  presenta tion. The 

applicant must ins truct the  pane l on a  subject not Law Enforcement 
re la ted.  

V. If accepted the  applicant mus t succes sfully pass  an approved 
ins tructor school. 

VI. If accepted the  applicant will be  required to successfully ins truct 1 
course  once  a  year. 

 
Dis qua lifie rs : 

 
I. The  applicant has  had documented remedia l tra ining within the  las t 

12 months  in the  discipline (s ) in which they a re  applying to become 
an ins tructor. **Remedia l tra ining is  documented additiona l tra ining 
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done  to correct or improve  an a rea  of deficiency in a  pa rticular 
tra ining discipline .  

II. Sus ta ined IA(s) for Use  of Force  is sues  
III. The  applicant does  not pass  ins tructor school (Cannot reapply for 

the  instructor pos ition for 2 years ) 
 
Dis mis s a l: 

 
I. Non-performance  as  an ins tructor: 

 
A.  The  ins tructor fa ils  to successfully ins truct a  course  for 2 or 

more  years . 
B. Repeatedly fa ils  to comple te  lesson plans  by the  ass igned 

due  da tes .  
C. Fa ils  to mainta in an ins tructiona l leve l of proficiency in the ir 

respective  discipline (s ).  
D. Requires  remedia l tra ining in the ir a rea (s ) of discipline  more 

than 1 time  per year as  an ins tructor of tha t discipline , e .g. 
firea rms  ins tructor has  to comple te  remedia l tra ining twice  
during the  same tra ining year. 

 
II. Fa ils  to pe rform as  a n ins tructor due  to additiona l job duties  and / or 

specia l a ss ignments . 
III. The  inability to pe rform bas ic police  office r functions  a s  described in 

the  police  office r job description. 
IV. Fa ils  to s tay current in tra ining te chniques  / me thods and a ttend 

advanced ins tructor classes  when ava ilable . 
V. Any sus ta ined policy viola tion tha t reflects  poorly on the  ass igned 

tra ining unit, Black Hawk Police  Department, or City of Black Hawk. 
 
Any of the  above  crite ria  can be  amended by the  Chief of Police  a t any time  for 
any reason. 
 
Dis c ip line  Spec ific  Requirements :  
 
Firea rms : An applicant for the  pos ition of Firea rms  Instructor should possess  
working knowledge  of a ll the  firea rms  used by the  department, e .g., handgun, 
shotgun, and patrol rifle . The  applicant should have  above  average  skills  in 
marksmanship and weapon handling and be  able  to demonstra te  those  skills . 
Good verba l and tactile  teaching skills  a re  a lso des ired. The  applicant will know 
the  bas ic firea rms  safe ty rules . The  applicant sha ll be  familia r with a ll of the  
department policies  and SOP’s  pe rta ining to firea rms  and response  to res is tance . 
 
Defens ive  Tac tics : An applicant for the  position of Defens ive  Tactics  Ins tructor 
mus t be  currently qua lified through the  department in PPCT.  They should 
possess  and be  able  to show knowledge  of a ll a rres t control and defens ive  
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tactics  used by the  department and furthe rmore , the  applicant should have  above 
average  skills  in a rres t control and be  able  to demons tra te  those  skills .  Good 
verba l and tactile  teaching skills  a re  a lso des ired. The  applicant will know the  
bas ic class  rules  for DT. The  applicant sha ll be  familia r with a ll of the  department 
policies  and SOP’s  pe rta ining to a rres t control and response  to res is tance .   
 
Driving : An applicant for Driving Ins tructor should have  an above  average  
knowledge  of pa trol vehicle  opera tion and maintenance . They should be  a ble  to 
answer any ques tion in regards  to policy's  re la ting to pa trol vehicles  and S ta te  
emergency vehicle  opera tion guide lines . The applicant should have  no more  than 
two on duty accident/incidents  involving a  pa trol vehicle  over the  la s t yea r. The 
applicant should a lso have  no more  than two off-duty ticke ts  within the  las t two 
years .  
 
Les s  Le tha l: An applicant for the  pos ition of Less  Le tha l Ins tructor should be  
we ll-ve rsed and able  to discuss  the  department's  Response  to Resis tance  Policy. 
The  applicant sha ll be  ce rtified on shoulde r mounted weapons  (specifica lly the  12 
gauge  shotgun) in order to use /demons tra te  less  le tha l munitions  deployed by a  
shotgun. They should be  able  to use  a  40mm less  le tha l munitions  launcher. The  
applicant should know the  bas ic firea rms  safe ty rules .  
 
Ac tive  Shoote r: An applicant for the  pos ition of Active  Shoote r Instructor should 
have , in addition to the  minimum ins tructor qua lifica tions , a  bas ic unders tanding 
of building sea rches  and cover and concea lment 
 
In toxilyzer: An applicant for Intoxilyzer Ins tructor needs  to be  currently ce rtified 
as  an Intoxilyzer Opera tor. The  applicant should have  an inte res t in the  opera tion 
of the  Intoxilyzer. See  the  Procedure  section II for furthe r requirements .  
 
Tas e r: An applicant for the  pos ition of Tase r Ins tructor s ha ll have  an up to da te  
ce rtifica tion as  a  Taser opera tor. The  applicant should have  no sus ta ined use  of 
force  compla ints  or open inte rna l affa irs  inves tiga tions .  
 
R.A.D: An applicant for the  pos ition of Defens ive  Tactics  Ins tructor mus t be  
currently qua lified through the  department in PPCT. The  applicant mus t have  an 
inte res t in working with the  community.  
 
CPR/Firs t Aid : An applicant for CPR/Firs t Aid Ins tructor will need to be  ce rtified 
in CPR/Firs t Aid. The  applicant needs  to have  an inte res t or a t le ast 
unders tanding of CPR/Firs t Aid.  
 
WMD: An applicant for the  Weapons  of Mass  Des truction Ins tructor (WMD) 
should know how to wear and use  a ll WMD equipment the  department utilizes . 
The  applicant should have  a  bas ic knowledge  of how to handle  hazardous 
mate ria l incidents  and able  to answer bas ic ques tions  in regards  to hazardous 
mate ria l incidents .  
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Community Awarenes s  Program: An applicant for Community Awareness  
Program Ins tructor should unders tand and be  able  to expla in how educa ting and 
recruiting the  public’s  he lp in identifying crimina l or suspicious  behavior can 
ass is t law enforcement. They should a lso have  a  bas ic unders tanding of wha t a  
fus ion cente r is  (i.e .: CIAC) and why they were  crea ted. The  applicant will need 
to be  able  to answer ques tions  concerning privacy of someone  who re lays  
information to a  fus ion cente r. The  applicant should have  bas ic knowledge  of 
wha t types  of information collected and dissemina ted by fus ion cente rs . 
 
Domes tic  Vio lence: An applicant for Domestic Violence  Ins tructor will need to 
have  good inves tiga tive  skills  and have  an inte res t in handling domes tic violence  
cases .  
 
Verba l Defens e  and  Influence : See  the  Procedure  section II for requirements . 
 
DUI / SFST: An applicant for DUI / SFST Ins tructor should show a  des ire  to 
handle  DUI’s  and impa ired drive r ca lls . It is  necessa ry to the  function, ability and 
credibility of the  ins tructor to have  fie ld experience  in the  a rea  of ins truction. The 
applicant should have  comple ted bas ic SFST and ARIDE classes  to unders tand 
the  concepts  of an impa ired driving case .    
 
Eth ics : See  the  Procedure  section II for requirements . 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Au thorized  by: 
S tephen  N. Cole        Da te :09/01/2016 
Chie f o f Police  
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BLACK HAWK POLICE DEP ARTMENT  

S tandard  Opera ting  Procedure  
Chie f S tephen  N. Cole  

 
Date  Is s ued: Oc tober 24, 2007 
 

Subjec t: BHPD Scheduling     
 

TO: All Pers onne l     Da te  Revis ed : 10/11/2011 
 

 
Des crip tion: The  Black Hawk Police  Department opera tes  twenty-four hours  a  
day, seven days  a  week.  In order to ensure  coverage  on a ll shifts  a  written 
schedule  will be  comple ted and is  updated as  needed.  The  days  off for the  
schedule  will be  offered according to the  needs  of the  Black Hawk Police  
Department and may vary from year to year.  The  pa trol se rgeant currently 
ass igned to scheduling will ma inta in the  work schedule . 
 
P rocedure: 
 
Schedule  respons ibilities  
 

A. Pa trol  
 
The  se rgeant will be  respons ible  for mainta ining the  schedule .  This  
will include  days  off, vaca tions , holidays , s ick days , tra ining and any 
other is sues , which affects  the  schedule .   

 
There  a re  currently three  shifts .  The  shifts  a re  Days , which work from 
0645-1645, Swings , which work from 1630-0230 and graveya rds , 
which work from 2100-0700.  There  a re  times when schedules  can and 
will be  adjus ted, according to the  needs  of the  Black Hawk Police  
Department.   

 
There  a re  severa l se ts  of days  off ava ilable  for each shift.  The  days  off 
will be  se t according to the  needs of Black Hawk Police  Department, 
subject to change  and may vary from shift to shift and year to year. 

 
B. Communications   

 
The  Adminis tra tive  Lieutenant will be  respons ible  for mainta ining the  
schedule .  This  will include  days  off, vaca tions , holidays , s ick days , 
tra ining and any other is sues , which affects  the  schedule .   
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There  a re  currently four shifts .  The  shifts  a re  a s  follows; Days  “A” shift, 
which work from 0645-1645, Mid-shift “B” shift, which works  from 1100-
2100, Swings , which work from 1630-0230 and graveyards , which 
work from 2100-0700.  There  a re  times  when schedules  can and will 
be  adjus ted, according to the  needs of the  Black Hawk Police  
Department.   
 
There  a re  severa l se ts  of days  off ava ilable  for each shift.  The  days  off 
will be  se t according to the  needs of Black Hawk Police  Department, 
subject to change  and may vary from shift to shift and year to year. 

 
Schedule  bidding 
 

A. Pa trol 
 
During the  las t quarte r of each year a ll Officers  who a re  not currently in 
tra ining will bid for the ir days  off, which will begin during the  firs t 
quarte r of the  next year.  The schedule  will then be  active  for one  year 
(January to December).  Officers  who a re  in tra ining will not pa rticipa te  
in the  bidding process  until the ir tra ining is  comple te . 

 
The  bidding process  will be  bid by seniority (Time  in Grade).  Police  
Office r IV will bid firs t with the  office r who has  been a  Police  Officer IV 
for the  longes t pe riod of time  bidding firs t. Then the  next senior leve l 
four Police  Officer IV, until a ll Police  Officer IV have  bid.  Once  a ll the  
Police  Officer IV has  bid the  mos t senior Police  Office r III will bid for 
the ir shift.  Then the  Police  Office r II will bid, and fina lly the  Police  
Office r I will bid.   

 
If an opening were  to occur be tween the  December bid process  for the  
following year and October 1, 2011 the  Chief of Police  or des ignee  
may ass ign shifts  based on the  needs  of the  department.  The  Chief 
may cons ider seniority, opera tiona l needs , employee  performance , 
previous  discipline , need for supervis ion, and other cons idera tions .   

 
From October 1s t through January 15th each year, bidding for shift 
a ss ignments  as  a  result of vacancies  or shift transfe rs  is  
prohibited.  Bidding during this  time  period will only occur in December 
in preparation for the  next ca lendar year bid ass ignments .  Office rs  will 
be  a ss igned to shifts  and days  off a s  needed by supervisors  during this  
time  period.  The  procedure  is  des igned to reduce  repea ted shift 
changes  during the  year and prior to the  normal bid process  scheduled 
in December of each year. 
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B. Communications  
 

During the  las t quarte r of each year a ll Communica tions  Office rs  who 
a re  not currently in tra ining will bid for the ir days  off, which will begin 
during the  firs t quarter of the  next year.  The  schedule  will then be  
active  for one  year (January to December).  Office rs  who a re  in tra ining 
will not pa rticipa te  in the  bidding process  until the ir tra ining is  complete . 
 
The  bidding process  will be  bid by seniority (Time  in Grade).  
Communications  Office rs  II will bid firs t with the  communica tions  office r 
who has  been a  Communica tions  Officer II for the  longes t pe riod of 
time bidding firs t. Then the  next senior Communica tions  Officer II, until 
a ll Communica tions  Officer II have  bid.  Once  a ll the  Communications  
Office rs  II have  bid the  mos t senior Communica tions  Office r I will bid 
for the ir shift.   
 
If an opening were  to occur be tween the  December bid process  for the  
following year and October 1, 2011 the  Chief of Police  or des ignee  
may ass ign shifts  based on the  needs  of the  department.  The  Chief 
may cons ider seniority, opera tiona l needs , employee  performance , 
previous  discipline , need for supervis ion, and other cons idera tions .   
 
From October 1s t through January 15th each year, bidding for shift 
a ss ignments  as  a  result of vacancies  or shift transfe rs  is  prohibited.  
Bidding during this  time  period will only occur in December in 
preparation for the  next ca lendar year bid ass ignments .  
Communications  Office rs  will be  ass igned to shifts  and days  off a s  
needed by supervisors  during this  time  period.  The  procedure  is  
des igned to reduce  repea ted shift changes  during the  year and prior to 
the  normal bid process  scheduled in December of each year. 

 
C. Records  

 
The  records  schedule  will be  mainta ined by the  records  supervisor and 
in such a  way as  to have  a t leas t one  records  cle rk on duty Monday – 
Friday from 0800 hours  to 1700 hours . 
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Scheduling changes  
 

A. Pa trol 
 
Although each office r has  a  se t shift and days  off, the re  a re  occasions 
when office rs  will be  needed to cover shifts .  When this  occurs  every 
effort will be  made  to find voluntee rs  to cover the  shift firs t.  Ultimate ly 
The  Black Hawk Police  Department is  an emergency s e rvices  agency 
and any office r may be  required to cover shifts  or s tay pas t the ir shift to 
cover shift shortages . When a  shift or days  off change  occur; the  
schedule  will re flect this  change  as  soon as  poss ible .  These  changes  
can be  done  by any se rgeant or acting se rgeant.  No office r should be  
scheduled to work more  than fourteen consecutive  hours , but in times 
of emergencies  the  office r may be  required to work extended hours .  If 
an office r has  court every e ffort will be  made  to adjust the ir schedule  
for the  court da te . 

  
B. Communications  

 
Although each communica tions  office r has  a  se t shift and days  off, 
the re  a re  occas ions  when communications  office rs  will be  needed to 
cover shifts .  When this  occurs  every e ffort will be  made  to find 
voluntee rs  to cover the  shift firs t.  Ultimate ly The  Black Hawk Police  
Department is  an emergency se rvices  agency and any 
communica tions  officer may be  required to cover shifts  or s tay pas t 
the ir shift to cover shift shortages . When a  shift or days  off change  
occur; the  schedule  will reflect this  change  as  soon as  poss ible .  These  
changes  can be  done  by any se rgeant or acting se rgeant.  No 
communica tions  office r should be  scheduled to work more  than 
fourteen consecutive  hours , but in times  of emergencies  the  
communica tions  office r may be  required to work extended hours .   

 
Vaca tions , Holidays  and Floa t time  
 

A. Pa trol 
 
During the  yearly shift bidding, office rs  will have  the  opportunity to put 
in for time off.  The  time  off reques ts  will be  done  by seniority with the  
mos t senior office r (Time  in Grade) choos ing firs t.  Office rs  can reques t 
up to two weeks  off a t one  time.  Once  every office r has  had a  chance  
to bid for time  off the  bid will s ta rt over.  This  will continue  to go a round 
until the  schedule  takes  effect.  Once  the  new schedule  s ta rts , time  off 
will be  given on a  firs t come firs t se rve  bas is . 
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If the  occas ion a rises  where  two or more  office rs  have  reques ted the  
same time  off and tha t time  needs  to be  cance lled, the  las t pe rson to 
put in for tha t time  off will be  the  firs t one  to have  the ir time off 
cance lled, regardless  of office r leve l or time  in grade . 

 
B. Communications  

 
During the  yearly shift bidding, communica tions  office rs  will have  the  
opportunity to put in for time  off.  The  time  off reques ts  will be  done by 
seniority with the  mos t senior communications  office r (Time  in Grade) 
choos ing firs t.  Communica tions  Officers  can reques t up to two weeks 
off a t one  time .  Once  every communica tions  office r has  had a  chance  
to bid for time  off the  bid will s ta rt over.  This  will continue  to go a round 
until the  schedule  takes  effect.  Once  the  new schedule  s ta rts , time  off 
will be  given on a  firs t come firs t se rve  bas is . 
   
If the  occas ion a rises  where  two or more  communications  office rs  have  
reques ted the  same time off and the  time  off needs to be  cance lled, 
the  la s t pe rson to put in for the  time  off will be  the  firs t one  to have  the ir 
time  off cance lled, regardless  of communica tions  office r leve l or time  in 
grade . 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approve d by:  
St e phe n N.  Cole       Date :  Octobe r 24,  2007 
Chie f of Police   
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Department of Public  Safe ty 
Divis ion  of Criminal J us tice  
Sex Offender Management Board  
700 Kip ling  St., Suite  1000 
Denver, CO 80215 
(303) 239-4442 
FAX (303) 239-4491 
E-mail:  somb@state.co.us 
Website: http://dcj.somb.state.co.us/ 
 
Law Enforcement Officer: 
 
In 1999, the  Colorado Genera l Assembly passed legis la tion (16-13-901 through  
16-13-905 C.R.S.), which mandated community notifica tion regarding sexually violent predators , 
effective  on December 31, 1999. The Genera l Assembly directed the Sex Offender 
Management Board (SOMB) to es tablish protocols  and procedures  for ca rrying out community 
notifica tion, which a re  found in the Criteria , Protocols  and Procedures  for Community 
Notifica tion Regarding Sexua lly Violent Preda tors  (Criteria ). The SOMB deve loped these  
Crite ria  based on the governing philosophy of public safe ty, current research in the  fie ld, and the 
Guiding Principles  of the Standards and Guide lines  for the  Assessment, Eva lua tion, Treatment 
and Behaviora l Monitoring of Adult Sex Offenders .  Over the years  new s tatutory language has  
been added and necess ita ted revis ions  of the Crite ria . 
 
These Criteria  a re  dis tributed to a ll law enforcement agencies  throughout the  s tate . S ince  law 
enforcement is  respons ible  for ca rrying out community notification in your jurisdiction, they a re  
required to convene  a  loca l multi-disciplinary team to ass is t in this  process .  Als o , each  law 
enforcement agency MUST reques t the as s is tance  of the SOMB Community Notifica tion  
Technica l As s is tance  Team (CNTAT) in  carrying  out the FIRST notifica tion done  in  the ir 
ju ris d ic tion  to  ens ure  appropriate  tra in ing and s tatewide  cons is tency in notifica tion  
prac tices .  The CNTAT is  a lso ava ilable  to conduct additiona l tra ining regarding the Criteria , to 
answer questions , and to provide  on-s ite  ass is tance  with education meetings regarding sexual 
offending and sexual assault in individua l communities /jurisdictions .  
 
P lease  fee l free to phone the CNTAT with any ques tions  regarding this  Crite ria  or the  
community notifica tion process  at the  Divis ion of Criminal Jus tice, Office  of Sex Offender 
Management at (303) 239-4499. 
 
Thank you for your commitment to increas ing public safe ty in Colorado. 
 
 
Chris topher Lobanov-Ros tovsky   Ca thy Rodriguez 
Program Director     Community Notification Coordina tor                                                                                                                                                   
Sex Offender Management Board   Sex Offender Management Board 
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INTRODUCTION 
 
In 1992, the Colorado Genera l Assembly passed legis la tion (Section 16-11.7-101 
through Section 16-11.7-107 C.R.S.) tha t created the  Sex Offender Treatment Board to 
deve lop s tandards  and guide lines  for the  assessment, eva lua tion, trea tment and 
behaviora l monitoring of sex offenders .  The  Genera l Assembly changed the  name to 
the  Sex Offender Management Board (SOMB) in 1998 to more  accurate ly re flect the 
duties  ass igned to the SOMB. 
 
In 1999, the  Colorado Genera l Assembly passed legis la tion (Section 16-13-901 through 
Section 16-13-905 C.R.S.) that mandated community notifica tion regarding sexually 
violent preda tors  (SVPs) (see  Definitions , page  13).  In 2006, Sena te  Bill 06-022 was  
enacted to amend Section 16-13-901 C.R.S., Section 16-13-906, Section 18-3-414.5, 
and amended Section 18-3-412.5. 
 
In 1999, the  Colorado Genera l Assembly directed the  SOMB, in collabora tion with the 
Department of Corrections , the  Judicia l Department, and the  Parole  Board, to es tablish: 
 

1. Crite ria  to apply when de te rmining whe ther to pe tition the  Parole  Board or 
the  court for a  dete rmination that a  SVP is  subject to community 
notifica tion. 

2. Crite ria  to apply by a  loca l law enforcement agency in de te rmining when 
to carry out a  community notification 

3. Protocols  and procedures  for carrying out community notifica tion 
 
With the  pass ing of Sena te  Bill 06-022, a ll individua ls  des ignated as  SVPs  a re  
automatica lly subject to Community Notification.  This  new s ta tutory language  e liminated 
the  need for crite ria  to de te rmine  whether or not the  sexually violent preda tor was 
subject to community notification.   
 
Community notifica tion, or the  re leas e  of re levant in formation about s exual 
o ffenders  to  law enforcement, public  and priva te  entities  and the  genera l public , is  
in tended to  increas e  public  s afe ty and  enhance  s tra tegies  for c rime  de tec tion  and 
prevention .  The  intent of community notification is  to reduce risk to the  community.  
These  Criteria , Protocols  and Procedures  address  how communities  should be  notified 
regarding SVPs . 
 
In es tablishing the  Crite ria , Protocols  and Procedures  for ca rrying out community 
notifica tion, the  Genera l Assembly wanted to ensure  that the  notification is  provided in a  
manner tha t: 1) is  as  s pec ific  as  pos s ible  to  the  popula tion  within  the  community 
tha t is  a t ris k; 2) includes  genera l in formation and  educa tion  concern ing  s ex 
offenders , including trea tment and supervis ion of sex offenders ; and 3) a ttempts  to 
minimize  the  ris k of vig ilantis m .  The  highest priority of the Crite ria , Protocols  and 
Procedures  is  community sa fety. 
 
These Criteria , Protocols  and Procedures  do not s tand a lone . The  SOMB has  deve loped 
Standards  to es tablish a  bas is  for the  sys tematic management and treatment of adult 
sex offenders .  While  deve loping those  Standards , Guiding Principles  was  e s tablished, 
which formed the  philosophica l founda tion of the Standards.   
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These Guiding Principles  a re  a lso re levant in the  deve lopment of crite ria , protocols  and 
procedures  for community notifica tion regarding SVPs .  The  community notifica tion 
Crite ria , Protocols  and Procedures  are  based on a  governing philosophy of public safe ty.  
The  Guiding Principles  deve loped by the  SOMB are  lis ted in Appendix A.  The  SOMB 
and the  Divis ion of Criminal Jus tice  (DCJ) have  es tablished a  Sta te  Community 
Notifica tion Technica l Ass is tance  Team (CNTAT) to provide  ass is tance  to loca l law 
enforcement agencies  in carrying out community notifica tion.  The  CNTAT includes  
individua ls  with expertise  in sex offender management, sex offender supervis ion, and 
law enforcement. 
 
The  CNTAT s hall be  utilized by loca l law enforcement to conduct the ir initia l community 
notifica tion meeting. The CNTAT is  a lso ava ilable , upon request through the  loca l law 
enforcement agency, to ass is t communities  in providing genera l information/education 
concerning sex offenders  (such as  trea tment, management and supervis ion).   
 
Community Notification does  not affect current notifica tion practices  to victims  of crime.  
Victims  who regis te r in the  Pos t-Sentence  Victim Notification Program will be  notified of 
an offender’s  s ta tus .  This  includes  any crime tha t is  lis ted in the  Victim Rights  Act and 
includes  both sex offenses  and other crimes  in addition to those  tha t may qualify an 
offender as  a  SVP. 
 
It is  the  SOMB’s  intent to ensure  tha t the  Guiding Principles  regarding community safe ty 
and a  victim’s  rights  to safety and se lf-dete rmination a re  clearly implemented in the 
community notification process .  Consequently, it is  important to note  tha t every e ffort 
s hould  be  made  to  pro tec t the  privacy and  prevent the  re-vic timiza tion  of any 
vic tims  of sexually violent preda tors  subject to community notifica tion.  It is  impera tive  
tha t no  direct o r indirec t identifying information regard ing the  SVP’s  vic tims  be 
re leas ed  as  a  part of th is  proces s .  Additiona lly, every e ffort should be  made  to 
appropria te ly notify victims  res iding in the  community prior to any notifica tion process .  
Requirements  regarding victim notification when community notifica tion is  ca rried out a re  
included in these  criteria . 
  
The  in tended benefits  o f community notifica tion  a re  the  bas is  for thes e  Criteria , 
Pro tocols  and  Procedures .  Some of these  include: 
 
# Public  s afety.  Knowing tha t a  person with a  his tory of sexual abuse  behavior lives  

nearby, citizens  can be tte r protect themselves , the ir children, and the ir ne ighbors ’ 
children. 

 
# The  right to  know.  Community res idents  and parents  in particula r, have  the  right to 

know if a  potentia lly dangerous  person is  living in the ir ne ighborhood. 
 
# Increas ed  s urve illance and  s upervis ion .  Community notifica tion a le rts  convicted 

offenders  that the  la rger community, not just the  criminal jus tice  sys tem, is  
monitoring them. 

 
# Communication  among community groups .  Community notifica tion can increase  

collabora tive  e fforts  among community members  and be tween community members  
and law enforcement to promote  public safe ty through the  sharing of information and 
education. 
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# Trea tment tool.  Overcoming denia l is  an important e lement of inte rvention with sex 
offenders .  In addition, some offenders  a re  able  to commit offense s  in part because 
of anonymity.  Community notifica tion may se rve  as  an exte rna l control tha t limits  the 
offender’s  ability to live  in secrecy.  The  fear of increased public exposure  may 
encourage  the  offender to comply with treatment conditions . 

 
In  addition, there  a re  po ten tia l negative  cons equences  of community notification 
tha t thes e  Crite ria , Protocols  and Procedures  a ttempt to  minimize .  Some of thes e 
inc lude: 
 
# Pos s ib le  identification  of vic tims  through the  community notification process .  This  

is  especia lly risky when victims  a re  re la ted to or known to offenders .  In addition, 
community notifica tion in communities  where  the  offender’s  victim(s) res ide  may lead 
to secondary victimiza tion of the victim by the process . 

 
# Unofficia l d is s emination  of in form ation  resulting in ‘notification’ beyond tha t which 

is  authorized by s tate  law. 
 
# Deve lopment of an  unwarranted  s ens e  of community s afe ty or complacency.  

Notifica tion can lead citizens  to be lieve  tha t they a re  aware  of a ll sex offending risk 
once  they have  been notified regarding convicted SVPs .  In fact, research has  shown 
tha t approximate ly 85% of a ll sexual assaults  a re  never reported and tha t the 
grea test risk for both women and children is  from potentia l offenders  who have  never 
been identified by the  sys tem and who they a lready know and trus t (Rape  in 
America , National Victim Center, 1992). 

 
# Unin tended  negative  cons equences  may include  increases  in plea -barga ining to 

lesser offenses to avoid the  SVP dete rmination, lack of compliance  with offender 
regis tration requirements  and the  poss ibility tha t some offenders  will go underground 
to avoid notification.  The  process  can be  burdensome and time  consuming for loca l 
law enforcement and loca l teams when they a re  not adequate ly funded.  Loca l law 
enforcement may have  difficulty de -notifying and re -notifying communities  when 
offenders  move .  Also, there  is  the  risk of innocent citizens  be ing mis identified as  
offenders  due to previous ly or inaccurate ly re leased address  information. 

 
# The  ris k of vig ilantis m or ha ras s ment of offender or the ir family members  due  to 

notifica tion.  This  is  a  concern expressed in the  s ta tute  and re la tes  to recidivism.  
Sex offenders  who a re  s table  (res idence , employment, support/services ) a re  less  
like ly to sexually recidiva te .  Thus, ensuring tha t sex offenders  a re  not victims  of 
vigilantism is  in the  bes t inte res t of everyone .  Like  other materia ls  deve loped by the  
SOMB, these  protocols  and procedures  a re  based on the  bes t practices  known today 
for community notifica tion.  Exis ting bes t practices , the  limited research ava ilable  and 
case  law from around the  country have  been reviewed in this  document’s  
deve lopment. 

 
The  SOMB will continua lly remain current on the emerging lite ra ture  and research and 
will modify these  Criteria , Protocols  and Procedures  periodica lly on the  bas is  of new and 
re levant findings. 
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Fina lly, it is  important to note  the  limita tions  of these  Crite ria , Protocols  and Procedures .  
The  group of offenders  who is  subject to the  Sexually Violent Preda tor des ignation is  
limited firs t by the ir conviction crime, second by the  da tes  of the  crime  and conviction, by 
the  re lationship the  offender had with the  victim and fina lly by the  outcome of the  Sexual 
Preda tor Screening Ins trument.  While  research conducted by the  Divis ion of Criminal 
Jus tice  indica tes  tha t these  offenders  a re , collective ly, a t high risk for possible  sexual re -
offense, they do not represent a ll dangerous  sex offenders .  Other offenders  who may 
be  dangerous, but who a re  not, by law, subject to community notifica tion include  a ll non-
convicted and unidentified sex offenders  (unreported sex offenders), a ll sex offenders  
convicted prior to July 1, 1999 and a ll sex offenders  convicted of crimes  other than those 
used to potentia lly identify SVPs .  Consequently, citizens  may view community 
notifica tion as  one  tool tha t will ass is t them in be ing safe  from sexual a ssault in the ir 
communities .   
 
Under no  c ircums tances  s hould  c itizens  as s ume tha t thes e  Crite ria , Pro tocols  and 
Procedures  a re  a  complete  or s ubs tantia l de te rrent to  s exua l as s au lt in  the ir 
communities .     
 
Ques tions  concerning these  Crite ria , Protocols  & Procedures  may be  addressed to the 
Sex Offender Management Board at the  Divis ion of Criminal Jus tice, 700 Kipling Stree t, 
Suite  3000, Lakewood, CO 80214 or by phone  a t (303) 239-4499. 
 
 

LEGISLATIVE INTENT 
 
16-13-901, C.R.S. s ta tes , “The genera l assembly hereby finds  that persons  who a re  
convicted of offenses  involving unlawful sexua l behavior and who a re  identified as  
sexually violent preda tors  (SVPs) pose  a  high enough leve l of risk to the community tha t 
persons  in the  community should rece ive  notifica tion concerning the identity of these 
SVPs .  The  genera l assembly a lso recognizes  the  high potentia l for vigilantism tha t often 
results  from community notifica tion and the  dangerous  potentia l tha t the  fear of such 
vigilantism will drive  a  sex offender to disappear and a ttempt to live  without supervis ion.  
The  genera l as s embly therefore  finds  that s ex offender notification  s hould  only 
occur under care fully contro lled  circums tances  tha t inc lude  provid ing additional 
in formation and  education  to  the  community concern ing  s upervis ion  and 
trea tment of s ex offenders .” 
 
The  community notification s ta tutes  create  a  process  by which information can be 
shared with the community. 
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HISTORY OF COMMUNITY NOTIFICATION LAWS  
 
In 1999, the  Colorado Genera l Assembly passed Section 16-13-901 through Section 16-
13-905, C.R.S., which mandated community notifica tion regarding certa in sexually 
violent predators  (SVPs). 
 
The  laws  required tha t the  Sex Offender Management Board, in collabora tion with the 
Department of Corrections , the  Judicia l Department, and the  Parole  Board, establish: 
 

1. Crite ria  to apply when de te rmining whether to pe tition the  Parole  Board or the 
court for a  de termination tha t a  SVP is  subject to community notifica tion. 

2. Crite ria  to apply by a  loca l law enforcement agency in de te rmining when to carry 
out a  community notifica tion. 

3. Protocols  and procedures  for carrying out community notifica tion. 
 
In order to be  des ignated an SVP, the individua l had to have  been convicted on or afte r 
July 1, 1999, of one  or more  of the  following offenses  committed on or after July 1, 1997:  

a . Sexual assault in the firs t degree, in viola tion of Section 18-3-402; 
b. Sexual assault in the second degree, in viola tion of Section 18-3-403; 
c. Sexual assault in the  third degree, in viola tion of Section 18-3-404 (1.5) or 

(2), 
d. Sexual assault on a  child, in viola tion of Section 18-3-405; or 
e . Sexual assault on a  child by one  in a  pos ition of trus t, in viola tion of 

Section 18-3-405.3 
 
These  crime  types  were  repea led , and  rep laced  and  re -ca tegorized  in the  Colorado 
Revised Sta tutes , 2001.  The  crime types  lis ted in the  next section of this  document 
(“Current Community Notifica tion Laws”) reflect the  newes t s ta tutory language. 
 

CURRENT COMMUNITY NOTIFICATION LAWS  
 
 
With the pass ing of Sena te  Bill 06-022 on May 20, 2006, a ll individua ls  des ignated as  
sexually violent preda tors  (SVPs) are  automatica lly subject to Community Notification.  
This  new s ta tutory language  repea ls  the  need for crite ria  to de te rmine  whether or not the 
SVP is  subject to community notification.  Therefore , on or afte r May 30, 2006, a  SVP 
sha ll be  subject to community notifica tion pursuant to criteria  protocols  & procedures 
es tablished by the SOMB pursuant to section 16-13-904, Section 16-13-903 (1) C.R.S. 
 
In order to be  des ignated a  SVP, the  individua l had to have  been convicted on or afte r 
July 1, 1999, of one or more of the following offenses , or of an a ttempt, solicita tion, or 
conspiracy to commit one  or more of the  following offenses , committed on or after July 1, 
1997 pursuant to Section 18-3-414.5 (a) (II) (A-E), C.R.S.:  

 # Sexual assault 
 # Unlawful Sexual Contact 
 # Sexual Assault on a  Child 
 # Sexual Assault on a  Child/Pos ition of Trus t 
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 *Convicted includes  guilty pleas , nolo contendere , or defe rred judgment/sentence  
 
Law enforcement should be  notified immedia te ly when a  SVP is  moving into the ir 
jurisdiction. This  should be  done  by the  SVP’s  supervis ing officer, case  manager, or the 
ass igned officia l of the  re leas ing facility.  The  loca l law enforcement agency sha ll notify 
the  Colorado Bureau of Inves tiga tion, and the  SVP’s  s ta tus  sha ll be  ente red in the 
centra l regis try of persons  required to regis te r as  sex offenders  pursuant to Section 16-
22-110, C.R.S.  SVPs  must regis ter quarte rly ra ther than annua lly pursuant to Section 
16-22-108 (d), C.R.S.  S ta tutes  concerning community notification regarding SVPs  do 
not affect the  s ta tutory duty of sex offenders  to regis te r with loca l law enforceme nt 
agencies . 
 
The  loca l law enforcement agency for the  jurisdiction in which a  SVP who is  subject to 
community notification res ides  sha ll be  respons ible  for carrying out any community 
notifica tion regarding sa id SVP.  Such community notifica tion sha ll only occur under the 
circumstances  and in the  manner specified by the  SOMB, pursuant to Section 16-13-
904.  The loca l law enforcement agency sha ll request the  CNTAT’s  ass is tance  at the 
initia l community notification done  in the ir jurisdiction and may reques t a ss is tance  from 
them in carrying out any subsequent community notifica tion, Section 16-13-905 (1), 
C.R.S. 
 
The  legis la tion  provides  liab ility pro tec tion  for entities  conducting  community 
notification  when they ac t in  good fa ith .  Nothing in this  legis la tion limits  or abrogates  
the  sovere ign immunity granted to public entities  pursuant to the  “Colorado 
Governmenta l Immunity Act”, Article  10 of Title  24, C.R.S. 
 

PURPOSE OF COMMUNITY NOTIFICATION 
 
Prevent c rime  by notifying community res idents  of sexually viole nt preda tors  (SVPs) 
living in the ir ne ighborhoods .  Because  sexual offenders  pose  a  continuing risk of 
committing sex offenses  while  in the  community, notification laws  a re  based on the 
assumption tha t notifying ne ighbors  about sex offenders  living near to them will he lp 
prevent further sexual assault.  Protection of the  public, including former victims , from 
sex offenders  is  a  paramount interes t of the  entire  criminal justice  sys tem. 
 
As s is t law enforcement by providing police  with additiona l information regarding the 
loca tion of SVPs .  Information may be  used to inves tiga te  sexual assault cases  and to 
secure  the  support of communities  in the  supervis ion process . 
 
Educate  the  community by informing the  public about sexual offenders , sexual 
offending, varying types  of sexual offenders , trea tment inte rventions  for these  offenders , 
and the  role  and limits  of the  criminal justice  agencies  that monitor and supervise  sex 
offenders .  It is  important tha t communities  know what to do once  they a re  notified that 
sex offenders  live  in the ir ne ighborhoods.  Information on how community members  can 
protect themselves  and the ir families  and the potentia l nega tive  impacts  of vigilante  
behavior a re  provided. 
 
In carrying out the  multiple  purposes  of community notifica tion, these  rela ted goals  a re  
important to cons ider and include : 
 



 

Community Notification Sexually Violent Predator     Page 11 of 64 
 

 Promote s ens itivity to  vic tims  by assess ing the  potentia l impact on victims  and  
providing sa feguards  to reduce  the  poss ibility of disclosure  of victim identity, re -
victimiza tion and harassment.  Victim’s  families  and the  innocent family members  
of sex offenders  should be  afforded the same cons idera tions . 

 
Find  the ba lance  be tween a  community’s  right to  s afety and  acces s  to  
public   in formation and  the  cons titutiona l pro tections  provided  to  convic te d 
offenders . 

  
The  offender has  to live  somewhere  and the  community has  a  right to safe ty.  
Community notifica tion should not impede  the  equally des irable  goal of moving 
offenders  into law abiding lifes tyles  in the  community and achieving a  successful 
re integration into the  community.  The  intent of community notifica tion is  not to 
impose  additiona l “punishment” on the  offender, but to enhance  public protection 
by increas ing accountability through enhanced information sharing between the 
criminal justice  sys tem and the  community.  Persons  found to have  committed a  
sexual offense  have  a  reduced expecta tion of privacy because  of the  public’s  
inte res t in public sa fety and in the  e ffective  opera tion of government.  
Regis tra tion and community notifica tion se rve  a s  a  means  of monitoring and 
tracking the whereabouts  of sex offenders  in the  community.  

 

DEFINITIONS 
 
Community for the  purposes  of this  handbook community means  the a rea  the  offender 
res ides  in. This  can be  a  complex issue  but should not be confused with jurisdiction. The 
community includes  the  people  who live  in the  geographica l a rea  around the  offender, as  
we ll as  people  who a re  connected in some manner to the  offender (re la tion, interes t, 
employment, friends, e tc.). In rura l a reas  this  can include  a  la rge  a rea but a  smalle r 
number of people  and in an urban a rea  it may include  a  smalle r a rea with a  la rge 
number of people .  
 
Community notification  is  done  in two ways  in the  s ta te  of Colorado.   
 

1. Pas s ive : All sex offenders  who a re  required to regis te r with the ir loca l 
jurisdiction are  cons idered to be  subject to pas s ive  community 
notifica tion in tha t the sex offender regis try is  a  pass ive  way to provide  
information to the  citizenry.   

 
2. Ac tive : Sexua lly violent preda tors  (SVPs) a re  the  only offenders  subject 

to active  community notification.  In Colorado, tha t can take the form of a  
highly s tructured educationa l meeting with the  citizenry, or an a lte rna tive  
method (media  re lease , phone  ca lls , pos ta l mail, agency webs ite , or loca l 
te levis ion) as  deemed appropria te  by the loca l law enforcement agency 
under the  provis ions  of Section  10.020. For the  purposes  of this  
document, the  term community notifica tion refe rs  to these  methods  of 
community notifica tion only. 
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The  re lease  of re levant information about sexual offenders  to law enforcement, public 
and priva te  entities  and the genera l public, is  intended to increase  public safe ty and 
enhance  s trategies  for crime  de tection and prevention.  The  intent of community 
notifica tion is  to reduce risk to the community. 
 
Community notification  laws  a llow or mandate  that law enforcement, criminal jus tice  
or corrections  agencies  provide  to citizens  re levant information about certa in convicted 
sex offenders  living in the ir communities .  These  laws  a re  dis tinct from sex offender 
regis tration laws . 
 
S ta te  Community Notifica tion  Technica l As s is tance  Team  (CNTAT) is  the  group of 
people  es tablished by the  SOMB and the  Divis ion of Criminal Jus tice  to ass is t loca l law 
enforcement in carrying out community notification and to provide  genera l community 
education concerning sex offenders .  The  team represents  experience  and expertise  in 
the  management, treatment and supervis ion of sex offenders  and in law enforcement. 
 
Convic ted  for the  purpose  of this  document, means  having rece ived a  verdict of guilty 
by a  judge  or jury, having pleaded guilty or nolo contendere , or having rece ived a  
defe rred judgment and sentence . 
 
Federa l laws  have  been enacted that require  s ta tes  to comply with the  sexual offender 
regis tration and notification process .  These include : 
 
# The  J acob  Wette rling  Crimes  Agains t Children  and  Sexually Vio len t Offender 

Regis tration  Act require  s ta tes  to establish sex offender regis tra tion for convicted 
offenders , and a  sys tem to track them. 

 
# Megan’s  Law requires  s ta tes  to inform community res idents  about the  presence  of 

ce rta in convicted sex offenders  in the ir ne ighborhoods .  
 
# The  Pam Lychner Act amended the  Jacob Wetterling Act by mandating life time  

regis tration for some sex offenders , and mandating a  National Sex Offender 
Regis try. 

 
# The  Adam Wals h  Child  Pro tec tion  and  Safety Ac t was  s igned into Federa l law in 

2006.  The  intention of this  law was  to mandate  a  universa l regis try, require  s tricter 
sex offender regis tration requirements  for both adult and juvenile  offenders , and 
provide  the  public with more  information about regis te red sex offenders .  Colorado 
was  granted subs tantia l implementa tion of AWA in November 2013 based on the 
current C.R.S.    

 
Local community notification  teams  a re  teams deve loped and led by loca l law 
enforcement agencies  and a re  utilized when carrying out community notifica tion 
meetings.  They include  inte rdisciplinary membership including child abuse  and sex 
crimes  inves tiga tors , prosecutors , supervis ing proba tion/parole  office rs  or community 
corrections  case  managers , victim advocates  or se rvice  providers  and sex offender 
treatment providers .  Team members  will be  utilized a t diffe rent times  depending on the 
requirements  of a  particula r community notifica tion meeting. 
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Sex Offender Management Board  SOMB is  a  s ta tutorily mandated s ta te  board 
respons ible  for the  deve lopment and approva l of a  varie ty of policy is sues  regarding the 
management and treatment of sex offenders .  This  includes  the  Standards  and 
Guide lines  for the Assessment, Eva lua tion, Trea tment and Behaviora l Monitoring of 
Adult Sex Offenders  and the  Standards  and Guide lines  for the  Eva lua tion, Assessment, 
Trea tment and Supervis ion of Juveniles  Who Have  Committed Sexua l Offenses .  It has  
a lso deve loped the  Life time  Supervis ion Criteria , S tandards  for Community Entities  that 
Provide  Supervis ion and Trea tment for Adult Sex Offenders  Who have  Developmenta l 
Disabilities , a  Report of Safe ty Issues  Raised By Living Arrangements  for and Loca tion 
of Sex Offenders  in the  Community, and a  Sexua l Preda tor Risk Assessment Screening 
Ins trument.  The SOMB has  a lso deve loped these  Crite ria , Protocols  and Procedures for 
Community Notification Regarding Sexua lly Violent Predators . 
 
P lease  vis it the  SOMB webs ite  for more  information or free resources  at 
http://dcj.somb.s tate .co.us /  
 
Sex offender reg is tra tion  laws  require  convicted sex offenders  who a re  living in a  
community to notify law enforcement officia ls  of the ir addresses . Law enforcement is  
required to make this  information ava ilable  to the affected public. 
 
Sexually Vio len t Predator (SVP) is  an offender who is  identified as  be ing as  high risk, 
pursuant to Section 18-3414.5, C.R.S., or who is  found to be  a  sexually violent predator 
or its  equiva lent in any other s ta te  or jurisdiction, including but not limited to a  milita ry or 
federa l jurisdiction, verified by Colorado law enforcement/CBI. 
 
An SVP must meet the  following criteria : 
 
1.   Eighteen years  of age  or older as  of the  da te  the offense  is  committed or who is  

less  than e ighteen years  of age  as  of the da te  the  offense is  committed but is  
tried as  an adult pursuant to section 19-2-517 or 19-2-518, C.R.S. 

 
2. Convicted on or afte r July 1, 1999 of one  of the  following offenses or of an 

a ttempt, solicita tion, or conspiracy to commit one  of the  following offenses  
committed on or after July 1, 1997. 

 
A.       Sexual assault in the firs t degree , in viola tion of section 18-3-402; 
B.   Sexual assault in the second degree, in viola tion of section 18-3-403;  
C.   Sexual assault in the third degree, in viola tion of section 18-3-404 (1.5)  

Or (2); 
D.   Sexual assault on a  child, in viola tion of section 18-3-405; or 
E. Sexual assault on a  child by one  in a  pos ition of trus t, in viola tion of 

section 18-3-405.3; 
 

As  per the  2001Colorado Revised Sta tutes , the  above  crime types a re  now categorized 
as : 
 

A. Sexual assault 
B. Unlawful Sexual Contact  
C. Sexual Assault on a  child 
D. Sexual Assault on a  child/Pos ition of Trus t 
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3.   Whose  victim was  a  s tranger to the  offender or a  person with whom the  offender 

es tablished or promoted a  re la tionship primarily for the  purpose  of sexua l 
victimiza tion;  

 
 and  
 
4.   Based upon the  results  of the  mos t current revis ion of the  Sexually Violent 

Preda tor Risk Assessment Screening Ins trument, which includes  an assessment 
for the  presence  of a  menta l abnormality, deve loped by the  Divis ion of Criminal 
Jus tice  in consulta tion with and approved by the  Sex Offender Management 
Board es tablished pursuant to section 16-11.7-102 (1), C.R.S., is  like ly to 
subsequently commit one  or more  of the  offenses  specified above  under the 
circumstances specified above . 

 
Vic tim notifica tion  laws  mandate  that crime  victims  who want to rece ive  information 
about an offender’s  s ta tus  in the  criminal jus tice  sys tem or about the  re lease  s ta tus  of 
the  offender(s) who victimized them are  provided with this  information, Section 24-4.1-
302.5 (1) (a , b and c), C.R.S. 
 
Vig ilantis m, for the purposes  of this  document, is  the  unlawful a ttacking or harassment 
of an identified sexually violent preda tor, his  or her family/household members , or his  or 
her property. 
 

CN1 .0 0 0  
RESPONSIBILITIES OF THE PROBATION OFFICER 
 
1.010 When a  sex offender is  identified as  a  sexually violent preda tor (SVP) according 

to the  results  of the Sexually Violent Predator Screening Ins trument, the  
proba tion office r sha ll recommend in the  pre -sentence  inves tigation report (PSI) 
tha t the  court make  a  de te rmination tha t the  sex offender is  a  SVP pursuant to 
Section 18-3-414.5, C.R.S.  A SVP sha ll be  subject to community notifica tion, 
pursuant to Section 16-13-903, C.R.S. and sha ll regis ter quarterly. 

 
1.020 In addition to notifying loca l law enforcement of the  SVP’s  address  within  forty-

e igh t hours  afte r the SVP has  been placed on supervis ion, the  SVP’s  
supervis ing probation office r sha ll begin coordinating with loca l law enforcement 
to plan community notifica tion. (See  Appendix D – Notifica tion of Arriva l) 

 
1.030 Supervis ing proba tion officers  sha ll a lso notify loca l law enforcement when an 

offender absconds  or has  a  change in res idence  or employment.  
 
1.040 Persons  de te rmined to be  SVP or who have  been identified in other s ta tes  as  its  

equiva lent, or jurisdictions  who a re  applying to the  Judicia l Branch for proba tion 
supervis ion in Colorado through the inte rs tate  compact process , sha ll be  given 
notice  that they will be  subject to community notifica tion in Colorado and agree  to 
this  condition in  writing prior to  their acceptance  for supervis ion. 
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CN2 .0 0 0  
RESPONSIBILITIES OF THE COURT 
 
2.010 Based on the results  of the  Sexually Violent Preda tor Screening Ins trument, the 

court sha ll make  specific findings  of fact and ente r an order concerning whether 
or not the  defendant is  a  sexually violent preda tor (SVP).  If the  defendant is  
found to be a  SVP, the  defendant sha ll be  required to regis te r quarterly pursuant 
to Section 16-22-108 (d) and Section 18-3-414.5, C.R.S.  The  SVP sha ll 
automatica lly be  subject to community notifica tion. 

 

CN3 .0 0 0  
RESPONSIBILITIES OF THE PAROLE BOARD 
 
3.101 Section 18-3-414.5 (2) C.R.S.  If the  Department of Corrections  receives  a  

mittimus  tha t indica tes  tha t the  court did not make a  specific finding of fact or 
ente r an order regarding whether the  defendant is  a  sexually violent preda tor 
(SVP), the  department sha ll immedia te ly notify the  court and, if necessary, re turn 
the  defendant to the custody of the   Sheriff for de livery to the  court, and the 
court sha ll make  a  finding or enter an order regarding whether or not the 
defendant is  a  SVP; except when the  court was  not required to make  the finding 
when impos ing the  origina l sentence. 

 
3.102 Section 18-3-414.5 (3) C.R.S. When cons idering re lease  on parole  or discharge 

for an offender who was  convicted of one of the  offenses  specified in 
subparagraph (II) of paragraph (a) of subsection (1) of this  section, if there  has  
been no previous  court order, the  parole  board sha ll make  specific findings  
concerning whether the offender is  a  SVP, based on the results  of a  sexually 
violent preda tor assessment. If no previous  assessment has  been comple ted, the 
parole  board sha ll order the  Department of Corrections  to comple te  a  SVP 
assessment.  If the  parole  board finds  that the  offender is  a  SVP, the  offender 
sha ll be  required to regis te r pursuant to the  provis ions  of section 16-22-108, 
C.R.S., and sha ll be  subject to community notification pursuant to part 9 of a rticle  
13 of title  16 C.R.S.  
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CN4 .0 0 0  
RESPONSIBILITIES OF THE DEPARTMENT OF 
CORRECTIONS 
 
4.010 Section 18-3-414.5 (2) C.R.S.  If the  Department of Corrections  receives  a  

mittimus  tha t indica tes  tha t the  court did not make a  specific finding of fact or 
ente r an order regarding whether the  defendant is  a  sexually violent preda tor 
(SVP) on a  qualifying case , the  department sha ll immedia te ly notify the  court 
and, if necessary, re turn the  defendant to the custody of the sheriff for de livery to 
the  court, and the  court sha ll make  a  finding or ente r an order regarding whether 
the  defendant is  a  SVP; except when the  court was  not required to make  the 
finding when impos ing the  origina l sentence. 

 
4.020 The  Department of Corrections  personnel sha ll notify the  loca l law enforcement 

agency no la te r than two days  before  the  SVP is  to be  re leased from the 
Department of Corrections  of: 

 1.  The  jurisdiction in which the offender plans  to res ide   
 2.  The  offender’s  address   
 3.  The  fact that the offender is  an SVP and subject to community notification  
 
 Section 18-3-412.5 (2) (c), C.R.S. (See  Appendix D – Notification of Arriva l) 
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CN5 .0 0 0   
RESPONSIBILITIES OF THE PAROLE OFFICER 
 
5.010 The  Parole  Officer sha ll notify loca l law enforcement of the  sexually violent 

preda tor’s  (SVP’s) address  within  forty-e igh t hours  afte r the  SVP has  been 
placed on parole  supervis ion.  The  SVP’s  supervis ing parole  office r sha ll notify 
the  loca l law enforcement agency for the  jurisdiction in which the  SVP res ides  or 
plans  to res ide  that the  SVP is  subject to community notification and begin 
planning community notification with loca l law enforcement, Sections  16-13-903 
(3) and 18-3-412.5 (2)(c), C.R.S.  (See  Appendix D – Notification of Arriva l)  

 
5.020 Supervis ing parole  office rs  sha ll a lso notify loca l law enforcement when an 

offender absconds  or has  a  change in res idence  or employment.  
 
5.030 Persons  de te rmined to be  SVP or who have  been identified in other s ta tes  as  its  

equiva lent, or jurisdictions  who a re  applying to the  Department of Corrections  for 
parole  supervis ion in Colorado through the  inters ta te  compact process , sha ll be  
given notice  tha t they will be  subject to community notifica tion in Colorado and 
agree  to this  condition in writing prior to  the ir acceptance  for supervis ion. 
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CN6 .0 0 0  
RESPONSIBILITIES OF LAW ENFORCEMENT 
AGENCIES 
 
6.010 The  loca l law enforcement agency sha ll notify the  Colorado Bureau of 

Inves tigation (CBI) of the  sexually violent preda tor’s  (SVP’s) s ta tus .  That 
information sha ll be  ente red in a  timely manner in the  centra l regis try of persons 
required to regis ter as  sex offenders .  When poss ible , the  timing of the public 
pos ting sha ll be  coordina ted with loca l law enforcement in regards  to community 
notifica tion cons idera tions , Section 16-13-903 (3), C.R.S. 

 
6.020 The  law enforcement agency for the  jurisdiction in which a  SVP who is  subject to 

community notification res ides  sha ll be  respons ible  for the  deve lopment of the 
loca l community notifica tion team (see  CN 9.000) and for ca rrying out any 
community notifica tion.  This  community notification s ha ll only occur as  
outlined  in  thes e  Crite ria , Protocols  and Procedures  s pec ified  by the  SOMB 
pursuant to Section 16-13-905 (1), C.R.S. 

 
6.030 Law enforcement agencies , when providing community notification, should 

conduct community notifica tion with the  ass is tance  of a  loca l community 
notifica tion team (see   

 CN 9.000 and CN10.000). 
 
6.040 Law enforcement agencies  may request ass is tance  in carrying out any 

community notifications  from the  CNTAT by contacting the  Divis ion of Criminal 
Jus tice  a t 700 Kipling Stree t, Suite  3000, Lakewood, Colorado 80124 or by 
ca lling 303-239-4499.  Each loca l law enforcement agency s ha ll request 
ass is tance  in carrying out the  initia l notification  done  in the ir jurisdiction to 
ensure  appropria te  tra ining for loca l agencies  and s tatewide  cons is tency in 
notifica tion practices . 
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CN7 .0 0 0  
RESPONSIBILITIES OF THE COLORADO BUREAU 
OF INVESTIGATION (CBI) 
 
7.010 Once  the  Colorado Bureau of Inves tiga tion (CBI) rece ives  information from loca l 

law enforcement agencies  regarding a  sexually violent preda tor’s  (SVP’s) s ta tus , 
tha t information sha ll be  ente red in a  timely manner in the  centra l regis try of 
persons  required to regis te r as  sex offenders .  When poss ible , the  timing of the 
public pos ting sha ll be  coordina ted with loca l law enforcement in regards  to 
community notifica tion cons idera tions , Section 16-13-903 (3), C.R.S. 

 
7.020 CBI should ass is t loca l law enforcement in de te rmining SVP s tatus  for out of 

s ta te  offenders  who meet the  crite ria  in Colorado (16-13-902-03 C.R.S.).  
 

CN8 .0 0 0  
RESPONSIBILITIES OF THE STATE COMMUNITY 
NOTIFICATION TECHNICAL ASSISTANCE TEAM 
 
 
8.010 The  Community Notifica tion Technica l Ass is tance  Team (CNTAT) is  respons ible  

for ass is ting loca l law enforcement agencies  in carrying out community 
notifica tion.  This  team sha ll include  persons  with expertise  in sex offender 
management, sex offender supervis ion, and law enforcement, Section 16-13-906 
(1) C.R.S. 

 
8.020 The  CNTAT s ha ll p rovide  as s is tance  to  loca l law enforcement in  carrying 

out the  in itia l notification  done  in the ir jurisdiction to ensure  appropria te  
tra ining for loca l agencies  and s ta tewide  cons is tency in notifica tion practices .  
The  CNTAT shall be  ava ilable , upon reques t, to ass is t in subsequent community 
notifica tions , to provide  tra ining, and to ass is t law enforcement in providing 
genera l information concerning sex offenders , including trea tment, management, 
and supervis ion of sex offenders  within socie ty, Section 16-13-906 (2) C.R.S. 

 
8.030 The  CNTAT is  respons ible  for the  deve lopment and subsequent revis ions  of 

curriculum and guide lines  for community notifica tion procedures and dis tribution 
to law enforcement throughout the  s ta te .  

  
To contact the  Community Notifica tion Technica l Ass is tance  Team, contact the 
Divis ion of Criminal Justice  a t 303-239-4499. 
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CN9 .0 0 0  
RESPONSIBILITIES OF LOCAL COMMUNITY 
NOTIFICATION TEAMS 
 
9.010 The  purpose  of a  loca l community notifica tion team is  to promote  a  cons is tent, 

inte rdisciplinary group ava ilable  to provide  community notifica tion, in conjunction 
with law enforcement agencies , about specific sexually violent preda tors  (SVPs), 
a long with genera l public education concerning sexual assault, sex offenders , 
and public safety. 

 
9.020 These teams can be  deve loped within a  s ingle  law enforcement jurisdiction or 

multiple  law enforcement jurisdictions .  The  law enforcement agency(s) 
respons ible  for the community notifica tion will head the  team.  A core  group of 
team members  should be  es tablished and should ass is t with the  de te rmina tion of 
which agencies /organiza tions  should be  included in a  particula r community 
notifica tion. 

 
9.030 Recommended members  for the  loca l community notifica tion team may include , 

but are  not limited to: 
 

 # Crimes  aga inst children inves tiga tor/detective  
 # Child protection worker (Socia l Services ) 
 # Sex crimes  inves tigator/de tective  
 # Dis trict Attorney, Deputy Dis trict Attorney, or des ignee  
 # Command s taff representa tive  from the loca l law enforcement agency 
 # Proba tion Officer 
 # Parole  Officer 
 # Community Corrections (Case  Manager or des ignee)  
 # Victim Advocate  (law enforcement, D.A.’s  Office , e tc.)  
 # Victim service  provider 
 # Sex offender trea tment provider (SOMB Approved/Lis ted) 

See  Approved Provider Lis t a t http://dcj.somb.s tate .co.us /  
 
9.040 Team members  may change from meeting to meeting depending on the  SVP 

being re leased into the community or the  nature  of the  meeting. 
 
9.050 The  Sta te  CNTAT is  ava ilable  to ass is t in deve loping loca l teams and to ass is t 

with planning, tra ining and conducting loca l community notifica tion meetings . 
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CN10 .0 0 0  
PROTOCOLS AND PROCEDURES FOR LAW 
ENFORCEMENT AGENCIES CARRYING OUT 
COMMUNITY NOTIFICATION REGARDING 
SEXUALLY VIOLENT PREDATORS  
 
                                                                                                                                                                                                                                                                                                                                      
The  fo llowing  ac tivitie s  a re  required  for a ll community no tifica tion , 
inc luding  a lterna tive  methods  of community no tifica tion , a s  iden tified 
be low: 
 
10.010 A community notification meeting coordinated and facilita ted by a  sworn officer of 

the  loca l law enforcement agency who is  tra ined in the  community notification 
process , a long with the  loca l community notification team, sha ll be  he ld open to 
the  public and ta rgeted to people res iding in the  immediate  ne ighborhood of 
where  the  SVP res ides .  Loca l law enforcement should use  the ir discre tion in 
de te rmining the  appropria te  boundaries  for the  scope  of dissemination or 
a ttendees  for the  meeting.  The  geographic scope  of dissemination must re la te  to 
the  threat posed by the  offender.  It is  appropria te  for the  loca l law enforcement 
agency to reques t ass is tance  from the  State  Community Notifica tion Technica l 
Ass is tance  Team (CNTAT), the  loca l community notification team or loca l sex 
offender or sexual assault se rvice  providers  in making this  de termination.  It is  
recommended tha t this  notifica tion take  place  as  promptly as  pos s ib le  (there  is  
no s ta tutory deadline /requirement).  The  average  timeframe from the  time  the  
SVP regis te rs  until the  meeting date  is  2-3 weeks to a llow sufficient time  for 
planning and advertis ing of the  meeting.  In addition to information regarding the 
subject of the  meeting, genera l education and information regarding the  following 
sha ll be  provided prior to re leas ing the SVP Bulle tin or the  SVP’s  identity during 
notifica tion:  

# Sexual assault  
# Sex offenders  and the ir trea tment and management  
# Resources  for community members  who a re  impacted by the 

crime  or the notification process  
 
10.020 In  lieu  of conduc ting  a  community notification  meeting , a lte rna tive  methods  

of notifica tion are  permitted under ANY of the following circumstances:  
  

1. A community notification meeting open to the  public, facilita ted by loca l 
law enforcement with the  loca l community notification team, has  been 
conducted in the  same jurisdiction (county/city) on a t leas t one  occas ion 
(for a t leas t one SVP); 

2. The  subject of the  meeting, (SVP), lacks  a  fixed res idence  and has  
moved within the  jurisdiction on a  cons is tent bas is , which ha s  prevented 
the  community meeting from occurring; 

3. The  subject of the  meeting, (SVP), has  procla imed a  temporary 
res idence; 
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Alte rna tive  methods  of community notification us ing a  notifica tion 
protocol (CNTAT DVD, emails , media  re lease, phone  ca lls , pos ta l mail, 
agency webs ite , or local te levis ion channe l) s ha ll include  the  required 
educationa l information deve loped by the  CNTAT, as  well as  the  actual 
SVP bulle tin, pursuant to 16-13-901.  The required educa tional 
information is  ava ilable  on the  SOMB webs ite  via  the  following link under 
“Educa tional Information About Sex Offenders”: 
http://dcj.somb.s tate .co.us /home/resources   

 
10.020 The  law enforcement agency sha ll confirm the  accuracy of the  SVP’s  res idence 

prior to any notifica tion of agencies  and organiza tions . (It is  common for SVP’s 
to indica te  they a re  moving to a  particula r res idence/address  and e ither not 
actua lly move  to the  loca tion or go to the  location temporarily.)  Thus , notifica tion 
should occur a fte r the SVP has  regis te red with the  law enforcement agency. 

 
10.030 SVP information sha ll be  made  ava ilable  to the  public as  law permits  through the 

sex offender regis try and the  pos ting sha ll be  coordina ted with the Colorado 
Bureau of Inves tigation (CBI) in regards  to community notifica tion cons idera tions . 

 
10.030 The  loca l law enforcement agency sha ll ensure  tha t the  offender acknowledges 

in writing his  or her awareness  of the  upcoming community notifica tion and 
poss ible  media  coverage .  The  agency may comple te  this  notifica tion or it may 
a rrange  for the  supervis ing criminal justice  agency to inform the  offender. (See 
Appendix D – Advisement to Subject of Community Notification Meeting) 

 
10.040 Law enforcement agencies  can and should share  this  information among the ir 

agencies .  They should include  genera l information regarding offending pa tterns  
and behaviors  as  well as  the s tatus  of current criminal jus tice  supervis ion.  
Jurisdictions  sha ll be  notified tha t are  in proximity to the  SVP’s  res idence  and 
place  of employment, if it is  a  jurisdiction other than the  one  where  the  SVP lives , 
and any jurisdiction through which the  SVP trave ls  regula rly or frequently. 

 
10.050 The  law enforcement agency sha ll ensure  tha t the  victim or parent, custodian or 

guardian of a  child victim (if applicable ) is  contacted regarding the  da te  and type 
of any planned community notifica tion prior to the  notification (An exception can 
be  made  only when the  victim has  express ly indica ted that he/she  wishes  to have  
no further contact regarding community notifica tion activities  or when the  law 
enforcement agency is  unable  to locate  the  victim after multiple  a ttempts  with 
subs tantia l effort).  When there  is  a  victim advocate  with a  pos itive  re la tionship 
with the  victim, loca l law enforcement sha ll ensure  tha t that victim advocate  
notifies  the  victim.  It is  s trongly encouraged tha t law enforcement utilizes  the  
se rvices  of the ir office , D.A.’s  victim witness , or loca l agency’s  victim advoca te  to 
make  this  notifica tion.  

 
10.060 Under no circumstances sha ll any information be  re leased regarding any SVP 

tha t could directly be  utilized to identify the  preda tor’s  victim(s) to the  community.  
Extreme caution sha ll be  taken to ensure  tha t no information is  re leased that 
could indirectly identify the  predator’s  victim(s) to the community. 

 
10.070 A comple ted SVP Bulle tin sha ll be  provided to specific agencies , organiza tions  

and groups  as  identified by the  loca l community notification team afte r the 



 

Community Notification Sexually Violent Predator     Page 23 of 64 
 

educationa l portion of the  community notifica tion has  been provided. Face to face 
or phone  contact may be  utilized in addition to the  required written 
communication.  These ta rgeted notifica tions  may include  specific agencies  or 
organiza tions  tha t fa ll within the  SVP’s  identified pa tte rn of behavior.  Targe ted 
notifica tion can be  genera l in scope  (such as  notifying agencies/organiza tions  
tha t care  for children because  the  SVP’s  sexually assaultive  behavior is  toward 
children) or it may be  more  specific in scope (such as  specifica lly notifying 
schools  because  the  SVP has  a  his tory of enticing children a t playgrounds  or 
notifying the  loca l Boy Scout troop because  the  SVP’s  previous  crime  took place 
while  he  was  an Ass is tant Scout Mas te r).  Targeted notifica tion may include  
organiza tions  tha t se rve  primarily children, women or vulnerable  adults , public 
and priva te  schools , child day care  cente rs , day care  providers , group homes, 
she lte rs , fos te r homes , churches , and bus inesses . (See  Appendix D – SVP 
Community Notification Bulle tin) 

 
            Written information in the Bulle tin sha ll include : 

# Name 
# Photo 
# Phys ica l description 
# Crimes  of conviction (unless  they would pos itive ly identify the  victim, e .g. 

inces t) 
# Prefe rred age  range  of ta rget victim(s), including multiple  ranges  when 

appropria te  
# Whether the victim was  a  s tranger or known to the  SVP (If the  victim was  

re la ted, information should indica te  tha t the  offender knew the  victim.  DO 
NOT IDENTIFY THE VICTIM) 

# Authority for re leas ing the  information 
# Conditions  of re lease  
# The address  of the  SVP 
# Vehicle  information 
# Type  of work 
# Compliance  with conditions  of supervis ion 
# The  current genera l criminal jus tice  s ta tus  of the  offender (i.e .: 

‘absconded and highly dangerous’ or ‘has  se rved his /her sentence  and is  
not wanted by law enforcement’ or ‘is  currently under the  supervis ion of 
the  DOC Parole  Office’) 

# Conveyance  tha t vigilantism will not be  tole ra ted 
# Phone  number to ca ll with ques tions  (including a  contact person when 

poss ible ) 
# Resources  for community members  who a re  impacted by the  crime  or the 

notifica tion process  
# How to contact law enforcement or the supervis ing agency if agency 

personnel observe  the offender engaging in risky behavior (parked 
outs ide  of a  school or on a  playground at a  day care  cente r) 

# The  number of sex offenders  regis te red s tate -wide , county-wide  and 
within the  loca l law enforcement jurisdiction, if ava ilable    

# A s ta tement regarding risk from sex offenders  who a re  not regis te red or 
otherwise  identified by the  criminal justice  sys tem 

# A s ta tement about the  benefits  of having specia lized supervis ion and 
treatment 
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# Information about genera l safe ty measures  for the  public 
# A s ta tement that the  information provided is  current and accura te , but that 

it may change with the  passage of time  
 
Additiona l information tha t can be  re leased may a lso include  the  following: 

 
# Modus  operandi (omitting any information tha t could identify 

specific victims) 
# The  workplace  address  of the  SVP should be  re leased only in  

ra re  c ircums tances  and a fte r consulting with the  supervis ing 
office r or CNTAT when the  SVP is  unsupervised, as  this  
information can potentia lly nega tive ly impact the  offender’s  
successful re integration and make  him/her higher risk for 
recidivism if employment is  los t.) 

# Any additiona l educationa l materia l regarding sexual assault, sex 
offenders , the ir supervis ion and treatment, sexual assault laws , 
and community notification practices . 
 
The  SOMB webs ite  link can be  included for resources  and 
educationa l information about sex offenders  at 
http://dcj.somb.s tate .co.us / 

 
10.100 It is  suggested that law enforcement agencies  request, in advance , which 

organiza tions  want to be  notified of an SVP’s  re lease .  It is  recommended tha t an 
ongoing lis t of loca l agencies , organiza tions  and ne ighborhood watch programs 
be  es tablished for dis tribution of SVP information when notifica tions a re  required. 

 
10.110 In addition to the  required activities  lis ted above , a  loca l law enforcement agency 

may include  the  following activities  in a  community notification if they de te rmine 
tha t they a re  necessary based e ither on the ir community’s  needs  or if they 
de te rmine  that broader or intens ive  notifica tion is  necessary based on the  SVP’s  
particula r risk or behavior. 

 
# Broader based or la rger community notification including people  beyond the 

offenders ’ ne ighborhood. 
 

# Use  of notice  in the  print or broadcas t media (This  form of community 
notifica tion may be  most appropria te  when risk is  extremely high or if an 
offender has  absconded).  

 
10.120 When an SVP is  res iding in an institution, hospita l, or nurs ing home.   
 

It is  not uncommon for some sex offenders  in genera l to have  co-occurring 
issues  and require  supplementa l se rvices  beyond tha t of jus t sex offender 
treatment.  Furthermore , some high-risk sex offenders , like  SVPs, may require  
ass is tance  for is sues  tha t ultimate ly require  them to be in an inpa tient se tting 
(e .g., menta l hea lth, phys ica l disability, deve lopmenta l disability, e tc.).  
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The  majority of the  time , regula r community notifica tion procedures  should be  
utilized, but there  may be  some unique  circumstances  tha t require  individua lized 
planning and discre tion. P lease  cons ider the  following before  conducting a  
notifica tion in such instances : 
 
1. Is  the offender required to regis te r with law enforcement while  a t this  

loca tion?  
2. Is  the  offender a t this  loca tion long enough to require  a  change  in 

regis tration?  
3. Is  the  offender in the loca tion volunta rily (e .g. menta l hea lth hold, I.L.D., e tc.)?   
 
If you answered “yes” to a ll of the above  ques tions  it is  like ly that notifica tion is  
s ta tutorily mandated.  If you answered no, there  may be  some discretion and you 
a re  encouraged to contact the  CNTAT for technica l ass is tance (303-239-4499). 
    

CN11 .0 0 0   
NOTIFYING COMMUNITIES WHEN SEXUALLY 
VIOLENT PREDATORS RELOCATE  

 
11.010 Prior to notifying the  community regarding a  sexually violent preda tor’s  (SVP’s) 

re loca tion, the  loca l law enforcement agency sha ll verify tha t the  SVP has le ft the 
community. 

 
11.020 Loca l law enforcement should notify the  same group of agencies , organiza tions  

and groups and loca l community members  who were  initia lly notified.  This  may 
include , but not be  limited to email, mailings , or flyers  de livered door to door.  It 
may a lso be  published in the  loca l newspaper or pos ted on the  loca l sex offender 
webs ite .   The  notifica tion sha ll include  the  following information regarding the  
departing SVP: 

 
# Name 
# Address  from which the SVP is  moving 
# City, town or county where  the  SVP is  planning to re -locate  
# Approximate  da te  of the  re -loca tion 
# Phone  number for ques tions  (and contact person when poss ible ) 

  
 (See  Appendix D – Community Notifica tion of SVP Change of Res idence) 
 
11.030 When an SVP is  re loca ting within the  same jurisdiction a  new notifica tion may be  

warranted (unless  the SVP is  homeless  or trans ient – see CN10.020).  Law 
enforcement is  not required to hold a  meeting but may need to do a lte rna tive 
notifica tion versus  jus t notifying participants  from a  pas t notification that the  SVP 
has  moved.  Law enforcement should cons ider the  following to de te rmine  if a  
new notifica tion is  warranted: 
  

# Loca tion of new address  and dis tance  from previous  res idence  (i.e . Were 
res idents  a lready notified of SVP’s  presence during las t notifica tion?) 

# Time lapse  s ince the las t notification was  conducted  
# The  s tability of the  popula tion for the  community the  SVP is  moving to 
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(i.e . Have  new res idents  moved to the  community s ince  the  last 
notifica tion?  Were they previous ly notified of his /her presence?)   

 
P lease  contact the  CNTAT with ques tions  or for technica l ass is tance  in 
these  matte rs   (303-239-4499). 

 

CN12 .0 0 0  
CRITERIA FOR ADDITIONAL  
COMMUNITY NOTIFICATIONS  
 
12.010 Additiona l community notifica tion regarding a  sexually violent preda tor (SVP) 

may be  made  while  the  SVP is  living in the  community.  If there  are  identified 
high risk behaviors  be ing exhibited a t any time  while  the  offender is  residing in 
the  community, an additiona l community notifica tion may be  initia ted.  These  
high-risk behaviors  are  any behaviors  tha t would lead the supervis ing office r or 
law enforcement office r in consulta tion with other profess iona ls  involved with the  
SVP to be lieve  tha t the  offender is  a t increased risk of re -offense.  These 
behaviors  may include , but are  not limited to: 

 
# Be ing out of compliance  with trea tment or supervis ion conditions   
# Having absconded 

   
 It would not be  appropria te  to hold an additiona l community notifica tion if 
the  SVP is  a rres ted, be ing revoked from community supervis ion, or placed in a  
secure  facility.  

 
An additiona l community notifica tion s hould  be  he ld if the  SVP has  moved and is  
pos ing a  risk to a  new popula tion (see CN 10.000 & CN11 for deta ils ). 
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CN13 .0 0 0   
GENERAL PUBLIC EDUCATION MEETINGS 
 
 
13.010 Genera l public education meetings may be  he ld to educa te  the public a t any 

time . They would not be  re la ted to an identified sexually violent preda tor (SVP).  
The  meetings  a re  s trongly encouraged to increase  public awareness  and safe ty.  
They should include  genera l information and educa tion concerning the following 
topics : 

 
 # Sexual assault 
 # Victim impact 
 # Sex offenders  (including trea tment and supervis ion of sex 

offenders  and the risk to communities  from unidentified and un-
apprehended sex offenders ) 

 # Community notification and other laws  concerning sexual assault 
and sexual offenses  

 # What community members  can do to protect themselves  and 
ass is t law enforcement agencies  

 # Resources  for community members  impacted by the  crime of 
sexual assault or the notification process  

 # Why vigilantism is  counte rproductive  to community safe ty 
 
13.020 Loca l law enforcement agencies  are  encouraged to have  one  or more public 

meetings  not re la ted to a  specific community notification as  a  means  to educa te  
the  community and build re la tionships , which can promote  successful community 
notifica tions  in the  future . Invita tions  should be  extended to schools , day care  
cente rs , senior cente rs  and bus inesses /organiza tions  tha t primarily se rve  
children, women, or vulnerable  adults .  

 
# This  could include  churches , libra ries , and organiza tions , such as  boy/girl 

scouts , YMCAs, and children’s  sports  leagues . 
# A notice  may be  published in the loca l newspaper about the  meeting. 
# Community res idents  and ne ighborhoods  may be  individua lly notified by 

email, mail, via  agency webs ite , flyers , or door-to-door contact.  
 
