
It is the Vernon Police Departments goal to provide the highest level ol scrvicc to the
community. Therefore. providing al1 organized training program. designed speoilicalll'
for the neu4y assigned Detective will assist in accomplishing that goal by insLrring
properly trained Detectives who are suftlciently prepared to provide that service.

TlTis progranr will utilize training nraterial in conjunction rvith experienced Detective5
acting as training olficers and lhe close super!ision ofthe Detective Sergeant and

Delective Lieutel1anlto assist the ne\\,Deteclive with learning the basic tasks ofa
Detective. l he prograul is designcd to dcvelop a hetter-kained and more ei'icctive
Detective Bureau capable ofworkiDg as a well-organized team. which in turn assists thc
Vernon Police Departmenl in reaching its goals.

GOALS
To introduce thc newly assjgned l)etectivc to a basic ovcrvicw oftheir assignment and
the policies and procedures used, to conduct proper and succcssful follow up criminal
il1vestigations.

To develop a motivated, successful and responsible l)etcctivc. through comprehensrve
and consistent training.

To assist the supervisors in their ctl'ons to cvaluate the new Deleclive's competenc)'
bascd on thcir ability to accomplish the identified obiectivcs and tasks.

To develop consistency and teamwork through the use ofexperienced Detectives as

lraining oflicers.

TOPICS
This manual u,ill identifl specilic tasks and proccdurcs, which are used by thc Vcrnon
Police Depafinlent to conduct ibl]ow up crirrjnal invcstigations. uork with orhcr law
cnfbrcemenl agencics. complete court related duties and makc use ofinlbrmation
sources. It will also provide helpl'ul hilts on thc things that should or should not be done
in order to complctc a successi'ul investigation. l hc development of this manual ls cn
ongoing process- '[hc manuai wiil be rnonitorcd for any updaies neccssary as tasks,
proccdures ard other related and established Vclnon Police Department Polices and
Procedurcs may change. A list oftopics is covered in the table ol contents.
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NEW DETECTIVE
-lhc ncwly assigned Detective s primary role is that ofa student. They must be rvilling to
develop the mind set oftaking pan in a leaming process based on thc loundalion ol'
textual instruction through the use ofthis manual and verbal instruction provided by their
peers and mixed with practical application. Klou,ledge based on previous experience
will vary. so all must bc willing to leam new techniques or develop some oftheir old
ones. The newly assigned Delective must possess or develop a high level ol self-
motivalion ncccssary to successlully maintain and manage thc large number ol_cases

assigned to thenr.

Responsibilitics of thc nc!r Delective

'lhcy shall review and discuss with their training panner all rnatcrial in thc
training mauual.
l hcy shall revicw the diflerent tasks with their faining partner. 'l hc trainec and

training partner will thcn sign offcach task by signaturc and date, indicatints that
they undersland the instructions-
Whc thc trainee oompletes one ofthe identified tasks, they shall hAve it signed
olTby signaturc and datc.
Ask questions of their training parlncr, peers and supervisors to help in
developing that working knowledge.
lle tnotivaled and willing to implemenr the information and training thcy rccgive
into their current invcstigations
Provide lcedback lbr the use in devcloping future needs ofthe training process.

fraining Manual Ilcsponsibililies and Disposition

It \\'ill bc the lrainec's responsibility to providc the task list and cornplcted
obiectivcs fbr revie\\'b], the Scrgeant. Lieutenant or Division Conrnrander at any.

time. This list will be kept in the trainee's manual.
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TRAININ(; DETECTIVE / PARTNER
lhe Detective assigned as thc training ollicer and partner is ke.y lo a successtirl training
process. Their desire to train and tcach nc$ l)ctcctives is essential to developing highly
skilled and motivatcd nronbcrs ol'lhe Detective Bureau.

llcsponsibilities of the Training l)clcclivc

Iixhibit a high lcvcl ol rcsponsibilitl and accept thcir rolc as a lcacher. coach and

Ilcn1.)r

Exhibit patience and rnolivation while giving constant guidancc to the trainee.

Activel-v discuss all tr:rining information rvith the trainee and, when applicable.
rdentifo problems thcl' have encountered.

l\lakc usc ol practical upplication $ hclcvcr possihlc

Constantly revie\,' thc lraincc s manual and sigD olf or tasks identified irl the
tasks list as they arc r.liscussed and perfbrmed.

