WAUKEGAN POLICE DEPARTMENT
GENERAL ORDERS MANUAL
TITLE PAGE

The General Orders Manual of the Waukegan Police Department
acts as the primary source of written directives, policies, and
procedures for the Department.
All employees of the Department are responsible for maintaining a
working knowledge of this manual and adhering to the General
Orders contained herein. This manual supersedes any written
directives. All Department employees will be held liable for their
content.
This manual was created by a collaboration of employees and
outside sources with diverse knowledge and experience. However,
it is recognized that police work may at times involve tense,
uncertain, and rapidly evolving situations that may not be
completely addressed by this manual. As these situations are
encountered and the Department evolves, grows, and changes; it is
the responsibility of all employees to suggest changes so that this
manual reflects the best-known practices.
Chief Wayne Walles

WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – ADMIN.01
Subject: MISSION STATEMENT
Effective: January 26, 2022

ADMIN.01
ADMIN.01.1

Revised: January 26, 2022
Revised:
Original: February 1, 2021

MISSION STATEMENT
VALUES

PURPOSE
The purpose of this policy is to express the values of the Waukegan Police Department.

ADMIN.01

MISSION STATEMENT

The members of the Waukegan Police Department are committed to all of our community. We pledge to
enforce the law with integrity, professionalism, and compassion. We pledge to ensure the safety of our
citizens, respect diversity, and enforce the law impartially. This can only be achieved by partnering with
our community.
ADMIN.01.1

VALUES

We, the members of the Waukegan Police Department, value:
1. Human Life
2. Constitution and Laws
3. Integrity
4. Accountability
5. Respect
6. Equity
7. Professionalism
8. Excellence
9. Compassion
10. Problem-Solving
11. Cooperation
This order supersedes all previous written and unwritten policies of The Waukegan Police Department on the
above subject.

By order of:

Keith Zupec
Chief of Police-Interim
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – ADMIN.02
Subject: ORGANIZATIONAL STRUCTURE
Effective: April 4th, 2022

ADMIN.02
ADMIN.02.1
ADMIN.02.2

Revised: January 26, 2022
Revised: November 17, 2020
Original: May 1, 2009

POLICY
ORGANIZATIONAL STRUCTURE
ORGANIZATIONAL CHART

PURPOSE
The purpose of this policy is to establish guidelines for the organizational structure and functional
components of the Waukegan Police Department.
ADMIN.02

POLICY

It is the policy of the Waukegan Police Department to provide an organizational structure which best
serves the community. The structure of the Department is designed to maintain a productive, efficient,
workflow.
ADMIN.02.1

ORGANIZATIONAL STRUCTURE

A.

The Chief of Police is the Chief Executive Officer of the Department.

B.

The Waukegan Police Department currently has two Deputy Chiefs.

C.

The Deputy Chief, OPS Commander, Administrative Services Commander,
Communications Director, and Administrative Assistant to the Chief report directly to the
Chief of Police.

D.

The Deputy Chief of Operations is responsible for the following functions:
1.
2.

E.

The Deputy Chief of Administration is responsible for the following functions:
1.
2.
3.
4.
5.
6.
7.

F.

ADMIN.02.2
A.

Patrol Division
Honor Guard

Investigations Division
Special Operations Units
Central Records
Neighborhood Policing Unit
Traffic Division
Evidence/Property
Animal Control

The Chief of Police may assign other duties to each organizational component as
required. The functions contained within this general order are not all-inclusive but
represent a majority of the Department.
ORGANIZATIONAL CHART
A chart depicting the functions outlined in this directive shall be on file in the Chief’s
Office stored in the J: drive.
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B.

The organizational chart shall be reviewed annually by staff and the Chief of Police to
ensure its accuracy and applicability. Modifications, if made, will be disseminated and
explained to all Department members.

This order supersedes all previous written and unwritten policies of The Waukegan Police Department on the
above subject.
By order of:

Keith Zupec
Chief of Police-Interim
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – ADMIN.03
Subject: UNITY of COMMAND
Revised:
Revised: January 19, 2021
Original: May 1, 2009

Effective: May 12, 2016

PURPOSE
The purpose of this order is to promote efficiency and responsibility within the Department, to avoid
confusion among employees, to establish accountability, and determine who is in command of a
particular operation.

ADMIN.03

POLICY

It is the policy of the Waukegan Police Department to have each of the divisions within the Department
under the command of a single person. Each employee will be accountable only to one specific
supervisor at any given time.