13.030 Ass is tance  with these  meetings  is  ava ilable  to loca l communities  through a  

reques t to the  Sta te  Community Notification Technica l Ass is tance Team 
(CNTAT) a t the  Divis ion of Criminal Jus tice a t 303-239-4499. 
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APPENDIX A: GUIDING PRINCIPLES  
 
From the  STANDARDS AND GUIDELINES FOR THE ASSESSMENT, 
EVALUATION, TREATMENT AND BEHAVIORAL MONITORING OF ADULT 
SEX OFFENDERS 
 
 

1. Sexual o ffending behavior is  o ften  repetitive  and  there  is  a  continuing ris k 
tha t 
adult s ex offenders  will reoffend .  
 
The  Sex Offender Management Board (SOMB) has  reviewed the  cons iderable  
body of research concerning the  trea tment of adult sex offenders . This  guiding 
principle  es tablishes  a  trea tment and management philosophy which recognizes  
tha t there  is  currently no way to ensure  that adult sex offenders  will not re -offend.  

 
This  does  not mean tha t a ll adult sex offenders  will re -offend.  With effective  
treatment, supervis ion and se lf-management, sex offenders  can interna lize  
changes that may decrease  the ir like lihood of re -offense.  

 
The  offender must take respons ibility for his  or her behavior and commit to 
continua lly manage  the  behaviors  tha t led to his  or her offense(s) in order to 
prevent future   offenses, future  victims  and to enhance  public safe ty. 

 
2. Sex offenders  are  dangerous . 

 
When a  sexual assault occurs  there  is  a lways  a  victim.  Both the  lite ra ture  and 
clinica l experience  sugges t that sexual assault can have  devas ta ting effects  on 
the  lives  of victims and the ir families . 

 
There  a re  many forms  of sexual offending.  Offenders  may have  more  than one  
pa ttern of sexual offending behavior and often have  multiple  victims .  The 
propens ity for such behavior is  often present long before  it is  de tected.  It is  the 
na ture  of the  disorder tha t sex offenders ' behaviors  a re  inherently covert, 
deceptive , and secre tive .  Untrea ted sex offenders  a lso commonly exhibit varying 
degrees  of denia l about the  facts , severity and/or frequency of the ir offenses . 

 
Prediction of the  risk of re -offense  for sex offenders  is  in the  early s tages  of 
deve lopment.  Therefore , it is  difficult to predict the  like lihood of re -offense  or 
future  victim se lection. 

 
Some offenders  may be  too dangerous  to be  placed in the  community and other 
offenders  may pose  enough risk to the  community to require  life time  monitoring 
to minimize  the  risk. 
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3. Community s afe ty is  paramount. 
 

The highest priority of these  s tandards and guidelines  is  community safety.   
 

4. As s es s ment and  eva lua tion  of s ex offenders  is  an  on -going proces s .  
Progres s  in  trea tment and  leve l of ris k a re  not cons tant over time . 

 
The  effective  assessment and eva lua tion of sexual offenders  is  bes t seen as  a  
process .  In Colorado, criminal sexual offenders  a re  firs t assessed and refe rred 
for a  menta l hea lth sex offense -specific eva lua tion during the  pre -sentence 
inves tiga tion conducted by the  Probation Department.  Assessment of sex 
offenders ' risk and amenability to trea tment should not, however, end a t this  
point.  Subsequent assessments  mus t occur a t both the entry and exit points  of 
a ll sentencing options , i.e . probation, parole , community corrections  and prison.  
In addition, assessment and eva lua tion should be  an ongoing practice in any 
program providing trea tment for sex offenders . 

 
In the management and treatment of sex offenders  there  will be  measurable  
degrees  of progress  or lack of progress .  Because  of the  cyclica l na ture  of 
offense  patterns  and fluctua ting life  s tresses , sex offenders ' leve ls  of risk a re  
cons tantly in flux.  Success  in the  management and trea tment of sex offenders  
cannot be  assumed to be  permanent.  For these  reasons , monitoring of risk must 
be  a  continuing process  as  long as  sex offenders  a re  under criminal justice  
supervis ion.  Moreover, the  end of the  period of court supervis ion should not 
necessarily be  seen as  the  end of dangerousness . 

 
5. As s ignment to  community s upervis ion  is  a  p rivilege and  s ex offende rs  

mus t be  complete ly accountable  for their behaviors . 
 

Sex offenders  on community supervis ion mus t agree  to intens ive  and sometimes 
intrus ive  accountability measures  which enable  them to remain in the  community 
ra ther than in prison. Offenders  ca rry the  respons ibility to learn and demons trate  
the  importance of accountability, and to earn the right to remain under community 
supervis ion.  

 
6. Sex offenders  mus t waive  confidentiality for eva lua tion, trea tment, 

s upervis ion  and cas e  management purpos es .  
 

All members  of the  team managing and treating each offender mus t have  access  
to the same re levant information. Sex offenses  a re  committed in secret, and a ll 
forms  of secrecy potentia lly undermine  the  rehabilita tion of sex offenders  and 
threaten public safe ty. 

 
7. Vic tims  have  a  right to  s afe ty and  s e lf-de te rmination. 

 
Victims  have  the  right to de te rmine  the  extent to which they will be  informed of an 
offender's  s ta tus  in the criminal justice  sys tem and the  extent to which they will 
provide  input through appropria te  channels  to the  offender management and 
treatment process .   
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In the case  of adolescent or child victims , cus todia l adults  and/or guardian’s  ad 
litem act on behalf of the  child to exercise  this  right, in the  bes t inte res t of the 
victim. 
 

8. When a  child  is  s exua lly abus ed  with in  the family, the  child’s  individual 
need for s afe ty, p ro tec tion, deve lopmenta l g rowth  and  ps ychologica l well-
be ing outweigh any paren ta l o r family in te res ts . 

 
All aspects  of the  community response  and inte rvention sys tem to child sexual 
abuse  should be  des igned to promote  the  best inte rests  of children rather than 
focus ing primarily on the inte rests  of adults .  This  includes  the  child’s  right not to 
live  with a  sex offender, even if tha t offender is  a  parent.  In mos t cases , the 
offender should be  moved or inconvenienced to achieve  the  lack of contact, 
ra ther than further dis rupting the life  of the  child victim. 

 
9. A continuum of s ex offender management and  trea tment options  s hould  be  

ava ilable  in  each community in  the  s ta te . 
 

Many sex offenders  can be  managed in the  community on proba tion, community 
corrections , and parole .  It is  in the  best interes t of public safety for each 
community to have  a  continuum of sex offender management and trea tment 
options .  Such a  continuum should provide  for an increase  or decrease  in the  
intens ity of trea tment and monitoring based on offenders ' changing risk factors , 
treatment needs  and compliance  with supervis ion conditions . 

 
10. S tandards  and  guidelines  for as s es s ment, eva lua tion, trea tment and 

behaviora l monitoring of s ex offenders  will be  mos t e ffec tive  if the entire ty 
of the  criminal jus tice  and  s oc ia l s e rvices  s ys tems , not jus t s ex offender 
trea tment providers , apply the  s ame princip les  and  work together. 

 
It is  the  philosophy of the  Sex Offender Management Board tha t se tting 
s tandards for sex offender trea tment providers  a lone  will not s ignificantly improve 
public sa fety.  In addition, the  process  by which sex offenders  a re  assessed, 
treated, and managed by the  criminal jus tice  and socia l se rvices  sys tems should 
be  coordina ted and improved. 

 
11. The  management of s ex offenders  requires  a  coord ina ted team res pons e . 

 
# All re levant agencies  mus t coopera te  in planning treatment and 

conta inment s trategies  of sex offenders  for the following reasons:  
 

# Sex offenders  should not be  in the  community without comprehens ive  
treatment, supervis ion, and behaviora l monitoring 

 
# Each discipline  brings to the  team specia lized knowledge  and expertise  

 
# Open profess iona l communica tion confronts  sex offenders ' tendencies  to 

exhibit secre tive , manipula tive  and denying behaviors , and 
 

Information provided by each member of an offender case  management team 
contributes  to a  more  thorough understanding of the  offender's  risk factors  and 
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needs , and to the  deve lopment of a  comprehens ive  approach to trea ting and 
managing the sex offender. 

 
 

12. Sex offender as s es s ment, eva lua tion , treatment and  behaviora l monitoring 
s hould  be  non-dis criminatory and  humane , and  bound by the  ru les  of 
e th ics  and  law. 

 
Individua ls  and agencies  carrying out the  assessment, eva lua tion, trea tment and 
behaviora l monitoring of sex offenders  should not discriminate  based on race, 
re ligion, gender, sexual orienta tion, disability or socioeconomic s ta tus .  Sex 
offenders  must be  treated with dignity and respect by a ll members  of the  team 
who are  managing and trea ting the  offender regardless  of the  nature  of the 
offender's  crimes  or conduct. 

 
 

13. Succes s fu l treatment and  management of s ex offenders  is  enhanced  by the  
pos itive  coopera tion  of family, friends , employers  and  members  of the 
community who have  influence in s ex offenders ' lives . 

 
Sexual is sues  a re  often not ta lked about free ly in families , communities  and other 
se ttings.  In fact, there  is  often a  tendency to avoid and deny tha t sex offenses  
have  occurred.  Successful management and treatment of sex offenders  involves  
an open dia logue  about this  subject and a  willingness  to hold sex offenders  
accountable  for the ir behavior. 
 

APPENDIX B: OVERVIEW OF COMMUNITY 
NOTIFICATION 
 
Overview  of Community Notification 
Per 16-13-901 through 16-13-906, and 18-3-414.5 C.R.S. and the  Crite ria , Protocol and 
Procedures for Community Notifica tion Regarding Sexua lly Violent Predators  
 
1) At the time  the Court orders  a  pre -sentence inves tigation or the Parole  Board 

cons iders  parole  for a  defendant who is  convicted after July 1, 1999 of one of the 
sex offenses  specified in 18-3-414.5 C.R.S. or of an a ttempt, solicita tion, or 
conspiracy to commit one  of those  offenses, the  Court or Parole  Board sha ll 
order that a  SVP risk assessment be  conducted. The  ass essment, deve loped by 
the  Colorado Divis ion of Criminal Jus tice, sha ll be  conducted by the  proba tion 
office r or Department of Corrections  des ignee  and an eva lua tor approved by the 
Sex Offender Management Board (hereafter SOMB). 

 
2) Based on the  results  of the  assessment, the  proba tion office r or the  Department 

of Corrections  des ignee  sha ll recommend that the  Court or Parole  Board make  a  
finding and ente r an order concerning whether or not the  defendant should be  
decla red a  SVP. If such a  finding is  made the  SVP is  subject to community 
notifica tion. 
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3) The  supervis ing officer or Department of Corrections  should notify law 
enforcement of the  SVP by sending an Arriva l Notice  to the  law enforcement 
agency where  the  SVP lives  or plans  to live , upon re lease . The  Arriva l Notice 
should conta in the  following information: name, address , da te  of birth, conviction 
crime(s ), SVP s ta tus , community notifica tion s ta tus , and criminal jus tice 
supervis ion s ta tus . The  Department of Corrections /supervis ing officer sha ll notify 
the  law enforcement agency no la te r than 48 hours  before  the  SVP's  scheduled 
re lease /placement on supervis ion.  It is  recommended that the  Department of 
Corrections  notify the  law enforcement agency as  soon as  a  parole  re lease  da te  
is  identified to s ta rt the  community notifica tion planning process . 

 
4) The  supervis ing officer sha ll a lso notify the  law enforcement agency when an 

SVP changes  res idence, employment, or makes  any other change  that would 
place  a  new or diffe rent portion of the  community a t risk. 

 
5) Upon the  SVP's  arriva l in the community, he /she  must regis ter with the  law 

enforcement agency pursuant to the  requirements  of 16-22-103 C.R.S. 
 
6) The  law enforcement agency sha ll notify the  Colorado Bureau of Inves tigation 

(CBI), and CBI sha ll ente r the information in the centra l sex offender regis try in a  
timely manner and will update  the ir webs ite  with the  SVP’s  information.  When 
poss ible , the timing of the  public pos ing sha ll be  coordina ted with loca l law 
enforcement in regards  to community notifica tion cons idera tions , Section 16-13-
903 (3), C.R.S. 

 
7) The  law enforcement agency s ha ll conduct community notifica tion  in  
 accordance  with  the  Colorado Sex Offender Management Board’s  Criteria , 

Pro tocols  and  Procedures  for Community Notification  Regard ing  Sexually 
Vio len t Predators  (Crite ria ), purs uant to  16-13-904, C.R.S.  
 

APPENDIX C: LAW ENFORCEMENT CHECKLIST 
 
Note : The  following Checklis t should not be used a lone . It is  des igned to be  used in 

conjunction with the Crite ria . It is  s trongly recommended tha t the  Crite ria  be 
read  in  its  en tire ty prior to  conducting  any notifica tions . References  to 
specific Criteria  sections  a re  in parentheses  following ins tructions . 

 
1) S ign and date  the  SVP Arriva l Notice  upon rece ipt. The Arriva l Notice  should not 

be  pos ted or dis tributed outs ide  the  law enforcement agency or law enforcement 
personnel. 

 
2) Confirm the SVP’s  phys ica l res idence  address  after the  SVP regis te rs , prior to 

any notification, and note  confirmation on SVP Arriva l Notice  (CN10.010). 
 
3) Notify CBI of the  SVP’s  s ta tus  (as  be ing subject to community notification) and 

CBI will ente r tha t information in the  centra l regis try of persons  required to 
regis te r as  sex offenders  in a  timely manner (CN6.010). 
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4) Request ass is tance  from the  CNTAT (if ca rrying out the  initia l notification 
meeting and as  needed for subsequent notifica tions). Ca ll CNTAT a t the  Divis ion 
of Criminal Jus tice a t 303-239-4499 (CN6.040). 

 
5) Convene  loca l or regiona l multi-disciplinary Community Notification Team to 

ass is t with the  notifica tion process  (Crite ria  9.000). Check SOMB Provider Lis t to 
be  sure  treatment representa tives  a re  approved to provide  sex offense -specific 
treatment in Colorado (i.e . on SOMB approved provider lis t via  
http://dcj.somb.s tate .co.us  under Adult, Provider Lis t tab). 

 
6) Dete rmine  a  da te , time  and place  for a  community notification meeting 

(CN10.080).  
 
7) Contact the  adult victim, or custodia l parent/guardian of a  child victim, or the 

person tha t will speak with the  child victim, regarding the  date  and type  of any 
planned community notification prior to the  notifica tion.  If there  is  a  victim 
advocate  with an exis ting re la tionship with the  victim, the  law enforcement 
agency should ensure that the  advocate  notifies  the  victim (CN10.050 & 
CN10.060). 

 
8) Ensure  that persona l notification is  made  to the  SVP tha t community notification 

will be  conducted and regarding poss ible  media  coverage .  Ensure  that the  SVP 
s igns  an Advisement form and is  informed tha t he /she  cannot a ttend. The  law 
enforcement personnel may want the  supervis ing officer (when applicable ) to 
make  this  notice  (CN10.030).  

 
9) Prepare  a  Meeting Notice  as  an invita tion  to the meeting and a  Sexually Violent 

Preda tor Community Notifica tion Bulle tin for use during the  meeting. The  SVPs  
identity should NOT be  re leased prior to notification/educationa l information 
be ing given due  to s ta tutory requirements  (CN10.070).  

 
10) Do not re lease  any information tha t could be  directly or indirectly utilized to 

identify any victim(s) of the  SVP, such as  offense  reports  conta ining victim 
name(s), re la tionship to the  SVP, and in some cases  where  information can 
eas ily be  infe rred or deduced the victim’s  age  and gender (CN10.060). 

11) Make  the  SVP information ava ilable  to the  public, as  the  law permits , through the    
 loca l sex offender regis try (CN10.020; 18-3-412.5 C.R.S.). 
 
12) Dete rmine  the  geographic scope  of dissemina tion in your community as  re la ted 

to the  threa t posed by the  SVP (CN10.070 & CN10.080).  The  ne ighbors  and 
ta rgeted groups  in the community must be notified. 

 
13) Dis tribute  the  SVP Bulle tin to other loca l law enforcement agencies  that are  in  

close  proximity to the  SVP’s  res idence , place  of employment, or through which 
the  SVP trave ls  regula rly or frequently (CN10.040). 

 
14) Coordina te  and plan the  Community Notifica tion Meeting or Alterna tive  

Notifica tion: Determine  the  method of dissemination for the  Meeting Notice  (via  
email, flyers , mail, media , e tc.)  
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(See  Appendix D Forms & Bulle tins :  “Notice  of Community Meeting Regarding 
Sexually Violent Preda tor)  
 
Dissemina te  the  Meeting Notice  to res idents  of the  SVP’s  immedia te  
ne ighborhood (CN10.040, CN10.070 & CN10.080).  
 
Dissemina te  the  Meeting Notice  to ta rgeted community groups that fa ll within the 
SVP’s  identified patte rn of behavior.  
 
De te rmine whether media  coverage  is  necessary and contact media , if 
appropria te . Also, it is  wise  to anticipa te  media  coverage that has  not been 
reques ted. 

 
15)       Conduct the  notifica tion:  
  

Town Hall S tyle  Meetings  
There  should be  a  P.A. sys tem and law enforcement should control the 
microphone  for ques tions  from the  audience  OR have  index cards  and writing 
utens ils  ava ilable  for the  audience  to write  down ques tions , which can be  
collected by law enforcement and read and answered by appropria te  panel 
members /experts .   
 
Have  a ttendees  s ign in prior to s itting down, and advise  a ttendees tha t only 
res idents  who s ign in will be  notified when the  SVP moves  or leaves  the 
community.  The  s ign in shee t should include  citizens  name , address , email, and 
phone  number.  The  s ign in shee t is  a  record of a ll a ttendees and can be  used 
for contact purposes as  we ll as  a  suspect lis t for vigilantism (when applicable ).    

             
Es tablish ground rules . (See  Appendix E for sample).  
 
Utilize  the  SOMB curriculum as  provided by the  Divis ion of Criminal Jus tice  and 
these  Crite ria , which include  genera l information and education about sexual 
assault and public safety (C.R.S. 16-13-901).   
 
Dissemina te  a  paper copy of the  SVP Bulle tin with educa tional and public safe ty 
information to the  a ttendees  a t the  time  tha t the  SVP Bulle tin is  presented on the 
PowerPoint during the community notifica tion meeting. 

 
 Alte rna tive  Notifica tion 

When appropria te , a lte rna tive  notification may be  conducted in lieu of a  town ha ll 
s tyle  Meeting (see  CN10.020).  The  DVD crea ted by DCJ and dis tributed to a ll 
law enforcement jurisdictions  can be  posted on the  loca l te levis ion channe l or the 
agency webs ite .  It is  necessary to add the  individua l SVP bulle tin a t the  end of 
the  DVD each time  a  new notifica tion is  conducted.  
 
Other methods  can be  used to notify citizens  us ing the bulle tin and the  s tatutorily 
required educationa l information via  the  SOMB link (http://dcj.somb.s ta te .co.us/ 
Resources , Educa tional Information About Sex Offenders ).  This  can be 
conducted e lectronica lly via  email or agency webs ite  or it can be done  by mail, 
newspaper or door to door.     
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Pleas e  note  that the  purpos e  of this  option  is  to  as s is t law en forcement in  
meeting  public  s afe ty needs  while  remain ing  cos t e ffec tive  and  utilizing 
res ources  appropriate ly.  However, there  a re  times  when the  town hall s tyle  
meetings  a re  mos t appropriate  and bes t meet community needs .   
  

16) Community members  who a re  unable  to a ttend the  meeting may go in person to 
the  law enforcement agency for the  SVP Bulle tin a fte r notifica tion is  conducted.  
The  law enforcement agency should keep a  record of the  names  of res idents  
who wish to be  notified when the  SVP moves  or leaves  the  community.  Those 
res idents  sha ll a lso be  given the  educationa l and public safe ty materia ls .                                         

 
17) Upon verifica tion that an SVP has  moved or le ft the  community, notify a ll la w 

enforcement agencies  where  SVP Bulle tins  were  dis tributed and other 
community members  who have  reques ted such notice  (CN11.000).  Also notify 
the  law enforcement agency where  the  SVP re loca tes  (18-3-412.5 C.R.S.), us ing 
a  Res idence  Change  Notice  (See Appendix D Forms and Bulle tins .) 

 
19) Work in conjunction with the  CNTAT and loca l community notification team to 

conduct genera l public education meetings , not re la ted to a  specific SVP 
(CN12.00 & CN13.00).  
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APPENDIX D: LAW ENFORCEMENT FORMS & 
BULLETINS 
 
 

FORMS REGARDING 
SEXUALLY VIOLENT 
PREDATORS 
 
 
 

 
 
 
Colorado Department of Public Safety 
Divis ion of Criminal J us tice 
7 00  Kipling Street, Suite 3 00 0  
Lakew ood, CO 802 14  
3 03 -2 39 -4 49 9  
Revised April 2 014  
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   NOT FOR PUBLIC VIEWING OR DISSEMINATION    

NOTIFICATION OF ARRIVAL OF SEXUALLY VIOLENT PREDATOR 

 
DOC/PROBATION/PAROLE AGENCY: 

ADDRESS: CITY: STATE/ZIP: PHONE: 

DOC/PROBATION ML#: PREPARED BY: DATE: 

 

THE FOLLOWING INFORMATION IS BEING RELEASED PURSUANT TO COLORADO REVISED STATUTES 16 -1 3-90 1  THROUGH 16 -1 3-90 5 , WHICH 
DIRECTS A SUPERVISING CRIMINAL J USTICE AGENCY TO INFORM THE LOCAL LAW ENFORCEMENT AGENCY OF A SEXUALLY VIOLENT 
PREDATOR’S ARRIVAL IN THEIR COMMUNITY.  
 
THE INDIVIDUAL SUBJ ECT OF THIS NOTIFICATION HAS BEEN CONVICTED OF A SEX OFFENSE THAT REQUIRES LAW ENFORCEMENT 
REGISTRATION. FURTHER, THEY HAVE BEEN DETERMINED TO PRESENT A HIGH POTENTIAL TO RE-OFFEND AND ARE THEREFORE SUBJ ECT TO 
COMMUNITY NOTIFICATION REGARDING THEIR RESIDENCE IN YOUR COMMUNITY.  

 
SVP NAME: ARRIVAL DATE: 

ARRIVING FROM (DOC OR PREVIOUS ADDRESS):  CITY: STATE/ZIP: 

CURRENT RESIDENCE ADDRESS: CITY: STATE/ZIP: PHONE: 

 

(PHOTO OF SVP)  FBI# : SID#: 

  SS# : FBI FINGERPRINT#: 

  DOB: RACE: SEX: 

  HT: WT: HAIR: EYE: 

  ALIAS: 

  SCARS/MARKS/TATTOOS/GLASSES: 

   

 

OFFENSE (S) OF CONVICTION (CURRENT CASE): 

CASE#: COUNTY: SENTENCE: 

RELEVANT CONDITIONS OF RELEASE: 

SEX OFFENDING PATTERN INFORMATION: 

TREATMENT STATUS: 

NAME OF WORKPLACE: OCCUPATION: 

PHYSICAL ADDRESS OF WORKPLACE: CITY: STATE/ZIP: PHONE: 

VEHICLE INFORMATION: 

ALL OTHER CRIMINAL CONVICITONS: 

ADDITIONAL RISK CONCERNS: PSIR AVAILABLE? VICAP ENTRY? 

SUPERVISING OFFICER OR DOC CONTACT: PHONE: 

NAME (S) AND ADDRESS (S) OF VICTIM (S) IDENTIFIED THROUGH COURT RECORDS: 
(1 ) 

(2 ) 

(3 ) 

Probation/Parole/DOC to Attach Order Authorizing Community Notificat ion. 

     FOR LAW ENFORCEMENT AGENCY USE ONLY      
NOTICE RECEIVED BY: DATE: TIME: 
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OFFENDER ADDRESS VERIFIED? VERIFIED BY: 

DATE: METHOD: SVP ARRIVAL NOTICE FORM#  

 
 

ADVISEMENT TO SUBJ ECT OF COMMUNITY NOTIFICATION MEETING 

 
LAW ENFORCEMENT AGENCY: 

TO: 

ADDRESS: 

 

Pursuant  to Colorado Revised Statutes  1 6 -1 3 -9 0 1  through 1 6 -1 3 -9 0 5 , this  law  enforcement agency w ill be 
conducting a Community Notificat ion Meeting regarding your s tatus  as  a Sexually Violent  Predator and your 
res idence in this  community.  
  
The Community Notificat ion Meeting has  been scheduled on _________________________________________,  
 
at  ________________________________________________________________________________________________.  
 
Members  of the  community, including res idents  of your neighborhood and (poss ibly) the new s media,  have been 
invited.  
 

BY LAW ENFORCEMENT AGENT: 

OFFENDER SIGNATURE: DATE: 

ADVISEMENT, FORM#: 
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NOTICE OF COMMUNITY MEETING REGARDING  
SEXUALLY VIOLENT PREDATOR 

 
LAW ENFORCEMENT AGENCY: 

 
Your presence is  requested a t  a Community Meeting.  

DATE: TIME: LOCATION: 

 
 

Pursuant  to Colorado Revised Statutes  1 6 -1 3 -9 0 1  through 1 6 -1 3 -9 0 5 , the meeting is  being held to 
provide information concerning the release of a Sexually Violent  Predator into this  community.  
Educational information regarding sexual offending w ill also be presented by a team of profess ionals  
involved in the management of sex offenders  in our community.  The goal of the meeting is  to 
enhance public safety and protection.  
 
VIGILANTISM, OR USE OF THIS INFORMATION TO HARASS, THREATEN, OR INTIMIDATE ANY OF 
THE FOLLOWING PEOPLE IS  CRIMINAL BEHAVIOR AND WILL NOT BE TOLERATED: THE OFFENDER, 
THE OFFENDER' S SIGNIFICANT OTHERS, AND THE COMMUNITY NOTIFICATION TEAM.  
 
The individual subject  of the notificat ion has  been convicted of a sex offense that  requires  law  
enforcement regis trat ion.  Further, they have been determined to present  a high potential to re -offend 
and are therefore subject  to community notificat ion regarding their res idence in this  community . 
 
This  law  enforcement agency has  no legal authority to direct  w here a  sex offender may live. Unless  
court  res trict ions  exis t ,  they are  constitut ionally free to live w herever they choose.   Sex offenders  
have alw ays  lived in our communit ies , but  they w ere not  alw ays  required to notify law  enforcement of 
their res idence until regis t ra t ion law s w ere implemented pursuant  to the J acob Wetterling Act in 
1 9 9 4 .  Law  enforcement may now  share that  information w ith members  of their communit ies , and in 
the case of Sexually Violent  Predators , law  enforcement must  act ively notify cit izens .  
 
Due to the mature content  of the information that  w ill be presented, it  is  not  advisable to bring 
children to the meeting. It  is  s trongly encouraged that  information presented at  the  meeting deemed to 
be appropriate for children be subsequently review ed w ith children after the meeting.  Children under 
1 5  unaccompanied by an adult  w ill not  be permitted to a t tend the meeting.  
 
If you are a part  of an organization interes ted in at tending , it  is  requested that  your organization 
des ignate 1 -2  representat ives  to at tend the meeting and receive the notificat ion materials .  
 
If you have questions , please call _______________________________________ at  
_________________________.  
 
If you are unable to at tend the Community Meeting,  you must  call ahead and schedule an appointment 
to receive the information.  
 

MEETING NOTICE, FORM#: 
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SEXUALLY VIOLENT PREDATOR COMMUNITY NOTIFICATION BULLETIN 

 
AGENCY: 

ADDRESS: CITY: STATE/ZIP: PHONE: 

AGENCY CASE#: BULLETIN#: PREPARED BY: DATE: 

 

 
THE _____________________________________________________________________ POLICE/SHERIFF’S DEPARTMENT IS RELEASING THE FOLLOWING 
INFORMATION PURSUANT TO COLORADO REVISED STATUTES 1 6 -13-901  THROUGH 16 -1 3-90 5 , WHICH AUTHORIZES LAW ENFORCEMENT 
AGENCIES TO INFORM THE PUBLIC OF A SEX OFFENDER’S RELEASE WHEN THE OFFENDER HAS BEEN DETERMINED TO BE A SEXUALLY VIOLENT 
PREDATOR AND IS SUBJ ECT TO COMMUNITY NOTIFICATION. THE PURPOSE OF THIS NOTIFICATION IS TO ENHANCE PUBLIC SAFETY AND 
PROTECTION. VIGILANTISM, OR USE OF THIS INFORMATION TO HARASS, THREATEN, OR INTIMIDATE ANY OF THE FOLLOWING PEOPLE IS 
CRIMINAL BEHAVIOR AND WILL NOT BE TOLERATED: THE OFFENDER, THE OFFENDER' S SIGNIFICANT OTHERS, AND THE COMMUNITY 
NOTIFICATION TEAM. 
  
FURTHER DISSEMINATION OF THIS BULLETIN BY CITIZENS IS DISCOURAGED.  ADDITIONAL COMMUNITY MEMBERS NEEDING INFORMATION 
SHOULD BE REFERRED TO THE LAW ENFORCEMENT AGENCY.  
 
THE INDIVIDUAL SUBJ ECT OF THIS NOTIFICATION HAS BEEN CONVICTED OF A SEX OFFENSE THAT REQUIRES LAW ENFORCEMENT 
REGISTRATION. FURTHER, HE/SHE HAS BEEN DETERMINED TO PRESENT A HIGH POTENTIAL TO RE-OFFEND AND IS THEREFORE SUBJ ECT TO 
COMMUNITY NOTIFICATION REGARDING HIS/HER RESIDENCE IN THIS COMMUNITY.  
  
THIS LAW ENFORCEMENT AGENCY HAS NO LEGAL AUTHORITY TO DIRECT WHERE A SEX OFFENDER MAY LIVE. UNLESS COURT RESTRICTIONS 
EXIST, HE/SHE IS CONSTITUTIONALLY FREE TO LIVE WHEREVER HE/SHE CHOOSES. SEX OFFENDERS HAVE ALWAYS LIVED IN OUR COMMUNITIES, 
BUT THEY WERE NOT REQUIRED TO NOTIFY LAW ENFORCEMENT OF THEIR RESIDENCE UNTIL REGISTRATION LAWS WERE IMPLEMENTED 
PURSUANT TO THE J ACOB WETTERLING ACT IN 1 994 . LAW ENFORCEMENT MAY NOW SHARE THAT INFORMATION WITH MEMBERS OF THE 
COMMUNITY, AND IN THE CASE OF SEXUALLY VIOLENT PREDATORS WHO ARE SUBJ ECT TO COMMUNITY NOTIFICATION, LAW ENFORCEMENT 
MUST ACTIVELY NOTIFY CITIZENS.  

 
(PHOTO OF SVP)  SUBJ ECT NAME: 

  OTHER NAME (S) USED: 

  DOB: RACE:  SEX: 

  HT: WT: HAIR: EYE: 

  SCARS/MARKS/TATTOOS/GLASSES: 

   

   

 

RESIDENCE ADDRESS: 

OCCUPATION:  

VEHICLE INFORMATION: 

OFFENSE (S) OF CONVICTION (CURRENT CASE): 

ALL OTHER CRIMINAL CONVICTIONS: 

RELEVANT CONDITIONS OF RELEASE: 

SEX OFFENDING PATTERN INFORMATION (DO NOT IDENTIFY VICTIM): 

CRIMINAL J USTICE STATUS: 

SUPERVISING OFFICER OR DOC CONTACT: PHONE: 
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THERE ARE ________ SEX OFFENDERS REGISTERED IN COLORADO, ________ IN ______________________ COUNTY, AND ________ IN 

_____________________.   

THE __________________________________________________ POLICE/SHERIFF’S DEPARTMENT IS AVAILABLE TO PROVIDE USEFUL INFORMATION 

REGARDING SEXUAL ASSAULT AND PERSONAL SAFETY, AND TO MAKE REFERRALS TO OTHER LOCAL RESOURCES TO HELP THOSE WHO HAVE 

BEEN  

IMPACTED BY SEXUAL ASSAULT OR THIS NOTIFICATION PROCESS. IF YOU HAVE INFORMATION REGARDING CURRENT CRIMINAL ACTIVITY OF 

THIS OR ANY OTHER 

OFFENDER, PLEASE CALL 911  OR ________________________.  IF YOU OBSERVE THIS OFFENDER ENGAGING IN ANY HIGH-RISK OR INAPPROPRIATE 

BEHAVIOR, PLEASE CONTACT THIS AGENCY OR HIS/HER SUPERVISING OFFICER ________________________________________ AT PHONE 

#_________________________. 

MOST SEX CRIMES ARE NEVER REPORTED AND MOST OFFENDERS ARE NEVER DETECTED. THE GREATEST RISK OF SEX OFFENSE IS FROM PEOPLE 

YOU KNOW.  THE INFORMATION PROVIDED HERIN IS CURRENT AND ACCURATE AS OF THIS DATE, BUT IS SUBJ ECT TO CHANGE. 

 
SVP COMMUNITY NOTIFICATION BULLETIN, FORM#  

 
 

COMMUNITY NOTIFICATION OF SEXUALLY VIOLENT PREDATOR  
CHANGE OF RESIDENCE 

 
LAW ENFORCEMENT AGENCY: 

REGARDING SEXUALLY VIOLENT PREDATOR COMMUNITY NOTIFICATION BULLETIN # : 

 
Residents  of the community are hereby notified of a change in res idence address  for  
 
_______________________________________________________________________________,  
 
w ho has  been determined to be a Sexually Violent  Predator (hereafter SVP).  
 

SVP’S FORMER ADDRESS: 

SVP’S NEW ADDRESS: 

APPROXIMATE DATE OF RELOCATION: 

 

Please call _____________________________________________________ at  
_______________________________   
w ith questions  or concerns .  
 
VIGILANTISM, OR USE OF THIS INFORMATION TO HARASS, THREATEN, OR INTIMIDATE ANY OF 
THE FOLLOWING PEOPLE IS  CRIMINAL BEHAVIOR AND WILL NOT BE TOLERATED: THE OFFENDER, 
THE OFFENDER' S SIGNIFICANT OTHERS, AND THE COMMUNITY NOTIFICATION TEAM.  
 

RESIDENCE CHANGE NOTICE, FORM#: 
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APPENDIX E: CONDUCTING A COMMUNITY 
NOTIFICATION MEETING 
 

Conduc ting  Community Notifica tion  Meetings  
 
The  following ins tructions  a re  des igned to he lp minimize  public fear and emotiona l 
reaction to the  sexually violent preda tor’s  (SVP's) a rriva l in your community.  Community 
education is  the  key e lement of a  successful notifica tion program (and  s ta tutorily 
required).  The  intent of community notifica tion is  not to impose  harassment or 
additiona l punishment on the  offender, but to provide  information to those  individua ls  or 
agencies  that need to know about the offender’s  potentia l risk. 
 
Community meetings  are  an exce llent way to present sens itive  information to the  public. 
Sexual offenses  evoke  s trong fee lings  in many people . These  meetings  give  community 
members  concrete  information tha t addresses  the ir concerns  and fears  and answers  
the ir questions  about the  offender and the  sys tem.  In this  forum, the  Community 
Notifica tion Team addresses  mis information, que lls  fears , discourages  vigilantism and 
offers  action citizens  can take to enhance the ir safe ty. 
 
Your loca l Community Notification Team should include  representa tives  from the 
agencies  lis ted in the  Crite ria  so tha t the  notifica tion process  is  a  coordina ted e ffort by a ll 
profess iona ls  involved with the SVP and his /her victim(s). The  entire  Team should a ttend 
the  meeting, to share in the  presentation and to be  ava ilable  for citizen's  questions. 
Additiona l uniformed law enforcement officers  should be  present to ensure  control and 
order in the meeting. 
 
The  SVP should not be  invited or permitted to a ttend the  meeting.  Despite  good 
intentions , the  potentia l negative  consequences  of an SVP's  a ttendance  a t a  community 
meeting far outweigh any potentia l pos itive  consequences .  Furthermore , an SVP's  
presence  could incite  fear, panic, or anger by meeting a ttendees , resulting in disruption 
of the  meeting and poss ible  harm to a ttendees or the  SVP.  
 
It is  advised tha t the  Team es tablish a  set of ground rules  at the  beginning of the 
meeting, which will ass is t in mainta ining control and order.  Refer to Appendix E in these  
Crite ria  for a  sample . 
It is  a lso suggested that a  uniformed law enforcement office r hold the  microphone  for 
individua ls  with ques tions  (when applicable ), aga in ensuring control and order during this  
time , or utilize  index cards , which prevents  the  audience  from ever speaking and 
ensures  control is  maintained throughout the  meeting. 
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PRE-MEETING PLANNING: 
 

# The  CNTAT must ass is t with the  firs t notifica tion and may ass is t with subsequent 
notifica tion or education meetings.  Roles  of members  can be  discussed and 
de te rmined and tips  provided to ensure the meeting runs smoothly. 

 
# The  firs t task in preparing for a  community educa tion meeting is  dete rmining the 

da te  and time.  It is  bes t to schedule  meetings Tuesday through Thursday 
evenings .  Check your community ca lendar to be  sure  your meeting doesn’t 
conflict with other activities  tha t would draw a  la rge  crowd.  Idea lly the  meeting 
should begin a t 6:00pm and end no la te r than 7:30pm.  Choose  a  loca tion tha t 
will accommodate  a ll citizens  who wish to a ttend, including the  mobility-impaired.  
Gauging the expected a ttendance of a  meeting that will have  a  high leve l of 
emotiona l content can be  problematic, so it is  bes t to prepare  for the  grea ter 
ra ther than the  lesser es timates .  Churches  and community ha lls  work we ll for 
this  type  of meeting, as  do grange ha lls  in rura l a reas . 

 
# Be  sure  there  is  adequa te  parking and tha t res troom facilities  a re  ava ilable .  

Make  sure  to reserve a  sound sys tem and other necessary audio-visua l 
equipment when securing the  meeting loca tion because  you will be  us ing a  
power point. 
 

# Invite  your loca l Community Notification Team to be  on the  panel.  
 

# Schedule  a  pre -planning meeting to review the  power point presenta tion with the 
loca l Community Notifica tion Team and discuss  expecta tions .  The  Chief of 
Police /Sheriff or a  des ignee  should a ttend to ass ign tasks  and share 
expecta tions .  Print the power point with the  notes  pages  for each member of the 
Community Notification Team so each s lide  can be  ass igned for the  community 
notifica tion meeting.  Review the  bulle tin, the  SVP’s  supervis ion conditions , 
information that cannot be  shared, and FAQs.  It is  recommended that this  occur 
for every town ha ll s tyle  meeting to ensure  everyone  is  on the same page.  

 
# Deve lop ground rules  for your community meeting (See  Appendix E). 

 
# Invite  the  community to the  meeting us ing a  ta rge ted mailing, in person by 

ne ighborhood canvass ing, or by media .  It is  recommended tha t the  meeting  be  
he ld  7 days  a fte r the  public  has  received the  Meeting Notice  to prevent the 
public from learning about the offender from other sources  and to a llow sufficient 
time  for res idents  to plan to attend the  meeting. (See  Appendix D – Meeting 
Notice) 

 
# Media  coverage  may be  reques ted, if appropria te , such as  when the  SVP’s risk is  

very high or he /she has  absconded.  It is  recommended tha t the law enforcement 
agency deve lop re la tionships  with media  reporte rs  who will regula rly report on 
Community Notifica tion meetings.  This  will he lp promote  more  accurate  and 
respons ible  news  coverage . Media  notices  should not include  offender 
information prior to the  meeting. 
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# Prepare  enough handout materia l to support the  presentation.  It is  
recommended that materia l be  handed out a fter the  presentation, so the  
audience  is  not dis tracted by reading the  materia ls . 

 
# Practice  the  presentation prior to the  meeting so tha t presenters  become familia r 

with the materia l and to ensure  the  presenta tion fits  into the a llotted time.  
 

# Arrive  a t the  facility early, with time  to prepare  the  room.  Se t out enough chairs  
to seat the  expected audience .  Be sure  that the  sound sys tem or other audio-
visua l equipment to be  used is  hooked up and opera tiona l.  

 
# Prepare  a  s ign-in shee t and place  it near the  entrance  door.  The  facilita tor may 

s ta te  tha t s igning in is  not required of a ttendees , however, the  s ign-in shee t will 
be  used if and when the  SVP moves  in the  future .  Otherwise , persons interes ted 
in be ing notified of changes  must appear in person a t the  law enforcement 
agency. 
 

# Remember, children under the age  of 15 who a re  unaccompanied by an adult will 
not be  permitted to a ttend the  meeting.  In fact, parents  of children under the  age 
of 15 should be s trongly discouraged from bringing the ir children at a ll. 
 

# S ta rt the  meeting on time .  There  will like ly be  an emotiona l crowd & s ta rting the 
meeting la te  will only he ighten the  tens ion. 

 
Ground Rules  when conducting a  community notification meeting: 
 
Introduction: 
 
We recognize  tha t you a re  here  because  you are  concerned about the  presence  of a  
Sexually Violent Preda tor (SVP) in your ne ighborhood.  We recognize  you may have  
concerns  or fears  for yourse lf and your loved ones .  You will be  given an agenda  of the 
meeting.  P lease  note  tha t we  will address  specific information regarding the  SVP after 
we  present the  educational information regarding sex offenders .  The reason for the 
order of the  agenda  is  to insure  tha t you have  a  context to be tter unders tand sexual 
offenders  and the  risks  they pose  in your community.  We are  taking this  opportunity to 
provide  you with important genera l information about sex offenders  and persona l safe ty 
because  the  SVP is  not the  only sex offender in any given ne ighborhood.  We want to 
address  a ll of your concerns , so we  will take  questions  a t the end of the  meeting. 
 
Ground Rules : 
 

 # The  facilita tor of tonight’s  meeting will begin the  introductions  of our 
panel.  He  (or she) will keep us  on the  agenda , fie ld ques tions  and begin 
and end the  meeting on time .  During the  question and answer period a t 
the  conclus ion of the presenta tion, ques tions will be  taken one a t a  time.  
No editoria ls  or commentaries  please.  Second ques tions  will be  taken 
only a fte r a ll firs t ques tions  a re  taken.  Written ques tions  will be  collected 
midway and a t the  conclus ion of the presenta tion.  Appropria te  panel 
members  will do the ir bes t to answer your ques tions . 
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 # We recognize  tha t some of you may have  persona lly been a  victim of 
sexual assault or know people  who have  been a  victim of sexual assault.  
This  meeting is  not the place  to discuss  your assault, however, victim 
service  representatives  a re  present a t this  meeting, and will be  glad to 
ass is t you a t the  conclus ion of this  meeting.  If you or someone  you know 
needs  to report a  sexual assault, you may approach one  of the  law 
enforcement officers  present or a  victim s ervice  representa tive  after the 
meeting.  They can ass is t you with where  and how to make such a  report. 

 
 # Anyone  a ttempting to dis rupt this  meeting will be  escorted out of the 

meeting by law enforcement. 
 

 # This  meeting will begin and end on time .  
 

 # P lease  turn ce ll phones off or switch to vibra te . 
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COMMUNITY NOTIFICATION MEETING OUTLINE 
Suggested Format 
 
 
I. INTRODUCTION  
A. Introduce  Community Notifica tion Team members  and review the ir qua lifica tions . 
B. Es tablish ground rules  for the  meeting. 
C. Se t tone  of meeting.  Establish tha t meeting will be  conducted in an orderly and 
respectful fashion.  Let audience  know you will answer a ll ques tions  a t end of 
presentation. Te ll them this  a llows  for a  smoother and more  comple te  presentation of 
important information. Chances  a re  you will address  the ir ques tions  during the 
presentation. Allowing you to ge t a ll of the  information out uninterrupted makes  for a  
more  efficient use  of everyone’s  time  and ensures  it will be  presented in a  logica l and 
reasonable  manner. 
 
II. OVERVIEW OF SEX OFFENDER LEGISLATION 
 

A. Review Federa l Laws  Jacob Wette rling Act (1994) requires  s ta tes  to 
es tablish sex offender regis tra tion  

                       for convicted offenders  and a  sys tem to track them. 
Megan’s  Law (1996) requires  s ta tes  to inform community res idents  about 
the  presence  of convicted sex offenders  in the ir ne ighborhoods. 

  
Pam Lychner Act (1996) amended the  Wetterling Act by mandating 
life time  regis tra tion for some sex offenders , and mandating a  National 
Sex Offender Regis try. 

  
Adam Walsh Act (2006) mandates  a  universa l regis try, requires  s tricte r 
sex offender regis tration requirements  for both adult and juvenile  
offenders , and provides  the  public with more  information about regis te red 
sex offenders .  
 
Colorado was  granted subs tantia l implementation of AWA in November 
2013 based on Colorado’s  current sex offender management and 
regis tration sys tem. 
 

B. Review Colorado Laws  
Sex Offender Management Board (SOMB) was  crea ted in 1992 by 
Colorado Genera l Assembly to deve lop s tandards  and guide lines  for the  
assessment, eva lua tion, treatment and behaviora l monitoring of sex 
offenders . SOMB was  directed in 1999 to es tablish criteria  and 
procedures for community notification regarding Sexually Violent 
Preda tors  (SVP).  

C. Definitions of sex offenses  18-3-401 C.R.S. 
D. Regis tra tion law 16-22-101 through 16-22-114 C.R.S. 
E. SVP Definition 18-3-414.5 C.R.S. 
F. Lifetime Sentencing and SOISP 16-13-801 C.R.S. 
G. Community notification law 16-13-901 C.R.S. Changes were  passed in 

2006 and 2008. 
 
III. EDUCATIONAL INFORMATION 
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A. Facts  and Statis tics  about Sex Offending 
B. Sex Offender Characteris tics  
C. Impact on Victims  of Sex Offenses  
D. Community Sex Offender Management 
E.        Community Protection and Safe ty Issues  

 
IV. COMMUNITY RESPONSIBILITY 
 

A. The  community has  a  ves ted inte rest in helping the offender be 
successfully managed in the  community. (*Discuss  ways  citizens  can 
ass is t and expla in the  risk of offenders  "going underground" which 
hinders  law enforcement’s  ability to track them.) 

B. Sex offenders  have  the  same need as  other citizens  to seek hous ing and 
seek employment. 

C. Harassment, intimidation, threa ts , and discrimination a re  counte r-
productive  to goals  of community management. 

D. Any citizen who uses  this  information to harass , thre a ten or intimida te  a  
regis te red sex offender or his /her family, or anyone  involved in his /her 
management will be  subject to criminal prosecution. 

 
V. INFORMATION REGARDING SUBJ ECT OF NOTIFICATION 
 

A.  Review SVP Bulle tin; go over item by item; refer to the  forms  in Appendix 
D. 

B. Offense(s ) of Conviction (current case) 
C. All Other Criminal Convictions  
D. Sex Offending Pa tte rn Information: 
E. DO NOT IDENTIFY VICTIM; use  descriptors  such as  “The  victim was  an 

adolescent, known to the  subject.”  Include  prefe rred age range only if 
there  is  a  clear pattern of offending behavior with a  particula r age, (2 to 3 
year range) of ta rget victims(s ), and whether the  victim was  known to 
SVP. 

F. Describe  the  offense  pa tte rn of and how he/she  opera tes  (e .g., this  SVP 
lures  children into his  home with his  puppy).  Describe  known lures  or 
risky behaviors  tha t may s ignal danger.  Refer audience  to handouts  tha t 
address  characte ris tics  of sex offenders . 

G. Describe  SVP's  re levant conditions  of re lease  
H. Expla in de-notification procedure : If SVP moves  or leaves  the  community, 

law enforcement agency will notify community members  who have  
reques ted to be  notified by s igning in a t the  meeting or appearing in 
person at the  law enforcement agency. 

 
VI. COMMUNITY PROTECTION AND S AFETY ISSUES 
 

A. Discuss  remaining handouts  regarding persona l security, ta lking to your 
children, how to report suspicious  behavior and resource lis ts . (See  
Appendix F) 
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B. Genera l common sense  safe ty s trategies ; engage  community in 
deve loping plans  to use  this  information to deve lop a  sa fe r ne ighborhood 
or community; it is  a  perfect time  to recruit citizens  to form block watches 
and discuss  community resources . 

C. SVPs  do not represent a ll dangerous  sex offenders .  Other offenders  who 
may be  dangerous, but who a re  not by law, subject to community 
notifica tion include  a ll un-convicted and un-identified sex offenders , a ll 
sex offenders  convicted prior to July 1, 1999 and a ll sex offenders  
convicted of crimes other than those  used to potentia lly identify sexually 
violent predators . 

D. Under no circumstances should citizens  assume that the  Criteria , or the 
community notifica tion meeting itse lf, are  a  comple te  or subs tantia l 
de te rrent to sexual assault in the ir communities . 
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APPENDIX F: EDUCATIONAL INFORMATION 
 

Educa tiona l In formation  
The  following educational information should be  included in every Community 
Notifica tion, regardless  of whether it is  via  a  town ha ll s tyle  meeting or through 
a lte rna tive  notifica tion.  S ta tis tics  should be individua lized for your juris diction where 
appropria te . 
 
FACTS AND STATISTICS ABOUT SEX OFFENDING 

Reporting 
# The majority of sexual offenses  are  not caught or de tected.1 
# Research cons is tently reports  that be tween 5 and 25% of rapes  a re  reported to 

law enforcement.2 
# According to one  s tudy, only 19.1% of the  women and 12.9% of the men who 

were  raped s ince  the ir 18th birthday sa id the ir rape  was  reported to the  police .3 
# Among college  women, about 12% of rapes  were  reported to law enforcement.4 
# Young victims  who know or a re  re la ted to the  perpe trator a re  least like ly to report 

the  crime to authorities .5 
# From 2006 to 2010, the highes t percentages  of unreported violent crimes  were  

rape  or sexual assault (65%).6  
# From 2006 to 2010, a  grea ter percentage  of victimiza tions  perpe trated by 

someone the  victim knew we ll (62%) went unreported to police , compared to 
victimiza tions  committed by a  s tranger (51%). Additiona lly, 46% victimiza tions  
perpe tra ted by a  re la tive  or an intimate  partner went unreported to law 
enforcement.7 

# Research shows tha t mos t convicted sex offenders  have  committed many sexual 
offenses before  they a re  caught.8 

  
Crossover & Recidivism 

# Many sex offenders  have  committed multiple  types  of sexual crimes.9 

                                                 
1 Kilpatrick, Saunders , & Smith (2003). Youth victimiza tion: P revalence  and implications  (NCJ  194972). Washington, DC: 
U.S . Dept. of Jus tice, Office of Jus tice Programs , National Ins titute of Jus tice ; Tjaden & Thoennes  (2006). Extent, na ture , 
and consequences  of rape  victimiza tion: Findings  from the National Violence  Against Women Survey. Washington, DC: 
U.S . Dept. of Jus tice, Office of Jus tice Programs , National Ins titute of Jus tice ; Truman, Langton, & P lanty (2012). Criminal 
Victimiza tion, 2012 (NCJ 243389). Washington, DC: U.S . Dept. of Jus tice , Office  of Jus tice  Programs, Bureau of Jus tice  
S ta tis tics . 
2 Wilson (2010). Health Consequences  of Childhood Sexual Abuse. Perspectives  in Psychiatric Care . 46(1): 56-64. 
3 Ibid.Tjaden & Thoennes  (2006). 
4 Truman (2011). National Crime Victimiza tion Survey, 2010 (CJ 235508). Washington, DC: United Sta tes  Department of 
Jus tice . Office of Jus tice Programs . Bureau of Jus tice  Sta tis tics . 
5 Kilpatrick, Saunders , & Smith (2003). Youth victimiza tion: P revalence  and implications  (NCJ  194972). Washington, DC: 
U.S . Dept. of Jus tice , Office of Jus tice Programs , National Ins titute of Jus tice ; Langton et a l. (2012). Victimiza tions  Not 
Reported to the  Police, 2006-2010 (NCJ  238536). Washington, DC: U.S . Dept. of Jus tice, Office of Jus tice Programs , 
Bureau of Jus tice  S tatis tics . 
6 ibid., Langton e t al. (2012).  
7 ibid., Langton e t al. (2012).  
8 English et a l. (2000). The va lue  of polygraph tes ting in sex offender management (Research report submitted to the 
National Ins titute of Jus tice, No. D97LBVX0034). Denver, CO: Colorado Department of Public Safe ty, Divis ion of Criminal 
Jus tice , Office of Research and S ta tis tics ; Robertie llo & Terry (2007). Can we profile  sex offenders?  A review of sex 
offender typologies . Aggress ion and Violent Behavior, 12(5): 508-518. 
9 Cann, Friendship, & Gozna  (2007). Assess ing crossover in a sample  of sexual offenders  with multiple  victims. Legal and 
Criminologica l Psychology, 12(1): 149–163; Heil, P ., Ahlmeyer, S ., & S imons, D. (2003). Crossover Sexual Offenses . 
Sexual Abuse: A Journal of Research and Trea tment, 15(4): 221-236; Kleban e t a l. (2013). An Explora tion of Crossover 
Sexual Offending. Sexual Abuse: A Journal of Research and Trea tment, 25(5): 427– 443. 
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# Crime of conviction is  only one  indica tor of risk. Risk assessment includes  
cons idera tion of multiple  factors .10   

# A s tudy conducted a t the  Colorado Department of Corrections  on incarcera ted 
sex offenders  revea led the  following:11 

# 78% of the child moles te rs  report that they a lso have  sexually assaulted 
an adult.  

# 52% of the  adult rapis ts  report tha t they have  a lso sexua lly moles ted 
children. 

# Approximate ly one-third (36%) of the  sex offenders  report assaulting both 
males  and females .  A s tudy examining child pornography offenders  
found s imila r results  (40%).12 

# 64% of the  child moles te rs  who victimized the ir own re la tives  a lso 
sexually moles ted children who were  not re lated to them. 

# 53% of the  child moles te rs  who victimized children who were  not re la ted 
to them had a lso victimized children who were  family members .  

# Child pornography offende rs  may be  like ly to a lso commit hands on sexual 
offenses aga ins t children (even if they have  not been caught).13 

# Approximate ly 12 to 24% of sex offenders  reoffend.  When sex offenders  commit 
another crime, it is  usua lly not sexual or violent.14  (The figures  may be lower 
because  sex offenses a re  often not reported) 
 

Victimiza tion 
  

# It is  es timated that nearly 1 in 5 women (22 million) and approximate ly 1 in 71 
men (1.6 million) in the  United States  have  been raped during the ir life time.15 

# Approximate ly 1.8 million adolescents  in the  United Sta tes  have  been the victims  
of sexual assault.16 

# As  many as  1 in 3 girls  and 1 in 7 boys  will be  s exually abused a t some point in 
the ir childhood.17 

# Children ages 12–15 have  the  highest percentage  of sexual abuse , among a ll 
types  of abuse , for children under 18 years  of age.18 

# 1 in 4 college  women will be  raped during the ir collegia te  ca reer.19 
# In 2006 a lone , 300,000 college  women (5.2%) were  raped.20 

                                                 
10 Hanson & Morton-Bourgon (2005). The Characteris tics  of Pers is tent Sexual Offenders : A Meta -Analys is  of Recidivism 
S tudies . Journal of Consulting and Clinical Psychology, 73(6): 1154-1163; ibid., Heil e t a l., 2003; Parent, Guay, & Knight, 
(2011). An Assessment of Long-Term Risk of Recidivism by Adult Sex Offenders : One S ize  Doesn’t fit All. Criminal 
Jus tice  and Behavior, 38(2): 188-209.  
11 ibid., Heil e t a l. (2003). 
12 Bourke & Hernandez (2009). The ‘Butner S tudy’ Redux: A Report of the  Incidence of Hands -on Child Victimiza tion by 
Child Pornography Offenders . Journal of Family Violence , 24(3): 183-191. 
13 ibid., Bourke  & Hernandez, 2009. 
14 Drake  & Barnoski (2006). Sex offenders  in Washington Sta te : Key findings  and trends . Olympia, WA: Washington 
S ta te Ins titute for Public Policy; ibid., Hanson, R. K. & Morton-Bourgon, K. E. (2005). 
15 Black e t a l. (2011). National Intimate  Partner and Sexual Violence  Survey: 2010 summary report. Atlanta , GA: Centers  
for Disease  Control and Prevention, National Center for Injury Prevention and Control, Divis ion of Violence  Prevention.  
16 Finkelhor (2009). The Prevention of Childhood Sexual Abuse . Future  of Children, 19(2): 169-194.169  
17 Brie re  & Eliot (2003). P revalence  and Psychological Sequence  of Se lf-Reported Childhood Phys ical and Sexual Abuse  
in Genera l Population. Child Abuse  & Neglect, 27(10): 1205–1222. 
18 Canadian Centre  for Child Protection (2013). Child Sexual Abuse –It Is  Your Business . Manitob, Canada: Canadian 
Centre  for Child Protection, Inc. p. 10.  
19 Fisher, Cullen, & Turner (2000). The  Sexual Victimiza tion Of College Women (NCJ 182369). Washington, DC: U.S. 
Dept of Jus tice , Office  of Jus tice  Programs, National Ins titute  of Jus tice . 
20 ibid. Truman (2011). 
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# In 2005-10, females  who were  age  34 or younger, who lived in lower income 
households , and who lived in rura l a reas  experienced some of the  highes t ra tes  
of sexual violence .21 

# In 2005-10, the  offender was  a rmed with a  gun, knife , or other weapon in 11% of 
rape  or sexual assault victimiza tions .22 

# From 1995 to 2010, the  es timated annua l ra te  of female  rape  or sexual assault 
victimiza tions  declined 58%, from 5.0 victimiza tions  per 1,000 females  age  12 or 
older to 2.1 per 1,000. 
 

Teens, Technology & Sexting 
# Teens  16 to 19 years  of age  were  3 1/2 times  more  like ly than the  genera l 

popula tion to be  victims of rape , a ttempted rape, or sexual assault.23 
# Approximate ly 1 in 5 female  high school s tudents  report be ing phys ica lly and/or 

sexually abused by a  da ting partner.24 
# 69% of the  teen sexual assaults  reported to law enforcement occurred in the 

res idence  of the  victim, the  offender, or another individua l.25 
# Approximate ly 1 in 7 (13%) youth Interne t users  rece ived unwanted sexual 

solicita tions .26 
# 4% of youth Inte rnet users  rece ived aggress ive  solicita tions , in which solicitors  

made  or a ttempted to make offline contact with youth.27 
# 9% of youth Interne t users  had been exposed to dis tress ing sexual materia l while  

online .28 
# 1 in 25 youths  rece ived an online  sexua l solicita tion in which the  solicitor tried to 

make  offline  contact.29 
# In more  than one-quarter (27%) of incidents , solicitors  asked youths  for sexual 

photographs of themselves .30 
# 15% of ce ll-owning teens  (12–17) say they have  rece ived sexua lly suggestive  

nude/seminude images of someone  they know via  text.31 
# 4% of ce ll-owning teens (12–17) say tha t they have  sent sexually suggestive  

nude/seminude messages  to others  via  text message.32 
 

A survey conducted in 2008 by the  Nationa l Campaign to Prevent Teen and Unplanned 
Pregnancy found tha t:33 

                                                 
21 P lanty e t a l. (2013). Female  Victims of Sexual Violence, 1994-2010 (NCJ  240655). Washington, DC: U.S . Dept of 
Jus tice , Office of Jus tice Programs , Bureau of Jus tice  Sta tis tics . 
22 ibid. P lanty e t a l. (2013).   
23 S ilverman (2001). Dating Violence  Agains t Adolescent Girls  and Associated Substance Use , Unhealthy Weight 
Control, Sexual Risk Behavior, P regnancy, and Suicidality. Journal of The American Medical Associa tion, 286(5): 572-
579. 
24 Wolak & Finkelhor (2006). Online  victimiza tion of youth: Five  years  la te r. Alexandria , VA: National Center for Miss ing & 
Exploited Children. 
25 ibid. Finkelhor (2009).  
26 U.S. Department of Health and Human Services , Adminis tration for Children and Families , Adminis tra tion on Children, 
Youth and Families , Children's  Bureau. (2011). Child Maltrea tment 2010.  
27 ibid., 26. 
28 ibid., 26. 
29 Lenhart (2009). Teens  and Sexting. Washington, D.C.: Pew Interne t & American Life  Project. 
30 ibid., 29.  
31 Kilpatrick et a l. (2007). Drug-facilita ted, incapacita ted, and forcible  rape: A national s tudy (219181). Charles ton, SC: 
Medica l Univers ity of South Carolina , National Crime Victims Research & Trea tment Center. 
32 Ibid., 31. 
33 Wolak, Finkelhor, & Mitchell (2004). Interne t-Initia ted Sex Crimes  Agains t Minors : Implications  for Prevention Based on 
Findings  from a  National Study. Journal of Adolescent Health, 35(5): 11-20.  
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# 38% of teen girls  and 39% of teen boys  say they have  had sexua lly suggestive  
text messages  or e -mails—origina lly meant for someone  e lse—shared with them. 

# 44% of both teen girls  and teen boys  say it is  common for sexually suggestive  
text messages  to ge t shared with people  other than the intended recipient. 

# 36% of teen girls  and 39% of teen boys  say it is  common for nude  or seminude 
photos  to get shared with people  other than the intended recipient. 

# 51% of teen girls  say pressure  from a  guy is  a  reason girls  send sexy messages 
or images ; only 18% of teen boys  cited pressure  from female  counte rparts  as  a  
reason. 

# 15% of teens  who have  sent or posted nude/seminude  images  of themselves  say 
they have  done  so to someone  they knew only online . 

# When s ta ting the  reasons  why they sent/pos ted sugges tive  messages  or 
nude/seminude  pictures/videos , 44% sa id it was  in response  to one that was  sent 
to them. 

# Sending and pos ting nude  or seminude  photos  or videos  s ta rts  a t a  young age 
and becomes  even more frequent as  teens  (ages  13 to 19) become young adults  
(ages  20 to 26). 
 

The  results  of the  survey describe  characte ris tics  of inte ractions  be tween Inte rnet 
preda tors  and the ir juvenile  victims . The  survey found that: 

# The majority of victims had met the  preda tor willingly. 
# Of the 129 victims identified, ages 17 and younger, the face -to-face  meetings 

had occurred in 74% of the  cases , and 93% of those  encounters  had included 
sexual contact. 

# 75% of the  victims were  girls . 
# The majority of victims (67%) were  children be tween the ages  of 12 and 15. 
# The  most common firs t encounter of a  preda tor with a  victim took place  in an 

online  cha t room (76%). 
# In 47% of the cases , the preda tor offered gifts  or money during the  re la tionship-

building phase . 
# Preda tors  used less  deception to befriend the ir online  victims  than expe rts  had 

thought. Only 5% of the preda tors  told the ir victims  that they were  in the  same 
age-group as  the  victims . Most offenders  told the  victims  that they were  older 
males  seeking sexual re la tions . 

# The  victims  who responded to this  survey had willingly met and had sexual 
encounters  with the  preda tors . The  authors  concluded tha t vulnerable  youth need 
further education regarding the nega tive  effects  of such re lationships . 

 
FACTS ABOUT SEX OFFENDERS IN COLORADO 
 

# As  of (give  current da te), there  a re  approximate ly (give  current #) sex offenders  
regis te red in the  Sta te  of Colorado. (give  #’s  for your jurisdiction) 

# The  tota l number of SVPs  a t any given point in the  community is  ava ilable  on the  
CBI webs ite .  P lease  note  many of these offenders  may have  been deported or 
re turned to custody.  In addition, there  are  well over 400 SVPs  in the  Department 
of Corrections  and many ye t to be  des ignated by the  parole  board.  

# Each year in Colorado, approximate ly 60% of convicted sex offenders  are  placed 
on proba tion, parole , or community corrections , with the  remainder be ing 
sentenced to incarcera tion a t the Department of Corrections or the county ja il.34 

                                                 
34 Colorado S tate  Court Adminis tra tor’s  Office  
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# A 1998 s tudy by the  Colorado Department of Public Health and Environment 
found: 

# 1 in 150 women and 1 in 830 men in Colorado had experienced a  comple ted or 
a ttempted sexua l assault in the  pas t 12 months ;  

# 1 in 4 women and 1 in 17 men in Colorado had experienced a  comple ted or 
a ttempted sexual assault in the ir life time . Approximate ly 16% of these  assaults  
were  reported to police .  
 

SEX OFFENDER CHARACTERISTICS  
 

# Sex offenders  rare ly commit just one type  of offense .35 
 
# There  is  no such thing as  a  “typica l” sexual offender; however, many tend to be 

manipula tive , deceptive , and secre tive . Sex offenders  come from a ll backgrounds, 
ages, income leve ls , and profess ions .  

 
# The  majority of sex offenses , (80-95%) a re  committed by someone  the  victim 

knows.36 
# More  than ha lf (51.1%) of female  victims  of rape  reported be ing raped by an 

intimate partner and 40.8% by an acqua intance .37 
 
 

# For male  victims , more  than ha lf (52.4%) reported be ing raped by an 
acquaintance  and 15.1% by a  s tranger.38 

# In 93% of child sexual abuse  cases , the  child knows the  person that commits  the  
abuse .39 

# Most perpe tra tors  a re  acquaintances , but as  many as  47% are  family or 
extended family.40 

# In 2005-10, 78% of sexual violence  involved an offender who was  a  family 
member, intimate  partner, friend, or acquaintance . From 1994 to 2010, the 
percentage  of serious  violent crime —rape  or sexual assault, robbery, or 
aggrava ted assault—that was  not reported to police  declined from 50% to 42%.41 

 
# Sex offenders  do not usua lly commit the ir crimes  impuls ive ly. They usua lly employ 

careful planning and pre liminary s teps  tha t, if inte rrupted, can prevent an actua l 
crime .42 

 
# The  vas t majority of sex offenders  a re  male; 1 - 20% of child sex offenses  a re  

committed by women.
43

 

                                                 
35 ibid., Cann, Friendship, & Gozna  (2007); Hanson & Morton-Bourgon (2005); Kleban et a l. (2013). 
36 ibid., Black e t al. (2011). 
37 ibid., Black e t al. (2011). 
38 ibid., Black et a l. (2011). 
39 ibid., Finkelhor (2009). 
40 ibid., Brie re  and Eliot (2003). 
41 Ibid., Berzofsky et a l. (2013) 
42 Center for Sex Offender Management (CSOM) 
43 Fergusson, Horwood, & Lynskey (1996). Childhood Sexual Abuse and Psychia tric Disorder in Young Adulthood: II. 
Psychia tric Outcomes of Childhood Sexual Abuse . Journal of The American Academy of Child and Adolescent Psychia try, 
35(10): 1365-1374; Finkelhor, Hota ling, Lewis , & Smith (1990). Sexual abuse  in a  national survey of adult men and 
women: Prevalence , characteris tics , and risk factors . Child Abuse  & Neglect, 14(1): 19-28; Freeman & Sandler (2008). 
Female  and Male  Sex Offenders : A Comparison of Recidivism Patte rns  and Risk Factors . Journal of Interpersonal 
Violence, 23(10), 1394-1413; Vandiver, & Kercher (2004). Offender and Victim Characteris tics  of Regis tered Female  
Sexual Offenders  in Texas : A Proposed Typology of Female Sexual Offenders . Sexual Abuse: A Journal of Research and 
Trea tment, 16(2): 121-137.  
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# Male  sex offenders  who sexually moles t boys  a re  not necessarily homosexual.44 
 
IMPACT ON VICTIMS OF SEX OFFENSES 
 
# Overwhelming experiences  such as  sexual assault or abuse  crea te  s ignificant s tress  

responses. 
 

# There  a re  many diffe rent responses  to trauma tha t victims  of sexual assault can 
exhibit. Numerous  factors  can influence  an individua l’s  response  to and recovery 
from sexual assault. Some factors  include : age and deve lopmenta l maturity of 
victim; victim re la tionship to offender; socia l and familia l support of victim; police , 
medica l, and victim advocate  response  to victim; frequency, dura tion, and 
severity of the  sexual as sault(s ); the  environment in which the  assault occurred; 
community a ttitudes  and va lues  regarding sexua l assault; and the meaning 
a ttributed to the  traumatic event by the sexual assault survivor.45

 
 

# Sexual trauma inflicted by a  known perpe tra tor tends  to crea te  a  more  difficult 
recovery than sexual trauma inflicted by a  s tranger. The  victim must a lso dea l with 
be traya l by someone they have  formerly trusted.46 

 
# Sexual trauma can crea te  pos t-traumatic  s tres s  d is order or other clinica l 

reactions.  Nearly 1/3 of a ll rape  victims  deve lop rape -re la ted PTSD.
47

 

 
# Long te rm damage  to the  victim may take  the  form of some  or a ll of the  following 

symptoms: depress ion, chronic anxie ty, fee lings  of dissociation (not fee ling 
connected to onese lf), flashbacks  to the  traumatic event, avoidance  of anything tha t 
reminds  them of the  traumatic event, intrus ive  thoughts , re la tionship disruptions  such 
as  increased conflict or divorce , loss  or diminishment of sexual inte res t or 
respons iveness , loss  of concentration, he ightened fears , chronic s leeping or eating 
problems, exaggera ted s ta rtle  response , irritability, suicida l thoughts , a   diminished 
inte res t in living and an inability to enjoy previous ly enjoyed life  activities .48 

 
# Teen victims  of sexual assault more like ly: to engage in unprotected sex.49 

 
# Teen victims  of sexual assault a re  3 times  more  like ly to deve lop psychia tric 

disorders  or to abuse  a lcohol.50 
                                                 
44 Holmes & Slap (1998). Sexual abuse  of boys : Definition, prevalence, corre la tes , sequelae , and management. Journal 
of the American Medica l Associa tion (JAMA), 280(21): 1855-1862.  
45 Brie re  & Scott (2006). P rinciples  of trauma therapy: A guide  to symptoms, eva luation, and trea tment. Thousand Oaks , 
CA: Sage  Publica tions ; Fe iring & Taska  (2005). The Pers is tence of Shame Following Sexual Abuse: A Longitudinal Look 
a t Risk and Recovery. Child Maltrea tment, 10(4): 337-349; Morrison (2007). Caring about sexual as sault: the  effects  of 
sexual as sault on families , and the effects  on victim/survivors  of family responses  to sexual as sault. Family Matters , 76: 
55-63; O’Doherty e t a l. (2001). Recovery work with child victims of sexual abuse : A framework for intervention. Child Care  
in Practice , 7(1):78-88; Pa tte rson, D. (2011). The Linkage Between Secondary Victimiza tion by Law Enforcement and 
Rape  Case  Outcomes. Journal of Interpe rsonal Violence, 26(2): 328– 347.  
46 Fe iring, & Taska (2005). The Pers is tence  of Shame Following Sexua l Abuse: A Longitudinal Look at Risk and 
Recovery. Child Maltrea tment, 10(4): 337-349; Wilson (2010). Health Consequences  of Childhood Sexual Abuse . 
Perspectives  in Psychia tric Care . 46(1): 56-64. 
47 ibids ., Black et a l. (2011); Mason & Lodrick (2012). Psychologica l consequences  of sexual assault. Bes t P ractice  & 
Research Clinica l Obste trics  and Gynaecology, 27(1): 27-37. 
48 ibids ., Black et a l. (2011); Ullman & Filipas  (2001). P redictors  of PTSD symptom severity and socia l reactions  in sexual 
as sault victims. Journal of Traumatic Stress . 14(2): 369-389; ibid., Wilson (2010).  
49 Brown e t a l. (2000). Impact of sexual abuse  on the  HIV-risk-re lated behavior of adolescents  in intens ive  psychiatric 
trea tment. America  Journal of Psychia try. 157: 1413-1415 
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# Young male  and female  victims  of sexual assault a re  a t increased risk of eating 

disorder behaviors .51 
 

# The  above  mentioned responses  a re  minimized and recovery is  enhanced when a  
victim is  be lieved and  s upported  and has  access  to victim advocacy and treatment 
se rvices .52 

 
# Most victims  of sexual assault do not become sex offenders .53 

 
COMMUNITY SEX OFFENDER MANAGEMENT 
 
# Most convicted sex offenders  in Colorado a re  subject to the  supervis ion of a  criminal 

jus tice agency, e ither probation, parole  or community corrections . 
 
# Of the  39% of rapes  tha t a re  reported to police , there  is  only a  16.3% chance  the  

rapis t will end up in prison.54 
# Factoring in unreported rapes , about 6% (1 out of 16) of rapis ts  will ever spend a  

day in ja il. Fifteen out of s ixteen will walk free .55  

 
# The  Sex Offender Management Board agrees  tha t sex offenders  a re  potentia lly 

dangerous  and recognizes  the harm they cause  as  well as  the ir poss ible  risk to re -
offend (criminally and sexually).56  

 
According to the  Sex Offender Management Board, community safety is  paramount 
and comes  before  the  needs  of the  offender.  Community safe ty means  tha t the 
primary goal is  to prevent the  offender from victimizing any other person.

57
 

 
# While  there  is  no way to know if a  convicted sex offende r will reoffend, the 

combination of comprehens ive  trea tment and carefully s tructured and monitored 
behaviora l supervis ion conditions  may ass is t some sex offenders  to deve lop inte rna l 
controls  for the ir behaviors . 
 

# Colorado uses  the  Conta inment Approach to manage  sex offenders  who a re  placed 
in the  community.  In the inte res t of public safety, sex offenders  a re  never managed 
by an individua l person; ra ther they a re  managed by community supervis ion teams, 
cons is ting of supervis ing criminal justice  officers  (probation, parole  or community 

                                                                                                                                                 
50 Kendler et a l. (2000). Childhood sexual abuse  and adult psychia tric and substance use disorders : an epidemiological 
and cotwin control ana lys is . Archives  of Genera l Psychia try, 57(10): 953 -959. 
51 Neumark-Sztainer e t a l. (2000). Disordered ea ting among adolescents : Associa tions  with sexual/phys ica l abuse  and 
other familia l psychosocia l factors . Interna tional Journal of Eating Disorders . 28(3): 249-258. 
52 Campbell (2006). Rape  survivors ’ experiences  with the  lega l and medica l sys tems : Do rape  victim advocates  make a 
difference? Violence  Against Women, 12(1): 1-16.  
53 Parks  & Bard (2006). Risk Factors  for Adolescent Sex Offender Recidivism: Evaluation of Predictive  Fa ctors  and 
Comparison of Three  Groups  Based Upon Victim Type. Sexual Abuse: A Journal of Research and Trea tment, 18(4): 319-
342. 
54 Reynolds  (1999). Crime and Punishment in America : 1999 (No. 229). Dallas , TX: NCPA Policy Report; Lonsway, & 
Archambault (2012). The “Justice Gap” for Sexual Assault Cases . Violence  Against Women, 18(2): 145-168. 
55 ibid. Reynolds  (1999).  
56 SOMB (2011). Standards  and Guidelines  for the Assessment, Evalua tion, Trea tment and Behaviora l Monitoring of 
Adult Sex Offenders , Denver, CO: Colorado Department of Public Safe ty, Divis ion of Criminal Jus tice , Office  of Domestic 
Violence and Sex Offender Management. ibid., Guiding Principles  1 & 2. 
57 ibid., SOMB (2011). 
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corrections), polygraph examiners  and specia lized treatment providers .  Supervis ing 
office rs  monitor conditions  se t by the  Court/Parole  Board for the  offender and can 
impose  sanctions  for viola tions .  Treatment providers  ga the r information about the 
offender, ass is t with monitoring and adminis ter a  long-te rm comprehens ive  se t of 
planned therapeutic inte rventions  des igned to change  sexually abus ive  thoughts  and 
behaviors .  The  polygraph examiner ass is ts  in ga thering a  full and a ccurate  his tory of 
the  offender’s  behavior and monitors  current compliance  with conditions  and risk 
behaviors .