Inleracl \!,ith oth,Jr I)elccli\cs so as to keep updated orl currcnl cascs that ma)
have practical application lo$nrd lcarning \,arious trdiniltg trsks and procedures

Review active cases u ith the lrainee and, when applicable. allow them to assist
with thc investigation.

Objectively assess. cvaluale arld identify areas ofdcficiency in thc trainee's
progrcss.

Ell'ectively comnrunicatc un)'dclicicDcics or areirs ol intprovcnrenl eilher orally
or in rr rittcrr li,r rr l, ' llrc Ir.lIrrL. JIJ ,'r iuper\ i50r.
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As the firsl linc supcrvisor. it is incumbent upon the Sergcant to insulc the complete and

proper training ol'lhe new Detective. l hc Scrgeant will also shdre the 11)lc oltcacher,
coach and mentor.

Responsibililies ol a Scrgeant

Assign a training partner to the trainee

Canv oul liequent discussions with the training patner to monitor the tminee's
progfess.

Carry out periodic discussions with the fainee to assess progrcss. ot'fer
encouragenlcnt. mentor and allow for t'eedback on the traininS.

llcvicw and evaluatc the tminee's practical work. Revieu'progress by monitoring
the signed offtask lists in the trainee's manual. Review and evaluate the training
partner's training techniques and willirtgness to complete thcir duties as a training
ol.1jcer.

Monitor dcpiLrlmcnt polioies and proccdures lbr,my needcd changes to the
lraining nranual and/or progranr.

Be rcsponsible with providing or obtaining additional training that may be needed
to assist the trainee to overcome deficiencies or in their development to
invcstigate crimes involving their area of responsibility or expertise.

Conler \\'ith lhc licurenant on lhc traincc s plogress. obtain ltcdback and institute
anv ncccssalv changcs to the tlaining nranual or program.

Complcte a lrorthly cvalualion lbr thc Iirst six months ofthc new Detectives
reassignme t.

l.lLt I I:\.\\ I

As a Bureau head. the Lieutenant has overall responsibility with the organization
and practical application ofthe training manual and program.

Carry out periodic discussions with the trainee to assess their progless.

Confer with the Sergeant on thc trainee's progress and keep the Division
Commandcr intbrmed as 10 the application ofthc training program ald the neu
Detcctive s progress.
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WORKSTATTON
Delectives will spend a major porlion ofhis or her timc. conducting case revie\is.
conducting investigations, preparing court documcnts. repo( writing and telephone
interviews. The work areas have been designcd lo proyide each Detcctive \r,ith the
maximum amount ofcabinet and desk space.

Dctectives should keep their workstaiions organizcd. clean and orderly. Detectives
should not use the floor around their desks as a storagc arca.

Detectives should lgygl store evidencc overnight at their workstation, either on the floor
or locked in a desk.

Detectives should Nlygl lcavc anv fircarnrs unsecurcd at thcir dcsk ovemight or when
thcy are away from their.,!orkstation.

UNMARKED POLICE UNIT
An unmarked police unit rvill be assigncd to each Detcctive and can be used b1., other
members ofthe Dctective Bureau. All the assigncd Dctecri\es are responsiblc firr thc
care and reporting needed maintenaDcc for all assigned unnrarkcd police u ts and should
lbllow the established departmental policy at all tiDles.

I)etectives who are assigned to a unit will ensurc thal i1 is kepl u,ashed, clean oltrash and
propcrly fucled. I1 a Detective borrows a unit assigncd to another Detective, they shall
cnsure that upon rctum, the unit is clean. frcc ol trash nlld fiteled. When the unit is no1 in
usc. thc assigned Detectives will leave their kcys al th0ir workstatiofls in case another
Dctective or Dlcnrber oi-the deparlmcnt has specilic nced to use the vehicle.