DEFINITIONS
Chain of Command: Line of communication going downward or upward within the organizational
hierarchy through each successive level of command or supervision.
Unity of Command: The concept that each individual in the organization has one, and only one,
immediate supervisor.
Organizational Component: For the purpose of this directive, any organizational entity (i.e., unit,
section, bureau, division) that is established and staffed to provide a specific function.

ADMIN.03.1
A.

B.
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UNITY OF COMMAND
It is important that only one person be in complete command of each situation and also
that only one person be in direct command or supervision of each employee. Therefore,
to ensure unity of command:
1.

Clearly defined lines of authority have been drawn so that each employee is
accountable to only one supervisor at any given time, and

2.

A relationship in the organizational structure has been established between each
employee and the Chief of Police.

Employees are expected to operate within the chain of command and to keep their
supervisors informed about their activities.
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ADMIN.03.2
A.

ORGANIZATIONAL COMMAND
Each organizational component is under the direct command of one supervisor.
While superiority of rank does not ordinarily authorize supervisors to assume command
or supervision over subordinate personnel outside their organizational component, there
are two circumstances in which this action is warranted:
1.

In situations involving unsuitable or improper action on the part of an employee of
a lesser rank, or

2.

In emergency situations, such as at the scene of a crime, major event, or
catastrophe, where a ranking officer may demand assistance in performing
essential tasks from any subordinate employee, regardless of the organizational
component to which he or she is regularly assigned.

Situations as these situations demand immediate action in order to avoid jeopardizing the
purpose and reputation of the Department.
B.

No civilian personnel shall have authority over any sworn police officers of this Department.

This order supersedes all previous written and unwritten policies of The Waukegan Police Department on
the above subject.

By order of:

Wayne Walles
Chief of Police
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – ADMIN.04
Subject: LIMITS of AUTHORITY

Effective: April 18, 2016

Revised:
Revised:
Original: March 18, 2008

PURPOSE
The purpose of this policy is to define the legally mandated authority vested in sworn officers and to
outline the circumstances when sworn officers should exercise alternatives to arrest and confinement.
This procedure provides written guidelines that govern the use of discretion by sworn officers, arrest
procedures, and ensures constitutional requirements are observed during investigations.

ADMIN.04

POLICY

It is the policy of the Waukegan Police Department to enforce all laws, statutes, and ordinances of the
State of Illinois and the City of Waukegan. The Waukegan Police Department shall assure that all sworn
officers are provided clear direction related to constitutional requirements as they pertain to the
enforcement of the law, the ability of the individual officer to use discretion as part of problem solving, and
the arrest process.

DEFINTIONS
Arrestee’s Immediate Presence: Defined by the U.S. Supreme Court as that area within the arrestee’s
immediate control, i.e., that area from which the arrestee might gain possession of or seize a weapon or
other object to assault an officer or affect an escape or otherwise seize concealable or destructible
evidence.
Custodial Interrogation: Any interrogation during which:
1.

A reasonable person in the subject’s position would consider himself or herself to be in
custody (See 725 ILCS 5/103-2.1); and

2.

During which a question is asked that is reasonably likely to elicit an incriminating
response (See 725 ILCS 5/103-2.1).

Exigent Circumstance: Emergency situations requiring swift action to prevent imminent danger to life or
serious damage to property, forestall the imminent escape of a suspect, or prevent the destruction of
evidence. There is no litmus test for determining whether such circumstances exist and in each case the
extraordinary situation must be measured by the facts known by the officer
Frisk Search: A cursory search for the protection of an officer conducted to discover weapons during
temporary questioning of a suspect. The search may be conducted pursuant to Illinois Compiled Statutes
725 ILCS 5/108-1.01 and Terry v. Ohio, 392 U.S. 7[1968]; also known as a “Stop & Search”, “Pat-Down
Search”, or “Terry Stop.”
Movable Vehicle Exception: Vehicles do not share the same expectations of privacy as a home or
other personal items. Obvious mobility of an automobile would make it impractical to require the police to
first obtain a warrant. The movable vehicle exception allows an officer to search any portion of the
vehicle or its contents where there is probable cause to believe evidence or contraband may be located.
This type of search should not be confused with a search incident to arrest or inventory search.
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Plain Feel Doctrine: Authorizes an officer to seize evidence while conducting a frisk search if the officer
discovers contraband that is “immediately apparent” to the officer based on a feel of the object through the
suspect’s clothing during the pat-down.
Search Incident to Arrest: A search is reasonable and a search warrant is not required if a search is
conducted as an incident to a lawful arrest. Under this exception to the search warrant requirement, an
arresting officer may search only the person arrested and the area within which that person could
reasonably gain possession of a weapon or destroy or hide evidence. In the case of vehicles, without
other probable cause, or if the arrestee is secured, search incident to arrest does not apply. Exceptions
apply as indicated within this policy.
Search by Consent: A search performed after the subject of the search, or the person having standing
rights to the location, freely and intelligently consents to the search. Consent may be given orally or
documented in writing. For consent to be valid, it must be unequivocal, specific, intelligently given, and
uncontaminated by any duress or coercion. (U.S. v. McCaleb, 552 F.2nd 717, 721[6th Cir. 1977].)
Strip Search: Having an arrested person remove or arrange some or all of his or her clothing so as to
permit a visual inspection of the genitals, buttocks, anus, female breasts, or undergarments of such
person. (Illinois Compiled Statutes 725 ILCS 5/103-1, paragraph d.)