58
 

 

 
 
Conta inment Approach 
 

Sex offenders  mus t waive  confidentia lity for eva lua tion, treatment, supervis ion and 
case  management purposes .  All members  of the  team managing and trea ting each 
offender mus t have  access  to the  same re levant information.  S ince  sex offenses  are  
committed in secret, a ll forms  of secrecy potentia lly undermine  the  rehabilita tion of 
sex offenders  and threa ten public sa fe ty.  This  approach has  been identified through 
research to be  the  bes t way to manage  adult convicted sex offenders  in the  
community.

59  
 

                                                 
58 English, K., (1998). The Conta inment Approach: An Aggress ive  Stra tegy for the  Community Management of Adult Sex 
Offenders . Psychology, Public Policy, and Law, 4 (1/2): 218-235. 
59 ibid., English (1998). 
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# Successful conta inment, trea tment and management of sex offenders  is  enhanced 
by the  involvement of family, friends , employe rs , and others  who have  pos itive  
influence  in sex offenders ' lives , when these  people  a re  willing to support the 
conditions  and requirements  of the  criminal jus tice  sys tem. 

 
# Ass ignment to community supervis ion is  a  privilege  (a lterna tive  to incarcera tion), and 

sex offenders  must be  comple te ly accountable  for the ir behaviors .  They must agree 
to intens ive  and sometimes  intrus ive  accountability measures , which enable  them to 
remain in the  community ra ther than in prison.  They must learn to be comple te ly 
accountable  to mainta in the  privilege  of remaining under community supervis ion.  

 
COMMUNITY PROTECTION AND S AFETY ISSUES 
 
Pers onal Safety Tips :  P lease  be  aware  tha t there  a re  no perfect protection s trategies . 
There  is  no way to predict a ll poss ible  s itua tions .  These tips  are  intended to reduce , not 
e liminate  the risk of assault. 
 

# The  primary respons ibility for any sexual assault res ts  with the  offender and not 
the  victim.  Unfortuna tely, you  can  take  all reas onable  meas ures  to  reduce  
your ris k and s till be as s au lted. 

 
# Knowledge  is  power.  Though many sex offenders  a re  NOT known to law 

enforcement, you can educa te  yourse lf about those  known offenders  who res ide  
in your community by contacting your loca l law enforcement agency. Community 
Notifica tion a lso provides  va luable  information about sexually violent preda tors  
(SVPs) in your community. 

 
# Remember, mos t s exua l as s au lts  a re  committed  by s omeone  known to  the  

vic tim. The  s tranger does  not pose  the  highes t risk to you. 80-95% of sex 
offenders  a re  known to the ir victims  and includes  re la tives , friends  and authority 
figures .  If you fee l uncomfortable  in someone’s  presence , trust your gut and take 
s teps  to dis tance  yourse lf from him or her. Don’t be  afra id to make  a  scene  if 
necessary.  Te ll someone! 

 
# Socie ta l myths  a re  be liefs  that contribute  to the  continua tion of sexual assault 

and abuse .  Unders tand the  current rape  myths  and he lp debunk these  myths  for 
others . 

 
# Be  thoughtfu l and us e  good judgment in  choos ing  your friends  and 

partners .  Identify safe  people  in your ne ighborhood tha t you or your children 
can go to if you need he lp.  Be  cautious  about making persona l contact with 
those  you meet on the  Inte rnet or in other s imila r environments .   

 
# Be  obs ervant and  aware  of your s urroundings . Avoid poorly lit a reas  where  

an a ttacker might hide .  Be  care ful of your use of a lcohol and drugs ; you a re  
more  vulnerable  to a ttack if you a re  intoxica ted.  Do not leave  your food or drink 
una ttended at a  party or in a  public place .  Don’t be  embarrassed to use  security 
s taff a t work or when shopping to walk you to your car.  Do not pick up 
hitchhikers  or s top to he lp a  s tranger in a  s ta lled vehicle ; use  a  phone  in a  safe  
loca tion to ca ll for he lp. 
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# Do not haras s  the  offender.   The  purpose  behind community notification is  to 
reduce  the chances of future  victimiza tion of persons  by this  offender.  The 
information presented through this  notifica tion should ass is t you and your family 
in avoiding s itua tions  that a llow easy victimiza tion. Initia ting contact with the  SVP 
can increase  the  risk of you or your family be ing victimized or may drive  the  
offender underground and place  others  a t greate r risk. 
 

# For more information, go to http://sor.s ta te .co.us/  
 
What can  I te ll my children?  
 
1. Ta lking to your child before  an  as s au lt happens  is  the bes t p revention: 

• Children a re  bes t protected by giving them the  knowledge  and skills  necessary 
for the ir safety. 

• Le t your child know that safe ty rules  apply to a ll adults  including family members . 
• Encourage  your child to te ll someone about secre ts  that a re  making her/him fee l 

bad. 
• Le t your child know that you a re  ava ilable  to ta lk and lis ten; a llow your child to 

share  thoughts  and lis ten close ly to what they are  te lling you. 
• Help your child unders tand who they can trus t. Talk with your child about this  and 

lis ten to the ir input. 
• Te ll your child tha t if someone touches  her/him to te ll and keep te lling until 

someone lis tens . 
• Ins tilling a  sense  of s trong se lf-es teem in your child may he lp your child avoid 

fee lings of respons ibility and guilt if they a re  victimized. 
• Open sexual communication a t home can make  it eas ie r for children to disclose 

sexual abuse  by minimizing discomfort. 
• A child is  never to blame for the  abuse; children cannot prevent abuse , only the  

offender can. 
 
2. Knowing perpetra tor tac tics  and  how a  ch ild  may reac t can  he lp  you de tec t 

s exua l abus e: 
• Offenders  may threaten to hurt the child or a  family member of the child if they 

te ll anyone  about the abuse . This  is  common regardless  of whether the 
perpe tra tor is  a  family member, friend, acquaintance  or s tranger. 

• A child often fee ls  that she /he  is  to blame for the  abuse. The  offender may 
re inforce  this  by us ing guilt tactics  on the child. 

• Offenders  often follow-up abus ive  incidents  with treats  or gifts  for the  child. This  
is  very confus ing for the  child, and may make  her/him fee l guilty for accepting the 
gifts  and/or for fee ling bad about the abuse. 

• Be  aware  if your child ta lks  a  lot about a  particula r adult or older person. 
• Be  aware  of individua ls  (family member, friend, and ne ighbor) who spend or want 

to spend an inordina te  amount of time  with your child. 
• It is  common for a  child to deny tha t abuse  happened when it did or te ll about the 

abuse  and then recant the ir origina l s ta tement. There  is  little  evidence  tha t 
children make fa lse  a llega tions  of abuse. 
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3. Res ponding appropria te ly when  your ch ild  is  vic timized can make  a ll the 
d ifference  in  her/his  hea ling proces s : 
• If you think abuse is  going on, act on that fee ling or ins tinct. 
• Be lieve  your child when they te ll. 
• Don’t force  a  child to ta lk or s top ta lking about the  abuse . Allow them to go a t 

the ir own pace . Be  patient. 
• Remind your child how s trong she /he was  for te lling about the abuse. 
• Getting your child involved with a  support group of peer survivors  can he lp 

e liminate  fee lings  of isola tion. 
• Get support for you and your child; this  is  a  very difficult is sue  for any one  person 

to handle . 
 
4.Avoid  s cary de ta ils . 
   
You know more  than your child needs  to know. Use  language  tha t is  hones t & age -
appropria te  (e .g. “there a re  people  who do bad things  to children”). Include  genera l 
information, as  this  may protect them from others  who would try to harm them as  well.  If 
your child is  like ly to have  contact with the  sexually violent preda tor (SVP) or other 
regis te red sex offenders , you should show your child the  sex offender’s  photo. Instruct 
them to avoid contact with the  offender and encourage  them to te ll you if the  SVP 
initia tes  contact.  In genera l, a ll supervised sex offenders  a re  prohibited from initia ting 
any contact with children, and any contact should be  reported to the  SPV’s  supervis ing 
office r. 
 
 
5. Teach your child :  

• DON’T take rides  from s trangers ;  
• DON’T harass  or vis it any sex offender’s  home or yard;  
• DON’T keep secrets ;  
• DON’T ass is t s trangers ;  
• DON’T go places  a lone ;  
• DO ta lk to your children about inappropria te  touching;  
• DO ask questions ; 
• DO ta lk about any uncomfortable  fee lings  or inte ractions, regardless  of who it is  

(family member, friend of the family, e tc.);  
• DO te ll a  safe  adult if anyone  acts  inappropria te ly toward them (e .g. creepy, too 

friendly, threa tening, offering gifts  in a  secre t way, or touching them);  
• DO RUN, SCREAM, and GET AWAY if someone  is  bothering them. 

 
6. Role-p lay s afe ty with your child .   
Act out scenarios  of various  dangerous  s ituations  and teach them how to respond (e .g. 
home a lone  with a  babysitte r who wants  to play a  sex game, separated from Mom in the 
toy s tore  & a  man comes  up to ta lk to them; or cha tting on the  Interne t & they a re  asked 
for the ir home address ).  
 
Review Appendices  for further information regarding resources  for the public. 
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FREQUENTLY ASKED QUESTIONS 
 

1) What does  SVP mean?  
SVP s tands  for Sexually Violent Preda tor.  SVP is  a  lega l federa l te rm.  It is  a  
des ignation given to high risk adult convicted sex offenders .  “In 1999, the  
Genera l Assembly found tha t persons  who a re  convicted of offenses 
involving unlawful sexual behavior and who a re  identified as  sexually violent 
preda tors  pose  a  high enough leve l of risk to the  community tha t persons  in 
the  community should notifica tion concerning the  identity of these  sexua lly 
violent preda tors .”16-13-901, C.R.S.  SVPs  a re  identified by the ir crime of 
conviction and  by the ir ra ting on a  risk assessment ins trument.  Offenders  
who meet the  criteria  for SVP must regis te r quarterly with the ir loca l law 
enforcement agency for life .  If a  person is  found to be  an SVP, the 
community must be notified every time  the  SVP changes res idence.  

 
2) If th is  s ex offender is  s o  dangerous , why is  he /s he  a llowed out in  the 

community?  
Most SVPs  a re  sentenced to lengthy prison te rms, a lthough some SVP’s  can 
be  re leased into the  community on proba tion, directly upon sentencing, or on 
parole , following incarcera tion and sometimes  participa tion in sex offense -
specific menta l hea lth trea tment a t the  Department of Corrections . This  may 
a lso mean tha t the  SVP may be  granted a  work re lease  as  a  condition of 
parole  or proba tion. In de te rmining an SVP’s  risk to the  community, the Court 
or Parole  Board cons iders  the  profess iona l recommendation of the proba tion 
office r or Department of Corrections  (prison) des ignee , and the  assessment 
of sex offense -specific menta l hea lth eva lua tor.  If the  SVP is  dete rmined to 
be  manageable  in the community, a  recommendation may be made tha t 
he /she  be  supervised by proba tion or parole .  In a ll cases , the  court or Parole  
Board mus t make  the  dete rmination regarding the placement of an SVP. 
# The  Court or Parole  Board makes  the  fina l de te rmination regarding the 

SVP’s  re lease  into the community. 
# Remember tha t not every community member will be  sa tisfied with your 

answer, therefore , present the  materia l in genera l terms. 
# It would be  beneficia l to have  someone who was  involved in de te rmining 

the  re lease  of an SVP, such as  Dis trict Attorney or supervis ing officer, 
ava ilable  a t the  meeting to discuss the  factors  that led to the 
recommendation that the SVP be  re leased into the  community. 

# As  a  s ta te , we  do not imprison a ll sex offenders  (65% are  re leased into 
the  community), including those  who a re  supervised by the  criminal 
jus tice sys tem through proba tion or parole . 

# In Colorado, many SVPs  will be  subject to our Life time  Supervis ion Law, 
which makes  it eas ie r to conta in an offender if they demons tra te  
increased risk. 
 

In the  case  of other sex offenders  who a re  not dete rmined to be  SVP’s , many 
a re  convicted of offenses  with de te rminate  sentences , which mean tha t they 
have  a  time  limit on the ir sentence. These  offenders  may comple te  the ir 
required period of supervis ion or be  re leased into the  community without 
proba tion or parole  supervis ion.  Most a re  required to regis ter as  a  sex 
offender with law enforcement. 
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3) Why aren 't communities  notified when o ther types  of s ex offenders  a re  
re leas ed?  
Communities  in Colorado a re  notified when a ll convicted sex offenders  move  
into the ir jurisdictions, e ither through the  sex offender regis try or the  
community notifica tion process  regarding SVPs .  The  sex offender regis try 
lis ts  a ll convicted sex offenders  who a re  required to regis ter with loca l law 
enforcement in each community. Every citizen has  the  right to obta in the 
regis try from his  or her loca l law enforcement agency.  They can a lso view 
adult fe lony sex offenders  and SVPs  on the  inte rne t e ither via  the  loca l law 
enforcement webs ite  (police  department or sheriff) or CBI. 

 
4) Is n 't it jus t a  matte r o f time before the SVP commits  another c rime?  

Many sex offenders  can be  close ly monitored for risk behavior while  under 
supervis ion and trea tment.  Some can learn through trea tment to manage 
the ir sexual offending behaviors  and decrease  the ir risk of re-offense .  
However, such behaviora l management and trea tment cannot permanently 
e liminate  the risk that sex offenders  may repea t the ir offenses.  

 
5) Now tha t I know a  s ex offender lives  in  my community, what s hould  I do  

d ifferen tly to  pro tect family and mys elf?  
Read the  educationa l and public sa fe ty materia ls  ava ilable  through the 
community notifica tion process , which offe r prevention information regarding 
sex offenders  for you and your family.  
# Read the  SVP Bulle tin to learn more  about this  specific SVP and any 

behaviors  you should report to law enforcement. 
# Support and a ttend sexual assault prevention programs for yourse lf and 

your children. 
 

6) What do I te ll my children  about this  SVP?  
In a  manner which does  not incite  panic, ins truct your children to avoid a ll 
contact with the  SVP, even if the  SVP’s  offense  of conviction does  not involve  
an offense  aga ins t a  child.  Ins truct them to avoid be ing in the  vicinity of the 
SVP’s  res idence  or workplace .  Sex offenders , who a re  under some form of 
supervis ion, have  varying res trictions  regarding prohibited contact with 
children.  Review the  public sa fe ty materia ls  with your children and 
encourage  your child to te ll you about any contact with the  SVP or any other 
person who makes  them fee l uncomfortable .  It is  important to teach your 
children about appropria te  and inappropriate  contact, good boundaries  and to 
encourage  regula r discuss ion about the ir interactions  with others . 

 
7) How would I know if my ch ild  has  been s exually vic timized?  

If you notice  behaviora l changes or if you suspect tha t your child has  been 
sexually victimized, contact your loca l law enforcement agency, Department 
of Socia l Services  or Child Advocacy Center immedia te ly.  Also, give  your 
child permiss ion to ta lk to you about things  that may be  bothering them and 
encourage  them to a ttend child abuse  prevention programs he ld through 
schools  and community programs. 
 
It is  important to remember that though SVPs may pose  a  risk, they a re  not 
the  only sex offenders  in the  community.  Other offenders  who may be 
dangerous , but who a re  not subject to community notification by law, include  
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a ll un-convicted sex offenders , a ll sex offenders  whose  offenses  were  
committed prior to July 1, 1997 and many who have  not been identified as  
known sex offenders . Research indica tes  tha t a  person is  mos t like ly to be  
sexually assaulted by someone they know.  Further, the  majority of sex 
offenses a re  not reported to authorities . MOST importantly, ALWAYS believe  
your children! 
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APPENDIX G: EDUCATIONAL AND RESEARCH 
REFERENCES: 
 
Colorado Revis ed  S tatu tes  
 
1.Sex Offender Management Board , Enabling Sta tu te  

      Section 16-11.7-101 through Section 16-11.7-107 C.R.S. 
 

2.Life time Supervis ion  Crite ria   
      Section 16-13-809 (1) (a) and (b) C.R.S. 
 

3. S tandards  for Community Entities  That Provide  Supervis ion  and Trea tment for   
Adult Sex Offenders  Who Have  Developmenta l Dis abilities  

      Section 16-13-809 (1) (c) C.R.S. 
 

4.Community Notifica tion  Regard ing Sexually Vio len t Predators   
      Section 16-13-901 through Section 16-13-905 C.R.S. 

 
5.Colorado Sex Offender Regis tra tion Act 
 Section 16-22-101 through Section 16-22-114 C.R.S. 
 
6.Sexually Vio len t Preda tor 

      Section 18-3-414.5 C.R.S. 
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Res ources : 
 
ATSA (Associa tion for Trea tment of Sexual Abusers )  
www.a tsa .com/ 
 
Colorado Coalition Agains t Sexual Assault (CCASA) 
www.ccasa .org/ 
 
Cente r for Sex Offender Management (CSOM) Publica tions :  
www.csom.org 
To order, please  ca ll (301) 589-9383 or vis it 
 
Rape  in America , Report to the Nation, 1992, Nationa l Victim Center 
 
Sex Offender Sentencing, Monitoring, Apprehending, Regis tration and Tracking (SMART 
Office) 
http://www.smart.gov/ 
 
Sex Offender Management Board (SOMB) 
http://dcj.somb.s tate .co.us / 
 
Sex Offenses  and Offenders , 1997, 2000, 2004, Bureau of Justice  Sta tis tics    
 
Sexua l Assault in Colorado, July 1999, C-CASA/Colorado Department of Public Health 
and Environment   
To order (303) 692-3016 
 
S tandards  & Guide lines  for the  Assessment, Eva lua tion, Trea tment and Behaviora l 
Monitoring of Adult Sex Offenders , November 2011, Colorado Sex Offender 
Management Board, Colorado Department of Public Safety, Divis ion of Criminal Jus tice .  
To order (303) 239-4442 
 
 
 
 
 
 
 
 
 
 
 
 
 
Au thorized  by: 
S tephen  N. Cole        Da te :08/19/2014 
Chie f o f Police  
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BLACK HAWK POLICE DEP ARTMENT  

S tandard  Opera ting  Procedure  
Chie f S tephen  N. Cole  

 
Date  Is s ued: 07/11/07 
 

Subjec t: Award  P ins     Revis ion  Date : 02/14/2014 
 

TO: All Pers onne l      
 

 

Des crip tion: The Black Hawk Police Department  has established high standards 
of work performance for all department  members.   By the  same token,  the 
department  will also t ake  official not ice  of act s by employees of t he 
department  when such act s deserve  commendat ion or other appropriat e  
recognit ion.  

When a department  member performs at  a level that  exceeds those standards 
established by the department ,  the department  feels it  most  important  to 
express to the member special recognit ion for a job well done.   This recognit ion 
plays an important  role in building professionalism,  enthusiasm, and dedicat ion 
which go toward a department  member's performance and at t itude.  

The purpose of t his policy is to establish a st andardized procedure  by which 
documented recognit ion may be  given to those members of t he  department  
who perform above department  standards,  or demonst rate  special faithfulness to 
duty,  meritorious skill,  or bravery in t he  performance of duty.  
 
P rocedure: 
 

Award Pins: 
 
Recipient s of awards,  medals and campaign pins issued by t he Black 
Hawk Police  Department  may wear t he  miniature  pin on their uniform at  
t heir discre t ion.   Awards issued by other law enforcement  agencies may 
be  worn with the  permission of t he  Chief of Police.  
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A single  award pin will be  worn centered over t he  right  breast  pocket ,  
grounded to the  top edge of t he  pocket .   Up to t hree  award pins will be  
worn side  by side,  centered over t he  right  breast  pocket ,  grounded to 
t he  top edge of t he pocket ,  with t he  highest -ranking award on the 
wearers left ,  nearest  to the  heart .   
 
Four or more  award pins will be  worn with the  three  lower ranking 
awards grounded to t he top edge of the pocket .  The higher-ranking 
award pin(s) will be  worn centered over and grounded to t he  first  row.   
 
No more  than three  (3) award pins will be  worn in a single  row.  A row 
will have no less t han three award pins before a new row is st arted.  
 
The following is t he  order of precedence (ranking) for Black Hawk Police 
Department  medals and award pins:  
 
 Medal of Honor 
 Purple  Heart  

 Medal of Valor 
 Meritorious 
 Dist inguished 
 Life  Saving Award 
 Unit  Citat ion  
 S.W.A.T.  
 Civic Service  
 Fie ld Training Officer 
 Inst ructor 
 Unit  Citat ion Communicat ions (Comm.  Officers Only)  
 C. I.T.  
 
Medal of Honor and Unit  Cit at ion Award pins will be  worn with the 
red port ion to t he  wearer's right  side .   If a member receives the  same 
award twice ,  a designated pin with a gold st ar affixed will be 
presented.   Affixing a second gold star will designate  t hird and 
subsequent  awards.   In no case  will an award pin have more  than t wo 
st ars affixed.  
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I.  American Flag Pin: 
Members may,  at  their discre t ion,  wear t he  department  approved 
American Flag pin on their uniform.   The pin shall be  worn centered 
on the  right  breast  pocket  flap,  centered on the  top pocket  edge.  If 
other pins are  worn,  t he  American Flag pin shall be  centered above 
those  pins on their t op edge.  

 
a.  Authorized size  for American Flag pins are 1 ¾ X 

3/ 8 inches.   

 
 
II.  Unit  /  Specialty Pin:  

Members may,  at  t he ir discre t ion,  wear a department  approved unit  
or specialty pin on t heir uniform.  The pin will be  worn centered and 
grounded to the  bot tom st it ch of the  flap below the  right  breast  
pocket .  
 
The Administ rat ive  Sergeant  will maint ain a list  of all department  
approved unit ,  specialty pins and medals authorized for wear.   

 
III.  FBINA – FBI Academy graduates may wear t he  designated FBINAA 

pins.  
 

IV.  SPSC – Northwestern School for Police  Staff and Command graduates 
may wear t he  designated SPSC pins.  

 
V.  Members are  not  permit ted to wear unauthorized pins or medals.  

 
VI.  Merit  Pin examples and order t o be  worn on uniform: 
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Merit Pins Order 

 
MEDAL OF VALOR PURPLE HEART MEDAL OF HONOR 

 
 

MERITORIOUS SERVICE  
 

DISTINGUISHED SERVICE  LIFE SAVING 

 
UNIT CITATION SWAT/SSU 

 
CIVIC SERVICE  

 
FIELD TRAINING OFFICER 

 
INSTRUCTOR 

 
 

UNIT CITATION 
COMMUNICATIONS 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Au thorized  by: 
S tephen  N. Cole        Da te : 01/23/2012 
Chie f o f Police  
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BLACK HAWK POLICE DEPARTMENT 

Standard  Opera ting  Procedure  
Chie f S tephen  N. Cole  

 
Date  Is s ued: 05/17/2005 
 

Subjec t: Blood Borne  Pa thogens  P lan      
 

TO: All Personne l      Da te  Revis ed : 06/08/2015 
 

According to Occupa tiona l Safe ty and Hea lth Adminis tra tion (OSHA) es timates , 
approximate ly 5.6 million workers  in hea lth ca re  and other facilities  a re  a t risk of 
exposure  to blood borne  pa thogens  such as  the  human immunodeficiency (HIV) and 
hepa titis  B (HBV) viruses  and other potentia lly infections  mate ria ls . 

Those  workers  a t risk include  law enforcement pe rsonne l, corrections  office rs  and 
anyone  whose  job might require  providing firs t-response  medica l ca re  in which the re  is  
a  reasonable  expecta tion of contact with blood or othe r potentia lly infectious  mate ria ls . 

On December 6, 1991, OSHA published The  Fina l Rule  CFR 1910.1030, title s  
Occupationa l Exposure  to Bloodborne  Pa thogens .  The Fina l Rule  is  the  product of 
approximate ly five  years  of s tudy to deve lop a  policy to protect people  from 
occupa tiona l exposure  to blood borne  diseases . 

The  goa l of The  Fina l Rule  is  to reduce  the  number of occupa tiona l exposures  and 
transmiss ions  of diseases  ca rried in blood.  A number of s teps  have  been incorpora ted 
into the  Black Hawk Police  Department’s  Exposure  Control P lan. 

Although OSHA has  se t specific requirements , it is  le ft to individua l agencies  to deve lop 
an exposure  control plan tha t mee ts  the  pa rticula r needs  of tha t agency.  The  
department has  implemented the  following exposure  control plan to mee t those  
requirements  se t forth in The  Fina l Rule . 

BLOODBORNE P ATHOGENS EXPOSURE CONTROL PLAN 

TABLE OF CONTENTS 

Introduction         1 

Definitions          3 

I. Exposure  De te rmination      5 

II. Universa l Precautions  5 
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III. Pe rsona l Protective  Equipment (PPE)    6 

IV. PPE Usage  and Re-Supply     9 

V. Housekeeping       9 

VI. Hepa titis  B Vaccina tion Program and TB Testing  11 

VII. Exposure  Incidents  and Pos t-Exposure  Eva lua tion  11 

VIII. Medica l Records        13 

IX. Tra ining        14 

X. Tra ining Records        16 

 Appendix - Hepa titis  B Information    17 

 Appendix - Tuberculos is  Information    21 

FORMS 

 Hepa titis  B Vaccina tion Consent Form    22  

 Hepa titis  B Vaccina tion Declina tion Form   23  

 Hepa titis  B Vaccina tion Record     24  

 Exposure  Incident Report      25  

 Pos t-Exposure  Incident Follow-Up Check Lis t   26  

DEFINITIONS 

BLOOD 
Human blood, human blood components , and products  
made  from human blood. 

BLOODBORNE 
PATHOGENS 

Pa thogenic microorganisms  tha t a re  present in, and 
cause  disease  in humans ; these  pathogens include , but 
a re  not limited to, Hepa titis  B virus  (HBV) and human 
immunodeficiency virus  (HIV) 

CONTAMINATED 
The  presence  or reasonably anticipa ted presence  of 
blood or othe r potentia lly infectious  mate ria ls  on an item 
or surface . 
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CONTAMINATED 
LAUNDRY 

Laundry tha t had been soiled with blood or othe r 
potentia lly infectious  mate ria ls  or may conta in sharps . 

CONTAMINATED 
SHARPS  

Any contamina ted object tha t can pene tra te  the  skin 
including, but not limited to, needles , knives , broken 
glass , jagged meta l, and so on. 

DECONTAMINATION 

The  use  of phys ica l or chemica l means to remove , 
inactiva te , or des troy Bloodborne  Pa thogens on a  surface  
or item to the  point they a re  no longer capable  of 
transmitting infectious  pa rticles  and the  surface  or item is  
rendered safe  for handling, use  or disposa l. 

DEPARTMENT The  Black Hawk Police  Department 

ENGINEERING 
CONTROLS 

Controls , i.e ., sha rps  disposa l conta ine rs , se lf-shea thing 
needles  tha t isola te  or remove  the  blood borne  hazard 
from the  workplace . 

EXPOSURE POTENTIAL 
All employees  who have  potentia l exposure  to infectious  
or potentia lly infectious  mate ria ls  or pe rsons  

EXPOSURE INCIDENT 

A specific eye , mouth, othe r mucous  membrane , non-
intact skin, or pa rente ra l contact with blood or othe r 
potentia lly infectious  mate ria ls  tha t result from 
performance  of an employee 's  duties . 

LICENSED HEALTH 
CARE PROFESSIONAL 

A person whose  lega lly pe rmitted scope  of practice  a llows  
him or he r to independently pe rform the  activities  re la ted 
to Hepa titis  B vaccina tion and/or Pos t-exposure  
Eva lua tion and follow up. 

HEPATITIS  B VIRUS 
(HBV) HEPATITIS  C 
(nonB Hepatitis ) 

Both a re  a  chronic live r disease  transmitted by blood. 

HUMAN 
IMMUNODEFICIENCY 
VIRUS (HIV) 

A disease  affecting the  immune  sys tem, the  accepted 
te rm for AIDS, ARC, and re la ted immune  diseases . 

OCCUPATIONAL 
EXPOSURE 

Reasonably anticipa ted skin, eye  mucous  membrane, or 
pa rente ra l contact with blood or other potentia lly 
infectious  mate ria ls  tha t may result from the  pe rformance 
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of an employee’s  duties . 

OTHER POTENTIALLY 
INFECTIOUS 
MATERIALS 

The  following body fluids , semen, vagina l secre tions , 
ce rebrospina l fluid, synovia l fluid, pe rica rdia l fluid, sa liva , 
any body fluid tha t is  vis ibly contamina ted with blood, and 
a ll body fluids  where  it is  difficult or imposs ible  to 
diffe rentia te  be tween body fluids . Also any unfixed tis sue  
or organ (other than intact skin) from a  human (living or 
dead). 

PARENTERAL 
Piercing, mucous  membranes  or the  skin ba rrie r through 
such events  as  needle  s ticks , human bites , cuts , and 
abras ions. 

PERSONAL 
PROTECTIVE 
EQUIPMENT (PPE/WMD) 

Specia lized clothing or equipment worn by an employee  
for protection aga ins t a  hazard. Genera l work clothes  not 
intended to function as  protection aga ins t a  hazard a re  
not cons ide red persona l protective  equipment. Weapons 
of mass  des truction.  

REGULATED WASTE 

Liquid or semi-liquid blood or othe r potentia lly infectious  
mate ria ls , contamina ted items  tha t would re lease  blood or 
othe r potentia lly infectious  mate ria ls , and a re  capable  of 
re leas ing these  contaminants  when handled. 

SOURCE INDIVIDUAL 
Any individua l, living or dead, whose  blood or othe r 
potentia lly infectious  mate ria ls  may be  a  source  of 
occupa tiona l exposure . 

STERILIZE 
The  use  of phys ica l or chemica l procedure  to destroy a ll 
microbia l life , including highly res is tant endospore . 

UNIVERSAL 
PRECAUTIONS 

An approach to infection control tha t embraces  the  
concept tha t a ll human body fluids  a re  trea ted as  if known 
to be  infectious  for HIV, HBV, and other blood borne  
pa thogens . 

WORK PRACTICE 
CONTROLS 

Controls  tha t reduce  the  like lihood of exposure  by a lte ring 
the  manner in which a  ta sk is  pe rformed (i.e ., prohibiting 
recapping of needles  by a  two-handed technique)  

I. EXPOSURE DETERMINATION  

A. Within the  Police  Department, a ll pos itions  may be  expected to incur such 
occupa tiona l exposure , re gardless  of frequency.  
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B. All pe rsonne l a ss igned to the  pos itions  lis ted above  will be  required to 
comply with the  department’s  Infection Control P lan. 

II. UNIVERSAL PRECAUTIONS  

A. Universa l precautions  will be  observed within the  department and in fie ld 
opera tions  in orde r to prevent contact with blood or othe r potentia lly 
infectious  mate ria ls .  

B. All blood or othe r potentia lly infectious  mate ria ls  will be  cons ide red 
infectious  regardless  of the  pe rce ived s ta tus  of the  source  individua ls .  

C. Engineering and work practice  controls  will be  utilized to e limina te  or 
minimize  exposure  to employees .  

D. Hand washing is  a  major component of universa l precautions .  Soap 
dispensers  in a ll department res trooms a re  filled with an antiseptic soap 
effective  aga ins t a  wide  range  of pa thogenic organisms .  

1. The  janitoria l s taff on an “as  needed” bas is  us ing antiseptic soap 
provided by the  department will do re filling.  

E. Employees  engaged in fie ld operations  away from the  department facility 
will be  supplied antiseptic towele tte s  or sanitize r a s  an a lte rna tive  to hand 
washing.   If these  a re  used then employees  will wash the ir hands upon 
re turn to the  department facility.  

1. The  antiseptic towele tte s  or sanitize r are  loca ted in each 
department vehicle ’s  PPE kit.  

F. Supervisors  sha ll ensure  tha t a fte r the  remova l of pe rsona l protective  
gloves , employees  sha ll immediate ly, or a s  soon as  feas ible  following 
contact, wash the ir hands  and any other potentia lly contamina ted skin 
a rea  with soap and wate r. This  provis ion does  not apply to wearing of 
gloves  during routine  body sea rches  and the  escorting of prisoners .  

G. Supervisors  sha ll ensure  tha t if employees  incur exposure  to the ir skin or 
mucous  membranes  tha t those  a reas  sha ll be  washed or flushed with 
wa te r as  soon as  feas ible  following contact.  

H. In work a reas  where  the re  is  a  reasonable  like lihood of exposure  to blood 
or othe r potentia lly infectious  mate ria ls , employees  a re  not to ea t, apply 
cosmetics , lip ba lm, or handle  contact lenses .  
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I. Food and beverages  a re  not to be  kept in refrige ra tors , freezers , she lves , 
cabine ts , or on counte r tops  or bench tops  where  blood or othe r potentia lly 
infectious  mate ria ls  a re  present.  

III. PERSONAL PROTECTIVE EQUIPMENT (PPE)  

A. The  Police  Department’s  Adminis tra tive  Ass is tant will be  respons ible  for 
orde ring PPE supplies  for the  department based on requests  rece ived 
from fie ld supervisors .  

B. All PPE used by the  department will be  provided without cos t to 
employees .  PPE will be  chosen based on the  anticipa ted exposure  to 
blood or othe r potentia lly infectious  mate ria ls .  

C. The  PPE will be  cons ide red appropria te  only if it does  not pe rmit blood or 
othe r potentia lly infectious  mate ria ls  to pass  through or reach the  
employee’s  clothing skin, eyes , mouth or othe r mucous membranes  under 
normal conditions  of use  and for the  duration of time tha t the  PPE will be  
used.  

D. Supervisors  sha ll ensure  tha t employees  use  appropria te  PPE whenever 
feas ible . All office rs  a re  ass igned the ir own WMD/PPE equipment and a re  
tra ined bi-annua lly a s  required by the  PPE instructor. 

E. Under ra re  and extraordina ry circumstances  where , in the  employee’s  
profess iona l judgment, the  use  of PPE would result in inadequate  hea lth 
ca re  or present a  danger to the  employee  or another pe rson, the  use  of 
PPE may be  bypassed.  

1. As  soon as  poss ible , the  employee  will don PPE. 

2. If the  employee  makes  this  judgment, the  employee  sha ll notify a  
supervisor of the  incident as  soon as  poss ible . Any bio-hazard 
exposure  will require  the  employee  to comple te  a  Firs t Report of 
Injury report documenting the  exposure . 

3. The  Pa trol Divis ion Lieutenant will review any reports  and 
de te rmine  whe ther changes  can be  ins tituted to prevent such 
occurrences  in the  future .  The  Lieutenant will forward the  report to 
the  Chief of Police  with recommenda tions . 
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F.   Each PPE kit will normally conta in the  following items:  

1. La tex gloves   (3 pa ir) 

2. Poly Boots   (2 pa ir) 

3. Goggles  

4. Mask 

5. Hand sanitize r bottle  

6. Towele tte s  

7. Bio-hazard bags  with ties  (2) 

8. Covera lls  

G. Employees  a re  respons ible  for ensuring the  vehicles  they drive  have  
appropria te  PPE equipment and the ir pe rsona l PPE/WMD bags  a re  
appropria te ly equipped.  

H. Additiona l PPE will be  s tored in the  s torage  cabine ts  loca ted in the  pa trol 
room. 

I. Each PPE s ite , including vehicles , will conta in a  copy of the  BHPD 
Infection Control P lan.  

J . The  department will provide  PPE in appropria te  s izes  to mee t individua l 
employee  needs .  If gloves  and other equipment found in the  PPE kits  do 
not fit the  employee , the  employee  is  responsible  for notifying a  supervisor 
of s izes  needed.  Hypoa lle rgenic gloves  or othe r s imila r a lte rna tives  will be  
made  ava ilable  to employees  who have  an a lle rgic sens itivity to gloves .  

K. Employees  will wear appropria te  gloves  when it can be  reasonably 
anticipated tha t they will have  contact with blood, othe r potentia lly 
infectious  mate ria ls , and when handling or touching contaminated items  or 
surfaces .  Employees  will inspect the  gloves  afte r donning for tea rs  and 
punctures .  If the ir ability to function is  compromised they will be  replaced 
prior to use .  
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L. While  gloves  a re  in use , replace  if they a re  torn, punctured, contamina ted, 
or the ir ability to function as  a  ba rrie r is  compromised.  

M. Utility gloves  may be  decontaminated for reuse  if the ir integrity is  not 
compromised.  Disca rd utility gloves  when they show s igns  of cracking, 
pee ling, tea ring, puncturing or de te riora ting.  

N. Never wash or decontamina te  disposable  gloves  for re -use .  

O. Employees  will wear face  and eye  protection by utilizing both a  face  mask 
and eye  protection depending on the  s itua tion, or by us ing a  full face  
shie ld when splashes , sprays , spa tte rs  or drople ts  of blood or other 
potentia lly infectious  mate ria ls  pose  a  hazard to the  eye , nose  or mouth.  

P . Additiona l protective  clothing, such as  gowns , covera lls  or othe r s imila r 
oute r ga rments , will be  worn in ins tances  when gross  contamina tion can 
be  reasonable  anticipa ted.  The  following s itua tions  require  tha t such 
protective  clothing be  worn:  

1. Autops ies  

2. Violent homicide /suicide  crime  scenes  

3. Human body extrica tion 

4. Disas te r scenes  

5. Suspected Bio-te rrorism Incidents   

Q. Uniforms  and other clothing contamina ted with blood or othe r potentia lly 
infectious  mate ria ls  will be  handled as  little  a s  poss ible .  

1. Contaminated laundry will be  placed in biohazard bags , which can 
be  found a t PPE supply s ite s .  

2. The  biohazard bags  conta ining the  laundry will have  an evidence  
tag a ttached noting tha t it is  contamina ted laundry and to whom it 
be longs , and where  on the  uniform the  contamina tion occurred. 

3. The  owner of the  clothing will take  this  bag to the  cleaners .  The 
City will cover these  cleaning cos ts .  

4. The  employee  will clean exposed a reas  if body fluids  were  in 
contact with skin under work clothes .  
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IV. PPE USAGE AND RESUPPLY  

A. The  Opera tions  Lieutenant will notify the  Adminis tra tive  Ass is tant when 
supplies  need to be  ordered.  

B. Employees  ass igned department vehicles  a re  respons ible  for mainta ining 
the  PPE kits  within the  vehicle .  Additiona l PPE for re -supplying vehicle  
kits  can be  found in the  s torage  room.  

1. Supervisors  will inspect the  PPE kits  during routine  vehicle  
inspections  to ensure  they a re  comple te .  

2. Supervisors  can find a  content lis t for PPE kits  in the  BHPD 
Infection Control P lan loca ted with each PPE kit.  Refe r to section 
III.6 within the  plan. 

V. HOUSEKEEPING 

A. Housekeeping refe rs  to the  procedures  taken in a  pa rticula r work a rea  to 
keep it clean and sanita ry.  Work a reas  within the  department include  a ll 
a reas  within the  facility itse lf, facility grounds  and parking a reas , and a ll 
department vehicles .  

B. Universa l Precautions  require  tha t any employee  involved in any 
contamina tion incident will be  respons ible  for cleaning and dis infecting the  
a rea  a s  soon as  feas ibly poss ible  a fte r the  incident.  

1. Pe rsonne l not obse rving Universa l Precautions  will not be  pe rmitted 
in a reas  tha t have  been contamina ted. 

2. Untra ined personne l will not be  a llowed to a ttempt to dis infect the  
contamina ted a rea .  

C. Employees  a re  required to use  PPE when cleaning any contamina ted 
a rea  and a re  required to use  adopted methods  of cleaning and dis infecting 
the  a rea .  

1. Cleaning supplies  can be  obta ined from the  supply room.  

2. Decontamina tion will be  accomplished by us ing a  household bleach 
solution tha t is  labe led and freshly mixed (tha t day) with tap wa te r 
in a  1:10 dilution.  

3. An EPA regis te red hospita l dis infectant chemica l ge rmicide  tha t has  
a  labe l cla im for tuberculocida l activity may be  used as  an 
a lte rna tive  to the  bleach solution.  
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D. All contamina ted equipment and work surfaces  tha t have  been overtly 
contamina ted with blood or infectious  mate ria l sha ll be  cleaned and 
dis infected as  soon as  feas ible .  

E. Areas  of prime  concern a re  pa trol ca rs .  

1. Vehicles  will be  taken out of se rvice  until they a re  de -contamina ted.  
Biohazard s igns  in a ll pa trol ca rs  sha ll be  placed in noticeable  view 
when the  vehicle  is  pa rked for decontamina tion. 

2. Vehicles  will be  cleaned in the  City Shop garage  us ing appropria te  
PPE.  

F. In a ll cases , cleaning and de -contamina tion of a  work a rea  will be  
comple ted by the  end of the ir tour of duty a t the  la tes t.  

G. If an a rea  or vehicle  cannot be  cleaned immedia te ly, it mus t be  clea rly 
marked as  a  contamina tion s ite .  

1. Appropria te  placa rds , labe ls  and s igns  can be  found in the  s torage  
room for identifying an a rea  a s  contamina ted.  

H. Any broken glassware  or sharps , which may be  contamina ted, will not be  
picked up directly with the  hands but will be  swept up with a  broom or 
picked up with tongs .  

I. Refe r to department policy for the  proper submitta l of contamina ted 
sharps , such as  knives , needles  and glass , into evidence .  

J . All contamina ted mate ria ls  will be  placed in biohazard bags .  

1. Before  leaving the  scene  of contamination, a ll disposable  PPE and 
any items  used to clean and dis infect will a lso be  removed and 
placed in a  biohazard bag.  

2. Biohazard bags  will then be  placed in the  red conta ine r in the  pa trol 
room that is  marked with the  biohazard symbol.  

K. Biohazard was te  will never be  placed in ordinary ga rbage  cans , dumpste rs  
or othe r was te  receptacles .  
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L. All biohazard was te  will be  placed in provided biohazard was te  bags .  

1. Employees  should take  extra  ca re  while  transporting biohazard 
was te  to ensure  they don’t rip or tea r the  bags .  

2. If a  biohazard bag does  become compromised, it must be  placed in 
another biohazard bag.  

3. Any spillage  mus t be  trea ted as  a  contamina ted s ite  and be  
cleaned accordingly.  

M. As  biohazard was te  receptacles  become full, they will be  sea led by a  
supervisor or des ignee  and transported to an approved facility for proper 
disposa l.  

N. All employees  while  transporting was te  mus t use  appropria te  PPE.  

O. Biohazard was te  receptacles  will be  cleaned and dis infected by a  
supervisor or des ignee  afte r bag disposa l or afte r be ing notified tha t the  
receptacle  has  been contamina ted by a  leaking bag, e tc. 

VI. HEPATITIS  B VACCINATION PROGRAM and TUBERCULOSIS TESTING 

A. The  City offe rs  a  free  Hepa titis  B vaccina tion se ries  to a ll employees  
de te rmined as  be ing a t occupa tiona l risk. Employee  Services  will 
coordina te  the  vaccina tions . 

B. The  vaccina tion se ries  cons is ts  of three  doses  of vaccine  given within a  
s ix-month period.  

1. Afte r the  firs t shot is  adminis te red, the  second shot is  given one  
month la te r and the  fina l shot is  given s ix months  afte r the  initia l 
shot.  

C. There  is  no cost to the  employee  for the  vaccine  and its  adminis tra tion as  
long as  employment is  continued until the  vaccine  se ries  is  comple ted.  

1. If the  employee  te rmina ted employment, it will be  the ir respons ibility 
for making a rrangements , a t the ir cos t to comple te  the  vaccina tion 
se ries .  

D. If the  US Public Hea lth Service  recommends  a  routine  boos te r dose (s ) of 
Hepa titis  B vaccine  a t a  la te r da te , it will a lso be  furnished without cos t to 
any employee .  



Bloodborne  Pathogens P lan  Page  12 of 21 

E. It is  recommended tha t the  employee  cons ider rece iving the  Hepa titis  B 
vaccine  to protect them from contracting Hepa titis  B.  

1. In order to make  an informed decis ion on this  matte r, information 
on Hepa titis  B and the  vaccine  provided in an appendix a t the  end 
of this  plan.  

2. This  information wa s  provided by the  US Department of Hea lth and 
Human Services , da ted Jan. 31, 1992. 

F. TUBERCULOSIS  TESTING  

1. The  City offe rs  free  TB tes ting to a ll employees  de te rmined to be  a t 
occupa tiona l risk.  The te s ting will be  provided on an annua l bas is , 
or according to current public hea lth recommenda tions , and afte r 
any exposure .  

2. The  te s t cons is ts  of a  skin te s t in which a  small needle  is  used to 
put some te s ting mate ria ls , ca lled tuberculin, under the  skin.  In two 
or three  days , a  hea lth ca re  worker will che ck to see  if the re  is  a  
reaction to the  te s t. 

VII. EXPOSURE INCIDENTS AND POST-EXPOSURE EVALUATION  

A. It is  the  employee’s  respons ibility to report any exposure  incident 
immedia te ly to the ir supervisor.   An exposure  incident is  a  specific eye , 
mouth, othe r mucous membrane, non-intact skin, or pa rente ra l contact 
with blood or othe r potentia lly infectious  mate ria ls  tha t results  from 
performance  of an employee’s  duties .  

B. If the  employee  does  not report an exposure  incident, the  department 
cannot begin any pos t-exposure  eva lua tion or follow-up trea tment.  

C. The  department will offe r, without cost to a ll employees’ medica l te s ting, 
trea tment and re la ted counse ling in the  event of a  documented exposure  
incident.  The  results  of a ll medica l eva lua tions  and counse ling sha ll be  
confidentia l be tween the  hea lth ca re  profess iona l and the  employee .  

D. In the  event of an exposure , the  employee’s  immedia te  supervisor will 
ensure  the  following s teps  a re  completed.  (If a  supervisor is  not ava ilable  
it will be  the  employee’s  respons ibility to accomplish these  s teps .)  

1. Pe rform immedia te  firs t a id procedures  (such as  thorough washing 
of skin or flushing of mucous  membranes , or encourage  bleeding 
from puncture  wounds .)  
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2. Complete  an Exposure  Incident Report, which includes  as  many 
de ta ils  of the  exposure  as  a re  ava ilable , and fill out a  CIRSA Firs t 
Report of Injury Form.  

3. The  employee  will go to the  hospita l emergency room or the  Hea lth 
Cente r if appropria te .  This  should be  done within two hours , if not 
sooner, a fte r the  exposure  has  occurred.  

4. Once  a t the  hospita l or hea lth cente r, the  employee  will inform the  
medica l s ta ff tha t they have  poss ibly been exposed to blood or 
othe r potentia lly infectious  mate ria ls  and tha t the  employee  is  the re  
for pos t-exposure  trea tment.  The  department will cover a ll cos ts  for 
this  post-exposure  trea tment.  

E. Once  an exposure  incident has  been eva lua ted, the  hea lth ca re  provide r 
will expla in to the  employee  the  following:  

1. The  na ture  of the  te s ts  to be  pe rformed.  

2. The  benefits  and risks  associa ted with any tes ting procedures .  

3. Any a lte rna tives  to te s ting, and the  benefits  and risks  of those  
a lte rna tives .  

4. The  exact limits  of confidentia lity. 

F. The  exposed employee’s  blood sha ll be  collected as  soon as  is  feas ible  
and te s ted afte r consent is  obta ined.  

1. If the  exposed employee  consents  to base line  blood collection, but 
does  not give  consent a t tha t time  for HIV tes ting, the  sample  sha ll 
be  prese rved for 90 days .  

2. If, within 90 days  of the  exposure  incident, the  employee  e lects  to 
have  the  base line  sample  te s ted, such tes ting will be  done  as  soon 
as  poss ible .  

G. The  department will make  every a ttempt to identify the  source (s ) of 
exposure .  

1. This  will be  done pursuant to the  “Ryan White  Act” and coordina ted 
with a  hospita l or hea lth cente r des ignee .  

2. If the  source  individua l is  known to be  pos itive  for any Bloodborne  
pa thogenic disease , furthe r te s ting of the  source  is  not required.  
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3. Results  of the  source  individua l’s  te s ting sha ll be  made ava ilable  to 
the  exposed employee , and the  employee  sha ll be  informed of 
applicable  laws  and regula tions  concerning disclosure  of the  
identity and infectious  s ta tus  of the  source  individua l.  

H. Employee  Services  will coordina te  information rece ived from the  hea lth 
ca re  profe ss iona ls  involved in the  eva lua tion with the  employee  and Chief 
of Police . 

I. All documenta tion involving the  exposure  incident and pos t-exposure  
eva lua tion and trea tment will be  filed in with Employee  Services . 

VIII. MEDICAL RECORDS  

A. A medica l record sha ll by mainta ined for each employee  defined in 
Section I a s  be ing a t risk for occupa tiona l exposure .  

B. These  records  will be  mainta ined by Employee  Services .  

1. A copy of a ll results  of examina tion, medica l te s ting, and follow-up 
procedures  incurring during an exposure  incident and its  
subsequent pos t-exposure  eva lua tion and trea tment.  

2. The  employer’s  copy of the  hea lth ca re  profess iona l’s  written 
opinions rece ived afte r a  pos t-exposure  eva lua tion.  

3. A copy of the  information provided to the  hea lth ca re  profess iona l 
by the  department during a  post-eva lua tion.  

IX. TRAINING  

A. The  department will provide  tra ining to a ll employees  with occupa tiona l 
exposure  a t no cos t and during working hours .  Pa rticipa tion in the  tra ining 
is  manda tory.  

B. The  Chief of Police , or his  des ignee , will schedule  a ll required employees  
for the  required Bloodborne  Pa thogens  tra ining sess ion.  

C. Thereafte r, employees  sha ll rece ive  annua l refresher tra ining scheduled a t 
the  department.  

D. Mate ria l appropria te  in content and vocabula ry to educa tiona l leve l, 
lite racy, and language  of employee  will be  used.  

E. The  tra ining program may include  the  following information:  
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1. A genera l explana tion of the  epidemiology and symptoms of 
Bloodborne  Pathogens.  

2. An explana tion of the  modes of transmiss ion of Bloodborne  
Pa thogens .  

3. An explanation of the  department’s  Infection Control P lan and the  
means  by which an employee  can obta in a  copy of it.  

4. An explana tion of the  appropria te  methods for recognizing ta sks  
and other activities  tha t may involve  exposure  to blood and other 
potentia lly infectious  mate ria ls .  

5. An explana tion of the  use  and limita tions  of methods  tha t will 
prevent or reduce  exposure  including appropria te  engineering 
controls , work practices , and persona l protective  equipment.  

6. Information on the  types , proper use , loca tion, remova l, handling 
decontamination and disposa l of pe rsona l protective  equipment.  

7. An explana tion of the  bas is  for se lection of pe rsona l protective  
equipment.  

8. Information on the  Hepa titis  B vaccine , including information on its  
e fficacy, safe ty, method of adminis tra tion, the  benefits  of be ing 
vaccina ted, and tha t the  vaccine  and vaccina tion will be  offe red free  
of charge .  

9. Information on the  appropria te  actions  to take  and persons  to 
contact in an emergency involving blood or othe r potentia lly 
infectious  mate ria ls .  

10. An explana tion of the  procedure  to follow if an exposure  incident 
occurs , including the  method of reporting the  incident and the  
medica l follow-up tha t will be  made  ava ilable . 

11. Information on the  post-exposure  eva lua tion and follow up tha t the  
department will provide  for the  employee  following an exposure  
incident.  

F. The  person conducting the  tra ining sha ll be  knowledgeable  in the  subject 
matte r presented as  it re la tes  to the  workplace  tha t the  tra ining will 
address . 

H. The  department will provide  additiona l tra ining when changes  such as  
modifica tion of ta sks  and procedures  or ins titution of new tasks  and 
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procedures  affect the  employee’s  occupa tiona l exposure .  This  additiona l 
tra ining will be  limited to the  new exposure  crea ted.  

X. TRAINING RECORDS  

A. The  Chief of Police  or his  des ignee  will ma inta in tra ining records . 

B. Tra ining records  sha ll include  the  following:  

1. The  da te  of tra ining sess ions .  

2. The  contents  or a  summary of the  tra ining sess ion.  

3. The  names  and qua lifica tion of pe rsons conducting the  tra ining.  

4. The  name and job titles  of a ll pe rsonne l a ttending the  tra ining.  

C. Individua l tra ining records  for Bloodborne  Pa thogens  tra ining will be  
incorpora ted within the  employee’s  department tra ining file  and mainta ined 
while  the  employee  remains  employed with the  department.  

1. Upon te rmina tion, the  tra ining file  will be  forwarded to the  Human 
Resource  Director for inclus ion in the  employee’s  pe rs onne l file .  

D. Tra ining records  for the  tra ining conducted, i.e . class  ros te rs , le sson plans , 
ins tructor qua lifica tion and s imila r mate ria l, will be  mainta ined for s ix years  
from the  da te  of which the  tra ining occurred. 

HEPATITIS  B INFORMATION  

What is  Hepa titis  B?   

Hepa titis  B is  an infection of the  live r caused by the  Hepa titis  B virus  (HBV).  HBV is  one  
of severa l types  of viruses  (infections) tha t can cause  Hepa titis .  There  is  a  vaccine  tha t 
will prevent HBV infection.  

Hepa titis  B virus  infection may occur in two phases .  The  acute  phase  occurs  afte r a  
pe rson becomes  infected, and can las t from a  few weeks  to severa l months .  Some 
people  recover afte r the  acute  phase , but othe rs  remain infected for the  res t of the ir 
lives .  They go into the  chronic phase  and become chronic ca rrie rs .   The  virus  remains  
in the ir live r and blood. The  incubation period for Hepatitis  ranges  from 40 to 120 days .  

Acute  Hepa titis  B usua lly begins  with symptoms such as  loss  of appe tite , extreme 
tiredness , nausea , and vomiting and s tomach pa in.  Dark urine  and jaundice  (ye llow 
eyed and skin) a re  a lso common and skin rashes  and joint pa in can occur.  Over ha lf of 
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the  people  who become infected with HBV never become s ick, but some may have  
long-te rm live r disease  from the ir HBV infection.  

About 300,000 children and adults  in the  US become infected with the  Hepa titis  B Virus  
each year.  More  than 10,000 of them need to be  hospita lized and 250 die .  Most of 
these  dea ths  a re  from live r fa ilure .  

HBV is  passed from one  person to another in blood or ce rta in body secre tions .  This  
may occur during sexua l re la tions  or when sharing things  like  toothbrushes , razors , or 
needles  used to inject drugs .  

A baby can ge t HBV a t birth from its  mother.  A doctor or nurse  may ge t HBV if blood 
from an infected pa tient ente rs  through a  cut or accidenta l needle  s tick.  

Those  people  infected with HBV who become chronic ca rrie rs , can spread the  infection 
to othe rs  through the ir life time .  They can a lso deve lop long-te rm live r disease  such as  
cirrhos is  (which des troys  the  live r) or live r cancer.  

Who becomes  a  Chronic  Carrie r o f HBV?   

Of every 100 young adults  who ca tch HBV, 6 to 10 become chronic ca rrie rs ; Children 
who become infected with HBV are  more like ly to become chronic ca rrie rs  than 
adults .  Of eve ry 10 infants  who a re  infected a t birth, up to 9 will become chronic HBV 
carrie rs .  The  younger a  child is  when the  infection occurs , the  more  like ly tha t child will 
become a  ca rrie r. 

About one -fourth of Hepa titis  B ca rrie rs  deve lop a  disease  ca lled Chronic Active  
Hepa titis .  People  with Chronic Active  Hepa titis  often ge t Cirrhos is  of the  live r, and 
many die  from live r fa ilure . In addition, they a re  much more  like ly than other people  to 
ge t cancer of the  live r.  In the  United S ta tes , about 4,000 Hepa titis  B ca rrie rs  die  each 
year from Cirrhos is  and more  than 800 die  from live r cancer.  

Hepa titis  B Virus  Infec tions  of Children   

Each year 22,000 children a re  born to women who a re  ca rrie rs  of HBV.  In the  past 
4,000 to 5,000 of these  infants  were  born with HBV infection.  Almost a ll of these  
infections  can now be  prevented.  P regnant women can find out if she  in infected with 
HBV by ge tting a  s imple  blood tes t.  If she  is  infected, she  can protect he r newborn 
infant from infection by ge tting the  child immunized with Hepatitis  B vaccine  and 
Hepa titis  B immune  globulin (HBIG) as  soon afte r birth a s  poss ible .  
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Certa in groups  of children a re  more  like ly to ge t HBV because  they or the ir pa rents  
come from countries  where  infection is  much more  common tha t in the  Unite d 
S ta ted.  (These  a re  countries  is  As ia , Africa , South America , the  South Pacific, and 
eas te rn and southern Europe).  It is  ve ry important tha t these  children rece ive  Hepa titis  
B vaccine  a t birth or a t leas t before  they a re  one  year old.  

Why All Children  Should  Rece ive  Hepatitis  B Vacc ine   

Anyone  can ge t HBV infection.  In fact, about 1 out of every 20 people  in the  United 
S ta tes  has  been infected with HBV.  Because  of the  se rious  live r disease , cancer, and 
dea th resulting from HBV infection, a ll infants  in the  United S ta tes  should be  vaccina ted 
aga ins t this  virus .  This  will protect them when they become teenagers  and adults , and 
a re  mos t like ly to ca tch Hepa titis .   

Hepa titis  B Vaccine  and  Hepa titis  B Immune  Globulin   

Hepa titis  B Vaccine   

Hepa titis  B vaccine  is  given by injection.  Three  doses , given on three  diffe rent da tes , 
a re  needed for full protection.  Exactly when these  three  doses  a re  given can 
vary.  Infants  can ge t the  vaccine  a t the  same time  as  othe r baby shots , or during 
regula r vis its  for we ll childcare .  Your doctor or nurse  will te ll you when the  three  shots  
should be  given.  

The  Hepa titis  B vaccine  prevents  HBV infection in 85% or 95% of people  who ge t a ll 
three  shots .  S tudies  have  shown tha t in these  people  protection las ts  a t leas t 10 
years .  Boos te r doses  a re  not recommended a t this  time. 

Who s hould  Get Hepa titis  B Vacc ine?  

Adults  and  Other Groups   

Hepa titis  B vaccine  is  a lso recommended for adolescents  and adults  a t high risk for 
ge tting HBV infection.  This  includes:  

1. People  who a re  exposed to blood or blood products  in the ir work (hea lth 
ca re  workers  or emergency ca re  responders  for ins tance); 

2. Clients  and s taff of ins titutions  for the  deve lopmenta lly disabled, a s  we ll a s  
clients  and s taff of group homes  where  any of the  res idents  is  a  chronic 
ca rrie r; 

3. Hemodia lys is  pa tients ; 

4. Men who have  sex with men, or think they a re  women but a re  rea lly men; 
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5. Users  of injectable  drugs ; 

6. People  with medica l conditions  who rece ive  blood products  to he lp the ir 
blood clot; 

7. People  who live  with, or have  sex with, HBV carrie rs ; 

8. People  who have  more  than one  sexua l pa rtne r, or people  who a re  trea ted 
for sexua lly transmitted diseases ; 

9. And, people  who trave l to, or live  in, pa rt of the  world where  HBV 
infections  a re  common. 

Hepa titis  B vaccine  is  a lso recommended for people  who have  been exposed to 
HBV.  This  includes  people  who have  never been vaccina ted for Hepa titis  B, and who:  

1. Have  an accident in which blood conta ining HBV ente rs  the ir body through 
the  skin or mucous  membrane ;  

2. Have  sexua l contact with someone with acute  Hepa titis  B.  

In some case , Hepa titis  B vaccine  should be  s ta rted a t the  same time  as  trea tment with 
HBIG (see  be low).  

Hepa titis  B Immune Globulin  (HBIG)  

HBIG is  often given a long with Hepa titis  B vaccine  to people  who have  been exposed to 
HBV.  It gives  protection from the  virus  for the  firs t 1 to 3 months , and then the  vaccine  
takes  over and gives  long las ting protection.  HBIG is  made  from human plasma  (a  pa rt 
of the  blood).  Any viruses  found in the  blood a re  killed during its  preparation, and no 
one  has  ever been known to ge t Hepa titis  B or AIDS or any other virus  from 
HBIG.  Most people  need only one  dose  to protect them afte r exposure  to HBV.  

Who Should  Get Hepa titis  Immune Globulin  

HBIG is  recommended for the  following people .  (For most people , the  firs t dose  of 
Hepa titis  B Vaccine  should be  given a t the  same time a t the  HBIG).  

1. Pe rsons  accidenta lly exposed to blood or body fluids  tha t may conta in 
HBV.  Exposed persons  who have  not been vaccina ted s hould ge t one  
dose  of HBIG and begin the  Hepa titis  B vaccine  se ries .  Exposed persons 
who have  had Hepa titis  B shots  may a lso need HBIG.  A doctor or nurse  
should make  tha t decis ion. 

2.  Pe rsons  having sexua l contact with anyone  who has  acute  Hepa titis  
B.   These  people  should ge t a  dose  of HBIG within 14 days  of the  most 
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recent sexua l contact with anyone  who has  acute  Hepa titis  B.  They may 
a lso need to ge t Hepatitis  vaccine .  

Pos s ib le  S ide  Effec ts  from Hepatitis  B Vacc ine  and HBIG  

The  most common s ide  effect of Hepa titis  B vaccina tion is  soreness  where  the  shot is  
given.  Tenderness  a t the  injection s ite  had been reported in up to 46% of infants  
vaccina ted.  Of children who ge t the  vaccine , 2% to 5% may ge t a  fever grea te r than 
102 degrees  Fahrenhe it or become irritable .  When Hepatitis  B vaccine  is  given with 
other childhood vaccines , it does  not make  the  mild reaction worse  than would be  seen 
with the  other vaccines  a lone . 

HBIG has  sometimes  been associa ted with swelling and hives .  As  with any drug, the re  
is  a  s light chance  of a lle rgic or more  se rious  reactions  with e ithe r the  vaccine  or 
HBIG.  However, no se rious  reactions  have  been shown to occur due  to the  Hepa titis  B 
recombinant vaccines .  (These  a re  the  one  currently in use ).  A person cannot ge t 
Hepa titis  B or AIDS from a  Hepatitis  B shot or from HBIG shot. 

Before  recombinant vaccines  were  used in the  United Sta tes , another type  of Hepa titis  
B vaccine  (plasma-derived) was  used.  S tudies  showed that ge tting the  firs t dose  of 
plasma-derived Hepa titis  vaccine  may have  been associa ted with the  pa ra lytic illness  
Gullian-Barre  syndrome (GBS).  However, the  recombinant vaccine  has  not been 
shown to be  associa ted with GBS.  

Precautions  

Recombinant Hepa titis  B vaccine  is  contra indicated for individua ls  who a re  
hypersens itive  to yeas t or any component of the  vaccine .  Any se rious  active  infection 
prior to rece ipt of the  vaccine  is  reason to de lay the  vaccine .  

Employees  with a  his tory of ca rdiopulmonary disease  a re  a t risk from a  poss ible  febrile  
or sys temic reaction and must consult the ir priva te  phys ician prior to rece ipt of the  
vaccine , and have  an authoriza tion from the ir priva te  phys ician for adminis tra tion of the  
vaccine .   

The  Hepa titis  B vaccines  a re  not recommended for use  by pregnant women or nurs ing 
mothers .  

Ques tions   

If you have  any ques tions  about Hepa titis  B, HBIG, or Hepa titis  B vaccine , please  ask; 
ca ll your doctor or our des igna ted medica l provide r. 
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Reac tions   

If the  pe rson who rece ived HBIG and/or the  vaccine  ge ts  s ick and vis its  a  doctor, 
hospita l or clinic during the  four weeks  a fte r rece iving the  vaccine , please  report it to the  
Chief of Police . 

What is  Tubercu los is ?  

Tuberculos is  is  commonly ca lled TB and is  spread by tiny germs  tha t can floa t in the  a ir.  
TB germs  may spray into the  a ir when a  pe rson with TB d is eas e  of the  lungs  or throa t, 
coughs , shouts  or sneezes .  Anyone  nearby can brea the  the  TB germ into his  or he r 
lungs .  You cannot ge t TB from someone’s  clothes , drinking glass , handshake  or toile t. 

TB germs  live  in your body without making you s ick.  This  is  ca lled TB infec tion .  Your 
immune sys tem traps  TB germs with specia l ge rm fighte rs  tha t keep TB germs from 
making you s ick.  Sometimes  the  TB germ can break free  and then they cause  TB 
d is eas e .  The  germs can a ttack the  lungs or othe r pa rts  of the  body, including the  
kidneys , the  bra in, or the  spine .  People  who have  TB disease  need medica l he lp, if 
they don t ge t the  he lp they can die . 

A skin te s t is  the  only way to te ll if you have  TB infection.  This  te s t is  usua lly done  on 
the  a rm. A small needle  is  used to put some te s ting mate ria l, ca lled tuberculin, under 
the  skin.  In two or three  days , a  hea lth ca re  worker will check to see  if the re  is  a  
reaction to the  te s t.  The  te s t is  pos itive  if a  bump about the  s ize  of a  pencil e rase r or 
bigger appears  on your a rm.  This  bump means  you probably have  TB infection. 

Unless  you ge t preventive  trea tment, TB infection can turn into TB disease .  It is  ve ry 
important tha t you take  your preventive  trea tment as  your doctor recommends .  It takes  
a t leas t s ix months  to a  year to kill a ll the  TB germs .  Remember, you will a lways  have  
TB germs  in your body unless  you kill them with the  right medicine . 

If you have  TB disease  you may fee l weak, lose  your appetite , lose  we ight, have  a  
fever, or swea t a  lot a t night.  These  a re  s igns  of TB disease  and they may las t for 
severa l weeks .  They normally ge t worse  without trea tment.  If the  TB Disease  is  in your 
lungs , you may, cough a  lot, cough up mucus or phlegm, cough up blood, or have  ches t 
pa in when you cough.  If you ge t TB disease  in another pa rt of the  body, the  symptoms 
will be  diffe rent.  Only a  doctor can te ll if you have  TB disease .    

All re la ted  forms  a re  loca ted  on  the  c ity s hared  P :\FORMS. For any ques tions  
contac t a  s upervis or. 

Approved  by:  
S tephen  N. Cole        Da te : February 20, 2012 
Chie f o f Police  
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BLACK HAWK POLICE DEP ARTMENT  
S tandard  Opera ting  Procedure   

Chie f S tephen  N. Cole  

Date  Is s ued: 07/17/2009 

Subjec t: Cas e  Regis te r for P revious  Week 

TO: All Pers onne l Revis ed : 10/18/2016 

Procedure: Records  processes  reports  on a  weekly bas is , some with 
paperwork, othe rs  with no paperwork. The case  regis te r is  printed so 
Records  Personne l can keep track of the  cases  tha t have  been moved 
through the  work flow process  in eForce . 

Case  Registe r for Previous Week 

A case register is printed for the previous week prior to doing the processing and 
media release on Monday’s. 

 # Search – click 
 # Event – click 
 # Date Reported 

o  Enter the previous Monday date – tab 
o  Enter the previous Sunday – Enter or click on “Search Local” button 

 # This is the previous week register from the computer 
 # Click on the “Print” button 
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To Customize the look of the register:  

o  Right click on the column to be changed 
o  Hover on Columns 
o  Check mark for your customization 

This is the list of all case reports. The report is now ready to be printed 
for the case register book. 
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Event  
Number  

Classification (most  
severe) 

Address of  
occurrence 

Date  
Repor ted 

Initial  
Investigator  

      

 
1600871 

HARASSMENT - 
Harassment, Other 

200 
MAIN 
ST 

10/10/201
6 

1602 

 
1600872 

Miscellaneous - 
COUNTERFEIT BILL 

111 
RICHMA
N ST 

10/10/201
6 

1508 

 
1600873 

LOST PROPERTY - Lost 
Property 

401 
MAIN 
ST 

10/10/201
6 

08-02 

 
1600874 

TRAFFIC ACCIDENT - 
Hit/Run, Vehicle Damg 

111 
RICHMA
N ST 

10/10/201
6 

1401 

 

Check 
Event  

Number  
Classification (most  

severe) 
Address of  
occurrence 

Date  
Repor ted 

Initial  
Investigator  

      

False 
1600875 

THEFT - Larceny, from 
Building 

120 
MAIN 
ST 

10/10/201
6 

13-01 

False 1600876 
ESCAPE/FLIGHT - Flight 
to Avoid Prosecution / 
Confinement 

111 
RICHMA
N ST 

10/11/201
6 

02-01 

To Print the register:  

o  Click on the Print & Download button 
o  Click on Word 

o  Open the attachment to open 
o  Change the first column from False to Check and delete all the “False” 

in that column 
o Highlight the entire document and change the font to “Calibri” and the 

font size to “8” 

Check 
Event  

Number Classification (most severe) 
Address of  
occurrence 

Date  
Reported 

Initial  
Investigator 

      
 1600871 HARASSMENT - Harassment, Other 200 MAIN ST 10/10/201

6 
1602 

 1600872 Miscellaneous - COUNTERFEIT BILL 111 RICHMAN ST 10/10/201
6 

1508 

 1600873 LOST PROPERTY - Lost Property 401 MAIN ST 10/10/201
6 

08-02 

 1600874 TRAFFIC ACCIDENT - Hit/Run, Vehicle Damg 111 RICHMAN ST 10/10/201
6 

1401 

 1600875 THEFT - Larceny, from Building 120 MAIN ST 10/10/201
6 

13-01 

 1600876 
ESCAPE/FLIGHT - Flight to Avoid 
Prosecution / Confinement 111 RICHMAN ST 10/11/20

16 
02-01 
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Print this and put in the case register book. 
As cases are checked off put an “x” next to each of the cases as completed in 
the “Check” column 

Traffic Tickets, Lockouts & Proof of Service, etc will not have a case – 
These are IR’S. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Authorized by: 
S tephen  N. Cole    Date : 07/17/2009 
Chie f o f Police  
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BLACK HAWK POLICE DEP ARTMENT  

S tandard  Opera ting  Procedure  
Chie f S tephen  N. Cole  

 
Date  Is s ued: 12/30/09 
 

Subjec t: CBI DNA Procedure       
 

TO: All Pers onne l     Da te  Revis ed : 09/08/2016 
 

 
Po lic y: It is  the  policy of the  Black Hawk Police  Department to submit DNA 
evidence  in accordance  with the  policies , s tandards  and guide lines  se t forth by 
the  Colorado Bureau of Inves tiga tions . 
 
P rocedure:  
 
The  following guide lines  a re  implemented for the  process ing of Reques ts  for 
Labora tory Examina tion (RFLE) of biologica l evidence , pa rticula rly as  it re la tes  to 
DNA reques ts . A review of the  RFLE will be  done  by the  AIC or forens ic ana lys t 
to de te rmine  if the  reques t is  clea r and a ll of the  required samples  have  been 
submitted.  P roperty crime  RFLEs a re  mos t often only accompanied by swabs 
collected from items  or a reas  from the  scene .  In ins tances  where  refe rence  
s tandards  a re  not provided but a re  required to address  Combined DNA Index 
Sys tem (CODIS) e ligibility is sues1, the  e ntire  case  may be  re turned to the  
submitting agency.  Once  accepted into the  lab, initia l screening examina tions  
sha ll e s tablish the  presence  of blood, spermatozoa , or othe r biologica l mate ria l 
(trace  DNA) potentia lly suitable  for DNA ana lys is .  
 
If suitable  s tandards  for named subjects  (suspect/victim/other) a re  included or if 
the  case  circumstances  indica te  tha t a  pa rticula r s tandard is  not necessa ry, the  
case  will be  forwarded to the  DNA section for ana lys is .  If no suspect has  been 
identified in the  submiss ion documenta tion and a ll othe r necessa ry s tandards  a re  
present, the  case  will be  forwarded to the  DNA section for ana lys is .  
 
(Federa l law (The  DNA identifica tion  Act o f 1994, as  amended) governs  the  
types  of p rofile s  tha t a re  e lig ib le  for en try in to  CODIS. They do  not a llow for 
the  en try of DNA profile s  tha t may have  come from vic tims  or witnes s es , 
i.e ., anyone  not the  perpe tra tor. There fore  a reas  of common public  acces s  
a re  typ ica lly no t e lig ib le  for en try in to  CODIS.  Without re fe rence  (vic tim  
and  s us pec ts ) and/or e limina tion  (witnes s es , o ther pos s ib le  non-
perpe tra tor contribu tors  to  a  co llec ted  reg ion) bucca l s wab s tandards  DNA 
profile s  ma y no t be  en te red . There fore , thes e  s tandards  will need  to  be  
s ubmitted  a t the  time the  evidence  s amples  a re  s ubmitted .  
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Property c rimes  pres en t a  ma jor concern  as  items  with in  the  home or 
vehic le  ma y have  been  handled  by the  vic tim and/or gues ts , and  the re fore  
adequa te  re fe rence  and/or e limina tion  s tandards  mus t be  ob ta ined .  
 
Bus ines s es  pres en t a  d iffe ren t p roblem , in  thos e  a reas  touched  by the  
s us pec t mos t like ly have  been  touched  by coun tles s  o thers  and  the ir b rie f 
touching  ma y only add  to  the  o ther DNA s ources  on  the  counte r, door, e tc . 
Thes e  types  o f s amples  typ ica lly produce  mixtures  which  cannot be  
en te red  in to  CODIS.)  
 
If the re  is  an identified subject (suspect/victim/other) in the  submiss ion 
documenta tion necessa ry for DNA inte rpre ta tion or CODIS entry but no DNA 
s tandard submitted for tha t individua l, the  ana lys t a ss igned to the  case  will 
prepare  a  DNA packet ( this  packe t conta ins  swabs , cutting from clothing and 
other samples  tha t have  the  potentia l for forens ic DNA ana lys is ) and report.  The  
Serology section report sha ll de ta il the  recovery of blood, spermatozoa , or othe r 
biologica l evidence  suitable  for a ttempting to obta in a  DNA profile .  The  report 
will a lso reques t s tandards  for comparison from the  named subject(s ), including 
suspect, victim, and other s tandards  as  necessa ry.  The  DNA packe t crea ted will 
be  re turned with the  other evidence  pending the  submiss ion of known s tandards . 
No DNA case  ass ignment will be  made.  
 
If the re  a re  extenuating circumstances  surrounding the  ava ilability of a  s tandard 
(e .g., suspect fled the  country), the  AIC may a llow process ing of the  forens ic 
samples  to deve lop a  profile .  Documenta tion of this  approva l, such as  a  printed 
email from the  AIC or a  correspondence  form with AIC initia ls , mus t be  loca ted 
within the  case  file .  The  extent of the  biologica l science  ana lys is  will depend on 
the  inves tiga tive  needs  as  de te rmined by the  lab ana lys t and case  
circumstances . This  is  why a  comple te  cover le tte r and  adequa te  
iden tifica tion  of items  is  c ritica l.  The  fewes t poss ible  number of items  and/or 
s ta ins  will be  examined to answer the  inves tiga tive  ques tions  presented. The 
mos t proba tive  item(s) in each case  will be  examined firs t.  The  s ta in(s )/DNA 
collection from the  mos t probative  evidence  will be  collected and s tored. The  best 
samples  in the  opinion of the  ana lys t tha t answer the  ques tion(s ) pe rtinent to the  
case  will be  chosen for DNA ana lys is .  If the  mos t proba tive  evidence  does  not 
yie ld any information of va lue , then other items  can be  examined to ass is t in 
answering the  essentia l ques tions .  If in formation  from one  s ample  ans wers  
the  ques tion(s ) pertinen t to  the  cas e , then  no  furthe r ana lys is  will be  
performed without documented  management approva l.  
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Dec is ion  Guide  on  What to  Submit  
 
The  following provides  a  guide  on wha t to submit to the  CBI for DNA ana lys is . 
The  collection of samples  a t the  scene  does  not manda te  the  sample  be ing 
submitted to the  CBI for DNA ana lys is . The  lis t begins  with wha t the  CBI knows 
will provide  the  grea tes t opportunity for obta ining a  DNA profile  to the  one  leas t 
like ly to provide  a  profile .  
 