Detectives shall not takc their unit keys home or lock thcm in their desks. Keys should
bc placed somcwhere visible at their workstation in casc another member ofthe
depanment nceds lhe vehicle.

lfa f)etective needs to use another on-duty [)clcclive's unil, they should make all
attempts to notiry the Detective assigned to that vehicle. Ifthey are not able to conract
him or her, they should notiry the Sergcant or Lieutenant about their need to take a
different vehicle.
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CEI,LTILAR TI]I,EPHONE
Dctectives will hc given a ccllular rclephone while assigned to the Dercclive Bureau. I.he
ibllorving guideline should be fbllowed when using cellular telephones or recordcd
workstation telephones. Ncw Detectives necd to set up their voice mail.

Assigned cellular tclephones are to make orllv work relatcd calls and should not bc used
to rnake personal calls. 11 should be understood that tlle cellular telephones are an added
cosl to thc Cily ofVernon and rhe privilege should not be abused.

PORTABLE RADIOS
Deteclives will lllaintain thc same ponable radio thal $?s originally assigned to thcm,
whclher they return to palrol or they are reassigned. New I)etectives wii usc the same
portable radio in the Dctective Bureau that was originally issued to thcm on patrol.
Detectives will follow prcviously established depa mcntal policy and procedures in
regards to thc porrahle radio. On the desk ofeach workstation therc is a charger 1br the
poftable radio. fhis charger is assigned to the workstation.

DIGITAL VOICE ITECORDIIRS
t)etectives \\,ill maintain the same Ol)mpus digiral voice recorder that was originally
assigned to thcm. wllether theY rctum to fatrol or tlte! are aeassigncd. Neu, Ditectives
will use the same digital voice rccorder that was originally issued ro them on patrol. On
thc desk ofeach workstation there is a chargcr for thc digital voice .."nrde.. This
clurger is assigned to the workstation.

UNIFORM REGULATIONS
Thc department allows Detcctives to u,ear an approvcd black polo shifl with a black tee
shirt underneath. Detcctives will \\'ear.,Dockcr,. stylc slacks and a business casual shoe.
Detectives can wear ieans in situations deenled appropriate by the Deteclive Sergeant or
Detectivc Lieutcnant. Detectivcs lvi11 follou. previously established departmcntal policy
and procedurcs dealing with personal appearance standards and unilorm regulations lor
courl appcaraDccs.

COLT M4 RIFLI'
Deteclives will maintain the same M4 riile that rvas originalll, assigl1ed to them. whether
they rcturn to patrol or thcy are reassigncd. Ncw Detcciives iv r r,ie th" sam. M4 .iuc in
thc 

_Detective 
Bureau that was originally issued to ftem on patrol. l.lach Detecti;e unit is

outfittcd with a ritle rack eilhcr in thc trunk, rear storage ar;a or insicle the cab. l.he M4
riflc, ifnot stored in the Dctectivc unit. can bc kept in ihe I)ctective closet grecn gun
cabinct.
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EQT]IPMENT CHECK LIST

Whe a Delectivc is Ii$l assiBncd ro lhe Detectile Bureau. thc Scrgcant will providc the
new I)etcctive \\'ith a workstotion and an unmarked policc vchiclo. Eitclr Detcctive will
bc issued lhe fbllowirlg equipntcnl and will be rcsponsiblc fbr clch ircln. Detecli\ es arc
rcsponsiblc for advisiDg thc l)ctcctivc Scrgeanl or Dctcctiv0 [,icrrtenaDt lvhcn cquipmcnl
is Iost or damaged. Each I)ctcctivc will inirial the equipmcnt lis( showing receipt ofeach
itenr. A Detectivc super\ isor will also sign thc checklisl aDd mainlain a copt.

8 Strecmlight s,chargcr

Illilck Dcrecti\'o inckcl

Kels fbr designalcd \\orkstation and ttthcr cabinets

_ Laptop conll)Lltcr \\',/cnrf\ cflso/halck pack

Oltrnpus digital voicc rccorrlcI docking stalion

Black nlkrl gcar bug

[]inoculars s ith casc

Earphones and nrcnrrn sticl li)r lhc laptop comfulcr

(lonlpuler air card (issucd to onlr one Delccti\'e)

EDlr\' \'est

Nylor Sam Brown bclt rv/drqr down holster. cut'fcasc. radio holder.
magazine holdcr. pepper sprny holder

_ Sony Cyber Shol Digital Camera w/memory stick and holder

_ Motorola cell phone and carrying case

_ Black leather holster lbr the Department issucd fllearm

l)etcctive Signature l)alc

-1
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PREPARING ARREST PACKAGES
Whcn a Detectivc prepa.es a case to be tlled at the Dish.ict Attorncy s Ollice the
tbllowing instructions appl). A package sliuts with the [ollowing itemsr

. Arrest rcport

. lncident report

. Pholos and/or Paper Evidence

A FELONY requires three packagcs.
A MISDEMEANOR requires two packagcs.
,,\ JUVIINIl,E PETITION rcquires fbur packages

. One package per additional defendant

. Warrant request

. I I&S violation

. When the case is tiled at the Norwalk Court. All personal information in regards
to the victim must be redacted tiom th€ additional package.