ADMIN.04.1

LEGALLY MANDATED AUTHORITY OF SWORN OFFICERS

A. The U.S. Constitution, Illinois Constitution, and Illinois Compiled Statutes define the scope
and limits of law enforcement authority as it pertains to the enforcement of laws, statutes,
ordinances, and arrests:
1.

Illinois Compiled Statutes 65 ILCS5/11.1, grants the authority to municipalities to
create and define police powers.

2.

City of Waukegan Ordinances, Chapter 17, Article II, Sections 17-61, through 1763, establish the powers of the Chief of Police.

B. On-Duty Authority and Responsibility
1.

2.

While on-duty inside the City limits, sworn officers of the Waukegan Police
Department have the full authority granted to peace officers by the Illinois
statutes including:
a.

The authority to make warrantless arrests, serve arrest warrants, and
serve search warrants as granted by the Illinois Compiled Statues 65
ILCS 5/3.1-15-25 and 725 ILCS 5/107-2.

b.

The authority to make an arrest of an individual without a warrant based
upon reasonable information that the individual to be arrested has been
charged with a felony in the courts of another state and is wanted by that
state (Illinois Compiled Statutes 725 ILCS 225/14).

c.

An officer may make an arrest based upon probable cause and without a
warrant anywhere within the geographic boundaries of the City of
Waukegan (Illinois Compiled Statutes 65 ILCS 5/7-4-7 and 5/7-4-8).

While on-duty outside of the city limits, sworn officers of the Waukegan Police
Department have the full authority granted to peace officers by Illinois statute, but
must be aware of certain statutory provisions and departmental guidelines
affecting the authority to make arrests outside of the City:
a.
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Arrest with Warrant – Officers who possess a search warrant or arrest
warrant, have the authority to execute the warrant anywhere within the
State of Illinois (Illinois Compiled Statues 725 ILCS 5/107). However,
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prior to executing the warrant, the local or county law enforcement
agency shall be notified of the officer’s presence within the jurisdiction.
b.

Hot or Fresh Pursuit – Officers have the authority to make an arrest
based upon probable cause and without a warrant anywhere in Illinois
when the officer is engaged in hot or fresh pursuit (People v. Clark, 360
N. E. 2d 1160 [1977]. The local law enforcement agency should,
whenever feasible, be notified of the officer’s presence within the
jurisdiction.

c.

Mutual Aid Assistance – Sworn officers from the Waukegan Police
Department have full authority as peace officers in another municipality
when fulfilling a mutual aid role as provided by statute (Illinois Compiled
Statutes 65 ILCS 5/1-4-8 and 65 ILCS 5/11-1-2.1).

d.

Arrest by Private Citizen – Officers have the authority to make a
warrantless arrest outside the city and if the arrest would be valid if made
by a private citizen (Illinois Compiled Statutes 725 ILCS 5/107-3). When
the matter is not of direct concern to the City of Waukegan, officers
should make a reasonable effort to bring about appropriate action by the
responsible law enforcement agency.

e.

Sworn Officers from the Waukegan Police Department may be
summoned outside the city limits to aid another law enforcement officer.
Any person assisting a peace officer, under the authority of Illinois
Compiled Statutes 725 ILCS 5/107-8, has the same powers of arrest as
the peace officer being assisted.