1) Items  left by the  pe rpe tra tor 
 

a ) Bodily fluid s ta ins  - Blood, semen, sa liva   
 

i) Bloods ta in, ciga re tte  butt, mouth of drinking 
can/bottle , s traw  
 

b) Clothing items 
  

i) Shirt, pants , ha t, gloves   
 

2) Items  potentia lly handled by the  pe rpe tra tor  
 

a ) Objects  tha t the  pe rpe tra tor handled for a  pe riod of time   
 

b) S tee ring whee l, gea r shift knob, e tc.  
 

c) Weapons  – guns , knives , submit a s  item not swabbings  
from the  item.  

 
d) Items  briefly touched or handled in the  home - TVs, 

s te reos , jewelry  boxes , file  drawers  swabbings  from 
these  items  ra re ly provide  CODIS e ligible  DNA profile s  
and the refore  they will not be  pe rformed without known 
re fe rences  samples  from a  suspect. (submit a s  
swabbings)  

 
Reference  Samples  from Individua ls   
 
Refe rence  s tandards  genera lly a re  bucca l swabs  from the  following subjects :  
 Victim  
 Suspect  
 Elimina tion samples  (witnesses , non-perpe tra tors , inves tiga tors .  
 
There  may be  ins tances  in which blood may be  required and the  ana lys t will 
notify the  agency in those  specific ins tances .  
 



CBI DNA Procedures        Page 4 of 7 

As  a  note  the  te rm bucca l swabs  re fe rs  only to the  collection of a  sample  from 
the  mouth of a  subject.  S ince  the  actua l source  of the  forens ic unknown samples  
is  not known, refra in from us ing it in re fe rence  to an unknown sample .  In addition 
bucca l swabs  collected from one  person a re  a  s ingle  item regardless  of which 
s ide  of the  mouth is  sampled.  Do not submit a s  separa te  items (left and right), 
but submit 4 swabs  as  a  s ingle  item labe led bucca l swab collected from <name>.  
 
IT IS  IMPORTANT TO UNDERSTAND  
 
CODIS was  es tablished to provide  DNA profile s  from convicted offenders  and 
forens ic samples  to a id in identifying poss ible  pe rpe tra tors  who have  le ft the ir 
DNA a t the  scene .  Convicted Offender samples  a re  collected in accordance  with 
s ta te  s ta tutes  and they a re  not cons ide red forens ic evidence  by the  CBI.  
 
There  is  no cha in of cus tody for these  samples , nor a re  they collected and s tored 
as  a  forens ic evidence  s tandard.  The  sample  is  collected sole ly for the  purpose  
of deve loping a  DNA profile  for entry into CODIS to provide  inves tiga tive  (no 
suspects  identified) information to submitting agencies .  The  CBI will not write  a  
report identifying a  pe rson hitting on a  forens ic unknown us ing a  DNA profile  
deve loped from a  sample  submitted as  a  convicted offender or a rres tee .  
Therefore , if an individua l is  lis ted as  a  suspe ct on the  reques t for labora tory 
examina tion, then it is  a ssumed this  pe rson has  been identified.  If identified then 
CODIS is  not needed to identify this  pe rson for this  specific case  and a  refe rence  
sample  from the  identified individua l will be  required before  DNA tes ting of the  
forens ic samples  will take  place .  If the  suspect has  fled and cannot be  loca ted 
and tha t information is  provided then the  Agent in Charge  of the  unit can approve  
the  examina tion and ana lys is  of the  evidence .  
 
Cover le tters   
 
• Cover le tte rs , regardless  of the  type  of crime , mus t accompany the  submiss ion 

of evidence  to se rve  as  a  guide  for the  DNA ana lys t in the  process ing and 
ana lys is  of the  evidence .  

• Cover le tte rs  mus t provide  a  brief synops is  of the  scene  and events .  
• Cover le tte rs  should re lay the  inves tiga tive  importance  of the  reques ted 

examina tions  (i.e . wha t ques tions  a re  be ing asked).  
• Included with the  Reques t for Labora tory Examina tion (RFLE) mus t be  the  

source  (pe rson) or loca tion (vehicle , home, wa ll, e tc.) of e ach item submitted.  
• Indicate  in the  le tte r the  owner/inhabitants  of home, principle  drive r(s ) of vehicle  

or if bus iness  the  owners  and re levant employees .  
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Cas es  not routine ly examined  
 
• Misdemeanor cases   
• Drug possess ion cases   
• If a  pos itive  identifica tion has  been made  as  a  result of a  fingerprint examina tion 

or the  item was  taken from the  individua l no DNA ana lys is  will be  pe rformed 
without de ta iled explana tion as  to the  need for DNA ana lys is .  

• La te  submiss ions /old da te  of offense - Cases  with a  required da te  of comple tion 
of less  than 30 days  from da te  of submiss ion in which the  da te  of offense  was 
more  than 5 months  from the  da te  of submiss ion. The  case  may be  worked with 
no guarantee  of comple tion by the  required da te .  

 
Items  not examined for DNA  
 
• Fired ca rtridge  cas ings /she lls  or swabbings  of fired ca rtridge  cas ings /she lls .  
 
Type  I Crimes  as  de fined  by FBI UCR-crimes  aga ins t pers ons   
As s aults , Homic ides , Kidnapping , Robberies , Sexua l As s aults   
 
What to  s ubmit:  
 
• In mos t ins tances  submit the  actua l item versus  a  swabbing, taping or cutting 

unless  it cannot be  easily transported (i.e . bed, door, ca rpe ts , wa ll, e tc.).  
• The  number of items  submitted for DNA ana lys is  is  subject to a  discuss ion 

be tween the  inves tiga tor and the  DNA ana lys t (See  page  2 pa ragraph 3 for 
de ta ils ). During the  progress  of the  case  from initia l examina tions /ana lyses  to 
a rres t and filing of charges  the re  may be  additiona l information tha t becomes 
ava ilable  tha t would warrant furthe r te s ting. The  CBI will work to as s is t in 
answering additiona l essentia l ques tions  through furthe r DNA tes ting.  

• Adequa te  cover le tte r – if ques tions  a rise , phone  ca lls  for cla rifica tion will be  
made  before  a  de te rmina tion to ana lyze  or re turn to agency will be  made .  

 
SPECIFICS CASE TYPES:  
 
Homic ides :  
• In mos t ins tances , the  CBI would reques t e ithe r a  mee ting or confe rence  ca ll 

a long with scene  photos  prior to the  submiss ion of the  evidence .  
 
Sexual As s aults :  
• If the  victim had consensua l sex within 72 hours  of the  assault, submit a  

re fe rence  bucca l swab s tandard from the  consensua l pa rtne r.  
• Do not forge t about exigent evidence  from the  pe rpe tra tor if loca ted and 

de ta ined within a  short time  afte r the  a ssault (before  they shower, wash-up).  
• If a  sexua l a ssault kit is  collected, submit firs t and if follow-up ana lys is  on 

clothing/bedding is  needed to answer ques tions , then additiona l items  may be  
te s ted following discuss ions  be tween the  ana lys t and the  inves tiga tor.  
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Robberies :  
• The  profile  mus t be  e ligible  for entry into CODIS  (See  page  1).  
• Victim and/or e limina tion bucca l swabs  mus t accompany the  submiss ion or it 

will be  re turned.  
• Counte r tops - Due  to the  high potentia l of unresolved mixtures , counte r tops  

and other common public access /use  a reas  (i.e . pens , depos it s lips , door 
handles ) will not be  examined without a  refe rence  sample  from the  suspect.  

 
Type  II Crimes  as  defined  by FBI UCR –crimes  aga ins t p roperty – Fe lonies  
on ly Burgla ry, Crimina l tres pas s , Larceny, Motor vehic le  theft:  
 
Submis s ion  requirements :  
• Do not submit an item if it can be  swabbed.  
• Use  1 to 4 swabs  pe r object/a rea . Package  the  swabs  from the  same 

a rea /object toge ther into one  enve lope . Submit the  enve lope  as  a  s ingle  item. 
Do not put multiple  swab packages  or enve lopes  into a  la rger s ingle  enve lope  
and submit it a s  item 1 conta ining swabs  from the  scene .  

• Adequa te  cover le tte r – if ques tions  a rise , phone  ca lls  for cla rifica tion will be  
made  before  a  de te rmina tion to ana lyze  or re turn to agency will be  made .  

 
Number of items  for s ubmis s ion:  
 
• Test one  item, two a t mos t from each case   
 
No-s us pec t cas es :  
• The  profile  mus t be  e ligible  for entry into CODIS (See  page  1).  
• No exte rior items  handled or touched to which the  public has  reasonable  

access  (i.e . ca r doors , door knobs , license  pla te s , e tc.).  
• Victim and/or e limina tion bucca l swabs  mus t accompany the  submiss ion or it 

will be  re turned unless  items collected were  known to be  left by perpe tra tors  a t 
the  scene .  

• Adequa te  cover le tte r – if ques tions  a rise , phone  ca lls  for cla rifica tion will be  
made  before  a  de te rmina tion to ana lyze  or re turn to agency will be  made .  

• Items  not be longing to the  victim(s) mus t be  clea rly identified.  
 
Sus pec t cas es :  
• Eligible  profile s  from forens ic unknowns  matching the  pe rpe tra tor may be  

ente red into CODIS  
• A known se t of suspect bucca l swabs  must accompany the  evidence  – 

secondary s tandards  will not be  accepted  
• Adequa te  cover le tte r – if ques tions  a rise , phone  ca lls  for cla rifica tion will be  

made  before  a  de te rmina tion to ana lyze  or re turn to agency will be  made   
• Many trace  DNA samples  collected a re  minimal and the refore  consumptive .  
Reques ts  for pe rmiss ion to consume the  sample  will be  needed from the  Dis trict  
Attorney’s  office  before  any DNA tes ting will be  pe rformed.  
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Illegal Weapon pos s es s ion :  
 
• Trea ted as  suspect case   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Au thorized  by: 
S tephen  N. Cole        Da te : 12/30/2009 
Chie f o f Police  
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BLACK HAWK POLICE DEP ARTMENT 

Standard  Opera ting  Procedure  
Chie f S tephen  N. Cole  

 
Date  Is s ued: 10/04/2011 
 

Subjec t: Communications  Office r Advancement 
 

TO: All Pers onne l     Da te  Revis ed : 09/02/2016 
 

 
Des crip tion: The Black Hawk Police  Department has  es tablished high s tandards  
for Communica tion Office rs  to advance  from Communica tion Officer I to 
Communications  Office r II.  P romotion is  based on the  Communica tion Officer’s  
tra ining and performance .  It will be  the  sole  respons ibility of the  Communications  
Office r reques ting promotion to complete  the  promotion form, provide  copies  of 
ce rtifica tions  and any other required documents .  P romotion will not take  effect 
until fina l approva l is  granted by Employee  Services . 

 
This  ve rs ion is  e ffective  for Communica tion Office rs  who submit for  
P romotion to Communica tions  Officer II on or afte r December 1, 2014.  
Communications  Office rs  submitting prior to December 1, 2014 shall  
follow requirements  of previous  ve rs ion for this  policy.    
 
P rocedure: 
  

Minimum Time Requirements  
 

1. Promotion to Communica tions  Officer II - 12 months  as  a  
Communications  Office r I, completion of Communica tions  Officer 
tra ining program and comple tion of new employee  introductory 
pe riod.  

 
Discipline  

 
1.  Communications  Office rs  who have  rece ived a  corrective  action 

le tte r within s ix months  a re  not e ligible  for promotion. 
 
   Tra ining Requirements   
 

1. Communications  Office r II has  a  minimum tra ining requirement. A 
Communications  Office r reques ting promotion mus t comple te  the  
appropria te  promotion workshee t and ensure  minimum hour 
requirements  a re  met. Copies  of tra ining ce rtifica tes  mus t be  
a ttached to the  workshee t.  
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2. College  courses  may be  used to meet the  tra ining requirements . 
Eight hours  will be  awarded for a  three  credit hour course . College  
courses  mus t be  pre -approved by the  command s taff and taken 
during the  Communication Office r’s  current leve l se tting. 

 
3. Web based tra ining will be  awarded one  hour, unless  the  

Communications  office r can document a  reason for more  credit 
hours . To be  awarded more  hours  the  Communica tions  Officer 
mus t reques t in writing, to the  command s taff, for the  additiona l 
hours  and provide  documenta tion jus tifying a  grea te r amount of 
hours  to be  awarded.  

 
4. Tra ining courses  may only be  used one  time and hours  may not be  

split up. 
 
 P romotion Work Shee t 
 

1. Communications  Office r II mus t comple te  the  promotion worksheet 
to be  promoted to a  Communications  Office r II, and a  successful 
pe rformance  review. 

 
Ins truc tor Requirements  
 

1. In order for the  Black Hawk Police  Department to have  a  we ll-
rounded group of ins tructors , only two Communica tions  Office rs  will 
be  des igna ted as  ins tructors  for each discipline , except 
Communication Tra ining Officer (CTO). The  pos ition of CTO will be  
de te rmined by the  Communication Officer’s  tra ining abilities , not by 
how many CTO the  department currently has  ass igned. 

 
2. Communications  Office rs  mus t reques t in writing for an ins tructor 

pos ition. The reques t mus t s ta te  why the  communications  office r is  
the  bes t qua lified for the  pos ition, outline  experience  and prior 
tra ining. The  Command S taff will make  the  fina l decis ion on a ll 
ins tructor pos ition reques ts . 

 
3. If a  Communica tions  Officer’s  ins tructor pos ition reques t is  not 

approved, the  Communica tions  Officer may choose  a  diffe rent 
discipline  to mee t the  ins tructor requirement for promotion. 

    
Waivers  
 

1. Waivers  may be  granted, if through no fault of the  Communica tions  
Office r reques ting the  wa iver, required tra ining could not be  
comple ted due  to scheduling, budge t or lack of courses  ava ilability. 
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2. If a  wa iver has  been granted for promotion, the  tra ining requirement 
wa ived mus t be  comple ted within the  firs t yea r as  a  
Communications  Office r II 

 
3. Only one  tra ining requirement may be  waived and only one  waiver 

may be  granted. 
 

4. Waivers  must be  reques ted in writing, documenting reason for 
wa iver. The  command s taff sha ll have  fina l approva l of a ll wa ivers . 

 
Appea ls  
 

1. Communications  Office rs  may appea l to the  Chief of Police  if 
denied promotion. 

 
2. Appea ls  mus t be  reques ted in writing, documenting reason for 

appea l. The  Chief of Police  sha ll make  the  fina l decis ion on a ll 
appea ls . 
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Communica tions  Officer 1 on  In troduc tory Period   
 
New Communica tions  Office rs  mus t complete  the  be low lis t of required courses  
to successfully complete  the  introductory pe riod. 
 
P roba tionary office r Date  Supervis or Documenta tion  
 
CTO Comple tion _______ _________ _____________ 
EMD Certifica tion _______ _________ _____________ 
Firs t Aid/CPR _______ _________ _____________ 
CCIS/NCIC Bas ic _______ _________ _____________ 
Messenger OSN Cert _______ _________ _____________ 
Code  Red Webinar _______ _________ _____________ 
Nota ry Public _______ _________ _____________ 
 
 
NIMS Tra in ing 
 
FEMA ICS-100 Yes___ Date  Completed __________ 
FEMA IS-700 Yes___ Date  Completed__________ 
 
CIRSA Tra in ing  
 
New Employee  Safe ty Orienta tion Yes___     Da te  Comple ted__________ 
Back injury prevention  Yes___     Da te  Comple ted__________ 
Genera l Ergonomics   Yes___     Da te  Comple ted__________ 
Infection Control(Bloodborne  Pa thogens)Yes___   Da te  Comple ted__________ 
 
 
Tra ining waived (write  in N/A if no tra ining was  waived) 
 
Tra ining Title  S igna ture  of Supervisor approving waiver 
_________________ ____________________________________ 
 
 
 
Sa tis fac tory Performance  Review 
 
Yes ______ No_____  
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Communica tions  Officer II 
 
For promotion to Communica tions  Office r II a  minimum of 128 hours  of tra ining is  
required. Tra ining is  required in each of the  ca tegories  lis ted below. Course  
hours  may not be  broken up (example  if an approved course  is  40 hours  in 
length, it can only count as  one  of the  required a reas  i.e . 16 hours  in 
communica tions  or 8 hours  tactica l communica tions  and not a s  both). The be low 
lis t is  not intended to cover a ll courses  ava ilable  for each a rea , the  lis ted courses  
a re  pre -approved courses . Courses  not lis ted mus t be  approved by the  
supervisor, prior to course , to mee t requirements  in the  other Communications  
Office r tra ining ca tegory. A three  credit hour college  course  will count for 8 hours  
of tra ining, the  course  mus t be  pre -approved by Command S taff and course  must 
be  taken while  in Communica tions  Officer I s ta tus . 
 
Communica tions  Officer II Date  Hours  Documenta tion  
 
Communica tion  - Genera l (40 Hours ): 
 
Dispa tch Academy _______ _______ ____________ 
VDI - Verba l Judo _______ _______ ____________ 
Non-Emergency Calls  _______ _______ ____________ 
Communications  & Profess iona lism _______ _______ ____________ 
Background inves tiga tions  _______ _______ ____________ 
APCO Confe rence  _______ _______ ____________ 
S tress  Prevention _______ _______ ____________ 
Canniba lism and Critica l Thinking _______ _______ ____________ 
Avoiding a  toxic workplace  _______ _______ ____________ 
New Power Point 16 hour _______ _______ ____________ 
Amber Ale rt _______ _______ ____________ 
Suicide  Inte rvention _______ _______ ____________ 
Cris is  Inte rvention _______ _______ ____________ 
Other: ______________________ _______ _______ ____________ 
Other: ______________________        _______     _______        ____________ 
 
Communica tion  - Law Enforcement (16 Hours ):  
 
P rotecting L.E. Responders      _______     ______        ___________ 
Domestic Violence     _______ ______        ___________ 
Other: _____________________   _______ ______        ___________ 
Other: _____________________   _______ ______        ___________ 
 
 
 
 
  



Communications  Office r Promotion     Page  6 of 7 

Communica tions  Officer II  Date   Hours       Documenta tion  
 
Communica tion  - Fire  (8 Hours ): 
 
Fire  Communications    _______ ______        ___________ 
Other: _____________________   _______ ______        ___________ 
Other: _____________________   _______ ______        ___________ 
 
Communica tion  - Medica l (8 Hours ): 
 
Medica l Communica tions            _______ ______        ___________ 
Other: _____________________   _______ ______      ___________ 
Other: _____________________   _______ ______        ___________ 
 
Community Polic ing  (8 hours ): 
 
Conflict Resolution Training  _______     _____         ___________ 
Problem Oriented Tra ining  _______     ______        ___________ 
Other: _____________________   _______ ______       ___________ 
Other: _____________________   _______ ______       ___________ 
 
Ins truc tor Tra in ing  (16 hour): 
 
CTO Ins tructor _______ ______     _____________ 
Communication Tra ining Office r _______ ______ _____________ 
Other: _____________________ _______ ______ _____________ 
Other: _____________________ _______ ______ _____________ 
 
Tac tica l Communica tions  (8 hours ): 
 
Active  Shoote r _______ _______ ____________ 
Tactica l Dispa tching _______ _______ ____________ 
Other: _____________________ _______ _______      ____________ 
Other: _____________________ _______ _______      ____________ 
 
Leaders hip  and  Management (16 hours )  
 
Supervisory Ins titute  _______ _______      ____________ 
Other: _____________________ _______ _______      ____________ 
 
Ris k Management (8 hours ): 
 
9-1-1 Liability _______ _______ ____________ 
Ethics  _______ _______ ____________ 
Cus tomer Service  _______ _______ ____________ 
Other: ______________________ _______ _______ ____________ 
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Communica tions  Officer II : Continued  
 
Curren t Certifica tions : 
EMD:                  Yes_____  No_____     CPR/Firs t Aid:     Yes____  No_____ 
CIRSA Tra ining: Yes_____ No_____    Colorado Nota ry:  Yes  ____ No _____ 
 
NIMS Tra in ing   
ICS-200   YES___         Da te  Comple ted_____________ 
IS-800 YES____ Date  comple ted _____________ 
IS-247 YES____ Date  comple ted _____________ 
 
Communica tions  Cente r Improvement pro jec t 
 
P roject: _________________________ Date  Completed _______________ 
Project mus t be  presented to the  Communica tions  Supervisor and approved prior 
to s ta rting the  project. 
 
Ins truc ted  1 cours e  in  pas t yea r or s e rved  as  a  CTO: 
Course  Title  and da te  ins tructed:   ______________________________ 
Phase  Tra ined and Trainee  Name: ______________________________ 
 
Comple ted  one  year a s  Communica tions  Office r I:  Yes  _____   No ______ 
 
Succes s fu l Performance  Review:    Yes  _____   No ______ 
 
V. Sus pens ion  of Rules  
 

1. Nothing in these  rules  or regula tions  sha ll preclude  the  Chief of 
police  from suspending the  rules  for e ligibility for a  pa rticula r 
applicant upon reques t and for good cause  shown. 

 
 
 
 
 
 
 
 
 
 
 
Au thorized  by: 
S tephen  N. Cole      Da te : 10/04/2011 
Chie f o f Police  
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BLACK HAWK POLICE DEP ARTMENT  

S tandard  Opera ting  Procedure  
Chie f S tephen  N. Cole  

 
Date  Is s ued: 07/05/2010 
 

Subjec t: Crime  Scene  Inves tiga tion  Unit (CSI) (Se lec tion  Proces s )  
    

TO: All Pers onne l     Da te  Revis ed : 09/01/2016 
 

 
Des crip tion: The  Black Hawk Police  Department has  formed a  Crime  Scene 
Inves tiga tion Unit.  The  Black Hawk Police  Department will se lect the  mos t 
qua lified candida tes  to represent the  Department on the  team.  The  Black Hawk 
Police  Department has  deve loped s tandards  for eva lua ting perspective  
candida tes  who if se lected as  a  team member mus t be  capable  of pa rticipa ting 
and performing deta iled documenta tion of crime  scenes .  
 
P rocedure: Members  of the  Crime Scene  Inves tiga tion Unit will rece ive  
specia lized tra ining and must have  a  proven record of exce llent pe rformance . 
The  nature  of the  team requires  tha t a ll members  mainta in a  profess iona l 
demeanor both on the  team and within the  department.  Having a  pos itive  
a ttitude  and demons tra ting leadership within the  organiza tion is  critica l to the  
se lection process .    
 
Due  to the  specia l demands  placed on the  team, a ll members  must work toge ther 
and mus t be  able  to pe rform the  following activities  often for severa l hours  a t a  
time . 
 

1. Follow orders  and directives  as  we ll a s  take  directions , with a ttention to 
de ta il. 
 

2. S tay ca lm even in the  mos t s trenuous s itua tions . 
 

3. Be  able  to adapt to ever changing circumstances  and events . 
 

4. Be  de ta il oriented and above  average  ability to communica te  ve rba lly 
and in writing. 
 

5. Be  able  to crawl, bend and ca rry a  la rge  tool box. 
 

6. Have  a  reputa tion as  a  team player who takes  respons ibility for the ir 
actions , and be  known for the ir leve l headed thinking. 
 

7. Be  open to criticism from supervisors  and peers . 
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8. Be  ava ilable  for tra ining and ca ll outs  a t a ll times  of day or night.  
 

9. Have  knowledge  of the  department policies  on evidence  collection and 
be  able  to te s tify in court on those  procedures . 

 
The  process  for se lecting members  is  divided into two a reas .   
 

1) Minimum s tandards  to apply for the  CSI. 
  

2) Applica tion and inte rview phase .  
 
I. Minimum s tandards  to  apply for the  Crime  Scene  Inves tiga tion  Unit. 
 

A. Because  of the  expense  of tra ining each member of the  Crime  Scene 
Inves tiga tion Unit and the  commitment required to be  a  me mber of the  
Crime  Scene  Inves tiga tion Unit, each applicant is  required to have  a  
minimum of two years  with the  Black Hawk Police  Department as  a  
sworn or non-sworn employee . This  may be  waived with the  approva l 
of the  Chief of Police .  They must be  willing to commit to two years  of 
se rvice  with the  Black Hawk Police  Department as  a  member of the  
Crime  Scene  Inves tiga tion Unit. 

 
B. Applicants  mos t recent eva lua tion must be  an 85% or above  and or no 

disciplina ry actions  within the  previous  12 months . 
 

C. Inte rna l Affa irs  inves tiga tions  tha t have  resulted in a  sus ta ined viola tion 
of the  department’s  “report writing” or “crimina l inves tiga tions” policies  
a re  grounds  for remova l from cons idera tion. Any supervisory inquiry or 
Inte rna l Affa irs  inves tiga tion which shows poor judgment on the  pa rt of 
the  applicant may be  grounds  for remova l from cons idera tion.  Any 
incidences  of not thoroughly inves tiga ting a  scene  may a lso be  
cons ide ration for grounds  for remova l form the  CSI team. 
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II. Applica tion  and  in te rview. 
 

A. Applicants  mus t submit a  le tte r of inte res t and resume (No more  than 
one  page) to the ir supervisor.  Both of these  items  should show the  
applicant’s  reasons  to be  cons ide red for a  pos ition on the  team.  The  
resume should highlight the  tra ining the  applicant has  rece ived, which 
prepared them for the  pos ition.  In addition, the  resume should 
highlight any experience  and how it is  applicable  to the  pos ition.   

 
B. Applicants  may be  inte rviewed individua lly by a  board. The applicant 

will be  reviewed by a ll current Crime  Scene  Inves tiga tion Unit 
members . 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Au thorized  by: 
S tephen  N. Cole       Da te : 07/05/2010 
Chie f o f Police  
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BLACK HAWK POLICE DEP ARTMENT  
S tandard  Opera ting  Procedure  

Chie f S tephen  N. Cole  
 
Date  Is s ued: 01/28/08 
 

Subjec t: Evidence  Property P rocedures   
 

TO: All Pers onne l     Da te  Revis ed : 03-26-2015 
 

 
Des crip tion: The  Evidence  Technician/Chief’s  des ignee  sha ll be  in charge  of the  
Property/Evidence  Section and be  tota lly respons ible  for its  function and 
opera tion.  The  Property/Evidence  Section is  charged with the  safekeeping of a ll 
evidence  for crimina l cases , found property and property he ld for safekeeping. 
The  Evidence  Technician/Chief’s  des ignee  performs  work in support of the  Chief 
of Police , Detectives , and Office rs . 
 
Po lic y: All property se ized by the  Black Hawk Police  Department which is  re la ted 
to a  crime , poss ible  crime , which may clea r a  pe rson of a  crimina l charge , or 
which may implica te  a  pe rson in a  criminal wrong doing sha ll be  booked as  
evidence , safeguarded by this  section as  evidence  and he ld by this  section until 
no prosecution is  contempla ted or until the  prosecution process  is  fina lized.   
 
All othe r property sha ll be  booked into the  Property Section as  non-evidence  and 
safeguarded until such a  time  as  it can be  re turned to its  rightful owner or 
disposed.  The  Evidence  Technician sha ll be  able  to document the  cha in of 
cus tody of any item of property from the  time  it is  accepted by the  Evidence  
Section to the  time  it is  lawfully disposed. 
 
To prevent unauthorized access , the  entry door sha ll be  fully secured when the  
room is  vaca ted.  If a  discrepancy exis ts  be tween the  property screen and the  
property actua lly submitted, the  Evidence  Technician sha ll contact the  submitting 
office r to rectify the  discrepancy.  If a  resolution cannot be  found, the  Evidence  
Sergeant sha ll be  notified. 
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S ta tutes  Of Limita tions  
Murder, Kidnapping, Treason, Forgery (Or Attempt, Solicita tion,  
Or Conspiracy to Commit Any of These  Crimes)   No Limit 
Sexua l Assault in the  Firs t Degree , Sexua l Assault on a  Child,  
(& By One  in A Pos ition of Trust), Aggrava ted Inces t  No Limit 
Other Fe lonies         3 Years  
Misdemeanors         18 Months  
Class  1 & 2 Misdemeanor Traffic Offenses     1 Year 
Pe tty Offenses         6 Months  
 
1. Booking In Property 
 

Beginning of e ach shift, re trieve  property from evidence  lockers  loca ted on 
2nd floor. 

 Log on compute r. 
 Click on the  E-Force  RMS icon on the  desk s top  
 Ente r use r name and password. 
 Click on entry upda te  
 Click on Evidence  
 Ente r Tag # and click on look up 
 Firs t screen is  office r input 
 Go to bottom of page  click save /next 
 This  takes  you to add/edit evidence  

Click drop down on type  (se lections  a re  check in, check out, des troyed, 
re leased and de le ted). 
Choose  appropria te  type  
This  will take  you to evidence/input page  
If tag # did not follow input aga in 
Use  drop down menu to s ignify where  property came from, i.e . pa trol 
evidence  lockers , CBI, e tc. 
Ente r loca tion of where  you a re  going to place  evidence  in the  evidence  
room (which bin or she lf).  Choose  evidence  room from drop down menu 
At the  bottom of the  page  the re  is  a  comment section if needed 
Click save /next 
Click bar code printe r  
Labe l will print out automatica lly 
P lace  labe l on evidence  
Click cha in of cus tody tab to make  sure  a ll information was  saved 
Hit ente r 
 

2. Re leas ing Evidence /Property 
 

Property sha ll not be  re leased, re turned, or des troyed without approva l 
from the  submitting office r, Evidence  Sergeant, the  D.A.’s  office , or the  
courts . 
Go to “My Compute r” 
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Se lect “Police  Shared” 
Se lect “Forms” 
Se lect “Property Re lease”, comple te  form, and print it out. 
Send comple ted printed form to “Records” to be  included with file . 
 
If re leas ing property to an individua l, photo copy ID, a ttach it to the  re lease  
form and have  person s ign the  form. 
In “My Documents” ente r information on “Monthly Dispos ition Report”. 
Click entry/upda te  
Click Evidence  
Ente r Tag # 
Office r Input screen will come up 
Go to bottom of page  click save /next 
Add/edit evidence  screen will come up 
Click drop down menu under type  
Click on re leased 
Fill in who re leased to 
In comments  input who authorized re lease  and when it was  re leased and 
by whom 
Click on save  button a t bottom of page  
 
The  person taking possess ion of property sha ll be  ente red into the  
compute r. (Evidence  going to court, CBI, other agency)  Any drug checked 
out for court will be  we ighed in the  presence  of both the  rece iving office r 
and the  Evidence  Technician.  The  weight of the  drug will be  noted on the  
tag and initia led by both.  When the  package  is  re turned from court it will 
aga in be  we ighed in the  presence  of both and initia led. 
 
If the  Evidence  Tech or Detective  is  taking an item to the  CBI lab, the  
reques ting office r mus t fill out a  CBI lab form and a  cover le tte r on 
department le tte rhead de ta iling the  examina tions  reques ted.   
 
When an item is  re turned, go to add/edit evidence  
Click on check in 
Check in items  as  s ta ted above  as  if it were  new evidence  
In comment section input da te  property re turned and by whom. 
 

3. Drug Burns  
 

Drug burns  a re  to be  conducted every quarte r or a t the  Chief’s  discre tion. 
The  Black Hawk Police  Department has  ente red into an agreement with 
the  following agencies  to share  the  cos t of a  “Drug Termina tor” and its  
use : Centra l City Police  Department, Clea r Creek County Sheriff’s  
Department, Divis ion of Gaming, Gilpin County Sheriff’s  Department, and 
the  Idaho Springs  Police  Department. 
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Notify the  above  mentioned departments  a t leas t two weeks  in advance  of 
an upcoming burn. 
 
On the  day before  the  burn, notify the  Black Hawk Fire  Department tha t a  
burn will be  taking place . 
 
The  Evidence  Technician sha ll be  present a t every burn and sha ll remain 
a t the  loca tion until the  burn is  comple te . 
 
Safe ty gear to include  eye  protection, hea t res is tant gloves , appropria te  
clothing, and a  respira tion device  sha ll be  used by those  opera ting the  
“Drug Termina tor”. 
 
A fire  extinguishe r sha ll be  readily ava ilable  during the  burn. 
 
The  machine  sha ll be  s ta tioned a t a  safe  dis tance  to prevent an accidenta l 
ignition of vehicles  and/or s tructures .  The  recommended safe  dis tance  is  
a  minimum of 10 fee t. 
 
Pa rticipa ting agencies  will handle  and burn the ir own drugs  and the  Black 
Hawk Police  Department will handle  and burn its  own drugs . 
 
The  Evidence  Technician will a lways  have  a  city employee  ass is t to 
witness  a ll drug burns . 
 
All drugs  to be  burned will be  wrapped in paper to prevent plas tic from 
melting onto the  feeder s lot. 
 
No combus tible  items i.e . ammunition, fireworks , lighte rs , e tc. sha ll be  
placed in the  “Drug Termina tor” during opera tion. 
 
When the  burn is  comple te  the  safe ty lid will be  left secured and the  
machine  sha ll be  turned off and unplugged. 
 
The  “Drug Termina tor” sha ll be  left in a  safe  loca tion during the  cool-down 
period. 
 
When the  burn and cool-down a re  comple te , the  Evidence  Technician 
sha ll notify the  City Shops  Department who will then empty and secure  the  
“Drug Terminator”. 
In the  event of damage  or a  malfunction to the  “Drug Termina tor”, 
immedia te  written notice  will be  given to the  on duty police  supervisor. 
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4. Des truction of Property/Evidence  
 
A prope rty dispos ition report will be  run on property tha t has  been s la ted 
for des truction. This  report includes  items  ente red by the  Records  Divis ion 
from court dispos itions . It a lso includes  items  from supervis ion tha t have  
been s la ted for des truction. The  Evidence  Technician a lso rece ives  via  
department mail “Fina l Dispos ition Reports” from the  DA’s  Office . These  
reports  lis t if and when items  of evidence  can be  des troyed. 
 
Fill out the  re lease  form for items  re leased to owner as  we ll a s  items 
auctioned, des troyed or burned. Pull the  evidence  and a ttach the  form to 
the  evidence  until time of destruction, re lease , e tc. There  is  a  holding a rea  
for these  items  in the  evidence  room. When enough evidence  has  been 
ga thered to des troy, burn or auction; the  form will be  comple ted with date  
of des truction, method of des truction, re leased for auction and s igned by a  
witness . The  comple ted form will be  submitted to the  Records  for filing in 
the  case . 
 
Working from the  Dispos ition Report, collect a ll items  to be  des troyed. 
With a  department employee  acting a s  a  witness , shred paperwork, 
photos , checks , e tc. 
 
Video and audio tapes  sha ll be  cut and the  ca rtridge  smashed to prevent 
the  ability of the  item to be  viewed. 
 
All othe r items  sha ll be  discarded in such a  manner tha t renders  them 
use less . 
 
Any item of a  moneta ry va lue  tha t has  been s la ted for des truction sha ll be  
re ta ined to be  included in auctions  for the  city’s  genera l fund. 
 
Once  the  item has  been destroyed a  property re lease  form sha ll be  
comple ted and filed in the  case  folder.  If the  item was  des troyed by order 
of the  DA’s office , the  “Fina l Dispos ition Report” sha ll be  filed with the  
case  folde r a lso. 
 
Ente r the  information on the  “Monthly Dispos ition Report” 
 
At the  end of the  month, the  “Monthly Dispos ition Report” sha ll be  
forwarded to the  Evidence  Technician supervisor and Chief of Police . 
 
The  number of property intakes  and re leases  sha ll be  ente red on the  
yearly dispos ition report. 
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5. Counte rfe it Money 
 

When a  case  has  reached a  dispos ition and it involves  counte rfe it money, 
supervis ion may direct the  Evidence  Technician or Evidence  Sergeant to 
send the  money to the  U.S . Secre t Service . 
 
Go into case  management and add a  supplement. A copy of the  
supplement and case  na rra tive  a long with the  counte rfe it money a re  sent 
to Secre t Service . Note  in the  add/edit evidence  screen tha t the  money 
has  been sent to Secre t Service . Fill in comment section who sent the  
money and paperwork and when it was  sent. A rece ipt will be  rece ived 
from Secre t Service  which needs  to be  placed in the  case  file . 
 

6. Evidence  Reques ts  
 
Often requests  for copies  of items  of evidence  a re  made  from supervis ion, 
office rs , the  DA’s  office , or othe rs . These  reques ts  sha ll be  made  in written 
form.  Normally items  reques ted to be  copied a re  VHS tapes , audio tapes , 
CD’s , DVD’s , or photos .  If a  request is  made  by anyone  other than a  
department employee , othe r agency or the  D.A.’s  office , a  $25.00 
process ing fee  sha ll be  charged for each item.  Afte r the  reques ted copied 
item is  de live red paperwork sha ll be  given to records  to file  in the  case  file . 
Anyone  other than a  department employee  or DA must a lso fill out a  
re lease  form. Always  check to make  sure  the  information can be  re leased 
to a  priva te  pa rty. 

 
7. P roperty Auctions  

 
When items of va lue  are  not to be  re turned and s la ted for des truction they 
can be  lis ted for auction. This  sha ll be  by supervis ion’s  written approva l. If 
an item has  been turned in to the  property room as  found and the  owner 
cannot be  identified, tha t item can be  lis ted for auction with the  
supervisor’s  written approva l. All reasonable  e fforts  sha ll be  made  to 
re turn found property and/or s tolen goods  to its  rightful owners .   
 
Found Property: 
 
When property is  found by a  citizen or city employee  and turned into the  
police  department the  evidence  technician will try to find the  proper owner.  
If a fte r 30 days  the  owner cannot be  found or the  owner has  not 
responded to the  correspondence  then the  property will be  auctioned, 
des troyed or become city property according to city policy. 
 
On property whe re  the re  is  a  known owner, a  property ca rd sha ll be  sent 
to the  owner’s  las t known address .  The  ca rd specifies  a  twenty day time 
limit to cla im property. Owner of property mus t notify the  evidence  section 
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within 20 days  or the  property will be  des troyed. If the  ca rd is  sent back 
address  unknown or unable  to forward the  property will be  des troye d 
immedia te ly.   A ce rtified le tte r will be  sent on items  tha t have  a  va lue  of 
$250.00 or more .  Anyone  cla iming property sha ll provide  picture  
identifica tion to be  photo-copied and included in the  file .  If the  owner of 
the  property has  no address , the  property will be  kept for 90 days .  If the  
owner does  not contact the  police  department within the  90 days  the  
property will be  destroyed. 
 
The  Black Hawk Police  Department utilizes  the  “Dickenshee t & 
Associa tes” auction firm loca ted a t 1501 W. Wesley Ave ., Denver, Co., 
80223.  When the  department has  items  for auction, the  Evidence  
Technician will phone the  auction house  (303- 934-8322) to se t up an 
appointment for the  auction house  employees  to pick up the  items . An 
auction house  employee  sha ll ve rify, with a  s igna ture , a ll items  rece ived.  
Afte r the  auction has  taken place , the  auction house  sha ll ma il a  check 
made  out to the  City Of Black Hawk in the  amount, minus  fe es , collected.  
The  money collected from the  auction sha ll go to the  city’s  genera l fund.  

 
8. Firea rms   

 
All firea rms  a re  to be  made  safe  before  be ing accepted into the  property 
room.  If it can’t be  made  safe , it sha ll clea rly be  marked as  “LOADED” or 
“UNSAFE”.   
 
All firea rms , a long with any associa ted ammo, a re  to be  sent to the  CBI for 
lab te s ting. 
 
When a  dispos ition in a  case  has  been reached and a  weapon is  involved, 
the  courts  may deem the  weapon not to be  re turned.   
 
With written approva l from the  courts , the  City of Black Hawk may auction 
the  weapon with the  proceeds  going to the  city genera l fund. 
 
When a  da te  has  been se t for the  weapon’s  auction, no less  than five  
authorized gun dea le rs  sha ll be  notified of the  auction.  All weapons  a re  to 
be  sold “as  is” to the  highes t bidder.  Bids  will be  sea led and a  deadline  
will be  se t for accepting them.   
 
A da te  and time  will be  se t for any invited dea le r to view the  weapons .  To 
view the  weapons , deale rs  mus t bring a  copy of his  or he r dea le r’s  license .  
When payment has  been made and funds ve rified by the  highes t bidder, 
the  weapons  sha ll be  re leased to him or he r. 
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9. Money 
 
Money sha ll be  transfe rred to the  city genera l fund when the  following 
crite ria  have  been met: The  money has  been authorized for re lease  and 
has  remained uncla imed for a  pe riod of 60 days  from booking, or the  
owner has  not responded to a  notifica tion le tte r within 20 days  of rece ipt of 
such le tte r.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Au thorized  by: 
S tephen  N. Cole        Da te : 08/03/2015 
Chie f o f Police  



Attachment Black Hawk PD Procedure Manual
Supplemental Manual

Copyright Lexipol, LLC 2016/11/10, All Rights Reserved.
Published with permission by Black Hawk Police Department

Procedure - DA Child Abuse Guidelines .pdf -
452

Procedure - DA Child Abuse Guidelines .pdf



 

Page 1 of 89 

 
BLACK HAWK POLICE DEP ARTMENT  

S tandard  Opera ting  Procedure  
Chie f S tephen  N. Cole  

 
Date  Is s ued: November 16, 2008 
 

Subjec t: J e ffco  Child  Abus e  Guide lines      
 

TO: All Pers onne l      Da te  Revis ed : 09/01/2016  
 

 
J EFFERSON COUNTY 

CHILD ABUSE INVESTIGATION 
 

POLICY AND PROCEDURE MANUAL 
 

TABLE OF CONTENTS 
 

J e ffe rs on  County La w Enforcement Agenc ies  
 

PREFACE 
 
OFFICIAL ENDORSEMENTS 
 
COMMITTEE MEMBERS 
 
J EFFERSON COUNTY CHILD ABUSE INVESTIGATION POLICY    
 
 I. Purpose           
 II. Scope            
 III. Definitions           
 IV. Agencies  Concerned and Genera l Areas  of Respons ibility    
 
J EFFERSON COUNTY CHILD ABUSE INVESTIGATION PROCEDURE 
 

Arapahoe  House             
 

CASA of Jeffe rson and Gilpin Counties         
 

Child Advocacy           
 

Jeffe rson County Child Protection Team        
 

Coroner’s  Office            
 



 

Page 2 of 89 

Jeffe rson County Attorney’s  Office         
 

Firs t Judicia l Jus tice  Court Services    
Community Service /Work Crew         

 
Firs t Judicia l Dis trict Jus tice  Services   
Pre tria l Se rvices            

 
Jeffe rson County Divis ion of Children, Youth and Families     

 
Firs t Judicia l Dis trict Attorney’s  Office         

 
Firs t Judicia l Dis trict Attorney Based Victim Services       

 
Family Tree             

 
Department of Hea lth and Environment        

 
Hea lth Care  Facilities           

 
Jeffe rson County Juvenile  Assessment Center – JAC      

 
Jeffe rson County Juvenile  Assessment Center / Dis trict Attorney’s  
Office  Pretria l Supervis ion Program (juveniles  who a re  a lleged to 
have  committed sex offenses)         

 
 

Law Enforcement Based Victim Services        
 

Jeffe rson County Media tion Services        
 

Menta l Hea lth Care  Facilities          
 

Firs t Judicia l Dis trict Proba tion Department       
 

Jeffe rson County Public Schools  Dis trict R-1       
 
APPENDIX A – INDICATORS OF ABUSE/NEGLECT  
 
APPENDIX B – OVERVIEW OF CHILD PROTECTIVE SYSTEM 
 
APPENDIX C – TRAINING RESOURCE PERSONNEL 
 
 
 



 

Page 3 of 89 

APPENDIX A 
 

POTENTIAL INDICATORS FOR ABUSE/NEGLECT 
 
I. PHYSICAL ABUSE 
 

A. Indica tors  to look for: 
 

1. Frequent injuries  a lways  expla ined as  “accidenta l” by child. 
2. Multiple  bruis ing in va rious  s tages  of hea ling.  The  age  of bruis ing 

has  traditiona lly been roughly es timated by the  following colors : 
red, blue , purple  0-5 days  
green, ye llow  5-10 days  
brown   10 or more  days  
resolved  2-4 weeks  

However, it should be  noted tha t bruises  of the  same age  will va ry 
in color due  to the  loca tion, s ize , and depth.  The  only scientific 
s tudy on bruises  concluded:  1) ye llow is  seen in bruises  olde r than 
18 hours , 2) red, blue , purple , or black may occur anytime . 
[Forens ic Sci Int. 1991;50:227-238]       

3. Bruises  in specific shapes  such as  s lap marks , be lt marks , hanger 
marks , grab marks  and loop marks . 

4. Frequent bruis ing on the  neck, head and face , lips  or mouth. 
5. Ba ld spots  on the  sca lp which could be  caused by ha ir pulling. 
6. Burns  of a ll types , e specia lly ciga re tte  burns , curling iron burns , and 

pa tte rn burns .  Pa tte rn burns  can result from irons , hea ting gra te s , 
radia tors , e tc.  Burns  can a lso result from ropes , e tc., tied a round 
the  neck, wris ts , or ankles .  

7. Unexpla ined fractures  to skull, nose  or jaw. 
8. Any fracture  in a  child under the  age  of two. 
9. Swollen or tender limbs  
10. Child compla ins  of soreness  or has  awkward movements . 
11. Unusua l reaction or decreased sens itivity to pa in. 
12. Unexpla ined lace ra tions  and abras ions  

-  to the  mouth, lips , gums or eyes  
-  to the  exte rna l genita lia  
-  on the  backs  of the  arms , legs  or torso 

13. Unexpla ined abdominal injuries  
-  swe lling of the  abdomen 
-  loca lized tenderness  
-  cons tant vomiting 

14. Human bite  marks , e specia lly when grea te r than 1 1/2 inches . 
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B. Behaviora l indicators  to look for: 
 

1. Reports  injury by a  pa rent or ca re taker. 
2. Is  often wary of phys ica l contact with adults , may actua lly shrink 

away from be ing phys ica lly touched. 
3. Apprehens ive  when other children cry. 
4. Behaviora l extremes  

-  aggress iveness  
-  suicida l ges ture  
-  withdrawal/depress ion 
-  over-compliance  with adults  
-  animal abuse  
- fire  se tting/s ta rting 

5. Frightened of pa rents . 
6. Afra id to go home. 
7. Child has  made  outcry to an adult. 
8. May wear long s leeves  or othe r types  of clothing to hide  injuries . 
9. Repeated absences  from school for which no excuse  or a  

suspicious  excuse  is  given. 
10. May appear to be  accident prone ; if injuries  do not ever occur a t 

school, this  may be  a  cover-up for abuse . 
11. Few if any friends, poor peer re la tionships . 
 

C. Family indica tors  to look for: 
 

1. Pa rent was  abused as  a  child. 
2. Unmet needs  of pa rent. 
3. Immature  pa rent. 
4. Lack of “parenting knowledge”. 
5. Unrea lis tic expecta tions  for the  child. 
6. “Specia l needs” child (handicapped, hyperactive , e tc.) 
7. Drug and a lcohol use . 
8. Frequent crises . 
9. Be lief in and re liance  on phys ica l punishment. 
10. Domestic violence  in the  home. 
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II. PHYSICAL NEGLECT 
 

A. Phys ica l indica tors  to look for: 
 

1. Chronic hunger, poor hygiene , inappropria te  dress . 
2. Chronic lack of supervis ion, e specia lly in dangerous  activities  or 

long periods . 
3. Una ttended phys ica l problems, medica l or denta l needs. 
4. Lack of supervis ion up to and including abandonment. 
5. Cons tant fa tigue  or lis tle ssness . 
6. Home is  so filthy and unkempt tha t the  hea lth of the  child(ren) might 

be  in jeopardy. 
7. May have  one  of the  “nuisance  diseases” such as  lice  or scabies  or 

impe tigo which is  untrea ted. 
 

B. Behaviora l indicators  to look for: 
 

1. Begging, s tea ling food. 
2. Extended s tays  a t school (ea rly a rriva l) and (la te  departure ). 
3. Chronic fa tigue , lis tle ssness , or fa lling as leep in class . 
4. Alcohol or drug abuse . 
5. Delinquency (e .g. thefts , pros titution) 
6. Reports  the re  is  no ca re taker. 
7. Chronic runaway. 
8. Frequent ta rdiness  and absentee ism. 
9. Suicida l ges ture . 

 
C. Family indica tors  to look for: 

 
1. Emotiona l and persona lity problems of the  pa rent. 
2. Financia l problems. 
3. Unemployment or underemployment. 
4. Lack of pa renting skills  and knowledge . 
5. Drug and a lcohol abuse . 
6. Dirty, disordered household. 
7. Problems with ne ighbors , law enforcement, and/or othe rs . 
8. Limited inte llectua l capacity of pa rent (s ). 
9. Socia l isola tion and lack of pos itive  socia l/family support. 
10. Child reports  need to ca re  for younger s iblings  for extended periods 

of time . 
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III. SEXUAL ABUSE 
 

A. Ques tion the  a lleged victim and/or reporting party concerning the  following 
phys ica l indica tors : 

 
1. Difficulty in wa lking or s itting. 
2. Torn, s ta ined, or bloody underclothing. 
3. Pa in or itching in genita l a rea , including during urina tion. 
4. Bruis ing or bleeding in genita l or ana l a reas . 
5. Sexua lly transmitted diseases , e specia lly in pre -teens . 
6. Pregnancy. 
7. Often the re  a re  no vis ible  phys ica l indica tors  of sexua l abuse . 
 

B. Ques tion the  a lleged victim and/or reporting party concerning the  following 
phys ica l indica tors : 

 
1. Withdrawal, chronic depress ion. 
2. Excess ive  seductiveness . 
3. Role  reversa l, overly concerned for s iblings . 
4. Poor se lf e s teem, se lf deva lua tion, lack of confidence . 
5. Peer problems, lack of involvement. 
6. Mass ive  we ight change . 
7. Ea ting disorders . 
8. Suicide  a ttempts  (especia lly adolescents ) 
9. Hys te ria , lack of emotiona l control. 
10. Sudden school difficultie s . 
11. Chronica lly runs  away. 
12. Inappropria te  sex play or premature  unders tanding of sex (i.e . 

excess ive  mas turba tion). 
13. Threa tened by phys ica l contact, closeness . 
14. Fantas izing or exaggera ting. 
15. Hos tile  and aggress ive  actions . 
16. Se lf des tructive  behaviors , truancy, drug and a lcohol abuse . 
17. S leep problems or disorders  to include  frequent nightmares . 
18. Indirect messages  express ing fea r or dis like  of pa rticula r individua l. 
19. Newly acquired bodily compla ints , such as  s tomach pa in. 
20. Compuls ive  behaviors , such as  taking an excess ive  number of 

ba ths . 
21. Fea r of going home and/or refusa l to go home. 
22. Regress ive  behavior such as  baby ta lk or bed wetting.  Wetting or 

soiling pants . 
 
(Adapted from Colorado Department of Educa tion/Colorado Department of 

Hea lth, “Child Abuse , Information for School Employees”.) 
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C. Family indica tors  to look for: 
 

1. Overly res tricted socia l activities . 
2. Blurring of genera tional boundaries . 
3. Role  reversa l of mother and daughte r. 
4. Fa ther overly protective  of daughte r. 
5. Close  phys ica l contact be tween fa the r and daughte r while  mother is  

comple te ly left out. 
6. Fa ther thinks  of se lf a s  boyfriend. 
7. Mother thinks  of daughte r as  a  riva l. 
8. Isola tion of family. 

 
IV. EMOTIONAL ABUSE 
 

A. Phys ica l indica tors  to  look for: 
 
1. Speech disorders . 
2. Lags  in phys ica l deve lopment. 
3. Fa ilure -to-thrive  (i.e . appears  to be  suffe ring severe  malnutrition). 

 
B. Behaviora l indicators  to look for: 

 
1. Habit disorders  (sucking, biting, rocking, e tc.). 
2. Conduct disorders  (anti-socia l, destructive , fire  se tting, animal 

abuse , e tc.). 
3. Neurotic tra its  (s leep disorders , inhibition of play). 
4. Psychoneurotic reactions , (hys te ria , obsess ion, compuls ion, 

phobias , hypochondria). 
5. Behavior extremes : 

-  compliant, pass ive  
-  aggress ive , demanding 

6. Overly adaptive  behavior: 
-  inappropria te ly adult 
-  inappropria te ly infant 

7. Deve lopmenta l lags  (menta l, emotiona l) 
8. Attempted suicide . 
9. Domestic violence  in the  home. 
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V. DRUG/ALCOHOL EXPOSURE 
 

A. Phys ica l indica tors  to look for: 
 

1. Pos itive  toxicology screen. 
2. High-pitched cry. 
3. Swea ting. 
4. Small s ta ture  - reduced weight, he ight and head s ize . 
5. Abnormal fea tures  of the  face  and head. 
6. Infant morta lity/increased risk for SIDS. 
7. Birth defects . 
8. Reduced muscle  tone/lack of muscle  control or muscle  s tiffness  

and rigidity. 
9. Le thargy/abnormal drowsiness . 
10. Skin abras ions  on the  knees , toes , e lbows  and nose  (from 

excess ive  movement aga ins t bedclothes). 
11. Sexua lly transmitted diseases . 
12. HIV pos itive . 

 
B. Behaviora l indicators  to look for: 

 
1. Hyperactivity. 
2. Short a ttention span 
3. Abnormal speech. 
4. Tremors /convuls ions . 
5. Res tlessness  
6. Irritable . 
7. Inconsolable  crying/difficult to comfort or cuddle . 
8. Abnormal reflexes  i.e ., marked s ta rtle  response , poor sucking reflex 

or voracious  sucking, difficulty swallowing, poor grasping ability. 
9. Lack of se lf control. 
10. Impa ired lea rning capacity/lea rning disabilities . 
11. Visua l problems/poor eye  contract/je rky eye  movements . 
12. S leeplessness  
13. Feeding/ea ting problems. 
14. Deve lopmenta l de lays  
15. Uncoordina ted movements . 
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J EFFERSON COUNTY CHILD ABUSE 
 

INVESTIGATION POLICY 
 
I. PURPOSE 
 

The  purpose  of the  procedura l outline  sha ll be  a s  follows: 
 

A. To es tablish a reas  of respons ibility for the  va rious  agencies  normally 
involved in child abuse  reporting/inves tiga tion. 

 
B. To es tablish procedures  for each agency to follow in pursuing its  pa rt in 

the  inves tiga tion so tha t a  common procedure  will be  use d throughout 
Jeffe rson County. 

 
C. To es tablish a reas  of coopera tion among the  va rious  agencies . 
 
D. To identify and inves tiga te  reports  of child abuse /neglect and to recognize  

tha t the  inves tiga tion of othe r illega l/improper conduct, such as  drug or 
a lcohol viola tions  and domes tic violence , may uncover is sues  of child 
abuse /neglect. 

 
II. SCOPE 
 
This  procedura l outline  is  intended to cover a ll child abuse  reports  and inves tiga tions  
which a re  conducted in Jeffe rson County. 
 
The  ultimate  objectives  of child a buse  inves tiga tions  a re  to thoroughly, accura te ly and 
objective ly de te rmine  the  facts  of the  case , ensure  the  ongoing safe ty of a ll children 
involved, and es tablish the  bas is  for the  successful prosecution of the  offender or the  
successful implementa tion of dependency and neglect proceedings . 
 
III. DEFINITIONS 
 

A. Bodily In jury, 18-1-901(3)(c ). 
Bodily injury will be  defined as  “phys ica l pa in, illness , or any impa irment of 
phys ica l or menta l condition.” 
 
B. Child  Abus e  
 

1. Child abuse  includes  child abuse  and child neglect. 
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a . For purposes  of reporting and inves tiga ting child abuse  and 
neglect, and hence  for mos t purposes  under this  manua l, 
section 19-1-103(1) defines  “abuse” or “child abuse  or 
neglect” as  an act or omiss ion in one  of the  following 
ca tegories  tha t threa tens  the  hea lth or we lfa re  of a  child: 
 
(1) Any case  in which a  child exhibits  evidence  of skin 
bruis ing, bleeding, malnutrition, fa ilure  to thrive , burns , 
fracture  of any bone , subdura l hematoma, soft tis sue  
swelling, or dea th and e ithe r: such condition or dea th is  not 
jus tifiably expla ined; the  his tory given concerning such 
condition is  a t va riance  with the  degree  or type  of such 
condition or dea th; or the  circumstances  indica te  tha t such 
condition may not be  the  product of an accidenta l 
occurrence ; 
 
(2) Any case  in which a  child is  subjected to sexua l 
a ssault or moles ta tion, sexua l exploita tion, or pros titution; 
 
(3) Any case  in which a  child is  a  child in need of se rvices  
because  the  child’s  pa rents , lega l guardian, or cus todian 
fa ils  to take  the  same actions  to provide  adequa te  food, 
clothing, she lte r, medica l ca re , or supervis ion tha t a  prudent 
pa rent would take ; 
 
(4) Any act or omiss ion described in section 19-3-
102(1)(a ), (1)(b), or (1)(c), which corresponds  to pa ragraphs 
b(I), b(II), and b(III) immedia te ly be low. 

 
These  definitions  a re  consulted by individua ls  who a re  
manda ted to report suspected or known child abuse  or 
neglect and other reporting parties . 

 
b. For purposes  of a  civil dependency or neglect court action, a  

child is  a  dependent or neglected child if: 
 
(1) A parent, guardian, or lega l cus todian has  abandoned 
the  child or has  subjected him to mis trea tment or abuse  or a  
pa rent, guardian, or lega l cus todian has  suffe red or a llowed 
another to mis trea t or abuse  the  child without ta king lawful 
means  to s top such mis trea tment or abuse  and prevent it 
from recurring; 
 
(2) The  child lacks  proper pa renta l ca re  through the  
actions  or omiss ions of the  pa rent, guardian, or lega l 
cus todian; 
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(3) The  child’s  environment is  injurious  to his  we lfa re ; 
 
(4) A parent, guardian, or lega l cus todian fa ils  or re fuses  
to provide  the  child with proper or necessary subs is tence , 
educa tion, medica l ca re , or any other ca re  necessa ry for his  
hea lth, guidance , or we ll-be ing; 
 
(5) The  child is  homeless , without proper ca re , or not 
domiciled with his  pa rent, guardian, or lega l cus todian 
through no fault of such parent, guardian, or lega l cus todian; 
or 
 
(6) The  child has  run away from home or is  othe rwise  
beyond the  control of his  pa rent, guardian, or lega l 
cus todian. 
 

In addition, under Colorado case  law, i.e ., by prior decis ions  
of Colorado’s  Court of Appea ls  and Supreme Court, County 
Attorney’s  may file  actions  based on the  emotiona l abuse  of a  
child. 
 
These  definitions  a re  consulted by DCYF and the  County 
Attorney in de te rmining whe ther to file  a  civil dependency or 
neglect proceeding and by the  judge , magis tra te  or jury in a  
tria l in such a  proceeding to de te rmine  if a  child should be  
adjudicated a  dependent or neglected child. 

 
c. Under title  18 of the  Colorado Revised Sta tutes , specific 

actions  taken aga ins t children a re  defined as  va rious  crimes 
under the  crimina l code .  The definitions  a re  ca refully 
cons ide red by law enforcement agencies  and the  Dis trict 
Attorney in de te rmining wha t, if any, crimina l charges  might 
be  brought aga ins t an individua l a lleged to have  harmed a  
child. 

 
C. Immedia te ly 

Immedia te ly sha ll be  defined as , a s  soon as  poss ible  without undue de lay. 
 

D. Ins titu tiona l Abus e , 19-1-103(66) 
Any case  of abuse  tha t occurs  in any public or priva te  facility in the  s ta te  
tha t provides  child care  out of the  home, supervis ion, or maintenance .  
Ins titutiona l abuse  does  not include  abuse  tha t occurs  in any public, 
priva te  or pa rochia l school sys tem (including preschool operated in 
connection with such a  school sys tem) unless  the  school sys tem provides  
extended day se rvices  and the  abuse  occurs  during the  provis ion of the  
extended day se rvices . 
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E. In tra familia l Abus e , 19-1-103(67) 

Any case  of abuse  tha t occurs  within a  family context by a  child’s  pa rent, 
s tepparent, guardian, lega l cus todian, or re la tive , by a  spousa l equiva lent, 
or by any other pe rson who res ides  in the  child’s  home or who is  regula rly 
in the  child’s  home for the  purpose  of exercis ing authority over or ca re  for 
the  child.  Intrafamilia l abuse  does  not include  abuse  by a  pe rson who is  
regula rly in the  child’s  home for the  purpose  of rendering ca re  for the  child 
if such person is  pa id for rendering ca re  and is  not re la ted to the  child. 

 
F. Serious  Bodily In jury, 18-1-901(3)(p). 

Se rious  bodily injury means  bodily injury which, e ithe r a t the  time  of the  
actua l injury or a t a  la te r time , involves  a  subs tantia l risk of dea th, a  
subs tantia l risk of se rious  pe rmanent disfigurement, or substantia l risk of 
protracted loss  or impa irment of the  function of any part or organ of the  
body, or breaks , fractures , or burns  of the  second or third degree . 

 
G. Spous a l Equiva len t, 19-1-103(101). 

A person who is  in a  family-type  living a rrangement with a  pa rent and who 
would be  a  s tepparent if married to tha t pa rent. 

 
 

H. Third-party Abus e , 19-1-103(108) 
Any case  of abuse  to a  child by any person who is  not a  pa rent, 
s tepparent, guardian, lega l cus todian, spousa l equiva lent or any other 
pe rson not included in the  definition of intrafamilia l abuse . 

 
I. J uris d ic tion . 

Jurisdiction sha ll be  defined as  the  law enforcement municipality or 
unincorpora ted county within which an a lleged act of child abuse  has  
occurred. 
 

IV. AGENCIES CONCERNED AND GENERAL AREAS OF RESPONSIBILITY 
 

A. Law Enforcement Agenc ies  – All municipa l police  agencies  within 
Jeffe rson County, the  Sheriff’s  Department of Jeffe rson County, and the  
Colorado S ta te  Pa trol will be  refe rred to collective ly as  “law enforcement 
agencies .” 
 
The  respons ibility of law enforcement agencies  is  to inves tiga te  a ll cases  
of a lleged child abuse  or neglect.  They a re  a lso respons ible  for ga thering 
and mainta ining a ll evidence .  Law enforcement agencies  sha ll a lso 
immedia te ly report incidents  of intrafamilia l child abuse  and neglect, 
ins titutiona l abuse , and third pa rty abuse  if the  a lleged perpe tra tor is  under 
10 years  of age  to DCYF. 
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B.  J e ffe rs on  County Divis ion  o f Children , Youth , and  Familie s  – will be  
re fe rred to as  “DCYF.”  The  respons ibilities  of the  Divis ion of Youth, 
Children, and Family a re  se t forth in section 19-3-308, C.R.S.  DCYF is  
the  agency respons ible  for coordina ting inves tiga tions  of reports  of known 
or suspected incidents  of intrafamilia l abuse  or neglect, ins titutiona l abuse , 
and third-party abuse  if the  a lleged perpetra tor is  under 10 years  of age . 

 
C. Firs t J ud ic ia l Dis tric t Attorney’s  Office  – will be  re fe rred to as  the  

“Dis trict Attorney.”  The  Dis trict Attorney’s  function is  to do jus tice  in the  
prosecution of crimina l cases .  The  Dis trict Attorney will act a s  an advisor 
to law enforcement agencies  on the  lega l consequences  of inves tiga tive  
procedures  and on the  sufficiency of evidence  necessa ry to mee t the  
burden of proof in crimina l cases .  The  District Attorney will a ss is t in the  
tra ining of law enforcement office rs  on lega l is sues  re levant to the  
inves tiga tion and prosecution of crimina l offenses . 

 
D. Firs t J ud ic ia l Dis tric t J us tice  Services  Court Services  – will be  

re fe rred to as  “Pre tria l Se rvices .”  It sha ll be  Pre tria l Services ’ 
respons ibility to conduct pre -advisement inte rviews  of de ta inees  a t the  
Jeffe rson County Detention Facility and to present ve rified information to 
the  court for purposes  of se tting bond.  P re tria l Se rvices  will recommend a  
bond and bond conditions  to the  court.  P re tria l Se rvices  will supervise  
pe rsons  re leased on bond to ins ure  compliance  with court orde red bond 
conditions .  P re tria l Se rvices  will re fe r defendants  to va rious  trea tment 
facilities  as  required. 
 
Community Services  – will be  re fe rred to as  “Community Service” 
Community se rvice  employees  sha ll conduct inte rviews , place , and 
monitor offenders  who have  been ordered by the  court to comple te  the ir 
useful public se rvice  hours , in accordance  with unit policies  and 
procedures . 

 
Work Crew – will be  re fe rred to as  “Work Crew” Work crew employees  
will supervise  offenders  who have  been placed by the  court directly or by a  
community se rvice  case  worker to comple te  the ir useful public se rvice  
hours  on the  Jeffe rson County Res identia l or Non Res identia l Work Crew, 
in accordance  with unit policies  and procedures . 

  
 E. J e ffe rs on  County Attorney’s  Office  – will be  refe rred to as  the  “County 

Attorney.”  The  County Attorney sha ll provide  lega l advice  to DCYF and 
the  Sheriff’s  Department on child we lfa re  is sues  and sha ll act a s  a  
consultant to law enforcement agencies  on such issues .   
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The  County Attorney will a ss is t with tra ining programs to familia rize  la w 
enforcement and other agencies  with dependency and neglect 
proceedings .  The  County Attorney represents  DCYF in civil dependency 
and neglect court proceedings . 

 
F. J e ffe rs on  County Coroner’s  Office  – will be  refe rred to as  the  

“Coroner’s  Office .”  The  Coroner’s  Office  has  the  respons ibility of reporting 
evidence  of child abuse  to the  law enforcement agency of jurisdiction if 
this  evidence  is  discovered during the  course  of the ir dea th inves tiga tion.  
Supportive  forens ic evidence  and documenta tion sha ll be  provided. 

 
G. Firs t J ud ic ia l Dis tric t Proba tion  Department – will be  re fe rred to as  the  

“Proba tion Department.”  It sha ll be  the  respons ibility of the  Proba tion 
Department to immedia te ly notify DCYF or the  appropria te  law 
enforcement agency of any suspected or known child abuse .  The 
Proba tion Department sha ll provide  DCYF with a ll ava ilable  information 
concerning the  abuse  and be  ava ilable  to ass is t a s  needed, in subsequent 
inves tiga tions . 

 
H. J e ffe rs on  County Public  Schools  Dis tric t R-1 – will be  re fe rred to as  

“R-1 Schools .”  R-1 Schools  have  the  respons ibility to report immedia te ly 
any a lleged cases  of child abuse  to e ithe r DCYF or the  appropria te  law 
enforcement agency. They sha ll document and mainta in information which 
perta ins  to the  case . 

 
I. Menta l Hea lth  Care  Fac ilitie s  – will be  re fe rred to as  “The  Menta l Hea lth 

Cente r.”  The  Menta l Hea lth Cente r has  the  respons ibility to report 
immedia te ly any a lleged cases  of child abuse  to e ithe r DCYF or the  
appropria te  law enforcement agency.  They sha ll document and mainta in 
information which perta ins  to the  case . 

 
J . J e ffe rs on  County Department of Hea lth  and  Environment – will be  

re fe rred to as  the  “Hea lth Department.”  The  Hea lth Department has  the  
respons ibility to report immedia te ly any a lleged cases  of child abuse  to 
e ithe r DCYF or the  appropria te  law enforcement agency.  They sha ll 
document and mainta in information which perta ins  to the  case . 

 
K. Hos pita ls  – will be  refe rred to as  “Hea lth Care  Facilitie s .”  Hea lth Care  

Facilitie s  have  the  respons ibility to report immedia te ly any a lleged cases  
of child abuse  to DCYF or the  appropria te  law enforcement agency.  One 
exception is  any child dea th case  which may be  the  result of non-
accidenta l trauma or severe  neglect.  These  sha ll be  reported immedia te ly 
to the  appropria te  law enforcement agency.  They sha ll document and 
mainta in information which perta ins  to the  case . 
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L. Vic tim Witnes s  Dis tric t Attorney’s  Office  – will be  re fe rred to as  “DA 
Victim/Witness .”  It is  the  DA Victim/Witness  Unit’s  respons ibility to 
immedia te ly report any case  of a lleged abuse  which comes to its  a ttention 
to DCYF or the  appropria te  law enforcement agency.  It sha ll furthe r 
provide  victims  with crime  victim compensation information, case  s ta tus  
information and res titution information.  The  DA Victim/Witness  Unit sha ll 
educa te  victims  and witnesses  concerning the  crimina l jus tice  sys tem and 
sha ll provide  support during court proceedings . 

 
 Law Enforcement – will be  refe rred to as  “Victim Services .”   

It is  the  Victim Services  respons ibility to immedia te ly report any case  of 
a lleged abuse  to e ithe r the  appropria te  law enforcement agency or DCYF.  
The  respons ibility of Victim Services  is  to provide  se rvices  to victims  of 
child abuse , which may include  but a re  not limited to, on-scene  cris is  
inte rvention, trauma counse ling and follow-up se rvices , resource  
information (refe rra l, identifica tion, educa tion), and ass is tance / 
coordina tion with the  crimina l jus tice  components  (courts , dis trict a ttorney, 
county a ttorney, guardian ad litem, inves tiga tors , e tc.,); and hospita ls , 
the rapis ts , schools  and Human Services . 

 
M. Family Tree  – will be  refe rred to as  “Family Tree .” 

Family Tree  has  the  respons ibility to report immediate ly any a lleged cases  
of child abuse  to e ithe r DCYF or the  appropria te  law enforcement agency.  
They sha ll document and mainta in information which perta ins  to the  case . 

 
N. Child  Advocacy Cente rs  – will be  re fe rred to a s  “Advocacy Cente rs .” 

Advocacy Cente rs  will, upon reques t, a ss is t with the  inte rviews  of children 
re fe rred by Federa l, s ta te  and loca l law enforcement authoritie s  or DCYF 
where  concern exis ts  tha t a  child may have  been a  victim of sexua l or 
phys ica l abuse , neglect, or has  witnessed a  violent crime .  Advocacy 
Cente rs  will work to enhance  the  qua lity and effectiveness  of child 
maltrea tment inte rvention efforts  by working to coordina te  inves tiga tive  
efforts  and encourage  a  multi-disciplina ry approach to child abuse  
inves tiga tions .  Advocacy Cente rs  will a lso provide  follow-up se rvices  to 
children and families  in need of support.  Medica l examina tions , court 
school, and additiona l a ssessment se rvices  will a lso be  conducted upon 
reques t.  Advocacy Cente rs  sha ll document and mainta in information 
which perta ins  to the  case . 
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O. J e ffe rs on  County J uvenile  As s es s ment Cente r – will be  re fe rred to as  
“JAC.”  The  JAC has  the  respons ibility to report immedia te ly any a lleged 
cases  of child abuse  to e ithe r DCYF or the  appropria te  law enforcement 
agency.  They sha ll document and mainta in information which perta ins  to 
the  case . 

 
P . Arapahoe  Hous e  – will be  refe rred to as  “Arapahoe  House .”  Arapahoe 

House  has  the  respons ibility to report immedia te ly any a lleged cases  of 
child abuse  to e ithe r DCYF or the  appropria te  law enforcement agency.  
They sha ll document and mainta in information which perta ins  to the  case . 
 

Q. J e ffe rs on  County Media tion  Services  – will be  refe rred to a s  “JCMS.” 
JCMS has  the  respons ibility, within the  limita tions  imposed by C.R.S . 13-
22-307 (2)(a -c), to report immedia te ly any a lleged cases  of child abuse  to 
e ithe r DCYF or the  appropria te  law enforcement agency.  They sha ll 
document and mainta in information which perta ins  to the  case . 

 
R. Court Appoin ted  Spec ia l Advoca tes  of J e ffe rs on  and  Gilp in  Cou ntie s  

– will be  refe rred to as  “CASA.”  CASA has  the  respons ibility to report 
immedia te ly any a lleged cases  of child abuse  to e ithe r DCYF or the  
appropria te  law enforcement agency.  They sha ll document and mainta in 
information which perta ins  to the  case . 

 
S . Other Agenc ies  

Any agency, priva te  school, hea lth ca re  clinics , or day ca re  cente r, 
rece iving information regarding a lleged child abuse  mus t report this  to 
DCYF.  This  obliga tion to report extends  to any teacher, menta l hea lth 
profess iona l, medica l profess iona l, or othe rs  required to report pursuant to 
Section 19-3-304, C.R.S ., who rece ives  information regarding potentia l 
abuse  of a  child. 
 

VI. CONSEQUENCES OF FAILURE TO REPORT 
 

A. The  ultimate  consequence  of fa ilure  to promptly report known or 
suspected child abuse  or neglect is  the  impa irment of the  safe ty and 
protection of the  child. 

 
B. Fa ilure  to promptly report known or suspected child abuse  or neglect is  a  

class  3 misdemeanor crimina l offense  pursuant to Section 19-3-304, 
C.R.S ..  The  poss ible  pena lties  for fa ilure  to report a re  inca rcera tion in the  
Jeffe rson County Detention Facility for s ix months  and a  fine  of $50.00 to 
$750.00. 

 
C. Fa ilure  to promptly report known or suspected child abuse  or neglect may 

a lso crea te  civil liability for mone ta ry damages  for any injuries  caused to 
the  child a fte r the  time  of the  fa ilure  to report. 
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VII. CONSEQUENCES OF FALSE REPORTING 
 

A. Under Section 19-3-304(3.5), C.R.S ., no person sha ll knowingly make a  
fa lse  report of abuse  or neglect to a  county department or loca l law 
enforcement agency.  Knowingly make  a  fa lse  report is  a  class  3 
misdemeanor criminal offense , punishable  by inca rcera tion in the  
Jeffe rson County Detention facility for up to s ix months  and a  fine  of 
$50.00 to $750.00. 
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ARAP AHOE HOUSE 
 
I. NOTIFICATION 
 

Arapahoe  House  (AH) s ta ff will report known or suspected child abuse  or neglect 
in accordance  with CRS 19-3-304, the  s ta te  s ta tute  governing the  confidentia lity 
of menta l hea lth records , and federa l regula tions  governing the  confidentia lity of 
a lcohol and drug abuse  patient records . 
 

II. PROCEDURES 
  

A. Any member of the  AH clinica l s ta ff who has  reasonable  cause  to know or 
suspect tha t a  child has  been subjected to abuse  or neglect a s  defined 
above , or who has  observed the  child be ing subjected to circumstances  or 
conditions  which would reasonably result in abuse  or neglect sha ll 
immedia te ly contact his  or he r supervisor or the  pe rson who is  taking ca lls  
for tha t individua l.  The  supervisor sha ll be  informed immedia te ly of the  
s itua tion before  any furthe r action is  taken.  Afte r notifying the  supervisor 
or pe rson acting for the  supervisor, a  ve rba l child abuse  report will 
immedia te ly be  made  by the  employee  who has  knowledge  or suspicion.  
The  child abuse  or neglect report will be  made  to the  appropria te  county of 
human se rvices  or the  loca l law enforcement agency.  If the  client is  
pa rticipa ting in the  on-s ite  school-based program and discloses  
abuse /neglect, an Arapahoe  House  School-based counse lor will bring the  
client immedia te ly to the  school nurse  or the  socia l worker and the  nurse  
or socia l worker will make  the  report to the  appropria te  county human 
se rvices  or the  law enforcement agency.  The  AH on-s ite  counse lor will 
obta in a  copy of the  child abuse  or neglect report within 24 hours  and 
place  In the  client’s  record.  If the re  is  not school s ta ff ava ilable , the  report 
will be  made  by the  AH employee  immediate ly with the  ass is tance  of the  
supervisor.  If the  AH counse lor does  not rece ive  a  copy of the  report from 
school officia ls  within the  des ignated time  frame , the  AH counse lor mus t 
comple te  the  report immedia te ly to the  appropria te  county human 
se rvices  or the  law enforcement agency.  If the  AH s taff makes  a  report 
from a  school se tting, he /she  will not disclose  information to the  school 
unless  a  written re lease  is  comple ted to the  specific school officia l. 