Also included in each package are three copies per defendant for each ofthc following
headings:

. Booking Photo

. Live Scan
o Warrants/Holds/Probation?arole/Bail & DUl information
. Raps
. DMV
o CCIIRS

'fhe District Attorney s Office requires the lollowing papcrwork to complete each
package. The District Attomey's Olfice requires one copy per defenda[t Ibr each ofthe
tbllowing headings;

. CWS tbrm

. Probalion lorm

. Disposilion lorm

\\'hen a case is coltpleled and ready 1() flle the I)elective will ahop otf lhe case o| cases
rvith the rcspecrive urisdenrcanor or t'elon\ tjliDg District 1\trornei. I lr" Di.t,.i.,
Allorne\"s Ol1icc is l(Jcated on 1lle sccold JloL,r nt'lhE Soulhcicl 

-Murrreip.rl 
t o,d ljousc
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\ FILING CRIMINAL CASES

The Detectivc r.vill add one additional packagc ifthe lbllowing applies:



'l'he I)ctcctive will lvait until thc case is reviewcd and thc liling l).4. gives lhc casc to a
records clerk to type up lhe conlplainl. lhc l)elccrivc will lhen lakc lhc conlpleted casc
"complaint" lo the llrst tloor clcrk's o,lice to bc Iilcd- sigDcd and lint{j slampcd. Alier
the Detectivc time stamps thc comflaint thc l)clcctivc will lhcD placc lhe lllc in lhe in-
custody bdskel and gcl a coufl casc r)unlbcr lionr thc liling clcr.k. I-hc eourt cnsc number
will be wrilten dou' on thc dispositirnr lornl h) lhc l)clecli\,e and rclurncd to the
Detective Liculenanl. It should hc norcd rhal thc slaluc ol-limitations lbr a ttlon\ is three
vears and one \'ear tbr a nrisdctllcanor.

FELONY CASE FILINGS
An in-custody case needs to be filed at re l)istrict Attornc)s Ollice by 0830 hours.
\\tren an Officer or l)etective makes a felony arrest aod. on occasion. a spccial
circumstances misdemeanor arresl, the iD-cilstod!. lnusl bc transponed to coufl tbr thcir
arraignment date. Below is a chan showing an in-custodv s arraignnrent date depending
on the dale and lime they are arresled.

ARREST DAY & III\{T., \lilr \T(,\\1T \ I t) \\
Sunday

Mondal'

Tuesda),

Wednesday

Thursday

Friday

Saturday

lloliday

0001-2400

0001-2400

000t-2400

0001-2400

0001-2400

0001-2400

0001-2400

0001-2400

Tuesday

Wednesdal'

Thursday

Friday

Monday

Tuesday

'l'ucsday

Sccold ( ourt Dar

MISDEMEANOR CASE FII,INC
When putting togethcr misdemcanor lilings usc the tnisdemcaDor iiling worksheet. A
misdcmearor-tiling package rcquircs thc slme pirpcrwork as a lclony liling cxccpt lbr the
tiling work shect arrd you rvill nccd trvo copics ol thc arrcst rcfort. incideni report ancl
photos/paper cvidencc. Mosl urisclcntcunor inr.csls (l)l tl. 413.1 I,(. ancl 5r).1 pCi arr irr-
custodics that will bc citcd oul so lhc case neccls to l)c lilcd hv thc court datc set on lhL.
citrlion. I hc sarne rul( i['n,r,r, t'(rr lrn tn-aU(rr,J\ lh:ll h.IIs,r;1.
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CASE DISPOSITION }-ORM
AIier a f)ctecli\'c conrpleles thc case disposition fbrm. the lbrm should bc givcn to the
Detective Licutcna[t so hc can record thc ilrfilnnation and renrove lhc case liom the
Detcclive s audit.