C. Off-Duty Authority and Responsibility
An officer, by virtue of his public employment, is vested by law with a duty to maintain
public order and to make lawful arrests. An off-duty officer faced with a situation
involving criminal conduct, is usually neither equipped, nor prepared to handle the
situation in the same manner as if he/she were on-duty. Therefore, an off-duty officer
confronted with a situation involving criminal conduct should give consideration to
causing the responsible law enforcement agency to take appropriate action. In rare
cases the exigencies of a given situation may call for immediate action by the officer.
The officer may, in such circumstances, take action only after considering the tactical
situation with regard to his own safety, the interests of the public, and that of the
Department.
D.

Out-of-State Authority and Responsibility
1.

Peace officer powers of sworn officers of the Waukegan Police Department do
not extend beyond the State of Illinois. When a police matter requires action, but
is outside the State of Illinois, the appropriate law enforcement agency shall be
notified.

2.

Off-duty police officers are authorized under 18 USC §926(B), the Law
Enforcement Officers Safety Act of 2004 (“the Act”), to carry concealed firearms
outside of the State of Illinois as follows:
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E.

ADMIN.04.2
A.

B.

a.

Officers of the Waukegan Police Department are acting in the role of a
private citizen when outside the State of Illinois.

b.

It is the responsibility of the individual officer to determine the laws of the
jurisdiction within which they choose to carry a concealed firearm.

c.

Officers are not authorized pursuant to this policy to carry concealed
weapons designated as “Specialized Firearms” in General Order
ADMIN.05.16.

Authority to Carry and Use Weapons
1.

Illinois Compiled statutes 720 ILCS 5/24-1, 720 ILCS 5/24-2, and 430 ILCS 65-2
grant the legal authority to sworn officers to carry firearms.

2.

The United States Constitution, Illinois Compiled Statutes, case law, and
Department policy govern the legal authority of sworn officers to use weapons in
the performance of their duties.

3.

Chapter 44 of Title 18, Section 926B of the United States Code exempts qualified
current and former law enforcement officers from State laws prohibiting their
carrying of a concealed handgun.

CONSTITUTIONAL REQUIREMENTS OBSERVED
During the course of a criminal investigation, investigators will ensure that the
constitutional rights of persons involved are not violated and shall follow all procedures as
set forth in the Illinois Compiled Statutes pertaining to constitutional requirements.
Particular attention should be given to protect against:
1.

Coercion or involuntary confessions or admissions during interviews or
interrogations.

2.

Failure to inform defendants of their rights, including their access to counsel.

3.

Pretrial publicity with the potential to prejudice a fair trial.

4.

Delays in arraignment.

Field Interviews
1.

Officers engage in citizen contacts on a daily basis. Most of these contacts are
non-intrusive in nature and require no documentation, however, some contacts
are initiated with the intent to uncover or prevent criminal activity.

2.

Pursuant to Illinois Compiled Statutes 725 5/107-14, Temporary Questioning
without Arrest, officers may temporarily stop individuals for the purpose of
conducting field interviews when there is insufficient probable cause for arrest
provided that the officer has reasonable suspicion (or reasonably infers from the
circumstances) that the person is committing, has committed, or is about to
commit a violation of the law.

3.

It is important that the officer be able to articulate the basis for the suspicion.
The following are factors that should be taken into consideration when
establishing reasonable suspicion for temporary questioning or a field interview:
a.

That some activity out of the ordinary is occurring or has taken place.

b.

Some indication should exist to connect the person under suspicion with
the unusual activity.

c.

There should be some suggestion that the activity may be related to a
crime.
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d.

4.

ADMIN.04.3

None of these alone is necessarily sufficient to justify a stop but must be
considered in the totality of the circumstances.

Pursuant to Illinois Compiled Statutes 725 ILCS 5/108-1.01, Search During
Temporary Questioning, an officer may frisk an individual for weapons if the
officer reasonably suspects that he/she or another is in danger of attack.
a.

The authority to search for and seize weapons is for the limited purpose
of allowing officers to protect themselves and others from attack. The
authority is clearly not for the purpose of searching for and seizing
evidence. Although, during the course of a frisk, evidence may be
discovered and become the basis for an arrest.

b.

It is important that the officer be able to articulate some reason for
suspecting that he/she or another is in danger (in addition to the situation
encountered, this articulation may include reliance upon the training,
education, and experience of the officer).

c.

Although it is normal to refer to a frisk as following a stop, a frisk may be
contemporaneous with the stop with no clear delineation between the
stop and frisk. Most important, the justification for both the stop and the
frisk must exist prior to the frisk.