 
B. The  verba l report to authoritie s  sha ll include  the  following information 

when ava ilable : 
 

1. The  manner in which the  evidence  was  discovered. 
2. The  exact na ture  of the  evide nce  which led to the  report. 
3. Any information ava ilable  regarding the  current condition of the  

child. 
4. Name, address , age , race  and gender of the  child. 
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5. Name, address  and phone  number of the  pa rent, guardian or 
cus todian of the  child. 

6. The  na ture  and extent of the  child’s  injuries , including evidence  of 
suspected abuse  to the  child or the  child’s  s iblings . 

7. Name, address  and phone  number of the  pe rson(s ) a lleging to be  
respons ible  for the  suspected abuse  or neglect. 

8. The  name, address  and occupa tion of the  individua l making the  
report. 

 
C. The  individua l making the  report sha ll document the  following items in the  

client record: 
 

1. The  manner in which the  evidence  was  discovered. 
2. The  exact na ture  of the  evidence  which led to the  report. 
3. Any information ava ilable  regarding the  current condition of the  

client. 
4. The  name and time of contact with the  supervisor. 
5.   The  name of the  pe rson to whom the  report was  made  and the  

agency which employs  tha t individua l. 
6. The  information which was  reported. 
7. Ins truction or furthe r information given by the  Child Protection 

representa tive  who rece ived the  report; and 
8. P lan to address  the  is sue  in the  trea tment of the  client. 
 

D. In addition to the  clinica l note  in the  chart, the  Arapahoe  House  Child 
Abuse  and Neglect Reporting form (AH230, rev. 5/27/97) sha ll be  
comple ted and sent to the  ca re  coordina tor or team leader.  The  ca re  
coordina tor or team leader will review and send the  form to the  program 
manager, who will review and send the  form to the  clinica l director.  The  
clinica l director will review the  form and re turn it to the  program manager.  
The  program manager will then mail the  report to the  agency which 
rece ived the  ve rba l report and place  a  copy in the  client’s  record.  A copy 
will a lso be  mainta ined by the  clinica l manager, who will a lso mainta in a  
copy which will be  ava ilable  to law enforcement agencies  or human 
se rvices .  This  report will cons is t only of written confirmation of the  ve rba l 
report. 

 
E. Voluntee rs , s tudents  and other unpa id employees  sha ll not initia te  reports  

except with a  pa id s ta ff pe rson oversee ing the  report.  The  names of the  
unpa id and pa id s taff pe rson reporting will be  used in the  report, and a ll 
documenta tion sha ll be  cos igned by the  paid s ta ff pe rson.  Fa ilure  to 
follow the  child abuse  reporting procedure  may result in immedia te  
te rmina tion of volunteer placement. 
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F. When information about suspected child abuse  is  discovered in the  course  
of a  resea rch inte rview conducted by s ta ff of the  Arapahoe House  
Research and Program Eva lua tion Department (RPE), the  RPE s taff 
conducting the  inte rview will notify the  RPE manager or team leader 
immedia te ly following the  te rmina tion of the  inte rview.  If the  victim or 
pe rpe tra tor is  not a  current client of AH, the  RPE manager or team leader 
or ca re  coordina tor will de te rmine  if the  abuse  has  a lready been reported 
to proper authoritie s .  If the  information has  a lready been reported, a  note  
to this  effect will be  made  in the  clinica l notes  of the  client record.  If the  
information has  not been previous ly reported, the  RPE manager or team 
leader and the  clinica l team leader or ca re  coordina tor will jointly initia te  
the  child abuse  report a s  outlined in this  policy. 

 
G. Once  the  initia l report to the  Child Protection Agency has  been made , no 

additiona l information can be  disclosed without a  Re lease  of Information 
s igned by the  client and the  client’s  guardian, if required, or pursuant to an 
appropria te  court orde r. 

 
H. If the  child is  a  client of AH and in the  ca re  and cus tody of the  Divis ion of 

Children, Youth, and Fa milies , the  caseworker and the  Child Protection 
Cris is  Team will be  notified immedia te ly of the  report of child abuse . 

 
I. If the  client is  an adult and reports  be ing a  victim of child abuse  when he  

or she  was  a  minor (under the  age  of 18) and this  incident has  occurred 
within the  pas t ten years , the  client should be  encouraged to make  a  
report to the  Divis ion of Children, Youth, and Families  in the  county where  
the  abuse  occurred.  If the  client is  be tween 18 and 21 years  of age , the  
program manager and clinica l director will be  consulted to de te rmine  if the  
agency should report the  abuse .  All discuss ions  with the  client and 
supervisory s ta ff re la ted to the  reporting of child abuse  mus t be  
documented in the  client record. 

 
J . If an AH pa id or unpa id employee  has  reason to suspect another 

employee  of child abuse  or neglect involving a  client, the  employee  sha ll 
immedia te ly notify his  or he r supervisor of the  suspicion.  If the  supervisor 
is  unava ilable , the  s ta ff pe rson will notify the  program manager or clinica l 
director.  All a llega tions  of child abuse  involving a  client made  aga ins t an 
AH s taff pe rson sha ll be  reported immedia te ly to the  chief opera ting office r 
and the  director of human resources .  The  report to human se rvices  will be  
made  by the  chief opera ting office r in conjunction with the  s ta ff pe rson 
reporting the  suspicion.  The  employee  will be  immedia te ly removed from 
duties  which require  contact with minor clients  during inves tiga tion of the  
a llega tion.  Other action may be  taken in accordance  with Arapahoe 
House  Personne l Policies . 

 



 

Page 21 of 89 

K. Any AH pa id or unpa id employee  who is  found to have  viola ted this  policy 
will be  subject to immediate  disciplina ry action which may include  
te rmina tion. 
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CAS A OF J EFFERSON AND GILPIN COUNTIES 
      
The  mis s ion  of CASA of J e ffe rs on  and Gilp in  Countie s  is :  to promote  and advoca te  
for the  bes t inte res t of children involved in abuse  and neglect cases  in the  courts  of the  
Firs t Judicia l Dis trict.  The  miss ion will be  accomplished by promoting voluntee rism and 
utilizing members  of the  communities  loca ted within the  Firs t Judicia l Dis trict.  These  
community voluntee rs  will act a s  Friends  of the  Court in effective ly representing children 
in such cases .  CASA of Jeffe rson and Gilpin Counties  will intens ive ly tra in these  
voluntee rs  in orde r to enhance  the  qua lity of representa tion of children in court 
proceedings .  The  CASA voluntee r will deve lop a  re la tionship with the  abused and 
neglected children through ongoing and cons is tent inte raction, through which they will 
advoca te  for safe  and permanent homes . 
 
Upon a  Court Appointment, the  CASA voluntee r independently ga thers  and assesses  
information from any party tha t is  or may become re levant to the  child and case .  This  
inves tiga tion will include , but not be  limited to:  obse rva tion of the  child, inte rviews  with 
involved parties , and review of re levant records .  Based upon factua l and objective  
information, the  CASA voluntee r will deve lop recommenda tions  and submit written and 
verba l reports  to a id the  Court regarding decis ions  to protect the  bes t inte res t of the  
child.  The  CASA voluntee r mainta ins  involvement with the  child and case  until the  case  
is  dismissed by the  Court. 
 
I. PURPOSE 
 

A. CASA voluntee rs  opera te  under the  premise  of be ing Manda tory 
Reporte rs  for child abuse  or neglect a s  pe rta ining to Victim’s  Advoca te  as  
defined in section 19-3-304/13-90-107(1)(k)(II) CRS.  

 
II. NOTIFICATION 

 
A. CASA voluntee rs  or s taff members  who have  reasonable  cause  to know 

or suspect tha t a  child has  been subjected to abuse  or neglect or who has  
observed the  child be ing subjected to circumstances  or conditions  which 
would reasonably result in abuse  or neglect sha ll immedia te ly contact 
Child Protection Services  and/or loca l law enforcement. 

 
B. In no s itua tion will the  CASA voluntee r or s ta ff member pe rform an 

inves tiga tion prior to reporting.  The  reporting party will re ly on the  
expertise  of Child Protection Services  caseworkers  and law enforcement 
officia ls  who a re  tra ined to inves tiga te  reports  to de te rmine  if any 
inte rvention is  necessa ry.  Upon notifying the  appropria te  profess iona ls , 
the  CASA voluntee r will contact the  CASA staff to inform them as  we ll.  At 
this  time, a  written report will be  completed and re ta ined in the  CASA 
office . 

 



 

Page 23 of 89 

C. If a  CASA s taff member has  reason to suspect a  CASA voluntee r or 
another employee  of child abuse  or neglect, they will immedia te ly contact 
the  appropria te  agencies  (as  noted above). 

 
D. If any CASA voluntee r or s ta ff member knowingly fa ils  to report or makes 

a  fa lse  report in a  suspected child abuse  or neglect s itua tion, they commit 
a  Class  3 Misdemeanor – Section 19-3-304 (4)(a ) – and a re  subject to 
immedia te  disciplina ry action up to and including te rmination of 
employment.  
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CHILD ADVOCACY 
 
I. PURPOSE 
 

The  miss ion of child advocacy cente rs  in Jeffe rson County is  to ass is t in the  
coordina tion of inves tiga tive , child protection, victim advocacy, and trea tment 
inte rvention efforts  throughout Jeffe rson County in cases  involving suspected 
child abuse . The  advocacy cente rs  a re  committed to providing a  child friendly 
environment, limiting the  number of inte rviews  and loca tions  where  the  child and 
family must appear, and utilizing a  deve lopmenta lly sens itive  procedure  in an 
a ttempt to reduce  the  trauma suffe red by children exposed to the  sys tem. It is  
a lso the  miss ion of the  cente rs  to enhance  the  qua lity and success  of child abuse  
inte rvention efforts  throughout the  county through a  multi-disciplinary approach to 
child abuse  inves tiga tions . 
 
A. A varie ty of se rvices  a re  ava ilable  through the  advocacy cente rs . These  

include :  
 
1. Ass is tance  to law enforcement and child protection agents  in initia l 

inves tiga tive  inte rviews  of a lleged child abuse . 
  2. Forens ic eva lua tions  for those  children where  additiona l 

a ssessment is  indicated.  
  3. Forens ic medica l examina tions . 
  4. Expert te s timony and consulta tion. 
 

B. As  priva te , non-profit organiza tions , child advocacy cente rs  in Jeffe rson 
County a re  committed to providing independent, autonomous 
assessments  of the  children and families  refe rred for se rvices . 

 
C. Other child and family advocacy se rvices  a re  a lso provided, which may or 

may not pe rta in directly to case  inves tiga tions . These  include  a  Non-
Offending Parents ’ Group, Court School, and a  Multidisciplina ry Case  
Review.  

 
II. PROCEDURE 
 

A. RECEPTION OF REFERRALS: 
 

Refe rra ls  or reques ts  for se rvices  may be  made  by directly contacting 
child advocacy cente rs  in Jeffe rson County. Any loca l, s ta te , or federa l 
agency appointed the  ta sk of inves tiga ting child abuse  or othe r crimes 
involving children may make  refe rra ls  to the  cente rs . No child or family 
may independently or directly reques t the  inte rvention of child advocacy 
cente rs . Refe rra ls  mus t be  coordina ted with and screened by the  
appropria te  law enforcement agency or by the  Divis ion of Children, Youth, 
and Families . 
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1. A refe rra l for se rvices  may be  made  when: 
a . A child is  in need of a  medica l examination due  to a  report or 

suspicion of phys ica l abuse , sexua l abuse  or neglect. 
b. An inves tiga tive  agent anticipa tes  tha t the  expertise  or 

experience  of an advocacy cente r the rapis t might be  
advantageous  in conducting a  child inte rview. 

c. Additiona l cla rifica tion or examina tion of a  child’s  sa fe ty, 
s ta tements , or abuse -re la ted trauma appears  to be  prudent.  

d. There  is  suspicion tha t a  child may have  witnessed a  crime 
(i.e . domes tic violence  or homicide) or may possess  
pe rtinent information to an inves tiga tion. 

 
2. The  child advocacy cente r inte rview rooms a re  to be  made  

ava ilable  for use  seven days  a  week. Each room is  furnished not 
only with audio-visua l recording equipment, but will a lso provide  a  
warm and child friendly environment to accommodate  children and 
the ir specia l needs. Cente rs  have  furnished inte rview rooms 
specifica lly des igned to accommodate  children and adolescents  of 
diffe rent age  groups, up to age  18. All law enforcement and child 
protection agents  may utilize  the  inte rview rooms a t any time . A 
victim advoca te  may a lso be  made  ava ilable , upon reques t, to he lp 
meet the  needs  of children and non-offending family members . 

 
B. CHILD EVALUATIONS 

 
1. As  noted above , forens ic eva lua tions  a re  ava ilable  upon request 

when additiona l a ssessment of a  child is  indica ted. Given tha t the  
manner in which such inte rviews  a re  conducted is  a  matte r of 
critica l concern, it is  the  intent of child advocacy cente rs  to conduct 
forens ica lly sound interview se rvices . Commonly re fe rred a re  those  
children who a re  re luctant to speak openly about critica l is sues  tha t 
may be  pe rtinent to an inves tiga tion. Despite  this  cha llenge , every 
effort will be  made  to avoid leading or sugges tive  measures  during 
the  assessment process . Inte rviewers  employed by child advocacy 
cente rs , having specia lized tra ining in the  assessment of children’s  
a llega tions , will adhere  to current clinica l and forens ic guide lines  for 
inte rviewing children. 

 
III. DOCUMENTATION AND RECORDS 
 

 A. REPORTS: 
Following a  forens ic eva lua tion or medica l examina tion, the  
a ttending clinician will furnish a  report de ta iling the  results  of the  
comple ted child assessment. 
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B. AUDIO/ VIDEO RECORDING AND HANDLING OF SUCH 
ARTICLES: 
All inves tiga tive  inte rviews  and forens ic eva lua tions  conducted a t 
the  child advocacy cente rs  will be  videotaped in the ir entire ty. 
Following the  comple tion of such inte rviews , the  videocasse tte  or 
dvd will be  offe red as  evidence  to the  re fe rring inves tiga tive  
agency. Tha t agency will become the  cus todian of the  
videocasse tte  or dvd. 

 
 
 
 
C. RELEASE OF RECORDS: 

 
1. Each clinician is  respons ible  only for tha t content of a  child’s  

file  on record which he  or she  has  supplied. Each clinician is  
the refore  the  cus todian of his  or he r report(s ).  

2. Records  sha ll only be  re leased to the  inves tiga tive  agent(s )  
involved in the  case  or to the  refe rring party. All othe r pa rties  
reques ting records  mus t seek to obta in such records  through 
one  of the  above  agencies .  
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J EFFERSON COUNTY CHILD PROTECTION TEAM 

      
Under section 19-3-308(6), the  Colorado Genera l Assembly requires  the  crea tion of a  
child protection team in each county which rece ives  50 or more  reports  of known or 
suspected child abuse  in a  year and encourages  the  crea tion of such a  team in other 
counties  as  we ll.  The  County Director of the  loca l Department of Human Services  is  
respons ible  for deve loping the  team and the  director or a  des ignee  is  the  loca l 
coordina tor of the  team.  A Child protection team is  defined in section 19-3-103(22) as  a  
Multi-disciplina ry team cons is ting, where  poss ible , of a  phys ician, an a ttorney, 
representa tives  of the  juvenile  court or the  dis trict court with juvenile  jurisdiction, a  loca l 
law enforcement agency, the  county Department of Human Services , a  menta l hea lth 
clinic, a  public hea lth department, a  public school dis trict, and one  or more  lay 
representa tives  of the  community, a t least one  of which sha ll be  a  fos te r pa rent.  One  of 
the  team members  is  to be  chosen on the  bas is  of representing low-income families .  
Members  representing agencies  a re  appointed by such agencies  and se rve  a t the ir 
pleasure .  The  county director appoints  the  representa tives  of the  lay community. 

 
The  Jeffe rson County Child Protection Team cons is ts  of individua l members  and 
representa tives  of public and priva te  agencies  within the  county.  The  team mee ts  once  
a  week.  Under Colorado law, the  role  of the  team is  advisory only.  The  team is  
respons ible  for eva luating the  reports  of abuse  or neglect tha t have  been made  to the  
Jeffe rson County Department of Human Services  during the  prior week. The  team is  to 
review the  inves tiga tory reports  of each case , which sha ll include  the  diagnos tic, 
prognos tic, and trea tment se rvices  be ing offe red to the  family in connection with the  
reported abuse .  The  team is  to be  provided with the  inves tiga tory reports  on each case  
to be  cons ide red. 
 
Mee tings  a re  public, however, the  team must go into an executive  sess ion upon the  
vote  of a  majority of the  team members  to cons ide r identifying de ta ils  of the  cases  be ing 
discussed, to discuss  confidentia l reports , or when the  members  of the  team des ire  to 
act a s  an advisory body concerning the  de ta ils  of a  trea tment or eva lua tion program.  
The  team must s ta te  publicly its  reason for going into executive  sess ion before  doing 
so. 
 
The  team must publicly review the  response  of public and priva te  agencies  to each 
reported incident of child abuse  or neglect and publicly s ta te  whe ther such response  
was  timely, adequa te , and in compliance  with the  provis ions  of the  reporting and 
inves tiga tions  section of the  children’s  code  (pa rt 3 of a rticle  3 of title  19, C.R.S .).  The  
team sha ll publicly report a t the  next mee ting, or a t the  ea rlies t poss ible  time , whe ther 
the re  were  any lapses  and inadequacies  in the  child protection sys tem, and if they have  
been corrected. 
 
The  team is  to make  a  report of its  recommenda tions  to the  county department with 
sugges tions  for further action or a  s ta ting tha t the  tea m has  no recommendations  or 
sugges tions . 
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CORONER’S OFFICE 

 
I. NOTIFICATIONS  
 

A. The  Coroner’s  Office  will report any evidence  of child abuse  or neglect to 
the  appropria te  law enforcement agency if such evidence  is  discovered 
during the ir dea th inves tiga tion.  In addition to ve rba l notifica tion, written 
documenta tion of the  incident sha ll be  forwarded to the  appropria te  
agency. 
 

II. INVESTIGATIVE PROCEDURE 
 

A. All Coroner Office  inves tiga tors  sha ll follow procedures  es tablished by the  
Jeffe rson County Homicide  and Ques tionable  Dea th Policy. 
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J EFFERSON COUNTY ATTORNEY’S OFFICE 

 
The  Jeffe rson County Attorney’s  Office  provides  lega l se rvices  for county government 
entitie s , including the  Jeffe rson County Department of Human Service s .  The  ass is tant 
county a ttorneys  in the  human se rvices  section of the  office  a re  consulted by human 
se rvices  employees  for lega l advice  re la ted to child protection issues .  Attorneys  work 
close ly with child protection intake  workers  to decide  whe ther formal inte rvention with a  
family is  appropria te  through the  filing of a  civil dependency or neglect action in Jeffe rson 
County Dis trict Court.  If a  court case  is  initia ted, the  ass igned ass is tant county a ttorney 
drafts  the  pe tition in dependency or neglect and represents  the  department in court. 

 
Although the  human se rvices  ass is tant county a ttorneys  a re  ava ilable  to consult with 
law enforcement officia ls  within the  county regarding the ir respective  child abuse  and 
neglect inves tiga tions  and re la ted is sues , the  Jeffe rson County Attorney’s  Office  does  
not represent the  police  departments  of the  many cities  within Jeffe rson County.  With 
regard to crimina l a spects  of child abuse  and neglect inves tiga tions , the  Jeffe rson 
County Dis trict Attorney’s  Office  should be  consulted. 

 
Reports  of suspected or known child abuse  or neglect a re  occas iona lly made  directly to 
the  county a ttorney’s  office .  For example , a  Jeffe rson County Dis trict Court judge  or 
magis tra te  may ca ll and reques t a  child we lfare  inves tiga tion regarding a  family tha t has  
come to the  court’s  a ttention through a  divorce , de linquency or othe r court proceeding.  
When a  report of known or suspected child abuse  or neglect is  rece ived by an 
employee  of the  office , or if an employee  has  reasonable  cause  to be lieve  a  child has  
been subjected to abuse  or neglect, the  employee  sha ll immedia te ly advise  the  child 
we lfa re  intake  unit of the  Jeffe rson County Department of Human Services , which in 
turn will de te rmine  if the  ass is tance  of loca l law enforcement is  appropria te  in 
inves tiga ting the  matter.  The  refe rra l made  to the  intake  unit sha ll be  followed by written 
documenta tion summarizing the  report rece ived or made  by the  county a ttorney’s  office . 
 
If a  dependency or neglect proceeding is  initia ted, law enforcement officia ls  and human 
se rvices  employees  who have  inves tiga ted cases , a s  we ll a s  othe r profess iona ls  and 
individua ls  who have  information concerning the  involved children and the ir family, may 
be  subpoenaed to tes tify a t court hea rings .  Law enforcement officia ls  and human 
se rvices  employees  regula rly a ttend court hea rings  a t which an initia l court or police  
protective  hold is  reviewed by a  dis trict court magis tra te  to de te rmine  the  
appropria teness  of a  child remaining in out of home placement.  Such officia ls  may be  
required to te s tify rega rding the ir knowledge  of the  inves tiga tion which led to the  out of 
home placement of the  child. 
 
The  human se rvices  ass is tant county a ttorneys  can be  reached through the  Jeffe rson 
County Attorney’s  Office  main number, 303-271-8900.  The  a ttorneys  a re  committed to 
providing tra ining to human se rvices , law enforcement and other public and priva te  
agencies  regarding child protection issues  and to enhancing the  public’s  awareness  of 
child protection issues . 
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 FIRST J UDICIAL J USTICE COURT SERVICES 

COMMUNITY SERVICE/WORK CREW 
 
I. NOTIFICATION 

 
Community Service /Work Crew employees  sha ll report immedia te ly any case  of 
suspected, a lleged, or obse rved child abuse  to the  Divis ion of Children, Youth 
and Families  (DCYF) or the  appropria te  law enforcement agency.  In addition to 
ve rba l notifica tion, written documenta tion of the  incident sha ll be  forwarded to the  
appropria te  agency. 

 
II. INVESTIGATIVE PROCEDURE 
 

A. Any Community Service /Work Crew employee  upon having reasonable  
cause  to know or suspect tha t a  child has  been subjected to abuse  or 
neglect, mus t immedia te ly report those  facts , or cause  a  report of those  
facts  to be  made  to DCYF or the  appropria te  law enforcement agency. 

 
B. Immedia te ly a fte r making the  required report to DCYF or the  appropria te  

law enforcement agency, the  employee  mus t s imila rly report to the  
Director or des ignee . 

 
C. Community Service  employees  sha ll conduct inte rviews , place  and 

monitor offenders  who have  been ordered by the  court to comple te  useful 
public se rvice  hours  in accordance  with the  policies  and procedures  of the  
unit. 

 
D. Work Crew employees  sha ll supervise  offenders  who have  been e ithe r 

placed by the  court directly or by a  community se rvice  caseworker to 
comple te  the ir useful public se rvice  hours  on the  Jeffe rson County 
Res identia l or Non Res identia l Work Crew in accordance  with the  policies  
and procedures  of the  unit. 

 
E. The  reporting party sha ll offe r a ss is tance  to DCYF or the  appropria te  law 

enforcement agency regarding these  inves tiga tions  as  may be  needed. 
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FIRST J UDICIAL DISTRICT J USTICE SERVICES 

PRETRIAL SERVICES 
 

I. NOTIFICATION 
 

A. Pre tria l Se rvices  sha ll report immedia te ly any suspected, a lleged, or 
obse rved child abuse  or neglect to Divis ion of Children, Youth and 
Families  (DCYF) or the  appropria te  law enforcement agency.  In addition 
to ve rba l notifica tion, written documenta tion of the  incident sha ll be  
forwarded to the  appropria te  agency. 

 
II. INVESTIGATIVE PROCEDURE 
 

A. Any Pre tria l Se rvices  employee  upon having reasonable  cause  to know or 
suspect tha t a  child has  been subjected to abuse  or neglect, must 
immedia te ly report those  facts , or cause  a  report of those  facts  to be  made 
to DCYF or the  appropria te  law enforcement agency. 

 
B. Immedia te ly a fte r making the  required report to DCYF or the  appropria te  

law enforcement agency, the  employee  mus t s imila rly report to the  
director or des ignee . 

 
C. Pre tria l office rs  sha ll conduct inte rviews  of de ta inees  a t the  Jeffe rson 

County Detention Cente r and in the  course  of these  inte rviews  report any 
findings  to DCYF in accordance  with the  policies  and procedures  of the  
unit. 

 
D. Pre tria l case  managers  sha ll inte rview and monitor the  bond conditions  of 

a ll defendants  who have  been ass igned to the  Pre tria l Se rvice  Program in 
accordance  with the  policies  and procedures  of the  unit. 

 
E. Pre tria l Se rvices  office rs  and case  managers  sha ll adminis te r protection 

orders , in accordance  with 18-1-1001 CRS, to a ll de ta inees  who have  
been a rres ted for or charged with any child abuse  crime  in accordance  
with the  policies  and procedures  of the  unit. 

 
F. Pre tria l office rs  and case  managers  sha ll recommend, in accordance  with 

16-4-104 CRS, a s  a  condition of bond, “no contact orders” on a ll de ta inees  
who have  been a rres ted for or charged with any child abuse  crime  in 
accordance  with the  policies  and procedures  of the  unit. 

 
G. Pre tria l office rs  and case  managers  sha ll a ttend da ily court hea rings  to 

provide  ve rba l and written information as  necessa ry. 
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H. The  reporting party sha ll offe r a ss is tance  to DCYF or the  appropria te  law 
enforcement agency regarding these  inves tiga tions  as  needed. 

 
J EFFERSON COUNTY DIVISION OF CHILDREN, YOUTH AND FAMILIES  

 
I. PURPOSE 
 

A. The  miss ion of the  Divis ion of Children, Youth and Families  (DCYF) is  to 
promote  the  safe ty, we ll-be ing, and permanency of children. 

 
B. The  Child Protection Intake  Unit of the  DCYF sha ll coordina te  a ll 

inves tiga tions  of known or suspected intrafamilia l child abuse  or neglect, 
ins titutiona l abuse , and third pa rty abuse  if the  a lleged perpe tra tor is  under 
10 years  of age .  The inves tiga tion may be  conducted independently or 
with another agency.  If conducted by another agency, its  pe rsonne l mus t 
have  appropria te  tra ining and skills  to assess  the  immedia te  danger to the  
child. 

 
II. NOTIFICATIONS  

 
A. The  DCYF sha ll notify the  appropria te  law enforcement agency in a ll 

a lleged child abuse /neglect where  crimina l charges  a re  applicable . 
 
B. The  DCYF sha ll notify the  county a ttorney’s  office  in those  cases  of child 

dea th where  the re  a re  surviving s iblings  and in cas es  involving se rious  
bodily injury. 

 
III. INITIAL RESPONSE TO REPORTS 
 

A. The  DCYF sha ll a ssess  and de te rmine  the  appropria te  response  to 
reports  of child abuse /neglect upon rece ipt. 

 

B. The  DCYF sha ll have  a  Child Protection Intake  Unit ava ilable  24 hours  a  
day by proximity to an operable  te lephone  or pager sys tem to respond to 
abuse /neglect reports , or to have  such a rrangement made  through 
agreements  with loca l law enforcement agencies .  

 

Reporting parties  may ca ll through the  Child Abuse  Hotline  (303) 271-
4131/4357. During regula r bus iness  hours , a  Screening Caseworker will 
take  the  report over the  phone , via  wa lk-ins , fax, mail, or e -mail. Afte r 
hours , the  answering se rvice  will take  the  name and number of the  
reporting party and forward the  information to the  on-ca ll caseworker to 
re turn the  ca ll. Law Enforcement may ca ll through the  Hotline  to obta in 
ass is tance  or to notify of a  report be ing faxed or forwarded.  
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C. The  DCYF sha ll use  a  s tandard format including a  risk assessment 
inventory in ga thering information from the  reporting party. 

 

D. On a ll high risk re ferra ls , the  safe ty and protection issues  sha ll be  
addressed immedia te ly, and no la te r than 24 hours  afte r rece ipt of the  
report.  Examples  of s itua tions  requiring a  response  within 24 hours  afte r 
rece ipt of the  report: 

1. Severe  phys ica l abuse  
 
2. Sexua l abuse  where  the  a lleged perpe tra tor has  access  to the  

victim 

3. Abuse  of infants  or toddle rs  

4. Severe  neglect 

5. Children left a lone  or abandoned 

6. Children requiring immedia te  medica l a ttention and the  ca re take r is  
not securing trea tment 

7. Se lf-refe rra ls  from parents /ca re takers  who report tha t they may hurt 
or kill the ir children 

8. Unexpla ined child fa ta lity with surviving s iblings  in the  home  

E. On a ll modera te  risk refe rra ls  in which the  child(ren)’s  safe ty has  not been 
secured the  inves tiga tion sha ll be  initia ted as  soon as  poss ible , but no 
la te r than 72 hours  afte r rece ipt of the  report. 

F. On a ll low-risk re fe rra ls  in which the  child(ren)’s  sa fe ty has  been secured, 
the  inves tiga tion sha ll occur as  soon as  poss ible , but no la te r than four 
working days  a fte r rece ipt of the  report. 

IV. CHECKLIST FOR INITIAL RESPONSE TO REPORTS 
 

Genera lly, any person participa ting in good fa ith in the   making of a  report, in the  
facilita tion of the  investiga tion of such a  report, or in a  judicia l proceeding he ld 
under the  Colorado Children’s  Code  (Title  19, CRS), or taking photographs  or x-
rays , or placing a  child in temporary protective  cus tody or othe rwise  pe rforming 
the ir duties  under or acting under the  Children’s  Code  is  immune  from any 
liability, civil or crimina l, or te rmina tion of employment tha t might result by reason 
of such actions  unless  a  court de te rmines  such person’s  behavior is  willful, 
wanton, and malicious  (19-3-309, CRS). 
 
A. Reporte rs  of abuse /neglect will be  encouraged to provide  the  following 

information to DCYF. 
1. Name, birthda te , address , e thnicity, and sex of the  child(ren). 
2. Current loca tion of the  child(ren) and permanent address  if diffe rent 

from current loca tion. 
3. Where  and when the  a lleged abuse /neglect occurred. 
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4. Full names , birthda tes , and addresses  of a ll pa rents , s tepparents , 
guardians , lega l cus todians , re la tives , and others  who a re  regula rly 
in the  home. 

5. Full name, birthda tes , and addresses  or pe rsons  a llegedly 
respons ible  for the  abuse /neglect. 

6. The  na ture  and extent of the  child(ren)’s  injuries , including any 
evidence  of previous ly known or suspected abuse /neglect. 

7. The  names  and conditions  of othe r children in the  home and any 
evidence  or prior suspected or known abuse /neglect of them. 

8. The  family compos ition and identity of members  in the  household. 
9. The  primary language  of the  family. 
10. Any actions  taken to the  reporting party to protect the  child. 
11. Reporting party’s  name, address , occupa tion, te lephone number, 

and re la tion to the  child. 
12. Anonymous  reporte rs  a re  encouraged to revea l the ir identity in 

case  furthe r information is  needed, but the  identity of the  reporting 
party is  kept confidentia l and is  not manda tory. 

 
B. The  following information is  used to dete rmine  the  leve l of risk to the  child 

and the  appropria te  response  time  of the  inves tiga tion. 
1. Severity of the  child(ren)’s  injury 
2. Whether the  child(ren) need medica l a ttention 
3. Age  of the  child(ren) 
4. Previous  his tory of child abuse /neglect 
5. Actions  and behaviors  of household members  tha t might pose  

grea te r risk to the  child(ren) 
6. Suicida l or homicida l behaviors  
7. Extreme  anger, vola tility, or biza rre  behaviors  of members  of the  

household 
8. If the  child(ren) a re  a lone  or abandoned, the ir age , the  length of 

time  they’ve  been a lone , the  time  of day, and the  proximity of othe r 
adults  

9. How chronic the  s itua tion is  or whe ther it’s  an acute  episode  
10. Whether the  child(ren)’s  sa fe ty is  secured due  to hospita liza tion or 

placement out of home 
11. Whether the  a lleged perpe tra tor has  access  to the  child(ren) 

 

V. INVESTIGATION PROCEDURES 

A. The  initia l inves tiga tion sha ll de te rmine  the  bas is  for furthe r inte rvention in 
the  family.   The  inves tiga ting caseworker sha ll s trive  to de te rmine  the  
na ture , extent, and cause  of the  a lleged abuse /neglect.  At a  minimum, 
inves tiga tion of reports  of child abuse/neglect sha ll include  the  following 
activities : 

1. A vis it to the  child(ren)’s  home, whenever poss ible  

2. An inte rview and/or obse rva tion of the  a lleged victim(s) 
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3. An examination of the  a lleged victim(s) to include  an assessment of the  
child’s  overa ll current phys ica l, menta l, and emotiona l condition 

4. An inte rview and/or obse rva tion of a ll othe r children in the  home  

5. An inte rview of the  child(ren)’s  pa rents , lega l guardian, cus todian, and 
other adults  in the  home  

6. An assessment of the  safe ty and phys ica l condition of the  home when tha t 
is  a  factor in the  report.  If access  is  denied, a  court order may be  sought. 

7. Cons ide ra tion of e thnic, re ligious , and cultura l is sues  when not in conflict 
with the  definition of child abuse /neglect 

8. The  use  of an inte rpre te r or appropria te  person to ass is t in inte rviewing 
individua ls  with specia l needs , such as  individua ls  with hearing, visua l, 
menta l, deve lopmenta l, impa irment and non-English speaking persons . 

9. Notifica tion of the  a lleged perpe tra tor of the  abuse /neglect a llega tions  and 
surrounding circumstances , and an opportunity a fforded to response  to 
the  a llega tions .  Notifica tion sha ll be  coordina ted with law enforcement 
when appropria te . 

10. Communication and coordina tion with law enforcement victim advoca tes    
on domes tic violence  cases  when poss ible . 
 

B. The  DCYF sha ll seek an order from the  Juvenile  Divis ion of the  Dis trict 
Court when one  or more  of the  following crite ria  exis t: 

1. The  DCYF caseworker is  unable  to inves tiga te  a  report of 
suspected child abuse/neglect due  to the  family’s  unwillingness  to 
coopera te , including refus ing to produce  the  child or to a llow an 
inte rview or exam of the  child. 

2. The  DCYF inves tiga tion indica tes  a  need for se rvices , but the  
family is  e ithe r unwilling to pa rticipa te  or unable  to benefit from 
such se rvices  and the  child is  in subs tantia l danger. 

3. The  DCYF inves tiga tion indica tes  the  need for remova l of the  child 
from the  home and no police  protective  hold has  been placed. 

4. The  family is  a lready under the  jurisdiction of the  court and a  
modifica tion is  necessa ry to ensure  the  child’s  continued safe ty. 

C. Additiona l s teps  tha t may occur during the  course  of an inves tiga tion: 

1. Explore  the  poss ibility tha t othe r forms  of abuse /neglect exis t othe r 
than origina lly reported, i.e ., sexua l abuse  

2. Medica l eva lua tion of the  child 

3. Menta l or emotiona l eva lua tion of the  child 

D. Factors  cons ide red when making the  decis ion to continue  a  child in his  
own home include : 
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1. Severity of the  abuse/neglect to the  child(ren) 

2. Age  and vulne rability of the  child(ren) 

3. Presence  of a  protective  ca re taker in the  home  

4. His tory of the  family and prior incidents  

5. Leve l of risk posed by the  a lleged perpetra tor, the ir coopera tion and 
willingness  to change , and/or continued access  to the  victim 

6. Family’s  willingness  and ability to accept and participa te  in se rvices  
tha t could adequa te ly protect the  child. 

VI. PROTECTIVE CUSTODY 

A. The  DCYF sha ll not remove  a  child(ren) from the ir home without a  police  
protective  cus tody or a  court order.  At the  conclus ion, if not before , the  
court-ordered (72 hours ) or police  protective  hold (48 hours ), the  child 
sha ll be  re turned home, or the  child sha ll remain in court-ordered 
placement. 

B. If the  DCYF caseworker knows or lea rns  of s ignificant changes  in 
circumstances  afte r the  law enforcement office r places  a  protective  hold 
on the  child(ren), the  caseworker sha ll notify the  law enforcement office r 
so the  office r may decide  whe ther or not to vaca te  the  hold. 

C. If the  circumstances  change  afte r a  court hold is  placed, the  DCYF 
caseworker sha ll notify the  county a ttorney. 

VII.  INVESTIGATIONS OF THIRD-P ARTY CHILD ABUSE/NEGLECT 

A. Law enforcement pe rsonne l sha ll a ssume the  primary respons ibility for the  
coordina tion and inves tiga tion of reports  of third-party child abuse /neglect 
by persons  ten years  of age  and olde r. 

B. If the  law enforcement agency notifies  the  DCYF tha t the  protection and 
safe ty of a  child(ren) is  a t risk, the  DCYF will conduct an assessment 
regarding the  report of child abuse /neglect. 

C. The  DCYF is  respons ible  for inves tiga ting reports  of third-party 
abuse /neglect when the  a lleged perpetra tor is  under ten years  of age . 

D. When the  third-party inves tiga tion involves  a  child(ren) who is  a  temporary 
res ident of Jeffe rson County, the  DCYF sha ll notify the  law enforcement 
agency in the  child’s  county of pe rmanent res idence  and upon comple tion 
of the  inves tiga tion, a  copy of a ll pe rtinent information sha ll be  forwarded 
to the  appropria te  officia ls  in the  county. 

E. The  DCYF sha ll review inves tiga tive  reports  of law enforcement regarding 
third-party abuse/neglect and sha ll de te rmine  whe ther the  report should 
be  ente red in the  s ta te  compute rized da ta  sys tem (TRAILS). 
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VIII. INVESTIGATIONS OF INSTITUTIONAL ABUSE/NEGLECT 

A. The  DCYF and loca l la w enforcement sha ll coordina te  the  initia l 
inves tiga tion of ins titutiona l abuse /neglect. 

B. The  initia l inves tiga tion sha ll a ssess  the  need for emergency inte rvention 
and eva lua te  the  safe ty of the  child(ren) to de te rmine  the  following: 

1. Whether the  a lleged abuse /neglect occurred. 

2. The  circumstances  surrounding the  injury, abuse , and/or neglect. 

3. The  person or pe rsons  respons ible  and the ir continued access  to 
the  children. 

4. The  need to protect the  child(ren) in the  ins titution from furthe r risk 
of ha rm. 

5. Whether the  adminis tra tive  authority or ins titution s ta ff a re  culpable , 
and if so, in wha t manner. 

C. The  DCYF caseworker will forward the ir written report of the  inves tiga tion 
to the  appropria te  s ta te , county, and loca l agencies  for the ir follow-up. 

 

IX. CONCLUSION OF THE INVESTIGATION 

A. The  DCYF caseworker sha ll comple te  the  inves tiga tion within thirty days  
unless  othe rwise  approved by the ir supervisor.  When the  a llega tions  of 
abuse /neglect a re  subs tantia ted, the  DCYF caseworker will provide  
re fe rra ls  to appropria te  community resources  or will open an ongoing case  
for se rvices . 
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FIRST J UDICIAL DISTRICT ATTORNEY’S OFFICE 
 
I. NOTIFICATIONS  
 

1. The  Dis trict Attorney’s  Office  sha ll immedia te ly notify DCYF or the  
appropria te  law enforce ment agency on a ll cases  of a lleged child abuse  
which a re  initia ted by and/or reported to tha t office .  In addition to ve rba l 
notifica tion, written documenta tion of the  incident sha ll be  forwarded to the  
appropria te  agency. 

 
II. RESPONSE 
 

1. The  Dis trict Attorney inves tiga tors  will adhere  to law enforcement 
procedures  in conducting inves tiga tions  of a lleged child abuse . 

 
2. When ca lled in by a  law enforcement agency to ass is t in an inves tiga tion, 

the  dis trict a ttorney inves tiga tors  sha ll coordina te  the ir inves tiga tion with 
tha t of the  law enforcement agency unless  for good cause  the re  is  a  need 
for an independent dis trict a ttorney’s  office  inves tiga tion. 

 
3. A deputy dis trict a ttorney of the  Crimes  Aga ins t Children’s  Unit will be  

ava ilable  24 hours  a  day for consulta tion during the  inves tiga tion of 
a lleged child abuse . 

 
4. When ca lled in by a  law enforcement agency to act a s  an advisor during 

the  inves tiga tion, the  deputy dis trict a ttorney will be  respons ible  for 
familia rizing the  inves tiga ting agencies  with the  lega l is sues  pa rticula r to 
crimina l prosecution and monitoring the  consis tency of the  inves tiga tion. 

 
III. PROSECUTION 
 

1. The  Dis trict Attorney’s  Office  has  es tablished a  specia lized unit to file  a ll 
crimes  aga ins t children. 

 
2. The  objectives  of the  Crimes  Aga ins t Children Unit a re  to provide  

comprehens ive  tra ining programs to law enforcement, DCYF, and other 
agencies  which dea l with child abuse ; to act a s  a  lega l advisor to law 
enforcement a t the  earlies t poss ible  s tage  of the  inves tiga tion; to improve  
evidence  ga thering in crimina l inves tiga tions ; to prosecute  crimina l cases  
of child abuse , a s  resources  a llow; to mainta in cons is tency in the  
dispos ition and prosecution of such cases; and to increase  the  awareness  
of child protection issues  in the  crimina l jus tice  sys tem and the  community 
a t la rge . 
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FIRST J UDICIAL DISTRICT ATTORNEY BASED VICTIM SERVICES  
 
I. NOTIFICATION 
 

Victim Ass is tance  personne l sha ll immedia te ly notify the  appropria te  law 
enforcement agency or the  Divis ion of Children, Youth, and Families  on a ll cases  
of a lleged child abuse /neglect upon lea rning of such child abuse /neglect.  In 
addition to ve rba l notifica tion, written notifica tion of the  incident sha ll be  
forwarded to the  appropria te  agency. 

II. CONFIDENTIALITY 

Dis trict Attorney Victim Advoca tes  do not have  confidentia lity with regard to 
s ta tements  made  by victims  and witnesses .  Victims  and witnesses  sha ll be  
informed tha t information pertinent to the  prosecution of a  case  mus t be  passed 
on to the  deputy dis trict a ttorney.  Victims will be  encouraged to provide  this  
information directly to the  inves tiga tor with the  goa l of accuracy in reporting as  
we ll a s  preventing advoca tes  from becoming witnesses . 

III. RESPONSE 
 

A. Victim Ass is tance  personne l sha ll adhere  to the  policies  and procedures  of 
the  Dis trict Attorney’s  Office . 

 
B. When a  child abuse/neglect case  is  filed with the  Dis trict Attorney’s  Office , 

the  case  sha ll be  screened by the  Victim Ass is tance  Unit.  Screening sha ll 
include : 

 
1. Sending Victim Rights  information. 
2. Sending crime  victim compensa tion information. 
3. Sending res titution affidavit of loss  form. 
4. Sending cover le tte r identifying a  victim specia lis t contact a t the  

office . 
5. Pe rsona l contact by the  Crimes  Aga inst Children victim specia lis t. 
6. Appropria te  ass is tance  re fe rra ls  to the  victim. 
 

C. The  victim specia lis t will a ttempt to keep the  victim, or the  appropria te  
guardian, apprised of the  case  afte r every court event.  P rocedures  
include : 

 
1. Initia l phone  ca ll to child’s  pa rent(s ), fos te r parent, guardian, and/or 

on-going socia l worker a fte r case  filing.  This  ca ll should include  the  
following: 

a . Victim Rights  
b. Case  s ta tus  and charges  filed. 
c. Genera l crimina l jus tice  case  flow. 
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d. Information on crime  victim compensa tion and 
the rapy for both child victim and appropria te  
pa rent/guardian. 

e . Other appropria te  referra ls  to a id child victim and /or 
pa rent. 

f. If defendant will be  te s ted for HIV, explana tion of 
procedure . 

g. Information on the  Jeffco Children’s  Alliance , if 
applicable . 

 
2. Phone  or written contact a fte r a ll court events  to notify the  victim or 

pa rent/guardian of the  outcome and expla in the  applicable  crimina l 
jus tice  procedure . 

3. Notifica tion of any bond reduction hearings  and ass is tance  for the  
victim or pa rent/guardian in making a  pe rsona l or written s ta tement 
in response . 

4. Ass is tance  in any mee tings  between the  deputy dis trict a ttorney 
and the  victim or pa rent/guardian. 

5. Prepara tion of the  child victim through e ithe r the  “Court School” 
program, and/or pe rsona l work with the  child for te s timony in court. 

6. Ass is tance  of the  child and parent/guardian throughout the  tria l and 
any other hearings  requiring the ir te s timony, or they want to a ttend. 

7. Ass is tance  in filling out the  victim impact s ta tement or preparing for 
an ora l s ta tement a t sentencing for both the  child victim and 
parent/guardian. 

 

D. The  victim specia lis t will crea te  a  ne twork of communica tion and support 
for the  child victim by es tablishing contact with the  diffe rent agencies  
involved in the  child’s  life .  These  agencies  may include : 

 

1. The  on-going socia l worker and county a ttorney, if the re  is  a  
dependency and neglect case  involved. 

2. The  guardian ad litem, if the re  is  one  involved. 
3. The  the rapis t or school counse lor. 
4. Any Je ffe rson County Advocacy Cente rs  tha t might be  involved. 
5. The  ass igned law enforcement victim advoca te . 

a . Supply law enforcement victim advoca te  with copy of case  
declina tion le tte r. 
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FAMILY TREE 

I. CHILD ABUSE REPORTING 

A. Any member of Family Tree  s ta ff (pa id or unpa id) who has  reasonable  
cause  to know or suspect tha t a  child has  been subjected to abuse  or 
neglect or who has  observed the  child be ing subjected to circumstances  
or conditions  which would reasonably result in abuse  or neglect sha ll 
immedia te ly report or cause  a  report be  made  of such fact to the  county 
department of socia l se rvices  or loca l law enforcement agency, Section 
19-3-304.  Any person who makes  a  report of child abuse  or neglect in 
good fa ith is  immune from liability unless  a  court de te rmines  tha t the ir 
behavior in making the  report was  willful, wanton, a nd malicious , Section 
19-3-309.  Any person who knowingly makes  a  fa lse  report of abuse  or 
neglect and any manda ted reporte r who fa ils  to report commits  a  class  3 
misdemeanor, Section 19-3-304(4)(a ). 

 
II. CHILD ABUSE DEFINED 
 

A. For purposes  of reporting, child abuse  or neglect is  de fined in the  Children 
Code  as  the  following: 

1. Evidence  of burns , skin bruis ing, bleeding, malnutrition, fa ilure  to 
thrive , fracture  of any bone , subdura l hematoma, soft tis sue  
swelling, any other injury, or dea th, and where  such condition or 
dea th is  not jus tifiably expla ined; or where  the  his tory given 
concerning such condition or dea th is  a t va riance  with the  degree  or 
type  of condition or dea th; or may not be  the  product of an 
accidenta l occurrence ; or 

2. Where  the re  is  evidence  of sexua l a ssault or sexua l moles ta tion 
which may include  sexua l inte rcourse , ora l or ana l inte rcourse , 
fondling or exhibitionism, or any other sexua l contact; or 

3. Where  the re  is  evidence  tha t a  child has  been neglected and such 
neglect se rious ly threa tens  the  child’s  hea lth or we lfa re  including 
any case  where  the  child’s  pa rents , lega l guardians , or cus todians  
fa il to take  actions  or provide  adequa te  food, clothing, she lte r or 
supervis ion tha t a  prudent pa rent would take . 

4. Use  or abuse  of drugs  or a lcohol during pregnancy is  not included 
in the  definition of child abuse  in the  S ta te  of Colorado for reporting 
purposes , a lthough use  may result in child abuse  charges  or a  
dependency and neglect proceeding when the  child is  born.  Family 
Tree  s taff a re  expected to report any suspected use  of drugs  or 
a lcohol during pregnancy. 

5. Child abuse  may result from an adult to a  child, e .g. pa rent to child, 
adult re la tive  to child, adult she lte r res ident to child, or s ta ff member 
to child.  Child abuse  may a lso result from a  child to a  child, e .g. 
child re la tive  to child, child she lte r res ident to child, or child outs ide  
of she lte r/agency se tting to a  child.   
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6. Youth (over age  of ten years ) to youth phys ica l a ssault is  reported 
as  an assault to the  loca l police  department.  Youth to youth sexua l 
contact is  reported as  child abuse  to the  Department of Children, 
Youth, Families  (DCYF), unless  the  a lleged perpe tra tor is  over ten 
years  of age  and then s  reported to the  police . 

 
III. HOW TO REPORT CHILD ABUSE 
 

A. Ca ll Department of Socia l Services  
 

1. Any Family Tree  s ta ff member, pa id or unpa id, encounte ring 
evidence  or suspicion of child abuse  sha ll contact the  Department 
of Socia l Services  in the  loca tion where  the  child currently res ides .  
Supervisory or manageria l s ta ff will be  ava ilable  for consulta tion as  
needed.  Reporting to one’s  supervisor does  not sa tisfy the  duty to 
report to the  Department of Socia l Services . 

 
IV. STAFF INVESTIGATIONS 
 

A. DCYF employees  and law enforcement officia ls  a re  tra ined to inves tiga te  
reports  to de te rmine  if any inte rvention is  appropria te .  Reporters  will 
utilize  the  expertise  of DCYF employees  and law enforcement officia ls  by 
appropria te ly making reports  and will not initia te  the ir own informal 
inves tiga tions  prior to deciding to report. 

 
B. COMPLETE WRITTEN DOCUMENTATION AND INFORM 

SUPERVISOR: The  report to the  authoritie s  should include  the  information 
included on the  “Child Abuse/Neglect Report Form.”  Comple ted forms  will 
be  re ta ined a t the  re la ted program s ite  in a  specific child abuse  report form 
folde r.  A note  regarding the  child abuse /neglect report will be  made  in the  
se rvice  recipient’s  record/file . 

 
V. SELF REPORTING 
 

A. S taff may encourage  e ithe r the  adult reporting or the  adult under suspicion 
to make the  report.  S taff will s till report even if this  causes  two reports  to 
be  made . 

 
VI. CONFIDENTIALITY 

 
A. Once  the  initia l report has  been made , no additiona l information which is  

not pe rtinent to the  child abuse  report can be  disclosed without a  Re lease  
of Information s igned by the  se rvice  recipient and/or the  se rvice  recipient’s  
guardian as  appropria te . 
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VII. ADDITIONAL NOTIFICATION 
 

A. If the  se rvice  recipient is  in the  ca re  and cus tody of DCYF, the  caseworker 
will a lso be  notified as  soon as  poss ible . 

 
VIII. VICTIM IS  AN ADULT 
 

A. If the  victim is  an adult and reports  be ing a  victim of child abuse  when she  
or he  was  a  minor (under the  age  of 18) and this  incident occurred within 
the  pas t ten years , the  victim will be  encouraged to make  a  report to the  
county where  the  abuse  occurred.  See  the  “Child Abuse  Defined” 
paragraph regarding incidents , which would reasonably result in abuse  or 
neglect such as  minors  res iding in the  home of the  a lleged perpe tra tor of 
an adult victim. 

 
VIII. ALLEGED ABUSE BY STAFF 
 

A. If a  Family Tree  employee , pa id or unpa id, has  reason to suspect another 
employee  of child abuse  or neglect, please  refe r to Family Tree ’s  
procedures  on “a llega tions  aga ins t s ta ff.”  Contact a  Human Resources  
representa tive  for these  procedures . 

 
IX. FAILURE TO REPORT 
 

A. Any Family Tree  employee , pa id or unpa id, who is  found to have  viola ted 
this  policy and procedure  may be  subject to immedia te  disciplina ry action 
up to and including te rmina tion of employment. 

X. RESPONDING TO LAW ENFORCEMENT OFFICIALS  

 
A. The  extent to which Family Tree  can respond to subpoenas , sea rch 

warrants  and a rres t warrants  is  directly re la ted to the  duty of confidentia lity 
se t forth in s ta te  and federa l guide lines  especia lly those  regula ting 
se rvices  for victims  of domestic violence .  Family Tree ‘s  policies  do not 
condone  illega l actions . 

XI. CIVIL SERVICES 
  
A. Services  of civil processes  for se rvice  recipients  by law enforcement 

pe rsonne l cannot be  accepted. (Civil documents  include :  Lega l 
Separa tion, Divorce , Parenta l Respons ibilitie s  [Cus tody], Small Cla ims , 
Temporary Res tra ining Orders , and Subpoenas  civil and/or crimina l).  
Subpoenas  for s ta ff may be  de live red a t Family Tree  Adminis tra tive  
Offices  a t 3805 Marsha ll S tree t, Suite  100, Whea t Ridge , Colorado, 
80033. 
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XII. WARRANTS AT DOMESTIC VIOLENCE SHELTER 
 
A. If a  law enforcement agency has  a  warrant for a  pe rson be lieved to be  in 

the  Family Tree  Women in Cris is  domes tic violence  she lte r, its  initia l 
contact will be  through a  te lephone  ca ll.  When an office r ca lls  the  
domes tic violence  she lte r to say he /she  has  a  warrant, he /she  will not 
identify the  pe rson named on the  warrant. 

B. S taff will remind the  office r tha t, by law, Family Tree  s ta ff cannot and will 
not confirm nor deny tha t any domes tic violence  victim is  a  se rvice  
recipient and tha t s ta ff cannot a llow office rs  to ente r the  domes tic violence  
she lte r without a  sea rch warrant.  An a rres t warrant is  not sufficient. If the  
office r has  reason to be lieve  tha t the  pe rson named could pose  a  threa t or 
risk to s ta ff or to othe r se rvice  recipients , he /she  will inform s taff of such 
during the  ca ll.  

C. S taff will then contact the  Domestic Violence  Services  Managing Director, 
a  Supervisor, or the  Pres ident of Family Tree  to apprise  he r of the  
s itua tion and le t he r know the  office rs  a re  on the ir way.    

D. If a t a ll poss ible , the  Supervisor will be  present a t the  domestic violence  
she lte r when the  office rs  a rrive .  She  will be  the  officia l contact in the  
s itua tion, bringing the  authority and credibility of the  agency to the  
s itua tion.  She  will a s sure  adherence  to the  policies  and procedures  and 
provide  cons is tency and support to s ta ff.  (It should be  noted here  tha t the  
courts  have  recognized a  number of s trictly limited exceptions  to the  
genera l rule  tha t a  sea rch warrant is  required to ente r a  priva te  a rea .  
Supervisors  will be  knowledgeable  of these  exceptions .) 

XIII. WHEN THE OFFICERS ARRIVE AT DOMESTIC VIOLENCE SHELTER 
 

A. A uniformed supervisor will accompany the  office r when coming to 
execute  a  sea rch warrant.  S taff will confirm through the  security monitor 
tha t the re  a re  two office rs , a t leas t one  be ing a  uniformed supervisor, and 
tha t they have  a  sea rch warrant, before  going to the  door.  

 
B. If office rs  say they have  a  sea rch warrant, s ta ff will go to the  door and 

examine  the  document, looking for a ll the  key e lements .  S taff will a lso ask 
to see  the  office r’s  identifica tion ca rds  and badges  before  le tting them into 
the  domes tic violence  she lte r.  If, for some reason, the  law enforcement 
agency did not give  the  domes tic violence  she lte r advanced notice  of the ir 
intent to se rve  a  warrant, s taff should ve rify the  identity of office rs  by 
ca lling the  appropria te  law enforcement agency.    

C. If a  se rvice  recipient is  the  subject of the  search and is  clea rly identified in 
the  warrant, s taff will go to the  individua l and ask him/her to come to the  
reception a rea  of the  domes tic violence  she lte r. This  will he lp to prese rve  
the  anonymity of the  other se rvice  recipients .   
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D. If the  pe rson named on the  sea rch warrant is  not a  se rvice  recipient a t the  
domes tic violence  shelte r, s ta ff will inform the  office rs  of this . If she  is  a  
current se rvice  recipient but is  not currently in the  domes tic violence  
she lte r, s taff will inform the  office rs  of this .  If they ask for he r time  of 
re turn, s taff will advise  them what time  she  indica ted she  would re turn.  

E. Records  or file s  of service  pa rticipants  should never be  the  subject of a  
sea rch warrant.  If the  warrant seeks  records  or file s , the  on-ca ll 
Supervisor should ca ll the  is suing authority and ask tha t the  warrant be  
withdrawn. 

F. If the  sea rch warrant is  for contraband/weapon, the  boundaries  of the  
sea rch should be  clea rly identified.  A s ta ff pe rson will accompany the  
office rs  throughout the  domes tic violence  she lte r.  S taff will unlock the  
se rvice  recipient’s  domes tic violence  she lter room for the  office rs , but will 
not follow them into the  room or give  the  impress ion of ass is ting the  
office rs  in the ir sea rch. 

G. If the  warrant conta ins  the  address  of the  domes tic violence  she lter, s ta ff 
will a sk to have  the  document sea led or have  the  address  expunged from 
the  document. 

H. S taff will not act a s  an agent of law enforcement in a  sea rch or in placing a  
se rvice  recipient in custody. 

 

XIV.  FOLLOW UP INVESTIGATION TO A CHILD ABUSE REPORT 

A. In the  event tha t the re  is  a  reques t for Family Tree  to coopera te  with an 
inves tiga tion or to provide  follow up information regarding a  child abuse  
report, the  following procedures  apply.  Family Tree  s taff a re  a lso 
encouraged to consult with the ir supervisors . 

B. If Family Tree  s ta ff initia ted the  child abuse  report, they will cooperate  
when reques ted with the  resulting inves tiga tion.  Coopera tion includes  
providing follow up information re levant to the  inves tiga tion defined as  
be ing on the  Family Tree  Child Abuse /Neglect Report Form and a llowing 
socia l se rvices  and/or law enforcement s ta ff entry into adminis tra tive  or 
common a rea  space  to conduct inte rviews  re levant to the  inves tiga tion. 

C. If the  child abuse /neglect report was  made by an individua l or agency 
other than Family Tree , when poss ible , Family Tree  s taff will contact the  
se rvice  recipient or pe rsona l representa tive  or lega l guardian in ques tion 
and offe r he r/him the  opportunity to volunta rily coopera te  or to a llow 
Family Tree  s ta ff to coopera te  with the  inves tiga tion.  Family Tree  s taff will 
rea lize  tha t disclos ing information to the  service  recipient may inte rfe re  
with the  inves tiga tion and will sha re  minimal information, refe rring 
ques tions  to law enforcement pe rsonne l.   

D. If the  se rvice  recipient (or the  pe rsona l representa tive  or guardian) is  
unava ilable  or unwilling to comply, Family Tree  s taffs ’ response  will be  
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tha t they cannot confirm nor deny tha t the  pe rson is  or was  a  se rvice  
recipient or provide  additiona l information.  Law enforcement and socia l 
se rvices  s ta ff will not be  admitted to program s ite s  except as  described 
above .  P rocedures  may vary in s itua tions  where  ins titutiona l abuse  is  
be ing inves tiga ted or according to RTC regula tions . 

 
D 
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DEPARTMENT OF HEALTH AND ENVIRONMENT 
 
I. PURPOSE 
 

It is  the  policy of the  Jeffe rson County Department of Hea lth and Environment to 
comply with the  Child Protection Act and with the  manda tory reporting 
requirements  of the  Act. 
 
A. To tha t end, any employee  who has  reasonable  cause  to know or suspect 

tha t a  child has  been subjected to abuse  or who has  observed the  child 
be ing subjected to circumstances  or conditions  which would reasonably 
result in abuse  or neglect, sha ll immedia te ly report or cause  a  report to be  
made  to the  Divis ion of Children, Youth, and Families  (DCYF).  In those  
cases  where  the  child abuse  is  obse rved to be  in progress , notifica tion 
sha ll be  made immedia te ly to the  appropria te  law enforcement agency. 

 
B. The  lega l respons ibility of the  employee  who suspects  abuse  or neglect is  

not sa tisfied by reporting suspicion to othe r Hea lth Department 
employees . 
 
1. Viola tion of the  Acts  reporting requirements  is  punishable  as  a  

crimina l offense  and may crea te  civil liability for any furthe r injuries . 
2. The  Child Protection Act grants  Hea lth Department employees  and 

other pe rsons  who report child abuse  or neglect immunity from any 
liability tha t might othe rwise  be  incurred, except for knowingly 
making a  fa lse  report. 

 
C. Employees  sha ll not contact the  child’s  family or any other pe rson to 

de te rmine  the  cause  of the  suspected abuse  or neglect. 
 
D. It is  not the  respons ibility of the  employee  to prove  tha t the  child has  been 

abused or neglected. 
 

1. Employees  a re  encouraged to a sk the  child how an injury occurred. 
2. If the  child’s  response  is  vague  or incons is tent, or if the  injury does  

not fit the  child’s  explana tion, the  DCYF or the  appropria te  law 
enforcement agency sha ll be  notified. 
 

E. Employees  sha ll inform the ir supervisor tha t a  child abuse/neglect report 
form has  been made  to the  appropria te  agency. 

 
F. Except as  othe rwise  provided specifica lly by law, reports  of child abuse  or 

neglect and the  name and address  of any child, family, or informant or any 
other identifying information conta ined in such reports  sha ll be  confidentia l 
and sha ll not be  public information.  The  Hea lth Department sha ll ma inta in 
documenta tion of each report in the  pa tient’s  chart. 
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G. Re lease  of Medica l Records  

1. During a  child abuse  inves tiga tion, a  copy of the  child 
abuse /neglect report form and the  patient record will be  re leas ed by 
the  Hea lth Department to the  law enforcement agency and/or the  
DCYF. 

2. The  law enforcement office r or the  DCYF caseworker will s ign the  
“re lease  of medica l records  form.” 

3. The  medica l records  cle rk and/or nurse  will a ssure  tha t the  records  
re lease  form is  comple ted, documented on the  pa tient record, tha t 
copies  of the  patient record a re  made , and re lease  the  copies  
directly to the  law enforcement office r. 

4. Reques ts  for records  involving suspected child abuse  cases , a fte r 
the  da te  of se rvice , sha ll be  managed directly through medica l 
records .  The  law enforcement office r does  not need a  medica l 
re lease  from the  pa rents  in order to obta in medica l records . 

5. Federa l laws  and regula tions  regarding confidentia lity of a lcohol 
and drug pa tient records  will be  applied as  appropria te . 
 

H. S taff tra ining is  e ssentia l in mee ting the  reporting requirements  of 
Colorado law.  All s ta ff, including nurses , a ides , counse lors , environmenta l 
hea lth specia lis ts , secre ta ries , cle rks , e tc., should be  tra ined to identify 
and report child abuse  and neglect based on Colorado law and the  Hea lth 
Department policy.  All supervisors  and employees  a re  affirmative ly 
charged with familia rizing themse lves  with these  reporting requirements . 

 
I. The  medica l director sha ll deve lop such regula tions  necessa ry to 

accomplish the  intent of this  policy. 
 

II. PROCEDURE 
  

A. Upon having reasonable  cause  to know or suspect tha t a  child has  been 
subjected to abuse  or neglect, any employee  with such knowledge  or 
suspicion mus t comple te  the  child abuse /neglect report form and 
immedia te ly report those  facts , or cause  a  report of those  facts  to be  made 
to human se rvices  or, if the  abuse  is  obse rved to be  in progress , to the  
appropria te  law enforcement agency. 

 
B. Employees  sha ll not contact the  child’s  family or any other pe rson to 

de te rmine  the  cause  of the  suspected abuse  or neglect, but may inquire  of 
the  child how an injury occurred.  An employee’s  reasonable  cause  to 
suspect tha t the  child has  been subjected to abuse  or neglect may a rise  
from a  child’s  vague  or incons is tent response  to such an inquiry or from an 
explana tion which does  not fit the  injury. 
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C. Afte r making the  required report to the  DCYF or the  appropria te  law 
enforcement agency, the  employee  should inform the ir supervisor of the  
circumstances  of the  report. 

 
D. The  employee  who has  reported to the  DCYF or to the  appropria te  law 

enforcement agency must comple te  the  child abuse /neglect report form 
and keep a  copy in the  pa tient’s  chart. 

E. All reports  of child abuse  or neglect a re  to be  kept s trictly confidentia l. 
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HEALTH CARE FACILITIES 
 
I. PURPOSE 

 
A. Hea lth ca re  provide rs  engaged in the  admiss ion, ca re  or trea tment of 

pa tients  a re  required by Colorado law to report any s itua tions  of suspected 
child abuse /neglect to Divis ion of Children, Youth and Families  (DCYF) or 
the  appropria te  law enforcement agency. 

 
II. DIRECTIVES 

 
A. When the re  is  evidence  or suspicion of abuse /neglect, an appropria te  

medica l diagnos tic workup should be  initia ted by the  phys ician a ttending 
the  pa tient. 

 
B. The  hea lth ca re  facility will coopera te  with the  DCYF and/or law 

enforcement agency in eva lua ting the  patient s itua tion. 
 

III. NOTIFICATION 
 
A. The  DCYF Child Protection Intake  

The  DCYF sha ll be  notified immedia te ly of any s itua tions  or a lleged child 
abuse /neglect admitted or eva lua ted. 

  
B. Law Enforcement Agency 

The  appropria te  law enforcement agency sha ll be  notified of the  following 
circumstances : 
 
1. Cases  of child death or se rious  bodily injury, which may be  the  

result of non-accidenta l trauma or seve re  neglect, sha ll be  reported 
immedia te ly to the  appropria te  law enforcement agency. 

2. The  hea lth ca re  provider/case  manager is  unable  to contact the  
DCYF worker on ca ll. 

3. The  family or othe r pe rson a ttempts  to remove  the  child from the  
hea lth ca re  facility prior to a rriva l of the  DCYF.  (Refe r to the  hea lth 
ca re  facility’s  inte rna l policy). 

4. The  hea lth ca re  facility is  advised by the  DCYF to notify law 
enforcement authorities . 
  

IV. GUIDELINES 
 

A. The  hea lth ca re  provide r ass igned will obta in and document an accura te  
pa tient his tory and assessment on a ll pedia tric pa tients  up to age  18. 
 
1. Eye  witness  his tory of abuse  or neglect is  given. 
2. There  is  an unexpla ined injury. 
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3. The  injury is  implaus ible  cons ide ring the  child’s  age , his tory or othe r 
factors . 

4. There  was  a  de lay in seeking medica l ca re . 
5. Any case  in which a  child is  a  child in need of se rvices  because  the  

child’s  pa rents , lega l guardian, or cus todian fa ils  to take  the  
appropria te  actions  to provide  adequa te  food, clothing, she lte r, 
medica l ca re  or supervis ion tha t a  prudent pa rent would take . 

 
B. The  ass igned hea lth ca re  provide r will obse rve  and document pa rent/child 

behavior and inte raction.  If abuse  or neglect is  suspected, the  hea lth ca re  
provide r is  respons ible  for communicating this  to the  phys ician. 
 
1. The  phys ician, in coopera tion with law enforcement and the  DCYF, 

will de te rmine  wha t labora tory and radiologica l te s ts , photographs 
and other da ta  a re  required for ve rifica tion and/or documenta tion of 
abuse .  Sa id radiologica l and laboratory te s ts , trea tment and ca re  
will be  provided as  directed by the  phys ician’s  orde rs . 

2. All trea tment, te s ts , and required reporting will be  documented in 
the  medica l record. 

 
C. It is  the  respons ibility of the  hea lth ca re  provide r/case  manager to 

immedia te ly notify the  DCYF when suspected child abuse /neglect is  
brought to his /he r a ttention. 

 
D. If law enforcement or the  DCYF bring a  child in with suspected abuse  or 

neglect, the  hea lth care  facility s ta ff will a ss is t in ga thering information 
cons is tent with accidenta l or non-accidenta l injury. 

 
E. Jeffe rson County Coroner will be  notified of a ll dea ths  according to inte rna l 

policy. 
 
F. If the  child is  to be  admitted to the  hea lth ca re  facility, the  hea lth ca re  

provide r/case  manager will notify the  inpa tient nurs ing unit tha t child 
abuse /neglect is  suspected and has  been reported. 

 
G. If the  child does  not need hospita liza tion, do not pe rmit discharge  prior to 

phone  consulta tion with the  DCYF regarding dispos ition. 
 
H. If the  child who has  suspected abuse  or neglect is  to be  transported to 

another hea lth ca re  facility, notify the  DCYF.  Notify rece iving hea lth ca re  
facility of reports  made to the  DCYF. 
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V. MANAGEMENT OF SUSPECTED CHILD ABUSE/NEGLECT (SCAN) 
 

A child transported to the  hea lth ca re  facility by the  DCYF and/or law 
enforcement authority will be  managed according to the  following: 

 
A. Genera l 
 

It is  the  policy of the  DCYF to notify the  appropria te  department of the  
hea lth ca re  facility of the ir pending a rriva l.  The  primary concern of the  
hea lth ca re  team is  the  safe ty of the  child and assuring they rece ive  
appropria te  medica l ca re .  The  phys ician’s  role  is  to obta in pertinent 
his tory, pe rform medica l examination, and document findings  on the  chart. 

 
B. Subjective  Assessment 
 

1. When, where , and how the  injury occurred.  When poss ible , 
ques tion the  child priva te ly.  An extens ive  inte rview will be  
conducted by law enforcement/DCYF.  Do not ask leading 
ques tions , i.e ., “Did your mother/fa the r do this  to you?”  You may 
ask, “What happened to you?” 

2. Any previous  injury and cause  de te rmined by ques tioning and 
previous  medica l records . 

3. Assess  for any s ignificant deve lopmenta l problems. 
4. Assess  nutritiona l s ta tus . 

 
C. Phys ica l Exam 
 

A phys ica l exam will be  pe rformed by the  phys ician on a ll cases  of 
suspected child abuse/neglect.  X-rays  and other ancilla ry lab te s ts  will be  
pe rformed as  appropria te . 

 
D. Written Report 
 

The  medica l record will document his tory, phys ica l examina tion, 
diagnos tic s tudies , and a  precise  diagnostic s ta tement. 

 
E. Reques ts  for Medica l Records  – S ta te  Confidentia lity Requirements  
 

Genera lly speaking, medica l records  documenting child abuse  or neglect 
a re  subject to the  same confidentia lity laws  as  othe r medica l records .  
However, this  is  an exception in the  Colorado te s timonia l privilege  law tha t 
pe rmits  the  admiss ion of evidence  of any communica tion between a  
pa tient, phys ician, regis te red nurse , menta l hea lth profess iona l or school 
psychologis t tha t were  the  bas is  of a  child abuse  report in any judicia l 
proceeding resulting from the  report.  CRS 19-3-311.  This  exception to 
the  te s timonia l privilege  law is  quite  limited in scope  and does  not extend 
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to records  of la te r communica tions  re la ting to the  same incident tha t 
prompted the  child abuse  report.  Dill v. People , 927 P .2d 1315 (Colo. 
1996).  Accordingly, hea lth ca re  provide rs  should not re lease  medica l 
records  re la ting to child abuse  or neglect except as  provided be low: 

 
1. It is  bes t to have  a  written authoriza tion for the  re lease  of the  

records .  If the  pa rents  have  re ta ined cus tody, the  authoriza tion 
should come from them unless  specia l circumstances  exis t which 
require  the  minor’s  authoriza tion.  If human se rvices  or some other 
agency has  lega l cus tody and authority to obta in the  child’s  medical 
records , an authorized e mployee  should execute  the  authoriza tion.  
Appropria te  s teps  should be  taken to verify the  identity and 
authority of the  pe rson s igning the  authoriza tion. 
 

2. While  coopera tion with child protection agencies  is  encouraged, 
precautions  a re  warranted when a  va lid authoriza tion for re lease  of 
the  medica l record is  not provided.  Under Colorado law, a  
subpoena  for medica l records  will not be  a  sufficient bas is  for 
re leas ing the  information unless  the  above -described exception to 
the  te s timonia l privilege  law applies .  Because  it is  ve ry limited in 
scope , lega l counse l should be  consulted before  producing 
information in response  to a  subpoena on the  bas is  of this  
exception.  In othe r s itua tions , a  hea lth ca re  provide r should 
respond to the  subpoena  but not produce  the  record without a  court 
orde r.  When an order is  rece ived, a  copy of the  records  should be  
produced under sea l to the  court. 

 
 

3. If the  medica l record conta ins  drug abuse  or a lcohol trea tment 
information, the  federal drug and a lcohol regula tions  will not res trict 
the  disclosure  of the  bas ic child abuse  reporting information.  
However, the  regula tions  will res trict disclosure  of the  origina l 
pa tient records , including the ir disclosure  in civil or crimina l 
proceedings  a ris ing out of a  child abuse  report.  A court order for 
disclosures  of these  records  mus t sa tisfy specia l requirements  and 
mus t be  based upon a  finding tha t the  public inte res t in the  
inves tiga tion and prosecution of child abuse  charges  outweighs  the  
pa tient’s  privilege . 

F. HIPAA Requirements  

A hea lth ca re  provide r tha t is  a  covered entity under HIPAA may disclose  
Protected Hea lth Information (PHI) to a  public hea lth authority or other 
appropria te  government authority authorized by s ta te  law to rece ive  
reports  of child abuse  or neglect.  42 C.F.R. 164.512(b)(1)(ii). 

G. Re lease  of Medica l Records  
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Afte r obta ining appropria te  authoriza tion for re lease  of medica l records  
(re fe r to section E): 
1. A copy of the  medica l record will be  re leased to the  law 

enforcement agency and/or DCYF by the  hea lth ca re  facility a t the  
time  of se rvices .  The  reques ting law enforcement office r/DCYF 
worker mus t s ign the  appropria te  consent for re lease  of records . 

2. The  hea lth ca re  facility will ensure  tha t the  record re lease  form is  
comple ted and document the  same on the  pa tient record.  The 
record will be  re leased directly to the  law enforcement office r/DCYF 
worker. 

3. Reques t for records  involving suspected child abuse  afte r the  da te  
of se rvice  will be  managed directly through the  medica l records  
department.  The  law e nforcement office r/DCYF worker does  not 
need a  medica l re lease  from the  pa rents  in orde r to obta in medical 
records , but does  need to s ign consent for re lease  of records  for 
law enforcement. 
 

H. Child Abuse /Neglect Report Form 
Reports  of known or suspected child abuse  or neglect sha ll be  made 
immedia te ly to the  county department or the  loca l law enforcement agency 
and sha ll be  followed promptly by a  written report prepared by those  
pe rsons  required to report.  The  county department sha ll submit a  report 
of confirmed child abuse  or neglect within s ixty days  of rece ipt of the  
report to the  s ta te  department in a  manner prescribed by the  s ta te  
department. 
 
Such reports , when poss ible , sha ll include  the  following information: 
1. The  name, address , age , sex, and ra ce  of the  child; 
2. The  name and address  of the  pe rson respons ible  for the  suspected 

abuse  or neglect, if known; 
3. The  na ture  and extent of the  child’s  injuries , including any evidence  

of previous  known or suspected abuse  or neglect of the  child or the  
child’s  s iblings ; 

4. The  family compos ition; 
5. The  source  of the  report and the  name, address , and occupa tion of 

the  pe rson making the  report; 
6. Any action taken by the  reporting source ; and 
7. Any other information tha t the  pe rson making the  report be lieves  

may be  he lpful in furthe ring the  purposes  of the  Act. 
 