JU}'ENILE PETITION FILING
When putting togcthcr aiuvenile pctilion package use rhe application lbrjuvenile court
petilion form and the juvcnile petition rcquesl witness Iist form. A juvenile petition
package requires lhc salne papenvork as a l'clonv or rnisdenreanor liling exccpt for the
juvenile petition forrns and lour additional copies ofrlte anest reporl, incident repoi.l and
the photos/paper evidence.

FILING FOII AN ARREST WARRAN'T
When filing tbr an arrest warraat you rvo ld use thc same paperwork as a tilony or
misdemeanor tiling except l,ou would add onc additional copy ofthe arresl repon.
incidenl rcpon and pholos/paper evidence. Ilequesting a warranr is typicall) requested
for misdenteanor cascs although there arc times !\1len a \\arranl requcst is used for a
t'clon]'case. A $a[iul request car be tlroppcd oU at the clcrk's ollict' Ibr re|ierr to be
picked up latcr or lhe warrant request can hs $,alkcd through.

'l-hcre are sevcral reasons lbr walking lhrough a warrant requcst onc ol $,hich would be
that the suspect is a flight risk. Whcn walkirg through a waffant requcst you would lirst
have the respective Ialony or misdemeanor tiling D.A. review the package. After
reviewing thc packagc the D.A. will give the casc to a records clerk lor typing. After the
case has been typed the Detective $ill then ti*e complaint to the assigncd on-dur,vjudge
fbr.eview. Oncc inside ihc courtroom you would hand the complaint to thc bailiffwho.
in retum. $ill ha d tlle complainl to the courl clcrk. The court clerk will then hand the
complaint to thc.iudge lirr revierv. Aftcr thc judge reviervs and sigrrs the conrplainr ir is
handed back to thc court clerk who \|ill stiurrp thc complaint and givc you a copy olthe
warranl,

Alier getting the complailt signed and rcceiving a copy ofthe warrant. thc Delective
would take tlle cotirplaint to the coun oftice located on the lirst Uoor. While in the court
office thc Detectite $,'ill sign and time stamp thc complaint and then hand the complaint
to a cierk, lhe Detective rvillplacc the warranl number/case nurnberon the disposirion
lorm and give the disposirion folm to thc Dclectivc Lieutcnant.

Belbre executing thc arrcsr warrant the l)clscti!e should verily throuBh disparch rhal thc
warrant has been put iDto lhe system.

DISTRICT ATT()ItNEY'S OFFICT: ANI) TORMS.'Ihe fraining I)clucti\e \\ill bc responsiblc ro intlt)duce the Nc\t. l)ftectiye lo the
diffcrent proccdurcs at lhe District .{ft(rrnc\ 'll ( )l'lic., and to re\ ic\\ rll liJnns eun..1ttl\
lrciru r,seJ hr lltc l)(tLiri\..Bur(.1U.
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AC'TIVE AND REVIf,W CASES
At the end oleach day lhc l)ctcctivc Liculenarlt will c-mail each I)ctective assigned cases
listing cach case as cithcr "Aclivc" or "l{evicw. An active casc has inlmediate follow up
informalioi that thc Ddectivc can start running dorvn. A rcview casc has no suspect
inlomlation bul still rcquires thc Detectivc to read the rcport and lbllow up with the
victim or reporting pa(y to sec il'there !night be any additional inlbrmation that would
make thc investigation aclivc. A cflse assigncd as "Rericrv'docs nol reLievc a Detective
ol lhe rcsponsibilit) to do additioral work or invcstigation on that case il is apparent that
addilional rvork is neccssar r- or can bc done. If the Dctcctivc discovcrs there are leads
thal can be developcd and addirional inlesrigation is necessary. it is iDcumbent upon that
Detecli\e to notib a supcr|isor and request the case bc reassigncd as 'Active.''