WARRANTLESS SEARCHES AND SEIZURES
It is the policy of the Waukegan Police Department to accomplish searches of people,
places, and things in a manner that provides protection of constitutional rights, minimizes
intrusion, preserves evidence or fruits of a crime, and provides for safety for all parties.
Generally, a search warrant should be obtained, if possible, as it provides the detached
scrutiny of a neutral magistrate. Warrantless searches include the following:

A.

Search by consent

B.

Frisk Search
1.

A frisk search is not intended to discover evidence of a crime, however, evidence
may be discovered based on the plain feel doctrine and become the basis of an
arrest.

2.

Prior to conducting a frisk search, an officer must have a reasonable inference
that the person being stopped is committing, is about to commit, or has
committed a crime.

3.

Any officer who initiates a frisk search must be able to articulate the reason(s) for
suspecting that he or others in the immediate area are in danger. This
information may be drawn from sources including, but not limited to:
a.

Training

b.

Education

c.

Prior experience in a similar situation
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C.

Movable Vehicle Exception
Because of their mobility, automobiles do not share the same expectation of privacy as a
home or other personal items. Based on probable cause and without a warrant, an
officer may search any place in a vehicle that the officer believes the object of their
search may be located. This includes searching any container provided the container is
capable of concealing the object of the search.

D.

E.

1.

If the probable cause is limited to a certain area in the vehicle, then the search
must be limited to that same area.

2.

Officers do not have to be able to prove that a vehicle might or would be gone if
they obtained a warrant before the search.

3.

When a vehicle is obviously broken down, or there is otherwise no reasonable
chance the vehicle will be driven away or the evidence contained within will be
removed or destroyed, the vehicle should be searched only after a warrant has
been obtained.

Crime scene searches present a unique challenge when deciding to secure a search
warrant or otherwise search for and secure evidence of a crime. Crime scene searches
should be conducted using one of the following authorities:
1.

Search by written consent

2.

Search after obtaining a search warrant

3.

Movable vehicle exception

4.

Plain view doctrine

5.

Search incident to arrest

6.

Exigent circumstances (if other exigency separate from the seriousness of the
crime exists).

7.

When an incident occurs causing the shift commander to call-out the Major
Crime Scene Unit (MCSU), the shift commander shall secure the crime scene to
prevent disruption of evidence. Upon transfer of the crime scene to the MCSU,
the commanding officer of the MCSU shall make the determination as to whether
a search warrant shall be obtained prior to processing the scene for evidence.

When exigent circumstances exist, an officer may affect an arrest, search or seize to
prevent evidence from being destroyed, prevent the escape of a suspect, or to preserve
life. The below listed factors should be considered in making the determination of the
existence of exigent circumstances:
1.

The seriousness of the offense committed.

2.

Whether the subject of the search is considered armed and/or dangerous.

3.

More than a minimum amount of probable cause exists that the suspect
committed the offense.

4.

There exists strong reason to believe that the suspect is on the premises.

5.

There is a likelihood that the suspect will escape if not immediately apprehended.

6.

The circumstances of entry and amount of time that has passed.
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7.

F.

A well-being check is a widely recognized exigent circumstances search. These
are situations in which the health and well being of a person are involved.
a.

In most cases there is no reason for police to suspect criminal activity.

b.

Entries are made into private premises solely to determine the well-being
of the resident.

Inventory searches may be justified for the following reasons:
1.

An inventory protects the property of the owner.

2.

An inventory search protects the law enforcement agency against claims alleging
the property has been lost or stolen.

3.

Inventory searches allow police to discover any potential danger that may exist
within the property itself.

4.

Limitations of these searches include:
a.

The property to be searched must have come lawfully into the
possession of the officer; and/or;

b.

The inventory must be conducted pursuant to standard operating
procedures, proscribed by General Order OPER.06.

5.

Seized vehicles involved in an arrest must be inventoried and the contents
therein recorded. Vehicle inventories shall be conducted pursuant to General
Order OPER.06.

6.

Additional items of property subject to an inventory search include:
a.

G.

Found property

b.

Property turned over by citizens for safekeeping

c.

Property turned in by citizen for destruction, e.g., firearms, ammunition,
and other weapons

d.

Abandoned property

Search incident to arrest is an exception to the search warrant requirement. Illinois
Compiled Statutes 725 ILCS 5/108-1 provides for this type of search upon making a valid
arrest. Officers may reasonably search the person arrested within that person’s immediate
control for the purpose of:
1.

Protecting the officer from attack.

2.

Preventing suspects from escaping.

3.

Discovering fruits of a crime.

4.

Discovering any instruments, articles, or things which may have been used in the
commission of, or which may constitute evidence of, a crime.

5.