The  Child Abuse /Neglect report form is  to be  comple ted and sent to DCYF 
on a ll reported cases .  It will be  documented on the  pa tient record tha t a  
written report has  been comple ted. 
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J EFFERSON COUNTY J UVENILE ASSESSMENT CENTER – J AC 

I. POLICY 

 
The  JAC and a ll s ta ff of collabora ting agencies  (Firs t Judicia l Dis trict Attorney, 
Jeffe rson Cente r for Menta l Hea lth, and Jeffe rson County School Dis trict) will 
comply with the  lega l requirement of reporting to the  DCYF on a ll cases  of 
suspected, apparent, potentia l, or obse rved child abuse  or neglect.  The  juvenile  
assessment specia lis t will adhere  to this  policy. 

II. PROCEDURE 

 
A. When a  s ta ff pe rson becomes  aware  of an occurrence  of suspected, 

apparent, potentia l, or obse rved child abuse  or neglect, the  s ta ff pe rson 
will immediate ly notify the  Child Protection Team (of Jeffe rson, Clea r 
Creek, or Gilpin counties  when applicable ).  Fa ilure  to comply with the  
reporting law may result in lega l action agains t the  s taff pe rson.  Also, 
fa ilure  to report will re sult in disciplina ry action aga ins t the  employee . 

 
B. The  s ta ff pe rson will a lso a ttach a  copy of the  child abuse  report to an 

unusua l incident report and forward it to the ir manager. 
 
C. Optimally, the  s ta ff pe rson should encourage  the  family to report the  

abuse  or neglect.  However, it is  s till the  s ta ff pe rson’s  respons ibility to 
follow-up and ensure  the  report has  been made . 

 
D. In s itua tions  of immedia te  danger to the  involved subject, s taff will 

coopera te  with the  inves tiga tion, which may include  a ttempting to keep the  
involved subjects  a t the  JAC until DCYF and/or law enforcement 
pe rsonne l can respond to inves tiga te .  The  s ta ff pe rson should be  as  
supportive  as  poss ible  while  the  client is  going through the  process  of 
inves tiga tion. 

 
E. The  s ta ff pe rson is  to notify the  management team as  soon as  poss ible  of 

the  report to DCYF. 
 
F. Documenta tion of the  report to DCYF is  to be  ente red in the  client’s  chart.  

The  documenta tion should include  the  circumstances  in which the  s taff 
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person became aware  of the  abuse  or neglect s itua tion and the  actions  
taken. 

 
III. S taff of collabora ting agencies  (Firs t Judicia l Dis trict Attorney, Jeffe rson Center 

for Menta l Hea lth, and Je ffe rson County School Dis trict) will report a s  pe r the ir 
pa rent agency’s  procedures . 

 

 

J EFFERSON COUNTY J UVENILE ASSESSMENT CENTER / DISTRICT 
ATTORNEY’S OFFICE PRETRIAL SUPERVISION PROGRAM (J UVENILES WHO 

ARE ALLEGED TO HAVE COMMITTED SEX OFFENSES) 

I. POLICY/GOALS  

 
The  goa ls  of the  pretria l supervis ion program for juveniles  who have  been 
contacted by law enforcement for sexua l offenses  a re :  to provide  specia lized 
assessment, inte rvention, supervis ion and behaviora l monitoring; to provide  
timely re fe rra l to  sex offense  specific trea tment in orde r to manage  and 
rehabilita te  the  sexua l offending behavior; to deve lop home, school and 
community sa fe ty plans  to a llow the  juveniles  to be  mainta ined safe ly in a  
community se tting; to enhance  victim protection; and to tra in pa rents  to 
effective ly supervise  and manage  the ir child’s  sexua l offending behavior. 

 

II. PROCEDURE 

 
A. The  Dis trict Attorney’s  Office  has  a  pre tria l supervis ion office r housed a t 

the  Juvenile  Assessment Cente r to provide  assessment, pre tria l 
supervis ion, refe rra l for offense  specific trea tment, and s afe ty planning for 
home, school and community se ttings  for juveniles  contacted by law 
enforcement for sexua l offenses . 

 
B. Juveniles  who have  been contacted by law enforcement for sexua l 

offenses  will e ithe r be  refe rred for pre tria l supervis ion to the  pre tria l 
supervis ion office r or they will be  de ta ined in the  Mount View Detention 
Cente r. 

 
C. If ques tions  a rise  about whe ther to de ta in a  juvenile  who has  committed a  

sexua l offense  or to re lease  the  juvenile  to a  pa rent or cus todian, please  
contact the  pre tria l supervis ion office r by pager (303-760-2448) or the  
Chief Deputy of the  Crimes  Aga ins t Children Unit by pager (303-760-
9163) or ce ll phone  (303-886-4351). 
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D. Refe rra ls  a re  made to the  pre tria l supervis ion program by te lephone ca ll to 
the  pre tria l supervis ion office r (303-271-4575) or by faxing a  re fe rra l form 
to the  pretria l supervis ion office r. 

 
E. The  pre tria l supervis ion program is  a  volunta ry program for the  juveniles  

and the ir families .  The  pre tria l supervis ion office r conducts  a  thorough 
assessment of each juvenile  and his /he r family to assess  risk to the  
community, amenability for trea tment, and trea tment and management 
needs .  A de ta iled pre tria l supervis ion contract is  deve loped to provide  
supervis ion and behaviora l monitoring during the  inves tiga tion and 
prosecution processes .  The pre tria l supervis ion mainta ins  regula r contact 
with each juvenile , his /he r family, the  schools , trea tment provide rs  and 
other re levant agencies  to monitor each juvenile ’s  compliance  with the  
pre tria l supervis ion contract.  Consequences  a re  provided for 
noncompliance .  The  pre tria l supervis ion office r re fe rs  each juvenile  to 
appropria te  sex offense  specific trea tment.  The  pre tria l supervis ion office r 
a ttends  each juvenile ’s  court hea rings  and reports  to the  court rega rding 
each juvenile ’s  compliance  with and response  to pre tria l supervis ion and 
offense  specific trea tment.  The  pre tria l supervis ion office r conducts  home, 
school and community sa fe ty planning in order to mainta in the  juvenile  in 
a  community se tting.  The  parents  or cus todians  of each juvenile  a re  
required to a ttend informed supervis ion tra ining in order to lea rn how to 
recognize , supervise  and manage  sexua l offending behavior. 

 
The  pre tria l supervis ion office r is  a lso involved in assess ing juveniles  for 
the  prosecution a lte rna tive  of an informal adjus tment.  If a  juvenile  is  
placed on an informal adjus tment, the  pre tria l supervis ion office r monitors  
compliance  with the  te rms  and conditions  of the  informal adjustment. 

 
F. Pre tria l supervis ion ends  when a  juvenile  is  sentenced by the  court, or the  

juvenile  is  found not guilty by the  court or by a  jury, or the  juvenile ’s  
de linquency action is  dismissed. 
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J EFFERSON COUNTY LAW ENFORCEMENT AGENCIES  
 
In a ll cases  of a lleged child abuse , the  office rs  responding to the  initia l report a re  
respons ible  for a  comprehens ive  pre liminary inves tiga tion.  This  sha ll include  
documenta tion, inte rviews , notifica tions , evidence  ga thering, and transporta tion.  It is  
necessa ry tha t a ll office rs  and supervisors  be  familia r with the  sequence  of a  child 
abuse  inves tiga tion.  Child abuse  is  a  problem of major proportions , and both the  
protection of a ll children involved and the  successful prosecution of a lleged perpe tra tors  
depends  on a  comple te  and unbiased, Multi-disciplina ry team inves tiga tion. 
 
“The  County recognizes  the  high corre la tion between juveniles  witness ing domes tic 
violence  and the  short and long te rm de trimenta l e ffects  on these  children.” 
 
If phys ica l abuse  to a  child has  not occurred during a  domes tic violence  s itua tion, law 
enforcement agencies  sha ll cons ide r emotiona l abuse  upon a  child as  it re la tes  to a  
protection issue .  Factors  to cons ide r include , but a re  not limited to: frequency of 
domes tic episodes , age  of child, se riousness  of the  episode , and threa t of risk to the  
child. 
 
There  is  often a  fine  line  be tween discipline  and phys ica l abuse .  The  dis tinction may be  
made  unclea r by cultura l practices , pe rsona l opinion, medica l technica lities , or other 
is sues .  It is  impe ra tive  tha t office rs  who a re  inves tiga ting an a lleged abuse  remain 
unemotiona l, objective , and thorough. 
 
Not a ll cases  of a lleged abuse  a re  appropria te  for prosecution by the  Crimina l Jus tice  
Sys tem.  Some cases  may be  handled entire ly by the  Department of Children, Youth 
and Families  (DCYF).  Factors  to cons ider in eva lua ting the  appropria teness  of crimina l 
prosecution may include  the  age  of the  victim, extent of the  injuries , the  condition of the  
home, pas t his tory of abuse , the  a ttitudes  of the  victims  and the  suspects  toward the  
offense , the  future  family prognos is , and ultimate ly whe ther the re  is  sufficient evidence  
to e s tablish the  burden of proof in a  crimina l case . 
 
The  primary respons ibility of law enforcement agencies  is  to conduct inves tiga tions  of 
a lleged crimina l offenses , ga ther and mainta in evidence , present cases  for crimina l 
filing, and ass is t in the  protection of a ll children involved in a lleged child abuse .  The 
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Colorado Revised Sta tutes  provide  tha t law enforcement agencies  a re  sole ly 
respons ible  for the  coordina tion and inves tiga tion of a ll reports  of third pa rty abuse  or 
neglect committed by persons  ten years  of age  or olde r.  In addition to the  factors  
previous ly mentioned, law enforcement agencies  may a lso cons ide r the  tota lity of 
circumstances , na ture  of abuse  and/or neglect when making a  de te rmination regarding 
the  filing of appropria te  crimina l charges . 
 
The  Colorado Revised S ta tutes  provide  tha t the  DCYF has  the  primary respons ibility for 
the  coordina tion of a ll inves tiga tions  of a lleged intrafamilia l child abuse  cases .  It is  
imperative  tha t the  DCYF be  notified immedia te ly of a ll cases  of a lleged intrafamilia l 
child abuse  which a re  reported to a ll law enforcement agencies . In addition, the  DCYF 
must be  notified by the  inves tiga ting law enforcement agency during the  course  of a  
third pa rty abuse  or neglect inves tiga tion if the  protection and safe ty of a  child is  a t risk, 
or DCYF inte rvention is  othe rwise  necessa ry.  The  DCYF a lso has  the  primary 
respons ibility for inves tiga ting third pa rty sexua l abuse  cases  pe rpe tra ted by persons 
under the  age  of ten. 
The  following procedures  sha ll se rve  as  a  checklis t to law enforcement office rs  and 
supervisors  involved in inves tiga ting a lleged child abuse  cases .    
 
I. NOTIFICATIONS  
 

A. Law Enforcement Agencies  
 

1. In cases  of intrafamilia l and ins titutiona l child abuse , child fa ta litie s , 
or suspected SIDS dea th, law enforcement agencies  sha ll notify the  
DCYF immedia te ly, regardless  of the  hour.  Such notifica tions  may 
be  made  via  te lephone .  Upon notifica tion to the  DCYF, a  
coordina ted response  be tween law enforcement and DCYF will be  
discussed and initia ted.  In a ll othe r cases , i.e ., third pa rty abuses , 
a  copy of the  law enforcement agency’s  reports  sha ll be  forwarded 
to DCYF as  soon as  poss ible .  Consulta tion via  the  te lephone  is  
ava ilable  to law enforcement on a  24 hour bas is . 

2. In addition to a  DCYF case  worker, the  involvement of a  victim 
advoca te  representa tive  should be  initia ted during the  
commencement of the  inves tiga tion ra the r than a t the  
inves tiga tion’s  conclus ion. 

3. Pursuant to C.R.S . 18-6-803.6, when a  police  office r responds  to a  
domes tic violence  case , the  office r mus t include  in his  or he r report 
whe ther children have  seen or heard the  a lleged offense .  In 
addition, documenta tion s hould include  but not be  limited to the  
identitie s  of a ll children within the  home and wha t they may have 
observed or been subjected to.  This  manda te  applies  whe ther or 
not an a rres t is  made .  A copy of the  police  report documenting a  
domes tic incident in which an a rres t was  made , sha ll be  forwarded 
to DCYF immedia te ly.  In ins tances  where  an a rres t was  not made, 
the  report sha ll be  forwarded as  soon as  possible . 
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4. All law enforcement agencies  sha ll notify the  Crimes  Aga ins t 
Children Unit of the  Dis trict Attorney’s  Office  immedia te ly, in the  
following s itua tions : 
a . Child dea th cases  in which dea th may be  the  result of 

suspected non-accidenta l trauma or severe  neglect. 
b. Child abuse  cases  in which se rious  bodily injury has  

occurred as  the  result of suspected non-accidenta l trauma or 
severe  neglect (i.e ., head trauma, inte rna l injuries ). 

5. A deputy dis trict a ttorney or the  Crimes Aga ins t Children Unit will 
be  ava ilable  for phone consulta tion in a ll cases  of child abuse  via  
pager or during regula r office  hours . 

6. In an effort to collect evidence , protect the  we lfa re  of the  victim, and 
to expedite  the  inves tiga tion, law enforcement agencies  sha ll notify 
the  appropria te  medica l facility when they a re  transporting an 
a lleged child abuse  victim to the  medica l facility. 

7. When the  inves tiga tion involves  a  suspected perpe tra tor who was  
acting in his  officia l capacity as  an employee  of a  school dis trict, 
law enforcement agencies  sha ll notify the  Department of Education 
or the  school dis trict.  Also, law enforcement agencies  must 
coordina te  the  inves tiga tion of the  abuse  or neglect with any 
inves tiga tion be ing conducted by the  Department of Education or 
the  school dis trict. 

8. When practica l, the  Dis trict Attorney’s  Office  should be  consulted 
prior to the  filing of charges  in cases  where  the  pe rpe tra tor is  acting 
on his  officia l capacity a s  an employee  of a  school dis trict. 

 
II. RESPONSE 
 

A. Upon rece iving a  report of a lleged child abuse , the  law enforcement 
agency sha ll dispa tch a  sworn law enforcement office r to ma ke  an initia l 
a ssessment of the  facts  of the  a lleged case . 

 
B. The  firs t priority upon a rriva l a t the  loca tion sha ll be  the  protection of the  

child.  When child abuse  is  a lleged, the  office r mus t view and may 
inte rview the  child involved.  Caution mus t be  taken in inte rviewing the  
children to assure  tha t non-leading and non-sugges tive  ques tioning 
techniques  a re  utilized.  When practica l, interviews  should be  conducted 
by office rs  who a re  tra ined and experienced in the  ques tioning of children.  
When deciding to interview the  child, the  office r should cons ider tha t the  
child may need to be  inte rviewed aga in by other inves tiga tive  pe rsonne l.  

 
C. An exception to the  warrant requirement exis ts  in crimina l law when the re  

is  an emergency threa tening the  life  of another.  Forcible  entry without a  
warrant may then be  made  if necessa ry. 
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D. During the  course  of a  child abuse  inves tiga tion, it may become necessa ry 
to contact outs ide  agencies .  Office rs  should be  mindful of the  policies  of 
each individua l agency in re fe rence  to the  re lease  of protected 
information.  These  policies  apply when office rs  a re  contacting victims , 
witnesses , or suspects  tha t may be  under tha t agencies  ca re  and 
protection. 
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III. ASSESS THE FACTS  
 

A. Visua l examina tion assessment of a  child. 
 

1. Examine  the  child or children for phys ica l injury and document any 
injuries .  It is  recommended tha t law enforcement office rs  of the  
same sex as  the  victim conduct visua l examina tions  for injuries . 

2. It is  optimal tha t the  phys ica l a ssessment be  made  by a  medical 
doctor, nurse , pa ramedic, or emergency medica l technician; 
however, a t the  initia l contact, it is  not a lways  poss ible  and must 
frequently be  ca rried out by the  sworn office r to de te rmine  whe ther 
medica l ca re  is  needed. 

3. Section 19-3-308, C.R.S ., of the  Colorado Children’s  Code  s ta te s  
tha t a  thorough inves tiga tion be  made  immedia te ly upon rece ipt of 
a  report of known or suspected child abuse  or neglect.  It furthe r 
directs  tha t the  inves tiga tion include  a  de te rmination of na ture , 
exten t, and caus e  of the  abuse  or neglect; the  identifica tion of any 
other children living in the  same place ; and an assessment of the  
conditions  of any other children living in the  same place . 

4. To comply with Section 19-3-308, C.R.S ., the  inves tiga tion sha ll 
include  an inte rview with or obse rvance  of the  child.  This  may 
mean undress ing the  child.  This  is  often a  traumatic experience  for 
the  child, the  pa rent, and the  inves tiga tor.  It is  advisable  tha t a  third 
pe rson be  present in orde r to reduce  the  risk of liability for the  
inves tiga tor. 

5. To lessen the  trauma, the  following procedure  has  been found to be  
useful: 
a . Before  undress ing the  child, it is  important to expla in to the  

child (and, when appropria te , to the  non-offending parent) 
wha t you a re  going to do.  It may be  he lpful to enlis t the  he lp 
of the  pa rent, e specia lly when working with a  small child. 

b. Older children can be  asked to remove  the ir own clothing as  
directed. 

c. Begin a t the  top of the  head and work down to the  bottom of 
the  fee t, looking for any s igns  of abuse  and/or neglect.  (See  
Appendix A for specific indica tors .) 

d. The  remova l of the  child’s  clothing may be  necessa ry.  
However, in orde r to a llow the  child to mainta in a  sense  of 
dignity, a t no time  during the  process  should the  child be  
comple te ly undressed. 

e . The  loca tion, s ize , and color of a ll injuries , including old 
injuries  or sca rs , mus t be  documented. 
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6. An expert medica l opinion may be  he lpful upon finding injuries  tha t 
appear se rious , unusua l, or unexpla ined. 

 
If the  a llega tion is  one  of sexua l abuse , any phys ica l exam should 
be  conducted by appropria te ly tra ined medical pe rsonne l. 

 
B. Examine  the  child and surroundings  for indica tors  of phys ica l abuse .  (See  

Appendix A, I.) 
 
C. Examine  the  child and surroundings  for indica tors  of phys ica l neglect.  

(See  Appendix A, II.) 
 
D. Examine  the  poss ibility of sexua l abuse . (See  Appendix A, III.) 
 
E. Examine  the  poss ibility of emotiona l abuse .  (See  Appendix A, IV.) 
 
F. Examine  the  poss ibility of drug/a lcohol exposure .  (See  Appendix A, V.) 

 
IV. INTERVIEWING THE CHILD 
 

A. Factors  to cons ide r in eva lua ting whe ther or not a  child should be  
inte rviewed: 

 
1. The  child’s  age  and maturity. 
2. The  child’s  ability to re la te  wha t has  happened. 
3. The  emotiona l s tability and phys ica l needs  of the  child. 
4. The  number of times  the  child has  previous ly been inte rviewed, the  

content of the  interview(s), and who conducted the  prior 
inte rview(s). 

5. Cons ide ra tion should be  given to utilizing other se rvices  ava ilable  
(i.e ., Child Advocacy Cente r, Children’s  Hospita l). 

6. In sexua l abuse  cases , a ttempts  should be  made  to have  the  child 
inte rviewed by a  qua lified sexua l abuse  inves tiga tor. 

7 The  need to minimize  the  number of inte rviews  through conducting 
joint inves tiga tions  whenever poss ible . 

 
B. Guide lines  for inte rviewing a  child: 

 
1. In this  joint inves tiga tion, inves tiga ting officers  and DCYF workers  

a re  s trongly encouraged to mee t prior to an inte rview to de te rmine  
a  plan of action; i.e ., who should conduct the  inte rview, who should 
take  notes , whe ther a  pa re nt or othe r guardian’s  presence  would be  
he lpful or a  de te rrent, the  environment in which the  inte rview is  
conducted, and the  time  and location of the  inte rview. 

2. In cases  of children with specia l needs , i.e ., hea ring impa ired, 
visua lly impa ired, deve lopmenta lly impa ired, menta lly impa ired, 
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non-English speaking, seek an appropria te  pe rson to ass is t in the  
inte rview. 

3. Inte rview the  child separa te ly from any potentia l witnesses  and 
suspects . 

4. Attempt to ga in the  child’s  confidence  by crea ting a  comforta ble  
and non-threa tening a tmosphere  and building rapport. 

5. Do not take  s ides , or indica te  horror, disgus t, disbe lief, anger, 
approva l, or disapprova l in response  to the  child’s  s ta tements . 

6. Conduct the  inte rview in a  language  tha t the  child clea rly 
unders tands .  Pa rticula rly in cases  of sexua l abuse , the  officer 
should accept and use  wha tever te rms  for genita ls  and sexua l acts  
the  child uses  while  a lso asking for cla rifica tion and e liciting specific 
information regarding wha t has  occurred. 

7. Pe rmit the  child to te ll about the  incident in his /he r way in a  
na rra tive  form.  Remember, the  child may have  difficulty be ing 
specific about da tes  and loca tions  of a lleged offenses .  Whenever 
the  child has  difficulty ve rba lizing de ta ils , visua l a ids  should be  
cons idered and may be  of use .  The office r should limit ques tions  to 
necessa ry information and should use  open-ended ques tions  
whenever poss ible .  Use  caution not to lead or furthe r traumatize  
the  child while  obta ining needed specific de ta ils  for crimina l 
prosecution. 

8. During the  inte rview of the  child victim, it is  important to obse rve  
and document the  child’s  demeanor as  we ll a s  the  content of 
his /he r s ta tements .  Observe  and record the  behavior of the  child 
victim and the  suspect toward each other tha t occurs  in your 
presence .  Behaviora l indica tors  to look for from the  child victim a re  
se t forth in Appendix A. 

9. Seek information about the  age  and origin of every injury on a ll 
victims . 

10. To ensure  tha t the  victims  a re  identified and tha t items  of 
evidentia ry va lue  a re  se ized, ques tion the  child about othe r victims , 
pornography, photographs , movies , sexua l a ids , a lcohol, drugs , 
medica tions , birth control, or any other items  used during the  
assault. 

11. Close  the  inte rview in an appropria te  manner such as  by thanking 
the  child, acknowledging the  fee lings  or concerns  the  child has  
expressed, a ssuring the  child tha t wha t he /she  has  experienced is  
not his /he r fault, answering the  child’s  ques tions , and te lling the  
child tha t the  information he/she  has  shared is  important.  Having a  
victim advoca te  ava ilable  a t the  beginning and end of the  inte rview 
will a ss is t in support for the  child.  Officers  conducting 
inves tiga tions  will provide  upda ted case  s ta tus  to the  victim 
advocacy representa tive  regarding when a  case  is  be ing filed, 
dismissed, or declined. 
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V. IDENTIFY AND INTERVIEW ALL POTENTIAL WITNESSES/VICTIMS  
 

A. These  sha ll include : 
 

1. The  reporting party 
2. Outcry witnesses  
 

B. They should include: 
 

1. Pa rents  
2. Guardians  
3. S iblings  
4. Baby-s itte rs  
5. Other children/s tepchildren/child s iblings  of the  suspected 
perpe tra tors  
6. Medica l provide rs  
7. School pe rsonne l 
8. Counse lors /the rapis ts  
9. Other potentia l witnesses  who know the  child victim or suspect 

within re levant confines  of the  inves tiga tion 
 

C. When inte rviewing these  witnesses , it is  important to address  behaviora l 
indica tors  of abuse  or neglect.  The  presence  of ce rta in behaviora l 
indica tors  corrobora tes  the  child victim’s  account of abuse  or neglect.  
When inte rviewing outcry witnesses , ques tion them about the  behavior 
and demeanor of the  child victim during the  outcry, including the  
circumstance  surrounding the  child’s  s ta tement.  Ask about behaviora l 
changes  or unusua l behavior exhibited by the  child victim.  Also, a sk these  
witnesses  to describe  the  re la tionship and behavior they have  observed 
be tween the  child and the  suspect. 

 
D. Any potentia l suspects  should be  advised of his /he r re levant cons titutiona l 

rights  when a  cus todia l inte rroga tion is  conducted. 
 
VI. IDENTIFY OTHER ADULTS AND CHILDREN IN THE HOME OR 
ENVIRONMENT 
 

A. Dete rmine  the  number and identity of othe r people  in the  home or the  
environment be ing inves tiga ted. 

 
B. Identify other potentia l victims . 
 
C. If othe r victims  a re  identified, proceed with the  inves tiga tion of another 

crimina l episode . 
D. Notify DCYF as  appropria te . 
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VII. GATHERING EVIDENCE 
 

A. Collect evidence  as  would be  done  in any other crimina l case .  This  
includes  an examina tion of the  crime  scene . 

 
B. Observa tion 

 
1. The  office rs  sha ll record the ir obse rva tions  accura te ly and in de ta il 

so tha t they will be  able  to te s tify effective ly in subsequent crimina l 
or civil proceedings .  Note  such things  a s : 
a . Phys ica l condition of a ll children, including the ir genera l 

appearance  and any observable  injuries  or conditions . 
b. Safe ty of surroundings  (i.e ., unprotected open windows, 

exposed wiring, ve rmin, human or animal was te , exposed 
weapons , caus tic fluids  or cleaners , e tc.). 

c. Genera l condition of the  home, including adequacy of 
s leeping, ea ting, and washing facilities . 

d. Ava ilability of food and wate r. 
e . Adequacy of heat, light, and space . 

2. Observe  and record the  behavior of the  pa rents  and child(ren) 
towards  each other in the  office r’s  presence . 

3. At the  office r’s  discre tion, they may accompany the  child in the  
ambulance  in order to prese rve  evidence .  

  
C. Photographic Evidence  

 
1. All photographic evidence  should be  ga thered per your 

department’s  procedure  and should include  photographs .  The  firs t 
photograph should be  without a  sca le .  The  second photograph 
with a  sca le . 

2. Photographs  of phys ica l injuries  should be  taken as  soon as  
poss ible  or when bruis ing is  prominent. 
a . Use  extreme  sens itivity when photographing injuries  on 

children to prevent a la rming the  child(ren) any furthe r.   
b. Take  full body and close -up photos  of injured a reas . 

3. Photograph the  environment where  the  injury occurred. 
4. Photograph the  genera l conditions  in the  home where  such things 

as  soiled bedding, filth, exposed wiring, inadequa te  plumbing, e tc., 
may exis t. 

5. P roperly mark and identify the  photographs . 
6. Follow-up photos  (i.e ., bite  marks , bruises , scra tches , e tc.) should 

be  taken severa l days  afte r the  origina l photographs . 
7. When the re  is  re levant evidence  concerning the  suspect’s  body, the  

presence  or absence  of dis tinctive  phys ica l characte ris tics , 
photographs  of these  body parts  should be  taken. 
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D. Videotaping/audio taping is  recommended (when equipment is  ava ilable ) 
in the  following circumstances  (it should be  noted tha t videotaping is  the  
prefe rred method if children a re  under the  age  of thirteen.) 

 
1. Initia l de ta iled inte rviews  with children who a re  the  a lleged victims 

or witnesses  of sexua l abuse , se rious  injury and dea th cases . 
2. In cases  where  the  inves tiga ting law enforcement office r would 

want to prese rve  the  ve rba l or phys ica l behavior of the  child(ren). 
3. Filthy environments . 
4. Se rious  injury or dea th scenes . 

 
E. Phys ica l Evidence  

 
1. The  ins trument which inflicted the  injury. 
2. Dangerous  ins truments /subs tances  found within reach of 

unsupervised children. 
3. Evidence  of sexua l abuse  might include , but is  not limited to: 

a . Evidence  derived from labora tory te s ts  or phys ica l 
examina tion. 

b. Pubic ha ir. 
c. Blood on clothing of the  victim or suspect. 
d. Semen or spe rm on mouth, genita lia , or clothing of victim, 
e . Sexua l a ide s , pornography, and/or photographs . 
f. Any corrobora tive  evidence  described by the  victim, i.e ., 

clothing of suspect, bed shee ts , othe r objects . 
4. When obta ining non-tes timonia l evidence  from a  suspect (i.e , 

blood, pubic ha ir, e tc.) it may be  necessa ry to obta in a  court order 
or consent. 

5. Medica l documenta tion of child abuse /neglect should be  obta ined 
by the  inves tiga ting office r.  Medica l records  may be  reques ted by 
filing a  medica l re lease  form with the  hospita l or doctor.  (See  
a ttached form.) 

 
F. Other Inves tiga tive  Techniques  

 
1. There  a re  othe r specia lized inves tiga tive  techniques  which may be  

of va lue  in ce rta in cases  (i.e ., victim-suspect taped phone  ca lls ). 
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VIII. PROTECTIVE CUSTODY (HOLD) 
 

A. Temporary Cus tody and She lte r - 19-3-401 C.R.S ., o f the  Colorado 
Children’s  Code .  Taking  ch ildren  in to  cus tody.   

 
1. A child may be  taken into temporary cus tody by a  law enforcement 

office r without orde r of the  court: 
a . When the  child is  abandoned, los t, or se rious ly endangered 

in such child’s  surroundings  or se rious ly endangers  othe rs  
and immedia te  remova l appears  to be  necessa ry for such 
child’s  protection or the  protection of othe rs ; 

b. When the re  a re  reasonable  grounds  to believe  tha t such 
child has  run away or escaped from such child’s  pa rents , 
guardian, or lega l cus todian; or 

c. When an a rres t warrant has  been issued for such child’s  
pa rent or guardian on the  bas is  of an a lleged viola tion of 
section 18-3-304, C.R.S . No child taken into temporary 
cus tody pursuant to this  pa ragraph (c) shall be  placed in 
de tention or ja il. 

2. An emergency exis ts  and a  child is  se rious ly endangered as  
described in pa ragraph (a ) of subsection (1) of this  section 
whenever the  safe ty or we ll-be ing of a  child is  immedia te ly a t is sue  
and the re  is  no other reasonable  way to protect the  child without 
removing the  child from the  child’s  home. If such an emergency 
exis ts , a  child sha ll be  removed from such child’s  home and placed 
in protective  cus tody regardless  of whe ther reasonable  efforts  to 
prese rve  the  family have  been made . 

3. The  taking of a  child into temporary cus tody under this  section sha ll 
not be  deemed an a rres t, nor sha ll it cons titute  a  police  record. 

 
B. Pursuant to Section 19-3-401, C.R.S ., law enforcement office rs  a re  the  

only pa rties , outs ide  of the  courts , who have  s ta tutory power to place  a  
protective  hold on a  child. 

 
1. Once  a  law enforcement office r has  placed a  protective  hold on a  

child, DCYF must place  the  child in a  temporary facility. 
2. In the  event tha t the  law enforcement office r decides  not to place  a  

hold and the  DCYF worker obta ins  a  court orde red hold, the  law 
enforcement office r sha ll a ss is t in enforcing the  court order.          

3. It is  s trongly encouraged tha t law enforcement office rs  consult with 
the  DCYF worker prior to placing a  protective  hold. 
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4. Specia l cons idera tions  for newborns  within 72 hours  of birth: 
 
a . If the  newborn is  loca ted in a  hospita l, law enforcement mus t 

obta in a  court order to remove  the  child for a  protective  hold.  
(The newborn may be  deta ined a t the  hospita l while  the  
order is  be ing sought.)  Exceptions  to the  court orde r 
requirement a re : 
i. When a  newborn child is  identified by a  phys ician, a  

regis te red nurse , licensed practica l nurse , or 
phys ician’s  ass is tant who is  ca ring for the  child, a s  
be ing a ffected by subs tance  abuse  or demons tra ting 
withdrawal symptoms from prena ta l drug exposure . 

ii. When the  baby’s  only identifiable  pa rent has , or both 
pa rents  have  been dete rmined to suffe r from menta l 
illness  or grave  disability. 

iii. When the  baby is  subject to exposure  to a  labora tory 
for manufacturing a  controlled subs tance .  

 
C. S trong cons idera tion should be  given to placing a  protective  hold on other 

children in the  environment in cases  of non-accidenta l child dea th, se rious  
phys ica l abuse /neglect, or sexua l abuse .  The  law enforcement office r 
should discuss  the  necess ity for a  protective  hold on other children with 
the  DCYF worker. 

 
D. There  a re  ce rta in cases  such as  domes tic violence , drug viola tions , 

a lcohol viola tions , and de toxifica tion holds , where  child abuse /neglect 
is sues  a re  present.  These  child abuse  or neglect is sues  should be  
identified and inves tiga ted.  Even though the  incident was  not initia lly 
reported as  a  child abuse /neglect, circumstances  may have  been revea led 
tha t warrant the  conside ra tion of a  protective  hold, in accordance  with 
CRS 19-3-401, or a lte rna tive  emergency placement options .  
Circumstances  to take  into account when cons ide ring a  protective  
hold/and or an a lte rnative  placement in these  ins tances  may include  but 
a re  not limited to: 
1. The  child’s  environment is  injurious  to his  or he r we lfa re . 
2. The  child’s  pa rent or guardian is  unava ilable  as  a  result of a rres t, 

de ta inment or phys ica l condition. 
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a . The  placement of a  child found in circumstance  #2 above , 
should only be  made  afte r consulta tion with a  representa tive  
of DCYF and be  accompanied by thorough documenta tion.  
Pursuant to case  law, the  unava ilable  pa rent or guardian 
mus t initia te , and be  in agreement with any volunta ry change 
of cus tody in lieu of a  protective  hold.  Any devia tion in the  
above  crite ria  for a  volunta ry change  of custody may result in 
exposure  to liability.  With regards  to pe rsons  and loca tions  
involved in any a lte rna tive  placements , the  following factors  
should be  cons idered: 
 # Suitability of the  environment 
 # Crimina l his tories  
 # Res tra ining orders  
 # DCYF prior his tory 
 # Police  contact his tory  
 # Identity of othe r people  living in the  potentia l 

placement home. 
 

E. Documenta tion of domes tic violence  cases  where  no injury has  occurred, 
a t a  minimum, includes  the  names  and da tes  of birth of a ll children in the  
home as  we ll a s  the ir activities  during the  incident. 

 
F. Copies  of a ll such reports  sha ll be  forwarded to DCYF as  soon as  

poss ible . 
 

IX. DOCUMENTATION OF THE INVESTIGATION 
 

A. When inves tiga ting a  reported child abuse /negle ct case , a  written report 
sha ll be  comple ted.  The  report sha ll be  titled by the  inves tiga ting office r 
based on the  evidence  and facts  de te rmined from the  inves tiga tion.  The 
report need not be  titled “child abuse/neglect” if the  facts  and evidence  do 
not support tha t title . 

 
B. In a ll cases  where  the  initia l report to law enforcement was  an a llegation of 

child abuse/neglect, this  fact sha ll be  mentioned in the  body of the  report 
whe ther titled child abuse /neglect or not. 

 
C. In a ll cases  where  the  initia l report to law enforcement was  an a llegation of 

child abuse /neglect, a  copy of tha t report shall be  forwarded to the  DCYF 
– Child Protection Intake . 

 
D. When child abuse /neglect is  inves tiga ted during the  course  of an 

inves tiga tion of another crimina l offense , the  law enforcement agency 
sha ll forward a  copy of the  written report to the  DCYF - Child Protection 
Intake . 
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X. DRUG ENDANGERED CHILDREN 
 

A. Introduction 
   

1. The  dangers  to children from drug abuse  by ca regivers  covers  a  
la rge  va rie ty of poss ibilitie s .  They may range  from manufacture , 
including meth labs , to dis tribution, where  weapons  may or may not 
be  involved, to usage  impa iring the  ability to adequa te ly ca re  for the  
children. 

2. There  cannot be  one  se t formula  to dea l with a ll types  of drug 
abuse  and a  ce rta in amount of discre tion mus t be  built into these  
guide lines  to a llow for the  vas t a rray of poss ibilities . 
 

B. Methamphe tamine  Labs  
 

1. Definition 
 
a . Res idences  sha ll be  cons idered as  contamina ted where  

the re  is  one  or more  chemica ls  found and the re  was  intent to 
manufacture . 

b. Other factors  such as  chemica l spills  or children’s  access  to 
chemica ls  may a lso cons titute  a  hazard. 

c. Use  of a ir monitoring equipment commonly used by lab 
inves tiga tors  may a lso indica te  contaminants  cons is tent with 
a  meth lab. 

 
2. P rocedure  

 
a . Children sha ll be  removed from the  suspected lab as  soon 

as  the  indicators  a re  discovered. 
i. Children sha ll be  decontamina ted pursuant to the  

direction of lab inves tiga tors  or hazardous  mate ria ls  
pe rsonne l. 

ii. Children sha ll not be  a llowed to remove  property from 
the  contamina ted res idence  to take  with them such as  
toys  or additiona l clothing. 

iii. DCYF sha ll bring clean clothing for the  child to 
change  into afte r decontamina tion. 

iv. Office rs  should note  the  types  of medica tions  tha t the  
child may be  taking and provide  tha t information to 
the  caseworker. 

b. DCYF sha ll be  notified immedia te ly when a  child is  found in 
a  contamina ted res idence  or vehicle  
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c. DCYF sha ll ensure  immedia te  medical te s ting for 
methamphe tamine  toxicity; and a rrange  for any follow-up 
medica l te s ts , examina tions , or hea lthcare  made  necessa ry 
as  a  result of methamphe tamine  exposure . 
   

C. Drug Dis tribution 
 

1. Although the re  may be  a  wide  range  of types  of drug dea le rs , 
office rs  should be  cognizant of the  poss ibility for violence  and 
weapons  in even small quantity drug dis tribution. 

2. DCYF sha ll be  contacted as  soon as  practica l when a  ca regiver of 
a  child is  a rres ted for drug dis tribution. 

3. The  office r and DCYF caseworker may e lect to a llow for placeme nt 
of the  child with a  family member, depending on the  s itua tion. 

4. In cases  where  the  child was  present during drug dis tribution, 
however the  ca regiver was  not the  dea le r, DCYF sha ll be  notified 
from the  scene .  DCYF may e lect to respond, offe r te lephone  
advice , or obta in information for follow-up. 

 
D. Drug Possess ion 

 
1. On possess ion cases  the  type  of drug, the  amount and the  

menta l/phys ica l s ta te  of possessor should be  cons idered in 
placement decis ions . 

2. Cons ide ra tion should be  given as  to the  ca re ta ker’s  ability to 
adequa te ly protect the  child(ren). 

3. Evidence  of usage  in the  child’s  presence  should be  grounds to 
notify DCYF for child placement.  It may a lso cons titute  the  need for 
medica l eva lua tion. 
 

XI. PRETEXT PHONE CALLS 
 

A. Introduction 
 

1. P re text phone  ca lls  a re  one  way to corrobora te  information, obta in 
admiss ions  or incons is tencies  from a  suspect in child abuse  cases . 

2. They a re  not feas ible  in every case  but should be  cons idered.   
3. These  recorded ca lls  a re  made  to a  suspect by someone  close  to 

the  case  who would have  an opportunity to ca ll the  suspect. 
4. In Colorado only one  person has  to consent to recording a  phone 

ca ll. 
5. These  types  of ca lls  should only be  made  by a  law enforcement 

office r who has  been tra ined in doing these  ca lls . 
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B. Who to Cons ide r Making the  Ca ll 
 

1. The  non-offending parent 
2. S ibling if old enough and menta lly capable . 
3. Re la tive  
4. Anyone  close  to the  victim if the  circumstances  a re  right. 
5. Victim (see  next section “C”) 
 

C. Us ing Victim to Make  Call 
 

1. Is  the  victim old enough and menta lly capable  of placing a  ca ll?   
Victims  under the  age  of twe lve  shouldn’t be  cons ide red, except in 
ve ry specia l cases .  These  types  of cases  would be  an 
extraordina ry victim who is  ve ry advanced for the ir age . 

2. Cons ide r your victim’s  menta l makeup. 
3. If poss ible , ta lk with the  non-offending parent about the ir child 

making a  ca ll like  this . 
4. Don’t force  a  victim or anyone  e lse  in making a  ca ll like  this . 
5. Cons ide r having a  victim advoca te  present to ass is t the  ca lle r 

before  placing the  ca ll and afte r the  ca ll. 
 

D. Preparing the  Ca lle r 
 

1. P repare  the  ca lle r. 
2. Write  an outline  for the  ca lle r which can ass is t with obta ining 

admiss ions , corrobora ting information or incons is tent s ta tements . 
3. Keep the  outline  and any notes  used with the  ca lle r and a ttach 

them to your report of this  ca ll. 
4. P repare  the  ca lle r concerning where  they a re  ca lling from and who 

is  present. 
5. Does  the  suspect have  Ca lle r ID?  
  

E. Elicit a  Response  
 

1. I’m not going to ge t pregnant am I?  
2. I’m sca red and don’t know what to do.  Maybe  I should ta lk to 

someone  about wha t happened. 
3. I’m thinking of ca lling the  police . 
4. Why did you touch the re?  
5. Write  something s imila r to the  above  which is  pa rticula r to your 

child abuse  case  which might e licit a  response  of admiss ion or 
corrobora tion. 
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F. Recording Equipment 
 

1. Ensure  the  equipment is  working prior to making a  ca ll. 
2. Cons ide r recording devices  for landline  phones  as  we ll a s  ce ll 
phones . 

 
 
XII. CHILD SEX OFFENDER INTERNET INVESTIGATIONS  

 
A. Introduction 

 
1. The  Inte rne t has  brought about child abuse  inves tiga tions  which 

cross  over to the  Interne t.  These  is sues  come about when the  
suspect uses  the  inte rne t to seek out children for the  purpose  of 
sex. 

2. There  a re  bas ica lly three  types  of inves tiga tions  which a rise  in 
regard to children and abuse . 
a . P roactive  inves tiga tions  is  where  a  law enforcement office r 

portrays  himse lf a s  a  child or othe r pe rson in an undercover 
capacity in an effort to mee t up with an offender before  he  
can meet up with an actua l child. 

b. Reactive  inves tiga tions  is  when law enforcement is  notified 
in some manner of an offender who has  initia ted contact with 
a  child for the  purpose  of mee ting a  child for sex. 

c. Child pornography is  a  sexua lly explicit picture  of a  child, 
defined as  be ing under the  age  of e ighteen. 
 

B. Online  Inves tiga tions  
 

1. Should be  conducted by someone  who is  tra ined in these  
inves tiga tions  and is  a  Colorado Certified Peace  Officer. 

2. These  inves tiga tions  should be  authorized and approved by the  
inves tiga tor’s  agency. 

3. While  conducting these  inves tiga tions , no persona lly owned 
equipment should ever be  used. 

4. All software  used in these  inves tiga tions  should be  properly 
acquired and licensed. 

5. During these  inves tiga tions  one  sha ll not upload, transmit or 
forward any sexua lly explicit or pornographic images . 

6. During these  inves tiga tions  the  suspect sha ll se t the  tone  of the  
communica tion. 

7. In genera l practice , the  suspect should be  the  only one  making 
contact, with the  exception of reactive  inves tiga tions . 

8. All cha ts , emails  or any form of communication should be  properly 
documented, s tored and prese rved. 
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9. Inte rne t Service  Providers  (ISP) genera lly only mainta in information 
for a  limited period of time .  An inves tiga tor may cons ide r sending 
the  ISP  a  prese rva tion le tte r reques ting a ll information on a  specific 
screen name and the  associa ted account be  prese rved until proper 
court paperwork be  obta ined to lega lly acquire  such information. 

10. If information comes  to light of a  child who is  a t risk of abuse  out of 
s ta te  the  FBI can ass is t with these  types  of inves tiga tions . 

 
 
 
 

XIII. TECHNOLOGY AND DIGITAL EVIDENCE 
 

A. Introduction 
 

1. When inves tiga ting child abuse  cases , the re  is  a  need to keep in 
mind the  use  of technology by offenders . 

2. Offenders  in many cases  have  used computers , CDs, DVDs, Digita l 
Cameras , Web Cams, and Cell Phones with Cameras , Video 
Cameras  and VHS Tapes . 

3. During inte rviews  with victims  and witnesses , inte rviewers  should 
keep in mind the  offender may have  used some  technology to 
capture  and prese rve  the  event of the  abuse . 

4. The  Inte rne t offe rs  easy access  to sexua lly explicit images  of 
children.  Offenders  have  been known to show victims  or othe rs  
sexua lly explicit photographs  to victims in va rious  formats .  
Ques tions  concerning technology should be  cons ide red when 
speaking to victims  and witnesses . 

 
B. Forens ic Examiner 

 
1. A tra ined and qua lified forens ic examiner should conduct the  

ana lys is  of compute rs , ha rd drives  and digita l evidence  in these  
cases . 

2. Data  recovered from ana lys is  should be  s tored on a  suitable  and 
separa te  long te rm media  (CD, DVD, e tc.). 

3. Forens ic examiners  in Jeffe rson County a re  ass igned to the  
Jeffe rson County Sheriff’s  Office , Lakewood Police  Department, 
Westmins te r Police  Department and the  Golden Police  Department.  
The  Colorado Bureau of Inves tiga tion a lso has  the  capabilities  to 
conduct such examina tions . 

 
C. Sexua lly Exploita tive  Mate ria l 

 
1. Sexua lly exploita tive  mate ria l sha ll remain in secure  cus tody as  

de te rmined by the  lead inves tiga tor. 
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2. The  lead inves tiga tor will make  these  mate ria ls  ava ilable  to the  
Dis trict Attorney’s  Office  or othe r appropria te  lega l process , a ll 
while  keeping control of this  mate ria l. 

3. Absent a  court orde r, these  mate ria ls  will not leave  the  control of 
the  lead inves tiga tor on the  case . 

 
D. Sexua lly Exploita tive  Mate ria l on Compute r 

 
1. If sexua lly exploita tive  mate ria l of children is  found on a  compute r, 

tha t mate ria l sha ll be  de le ted prior to the  re turn of the  compute r to 
the  owner. 
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LAW ENFORCEMENT BASED VICTIM SERVICES 
 
I. PURPOSE 
 

It is  the  purpose  of victim se rvices  to ensure  tha t victims  of child abuse , and the ir 
families , a re  trea ted with dignity and respect in accordance  with the  Victims’ 
Rights  Amendment and to respond to the ir emotiona l, educationa l and phys ica l 
needs  with resources , information and refe rra ls . 
 

II. GENERAL GUIDELINES 
  

Victim se rvices  advoca tes  sha ll adhere  to the  policies  and procedures  of the ir 
respective  departments .  All victim advoca tes , both s ta ff and voluntee rs , a re  
manda ted reporte rs  of child abuse .  P rotocols  es tablished by individua l 
department policy for reporting mus t be  followed. 
 

III. CONFIDENTIALITY 
 
Law enforcement based victim advoca tes  do not have  confidentia lity with regard 
to s ta tements  made  by victims  and witnesses .  Victims  and witnesses  sha ll be  
informed tha t information pertinent to the  inves tiga tion of a  case  mus t be  passed 
on to the  inves tiga ting office r.  Victims  will be  encouraged to provide  this  
information directly to the  inves tiga ting office r with the  goa l of accuracy in 
reporting as  we ll a s  preventing advoca tes  from becoming witnesses . 
 

IV. PERSONNEL 
 
Individua l Jeffe rson County law enforcement agencies  may have  pa id 
profess iona l s ta ff, voluntee rs  and/or s tudent inte rns  working within the ir Victim 
Services  Program.  Agency required tra ining will include  the  Jeffe rson County 
Child Abuse  Inves tiga tion Policy and Procedure  Manua l.  Additiona lly, a ttention 
will be  given to is sues  of profess iona l deve lopment and inte ragency 
communica tion to ensure  tha t a ll victim se rvices  provide rs  a re  aware  of the  
duties , respons ibilitie s  and objectives  of the ir own agency and of the  agencies  
with whom they work. 
 

V. INVESTIGATION 
 
A. Victim Services  Personne l sha ll: 
 

1. Be  present and utilized for the  provis ion of support se rvices  a t a ll 
critica l s tages  of a  child abuse /neglect inves tiga tion within the ir law 
enforcement jurisdiction and/or the  Jeffco Children’s  Alliance /Child 
Advocacy Cente r. 
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2. Es tablish rapport with victims  and the  victim’s  family to offe r a  non-
judgmenta l, neutra l, supportive  and secure  environment during the  
inves tiga tion and through case  dispos ition. 

3. Assess  the  victim’s  and his /he r family’s  emotiona l and bas ic needs 
to he lp deve lop a  s tra tegy for address ing concerns  and child safe ty 
is sues . 

4. Inform the  victim and his /he r family tha t law enforcement based 
victim advoca tes  do not have  confidentia lity and will sha re  
information with the  multidisciplina ry team to de te rmine  a  course  of 
action. 

5. Provide  the  victim and his /he r family with appropria te  refe rra ls  and 
information including, but not limited to, Victim’s  Rights , Victim 
Compensation, Parents  Handbook, trauma responses  in adults  and 
children and menta l hea lth refe rra ls . 

6. Mainta in appropria te  boundaries  by encouraging the  victim and the  
victim’s  family to make  decis ions  tha t rebuild a  s ta te  of we ll-be ing 
and safe ty; while  a t the  same time  discouraging an 
overdependence  on the  victim advoca te . 

7. Mainta in contact with the  victim and his /he r family throughout the  
inves tiga tive  process .  When a  case  is  declined for filing, the  law 
enforcement based victim advoca te  sha ll provide  follow-up support 
and refe rra ls . 

8. Upon ass ignment to the  Dis trict Attorney’s  Office , pe rtinent case  
information will be  exchanged be tween law enforcement victim 
se rvices  and the  DA’s  Victim/Witness  s taff.  When appropria te , law 
enforcement based advoca tes  will work in coordina tion with the  
DA’s  Office  Victim/ Witness  s ta ff to provide  crimina l jus tice  support 
for a  victim whose  case  is  continuing through the  court sys tem. 

 
VI. COMMUNICATION 

 
A. Victim se rvices  pe rsonne l sha ll immedia te ly notify the  appropria te  law 

enforcement agency or the  Divis ion of Children, Youth and Family 
Services  (DCYF) of a ll cases  of a lleged child abuse/neglect upon lea rning 
of such abuse/neglect. 

 
B. Per law enforcement agency policy, reports  of child abuse /neglect 

genera ted by law enforcement office rs  should be  forwarded to the  Child 
Protection Intake  Unit of DCYF. 

 
C. Additiona lly, because  domes tic violence  is  recognized as  having an 

injurious  psychologica l impact on children, reports  of domes tic violence  
where  children a re  present sha ll a lso be  forwarded to DCYF 
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D. DCYF sha ll review a ll forwarded reports , ente r them into the  TRAILS 
Sys tem as  a  refe rra l and review prior reports .  While  a  de cis ion may be  
made  to respond on firs t or second reports  of concern (not necessa rily 
police  reports ), the  third report will be  ass igned to a  case  worker who must 
contact the  family immediate ly, within 24 hours  or within 48 hours  
depending on the  leve l of concern. 

 
E. Prior to contacting the  family, DCYF will confe r with Victim Services  a t the  

reporting agency to asce rta in his tory of contact, identify appropria te  ways  
of contacting the  family without furthe r placing the  victim or children in 
ha rm and coordinate  se rvices .  The goa l of this  action is  to reduce  
duplica tive  se rvices , avoid conflicting information and increase  the  safe ty 
of the  pa rent victim and the  children involved. 
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J EFFERSON COUNTY MEDIATION SERVICES  
 
I. PURPOSE 
 

It is  the  policy of Jeffe rson County Media tion Services  (JCMS) to comply with the  
section of the  Colorado Alte rna tive  Dispute  Resolution Act, C.R.S . 13-22-307 
(2)(a -c), re la ting to confidentia lity in mediation, which s ta te s :   

 
A. Any party or the  mediator or media tion organiza tion in a  mediation se rvice  

proceeding or a  dispute  resolution proceeding sha ll not volunta rily disclose  
or through discovery or compulsory process  be  required to disclose  any 
information concerning any media tion communica tion or any 
communica tion provided in confidence  to the  media tor or a  media tion 
organiza tion, unless  and to the  extent tha t: 
1. All pa rties  to the  dispute  resolution proceeding and the  mediator 

consent in writing; or 
2. The  media tion  communica tion  revea ls  the  in ten t to  commit a  

fe lony, inflict bodily ha rm, or threa ten  the  s a fe ty of a  ch ild  unde r 
the  age  of e igh teen  years ; or 

3. The  mediation communica tion is  required by s ta tute  to be  made  
public. 

 
B. This  is  a  pe rmiss ive  reporting s ta tute , not a  manda tory requirement.  It 

should a lso be  noted tha t this  rule  is  prospective , address ing the  intent to 
commit such harm in the  future .  There  is  no provis ion for reporting past 
a lleged acts  of child abuse . 

 
C. Many of our media tors  be long to profess ions  tha t have  mandatory child 

abuse  reporting requirements  (teachers , psychia tris ts , nurses , socia l 
workers , e tc.).   (See  C.R.S . 19-3-304(2), for a  comprehens ive  lis t of 
profess ions .)  Those  media tors  should report poss ible  child abuse  as  the ir 
profess ions  require , and as  dicta ted by the  Child Protection Act, C.R.S. 
19-3-301, e t seq.  This  s ta tute  requires  a  des igna ted profess iona l to report 
when he  or she  has  ‘reasonable  cause’ to know of or suspect abuse  or 
neglect, or who has  observed the  child in circumstances  or conditions  
which would reasonably result in abuse  or neglect. C.R.S . 19-3-304(1). 

 
D. The  Child Protection Act a lso a llows  reporting of known or suspected 

neglect or child abuse  by any person (not jus t those  in des igna ted 
profess ions).  C.R.S . 19-3-304(3).  This  s ta tute  immunizes  individua ls  who 
report known or suspected cases  of child abuse  from liability as  long as  
the  report is  made  in good fa ith.  C.R.S . 19-3-309. 
 



 

Page 81 of 89 

II. NOTIFICATION 
 
A. If a  mediator is  required by s ta tute  to report, and suspects  or knows of 

child abuse  or neglect, tha t mediator sha ll report directly to the  authoritie s  
as  required by the  s ta tute , and sha ll a lso notify the  JCMS s taff. 

 
B. If a  media tor is  not des igna ted by s ta tute  as  a  required reporte r, and 

suspect of knows of child abuse  or neglect, tha t mediator sha ll report the  
incident immedia te ly to the  JCMS s taff.  The  s ta ff will then report the  
incident to the  appropria te  authoritie s . 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Page 82 of 89 

MENTAL HEALTH CARE FACILITIES  
 
I. NOTIFICATION 
 

The  menta l hea lth ca re  worke r will encourage  and facilita te  the  client/reporting 
party to make  an immedia te  report to the  Divis ion of Children, Youth and 
Families  (DCYF) in the  menta l hea lth ca re  worker’s  presence .  If the  
client/reporting party is  unable  or unwilling to make  such re port, the  menta l hea lth 
ca re  worker sha ll immedia te ly report to DCYF.  In s itua tions  of immedia te  danger 
to the  involved subject, the  menta l hea lth ca re  worker will coopera te  with the  
inves tiga tion which may include  encouraging the  involved subjects  to remain a t 
the  Menta l Hea lth Care  Facility until DCYF and/or law enforcement pe rsonne l 
can respond to inves tiga te . 

 
II. DOCUMENTATION 
  

The  Menta l Hea lth Care  Facility sha ll forward a  written record of the  ora l report to 
the  DCYF entitled “Child Abuse /Neglect Form.”  This  document sha ll a lso be  kept 
in the  client’s  chart with a  copy be ing mainta ined in the  medica l records  
department or the  Menta l Hea lth Care  Facility. 
 

III. RELEASE OF RECORDS 
 
The  written Child Abuse /Neglect Report Form sha ll be  ava ilable  from the  DCYF 
to law enforcement. 

 
In regards  to the  medica l record, Federa l drug and a lcohol regula tions  will not 
res trict the  disclosure  of the  bas ic child abuse  reporting information.  However, 
the  regula tions  will re s trict disclosure  of the  origina l pa tient records , including 
the ir disclosure  in civil or crimina l proceedings  a ris ing out of a  child abuse  report.  
A court orde r for disclosures  of these  records  must sa tisfy specia l requirements  
and mus t be  based upon a  finding tha t the  public inte res t in the  inves tiga tion and 
prosecution of child abuse  charges  outweighs  the  pa tient’s  privilege .  
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FIRST J UDICIAL DISTRICT PROBATION DEPARTMENT 
 
I.     POLICY 
 

In compliance  with Section 19-3-304, C.R.S ., proba tion office rs  “…who have 
reasonable  cause  to know or suspect tha t a  child has  been subjected to abuse  of 
neglect, or who has  observed the  child be ing subjected to circumstances  or 
conditions  which would reasonably result in abuse  or neglect sha ll report 
immedia te ly upon receiving such information report or cause  a  report to be  made 
of such fact to the  county department or loca l law enforcement agency.”   In 
addition to ve rba l notifica tion, written documenta tion of the  incident sha ll be  
forwarded to Human Services  and/or the  appropria te  law enforcement agency, if 
necessa ry to furthe r the  inves tiga tion, or if reques ted by the  inves tiga ting agency.    

 
II.     PROCEDURE 
 

Upon having reasonable  cause  to know or suspect tha t a  child has  been 
subjected to abuse  or neglect, any employee  with such knowledge  or suspicion 
mus t immediate ly report those  facts  or cause  a  report of those  facts  to be  made 
to Human Services , or if the  abuse  is  obse rved to be  in progress  to the  
appropria te  law enforcement agency. 
 
Employees  sha ll not contact the  child’s  family or any other pe rson to de te rmine  
the  cause  of the  suspected abuse  or neglect, but may inquire  of the  child how an 
injury occurred.  An employee’s  reasonable  cause  to suspect tha t the  child has  
been subjected to abuse  or neglect may a rise  from a  child’s  vague  or 
incons is tent response  to such an inquiry or from an explanation which does  not 
fit the  injury. 
 
Immedia te ly afte r making the  required report to Human Services  or to the  
appropria te  law enforcement agency, the  employee  mus t s imila rly report to the ir 
supervisor. 
 
The  reporting party sha ll offe r a ss is tance  to Human Services  or the  appropria te  
law enforcement agency regarding these  inves tiga tions  a s  may be  needed. 

 
III.    WRITTEN DOCUMENTATION 
 

If the  pe rpe tra tor is  a  proba tioner, the  reporting information sha ll be  logged in the  
proba tioner’s  file . 

 
If reques ted, a  copy of the  probation report will be  re leased to the  law 
enforcement agency and/or Human Services  by the  Probation Department 
immedia te ly following the  ve rba l report.   If the  child abuse  results  in a  s exual 
offense  conviction, the  Probation Department follows  its  policies  and procedures  
for supervis ion of sex offenders .  
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IV.    REQUIREMENTS OF SUPERVISION OF SEX OFFENDERS 
 

o Regis tra tion of sex offenders  in compliance  with Section 16-22-103, 
C.R.S . 

o  Assessment of risk. 
o  Specia lized te rms  and conditions  of proba tion for sex offenders  including 

trea tment and supervis ion  (re la ted Colorado Revised S ta tutes  16-11-209, 
16-11-102, 16-11-102.3, 16-11-104, 18-1.3-204, 16-11-204.3, 16-11.7-
104, 16-11.7-105, 16-22-103, 19-2-905, 18-1.3-1001, 1004, 1007, and 
1008 ). 

o  No contact orde rs  for sex offenders   
o  Supervis ion s tandards  and guide lines  (Judicia l Branch S tandards  of 

Proba tion, Judicia l Branch Guide lines  for Specia lized Programs  and 
Colorado Sex Offender Management Board S tandards  and Guide lines  for 
the  Assessment, Eva lua tion, Trea tment and Behaviora l Monitoring of Sex 
Offenders .) 
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J EFFERSON COUNTY PUBLIC SCHOOLS DISTRICT R-1 
 
I. GENERAL INFORMATION 
 

It is  to be  noted tha t an act of a  teacher or othe r school officia l, or employee , is  
not cons idered child abuse  if (1) the  act was  pe rformed in good fa ith and in 
compliance  with the  dis trict’s  discipline  code  or (2) the  act was  an appropria te  
express ion of affection or emotiona l support. 
 

II. PROCEDURES FOR REPORTING OF CHILD ABUSE AND NEGLECT 
 

Upon having reasonable  cause  to know or suspect tha t a  child has  been 
subjected to abuse  or neglect, any school employee  with such knowledge  or 
suspicion mus t immedia te ly report those  facts  or cause  a  report of those  facts  to 
be  made  to the  Jeffe rson County Divis ion of Children, Youth, and Families  
(DCYF) or to the  appropria te  law enforcement agency.  
 
Two lia isons  will be  identified in each building (one  of whom will be  the  principa l 
and the  other to be  the  principa l’s  des ignee) to be  ava ilable  to report suspected 
child abuse  and neglect when the  individua l who initia lly knows about or suspects  
the  abuse  or neglect is  unable  to do so immedia te ly. 
 
The  name of any individua l giving a  report will not be  re leased by school 
pe rsonne l to pa rents  or othe rs .  However, tha t the  identity of the  reporte r sha ll be  
re leased upon reques t to authorized representa tives  of DCYF or law 
enforcement agencies . 
 
A. The  school officia l or employee : 
 

1. Identifies  a  s tudent who evidences  abuse  or neglect; 
2. Conducts  a  pre liminary non-inves tiga tive  inquiry of any injury; 

a . School pe rsonne l sha ll not contact the  child’s  family, or any 
other pe rson suspected of caus ing the  injury or abuse , to 
de te rmine  the  cause  of the  suspected abuse  or neglect, but 
may inquire  of the  child how an injury occurred.  Leading 
and/or sugges tive  ques tions  should be  avoided. 

b. A school employee’s  reasonable  cause  to suspect tha t the  
child has  been subjected to abuse  or neglect may a rise  from 
a  child’s  vague  or incons is tent response  to such an inquiry 
or from an explana tion which does  not fit the  injury. 

c. All e fforts  sha ll be  made  to avoid duplica te  or numerous 
inte rviews  of the  victim. 
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3. Makes  the  report directly to DCYF or law enforcement and 
documents  the  report on the  Child Abuse /Neglect report form, or 
makes the  report through the  school lia ison as  soon as  injury is  
obse rved or suspected.  If the  lia ison is  unava ilable  a t the  time  the  
s itua tion a rises , the  report mus t s till be  made ava ilable  by the  initia l 
pe rson who suspects  the  abuse  may have  taken place .  
Concurrently, a  report should be  made  to the  building principa l or 
supervisor. 

4. Submits  the  comple ted Child Abuse /Neglect form immedia te ly to 
the  principa l for filing and dis tribution. 

 
B. The  person acting as  the  school lia ison: 
 

1. Takes  the  information from the  reporte r.  
2. May not exercise  discre tion as  to whe ther the  report should be  

made .  All reports  of suspected abuse  or neglect given to the  
lia ison mus t be  reported to DCYF or law enforcement. 

3. Te lephones  DCYF or the  appropria te  law enforcement agency with 
the  information obta ined from the  reporte r. 

4. Notifie s  the  principa l/supervisor tha t a  report has  been made . 
5. Documents  the  incident on the  dis trict Child Abuse /Neglect form.  

Submits  the  comple ted child abuse /neglect form immedia te ly to the  
principa l for filing and dis tribution. 

 
C. Dis tribution of the  report form: 
 

The  origina l is  placed in the  separa te  school confidentia l file  loca ted in the  
principa l’s  office .  The  verifica tion section of the  form is  comple ted and 
copies  dis tributed within one  working day to the  individua l initia lly knowing 
or suspecting abuse  or neglect and to the  Risk Management Office  to 
document tha t procedures  were  followed.  A copy of the  report is  
forwarded immedia te ly to the  agency to whom the  ora l report was  made ; 
i.e ., DCYF or law enforcement.  In cases  where  the  suspected perpe tra tor 
is  a  school employee , the  full report mus t be  forwarded to the  director of 
Risk Management. 
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D. DCYF/law enforcement involvement: 
 

School pe rsonne l will coopera te  with DCYF and law enforcement in the  
inves tiga tion of a lleged abuse  or neglect.  DCYF/law enforcement will 
direct the  course  of the  inves tiga tion including where  the  inte rview will be  
conducted, whe ther or not the  pa rents  will be  informed, and who will be  
present a t the  inte rview.  Law enforcement may remove  the  child from the  
school for the  inte rview and may take  cus tody.  School pe rsonne l must 
require  identifica tion from the  inves tiga ting parties .  (It is  he lpful for school 
pe rsonne l to remind law enforcement officia ls  of the  time  parents  will 
expect to reunite  with the ir child). 

 
E. Third pa rty abuse : 
 

In cases  where  the  suspected or known perpe tra tor is  a  school employee , 
reports  should be  made  to law enforcement (reports  tha t a re  ca lled into 
DCYF will be  refe rred to law enforcement).  In addition, the  
principa l/supervisor mus t notify the  dis trict’s  director of Risk Management 
and forward a  copy of the  completed Child Abuse /Neglect report form.  
S imultaneous ly, the  Employee  Rela tions  office  and respective  community 
superintendent mus t be  notified by the  principa l. 

 
F. Follow-up information and feedback on child abuse  and neglect referra ls : 
 

1. The  reporting person or principa l/supervisor is  encouraged to ca ll 
DCYF and/or law enforcement for information regarding dispos ition 
of the  case . 

2. Information perta ining to wha t is  be ing done  for the  child should 
only be  shared with those  school pe rsonnel directly involved with 
the  child’s  educa tiona l program.  School pe rsonne l rece iving such 
information sha ll trea t it a s  confidentia l. 

 
G. Documenta tion: 
 

1. All school child abuse  and neglect reports  will be  documented on 
the  dis trict’s  Child Abuse /Neglect report form. 

2. This  confidentia l record mus t be  s tored in a  separate , locked file  
loca ted in the  principa l’s  office .    These  records  will be  re leased to 
authorized representa tives  of law enforcement agencies  upon 
reques t.  Any other reques ts  should be  refe rred to DCYF. 

3. When a  s tudent moves  within the  dis trict, the  record should be  
forwarded to the  rece iving school’s  principa l. 

4. If the  s tudent moves  out of the  dis trict, the  record should be  
des troyed.  The Office  of Risk Management will ma inta in the  
ve rifica tion form as  a  dis trict record of the  report. 
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APPENDIX C 
TRAINING RESOURCE PERSONNEL 

 
 

WHEAT RIDGE POLICE DEPARTMENT 
Joe  Cassa……………………..303-235-2933 
 
LAKEWOOD POLICE DEPARTMENT 
Phil Tenney……………………303-987-7221 
 
ARVADA POLICE DEPARTMENT 
Faith S tevens………………….720-898-6718 
 
LAKESIDE POLICE DEPARTMENT 
Dave  Be ll………………………303-455-1985 
 
J EFFERSON COUNTY DIVISION OF CHILDREN, YOUTH AND FAMILIES  
Sue  McDona ld………………...303-271-4155 
 
CAS A – COURT APPOINTED SPECIAL ADVOCATES  
Jodi Gault……………………… 
 
J EFFERSON COUNTY PUBLIC SCHOOL DISTRICT R-1 
Be tsy Thompson………………303-982-7265 
 
VICTIM OUTREACH INFORMATION 
Vis ta  Exline…………………….303-202-2196 
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BLACK HAWK POLICE DEP ARTMENT  

S tandard  Opera ting  Procedure  
Chie f S tephen  N. Cole  

 
Date  Is s ued: 05/07/2014 
 

Subjec t: Cris is  / Hos tage  Negotia tors  Se lec tion  Proces s     
  
 

TO: All Pers onne l      Da te  Revis ed : 09/01/2016 
 

 
Des crip tion:  The  Black Hawk Police  Department has  high s tandards  to become 
a  cris is /hos tage  negotia tor.  Be ing a  negotia tor can be  a  ve ry s tress ful, but 
rewarding pos ition.  Se lected members mus t be  highly motiva ted and disciplined 
and unders tand the  importance  of the  role  they a re  pe rforming. 
 
P rocedure: Due  to the  specia l demands placed on the  team, a ll members  must 
work toge ther during s tress ful s itua tions  and mus t be  able  to pe rform the  
following activities , often for severa l hours  a t a  time . 
 

I. Members  mus t be  able  to follow orders  and directives  as  we ll a s  take  
directions , with a ttention to de ta il. 
   

II. S tay ca lm in even the  mos t s trenuous s itua tions . 
 

III. Be  able  to adapt to ever changing circumstances  and events . 
 

IV. Have  a  reputa tion as  a  team player who takes  respons ibility for the ir 
actions , and be  known for the ir leve l headed thinking.   
 

V. Be  open to criticism from supervisors  and peers . 
 

VI. Be  ava ilable  for tra ining and ca ll outs  a t a ll times  of day or night. 
 

VII. Be  able  to s tay in one  loca tion for prolonged periods  of time , without 
compla int. 
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Se lec tion  Proces s : 
 

I. Le tte r of inte res t s ta ting why you want to be  a  negotia tor and how you 
would benefit the  team. 
 

II. Resume 
 

III. Sa tisfactory Eva lua tion ra ting  
 

IV. Ora l Board – The  applicant will pa rticipa te  in an ora l inte rview with pre -
deve loped ques tions  and scenarios .  The  inte rview pane l will cons is t of a t 
leas t 3 members  of the  hos tage  negotia tions  or SSU team.   

 
Dis mis s a l:    
 

I. Sus ta ined Inte rna l Affa irs  or Supervisory Inquiry which shows poor 
judgment or integrity is sue . 
    

II. Repeatedly fa ils  to show up for tra ining. 
 

III. Repeatedly fa ils  to respond to ca ll outs . 
 

IV. No sus ta ined Use  of Force  is sues .   
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
Au thorized  by: 
S tephen  N. Cole        Da te : 05/07/2014 
Chie f o f Police  
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BLACK HAWK POLICE DEP ARTMENT  

S tandard  Opera ting  Procedure  
Chie f S tephen  N. Cole  

 
Date  Is s ued: 02/14/2014 
 

Subjec t: Damage  to  City Property      
 

TO: All Pers onne l      Da te  Revis ed : 09/01/2016 
 

 
Des crip tion: The  Black Hawk Police  Department takes  reports  on a ll P roperty 
Damage  to a ll city property (such as  buildings , vehicles , e tc.) and Persona l Injury 
Reports  in which the  city may be  liable .  The  Records  Section assures  tha t the  
reports  a re  forwarded to the  appropria te  departments  in a  time ly fashion. 
 
P rocedure: 
 
Pa tro l 
 
Report of damage  to city property or pe rsona l injury: 
 

#  Office r completes  a  CIRSA Notice  of Loss /Accident form 
 

#  Fax form to Employee  Services  a t 303 582-0848 by end of shift 
#  Complete  the  police  Report by end of shift 
#  P lace  paperwork in time  sens itive  box 

 
#  Supervisors  approve  report and forward to Records  

 
#  CIRSA forms  a re  in a  box mounted on the  wa ll next to the  pa trol printe r 

 
Records  
 

#  Print out a  report and wate rmark the  report “COPY”  *See  ins tructions  on 
printing a  Case  Report from eForce  
 

#  Email report with color photograph a ttachments  to Employee  Services : 
#  Email Gina  Romero – gromero@cityofblackhawk.org 
#  Email Melissa  Gre iner - mgre ine r@cityofblackhawk.org 
#  Email Rece ipt – print & place  in report 
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#  If the  report has  not been approved then email both of them and le t them 
know the  report is  not ready for re lease  ye t 
 

#  If the  report has  not been rece ived afte r a  few days  Employee  Services  
will contact Records  on the  s ta tus  of the  report 
 

#  Reports  should be  to Employee  Services  within 5-7 days  
 

Reports  to go to Employee  Services : 
 

#  Any motor vehicle  accident involving a  city owned vehicle  
#  Any motor vehicle  accident involving city owned property 
#  Injuries  to citizens  on city s tree ts  and city owned property (pe rsona l injury 

reports ) 
#  Damage  to city owned property 
#  What is  City Owned Property: 

#  Any s tree t or curb within the  city – Not Highway 119 
#  S idewalks  a ttached to city owned property (Parks , Crooks , Mt City, 

e tc) 
#  All s tree t & traffic lights  within the  city 
#  All s tree t s igns  within the  city  
#  Any city building 
#  Any city open space  (Chase  Gulch, Ne lson Property, e tc) 

 
#  What is  NOT City Owned Property: 

#  S idewalks  a ttached to priva te  property (cas ino’s , e tc) 
#  Fencing or ra iling in front of priva te  property 
#  Bus iness  S ignage  

 
Report dis tribution: 
 

#  City owned Vehicles : 
#  Opera tions  Commander 
#  Copy to the  Chief  
#  Copy to Employee  Services  
#  Copy to the  department head for the  department involved in 

accident 
#  Copy to Supervisor over Mechanic Shop 
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#  City Property 
#  Opera tions  Commander 
#  Copy to the  Chief 
#  Copy to Employee  Se rvices  
#  S ignage , S tree t Damage  – Copy to Public Works  Director 
#  S tree t Lights  – Copy to Public Works  Director 

 
#  Persona l Injury Accidents  

#  Opera tions  Commander 
#  Copy to the  Chief 
#  Copy to Employee  Services  
#  If the  injury was  due  to s tree t needing repa ir – Copy to Public 

Works  Director 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Au thorized  by: 
S tephen  N. Cole        Da te : 02/14/2014 
Chie f o f Police  
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BLACK HAWK POLICE DEP ARTMENT  

S tandard  Opera ting  Procedure  
Chie f S tephen  N. Cole  

 
Date  Is s ued: 08/02/2012 
 

Subjec t: In formation  Tones -Hazardous  Weather     
  
 

TO: All Pers onne l     Da te  Revis ed : 09/01/2016 
 

 
Des crip tion: It is  the  policy of the  Black Hawk Police  Department to provide  
information regarding hazardous  wea ther to emergency responders .  It is  the  
Communications  Office rs  duty to notify a ll a ffected personne l in a  time ly manner.  
 
P rocedure: When a  Hazardous  Weather Outlook message  is  rece ived via  
CCIC/NCIC, the  Communica tions  Office r will ve rify the  impact on response  
a reas .  Once  confirmation has  been made  regarding the  effect hazardous 
wea ther will have  on emergency responders , it will be  printed out and made  
ava ilable  to a ll Communica tions  Officers . 
 
If hazardous  wea ther is  de te rmined to affect our response  a rea , the  
Communications  Office r will notify emergency responders  by utilizing Gilpin 
Green Channe l.  The  Communica tions  Office r will announce , “Standby for 
Information Tones”. Us ing the  ‘Fire ’ tone  only, broadcas t the  information twice , 
and clea r with the  current time . 
 
 Example : 
  
 “S tandby for Information Tones” 
 Tone  Fire .  

“Informationa l tones  only.  Blackhawk Fire  be  advised tha t Gilpin County is  
on red flag warning from 0900 until 2000. (Repea t) Dispa tch clea r a t 
TIME.” 
 

If a  Communications  Office r hears  Gilpin County broadcas t a  hazardous  wea ther 
notifica tion tha t a ffects  the  Black Hawk response  a rea , but has  not rece ived the  
notifica tion, contact Gilpin County Dispa tch immedia te ly and reques t the  
message  be  forwarded to Black Hawk Communica tions  in order to ensure  
notifica tion of our emergency responders . Black Hawk Communica tions  should 
then rebroadcas t the  information. It is  the  respons ibility of Black Hawk 
Communications  to broadcas t any hazardous  wea ther notifica tions  tha t a ffect our 
response  a rea , even if Gilpin County Dispa tch has  a lready announced it.  
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If a  hazardous  wea ther notifica tion is  rece ived be tween the  hours  of 2000 to 
0800 hours , it may be  he ld and announced a t 0800 hours . EXCEPT IN THE 
EVENT OF AN URGENT WEATHER NOTIFICATION, IN WHICH CASE IT 
SHOULD BE AIRED IMMEDIATELY (i.e . immediate  flooding, fire  information, 
e tc.). During these  hours  only, any non-urgent hazardous  wea ther notifica tions  
may be  he ld a t the  discre tion of the  Communica tions  Officer. However, a t no 
other time during the  day should a  notifica tion be  he ld. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Au thorized  by: 
S tephen  N. Cole        Da te : 09/01/2016 
Chie f o f Police  
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BLACK HAWK POLICE DEP ARTMENT  

S tandard  Opera ting  Procedure  
Chie f S tephen  N. Cole  

 
Date  Is s ued: July 23, 2008 
 

Subjec t: EMS FIRE Inte ractions       
 

TO: All Personne l     Revis ed  Date : 09/01/2016 
 

 
Des crip tion: The  Black Hawk Police  Department in its  continuing e fforts  to 
mainta in s trong profess iona l re la tionships  with medica l and fire  personne l have  
es tablished this  inte ractions  SOP. 
 