CASR AUDIT
At lhe end ofeach day the Detectivc Lieutenart also e-nrails each Dctcctive a case audit
thal Iists all the activc cases that havc bcen assigned to each Detectivc and to the
Detcctive Sergeant. As thc Detective turl1s in completed investigations. affests,
conrplaint refusals or coud disposilion lbrms. the fletective [,ieutcnallt will rcmove in-
uctive case numbels liom thc audit. On the case audit. there is a colunlll titled "Due
Date." Wher a casc is assigned as 'Active'', there will be a date in that column. -lhe 

due
datc is the date that the Dctcctive should attempt to complete the investigation by or
submit a follow-up repo.t. A tbllow-up rcport is due every fou.teen days while thc case
is "Active." When a case is assigned as "Revicw', it rvill not have a due date designated
unless additional work is required on that case. A reYiew ofthe case is required as soon
as possible.

Lisled on a Deaeclives case audit rvill also be a record ofcases or arresl warrant requesls
submitted to the D.A.'s Ot'fice. F,ach Detective is rcsponsible 10 ,bllow up with $e
l).A. s Oificc to make srrrc the cascs arc addressed in a timelv marrner.

CAST] MANACEMENT
Case managcmenl is an inlportanl parl ofbeing able to successlully handle a large
caseload and continue to rcmain lroactive rvith ongoing cascs or assisting olher
I)eteclives- Detectives should bc able ro organize and prioritizc their cases using a
cenain cdteria such as "in custodv" cases. thc seriousness ol'thc offinse. any information
identiS,ing lhe suspect. inlormation and evidcnce that can lead to identifling the suspecr.
thc possibilitj evidence nra\ hc dcstro)ed duc to a delaY and cascs rvith no inlbrmation,
leads or evidence al all. In rnany ways, case managemenl is nothing nrore than thc ability
to properly manage tilne. I)ctcctircs musl be able to organize and work their cascs in
srch a way that they arc ablc kr pxDcrll use thc time available cach day to conduct
thorouglr and complete investigalions ir a titnely nlanner.
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l)ctcctives Inusl also dev!'lop an abilily to dircct othcr i lcstigators when lhc
investigation reqLrires teanrrvork or multiplc l)clectives. lhc Casc l)ctcctivc should be
able lo dclegale rssigrnrcnts to otllcr investigabrs who arc assisting in the inYestig:rtion.

TIME MANAGEMENT
n Detective s ability to manage the lime available each day is critical 10 complcting thcir
assigned cases in a timely manncr. I)etectivcs musl hc ablc to renlain lbcused on
orgauizing and rvorking their cascs.

Detectives urusl bc able lo:
. Conduct thorough, but timely reviews ofeach assigned "active " or "revie$r'case
o Prioritize cases by the nccd lbr immediate follow up investigations.
r Use all available inlbnnalion resource systems to help complete their

invesiigations.
. Provide accurate advice and direction to patrol ofliccrs during their investigalions
. Consider and prioritize a re<1uest to becomc involved in a patrol investigation.

such as a clearly identilied inuediate dangcr to the public, locating witnesses or
suspects in another j urisdiction, preventing the destruction ofevidencc and the
need for a search warrant.

. Conectl)' balance lhe responsibilit] to work assigned cases and lhe need to assist
palrol. other membcrs oflhe Detective Bureau or other law enlbrccment agcncics.

. Coneclly utilize the Coun Officer to file cases and coordinate subpoenas.

. Organize completed cases and evidence for court.

Detective can get behind quickll- by following these poor time managemcnt skills:
. Failure to organizc and prioritize cases.
o ['ailure to properly review "ln Cuslody" cases for identification ofcritical

evidence or information resuhing in a refused Iiling and./or a request lor additional
investigation.

. Ignoring cases untiljust bef'orc ihc firsl fbllow up report is due.

. Irailure to properly organize and balance daily schedules with the need to make
victim. witness and suspcct contacts and the need to complcte reports.

DET!]CTIVO ROUND'TABLE
'l he Detective Sergcant will schedule a round tablc meeting every Tuesday moming
unless there is an active investigation or l)etcctives are in training. The round tablc has
proven to be verv succcssfirl as Detectives go ovcr their case audits and exchange
inlbrnratior. llach Detectivc nccds 1{) have their activc cascs in order and be prepared for
thc round tablc discussiolr. F]ach I)ctcctive is cxpected to participate whether the
discussiol1 peltail)s 1o their cascs. anothcr [)ctectivc s case or dcbriefing a team's
invesligation.
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