In searches incident to an arrest, a protective sweep is allowed for areas where
other persons may be found. This search cannot last any longer than is necessary
to dispel the reasonable suspicion of danger (Maryland vs. Buie, 494 U.S. 325, 110
S Ct. 1093, 1099).
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6.

Officers may search the passenger compartment of a vehicle incident to arrest of
an occupant or recent occupant only if it is reasonable to believe that the arrestee
might access the vehicle at the time of the search or that the vehicle contains
evidence of the offense of arrest.
a.

Under these circumstances, an officer may search the person and the
interior of the vehicle including the glove compartment even if locked, but
the officer may not go into the trunk of the vehicle. However, if contraband
is found in the vehicle, the movable vehicle exception becomes applicable,
and officers can search locked containers including the trunk of the vehicle.

b.

If a vehicle is to be searched, the arrested person(s) must be unsecured
and within reaching distance of the passenger compartment;
OR, the officer is exercising his authority to search based on the
movable vehicle exception;
OR, there are other passengers present that are not under arrest but
may pose a significant risk to officer safety or destruction of
evidence;
OR, the arrestee has given consent to search the vehicle;
OR, the officer has a reasonable belief that evidence of the crime for
which he has made the arrest can be found within the vehicle.

7.

H.

Prior to placing a prisoner into a police vehicle, an officer shall conduct a thorough
search of the prisoner and outer garments:
a.

Officers shall take and maintain custody of purses or bags carried by
prisoners and check them for weapons.

b.

The interior of the police vehicle shall be searched for contraband prior to
and after transporting a prisoner.

Plain View searches have been upheld by courts as long as the officer was legitimately
on the premises and had probable cause to believe the property was evidence or
contraband.
1.

Limitations on Plain View Searches
a.

There must be no pre-observation intrusion that violated constitutional rights.

b.

The item(s) must have been discovered inadvertently.

c.

Devices on instruments that aid in or enhance the ability of the officer’s view
disqualify the plain view doctrine.

d.

A flashlight does not disqualify the plain view search provided the officer has
a right to be where he is when using the flashlight.

e.

Moving items or rearranging items to note serial numbers is not supported by
the plain view doctrine.

2. The plain view doctrine also applies to warrant searches, even if the item to be
seized was not noted on the search warrant. The test for admissibility is:
a.

Does the officer have a right to be where he is?

b.

Does the officer have probable cause to believe the item observed in the
open is evidence or contraband?
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I.

J.

ADMIN.04.4
A.

B.

Open field searches typically involve marijuana cultivation. The U.S. Supreme Court has
held that the home and its curtilage are not necessarily protected from inspection that
involves no physical invasion. What a person knowingly exposes to the public, even in
his own home or office, is not subject of Fourth Amendment protection. (Katz vs. United
States, 389 U.S. 347, 351[1967]. Police officers may see what may be seen, “from a
public vantage point where they have a right to be” (476 U.S. at 13). Areas outside the
curtilage include:
1.

Woods

2.

Pastures

3.

Grassland

Night time security checks are another form of a warrantless search held by the court:
1.

These searches are permissible only in a business and only if the officer’s intent
is to determine if any unauthorized people are inside.

2.

The officer can check for owner information to make notifications as needed.

ARREST PROCEDURES WITH OR WITHOUT A WARRANT
Illinois Compiled Statutes 725 ILCS 5/107-2 provides that a peace officer may arrest a
person when he/she has reasonable grounds to believe that a person is committing or
has committed an offense. When a lawful arrest is made, with or without an arrest
warrant, the officer shall reasonably search the person arrested in order to:
1.

Protect the officer from attack

2.

Prevent the person from escaping

3.

Discover the fruits of the crime

4.

Discover any instruments, articles, or things that may have been used in the
commission of the offense

5.

Discover any instruments, articles, or items that may constitute evidence of the
offense, including contraband.

Diplomats/Consular Officials/Foreign Mission Members and Dependents
Diplomatic and consular immunity are granted by the United States government under
the Diplomatic Relations Act, U.S.C. 254 and the Vienna Convention on Consular
Relations. Diplomats, consular officials, their families, and staff enjoy varying levels of
immunity from arrest and prosecution. Immunity has many levels. For example, “Official
Acts Immunity” of consular officials must be asserted in court as an affirmative defense.
Stopping a member of a foreign mission or dependent and issuing a citation does not
constitute an arrest or detention and is always permitted (however, the subject cannot be
compelled to sign the citation).
1.