Procedure:   
 

A.  Genera l 
 

1. The  primary role  of office rs  responding to a  medica l ca ll with 
EMS personne l present is  one  of support in providing for the  
safe ty of the  pa tient and others  present. 

 
2. EMS personne l work under the  license  of a  phys ician and 

because  of this , office rs  sha ll not make  any comments  or 
render any reques ts  or opinions , a s  to the  na ture  of ca re  or 
medica tion the  pa tient should rece ive .   

 
a . These  decis ions  res t sole ly with the  a ttending 

EMS personne l and/or the  “Base  Contact” 
phys ician a t the  hospita l. 

 
B. Inte racting with EMS and Medica l Pe rsonne l 
 

1. Whenever EMS personne l a re  ca lled to a  scene  to render 
medica l a id, office rs  sha ll: 

 
a . Ass is t the  EMS personne l a s  needed, and 

 
b. Ass is t in securing the  scene , and 

 
c. Ass is t in preventing the  patient(s ) from injuring 

themse lves  or othe rs  so medica l a id may be  
rendered. 
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d. An Office r may initia te  such immedia te  action as  
the  office r reasonably deems necessa ry. 
 

C. Securing Pa tients  
 

1. When applicable , office rs  must ensure  the  cus tody s ta tus  
of the  pa tient is  clea rly communicated to the  EMS 
personne l.  The  medica l authority will not change  but 
EMS personne l will unders tand the  need of the  law 
enforcement presence  throughout the  trea tment and 
transporta tion process . 

 
2. The  method of securing the  pa tient should be  

coordina ted, to the  extent practicable , be tween office r(s ) 
and EMS personne l in accordance  with the  es tablished 
medica l protocols  to a llow for prompt continua tion of 
medica l ca re . 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Au thorized  by: 
S tephen  N. Cole        Da te : J u ly 23, 2008 
Chie f o f Police  
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BLACK HAWK POLICE DEPARTMENT  

S tandard  Opera ting  Procedure  
Chie f S tephen  N. Cole  

 
Date  Is s ued: 12/19/09 
 
Subjec t: Code  Red      
 
TO: All Pers onne l     Da te  Revis ed : 04/15/15 

 
 
Po lic y:  
 
The  Black Hawk Communica tions  Cente r utilizes  the  Code  Red Reverse  911 
sys tem to keep necessa ry City pe rsonne l, citizens , and bus inesses  informed in 
case  of emergencies .  The  sys tem a llows  for de ta iled information and or 
ins tructions  when a  s itua tion deve lops.  
 
 
P rocedure: Follow these  s teps  when initia ting a  reverse  911 Code  RED ca ll. 
 
 

 # To ge t s ta rted, open the  Code  RED secure  webs ite  by clicking on the  
desktop icon. 
If you do not have  the  icon, the  direct webs ite  can be  accessed through 
the  Inte rne t a t https ://login.CodeREDweb.com/   
On the  firs t screen ente r the   
Login : communica tions @cityofb lackhawk.org  and  
Pas s word: communica tions 1 
(The  Login and Password a re  NOT case  sens itive ) 
 

 # This  will take  you to the  s ta rt menu; Click on the  Communica tions  
Cente r icon. 
 

 # While  in the  Communica tions  Cente r page , choose  the  appropria te  icon to 
initia te  your ca ll. Se lect “Genera l Database” for nonemergency or 
“Emergency Database” for Emergencies . 
Mapping inte rface  – use  this  function to initia te  a  ca ll us ing specific s tree ts  
or a reas  affected. (ex. Wate r main break on Chase  St) 
Ca ll By Contacts  - – Use  this  function for a  broad a rea  or ca lling base , 
including Black Hawk City Admin, Black Hawk Fire  Department, Black 
Hawk Police  Department, e tc. 
All Ca ll – this  function is  for everyone  in the  da tase t. 
Bus iness  All Ca ll – this  function is  for a ll bus iness  numbers  in the  da tase t. 
Res identia l All Ca ll – To ca ll a ll res identia l numbers  in the  da tase t. 
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 # Once  you have  chosen the  appropria te  icon for your reverse  911, the  

Contact Notifica tion page  will come up. Se lect which Group and then 
which Members  within the  group tha t is  to be  contacted, and then click on 
the  “Next” button. 
 

 # You will then se lect your methods  of contact, se lect e ithe r “Contact ALL 
Phone”, “Contact ALL Email”, and/or “Contact Text Message”. Once 
se lected, click on the  ‘Se t up notifica tion’ button.  
 

 # Once  on the  “Job Submiss ion” page , review the  ‘Se lection deta ils ’ a t the  
top of the  page , and fill out the  Contact Phone  # box.  Check the  ‘Auto 
Reca ll’ box if you would like  the  sys tem to automatica lly recrea te  and 
launch a  reca ll for a  job if the  connection percentage  is  less  than 60%. 
Check the  ‘Email Notifica tion’ box if you would like  to rece ive  an email 
notifica tion with job s ta tis tics  upon comple tion of the  job. If the  ‘Email 
Notifica tion’ is  se lected, make sure  a  va lid email address  is  provided in the  
box be low. Ente r a  brief title  or description of the  Code  RED notifica tion, or 
use  the  default one  provided. 
 

 # Click Submit Job. (You can s till cance l the  job a t this  point and not be  
charged any minutes  to our account) 
 

 # DO NOT COMPLETE THE NEXT STEP UNLESS YOU ARE READY TO 
SEND OUT THE REVERSE 911. 

 
 # On this  Job Submiss ion page  follow the  instructions  to record and send 

out your reverse  911.  You will have  to: 
 

1. Dia l one  of the  Code  RED IVR numbers  lis ted on the  screen. 
(The  automated sys tem will wa lk you through the  next s teps  and 
le t you lis ten to your recording before  sending it out to the  
public.) 

2.  Ente r the  PIN:  3915 
3.  Ente r the  job number tha t is  provided on your screen. 
4.  Follow the  ins tructions  to record the  message  you need to be  

played for your reverse  911. 
 All mes s ages  need  to  s ta rt with  th is  in tro : 

THIS IS  THE BLACK HAWK POLICE DEPARTMENT WITH AN 
EMERGENCY – or - NON-EMERGENCY NOTIFICATION… 
5. Ente r the  launch code  – 69815 
6. Ente r the  ve rifica tion code  given by the  recording to s ta rt your 

ca lls . 
 

 # Text Notifica tions  – If you se lected “Contact Text Message” as  one  of the  
methods  of contact, the  ve ry next screen will be  for the  outgoing Text 
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message . Note : Be  a le rt to the  fact tha t outbound text messages  may cut 
off a  lengthy message . Try to put THE most important information a t the  
ve ry beginning of the  text message  to ensure  it is  rece ived. It is  NOT 
necessa ry to s ta rt text messages  with the  required intro. 
 

 # Continue  through the  next Job Submiss ion page  with the  ins tructions  
lis ted above . 

 
 

 # On the  las t Job Submiss ion page , you will need to click the  “Text Launch” 
button in order to activa te  the  outbound text notifica tions . Once  this  has  
been done , a  separa te  window will open, and you will need to ente r the  
Launch Code : 69815 and click the  “send text” button. You will rece ive  a  
message  advis ing the  text has  been sent, and you may close  the  window. 
 

 # Twee t Notifica tions  - If you would a lso like  to send out a  Twee t on the  
Black Hawk Police  Departments  Twitte r account, click on the  “Send a  
Twee t” box, lis ted on the  las t Job Submiss ion page  under the  Text Launch 
button. 
 
Fill in the  message  in the  box on the  separa te  window tha t opens , and 
click the  “Twee t” button. No furthe r action is  necessa ry, and the  twee t will 
pos t immedia te ly. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Au thorized  by: 
S tephen  N. Cole        Da te : 12/19/2009 
Chie f o f Police   
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BLACK HAWK POLICE DEP ARTMENT  

S tandard  Opera ting  Procedure  
Chie f S tephen  N. Cole  

 
Date  Is s ued: March  18, 2008 
 

Subjec t: Fie ld  Tra in ing  Office r Se lec tion  Requirements      

 
TO: All Pers onne l      Da te  Revis ed : 09/01/2016 

 
 

Des crip tion: The  Black Hawk Police  Department has  a  fie ld-tra ining program, 
which provides  new police  office rs  with practica l fie ld tra ining while  working with 
a  va rie ty of experienced office rs .  Fie ld Tra ining Officers  a re  respons ible  for the  
tra ining of newly hired police  office rs . Fie ld Tra ining Officers  a lso provide  
re fresher tra ining for office rs  re turning to pa trol duties  (due  to injury or specia l 
a ss ignment) afte r be ing gone  for an extended period of time  (usua lly s ix months  
or as  needed).  

P rocedure: 
  
I.  Requirements  to  become a  Fie ld  Tra in ing  Office r 
 

To become a  Fie ld Training Office r for the  Black Hawk Police  Department, 
the  office r must be  a  Police  Officer 3 or 4.  The  office r should demons tra te  
the  abilities  of an above  avera ge  performing police  office r. The  office rs  
pas t pe rformance  must demons tra te  a  commitment to department va lues  
and community policing. The  fie ld tra ining office r should demons tra te  
profess iona l behavior, sa tis factory ability with both ora l/written 
communica tion skills    and teaching aptitude . Se lected office rs  should 
demons tra te  initia tive , resourcefulness , inte lligence , a lertness , 
obse rva tion, e thica l judgment, and profess iona lism above  wha t is  normally 
required. The  se lected office r sha ll not have  any major disciplina ry actions  
taken aga ins t them in the  las t two years . Nor sha ll the  office r be  in 
unfavorable  s tanding with the  department. Se lected office rs  should be  
thoroughly familia r with the  department policies  and procedures .   

 
II. Ins truc tions  for reques ting  Fie ld  Tra in ing  Office r S ta tus  

 
a . Office rs  sha ll submit a  formal memo reques ting Fie ld Tra ining 

Office r S ta tus  to the  Fie ld Tra ining Coordinator (FTC). . The  le tte r 
should conta in the  following information: 
 

i. Inte res t in becoming an FTO. 
ii. Any and a ll re leva nt tra ining ce rtifica tions  and experience . 
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iii. Current Police  Officer rank. 
iv.  Lis t any sus ta ined Supervisory Inquire s  or Sus ta ined 

Inte rna l Affa ir Inves tiga tions  within 2 years  of applica tion.  
 

b. Office rs  mee ting the  above  crite ria  will go through the  following 
processes  for eva lua tion to become a  Fie ld Tra ining Office r: 
 

i. Successfully pass  an ora l board inte rview. 
ii. Inte rview with Fie ld Tra ining Coordina tor. 

 
c. If se lected as  an FTO, successful completion of the  Fie ld Tra ining 

Office r School would be  the  fina l s tep for se lection as  an FTO. 
 
 
III.  Main ta in ing  Fie ld  Tra in ing  Office r S ta tus  

  
Office rs  ass igned as  FTO’s , a long with comple ting the  duties  of an FTO, 
a re  a lso respons ible  for the  duties  ass igned them as  a  pa trol office r when 
not active ly tra ining new office rs . If an FTO does  not pe rform to the  
s tandards  expected of a  pa trol office r, he /she  may lose  the ir s ta tus  as  an 
FTO for a  pe riod of time  to be  de te rmined by the  Opera tions  Lieutenant 
and FTC.  
 
The  following circumstances  may be  cause  for dismissa l a s  a  Fie ld 
Tra ining Office r. Not every poss ible  is sue  may be  lis ted, but these  a re  
some of the  more  common examples : 
 

1. Sus ta ined Inte rna l Affa irs  Inves tiga tions  during normal pa trol duties  
or acting in the  FTO capacity.  
 

a . Sexua l Harassment viola tions . 
b. Ethica l viola tions . 
c. Specific documented poor pe rformance  problems. 
d. Office r Safe ty Viola tions . 
e . Excess ive  Force . 

 
2. Documented poor performance  during normal pa trol duties  or 

acting in the  FTO capacity.  
 

a . Fa ilure  to tra in or comple te  ta sks  in the  FTO manua l. 
b. Fa ilure  to comple te  a ll required paperwork required as  an 

FTO. 
c. Fa ilure  to follow direction from FTC or othe r supervisors . 
d. Fa ilure  to respond to critica l feedback from FTC or othe r 

supervisors . 
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e . Poor a ttitude , spreading rumors , bad mouthing the  Black 
Hawk Police  Department, City of Black Hawk or any of its  
employees . 

f. Low se lf-initia ted activity with regards  to tra ining during s low 
times  or lack of radio ca lls . 

g. Excess ive  pe rsona l ce llula r phone  use  which contributes  to 
lack of tra ining in specific measureable  circumstances . 
 

i. Excess ive  texting, access ing socia l media  for no 
legitimate  work purpose  which causes  a  notable  
dis traction is  unacceptable . 

ii. Verifiable  compla ints  from co-workers , a ss igned 
tra inees  or othe rs  about excess ive  ce llula r phone  use  
a re  unacceptable . 

  
 
 
 

 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Au thorized  by: 
S tephen  N. Cole        Da te : 01/17/08 
Chie f o f Police  
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BLACK HAWK POLICE DEPARTMENT 

Standard  Opera ting  Procedure  
Chie f S tephen  N. Cole  

Date  Is s ued: 12/31/2012 
 
Subjec t: Firea rms  Range  Management 
 
TO: All Pers onne l      Revis ed : 09/01/2016 

 
 

Des crip tion: In order to promote  a  more  effective  and efficient Firea rms 
Range  Management program, it will be  the  policy of the  Black Hawk Police  
Department to provide  direction for those  office rs  who conduct and participa te  
in firea rms  tra ining a t the  Gilpin County Law Enforcement Firea rms  Range . 

 
P rocedure: 

 
FIREARMS SAFETY RULES FOR EMPLOYEES ON THE RANGE 
1. ALL PERSONS ON THE RANGE WILL ASSUME GUNS 

ARE  LOADED 
 
2. NEVER LET THE MUZZLE COVER ANYTHING YOU ARE 

NOT WILLING TO DESTROY 
 
3. NEVER PLACE YOUR FINGER ON THE TRIGGER UNTIL 

YOU ARE ON TARGET AND READY TO SHOOT 
 
4. BE SURE OF YOUR TARGET AND BEYOND 

 
Range  Safe ty: 
 

 # Commands  – Any and a ll firing and safe ty commands  given by the  
firea rms  ins tructor(s ) will be  followed a t a ll times . If the  commands a re  not 
followed, pe rsonne l will be  escorted off the  range  and required to 
comple te  tra ining / qua lifica tion on another da te ; disciplina ry actions  may 
be  taken.  
 

 # Carry and Handling – All firea rms  will be  properly handled while  on the  
range  (see  firea rms safe ty rules ). All muzzles  regardless  of the  weapon 
type  will be  ca rried / s lung muzzle  down, or in a  hols te r when not in use . 
Proper muzzle  control of a ll weapons  will be  mainta ined a t a ll times. 
Fingers  will be  off the  trigger and a long the  lower rece iver and safe ty on if 
s lung or secured in a  hols te r on the  shoote r’s  body. If a  shotgun or rifle  is  
not be ing utilized during a  course  of fire , the  weapon will be  placed leaning 
aga ins t the  s tee l s torage  conta ine r with the  muzzle  of the  weapon facing 
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up and the  butt of the  weapon on the  ground. The  shoote r will ensure  the  
safe ty has  been engaged.  
 

 # Cease  Fire  – Anyone  on the  range  can ca ll “CEASE FIRE” if they see  an 
unsafe  act be ing committed. 
 

 # Firs t Aid - The department’s  firs t a id kit will be  present a t the  range  during 
every live  fire  tra ining / qua lifica tion. There  will be  a  vehicle  se lected to be  
the  des igna ted “Emergency Vehicle”. This  vehicle  will pre fe rably be  an 
SUV or pickup truck with the  rea r ha tch or ta ilga te  open and keys  in the  
ignition. The  vehicle  will be  facing out towards  the  exit of the  range , and 
used only in the  case  of an emergency, e .g. gunshot wound. There  will 
a lso be  a t leas t (2) two police  radios , one  opera ted by a  firea rms  ins tructor 
/ safe ty office r, and one  with the  firs t a id kit.   
 

 # Fire  Extinguishe rs  – There  mus t be  a t leas t (2) fire  extinguishe rs  
pe rmanently ass igned to the  range . They will be  s tored in the  s tee l 
s torage  conta ine r to be  taken out and placed near the  range  whenever 
the re  a re  live  fire  exercises  be ing conducted.  

Range  Rules : 
 

• Range  Capabilities  – The  Gilpin County Law Enforcement Firea rms 
Range  is  approximate ly 25 yards  wide  and 50 yards  long. It has  the  
capability of supporting up to 10 shoote rs  on the  firing line  a t one  time. 
The  range  is  capable  of conta ining fire  from handguns , shotguns , and 
small to medium bore  rifles . The  back s top or “bulle t trap” cons is ts  of a  
la rge  dirt be rm approximate ly 20 fee t ta ll. All rounds  mus t be  a imed in the  
direction of the  be rm. 

 
 # Scheduling – Scheduling will be  done  through Sgt. Joe l Anderle  of the  

Gilpin County Sheriff’s  Office . His  email is  - janderle@co.gilpin.co.us  
 

 # Authorized Personne l – Per the  insurance  agreement with the  land owner, 
only sworn law enforcement pe rsonne l a re  a llowed on the  Gilpin County 
Law Enforcement Firea rms  Range . No civilians  a llowed a t any time .  
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 # Parking – Only firea rms  ins tructors  and the  des igna ted emergency vehicle  
a re  a llowed to pa rk in the  fenced-in a rea  of the  range . All othe r vehicles  
will pa rk outs ide  the  fence .  
 

 # Ammunition – Any type  of jacke ted, frangible , or lead “ba ll” type  
ammunition a re  acceptable . Incendia ry, trace r, or explos ive  ammunition is  
not a llowed.  
 

 # Range  Safe ty Flag – The  red range  safe ty flag will be  hois ted any time  
the re  a re  live  fire  exercises  be ing conducted a t the  range . The  flag 
measures  approximate ly 2’ x 3’.   
 

 # Clean up – Range clean-up will be  conducted by everyone  participa ting in 
the  tra ining / qua lifica tion exercises . Spent brass  will be  collected and 
placed in the  orange  bucke ts  provided. Any live  ammunition found on the  
range , tha t is  in working condition will be  placed back in an ammunition 
box. If it is  damaged, it should be  given to a  firea rms  ins tructor for 
disposa l. All trash, to include : ta rge ts , ca rdboard, empty ammunition 
boxes , and any persona l items brought to the  range  will be  picked up prior 
to anyone  leaving the  range .  
 

 # Range  Maintenance  – Yearly range  maintenance  and cleanup will be  
coordina ted with the  Black Hawk Police  Department, Gilpin County 
Sheriff’s  Office , Centra l City Police  Department and Colorado S ta te  Pa trol. 
  

 # Alcohol/Drugs  – Alcoholic beverages  and people  under the  influence  of 
drugs  and / or a lcohol a re  not pe rmitted on the  range or in the  pa rking 
a rea . 

Range  Ins pec tion  Checklis t: 
 

 # Range  Safe ty Flag 
 # Berm (Hot Spots ) 
 # Animals  on Hills ide  
 # People  on Hills ide  
 # Damage  to Buildings  
 # Damage  to Range  Equipment 
 # Tables  
 # Trash/Brass  
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Department Equipment Checklis t: 
 

 # Targe t Stands  – 9 s tee l s tands  
 # Wood S takes  (Numerous) 
 # Eye  and Ear protection  
 # PAR Timers  (4) 
 # Glue  
 # S taple r w/ s taples  
 # IPSC Targe ts  (Cardboard) 
 # Cardboard Backers  
 # Paper Targe ts  (Various) 
 # Markers  
 # Tape  
 # Large  Binder Clips  
 # Wate r Cooler 
 # Firs t Aid Kit 
 # Fire  Extinguishe rs  
 # Police  Radios  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Au thorized  by: 
S tephen  N. Cole        Da te : 09/01/2016 
Chie f o f Police  
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BLACK HAWK POLICE DEP ARTMENT  

S tandard  Opera ting  Procedure  
Chie f S tephen  N. Cole  

 
Date  Is s ued: 03/02/10 
 

Subjec t: Spec ia l Services  Unit Crite ria  (SSU)      

 
TO: All Pers onne l     Da te  Revis ed : 09/01/2016 

 
 
Des crip tion: The  Black Hawk Police  Department has  formed a  Specia l Services  
Unit.  The  Black Hawk Police  Department will se lect the  mos t qua lified 
candida tes  to represent the  Department on the  team.  The  Black Hawk Police  
Department has  deve loped s tandards  for eva lua ting pe rspective  candida tes  who 
if se lected as  a  team member mus t be  capable  of pa rticipa ting and performing 
rigorous  phys ica l activitie s .  
 
P rocedure: Members of the  Specia l Services  Unit will rece ive  specia lized 
tra ining and must have  a  proven record of exce lle nt pe rformance. The  nature  of 
the  team requires  tha t a ll members  mainta in a  profess iona l demeanor both on 
the  team and within the  department.  Having a  pos itive  a ttitude  and 
demons tra ting leadership within the  organiza tion is  critica l to the  se lection 
process .    
 
Due  to the  specia l demands  placed on the  team, a ll members  must work toge ther 
during s tressful s itua tions  and must be  able  to pe rform the  following activities  
often for severa l hours  a t a  time. 
 

1. Follow orders  and directives  as  we ll a s  take  directions , with a ttention to 
de ta il. 

2. S tay ca lm even in the  mos t s trenuous s itua tions . 
3. Be  able  to adapt to ever changing circumstances  and events . 
4. Have  a  reputa tion as  a  team player who takes  respons ibility for the ir 

actions , and be  known for the ir leve l headed thinking. 
5. Be  open to criticism from supervisors  and peers . 
6. Be  ava ilable  for tra ining and ca ll outs  a t a ll times  of day or night.  
7. Be  able  to s tay in one  pos ition or pos t for prolonged periods of time 

and wea ther, without compla int. 
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PART ONE: SELECTION 
 
I. Minimum s tandards  to  apply for the  SSU. 

 
A. The  proces s  for s e lec ting  members  is  d ivided  in to  th ree  a reas  
 

1)  Minimum s tandards  to apply for the  SSU.  
2)  Applica tion and inte rview phase .  
3)  Firea rms  and phys ica l agility.   

 
B. PERSONNEL SELECTION 

 
Recognizing the  na ture  of SSU operations  requires  disciplined, 
phys ica lly fit, miss ion-capable  profess iona ls , the  Black Hawk Police  
Department SSU Team will se lect its  members  through a  fa ir and 
non-discrimina tory process  which, measures  the  applicants  ability 
to be  tra ined in the  essentia l ta sks  deemed necessa ry for the  
pe rformance  of the  SSU miss ion.  His tory has  demons tra ted and 
tactica l experts  agree  the re  a re  ce rta in pe rsona lity tra its  and 
individua l abilities  necessa ry in the  make -up of a  SSU office r. 
Those  pe rsona lity tra its  a re  courage , se lf-discipline , initia tive , 
decis iveness , respons ibility, loya lty and a  "teamwork" concept. The 
individua l abilities  a re  phys ica lly fit, good motor coordina tion, good 
shooting skills  and the  ability to capably pe rform while  under grea t 
s tress . Applicants  who have  these  tra its  and abilities  a re  usua lly 
capable  of be ing tra ined in the  essentia l tasks  required for SSU 
se rvice .  The  se lection process  will be  des igned to measure  the  
qua lity of a  candidate  aga ins t these  tra its  and abilities . The  
se lection process  will be  a s  follows; 

 
 

B. Applica tion   
 

1. Qua lifica tions  to apply 
 

When announcement is  made of a  SSU opening, applicants  
who mee t the  following crite ria  may apply; 

 
a . Are  full time  sworn members  of the  Black Hawk Police  

Department 
b. Have  a  minimum of two years  with the  Black hawk 

Police  Department.  This  may be  waived with the  
approva l of the  Chief of Police . 

c. P resent a  le tte r of recommendation to SSU from the ir 
current supervisor. 
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d. They must be  willing to commit to two years  of se rvice  
with the  Black Hawk Police  Department as  a  member 
of the  SSU. 

e . Applicant’s  mos t recent eva lua tion mus t be  an 85% or 
above . 

f. Inte rna l Affa irs  inves tiga tions  which, have  resulted in a  
sus ta ined viola tion of the  department’s  “use  of force” 
policy is  grounds  for remova l from cons idera tion. Any 
supervisory inquiry or Inte rna l Affa irs  inves tiga tion 
which shows  poor judgment on the  part of the  
applicant may be  grounds  for remova l from 
cons ide ration.  

 
2. Applica tion Process  

 
a . Applicants  must submit a  le tte r of inte res t (No more 

than one  page) to the ir supervisor.  The  le tte r should 
show the  applicant’s  reasons  to be  cons idered for a  
pos ition on the  team.   
 

C. Tes ting  
 

1. Applicants  who mee t the  above  crite ria  will be  invited to te s t. 
Testing will cons is t of the  following events : 

 
2. Phys ica l Fitness  te s t with a  minimum pass ing score  (Each 

event is  pass/fa il, but points  will be  a ss igned in case  of a  tie ) 
 

a . Phase  one  (See  PT ins tructions  for de ta ils ) 
i. 1 mile  run comple ted in under 10 minutes   
ii.         2 pull ups  

 
b. Phase  two se t one (See  PT ins tructions  for de ta ils ) 

 # La t Pull Downs   12 Minimum  
 # Rows: 10 Minimum 
 # Squa ts : 38 Minimum 
 # P lank: 1 Minute  
 # Push-ups : 25 Minimum 

 
c. Phase  two se t two (See  PT ins tructions  for de ta ils ) 

 # La t Pull Downs: 11 Minimum  
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 # Rows: 10 Minimum 
 # Squa ts : 20 Minimum 
 # P lank: 1 Minute  
 # Push-ups : 20 Minimum 

 
d. Phase  two part two (See  PT Ins tructions  for Deta ils  

i. Two fifty ya rd sprints : 10 seconds each. 
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2011 Black Hawk SSU PT Tes t 

Event Time Dres s  Attire  Event Spec ifica tions  

PHASE ONE 

1 Mile  Run 00:10:00 

Workout clothes , i.e . running 
shoes , gym shorts  or sweats , 
sweat shirt 

To be  comple ted without 
wa lking. 

Pull-ups  

2 

Workout clothes , i.e . running 
shoes , gym shorts  or sweats , 
sweat shirt 

Holding onto the pull-up bar 
ra ise  your body until your 
chin comes up to or above  
the  bar. 

PHASE TWO 

Sta tion 1, Max 
push-ups 

0:01:00 

Workout clothes , i.e . running 
shoes , gym shorts  or sweats , 
sweat shirt 

S ta rting with body para lle l 
and a rms  out.  Lower body 
until upper arms  are  even 
with shoulders  and re turn to 
up pos ition 

Sta tion 2, 
P lank 0:01:00 

Workout clothes , i.e . running 
shoes , gym shorts  or sweats , 
gym shirt or sweat shirt. 

S tay in the  Plank pos ition for 
time  period without knees  
touching the ground. 

S ta tion 3, Max 
pull downs . 0:01:00 

Workout clothes , i.e . running 
shoes , gym shorts  or sweats , 
gym shirt or sweat shirt. 

Us ing a  pull down bar a t 
approximate ly 50% of body 
we ight. 

S ta tion 4, Max 
squats    0:01:00 

Workout clothes , i.e . running 
shoes , gym shorts  or sweats , 
gym shirt or sweat shirt. 

S ta rt s tanding with a rms  out, 
squat down onto medicine  
ba ll and back up, this  is  one  

Sta tion 5, Max 
rows   0:01:00 

Workout clothes , i.e . running 
shoes , gym shorts  or sweats , 
gym shirt or sweat shirt. 

Us ing a  row bar and 50 % of 
body we ight comple te  as  
many rows  as  poss ible .  

50 yard sprint  

  

Workout clothes , i.e . running 
shoes , gym shorts  or sweats , 
gym shirt or sweat shirt. 

No walking. 

Phase  two will be  repea ted 2 times with two minutes  of res t between each se t.  To be 
comple ted in proper gym a ttire . 
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3. Pack Tes t (Each event is  pass /fa il, but points  will be  
ass igned in case  of a  tie ) 

 
a . Phase  one  (See  PRT ins tructions  be low) 

 # S ta ir Climb (Ascend e ight flights  of s ta irs  in 25 
seconds) 

 # Body Drag (Drag a  body 25 yards  in 30 seconds) 
 # Wall Climb (Climb a  s ix foot wa ll within two 

a ttempts ) 
 

b. Phase  two (See  Pack Test ins tructions  be low) 
 # Three  mile  pack tes t comple ted in 1 hour 
 # Sprint 50 yards  while  shooting 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Specia l Services  Unit Crite ria        Page  7 of 8 

2011 Black Hawk SSU PRT Tes t 

Event Time Dres s  Attire  Event Spec ifica tions  

PHASE ONE 
Sta ir Climb 

  

Winte r boots , BDU's , Entry 
Ves t, w/ Radio, ammo 
pouches  with loaded 
magazines , flash bang, 
medica l pouch, gas mask, 
flash light, a ttached e ither to 
the  ves t or thigh rig.  hand gun 
and rifle , Water bag.  Helmet 

Ascend (Climb) e ight flights  of 
s ta irs .  While  comple ting this  
event a  hand must s tay on the 
hand ra il and every s tep mus t 
be  touched by one  foot. 

Body Drag 

  

Winte r boots , BDU's , Entry 
Ves t, w/ Radio, ammo 
pouches  with loaded 
magazines , flash bang, 
medica l pouch, gas mask, 
flash light, a ttached e ither to 
the  ves t or thigh rig.  hand gun 
and rifle , Water bag.  Helmet 

Us ing a  drag s trap, drag the  
heavies t member of the team or 
dummy body 20 yards .  This  
mus t be  comple ted unass is ted 
by any team members  

3 mile  pack 
tes t 

  

Winte r boots , BDU's , Entry 
Ves t, w/ Radio, ammo 
pouches  with loaded 
magazines , flash bang, 
medica l pouch, gas mask, 
flash light, a ttached e ither to 
the  ves t or thigh rig.  hand gun 
and rifle , Water bag.  Helmet 

Begin a t the  Lady luck parking 
garage  entrance, located on 
Miner's  Mesa  Road.  Walk 
continuous ly without s topping 
to the  firing range .   

50 yard sprint 
nad weapons  
manipula tion 

  

Winte r boots , BDU's , Entry 
Ves t, w/ Radio, ammo 
pouches  with loaded 
magazines , flash bang, 
medica l pouch, gas mask, 
flash light, a ttached e ither to 
the  ves t or thigh rig.  hand gun 
and rifle , Water bag.  Helmet 

At the Range  s tart a t the 60 
yard line , run 10 yards  take 
cover and fire  3 rounds, sprint 
ten more yards , find cover and 
fire  3 rounds.  Repeat until you 
reach the  10 yard line . Although 
Accuracy is  not he objective  it 
is  important. 
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4. Firea rms  Qua lifica tion (See  Requirements  Below) 
 

a . To qua lify with your handgun you must qualify with a  
90 % while  ca rrying a  s lung rifle  in full tactica l gea r as  
described above  

 
5. Ora l Board Inte rview 
 

a . The  applicant will pa rticipa te  in an ora l inte rview in 
which a  se ries  of pre -deve loped ques tions  will be  
asked. The  inte rview pane l will cons is t of a  minimum of 
three  members  of the  SSU team. This  is  a  scored 
event. 

 
D. Scoring  and  s e lec tion  
 

1. Results  of each of the  scored events  will be  compiled and 
weighted as  follows; 

 
 # Phys ica l Fitness  Tes t Pass /Fa il 
 # Phys ica l Readiness  Tes t Pass /Fa il 
 # Le tte r of Inte res t 20% 
 # Eva lua tion Score  10%  
 # Firea rms  Qua lifica tion Pass /fa il 
 # Ora l Inte rview 70 % 

 
2. Once  the  scores  have  been compiled, a  lis t of the  applicants , 

ranked from the  highes t to lowes t scores , will be  crea ted. In 
the  case  of a  tie  in scoring, the  scores  from the  PT and PRT 
will be  included. An e ligibility lis t will be  comple ted and be  
used for one  year from da te  of initia l opening. 

 
 

 
 
 
 
 
 
Au thorized  by: 
S tephen  N. Cole        Da te : 03/02/2010 
Chie f o f Police  
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BLACK HAWK POLICE DEP ARTMENT  

S tandard  Opera ting  Procedure  
Chie f S tephen  N. Cole  

 
Date  Is s ued: 05/09/14 
 

Subjec t: Record ing  Police  Ac tivity     
 

TO: All Pers onne l     Da te  Revis ed : 09/01/2016  
 

 
Des crip tion: Members  of the  public, including media  representa tives , have  an 
unambiguous  Firs t Amendment right to record office rs  in public places , a s  long 
as  the ir actions  do not inte rfe re  with the  office r’s  duties  or the  safe ty of office rs  
and others . Because  of this , office rs  should assume tha t they a re  be ing recorded 
a t a ll times  when on duty in a  public space . 
 
Defin itions : Recording: Capturing of images , audio, or both, by means  of a  
video camera , ce ll phone , audio recorder, or othe r device . 
 

Media : The s torage  source  for visual or audio recordings, whether by film, analog, 
or digita l means. 
 
P rocedure: 
  

I.  This  policy provides  office rs  with guidance  for dea ling with 
s itua tions  in which they a re  be ing recorded. To include: 
videotaping, audiotaping, or both, by membe rs  of the  public or 
media . 

 
II.  Persons who are lawfully in public spaces or loca tions where they 

have a  legal right to be present - such as  their home, place of 
business, or the common areas of public and private facilities and 
buildings - have a  First Amendment right to record things in plain sight 
or hearing, to include police activity. Police may not threaten, 
intimidate, or otherwise  discourage or interfere with the recording of 
police activities. However, the right to record is  not absolute and is  
subject to legitimate and reasonable legal res trictions, as follows: 

 
a ) A reasonable distance must be maintained from the  office r(s ) 

engaged in enforcement or re la ted police  duties . 
 

b) Persons engaged in recording activities may not obstruct police  
actions. For example, individuals may not interfere through 
direct physical intervention, tampering with a  witness, or by 
persistently engaging an officer with questions  or interruptions. 
The fact that recording and/or overt verbal criticism, insults , or 
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name-calling may be annoying, does  not of itse lf jus tify an 
officer taking corrective  or enforcement action or ordering that 
recording be stopped, as this is  an infringement on an 
individual’s right to protected speech. 

 
c) Recording must be  conducted in a  manner tha t does  not 

unreasonably impede the  movement of emergency 
equipment and personnel or the  flow of vehicular or 
pedestrian traffic. 

 
d) The  safe ty of office rs , victims , witnesses , and third pa rties  

cannot be  jeopardized by the  recording party. 
 

e ) Private property rules  may als o apply, s uch as  thos e a  
cas ino may have in place. 

 
III. Arres t 
 

a ) Persons  who viola te  the  foregoing res trictions  should be  
informed tha t they a re  engaged in prohibited activity and 
given information on acceptable  a lte rna tives , where  
appropria te , prior to making an a rres t. 
 

b) Arrest of a  person who is  recording officers  in public shall be 
re la ted to an objective , a rticulable , viola tion of the  law 
unre la ted to the  act of recording. The act of recording does  
not, in itse lf, provide  grounds for de tention or arres t. 

 
 c.)  Arrest of an individual does  not provide  an exception to the 

warrant requirement jus tifying search of the  individual’s 
recording equipment or media . While  equipment may be 
se ized incident to an arrest, downloading, viewing, or 
othe rwise  access ing files  requires  a  sea rch warrant. File s  
and  media  s ha ll no t be  e ras ed  under any c ircums tances . 

 
IV. Confis ca tion of Record ing Devices  and  Media  
 

a ) Absent arrest of the recording party, recording equipment may 
not be confiscated. Additionally, officers may not order an 
individual to show recordings that have been made of 
enforcement actions or other police operations. 
 

b) If the re  is  probable  cause  to be lieve  tha t evidence  of a  
se rious  crime has  been recorded, an office r should: 
 
i. Advise  and rece ive  ins tructions  from a  supervisor; 

 
ii. Ask the  person in possession of the  recording if he  or 

she  will consent to volunta rily and temporarily 
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re linquish the  recording device  or media  so tha t it 
may be  viewed and/or copied as  evidence ; and 

 
iii. In exigent circumstances, in which it is  reasonable to 

believe that the recording will be destroyed, lost, 
tampered with or otherwise rendered useless as  
evidence before a  warrant can be obtained, the 
recording device  or media may be confiscated under a  
temporary restraint. A warrant must be obtained in 
order to examine and copy the recording and the chain 
of custody must be clearly documented per department 
policy. 
 

iv. In exigent situations where it is  objective ly reasonable 
to believe that immediate viewing of recordings is  
necessary to prevent death or serious bodily harm of 
another before a  warrant can be authorized, the 
recording device or media may be confiscated and 
viewed. 

 
v. Whenever a  recording device  or media  is  se ized 

without a  warrant or obta ined by consent, the  se ized 
item shall be  held in police  cus tody no longer than 
reasonably necessary for the  police , acting with due 
diligence , to obta in a  warrant. The device  must be 
re turned a t the  earlies t possible  time and its  
owner/opera tor given instruction on how it can be  
re trieved. In a ll cases  property receipts  shall be 
provided to the  owner. 

 
V. Supervis ory Res pons ibilities  
 

A supervisor should be  summoned to any incident in which an 
individual recording police  activity is  going to be, or will most like ly 
be, a rrested or when recording equipment may be se ized without a  
warrant or lawful consent. 

 
 
 
 
 
 
 
Au thorized  by: 
S tephen  N. Cole        Da te : 05/09/2014 
Chie f o f Police  
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BLACK HAWK POLICE DEPARTMENT  
S tandard  Opera ting  Procedure  

Chie f S tephen  N. Cole  
 
Date  Is s ued: 01/08/09 
 
Subjec t: Hiring  Communica tions  Office rs      
 
TO: All Pers onne l     Revis ion  Date : 09/01/2016   

 
 
Des crip tion: To es tablish fa ir and impartia l guide lines  for the  recruiting, hiring 
and se lecting of pe rsonne l. The  Black Hawk Police  Department will s trive  to 
recruit only the  mos t qua lified pe rsons  to fill vacant pos itions . Efforts  to recruit 
qua lified applicants  will be  guided by manpower needs  of the  Department and 
applicable  opportunity cons ide rations  utilizing Equa l Employment Opportunity 
(EEO) guide lines . 
 
P rocedure : 
 
Sec tion  I - Recru itment 
 

A. The  Chief of Police  will comple te  a  pos ition requis ition form and submit it 
to Employee  Services . 

 
B. Job announcements  and advertisements  will be  initia ted by Employee  

Services . 
 

Sec tion  II – Applica tion  Proces s  
 

Applicants  mus t comple te  a  city applica tion, the  background ques tionna ire  
and a  re lease  of information waiver.  The  origina l city applica tion, the  origina l 
background questionna ire , and a  copy of the  information waiver will be  sent to 
Employee  Services .  The  origina l re lease  is  kept in the  file  a t the  police  
department and used during the  background inves tiga tion. 
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Sec tion  III – Screening  of Applican ts  
 

Minimum qua lifica tions  Communica tions  Office rs  is  a  High School Diploma or 
GED, a  va lid Driver’s  License , and mus t be  21 years  of age . 

 
The  Employee  Services  may conduct a  phone  inte rview or review ADP Data  
and may disqua lify him/her us ing the  following crite ria : 

  
#  Omitting pas t employers  and refe rences  on job applica tion; 
#  Fa ilure  to mee t the  City’s  Motor Vehicle  Records  Review Policy 

requirements ; 
#  Fe lony convictions ; 
#  Domestic Violence  Convictions ; 
#  Illega l marijuana  use  within the  las t two years  excluding use  prior to 

18th birthday; 
#  Illega l drug use  such as  coca ine  in the  pas t five  years  excluding use  

prior to 18th birthday; and 
#  Providing fa lse  or mis leading information on applica tions . 

 
Sec tion  IV – S teps  in  the  Proces s  
 

#  Rece ipt of applica tion, background ques tionna ire  and s igned consent 
re lease  of information from Employee  Services ; 

#  Background Inves tiga tion; 
#  Ora l Board Inte rview; 
#  Integrity Inte rview; 
#  On s ite  compute r te s ting; 
#  Inte rview with Communica tion Supervisor and poss ibly the  Chief of 

Police ; 
#  Psychologica l Eva lua tion; 
#  Drug Screen; and 
#  Phys ica l Examina tion 

 
Sec tion  V – Screening  of Applican ts  
 

An email reques t will be  sent to Employee  Services  reques ting “Not Se lected 
To Inte rview” le tte rs  to be  sent to those  applicants  who do not mee t the  
minimum qua lifica tions  and those  who have  automatic disqua lifie rs .  The  
email sha ll be  recruitment specific and s ta te  why the  applicant is  disqua lified. 

 
The  remainder of the  applicants  will be  placed into an A, B or C ca tegory.  
The  highes t scores  be ing placed in group A. 
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Sec tion  VI – Ora l Board  
 

A. Afte r applicants  have  been chosen to move  forward in the  process  the  
Employee  Services  will schedule  an ora l board. 

 
B. The  applicant mus t ve rify  they have  read and unders tand the  job  
 description.  If they have  not read the  job description the  applicant mus t be  

given time  to review it before  beginning the  ora l board.  
 
C. The  applicant mus t ve rify they can perform the  duties  of the  

Communication Officer as  s ta ted in the  job description with or without 
accommodations .  If the  applicant s ta tes  tha t they would need 
accommodation, a sk:  “Will you please  share  with us  wha t the  
accommodation should be ?”  If the  applicant wants  to discuss  the ir 
disability, the  inte rviewer should thank them for sharing the  information 
and s ta te  tha t it will not be  used in the  se lection process . 

 
D. Ora l boards  sha ll be  scheduled 45 minutes  apart. 
 
E. The  Ora l Board sha ll cons is t of the  Communica tion Supervisor and two 

members  of the ir choos ing. 
 
F. The  Ora l Board ques tions  sha ll cons is t of ten to twe lve  ques tions  taken 

from a  bank of ques tions  and will change  with each process . 
 
G. At the  end of the  Ora l Board scores  a re  ca lcula ted and the  average  score  

mus t be  60% or higher to continue  in the  hiring process . 
 
H. An email reques t will be  sent to Employee  Services  reques ting le tte rs  to 

those  applicants  who did not pass  the  Ora l Board.  The  email mus t be  
recruitment specific and a  “Not Se lected Afte r Inte rview” le tte r will be  
reques ted. 

 
I. Any applicant who is  disqua lified during this  phase  of the  hiring process  

may re -apply afte r s ix months  from the  las t applica tion clos ing da te .  After 
three  a ttempts  the  applicant may re -apply afte r three  years  of the ir las t 
applica tion clos ing da te . 

 
Sec tion  VII – Background Inves tiga tion  
 

A. The  se rgeant in charge  of the  hiring process  will a ss ign background 
inves tiga tions  to those  office rs  who have  comple ted a  background 
inves tiga tion course . 
  



Hiring Communications  Officer  Page  4 of 6 

B. The  se rgeant will give  the  inves tiga tor a  ta rge t comple tion da te . 
 
C. The  background inves tiga tor sha ll meet with the  applicant to review the ir 

background packe t. 
 
D. The  background inves tiga tion sha ll include , but will not be  limited to: 

 
1. Employment his tory; 
2. Crimina l and driving his tory; 
3. Pe rsona l refe rence  contacts ; 
4. Milita ry information verifica tion; 
5. Education verifica tion; 
6. Neighborhood inte rviews  and; 
7. Employee  Services  will conduct a  credit check afte r the  conditiona l 

job offe r is  completed. (If e limina ted because  of credit score , an email 
will be  immediate ly sent to Employee  Services  reques ting the  time 
sens itive  Federa l Notice  be  mailed to the  applicant.) 
 

Any applicant who is  disqua lified as  a  result of a  s ignificant omiss ion of 
information may re -apply a fte r five  years  of the ir la s t applica tion clos ing da te . 
 

Sec tion  VIII – Compute r Tes ting 
  

The  applicant will be  required to do online  compute r te s ting.  This  will be  
reviewed by the  Operations  Commander. 

 
Sec tion  IX – In tegrity In te rview 
 

Applicant will mee t with a  de tective  for an integrity inte rview which will  
address  ques tions  brought up during the  background inves tiga tion. 
 

Sec tion  X – Pers onnel Ac tion  Notice  
 

A. The  Chief will dra ft a  Personne l Action Notice  to be  approved by  
Employee  Services  and the  City Manager before  a  contingent job offe r is  
made .  The  Personne l Action should lis t a ll contingencies  with the  las t two 
be ing the  drug screen and phys ica l examina tion. 

 
B. The  Chief will a lso send a  copy of the  Personne l Action Notice  to the  

applicant with the  contingent job offe r. 
 
C. Only two contingent job offe rs  will be  made  a t a  time  for each open 

pos ition. 
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Sec tion  XI –Ps ychologica l Examina tion  
 

A. The  applicant will be  contacted by Employee  Services  and informed they 
will move  forward in the  hiring process .  The  applicant will be  re fe rred for a  
psychologica l eva lua tion. 

 
Any applicant who is  disqua lified during the  psychologica l phase  of the  
hiring process  is  e ligible  to reapply a fte r one  year of the ir las t applica tion 
clos ing da te .  An email will be  sent to Employee  Services  when applicants  
a re  disqua lified requesting a  “Not Se lected Afte r Inte rview” to be  mailed. 

 
Sec tion  XII – Fina l In te rview 
 

A. An inte rview will be  conducted with the  Communication Supervisor and 
poss ibly the  Chief of Police  if the  applicant successfully comple tes  a ll 
previous  te s ting requirements . 

 
B. Each inte rview sha ll cons is t of a  se t of prede te rmined ques tions , in 

addition to any a reas  of concern s temming from the  applicant’s  
background inves tiga tion. 

 
C. Inte rviewer sha ll score  a ll applicants  on the  same sca le . 
 
D. The  se lected applicant will be  fingerprinted on the  Livescan fingerprint 

sys tem.  One  printed ca rd will be  kept for the  pe rsonne l file  and the  prints  
will be  forwarded e lectronica lly to CBI for a ll Clea rances . 

 
Sec tion  XIII – Conditiona l J ob  Offe r and  Medica l Re view Form 
 

The  applicant will be  contacted by Employee  Services  and informed they will 
move  forward in the  hiring process  and forward a  copy of the  Conditiona l Job 
Offe r and Medica l Review Form.  They will be  refe rred to the  Des igna ted 
Medica l P rovide r to schedule  a  pos t offe r drug screen and phys ica l 
eva lua tion.  The  applicant will present the  comple ted form to the  Des igna tion 
Medica l P rovide r for review.  This  is  the  fina l s tep in the  pos t offe r process . 
 
Any applicant who is  disqua lified as  a  result of the  phys ica l examina tion is  
e ligible  to re -apply a fte r one  year of the ir las t applica tion clos ing da te .  If the  
applicant fa ils  the  drug screening they a re  e ligible  to re -apply a fte r five  years  
of the ir la s t applica tion clos ing da te . 
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Sec tion  XIV – Fina l J ob  Offe r 
 

Applicants  who success fully comple te  a ll phases  of the  hiring process  and a re  
se lected will be  offe red a  pos ition in writing by the  Chief of Police . 
 
 

Re la ted  Documents :  
 
P :\FORMS\Pre-Employment Forms \City Applica tion For Employment.doc 
P :\HR Shared\Recruitment and Se lection\PD Forms \Persona l His tory.doc 
P :\FORMS\Personne l Action Notice .doc 
P :\FORMS\Conditiona l Offe r and Medica l Review Form.doc 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Au thorized  by: 
S tephen  N. Cole      Da te : 01/08/09 
Chie f o f Police  
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BLACK HAWK POLICE DEP ARTMENT  

S tandard  Opera ting  Procedure  
Chie f S tephen  N. Cole  

 
Date  Is s ued: 12/15/08 
 

Subjec t: Pa tro l Hiring Proces s    Revis ion  Date : 09/01/2016  
 

TO: All Pers onne l      
 

 
Des crip tion: To es tablish fa ir and impartia l guide lines  for the  recruiting, hiring 
and se lecting of sworn personne l. The  Black Hawk Police  Department will s trive  
to recruit only the  most qua lified pe rsons to fill vacant pos itions . Efforts  to recruit 
qua lified applicants  will be  guided by manpower needs  of the  Department and 
applicable  opportunity cons ide rations  utilizing Equa l Employment Opportunity 
(EEO) guide lines . 
 
P rocedure : 
 
Sec tion  I - Recru itment 
 

A. The  Chief of Police  will comple te  a  pos ition requis ition form and s ubmit 
to Employee  Services . 

B. The  Chief will reques t a  job announcement and advertisement from 
Employee  Services .  Employee  Services  will a rrange  for advertis ing on 
various  inte rne t s ite s  and newspapers . 

C. Recruit from academies . 
D. Pos t announcement on CCIC. 
 
Pos ition requis ition form can be  found in the  compute r in city shared in the  
forms  file . 

 
Sec tion  II - Applica tion  Proces s  
 
Applicants  mus t comple te  a  city applica tion, the  background ques tionna ire  and a  
nota rized re lease  of information waiver.  The  origina l city applica tion, origina l 
background ques tionna ire , and a  copy of the  re lease  will be  sent to Employee  
Services .    The  origina l re lease  is  kept in the  file  a t the  police  department for use  
during the  background inves tiga tion.  The  applicant mus t a lso rece ive  a  copy of 
the  summary of the ir rights  under the  fa ir credit reporting act. 
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Sec tion  III - Screening  of applica tions  
 

A. Applica tions  will be  reviewed for minimum qua lifica tions : 
1. High School Diploma or GED 
2. Colorado Pos t Certifica te  by end of recruitment process  
3. Va lid Driver’s  License  
4. 21 years  of age  
5. Crimina l and Driving His tory 

 
B. Applica tions  will be  reviewed for automatic disqua lifie rs  during an over the  

phone  inte rview conducted by the  Adminis tra tive  Ass is tant. 
 
Automatic disqua lifie rs  a re  a s  follows: 

1. Incomple te  applica tion; 
2. Omitting pas t employers , not lis ting a ll refe rences ; 
3. More  than five  traffic ticke ts  in three  years ; 
4. Driver’s  license  suspens ion, revoca tion or denia l in the  las t; 

three  years  from da te  of re ins ta tement; 
5. DUI or a lcohol re la ted offense  in the  la s t five  years ; 
6. Viola tions  of e ight points  or more  in la s t three  years ; 
7. Convictions  of any kind prohibiting a  POST certifica te ; 
8. Fe lony convictions ; 
9. Domestic violence  convictions  including defe rred sentences ; 
10. Illega l marijuana  use  within the  la s t two years ; 
11. Illega l drug other than marijuana  in the  la s t five  years ; and 
12. Providing fa lse  or mis leading information on the  applica tion 

or background ques tionna ire . 
 

C. An email reques t will be  sent to Employee  Services  reques ting “Not 
Se lected To Inte rview” le tte rs  to be  sent to those  applicants  who do not 
meet the  minimum qua lifica tions  and those  who have  automatic 
disqua lifie rs .  The  email sha ll be  recruitment specific and s ta te  why the  
applicant is  disqua lified. 

 
D. The  remainder of the  applicants  will be  place d into an A, B or C ca tegory.  

The  highes t scores  be ing placed in group A.  The  score  is  based on the  
following crite ria  from the  applica tion. 

1. Milita ry experience  
2. Education 
3. Law enforcement experience  
4. Crimina l his tory 
5. Driving his tory 
6. Work his tory 

 
The  above  forms  a re  found in the  compute r in the  police  shared file  under 
recruit. 
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Sec tion  IV - Ora l Board  
 

A. Afte r applicants  have  been chosen to move  forward in the  process  the    
Adminis tra tive  Ass is tant will ca ll them to se t up an ora l board. 

 
B. Each applicant mus t ve rify they have  read and unders tand the  job 

description.  If they have  not read the  job description the  applicant will be  
given time  before  beginning the  ora l board to read it. 

 
C. Each applicant will ve rify they can perform the  duties  of a  police  office r a s  

s ta ted in the  job description with or without accommodations .  If the  
applicant s ta tes  tha t they would need accommodation, a sk:  “will you 
please  share  with us  wha t tha t accommodation should be .”  If the  
applicant wants  to discuss  the ir disability, the  inte rviewer should thank 
them for sharing the  information and s ta te  tha t it will not be  used in the  
se lection process . 

 
D. Ora l Boards  sha ll be  scheduled 45 minutes  apart. 
 
E. The  Ora l Board sha ll cons is t of one  se rgeant and two office rs . 
  
F. The  Ora l Board ques tions  sha ll cons is t of ten to twe lve  ques tions  taken 

from a  bank of ques tions  and will change  with each process . 
 
G. At the  end of the  Ora l Board scores  a re  ca lcula ted and the  average  score  

mus t be  60% or above  to continue  in the  hiring process . 
 
H. An email reques t will be  sent to Employee  Services  reques ting le tte rs  to 

those  applicants  who did not pass  the  Ora l Board.  The  email mus t be  
recruitment specific and the  Not Se lected Afte r Inte rview Le tte r will be  
reques ted. 

 
I. Any applicant who is  disqua lified during this  phase  of the  hiring process  

may reapply a fte r s ix months  of the ir las t applica tion clos ing da te .  Afte r 
three  a ttempts  the  applicant may reapply a fte r three  years  of the ir las t 
applica tion clos ing da te . 

 
Sec tion  V - Background Inves tiga tion  
 

A. The  se rgeant in charge  of the  hiring process  will a ss ign backgrounds  to 
those  office rs  who have  comple ted a  background inves tiga tion course . 

 
B. The  se rgeant will give  the  inves tiga tor a  ta rge t comple tion da te . 
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C. The  background investiga tor sha ll firs t mee t with the  applicant to review 
the ir background packe t and inform them they will need to do one  ride  
a long during the  background process . 

 
D. The  background inves tiga tion sha ll include , but will not be  limited to: 
 

1. Employment his tory 
2. Crimina l and driving his tory 
3. Persona l refe rence  contacts  
4. Milita ry information verifica tion 
5. Education verifica tion 
6. Ne ighborhood inte rviews  
7. Employee  Services  will conduct a  credit check and if they 

a re  e limina ted because  of a  low score  Employee  Services  
will send them the  time sens itive  Federa l Notice . 
 

Background Inves tiga tion forms  a re  found in the  compute r in the  police  
shared file  under recruit. 

 
Any applicant who is  disqua lified as  a  result of a  s ignificant omiss ion of 
information may reapply a fte r five  years  of the ir la s t applica tion clos ing 
da te . 

 
Sec tion  VI - In tegrity In te rview 
 

A. Applicant will mee t with a  de tective  for an integrity inte rview which 
will address  ques tions  brought up during the  background 
inves tiga tion. 
 

Sec tion  VII - Compute r Tes ting 
 

A.  Applicant will take  an ons ite  compute r te s t which will te s t for 
grammar, spe lling, math skills , hones t and integrity.  The 
Adminis tra tive  Ass is tant will monitor the  te s ting and review results . 
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Sec tion  VIII - Pe rs onne l Ac tion  Notice  
 

A. The  Chief will dra ft a  Personne l Action Notice  to be  sent to 
Employee  Services  and the  City Manager before  a  contingent offe r 
is  made.  The  Personne l Action should lis t a ll contingencies  with the  
las t two be ing the  drug screen and phys ica l examina tion. 

 
B. The  Chief will a lso send a  le tte r to the  applicant with the  contingent 

job offe r. 
 
C. Only one  contingent job offe r will be  made  a t this  time  for each open  

pos ition. 
 

The  Personne l Action Notice  Form is  found in the  compute r in the  city 
shared forms file . 

 
Sec tion  IIX - Polygraph  and  Ps ychologica l Examina tion  
 

A. The  applicant will be  contacted by Employee  Services  and  
informed they will move  forward in the  hiring process .  They will be  
re fe rred to Base line  Consulting a t 303-238-2225 to schedule  the ir 
polygraph examina tion. 
 

B. The  applicant will be  refe rred to Nicoletti-Flater Associates to 
schedule  the ir psychologica l eva lua tion a t 303-989-1617. 

 
C. Any unresolved issues  will be  reviewed for disqua lifica tion. 

Any applicant who is  disqua lified during this  phase  of the  hiring 
process  is  e ligible  to reapply a fte r one  year of the ir las t applica tion 
clos ing da te .  If the  applicant had four or more  unresolved issues  
during the  polygraph examina tion, they a re  e ligible  to reapply a fte r 
five  years  of the ir las t applica tion clos ing da te . An email will be  sent 
to Employee  Services  if they a re  disqua lified with recruitment specific 
information and reason of ine ligibility. 
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Sec tion  IX - Fina l In terview 
 

A. An inte rview will be  conducted with the  Chie f of Police  if the  
applicant successfully comple tes  a ll previous  te s ting requirements . 

 
B. The  inte rview sha ll cons is t of a  se t of prede te rmined ques tions , in 

addition to any a reas  of concern s temming from the  applicant’s  
background inves tiga tion. 

 
C. Complete  two se ts  of fingerprint ca rds  for the  applicant.  One  will be  

kept in the ir pe rsonne l file  and the  Adminis tra tive  Ass is tant will send 
the  other se t to CCIC for clea rance . 

 
Sec tion  X - Phys ica l Examina tion  and  Drug  Screening  
 

A. At the  direction of the  Chief of Police  the  applicant will be  contacted 
by the  Adminis tra tive  Ass is tant and informed they will move  forward 
in the  hiring process .  They will be  re fe rred to Exempla  Hea lth Care  
a t 303-467-4100 loca ted a t 1-70 and Kipling to schedule  a  pos t-
offe r drug screen and phys ica l eva lua tion.  This  is  the  fina l s tep in 
the  pos t offe r process . 
 

Any applicant who is  disqua lified as  a  result of the  phys ica l examina tion is  
e ligible  to reapply after one  year of the ir las t applica tion clos ing da te .  If 
the  applicant fa ils  the  drug screening they a re  e ligible  to reapply a fte r five  
years  of the ir la s t applica tion clos ing da te . 

 
Sec tion  XI - Fina l J ob Offe r 
 

Applicants  who success fully comple te  a ll phases  of the  hiring process  and 
a re  se lected will be  offe red a  pos ition in writing by the  Chief of Police . 

 
 
 
 
 
 
 
 
 
Au thorized  by: 
S tephen  N. Cole        Da te : 12/15/08 
Chie f o f Police  
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BLACK HAWK POLICE DEP ARTMENT  

S tandard  Opera ting  Procedure  
Chie f S tephen  N. Cole  

 
Date  Is s ued: 01/18/09 
 

Subjec t: Records  Clerk Hiring  Proces s   
 

TO: All Pers onne l     Revis ion  Date : 09/01/2016 
 

 
Des crip tion: To es tablish fa ir and impartia l guide lines  for the  recruiting, hiring 
and se lecting of pe rsonne l. The  Black Hawk Police  Department will s trive  to 
recruit only the  mos t qua lified pe rsons  to fill vacant pos itions . Efforts  to recruit 
qua lified applicants  will be  guided by manpower needs  of the  Department and 
applicable  opportunity cons ide rations  utilizing Equa l Employment Opportunity 
(EEO) guide lines . 
 
P rocedure: 
 
Sec tion  I - Recru itment  
 

A. The  Chief of Police  will comple te  a  pos ition requis ition form and submit 
to Employee  Services . 

B. Job announcements  and advertisements  will be  initia ted by employee  
se rvices .   

 
Sec tion  II – Applica tion  Proces s  
 

Applicants  mus t comple te  a  city applica tion, the  background ques tionna ire  
and the  re lease  of information waiver tha t sha ll be  nota rized.  The  origina l city 
applica tion, origina l background ques tionna ire , and a  copy of the  re lease  will 
be  sent to Employee  Services .    The  origina l re lease  is  kept in the  file  in the  
police  department for use  during the  background inves tiga tion.    
 

Sec tion  III – Screening  of Applican ts  
 

Minimum qua lifica tions  for Records  Cle rk is  a  High School Diploma or GED, a  
Va lid Driver’s  License , and must be  21 years  of age . 
  
The  adminis tra tive  ass is tant will conduct an over the  phone  inte rview with the  
applicant.  Disqua lifie rs  for the  pos ition a re  as  follows : 
 

#  Omitting pas t employers  and refe rences  on job applica tion; 
#  Fa ilure  to meet the  City’s  Motor Vehicle  Records  Review Policy 

requirements ; 
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#  Fe lony convictions ; 
#  Domestic Violence  Convictions ; 
#  Illega l marijuana  use  within the  las t two years  excluding use  prior to 

18th birthday; 
#  Illega l drug use  such as  coca ine  in the  past five  years  excluding 

use  prior to 18th birthday; and 
#  Providing fa lse  or mis leading information on applica tions . 
#   

 
Sec tion  IV – S teps  in  the  Proces s  
 

#  Rece ipt of applica tion, background ques tionna ire  and s igned consent 
re lease  of information from Employee  Services ; 

#  Background Inves tiga tion; 
#  Ora l Board Inte rview; 
#  Integrity Inte rview; 
#  On s ite  compute r te s ting; 
#  Inte rview with Records  Supervisor and poss ibly the  Chief of Police ; 
#  Psychologica l Eva lua tion; 
#  Drug Screen; and 
#  Phys ica l Examina tion 
 

An email reques t will be  sent to Employee  Services  reques ting “Not Se lected 
To Inte rview” le tte rs  to be  sent to those  applicants  who do not mee t the  
minimum qua lifica tions  and those  who have  automatic disqua lifie rs .  The  
email sha ll be  recruitment specific and s ta te  why the  applicant is  disqua lified. 

 
The  remainder of the  applicants  will be  placed into an A, B or C ca tegory.  
The  highes t scores  be ing placed in group A. 

 
Sec tion  V – Ora l Board  

A. Afte r applicants  have  been chosen to move  forward in the  process  the  
Adminis tra tive  Ass is tant will schedule  an ora l board. 

 
B. The  applicant mus t ve rify  they have  read and unders tand the  job  
 description.  If they have  not read the  job description the  applicant mus t be  

given time  to review it before  beginning the  ora l board.  
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C. The  applicant mus t ve rify they can perform the  duties  of the  
Communication Officer as  s ta ted in the  job description with or without 
accommodations .  If the  applicant s ta tes  tha t they would need 
accommodation, a sk:  “will you please  share  with us  wha t the  
accommodation should be .”  If the  applicant wants  to discuss  the ir 
disability, the  inte rviewer should thank them for sharing the  information 
and s ta te  tha t it will not be  used in the  se lection process . 

 
D. Ora l boards  sha ll be  scheduled 45 minutes  apart. 
 
E. The  Ora l Board sha ll cons is t of the  Records  Supervisor and two members 

of the ir choos ing. 
 
F. The  Ora l Board ques tions  sha ll cons is t of ten to twe lve  ques tions  taken 

from a  bank of ques tions  and will change  with each process . 
 
G. At the  end of the  Ora l Board scores  a re  ca lcula ted and the  average  score  

mus t be  60% or higher to continue  in the  hiring process . 
 
H. An email reques t will be  sent to Employee  Services  reques ting le tte rs  to 

those  applicants  who did not pass  the  Ora l Board.  The  email mus t be  
recruitment specific and a  “Not Se lected Afte r Inte rview” le tte r will be  
reques ted. 
 

Sec tion  VI - Background  Inves tiga tion  
 

#  The  se rgeant in charge  of the  hiring process  will a ss ign background 
inves tiga tions  to those  office rs  who have  comple ted a  background 
inves tiga tion course . 

#  The  se rgeant will give  the  inves tiga tor a  ta rge t comple tion da te . 
#  The  background inves tiga tor sha ll firs t mee t with the  applicant to 

review the ir background packe t. 
#  The  background inves tiga tion sha ll include , but will not be  limited to: 

 
1. Employment his tory; 
2. Crimina l and driving his tory; 
3. Pe rsona l refe rence  contacts ; 
4. Milita ry information verifica tion; 
5. Education verifica tion; 
6. Ne ighborhood inte rviews , and; 
7. Employee  Services  will conduct a  credit check afte r the  

conditiona l job offe r is  comple ted. (If e limina ted because  of 
credit score , an email will be  sent to Employee  Services  
reques ting the  time  sens itive  Federa l Notice  be  mailed to the  
applicant.) 
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Any applicant who is  disqua lified as  a  result of a  s ignificant omiss ion of 
information may re -apply a fte r five  years  of the ir la s t applica tion clos ing da te . 
 

Sec tion  VII – In tegrity In te rview 
 

Applicant will mee t with a  de tective  for an integrity inte rview, which will 
address  ques tions  brought up during the  background inves tiga tion. 
 

Sec tion  VIII – Tes ting 
  

The  adminis tra tive  ass is tant will monitor and review the  te s ting.  Applicant will 
take  a  spe lling and typing tes t on s ite . 

 
Sec tion  IX – Pers onne l Ac tion  Notice  
 

A. The  Chief will dra ft a  Personne l Action Notice  to be  approved by  
Employee  Services  and the  City Manager before  a  contingent job offe r is  
made .  The  Personne l Action should lis t a ll contingencies  with the  las t two 
be ing the  drug screen and phys ica l examina tion. 

 
B. The  Chief will a lso send a  copy of the  Personne l Action Notice  to the  

applicant with the  contingent job offe r. 
 
C. Only one  contingent job offe r will be  made a t this  time for each open 

pos ition. 
 

Sec tion  X – Fina l In terview 
 

A. An inte rview will be  conducted with the  Records  Supervisor and poss ibly 
the  Chief of Police  if the  applicant success fully comple tes  a ll previous  
te s ting requirements . 

 
B. Each inte rview sha ll cons is t of a  se t of prede te rmined ques tions , in 

addition to any a reas  of concern s temming from the  applicant’s  
background inves tiga tion. 

 
C. Inte rviewer sha ll score  a ll applicants  on the  same sca le . 
 
D. The  se lected applicant will be  fingerprinted on the  Livescan fingerprint 

sys tem.  One  printed ca rd will be  kept for the  pe rsonne l file  and the  prints  
will be  forwarded e lectronica lly to CBI for a ll Clea rances . 
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Sec tion  XII – Conditiona l J ob  Offe r and  Medica l Review Form 
 

The  applicant will be  contacted by the  Adminis tra tive  Ass is tant and informed 
they will move  forward in the  hiring process  and forward a  copy of the  
Conditiona l Job Offe r and Medica l Review Form.  They will be  re ferred to the  
Des igna ted Medica l Provide r to schedule  a  pos t offe r drug screen and 
phys ica l eva lua tion.  The  applicant will pre sent the  comple ted form to the  
Des igna tion Medica l Provide r for review.  This  is  the  fina l s tep in the  pos t offe r 
process . 
 
Any applicant who is  disqua lified as  a  result of the  phys ica l examina tion is  
e ligible  to re -apply a fte r one  year of the ir las t applica tion clos ing da te .  If the  
applicant fa ils  the  drug screening they a re  e ligible  to re -apply a fte r five  years  
of the ir la s t applica tion clos ing da te . 

 
Sec tion  XIII – Fina l J ob  Offe r 

 
Applicants  who success fully comple te  a ll phases  of the  hiring process  and a re  
se lected will be  offe red a  pos ition in writing by the  Chief of Police . 

 
 
Related Documents:  
 
P :\FORMS\Pre-Employment Forms \City Applica tion For Employment.doc 
 
P :\HR Shared\Recruitment and Se lection\PD Forms \Persona l His tory.doc 
 
P :\FORMS\Personne l Action Notice .doc 
 
P :\FORMS\Conditiona l Offe r and Medica l Review Form.doc 
 
P :\FORMS\Personne l Action Notice .doc 
 
 
 
 
 
 
 
Au thorized  by:     
S tephen  N. Cole        Da te : 01/18/09 
Chie f o f Police      
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BLACK HAWK POLICE DEP ARTMENT  

S tandard  Opera ting  Procedure  
Chie f S tephen  N. Cole  

 
Date  Is s ued: 03/25/2014 
 

Subjec t: Honor Guard  Team Applica tion  Proces s       
 

TO: All Pers onne l      Da te  Revis ed : 09/01/2016 
 

 
Des crip tion: The  Black Hawk Police  Department has  formed an Honor Guard 
Team to represent the  City of Black Hawk a t diffe rent types  of public events  and 
ce remonies . The  members  of the  Honor Guard Team are  expected to have  high 
persona l s tandards  a s  we ll a s  s trong teamwork skills . Se lected members  of the  
Honor Guard Team sha ll be  motiva ted, have  integrity, be  highly disciplined and 
unders tand the  important role  they perform for the  city. 
 
P rocedure: Requirements  to apply for a  pos ition on the  Honor Guard Team 
 

I. Le tte r of Inte res t – To include  but not limited to: 
 
A. Inte res t in the  pos ition 
B. Outs ide  tra ining or experience  re la ted to the  pos ition 
C. Previous  tra ining with the  Black Hawk Honor Guard 
D. Examples  of be ing a  team player 
E. Current leve l 
F. Anything e lse  you fee l would be  pe rtinent to be ing 

cons ide red for the  pos ition 
 

II. The  applicant has  comple ted the  required 18 month introductory 
pe riod with police  department. This  may be  waived with the  
approva l of the  Chief of Police . 

III. Sa tisfactory Eva lua tion ra ting  
IV. No sus ta ined IA’s  for Use  of Force  Issues  
V. No viola tions  of Genera l Order 2.04 Uniform and Appearance  within 

the  la s t 12 months  
VI. Phys ica lly Fit – No injuries  tha t would prohibit someone  for 

s tanding, marching, or ca rrying a  ce remonia l rifle  or flag for long 
periods  of time . 

VII. Two year commitment afte r successful comple tion of CPFF 
(Colorado Profess iona l Fire  Fighte rs ) Honor Guard Academy 
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Dis qua lifie rs : 
 

I. Sus ta ined IA’s  for Use  of Force  is sues  
II. The  applicant does  not pass  CPFF Honor Guard Academy (Cannot 

re -apply for the  Black Hawk Honor Guard Team for 1 year) 
 

Dis mis s a l: 
 

I. Miss ing more  than 4 tra inings  / ce remonies  pe r year without prior 
approva l 

II. Documented pa tte rn of miss ing tra inings  / ce remonies  with or 
without approva l. 

III. Sus ta in an injury tha t prevents  a  team member from s tanding, 
marching, or ca rrying a  ce remonia l rifle  or flag for long periods  of 
time . 

IV. Sus ta ined IA for Use  of Force  Issue . 
V. Two or more  susta ined viola tions  of Genera l Orde r 2.04 Uniform 

and Appearance . 
VI. Any sus ta ined policy viola tion tha t reflects  poorly on the  Black 

Hawk Honor Guard Team, Black Hawk Police  Department or City of 
Black Hawk. 

 
Any portion of the  crite ria  lis ted above  can be  amended by the  Chief of Police  a t 
any time  for any reason. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Au thorized  by: 
S tephen  N. Cole        Da te : 09/01/2016 
Chie f o f Police  
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BLACK HAWK POLICE DEP ARTMENT  

S tandard  Opera ting  Procedure  
Chie f S tephen  N. Cole  

 
Date  Is s ued: 02/24/2010 
 

Subjec t: Records       
 

TO: All Pers onne l     Da te  Revis ed : 10/20/2016 
 

 
P rocedure : The  Records  Section se rves  as  the  officia l centra l repos itory for the  Police  
Department law enforcement records .  The Records  Section s tores , prese rves  and 
insures  the  integrity of these  records .  The Records  Se ction a lso se rves  the  general 
public a s  a  source  of information within es tablished guide lines . 

The  Records  Section personne l sha ll ma inta in a ll the  Police  Department’s  law 
enforcement records .  The  Records  Section personne l sha ll class ify reports  us ing the  
Uniform Crime  Reporting Program’s  I.B.R.S ./N.I.B.R.S . sys tem.  The  Records  Section 
sha ll re lease  information and copies  of reports  to Crimina l Jus tice  Agencies , a s  we ll a s  
non-crimina l jus tice  pe rsons  pursuant to Federa l, S ta te  and Police  Department 
regula tions  and guide lines . 

Procedure: Cas e  Procedures  

#  All origina l crime  reports  
#  All origina l incident reports  
#  All on-view a rres t reports  
#  A copy of Summons  & Compla ints  
#  Pena lty Assessments  
#  Records  fees  accountability 
#  Traffic Accident reports  
#  Intoxilyzer Logs  

 
#  Accountab ility 
 

Origina l reports  sha ll be  re ta ined, secured and mainta ined by the  Records  
Section .  Members  may, for inves tiga tive  purposes , reques t copies  
by comple ting the  appropria te  forms  and turning them in to the  Records  
Section. 

#  Records  Privacy and  Security 
 

Records  Section personne l sha ll ensure  tha t crimina l his tory record 
information is  collected, s tored, and dissemina ted in a  manner to ensure  
the  comple teness , integrity, accuracy and security of such information and 
to protect individua l privacy.  Furthe r, the  guide lines  governing the  
inspection of public records  will be  in compliance  with Colorado Revised 
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S ta tutes  24-72-301 through 308.5, and 24-72-202 through 205.  All 
records  privacy laws  dicta ted by Federa l and S ta te  S ta tutes  a lso apply. 

 
#  Limita tions  on  Dis s emina tion  of Records  

 
#  Dissemina tion of crimina l his tory record information mus t be  limited, 
whe ther directly or through any inte rme diary only to: 
 

 # Crimina l jus tice  agencies  for purposes  of the  adminis tra tion  
of  crimina l jus tice  and crimina l jus tice  agency employment 

 # Such other individua ls  and agencies  which require  crimina l   his tory 
record information to implement a  s ta tute  or executive  order tha t 
express ly re fe rs  to crimina l conduct and conta ins  requirements  
and/or exclus ions  express ly based upon such conduct (i.e . 
firea rms , liquor/gaming licenses). 

 # Agencies  of S ta te  or Federa l government which a re  authorized by 
s ta tute  or executive  order to conduct inves tiga tions  de te rmining 
employment suitability or e ligibility for security clea rances  a llowing 
access  to class ified information. 

 
 # Individua ls  and agencies  where  authorized by court orde r or rule . 

 
#  The  regula tions  in this  policy sha ll not apply to crimina l his tory 
record information conta ined in poste rs , announcements , or lis ts  for 
identifying or apprehending fugitives  or wanted persons . 
 
#  The  mere  fact tha t a  record is  initia lly public (i.e . a  case  or a rres t 
report) does  not mean tha t it mus t remain so indefinite ly.  

 
 # Case  regis te rs  may be  cons idered public record (provided  

they a re  refe renced for an approved purpose  in keeping with the  
public inte res t) because  they a re  kept chronologica lly and individua l 
information is  not readily re trievable , case  file s , accident reports , 
traffic cita tions , e tc. may initia lly be  cons ide red public re cord soon 
afte r they occur prior to furthe r process ing of crimina l his tory record 
information the re in conta ined.  Subsequent to fina l process ing they 
a re  not cons ide red public record per se  but may be  refe renced, a s  
s ta ted above , for a  purpose  in keeping with the  public inte res t. 