When an officer is called to the scene of a criminal incident involving a person
who claims diplomatic or consular immunity, he/she shall:
a.

As soon as practicable, contact the United States Department of State in
order to verify the person’s status and immunity and advise a supervisor
of the findings.

b.

Advise the person that he/she will be detained until his/her identity and
status can be confirmed.
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2.

C.

d.

If the suspect is entitled to personal inviolability, he/she may not be
handcuffed except when he/she poses an immediate threat to safety and
may not be arrested or detained. Once all pertinent information is
obtained the person must be released.

e.

If the suspect is not entitled to personal inviolability, the Department of
State will dictate the level of intervention allowed.

A copy of the incident report must be faxed or mailed to the United States
Department of State in Washington, D.C. In cases involving United Nations
delegation, the report must be faxed or mailed to the United Nations in New York,
NY.

1.

Any individual arrested or surrendering to a criminal charge which is a criterion
offense (mandated reporting to the State) as defined by the Illinois Compiled
Statutes 20 ILCS 2630/5(a) shall submit to full booking procedures as indicated
in General Order.

2.

Any individual who is arrested for a non-criterion offense (non-mandated
reporting to the State/Local Ordinance Arrest) shall submit to full booking
procedures except that fingerprints shall be made only on a local fingerprint card
and not via Livescan.

4.

Any individual surrendering for a non-criterion offense shall not be required to
submit to booking procedures beyond completion of an arrest report.
All violators arrested for traffic charges that require booking as indicated in the
Illinois Vehicle Code shall submit to full booking procedures as indicated in
General Order.

6.

A.

Complete a written report fully describing the details and circumstances
of the incident.

Recording Arrest Information

5.

ADMIN.04.5

c.

An arrest jacket will be maintained for all persons arrested and shall contain
arrest reports, criminal history records, computerized mugshots and other
identifying photographs, and fingerprints taken from all arrests of that individual.

ALTERNATIVES TO ARREST
Officers must exercise discretion when considering an appropriate alternative to arrest.
Possible alternatives include, but are not limited to:
1.

Traffic citations are used for non-felony violations of the Illinois Vehicle Code
(625 ILCS) and certain City ordinances.

2.

Notices to Appear (NTA) – Complaints may be used for City Ordinance
violations.

3.

Warnings – Written or verbal warnings are used for minor traffic and ordinance
violations. Warnings should not be used for serious violations or those violations
specifically addressed in a written directive.

4.

Referral – Referral is the practice of directing a matter to another Departmental
component, City department, governmental agency, or social service
organization.
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B.

ADMIN.04.6

5.

Informal Resolution – Informal resolution is the practice of resolving problems
without arrest, citation, or referral. Informal resolution is an excellent method to
deal with minor violations, simple disputes or disagreements, or where the
investigating officer determines that inadequate probable cause exists for arrest.

6.

Officers will seek direction from their supervisor when the appropriate course of
action is in doubt.

Officers must consider the following factors when exercising alternatives to arrest:
1.

The presence or absence of probable cause.

2.

The level of cooperation by the victims and witnesses.

3.

Existing law and the elements of the offense.

4.

The severity of the offense.

5.

Available resources.

6.

Department written directives and orders

USE OF DISCRETION BY SWORN OFFICERS

A.

The proper use of discretion is an important aspect of law enforcement and is predicated
on good judgment. The use of discretion requires that an officer make responsible
decisions that can withstand scrutiny by the Department, other jurisdictional components
of the criminal justice system, and the community itself.

B.

Officers are encouraged to exercise discretion when dealing with many of their duties.
The use of discretion must be based soundly upon law, departmental policy, experience,
and training. Therefore, officers must correctly interpret laws and departmental policies.
Officers shall realize that the use of discretion is not permitted when certain activities are
prohibited by statutes, department policies, or supervisory direction.

C.

An officer’s discretionary decision regarding the extent of enforcement action or inaction
must not be influenced by malice, vengeance, or prejudice for or against status, age,
race, ethnic background, religious belief, gender, sexual preference, disability, etc.

This order supersedes all previous written and unwritten policies of the Waukegan Police Department on
the above subject.

By order of:

Wayne Walles
Chief of Police
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – ADMIN.05
Subject: DIRECTION

Effective: April 18, 2016

Revised:
Revised: January 19, 2021
Original: March 18, 2008

PURPOSE
The purpose of this policy is to establish the chain of command, identify organizational relationships,
and describe how orders shall be issued.
ADMIN.05

POLICY

It is the policy of the Waukegan Police Department to establish the authority of the Chief of Police
and designate command during his/her absence. Additionally, organizational relationships and
the execution of command are described herein.
ADMIN.05.1

CHIEF OF POLICE

A.