 # Inves tiga tive  information is  subject to res tricted access  because  
disclosure  may des troy any va lue  the  information may have  per the  
direction of the  Dis trict Attorney. 

 
#  Juvenile  record information may be  re leased only to: 

 
 # The  juvenile  in inte res t 
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 # The  juvenile ’s  pa rent or lega l guardian 
 # The  juvenile ’s  a ttorney (proof of identity must be  shown).  When  
 # any other juvenile  is  refe renced in a  record (other than the  juvenile  

in inte res t) a ll refe rence  to tha t othe r juvenile  mus t be  withhe ld. 

 # The  juvenile ’s  school pe rsonne l (exchange  of information be tween 
schools , courts  and law enforcement) 

 
#  J uvenile  Crimina l Records  

Juvenile  records  a re  mainta ined separate ly from other records  as  a   
function of the  agency compute r sys tem.  The  agency compute r 
sys tem identifies  a ll juvenile  names  with a  vis ible , highlighted 
“Juvenile” title .  Juvenile  records  may not be  disclosed to the  public. 

#  Additiona l examples  of au thorized  acces s : 

#  Milita ry recruite rs  a re  entitled to conviction information provided 
such information does  not fa ll within the  two, five  or seven year rules .  
They a re  not entitled to juvenile  records  unless  the  pe rson named is  
present and reques ts  it, or they have  a  nota rized re lease  for the  
information. 

#  Milita ry police , however, a re  entitled to comple te  crimina l his tory 
records  information as  a  law enforcement agency. 

#  Defense  a ttorneys  and Public Defenders  a re  entitled to information 
with regard to the  specific case  in inquiry.  Sa id a ttorneys  may not be  
denied access  to information on the  case  in inte res t tha t has  been or is  
routine ly provided to the  prosecution.  S ta te  law removes  the  public 
defender as  a  crimina l jus tice  agency.  A defense  Attorney should be  
re fe rred to the  Dis trict Attorney for Discovery. 

#  Priva te  security agencies  and priva te  de tective  agencies  a re  NOT 
crimina l jus tice  agencies  and a re  entitled only to public information, 
provided the ir purpose  in reques ting access  is  in keeping with the  public 
inte res t. 

#  Re leas ing  of Records  

#  The  Records  Section is  guided by the  privacy and security acts  a s  
directed by Nationa l, S ta te  and agency regula tions .  P roper identifica tion 
is  a  mandatory requirement of any reques ts  except for those  individua ls  
wearing a  uniform such as  law enforcement or milita ry (i.e . mus t produce  
the ir pe rsonne l ID).  If a  reques t is  over the  te lephone , discre tion is  used 
regarding wha t information can be  provided.  A ca ll back number to ve rify 
an individua l’s  pos ition or place  of employment sha ll be  comple ted.  If a  
pe rson has  access  to a  na tiona l crime  compute r, tha t pe rson may be  
reques ted to send a  te le type  message  to the  department or a  reques t can 
be  made  on the ir department le tte rhead.  If the re  is  a  ques tion involving 
the  re lease  of information in a  specific s itua tion, the  Records  Section 
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pe rsonne l will contact the  Records  Supervisor.  All reports  mus t be  
screened for confidentia l information prior to re lease . 

#  If a  record is  not immedia te ly ava ilable  for any reason, Records  
Section personne l mus t give  the  pe rson inquiring a  reasonable  
explana tion as  to why it is  not ava ilable . 

#  When another law enforcement agency reques ts  a  copy of the  
report, a  record of this  transaction is  recorded on the  case  action sheet.  
Records  Section personne l record the  da te , the  agency, the  initia ls  of the  
member who copied the  case  and re leased it.  (If the  report is  faxed, the  
confirmed fax shee t is  a lso put in the  case  file ).   

#  Members  of the  public reques ting a  copy of a  report must fill out a  
s tandard form with the  proper information and show a  picture  
identifica tion.  The  form must include  the  applicant’s  name, da te  of birth, 
address , reason for the  reques t, drive r’s  license  number, s igna ture  and 
the  date  of the  action.  The  origina l form is  filed with the  report (and a  copy 
for the  Chief and the  city cle rks  office ).  However the  reques t was  re leased 
sha ll be  noted on the  case  action shee t.  A da ily log of cases  copied for 
the  public is  kept by the  records  Section personne l. 

#  Records  information is  access ible  to Agency members  a t a ll times 
through the  Agency compute r.  In an emergency s itua tion, a  supervisor 
may reques t tha t the  Records  Supervisor or des ignee , be  notified to 
provide  the  necessa ry crimina l jus tice  documents . 

#  Members  have  access  to the  following indexes  through compute r 
resources : 

 # An index of incidents  of loca tion, 

 # An index of incidents  by type .  (Via  CCIC automated s ta tis tics  and 
agency compute rs ) 

 # An index of s tolen, found, recovered and evidentia l property 
(ava ilable  through agency and CCIC/NCIC compute rs ) 

 # A crimina l his tory file  on each person a rres ted 

#  Records  Section personne l will crea te  a  bulle tin for the  Victim 
Advoca te  in accordance  with the  Victim Rights  Laws .  This  report will be  
run on every Monday for the  previous  week.  The  da te  range  is  the  
previous  Monday through Sunday.  Once  this  report is  crea ted, it can be  
emailed to the  victim advoca tes .  Email the  reports  to the  Gilpin County 
Victim Advoca tes .  Once  they rece ive  the  bulle tin, and have  looked it 
over, they will reques t the  case  reports  they want a  copy of.  These  
reports  a re  a lso emailed to them via  the  eForce  software . 

 

#  Main ta in ing  Records  
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#  Every Monday a  da ily case  report log is  printed a nd is  mainta ined 
by the  Records  Section personne l.  The  log is  printed for the  previous 
week, Monday the  previous  week through Sunday.  All written cases  a re  
ass igned a  case  number and each case  number is  unique . 

#  All origina l case  reports , incident reports  (i.e . lockouts , warning 
ticke ts , traffic summons , e tc.) sha ll be  secure ly mainta ined by Records  
Section personne l.  Origina l reports  a re  logged in the  Case  Regis te r Book 
by recording the  da te  on which the  case  wa s  rece ived.  This  log is  a lso 
used to record Media  Release , N.I.B.R.S. entry and filing da te .  This  is  to 
mainta in a  sys tem whereby Records  Section personne l can account for a ll 
reports . 

#  The  Mas te r Name Index file  conta ins  the  names and ava ilable  
associa ted information of a ll victims , reporting persons, suspects , 
witnesses , pe rsons  a rres ted and persons  incarcera ted.  These  names 
automatica lly a rrange  and display in a lphabe tica l orde r by eForce , the  
agency compute r sys tem.  Title  24-72-308 CRS (Colorado Revised 
S ta tutes ) provides  crite ria  for limited access , expungements  and pardons . 

#  Each offense  report case  is  indexed with a  “Case  Action Shee t”.  
Information for the  specific case  is  recorded on the  case  action shee t.  
This  information includes  the  offense  report, supplements , cus todies , 
prosecution reports , evidence  reports , record re leases , e tc.  As  paperwork 
is  rece ived by the  records  section personne l, they record the  type  of 
information, da te  filed and the  initia ls  of the  records  section personne l 
recording each paper. 

#  All handwritten reports  (i.e . lockouts , warning ticke ts , e tc.) will be  
placed in a  numbered file  corresponding to the  Incident Number ass igned 
from the  CAD. 

#  Specific da ta  pe rta ining to each case  is  ente red into the  agency 
compute r sys tem.  Records  Section personne l check ce rta in information 
such as  da te  of birth, AKA’s  addresses , e tc.  Records  Section personne l 
a lso check the  a rres t information and make  sure  the  summons/pena lty 
assessment numbers  a re  accurate  before  this  information transfe rs  to the  
court software .  Afte r a ll the  information has  been ente red, the  report is  put 
in a  case  file  and then scanned into the  compute r sys tem (with a  double  
check by a  records  section personne l tha t did not do the  initia l 
scanning)(reports  afte r 2009, prior to 2009 this  paperwork is  not scanned 
into the  compute r software).  Afte r the  scanning procedure  has  been 
comple ted the  case  report is  than given to the  records  section personne l 
tha t ente rs  N.I.B.R.S . Once  tha t is  complete  the  report is  then filed in the  
records  room in numeric orde r. 

#  All supplementa l reports , s ta tus  reports , case  filings , evidence  
rece ipts  or othe r misce llaneous  paperwork a re  scanned into the  compute r 
sys tem, then recorded and added to the  origina l report file s .  
Supplementa l reports  to cases  may be  rece ived by a ll divis ions  within the  
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agency and the  origina ls  will be  forwarded to the  records  section.  
Supplementa l Reports  a re  screened by the  records  section personne l and 
appropria te  da ta  is  forwarded for N.I.B.R.S . entry. 

#  Upon rece iving an origina l case  report, the  Records  Section 
personne l dis tribute  copies  of the  reports  throughout the  agency or to the  
courts .  The  origina l report is  mainta ined by the  Records  Section.  
Records  a re  re leased to insurance  companies  or the ir des ignee , a t the ir 
reques t, by the  Records  Section and a re  genera lly mailed.  Records  a re  
re leased to the  public when the  pe rson in inte res t makes  written 
applica tions .  Records  of cases  which a re  currently under inves tiga tion 
and suspects  identities  involved in those  cases  will be  withhe ld without 
specific approva l of the  ass igned inves tiga tor.  Records  a re  not re leased 
to priva te  companies  to solicit bus iness .  Records  a re  not re leased if the  
re lease  could result in unwarranted adverse  consequences .  Records  of 
child abuse  a re  confidentia l.  The  names  of victims  of sexua l a ssault a re  
not re leased.  Records  be ing prosecuted by the  Dis trict Attorney can not 
be  re leased by our agency, but mus t be  re leased by the  discovery unit a t 
the  Dis trict Attorney’s  Office .  Other exceptions  and limita tions  a re  noted in 
A.4 of this  section. 

#  When supplementa l reports  a re  rece ived for cases  which a re  not 
currently on file , or have  a  file , the  pages  are  inse rted into a  folde r and 
filed numerica lly.  As  cases  a re  filed, the  a ttachments  in the  folders  a re  
recorded and added to the  case . 

#  “Ongoing Discovery Reques ts” a re  sent to the  office rs  on each 
case  from the  Dis trict Attorney’s  Office .  These  will be  forwarded to the  
Records  Section.  Records  will then forward any paperwork which has  not 
previous ly been sent to the  Dis trict Attorney. 

#  Fina l dispos ition of a ll cases  a re  forwarded by the  courts  to the  
Records  Section.  Fina l dispos ition on a ll fe lonies  a re  sent to the  detective  
handling the  case  and then forwarded to the  Records  Section.  Record 
Section personne l will forward a  copy of each dispos ition, rece ived from 
the  courts  to the  Inves tiga tions  Sergeant and a  copy of a ll fe lony 
dispos itions  will be  forwarded to the  Inves tiga tion Sergeant and the  
Evidence  Tech.  The  origina l dispos ition will then be  ente red in the  agency 
compute r sys tem by Records  Section personne l and then filed in the  
origina l case  report. 

#  Scanning  and  Records  Reten tion  

#  Scanning duties  a re  pe rformed by Records  Section personne l.  
Scanning duties  included scanning the  older and current cases  into the  
Alchemy software  for transfe r to CD’s , for records  re tention.  Scanning 
duties  a lso include  (beginning in 2009) a ll crimina l jus tice  paperwork into 
the  actua l case  report on the  agency compute r sys tem. 
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#  A permanent record of a ll file s  scanned is  ente red in a  log.  A log 
book of a ll scanning activity is  mainta ined by the  Records  Section 
personne l for refe rence  content. 

#  A records  re tention schedule  has  been es tablished by the  City of 
Black Hawk and is  in compliance  with the  Colorado Municipa l Records  
Retention Schedule  as  approved by the  S ta te  Archivis t.  The  schedule  is  
reviewed annua lly by the  City Cle rk and changes  a re  made ava ilable  to 
the  Records  Personne l.  A hard copy of the  Record Retention Schedule  is  
mainta ined by the  Record Supervisor. 

#  Collec tion  of Service  Fees  – Records  

#  Only Records  Section personne l a re  pe rmitted to write  rece ipts  and 
handle  the  currency rece ived for se rvices  pe rta ining to records  keeping for 
the  monthly ledger (i.e . Res titution, copies  of tapes  – audio/video, PBT’s , 
e tc).  Fees  a re  collected in accordance  to court orde rs  and/or decla ra tion 
of the  Chief as  approved by the  Board of Alderman.   

#  Records  Section personne l mainta in a  monthly ledger book for 
money rece ived.  When money is  re ce ived by Records  Section personne l, 
the  transaction is  recorded and a  rece ipt is  written.   For afte r hours  
collection of PBT’s  or court fines  the re  is  a  rece ipt book in the  front office r 
of the  records  section.  Any rece ipts  written from this  rece ipt book a re  to 
be  placed in the  white  locked box in the  lobby of the  police  department. 

#  The  Records  Section mainta ins  and keeps  the  money collected.  At 
the  end of the  month the  books  a re  tota led and ba lanced by the  
Adminis tra tive  Ass is tant to the  Chief to provide  an accounting of monies  
rece ived for each specific ca tegory.  This  monthly ledger is  forwarded to 
the  City Finance  Department.  All record keeping books a re  mainta ined in 
the  Records  Section.  During the  hours  tha t Records  Section personne l 
a re  not on duty, the  money is  kept locked in a  secure  fireproof filing 
cabine t.  Only Records  Section personne l have  access  to the  keys . 

#  Audits  a re  pe rformed by the  City Finance  Department a t least 
annua lly. 

#  Expunging  Procedure  

#  An order to sea l or expunge  records  mus t come from the  Dis trict 
Court of the  jurisdiction where  the  a rres t was  made  and the  crimina l 
record loca ted. 

Bas ic identifica tion information is  not sea led.  The  Agency compute r 
sys tem will indica te  the  file  has  been sea led/expunged.  The  separate  
index is  in a  ca rd file  box in the  Record Supervisors  office . 

#  A separa te  index is  kept which will include  the  following information: 

o  Name 

o Date  of Birth 
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o  Las t know address  

o  Phys ica l description 

o Name of the  Judge  ordering the  expungement 

o  Date  of the  order 

o  Court case  number if ava ilable  

#  The  court and pe titioner mus t be  notified within 120 days  of the  
agency’s  compliance  with the  court’s  orde r. 

#  Once  a  record is  sea led it is  deemed to never have  exis ted.  A 
sea led record may be  reopened only by a  court orde r. 

#  When a  court orde r to sea l or expunge  records  is  rece ived, the  
following file s  a re  sea rched: 

o  Name sea rch in the  agency compute r sys tems . 

#  If the  record to be  sea led is  a  law enforcement written re port, the  
following procedure  sha ll be  followed: 

o  Make  a  copy of the  origina l report 

o  Sea l the  origina l case , a long with the  mas te r index ca rd if 
applicable , and file  in the  supervisors  office  

o  On the  copied case  mark out the  name of the  subject of the  
court order and any refe rence  which might lead to the  
identity of the  individua l and re turn the  copied case  to the  
file s  

o  On the  case  action shee t, indica te  the  case  is  a  copy, and 
the  origina l record is  sea led, the  name of the  Judge , court 
case  number, da te  and name of the  member who sea led the  
case  

#  If the  case  is  scanned, flag the  CD with the  case  number and the  
name of the  subject which is  not be  re leased. 

#  All re fe rences  to the  individua l sha ll be  de le ted from agency 
compute rs  (the  individua l is  marked with a  s ea led record on the  agency 
compute r).  Any re fe rences  to the  individua l sha ll be  de le ted from the  
N.I.B.R.S . a rres t entries  as  we ll (forward a  copy of the  sea led notice  to the  
head of the  N.I.B.R.S  unit).  Compute r file  modifica tions  will be  comple ted 
only by a  supervisor. 

#  Pardons  a re  rece ived from the  Governors  Office  through the  Dis trict 
Court.  Records  in ques tion a re  re turned or des troyed as  ins tructed by the  
court or de r. 

#  Incoming  and  Outgoing  Mail 
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#  Incoming and outgoing Police  Department’s  mail is  handled by the  
Records  Section personne l.  The  officia l mailing address  for the  Black 
Hawk Police  Department is : 

P .O. Box 68 

Black Hawk, CO  80422 

#  Pos tage  for outgoing mail is  a ffixed by the  City Clerks  office  
pe rsonne l.  Packages  be ing shipped a re  processed by the  Adminis tra tive  
Ass is tant to the  Chief and then de live red to the  City Finance  Department 
for UPS mailing.  Certified mailings  a re  comple ted by the  Records  Section 
personne l and the  Unit Number of the  employee  is  put on the  rece ipt and 
the  green labe l (this  is  so they can be  re turned to the  correct employee). 

#  Incoming mail is  sorted and s tamped with the  rece iving da te .  All 
subpoenas  and DOR hearings  a re  opened, s tamped and 2 copies  made 
(1 for the  office r subpoena  file  and the  other for the  case  report).  All 
record reques ts  need to be  opened and da te  s tamped.  The  mail is  then 
dis tributed into the  designa ted s lots . 

#  Mail which is  not addressed to a  specific pe rson or Divis ion, is  
opened and forwarded to the  proper pe rson/Divis ion. 

#  Unidentified “windowed” mail is  opened and forwarded to the  
proper divis ion. 

#  Lobby 

#  All Records  Section personne l a re  tra ined to ass is t people  in the  
lobby, which is  the  reception a rea  of 221 Church S t.  Records  Section 
personne l s ta ff the  lobby a rea  da ily from 0800 hours  until 1700 hours , 
Monday through Friday. 

#  Fingerprin ting  

#  The  respons ibilities  of the  Records  Section personne l during the  
process ing of Fingerprints  be tween the  hours  of 0800 to 1700, Monday 
through Friday a re  a s  follows: 

o  Fingerprints  a re  only done  for the  res idents  of the  City of 
Black Hawk or for Liquor Licenses  for the  City Clerk. 

o  Ask for the  fingerprint ca rd, required fee  and a  drive r’s  
license  or I.D. 

o  Write  the  applicant a  rece ipt. 

o  Have  the  pe rson clea red on CCIC/NCIC through the  
Communications  Cente r. 

o  Make  a  copy of the  verifica tion form with the  drive r’s  license  
or I.D. 
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o  On the  copy, s tamp with the  rece ipt/da te  s tamp, write  the  
rece ipt number and the  initia ls  of the  Record Section 
personne l doing the  fingerprinting. 

o  Make  a  second copy and file  in the  back records  room. 

#  Defin itions  Us ed  in  the  Records  Sec tion  

#  Arres t & Crimina l Records  Information :  Information reporting 
the  a rres t, indictment, or othe r formal filing of crimina l charges  aga ins t a  
pe rson.  The  identity of the  crimina l jus tice  agency taking such officia l 
action re la tive  to an accused person. 

#  Bas ic  Identifica tion  Information :  The name, da te  of birth, las t 
known address , phys ica l description and sex of any person. 

#  CAD:  Compute r Aided Dispa tch 

#  Crimina l J us tice  Agenc y:  Any court with crimina l jurisdiction and 
any agency of the  s ta te  or of any county, city and county, home rule  city 
and county, home rule  city or county, city, town, te rritoria l charte r city, 
governing boards  of ins titutions  of higher educa tion, school dis trict, specia l 
dis trict, judicia l dis trict or law enforcement authority which performs  any 
activity directly re la ting to the  de tection or inves tiga tion of crime; the  
apprehens ion, pre tria l re lease , pos t tria l re lease , prosecution, correctiona l 
supervis ion, rehabilita tion, eva lua tion or trea tment of accused persons  or 
crimina l offenders ; or crimina l identifica tion activities  or the  collection. 
S torage  or dissemina tion of a rres t and crimina l records  information. 

#  Crimina l J us tice  Records :  All books , papers , ca rds , photographs, 
tapes , recordings  or othe r documenta ry mate ria ls , regardless  of form or 
characte ris tics , which a re  made , mainta ined or kept by any crimina l jus tice  
agency in the  s ta te  for use  in the  exercise  of functions  required or 
authorized by law or adminis tra tive  rule . 

#  Cus todian :  The  officia l cus todian or any authorized person having 
persona l cus tody and control of the  criminal jus tice  records  in ques tion.  
The  supervisor of records  is  the  Officia l Cus todian of Records . 

#  Dis pos ition :  A decis ion not to file  crimina l charges  a fte r a rres t.  
The  conclus ion of crimina l proceedings , including conviction, acquitta l or 
acquitta l by reason of insanity.  The  dismissa l, abandonment or indefinite  
pos tponement of crimina l proceedings .  Formal dive rs ion from 
prosecution.  Sentencing, correctiona l supervis ion and re lease  from 
correctiona l supervis ion, including te rms  and conditions  the reof.  Outcome 
of appe lla te  review of crimina l proceedings .  Executive  clemency. 

#  I.B.R.S .:  Incident Based Reporting Sys tem 

#  N.I.B.R.S .:  Nationa l Incident Based Reporting Sys tem 

#  Offic ia l Ac tion :  An a rres t, indictment, charging by information, 
dispos ition, pre tria l or pos t tria l re lease  from cus tody, judicia l 
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de te rmination of menta l or phys ica l condition, decis ion to grant, orde r or 
te rmina te  probation, pa role  or pa rticipa tion in correctiona l or rehabilita tive  
programs.  Any decis ion to formally discipline , reclass ify or re loca te  any 
person under crimina l sentence . 

#  Offic ia l cus tod ian:   Any office r or employee  of the  s ta te  or any 
agency, ins titution, or politica l subdivis ion the reof who is  respons ible  for 
the  maintenance , ca re , and keeping of crimina l jus tice  records , regardless  
of whe ther such records  a re  in his  actua l pe rsona l cus tody and control. 

#  OSN:  Operator Security Number 

#  Pers on:  Any na tural pe rson, corpora tion, pa rtne rship, firm or 
associa tion. 

#  Pers on  in  in te res t:  The  person who is  the  primary subject of a  
crimina l jus tice  record or any representa tive  des igna ted by sa id pe rson by 
power of a ttorney or nota rized authoriza tion.  Except tha t, if the  subject of 
the  record is  under lega l disability, “pe rson in inte res t” means  and includes  
his /he r pa rents  or duly appointed lega l representa tive . 

#  U.C.R.:  Uniform Crime  Reporting Program. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Au thorized  by: 
S tephen  N. Cole         Da te : 02/24/2010 
Chie f o f Police  
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BLACK HAWK POLICE DEPARTMENT  
S tandard  Opera ting  Procedure   

Chie f S tephen  N. Cole  

Date  Is s ued: 11/08/2013 

Subject: Dis pos itions  

TO: All Pers onne l Revis ed : 10/18/2016 

Procedure: Dis pos itions  a re  rece ived  in  the  Record  Sec tion  from the  
County Court, Munic ipa l Court and  the  Dis tric t Attorney’s  Office . The  da ta  
will be  upda ted  in  the  compute r and  the  dis pos ition  filed  in  the  cas e  report. 
Dis pos itions  are  recorded  and  filed to  as s ure  the  evidence  will be  
des troyed  in  a  time ly manner and  the  cas e  c los ed . 

Definitions : 

•  Guilty GAC Pled Guilty 
•  Not Guilty NG Pled Not Guilty 
•  Defe rred Judgment DJS P led Guilty, given 6 months  to a  

year to have  no new viola tions  
to have  the  guilty plea  changed 
to Dismissed 

•  Defe rred Prosecution DPS  
•  Vaca te  VAC Afte r the  completion of a  DJS 

with no new viola tions , the  
charge  is  vacated (Dismissed) 

 Dismissed DBJ  Charge  Dismissed 
 

Dis pos itions  

When Dispos itions  a re  rece ived in Records  from Court/Dis trict Attorney 
and Municipa l Court 

Search a ll dispos itions  by las t name (this  is  to de te rmine  if it is  a  case  report or a  
cita tion). All cita tions  are  filed by a lphabe tica l (beginning in 2012) and year 

County Dispos itions  – Sometimes  the  CR # or ticke t # is  lis ted on the  dispos ition. 
If the re  is  a  case , the re  will be  a  case  number with an a rres tee  and/or suspect. If 
the re  is  only a  cita tion the re  will be  a  cita tion number with an MC/GC before  the  
cita tion number. Write  the  ca se  number on the  dispos ition if it is  a  case . If it is  a  
cita tion, highlight the  name of the  defendant in ye llow (write  down the  year of the  
cita tion, if it is  not the  current year). 
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Municipa l Dispos itions  – Afte r the  sea rch to de te rmine  if it is  a  case  report or a  
cita tion, highlight the  case  number or the  name (depending on the  type  of case ). 
If it is  a  cita tion write  down the  year of the  cita tion, if it is  not the  current year. 

 

Dis pos ition  Input – eForce   
Cas e  Report 

Logon to  eForce  

Search – left click 
DNA Search – left click 
Ente r the  la s t name (firs t initia l in some cases  – popular names) and hit the  
“Ente r” key or left click on the  “Search” button 
Left click on the  name 
Left click on case  numbe r; a rres tee  

Write  the  case  number on the  upper right hand corner of the  dispos ition 
Left click on the  Arres tee  

 # Arres tee  Deta ils  – Left click ADD a  

new charge  to ente r the  Dispos ition:  

 # Search by code  – enter the  Sta tute /Ordinance  number (the  one  a lready 
lis ted in the  case  

Highlight the  S ta tute /Ordinance  number needed – Tab 
(eForce  auto popula tes  the  res t) 

 # Charge  dispos ition – Ente r the  court dispos ition (2 or 3 digit 
dispos ition code) & court da te  

Guilty – GAC 
Not Guilty – NG 
Dis mis s e d - DBJ  
Defe rred Sentence  - DJS 
Vaca ted – VAC (this  is  used when a  Defe rred Judgment was  
comple ted with no new viola tions  

Amende d - AMD (us e  the  origina l s ta tute  numbe r) 
Add the  new charge  & do the  dispos ition as  Guilty)(Municipa l 

dispos itions  will show AMD, County Dispos itions  do not show AMD, 
jus t check the  charges  and see  if the re  a re  any new charges) 

 # Add – left click 
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Now there  is  a  dispos ition on the  charge  
Continue  this  until a ll charges  have  a  dispos ition 
Lis t the  Court Docke t Number in the  “Comments” section (County cases  only) 
If the re  is  a  “Dismissa l” on a  Defe rred Judgment, check to make  sure  the  
property was  des troyed/re turned. If it has  not, than follow the  directions  be low 
for Property. 

Check the  Comment Section in the  Arres tee  Deta ils  to see  if “FINGERPRINTS” 
were  done  
If “FINGERPRINTS” is  documented, write  “FINGERPRINTS” on the  
actua l dispos ition (unless  it’s  a  Defe rred Sentence /Judgment, e tc.) 
Save /Finish – Left Click 

Check for Property  

Left click on Property 
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Under S ta tus  – if the  property has  a lready been des troyed or re turned, this  form 
needs  to be  filed in the  case  file . If the re  is  property tha t needs  to be  des troyed, 
write  Prop on the  dispos ition & re turn them to the  Record Supervisor. The  
Record Supervisor will forward a  copy of the  dispos ition to the  Evidence  
Technician and file  the  origina l dispos ition. 

 # Evidence  Re lease  box – use  the  drop down box and click on 
the  appropria te  time  limit for des truction 

If the re  is  more  than one  defendant in the  case , each defendant has  to have  
appeared in court in orde r for the  property to be  des troyed. 

Click on the  Alert Tab (Mostly used for Municipa l charges) 

Do this  next s tep if a  defendant has  been court orde red out of a  cas ino or a ll 
cas inos . A lis t of a ll defendants  given a  Defe rred Sentence  will be  included for 
any trespasses  missed on a  dispos ition from Municipa l Court 

 

 # Check the  Alert Box 
 # Date  of court (this  will be  found on the  lis t or the  dispos ition 

from the  court cle rk) 
 # 86’d 
 # Lis t which casino or a ll cas inos  
 # Per Court 
 # Date  the  defendant can re turn to the  cas inos  
 # Record Technician initia ls  
 # Save – Left Click 
 # Then put a  checkmark on the  printout next to the  “86 Date  

Complete” (the  checkmark shows tha t the  Alert was completed 

(* See  instructions  for comple ted Defe rred Sentences  – DJS) 
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FELONY CASES – The  Dis trict Attorney’s  case  dispos ition is  mailed directly to 
the  de tective /office r tha t filed the  case  and the re  will be  an Evidence  Dispos ition 
Report a ttached (in mos t cases ), which ins tructs  wha t evidence  is  to be  
des troyed/re leased, wha t time  frame  for destruction (such as  “120 days”) and 
whe ther the  property needs  to be  photographed 

If the re  is  more  than one  defendant in the  case , each defendant has  to have  
appeared in court in orde r for the  property to be  des troyed. 

If the re  is  “PROPERTY”, write  “PROPERTY” on the  actua l dispos ition. If the  
s ta tus  of the  prope rty is  “evidence  in cus tody”, or “se ized”. If the  s ta tus  of the  
prope rty is  “re leased”, “re turned”, “de s troyed”, e tc (a  code  indica ting the  property 
is  no longe r in the  property room) then do not write  “PROPERTY” on the  
dispos ition 

If the re  were  Fingerprints  taken (Municipa l charges  only) or the re  is  Property tha t 
needs  to be  des troyed write  this  on the  bottom of the  court dispos ition 

The  Record Supervisor will make  a  copy of a ll the  dispos itions  s ta ting 
“PROPERTY” and give  them to the  Evidence  Technician. The origina l ge ts  filed 
in the  case  report. 
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Dis pos ition  Input – eForce   
Cita tion  

Logon to  eForce  

Search – left click 
DNA Search – left click 
Ente r la s t name (firs t initia l in some cases  – popular names) and hit “Ente r” or left 
click on the  “Search” button 
Left click on the  name 
Left click on the  cita tion number 

 # Highlight the  name in ye llow 
 # Write  the  cita tion # in the  upper right hand corner 

 

Dispos itions  for a  cita tion can only be  input in the  “Comments” section. 
 # Left click next to the  case  number in the  “Comments” section – hit “Ente r” 
 # Court Date 
 # Type  the  s ta tute  number (if the re  a re  more s ta tute  numbers  on the  

dispos ition then one  will be  an added charge  and one  of the  charges  
will be  the  amended charge) 

 # Type the  disposition 
 # Initia ls  of person inputting 
 # Lis t the  Court Docke t Number (County cases  

only) Left Click on the  Save /Finish button 

ex: 010114 M604 Amd chg to M202 Guilty/rmm 
010114 42-4-1604 Amd chg to 42-4-202 Guilty; 2013M000504/rmm 
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There  will be  no “Fingerprints” or “Property” on a  cita tion. These  dispositions  will 
be  scanned and a ttached to the  cita tion. 

 
Defe rred  J udgments  from Court 

Afte r each Municipa l Court da te , the  court clerk will send out a  notice  
of a ll the  cases  tha t pled a  Defe rred Judgment. 

Logon to  eForce  

Search – left click 
DNA Search – left click 
Ente r las t name (firs t initia l in some cases  – popular names) and hit the  “Ente r” 
key or le ft click on the  “Search” button 
Left click on the  name 
Left click on the  case  number and a rres tee  

 # Arres tee  Deta ils  – 

Left click ADD a  new 

charge :  

 # Search by code – enter the  Sta tute /Ordinance 
number Highlight the  Sta tute /Ordinance 
number needed – Tab (eForce  auto popula tes  
the  res t) 

 # Charge  dispo – Enter the  court 
disposition DJS – court da te 

 # Add – left click 
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Now there  is  a  dispos ition on the  charge  
Continue  this  until a ll charges  have  a  dispos ition 
Lis t the  Court Docke t Number in the  “Comments” section (County cases  only) 

Check for Property  

Left click on Property 

 

The  actua l dispos ition will be  rece ived in Records  afte r the  defendant has  
comple ted the ir Defe rred Judgment (which is  genera lly 1 year from the ir 
court da te ) 

If the re  is  “PROPERTY”, write  “PROPERTY” on the  printout from the  Court Cle rk 

If the re  is  more  than one  defendant in the  case , each defendant has  to have  
appeared in court in orde r for the  property to be  des troyed. 
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The  defendant may a lso be  ordered to s tay out of the  cas inos  and this  lis t 
will show the  cas ino/a ll cas inos  and the  da te  they can re turn to tha t cas ino. 
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 This  information needs to be  lis ted under the  Alert tab. 
Click on the Alert tab 
Ente r the  following: 

 # Check the  Ale rt box 
 # Date  of court (this  will be  found on the  lis t from the  court cle rk) 
 # 86’d/ 
 # Lis t which cas ino or a ll cas inos / 
 # Per court/ 
 # Date  the  defendant can re turn to the  cas inos/ 
 # Record Technician initia ls  
 # Save  – Left Click 
 # Then put a  checkmark on the  printout next to the  “86 Date  

Complete” (the  checkmark shows tha t the  Alert was completed) 
 # If the  case  is  be ing dismissed because  they comple ted the ir 

DJS successfully, then the  86’d a le rt needs  to be  deactiva ted 

Attached a re  samples  of a ll dispos itions  

 

 

Authorized by: 
S tephen  N. Cole    Date : 11/08/2013  
Chie f o f Police  
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BLACK HAWK POLICE DEP ARTMENT  

S tandard  Opera ting  Procedure  
Chie f S tephen  N. Cole  

 
Date  Is s ued: 02/24/2010 
 

Subjec t: Summons  Proces s ing       
 

TO: All Pers onne l     Revis ed  Date :  10/18/2016 
 

 
P rocedure: It is  the  procedure  of the  Black Hawk Police  Department to process  
summonses  in a  time ly manner. Process ing paperwork is  a  vita l re spons ibility of the  
Records  Section.  It is  impera tive  to have  the  paperwork processed and placed e ithe r in 
the  re lay boxes  or faxed in a  time ly fashion.  Paperwork nee ds  to be  processed by 10 
am and no la te r than 11 am.  The  office rs  will re lay the  paperwork to the  County offices  
as  soon as  it has  been processed.  Records  will make  copies  of a ll cita tions ; 
summonses , pena lty a ssessment, proof of service  and prepare  a  ca se  action shee t on 
everything processed. 
 
PA (Pena lty As s es s ment) 
 (Pena lt y Assessment ) (Summons  with  a  mail in  fine ) – If it is  a  county charge , forward 
the  PA to Department of Motor Vehicle  (enve lopes  a re  a lready pre -s tamped).  If it is  a  
municipa l charge , the  paperwork is  forwarded to the  Municipa l Court with a  paperwork 
checklis t.  (Municipa l Court ge ts  a  copy of a ll paperwork).  On County ticke ts , make  a  
copy of the  front and back of the  PA and re ta in them in the  police  department. 
 
Summons  – All copies  of the  summonses  a re  forwarded to County Court with a  
paperwork checklis t a ttached.  Copy a ll paperwork for a  municipa l summons  and 
forward to Municipa l Court with a  paperwork checklis t. Before  forwarding a  report to the  
Municipa l Court, be  sure  you have  the  full report.  Sometimes  a  summons is  is sued 
afte r the  initia l report has  been rece ived in Records  (genera lly these  a re  misdemeanor 
charges  such as  theft, jus t an example ).  *See  ins tructions  on printing a  Case  Report 
from eForce . 
 
DUI Reports  – The  summons  for DUI’s  a re  processed immedia te ly.  If the  subject was  
ja iled the re  will be  no summons  to process  (a  copy of the  summons should have  been 
rece ived from the  office r). *See  ins tructions  on printing a  Case  Report from eForce . 
 

 # BREATH TEST – If the  subject did a  brea th tes t and the  result is  over .08 forward 
this  report to Express  Consent (ONLY if the re  is  a  s igned affidavit). 

 # BLOOD TEST – This  report is  not forwarded to Express  Consent until the  blood 
results  a re  back from the  lab.  Once  the  supplement is  comple ted by the  office r, 
and the  results  a re  over .08 and an affidavit has  been s igned by the  office r it will 
then be  forwarded to Records  to forward DMV.   

 



Summons  Process ing  Page  2 of 3 
 

Tra ffic  Acc idents  – When the re  has  been a  tra ffic accident, and the  DR2447 is  
comple ted, and the  damage  is  over $1,000.00, forward the  DR2447 to DMV (enve lopes  
a re  pre -s tamped).  (Be  sure  it is  not a  Property Damage  accident)  (Traffic Accident is  
on any s tree t or highway; Property Damage  is  on priva te  property). 
 
P roof of Service  – Send the  origina l Proof of Service  and the  Driver’s  License  (if the  
office r confisca ted one) to the  Department of Revenue . 
 
Liquor & Gaming  Vio la tions  – These  reports  should have  a  paperwork checklis t 
a ttached if they need to be  forwarded.  If the re  is  a  Liquor Viola tion aga ins t one  of the  
cas inos , a  copy of this  report needs to be  forwarded to the  Records  Supervisor. 
 
Us e  of Force  Reports  – Reports  in which a  Use  of Force  form was  comple ted, need to 
be  forwarded to the  Chief of Police .  The origina l Use  of Force  forms a re  forwarded to 
the  Records  Supervisor. 
 
Fe lony Reports  – All fe lony reports  should be  forwarded to the  Inves tiga tions  Section. 
 
Any report, traffic accident, property damage , pe rsona l injury accident or incident report 
involving city vehicles  or city property needs to be  forwarded to the  appropria te  
departments .  Every report forwarded  to  o ther departments  is  to  be  forwarded  to  
the  Chie f o f Police  a ls o .  Every report ge ts  s tamped with the  “COPY” s tamp, including 
the  Chief’s  reports .  The  following lis t is  where  the  reports  a re  forwarded: 
 
Pe rsona l Injury 
 City Managers  Office  
 
City Vehicle  Accident 
 Director of the  respective  Department 
 City Managers  Office  
 Mechanic Supervisor 
 
City Property Damage  
 City Managers  Office  
 Director of Public Works  
 Director of the  respective  Department (if applicable ) 
 
 
Occas iona lly, a  summons  is  forwarded to the  Records  Section which a lso has  the  
origina l “Affidavit and Applica tion for Arres t Warrant” a ttached.  Look a t the  Affidavit and 
if it is  the  origina l, with an office r s igna ture  and the  nota ry information, this  entire  
document needs  to be  sent to the  court for Judge’s  s igna ture  (if the re  is  not a  faxed 
copy of the  Judge’s  s igna ture ).  Check with the  on duty Sergeant firs t to make  sure  the  
paperwork needs  to be  forwarded to County Court.  The  summons  will be  se rved to the  
defendant, once  he /she  is  a rres ted.  Very ra re ly will these  come through to Records . 
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Attached a re  copies  of a  Summons with an Affidavit and Applica tion for Arres t Warrant 
paperwork. 
 
Once  the  paperwork is  comple ted, place  a ll the  reports  in the  Supervisor’s  folde r for 
process ing the  work flow. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Au thorized  by: 
S tephen  N. Cole        Da te :  02/24/2010 
Chie f o f Police  
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BLACK HAWK POLICE DEP ARTMENT  

S tandard  Opera ting  Procedure  
Chie f S tephen  N. Cole  

 
Date  Is s ued: 08/21/2014 
 

Subjec t: Gilp in  County Communica tions  P lan       
 

TO: All Pers onne l      Da te  Revis ed : 09/01/2016 
 

 
Des crip tion: To provide  a  s tandard communica tions  plan for a ll emergency 
se rvices  in Gilpin County to enhance  communica tions .  
 
P rocedure: 
 

GILPIN COUNTY  
FIRE/EMS/LAW ENFORCEMENT  

COMMUNICATIONS PLAN 
OVERVIEW: 
 
The  channe ls  as  shown in the  ICS 205 form a re  ass igne d for use , however the  
incident and ava ilability of othe r communica tions  opportunities  (ce llula r, sa te llite , 
800 MHz, e tc.) may provide  a  need for flexibility. 
 
The  Gilpin County Communica tions  Center will be  routine ly monitoring Gilpin 
Law, BH Law and Gilpin Fire  on VHF and METRO NET and CSP on 800 MHz. 
The  cente r can a lso monitor Gilpin County Ops , VFIRE 21, 22, 23 and VLAW 31 
on VHF and Gilpin Mac and Mounta in Tac on 800 MHz if reques ted and s ta ff is  
ava ilable . 
 
The  Black Hawk Communications  Cente r will be  routine ly monitoring the  
following channe ls : Black Hawk Law, Black Hawk PD Ops , GC Law, GC Fire , GC 
Ops , VLAW 31, BH Public Works  and BH Transporta tion on VHF and METRO 
NET,  CSP and Mounta in Tac on 800 MHz. The  cente r can a lso monitor VFIRE 
21, 22, 23 on VHF and Gilpin Mac on 800 MHz if reques ted and s taff is  ava ilable . 
Radio coverage  in Black Hawk, Gilpin County and nearby mutua l a reas  does  
have  its  limita tions . Incident command should look to utilize  ta lk a round 
capabilities  on incident scenes  to enha nce  scene  communications  when the re  
may be  the  inability to reach a  tower. 
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It should be  a  priority to ensure  tha t radio traffic is  minimized on the  dispa tch 
channe l. Incident Commanders  and responders  should try to keep radio traffic on 
this  channe l to only direct communica tions  with dispa tch to include  appara tus  or 
chief response  and clea ring, a rriva l, scene  s ize -up, scene  upda tes , reques ts  for 
additiona l a ss is tance , and ins tructions  to a rriving appara tus . This  should not 
res trict any firs t responder from providing emergency radio traffic on any of the  
three  (3) primary radio channe ls  (BH Law, Gilpin Fire  and Gilpin Law). 
 
There  a re  three  loca l tactica l channe ls  tha t have  been loose ly as s igned to fire  
agencies . Gilpin Ambulance  Authority is  not a ss igned a  tactica l channe l due  to 
the  dis tance  be tween the ir s ta ffed s ta tions . They a re  encouraged to use  
whichever of the  tactica l channe ls  is  ava ilable  and will mee t the ir needs . Agency 
personne l should try to utilize  these  channe ls  for adminis tra tive  purposes , direct 
communica tions  (I.E. advis ing of individua l response  to chief office rs ) and on 
scene  communica tions . These  channe ls  a re  ava ilable  for a ll 4 agencies  to utilize  
when needed. 
 
Additiona lly, BHPD mainta ins  and encrypted operations  channe l for use  within 
the  city and its  gaming facilities . This  channe l is  monitored by the  Black Hawk 
Communications  Cente r. 
 
GILPIN COUNTY COMMUNICATIONS PLAN      
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CHANNEL UTILIZATION: 
 
The  main channe ls  utilized within Gilpin County sha ll be  utilized in the  following 
fashion: 
 
Gilp in  Fire :  P rimary Dispa tch Channe l, Communications  be tween responding 
appara tus  and Incident Commander and Communications  Cente r. This  channe l 
is  repea ted from 3 towers . 
 
Gilp in  Law: Primary Law Enforcement and Dispa tch Channe l for law 
enforcement incidents  in Gilpin County. Communications  be tween Centra l City 
PD, Gilpin County Sheriff’s  Office  and s ta te  gaming officia ls  and the  Gilpin 
County Communica tions  Cente r. This  channe l is  repea ted from 3 towers .  
 
Black Hawk Law: Primary Law Enforcement and Dispa tch Channe l for law 
enforcement incidents  in Black Hawk. Communica tions  be tween Black Hawk PD 
and s ta te  gaming officia ls  and the  Black Hawk Communica tions  Cente r. This  is  a  
repea ted channe l.  
 
Gilp in  Ops : Back up Dispa tch Channe l, Multi Agency opera tions  to include  cross  
discipline  response  (I.E. Fire /EMS/Law Enforcement) for la rge  sca le  incidents . 
This  channe l is  repeated from 3 towers . 
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GC Tac  1: Loca l Incident opera tions , divis ions /sectors  for la rge  incidents , loose ly 
ass igned to Timberline  FPD. This  is  a  repea ted channe l and not access ible  by 
the  communica tions  cente rs . 
 
GC Tac  2: Loca l Incident opera tions , divis ions /sectors  for la rge  incidents , loose ly 
ass igned to Black Hawk Fire  Department. This  is  a  non-repea ted channe l and 
not access ible  by the  communica tions  cente rs . 
 
GC Tac  3: Loca l Incident opera tions , divis ions /sectors  for la rge  incidents , loose ly 
ass igned to 
 
Centra l City VFD. This  is  a  repea ted channe l and not access ible  by the  
communica tions  centers . 
 
Black Hawk PD Ops : Encrypted tactica l channe l for opera tions  within the  
gaming es tablishments  and the  community of Black Hawk. Rese rved for use  for 
PD opera tions . 
 
VFIRE 22 – 23: These  channe ls  a re  utilized as  additiona l tactica l channe ls  for 
la rger incidents  and for mutua l a id coordina tion with incoming department’s  
appara tus  or when appara tus  from Gilpin County responds  on mutua l a id outs ide  
of the  county. 
 
VFIRE 21: Landing zone  and Medica l He licopte r communica tions . 
 
VMED 28: Large  sca le  medica l mutua l a id response  into or out of the  county. 
GILPIN COUNTY COMMUNICATIONS PLAN      
 3 
 
VFIRE 31: Landing Zone  and Medica l He licopte r communica tions . 
 
RADIO TERMINOLOGY:  
 
In orde r to s tandardize  the  radio traffic he re  a re  some s tandard radio te rms  and 
the ir definitions  for use  within the  communica tions  sys tem. 
 
P la in English vs . Utiliza tion of Department Specific Codes : 
In accordance  with NIMS Alert: 002-06: More  About 10-Codes  and P la in English; 
the  following guidance  has  been dis tributed.  
 
“It is  required tha t pla in English be  used for a ll multi-agency, multi-jurisdictiona l, 
and multi-discipline  events , such as  major disas te rs  and exercises . Beginning in 
the  fisca l yea r tha t s ta rts  on October 1, 2006, federa l preparedness  grant funding 
is  contingent on the  use  of pla in English in incidents  requiring ass is tance  from 
responders  from other agencies , jurisdictions  and functiona l disciplines” 
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This  document does  not make  any intent to manda te  the  use  of pla in English it 
does  provide  the  NIMS Integra tion Cente r information for cons idera tion.  
 
P la in English should be  utilized for the  es tablishment of command a t incidents . 
This  prevents  confus ion when multiple  agencies  a re  involved in the  incident. 
 
Affirmative : The  radio transmiss ion “Affirmative” s ta te s  a  pos itive  response  to a  
direct ques tion from Dispa tch, another fie ld unit or agency such as  the  hospita l. 

 # “Chief 31, Gilpin; did you copy the  upda te?” 
 # “Gilpin, Chief 31; Affirmative .” 
 

Nega tive : The  radio transmiss ion “Nega tive” s ta te s  a  nega tive  response  to a  
direct ques tion from Dispa tch, another fie ld unit or agency such as  a  hospita l. 

 # “Chief 41, Black Hawk; were  you direct on the  upda te?” 
 # “Black Hawk, Chie f 41; nega tive , can you repea t?” 
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Copy or Direct: The  radio transmiss ion “Copy” or “Direct” is  a  confirmation tha t a ll 
radio traffic was  rece ived and its  meaning has  been unders tood. 

 # “Chief 51, Gilpin; The  res ident advises  is  he  can now smell smoke  in the  
ups ta irs  ha llway and has  evacua ted the  res idence .” 

 # “Gilpin, Chief 51; I’m direct.” 
 
En Route : The  radio transmiss ion “En Route” means  you a re  going to a  ca ll and 
will a lso specify response  mode.  

 # “Black Hawk, 401; I am en route  to the  Ameris ta r.” 
 # “410, Black Hawk, en route  a t 1630.” 

 
On the  Scene  or on Loca tion: The  radio transmiss ion “On the  Scene” or “On 
Loca tion” indica tes  tha t you have  a rrived a t the  address  or loca tion of the  ca ll. 

 # “Gilpin, Gilpin 10, on loca tion a t Gilpin School.” 
 # “Gilpin 10, Gilpin, on loca tion a t 0925.” 

 
Enroute  to the  Hospita l: The  radio transmiss ion “Enroute  to the  (hospita l)” 
indica tes  tha t a  piece  of apparatus  is  enroute  to a  specific hospita l. Additiona l 
information should be  provided to include  “Transporting Emergency (Emergent)”, 
“Transporting Non-Emergency (Non-Emergent)”, Number of pa tients , number of 
extra  ride rs  and beginning mileage . 

 # “Black Hawk, Medic 3; transporting one  pa tient emergency with one  ride r 
to Sa int Anthony, beginning mileage  0.0.” 

 # “Medic 3, Black Hawk; transporting one  emergency with one  ride r to Sa int 
Anthony, beginning mileage  0.0 a t 2331.” 
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In Service : The  radio transmiss ion “In Service” indica tes  tha t a  piece  of 
equipment in now ava ilable  for ca ll.  

 # “Gilpin, Engine  57; re leased by command and in se rvice .” 
 # “Engine  57, Gilpin; in se rvice  a t 1700.” 

 
Incident Command Sys tem: 
 
Es tablishment of the  Incident Command Sys tem: 
The  es tablishment of the  ICS should be  done  by the  firs t unit on scene  or the  
s ize -up should be  comple ted and command passed to the  next in office r. 
Remember a  brie f s ize -up should accompany the  es tablishment or pass ing of 
command. 
GILPIN COUNTY COMMUNICATIONS PLAN      
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Es tablishing Command: 
“Gilpin, Chief 31; on loca tion, have  a  s ingle  s tory res identia l s tructure  with fire  
showing from the  roof a t the  B/C corner, Chief 31 will have  Eas t High S tree t 
Command.” 
“Chief 31, Gilpin; on loca tion with a  s ingle  s tory res identia l s tructure  with fire  
showing from the  roof a t the  B/C corner, Chief 31 has  Eas t High S tree t 
Command, 1630” 
 
Pass ing Command: 
“Gilpin, 301; on the  scene  a t mile  marker 4.5 with a  2 ca r head on collis ion. 
Appears  tha t a t leas t one  person is  trapped. I will be  pass ing command to Chief 
31.” 
“301, Gilpin; copy you a re  on the  scene  a t mile  marker 4.5 with a  2 ca r head on 
collis ion. Appears  to be  a t least one  person trapped. You a re  pass ing command 
to Chief 31, 0845” 
 
Termina ting Command:  
“Black Hawk, Highway 119 South Command; a ll pa tients  have  been transported, 
scene  has  been turned over the  CSP, command is  te rmina ted, Chief 41 is  in 
se rvice .” 
“Highway 11 South Command; command te rmina ted, Chief 41 in se rvice  a t 
1015.” 
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Transfe r of Command: 
“Gilpin, Dory Hill Command; Command will be  transfe rred to Chief 51.” 
“Dory Hill Command, Gilpin; Copy command transfe rred to Chief 51 a t 1730.” 
“On Unit on scene  on Dory Hill Road, be  advised Chief 51 is  now in command, 
1731.” 
 
ICS 205: Attached 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Au thorized  by: 
S tephen  N. Cole        Da te : 
Chie f o f Police  
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BLACK HAWK POLICE DEP ARTMENT  

S tandard  Opera ting  Procedure  
Chie f S tephen  N. Cole  

 
Date  Is s ued: 07/21/2012 
 

Subjec t: Communications  Cente r Ans wering  Phones      
 

TO: All Pers onne l     Da te  Revis ed : 09/02/2016 
 

 
Des crip tion: The  Black Hawk Communica tions  Cente r is  respons ible  for 
answering a ll incoming phone  ca lls  for the  Black Hawk Police  Department.  All 
phone  ca lls  rece ived will be  answered in a  time ly manner.  The  Communica tions  
Office r will de te rmine  the  response  needed and how to route  the  ca ll accordingly.       
 
P rocedure: Ca lls  coming into the  communica tions  cente r will come through 911 
and the  des igna ted non-emergency lines  (303-582-5878 & 303-582-0503).  
Phone  ca lls  coming into the  communica tion cente r will be  answered in the  
following order:  911 ca lls  will rece ive  firs t priority, followed by the  ca lls  coming in 
on the  non-emergency lines .  If a  ca ll is  answered other than the  911 line , and 
the  ca ll is  found to be  an emergency, this  ca ll will ta ke  priority over the  other ca lls  
coming into the  communica tions  cente r. 
 
911 ca lls  sha ll be  answered by saying, “Black Hawk 911, where  is  your 
emergency”.  Communica tions  Office rs  will de te rmine  na ture  and loca tion of the  
emergency.  If the  911 ca ll requires  the  ca ll to be  transfe rred to another 
emergency communica tions  cente r, the  Communications  Officer will ve rify the  
ca lle r’s  te lephone  number, in case  the  ca ll is  disconnected when transfe rred.  
When transfe rring a  911 ca ll, the  Communica tions  Office r will announce  the  ca ll 
to the  rece iving agency by s ta ting, “This  is  Black Hawk PD, I have  a  911 transfe r, 
go ahead s ir/ma’am”.   Once  the  Communications  Officer hears  the  ca lle r s ta rt to 
speak to the  new 911 opera tor, the  ca ll can be  dropped from the  Black Ha wk 911 
sys tem. 
 
Incoming phone  ca lls  on the  non-emergent lines  will be  answered by firs t giving 
the  Department’s  name, Black Hawk Police  and Fire , followed by the  
Communications  Office r’s  firs t name.   
 
If a  phone  ca ll is  rece ived and the  ca ll needs  to be  transfe rred in house , the  
Communications  Office r will a ttempt to ge t the  ca lle r’s  name, for the  employee  
who the  ca ll is  be ing transfe rred to.  If the  employee  is  on duty and a t the  police  
department, the  ca ll will be  transfe rred to the  appropria te  extens ion.  If the  
transfe r is  unsuccessful the  Page  All PD Phones  sha ll be  used on the  PD phone 
sys tem by announcing the  name of the  employee  rece iving the  ca ll and advis ing 
of a  ca ll holding on “Park” and the  number, i.e .,”Lt. Lloyd you have  a  ca ll on Park 
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1”.  If the  Communica tions  Officer is  s till unable  to make  contact, the  ca ll will be  
forwarded to the  employee’s  voicemail and the  employee  will be  notified via  
radio, phone , CAD/Mobile  texting sys tem, or email of the  new voicemail.   
 
If the  employee  is  off duty or out of the  building, the  ca ll will be  transfe rred to the  
employee’s  voicemail and the  employee  will be  notified via  email of the  new 
voicemail message . 
 
If multiple  emergent and non-emergent phone  lines  a re  ringing, the  
Communications  Office r will de te rmine  the  na ture  of the  ca ll and prioritize  the  
incoming ca lls .  The  Communications  Office r will a sk the  ca lle r if they have  an 
emergency in order to assess  the  urgency of the  ca ll.  If the  ca lle r has  an 
emergency, which is  de te rmined to be  less  critica l than the  other emergent ca ll, 
the  Communica tions  Office r will advise  the  ca lle r tha t they a re  handling another 
emergent ca ll and tha t they will be  a ss is ted as  quickly as  poss ible .  The  ca lle r will 
be  placed on hold and the  Communica tion Officer will re turn to the  ca lle r a s  soon 
as  poss ible .   
 
Ca lls  coming in on the  non-emergent (303-582-0503) line  will firs t ring into the  
communica tions  center, and on the  third ring, will begin ringing into the  records  
department.  If Records  Personne l a re  unable  to answer the  ca ll, the  phone  will 
continue  to ring in both the  Communica tions  Cente r and Records  Department 
until answered.  The  Communica tions  Officer will make  every reasonable  a ttempt 
to answer the  incoming ca ll and assess  the  ca ll for priority during emerge ncy 
s itua tions ; if a  ca ll comes  in on e ithe r of the  non-emergent lines  and the  ca ll is  to 
be  handled by the  records  department, the  ca ll sha ll be  transfe rred to extens ion 
452, this  will ring a ll of the  extens ions  in the  Records  Department.  If the  
Communications  Office r is  unable  to transfe r a  ca ll to the  Records  Department or 
they a re  busy with other ca lle rs , the  ca lle r will be  given the  option to leave  a  
voicemail for tha t department.  If a  ca ll is  rece ived and the  ca ll is  intended for the  
Black Hawk Municipa l Court, the  ca lle r will be  transfe rred to extens ion 727. 
 
 
 
 
 
 
 
 
 
Au thorized  by: 
S tephen  N. Cole        Da te :07/21/2012 
Chie f o f Police  
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BLACK HAWK POLICE DEP ARTMENT  

S tandard  Opera ting  Procedure  
Chie f S tephen  N. Cole  

 
Date  Is s ued: 03/20/2015 
 

Subjec t: Reporting  Elder Abus e       
 

TO: All Pers onne l      Da te  Revis ed : 
 

 
Des crip tion: Effective  July 1, 2014, not more  than 24 hours  afte r rece iving a  
report of abuse  or exploita tion of an a t-risk-e lde r, a  law enforcement agency sha ll 
provide  a  notifica tion of the  report to the  dis trict a ttorney of the  location of where  
the  abuse  or exploita tion occurred and to the  county department of the  a t-risk-
e lde r’s  res idence .  The  law enforcement agency is  required to inves tiga te  when 
appropria te  and a t the  conclus ion of the  inves tiga tion the  law enforcement 
agency is  to provide  a  summary report of the  inves tiga tion to the  dis trict a ttorney. 
(See , CRS 18-6.5-108(2)(B) and (C).) 
 
 
P rocedure : To facilita te  the  transmiss ion and reception of the  initia l Notifica tion 
and Summary Reports  the  1s t Judicia l Dis trict Attorney has  deve loped the  
following protocols  and re ques ts  a ll law enforcement agencies  within the  judicia l 
dis trict to adopt these  practices  and procedures  to comply with C.R.S  18-6.5-108. 
 

1. Initia l notifica tion of the  report, C.R.S  18-6.5-108(2)(B): Initia l notifica tion 
mus t be  made  within 24 hours . This  does  not require  a  full report or 
comple ted inves tiga tion within 24 hours .  
 
a . Initia l notifica tion of the  report should be  accomplished by transmiss ion 

of the  initia l report with a  cover sheet which includes  the  case  number 
if one  has  been ass igned, da te  and current s ta tus  of the  report, i.e .: 
a ss igned to inves tiga tions , Not Ass igned, Clea red by Arres t, or 
Pending furthe r review for ass ignment. A sample  of an Initia l Report 
cover shee t is  a ttached. The  cover shee t is  to be  transmitted to the  
dis trict a ttorney and APS with a  copy of the  initia l report which includes  
the  names  of the  suspect and victim, if known, the  case  report number, 
the  na ture  of the  compla int which cause  the  report to be  made , and 
any information obta ined pursuant to C.R.S  18-6.5-108 (2)(a ). 

b. At the  current time , the  cover shee t and report may be  emailed to 
dae lderabuse@Jeffco.us . Or facs imile  2303-271-6888, Attn: Jen Cla rk. 

 
2. Summary report, C.R.S . 18-6.5-108(2)(c): a  summary report mus t be  

provided upon comple tion of the  inves tiga tion. A copy of the  comple te  
inves tiga tive  report will meet the  requirements  of a  summary report. To 
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facilita te  the  transmiss ion of the  summary report, a  cover shee t lis ting the  
results  of the  inves tiga tion should be  submitted to the  dis trict a ttorney. A 
copy of a  summary report cover shee t is  a ttached. The  method of 
transfe rring the  cover shee t in the  reports  will diffe r depending on the  
outcome of the  inves tiga tion. 
 
a . Crimina l Charges : For cases  which result in a  fe lony crimina l case  

filing or the  is suance  of a  misdemeanor cita tion, the  reports  submitted 
with the  case  filing a re  sufficient to cons titute  a  summary report. The 
covershee t mus t be  transmitted to the  Dis trict Attorney’s  Elde r Abuse  
unit with refe rence  to the  crimina l filing. 
 

b. No Crimina l Charges  Filed: Cases  tha t do not result in crimina l charges  
afte r the  inves tiga tion is  completed should be  lis ted on the  cover sheet 
with a  brie f explana tion for the  no-fina l decis ion. The  completed 
inves tiga tion conta ining a ll supplementa l reports  should be  transmitted 
to the  dis trict a ttorney’s  e lde r abuse  unit with the  cover shee t. 

 
3. Dis trict a ttorney: The  1st Judicia l Dis trict Attorney’s  Elde r Abuse  

Prosecution Unit is  committed to working with law enforcement and Adult 
Protective  Services  to prosecute  cases  involving the  abuse  and 
exploita tion of e lde r adults . The  reports  rece ived by the  Dis trict Attorney’s  
Office  pursuant to C.R.S . 18-6.5-108 a re  reviewed by the  Elde r Abuse  
Inves tiga tor when they a re  rece ived and mainta ined an e lectronic form. 
The  e lde r abuse  unit may contact law enforcement agency or s ign 
inves tiga tor to inquire  about the  s ta tus  of the  inves tiga tion or to provide  
victim se rvices .  
 

4. Timeliness : Elde r abuse  cases  a re  time -sens itive  based on the  advanced 
age  and phys ica l and menta l condition of the ir e lde r victims . The 
legis la ture  has  recognized the  need to trea t offenses  aga ins t e lde rs  as  
priority cases  and provides  for prefe rentia l tria l da tes  for cases  involving 
a t-risk victims . C.R.S . 18-6.5-105. The  Dis trict Attorney’s  Office  reques ts  
a ll law enforcement agencies  to keep in mind the  time -sens itive  nature  of 
these  cases  and to cons ide r e lde r abuse  cases  a  high priority.  
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5. Flow Chart 
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6. Forms: 
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Au thorized  by: 
S tephen  N. Cole        Da te : 03/20/15 
Chie f o f Police  
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BLACK HAWK POLICE DEP ARTMENT  
S tandard  Opera ting  Procedure   

Chie f S tephen  N. Cole  

Date  Is s ued: 01/22/2014 

Subjec t: Fe lony filings /P leading  Ins truc tion  Form  

TO: All Pers onne l Revis ed : 10/18/2016 

Procedure: When a  fe lony has  been committed in Black Hawk, and the  case  ass igned 
to a  Black Hawk Detective  they have  48 hours  to file  a  re turn to court if the  defendant is  
in cus tody. If they a re  not in cus tody, the  De tective  will file  a  Fe lony Summons  or 
Re turn or apply for an Arres t Warrant. The  Record Section needs  to process  an 
accura te  report to be  forwarded to the  Dis trict Attorney’s  Office . 

Fe lony Filing  to  the  Dis tric t Attorney 

When a  fe lony has  been committed, the  Sergeant on Duty or the  Lieutenant over 
Inves tiga tions  will a ss ign the  ca se  to one  of the  de tective s . Afte r the  de tective  rece ives  
the  case , he /she  has  72 hours  in orde r to file  the  case  with the  Dis trict Attorne y’s  
Office . The  de tective  a ttempts  to ge t this  done  within 48 hours , a s  the  de fendant is  in 
Cus tody and the  Dis trict Attorne y would like  to have  the  case  24 hours  prior to 
appearing in court. 

> Fe lony Summons /Re turn to Court 
Report will be  emailed to the  secre ta ry to the  Dis trict Attorney 

> Fe lony Arre s t Warrant (not in cus tody) 
Report is  hand de live red by the  de tective  to the  Dis trict Attorney’s  Office  

Fe lony Summons/Re turn to Court *See  ins tructions  for Printing a  Case  Report from 
eForce  

> After the  report has  been printed, the  detective  will give  the  Records  
Personnel the  original Prosecution Report, and one  copy of the  Evidence  
Log (CCIC/CH are  no longer re leas ed to  the  Dis tric t Attorney’s  Office) 

> The  Records  Section will add this  additiona l paperwork and any other 
crimina l jus tice  paperwork to the  Case  Report a lready printed. 
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> Records  pe rsonne l will then process  it for the  Dis trict Attorney following 
the  instructions  be low: 

v' Ema il the  report from the  copie r to themse lve s  
v' Open the  report from the  email and save  the  file  a s  a  PDF to PD 

Support Shared (\\pdsvr)(Q:); DA Reports  (Crea te  a  folde r with the  
case  report number) save  the  entire  file  in the  folder (title  it with a ll 
the  paperwork included). (All additiona l paperwork be ing added to 
this  case  while  it’s  s till active  – for the  DA is  to be  saved in this  
folde r 

v' Forward the  email sent to the  Detective  in charge  of the  case  le tting 
them know tha t paperwork was  sent to the  DA’s  Office . 

> The  report is  now ready to ema il to the  secre ta ry of the  Dis trict Attorne y covering 
our ca ses  in Gilpin County. Ema il the  ca ses  through the  Je ffe rson County 
Secure  File  Sha ring (this  is  se t up through the  1s t Judicia l Dis trict – IT 
department) 

Make  sure  the  report is  logged in the  Case  Report under Case  Management, in Follow-
Up. Lis t a ll the  papers  sent to the  DA and lis t tha t a  copy of the  report went to the  
Detective  in charge  of the  case  a lso. 

If a ll the  documents  were  s canned  previous ly b y the  office r *See  ins tructions  for 
Opening and printing/emailing reports  out of eForce  

Fe lony Arre s t Warrant *See  ins tructions  for P rinting a  Case  Report from eForce  

> P rint a  copy of the  entire  report on the  copie r 
> Afte r the  copies  have  been made ; put the  copies  in the  respective  de tective ’s  box 

(they have  to hand de live r these  to the  Dis trict Attorney’s  Office ) 

P lead ing  Ins truc tion  Form (PIF) 

When an office r or a  de tective  file s  a  case  with the  Dis trict Attorney’s  Office , and the  
DA’s  office  accepts  the  charges , a  P leading Ins truction Form (PIF) will be  rece ived. 
Sometimes  the  dis trict a ttorney will not accept a ll charges . The  PIF will have  a ll the  
accepted charges  lis ted and the  res t were  not accepted. The records  pe rsonne l need to 
go to the  cases  on the  compute r and add the  dispos itions . 
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When a  charge  is  not be ing accepted, it needs  to be  documented on the  Arres t Deta ils  
screen. 

Ente ring a  charge  from the  Dis trict Attorney 

Left click on “Involved” – this  shows everyone  involved in the  case  
 # Arres tee  – Left click 
 # Arres tee  Deta ils  – Left 

click ADD a  new charge :  
 # Search by code – ente r the  S ta tute /Ordinance  

number Highlight the  S ta tute /Ordinance  number 
needed – Tab (eForce  auto popula tes  the  res t) 

Charge  dispos ition – No Pros  
 # Add – left click 

The  PIF is  filed as  the  top page  ins ide  the  case  report. The case  report is  pulled and 
put in the  fe lony filings  in the  record room. Any supplement or documenta tion tha t is  
rece ived afte r the  case  has  been accepted by the  Dis trict Attorney’s  Office  needs  to be  
forwarded to the  Dis trict Attorney’s  secre ta ry via  email. 

When a  reques t is  rece ived for a  copy of a  case  report with a  PIF, direct the ir ca lls  
to the  Dis trict Attorney’s  Office , to ge t a  copy through discovery. 

As  long as  the re  is  a  PIF in the  case  report, this  report is  not to be  re leased to any 
other pe rson or media . 

Once the  case  goes  to court and a  disposition is  rece ived from the  District Attorney’s  
Office , pull the  PIF form from the  front of the  case  and file  it within the  body of the  
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crimina l jus tice  paperwork and then file  the  case  report back in its  respective  place  in 
the  records  room. The  folde r in the  PD Support on the  compute r, DA Reports  can now 
be  moved to the  De le ted folde r (for tha t yea r). Afte r 6 months , de le ted a ll the  file s  in the  
folde r and rename the  folde r with the  case  report number and the  da te  everything was  
de le ted. 

Attached is  a  P leading Ins truction Form (PIF). 

Authorized by: 
S tephen  N. Cole  Date : 01/22/2014  
Chie f o f Police  
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BLACK HAWK POLICE DEP ARTMENT 

Standard  Opera ting  Procedure  
Chie f S tephen  N. Cole  

 
Date  Is s ued: 02/24/2010 
 

Subjec t: Media  Re leas e  Bulle tin  Reports  
 

TO: All Pers onne l    Revis ed  Date :  10/18/2016 
 

 
 
P rocedure : It is  the  P rocedure  of the  Black Hawk Police  Department to 
provide  copies  of reports  to the  Victim Advoca te  pe r the  Victim’s  Rights  
Act in a  time ly manner. A bulle tin report is  printed every Monday for the  
previous  week cross  refe rencing the  Case  Report Regis te r.  This  bulle tin 
is  emailed to the  newspapers , Weekly Regis te r Ca ll and the  Mt. Ear.     
 
To  Run the  Media  Re leas e  Bulle tin  Report: 
 
 # Reports  –Left Click 
 # Reports  –Left Click 
 # Bulle tin –Left Click 
 # Date  reported  
 # Ente r the  previous  Monday da te  – tab 
 # Ente r the  previous  Sunday – Ente r or le ft click on “Search Loca l” 

button 
 # This  is  the  previous  week lis t for the  victim advoca tes  
 # Left Click on the  “Print” button 
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This  is  a  lis t of the  previous  week cases  but with a  little  more  de ta il than 
the  Case  Regis te r Report. 
 
 # Send the  bulle tin to everyone  on the  County lis t (only one  can be  

emailed a t a  time): 
 # Aaron.s torms@weeklyregis te rca ll.com 
 # Publisher1977@gmail.com 
 
Print a  copy for the  case  regis te r book 
 
 
 
 
 
 
 
 
 
 
 
Au thorized  by: 
S tephen  N. Cole        Da te : 02/24/2010 
Chie f o f Police  
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BLACK HAWK POLICE DEP ARTMENT  
S tandard  Opera ting  Procedure   

Chie f S tephen  N. Cole  

Date  Is s ued: 02/14/2014 

Subjec t: Records  Scanning  & eForce  

TO: All Pers onne l Revis ed : 10/18/2016 

Procedure :  Scanning Documents 

“Click” – everywhere  the re  is  a  click, do a  le ft click unless  othe rwise  indica ted. 

Documents are scanned by use of the copier. Documents are scanned by single pages, numerous 
pages or a group of pages (ie – Prosecution Reports, etc....) 

Scanning done by other than officer 

+  Each case is scanned separately 
+  Place the documents in the feeder of the copier 

(Any odd size or two sided pages need to be copied first, in color so the feeder 
can scan all documents at one time) 
The following is done on the touch screen of the copier  

+  Touch the “SCAN & SEND” button 
+  Touch the “ONE-TOUCH” button 
+  Touch the “SCAN2FOLDER” button 
+  Touch the “OK” button 
+  Touch the “FILE NAME” button 
+  Type in the Case Report Number (do not use the hyphen) (ex – 094290 & 

abbreviation of document being scanned ex: CIRSA form – use a ci) 
+  Press the “OK” button 
+  Hit the “START” button on the copier 

Scanning done by officer 

+  Each case is scanned separately 
+  Place the documents in the feeder of the copier 

(Any odd size or two sided pages need to be copied first, in color so the feeder 
can scan all documents at one time) 
The following is done on the touch screen of the copier  

+  Touch the “SCAN & SEND” button 
+  Touch the “ADDRESS BOOK” button 
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+  Locate the name of officer with eforce after the name, then Touch 
+  Touch the “OK” button 
+  Touch the “FILE NAME” button 
+  Type in the Case Report Number (do not use the hyphen) (ex – 094290 & 

abbreviation of document being scanned ex: CIRSA form – use a ci) 
+  Press the “OK” button 
+  Hit the “START” button on the copier 

If scanning a document with numerous pages: 

+  Touch “OPTIONS” 
+ Touch “JOB BUILD” button 
+  Touch “CLOSE” button 
+  Feed 5 – 10 pages at a time, once document is completed touch the “START” 

button 

Do not scan CCIC/NCIC, NIBRS printouts or TLO documents 
Do not scan the printed police report or the “Case Action Sheet” 

The scanned documents will scan to a folder called “SCANS” in the Police Shared Folder. 

Pulling Scanned documents into the case 

eForce RMS 

Attaching documents by other than officer 

Log on to eForce 
Click on the “Search” tab 
Click on “Event” 
Event No – enter the Case number (ex – 0903149) and hit the “Enter” key or click on the 

“Search Local” button 
Click on the case number 
Click on “Photos/Attachments” – this is where the scanned documents will be attached to the 

case 
o Add Photo/Attachment button – click on it 
o  Click to open the file Browser 
o  Go to Police Shared, Scans folder 
o  Check within the “Scans” folder to make sure you are pulling the correct document in 

– then click on document, click the “Open” button (case number and document 
number should match) 

o  Title – title the document *See Scan Cheatsheet 
o  Click on the “Save & Finish” button 
o The document has been added to the case file and the list should be showing 
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Attaching documents by the officer 

Log on to eForce 
Click on the “Search” tab 
Click on “Event” 
Event No – enter the Case number (ex – 0903149) and hit the “Enter” key or click on the 

“Search Local” button 
Click on the case number 
Click on “Photos/Attachments” – this is where the scanned documents will be attached to the 

case 
o Click on Import Scan - click on it 
o  Click to open the file Browser 
o  All the documents scanned for this case report will upload at one time 
o Title – title the document *See Scan Cheatsheet 
o  Click on the “Save & Finish” button 
o The document has been added to the case file and the list should be showing 

Continue this until all documents are added. 
Someone else will do the QC (quality control) 

Double checking to make sure the documents are correct 

QC documents  

Follow the above instructions for logging on to both the computer and the eForce System. 

To check documents in the case  

Go to the case in eForce following the directions above 

Once in the “Attachments”: 

o  Click on the “Download” button 
o Click on the “Attachment box on bottom of screen” 
o The document will be showing – this should be the same document open in “Scans” 
o Click the “X” in the upper right hand corner (this closes the document” 
o Go back to the “Scans” tab 
o Do a right click on the document 
o  Click on “Delete” (make sure it is the correct document 
o  Confirm by clicking the “YES” button 
o Initial the back of the paper that has just been attached to the case report with officer 

number 

The papers the person is checking will also be filed in the case report. 
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When checking an officer’s attached scanned documents, there will never be a folder to delete 
the attachment. When they import, the scans are deleted automatically. 

The person doing the QC will be deleting all the PDF’s in the “Scans” folder once it is checked 
that the document is downloaded into the case file. 

If there are photos in the case file and the officer’s name has been written on the back of the 
photo, this means the attachment was scanned in by the officer and we do not need to check this. 

Scanning Citations to eForce 

Scanning Citations 

Documents are scanned by use of the copier. Documents are scanned by single pages, numerous 
pages or a group of pages (ie – Prosecution Reports, etc....) 

+ Each case is scanned separately 
+ Place the documents in the feeder of the copier 

(Any odd size or two sided pages need to be copied first, in color so the feeder 
can scan all documents at one time) 
The following is done on the touch screen of the copier  

+ Touch the “SEND” button 
+ Touch the “ONE-TOUCH” button 
+ Touch the “SCAN2FOLDER” button 
+ Touch the “OK” button 
+ Type in the Citation Number (ex – mc10601 or other documents) 
+ Press the “OK” button 
+ Hit the “START” button on the copier 

Do not scan CCIC/NCIC or NIBRS printouts 
Do not scan the “Case Action Sheet” 

The scanned documents will scan to a folder called “SCANS” in the Police Shared Folder. 
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Pulling Scanned citations into the 

citation eForce RMS 

Attaching citation 

You should already be in the Citation 
Click on “Photos/Attachments” – this is where the scanned documents will be attached to 

the case 
o Photo/Attachment button – click on it 
o  Click to open the file Browser 
o  Police Shared, Scan folder 
o  Check within the “Scan” folder to make sure you are pulling the correct document 

in – then click on document click the “Open” button 
o Title – title the document 
o  Click on the “Save & Finish” button 
o The document has been added to the case file and the list should be showing 

 

Authorized by: 
S tephen  N. Cole         Da te : 02/14/2014 
Chie f o f Police  
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