The Chief of Police derives authority and responsibility for the management,
direction, and control of the operations and administration of the Waukegan
Police Department and its employees via City of Waukegan Ordinance, Chapter
17, Division 2. CHIEF.

B.

The Chief of Police is appointed by the Mayor. That appointment is approved by
the City Council. The Mayor is the Chief’s immediate supervisor.

ADMIN.05.2

COMMAND PROTOCOL

A.

The Chief of Police shall appoint an acting Chief of Police during periods of
scheduled absences.

B.

Should the Chief of Police become incapacitated and unable to appoint and
acting Chief of Police the following order of precedence shall apply unless
otherwise ordered by the Mayor:
1.
2.
3.

C.

The order of rank, in descending order, for sworn officers of the Waukegan
Police Department is as follows:
1.
2.
3.
4.
5.
6.

D.

Deputy Chief of Operations
Deputy Chief of Administration
OPS Commander

Chief of Police
Deputy Chief of Police
Commander
Lieutenant
Sergeant
Patrolman

Deputy Chiefs, Commanders, Lieutenants, and Sergeants may place a subordinate
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in charge during their absence, subject to the approval of their Supervisor.
E.

Personnel acting as Deputy Chief, Commander, Lieutenant, or Sergeant shall
assume the same authority as the incumbent in the respective position unless
otherwise directed by a superior officer.

F.

During normal operations, the highest-ranking supervisor present will assume
command.
1. Command is established first by rank, and second by seniority in rank.
2. When conflict occurs because of identical service or days of appointment, the
officer with the highest position on the eligibility list, from which the
appointments were made, is deemed to be senior.

G.

The Chief of Police has the authority to designate command authority in any
situation, as needed.

H.

Acting Positions

I.

ADMIN.05.3

1.

In the absence of a Division Commander, the senior ranking supervisor
or officer within the division shall perform the duties required of him
unless otherwise directed by the Chief of Police or his designee.

2.

In the absence of a Shift Commander, the senior supervisor of the shift
shall assume the role of the Shift Commander and shall perform the
duties required of him unless directed otherwise by the Shift Commander
or Chief of Police.

The Chief of Police may assign command authority to an officer of lesser rank
than that of other assigned officers.
COMPLIANCE WITH ORDERS

A.

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

B.

Compliance is mandatory for direct verbal orders, written orders, and relayed
orders.

C.

Any employee who willfully disobeys or disregards an order issued in any
manner by a supervisor will be considered to be insubordinate.

D.

The responsibility for compliance with an order, regardless of the method it is
conveyed, rests with the supervisor issuing the order.

E.

Obedience of, disobedience of, and appeal of conflicting, unlawful, unjust, or
improper orders is governed by General Orders ADMIN.08 and ADMIN.09.

ADMIN.05.4

COMMUNICATION, COORDINATION, AND COOPERATION

A.

All senior command staff designated by the Chief of Police shall attend periodic
staff meetings. Staff meetings are intended to enhance cooperation,
communication, and to coordinate the goals of the Department. Additional formal
and informal meetings are held as needed. These meetings will include the
appropriate sworn and non-sworn supervisory personnel as designated by the
Chief of Police.

B.

Exchange of information within the Department is also accomplished through:
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1.
2.
3.
4.
5.
6.
7.

Passdown information
Daily Significant Incident Reports
Roll Call
Computerized Daily Activity Logs
Directives, Special, and General Orders
Memorandums
E-mail and voicemail

This order supersedes all previous written and unwritten policies of the Waukegan Police
Department on the above subject.

By order of:

Wayne Walles
Chief of Police
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – ADMIN.08
Subject: CONTRACTUAL AGREEMENTS

Effective: April 18, 2016

Revised:
Revised: May 1, 2009
Original: March 18, 2008

PURPOSE
The purpose of this policy is to establish guidelines for entering into contractual agreements for paid
services provided by the Department.

ADMIN.08

POLICY

It is the policy of the Waukegan Police Department to enter into contractual agreements for Law
Enforcement Services with outside agencies or organizations from time to time. The specifics for law
enforcement services provided to these entities should be concisely recorded within a contractual
agreement.

ADMIN.08.1

WRITTEN AGREEMENTS

All written contractual agreements will be drafted and agreed upon by the Waukegan Police
Department and the agency receiving the service. Written agreements shall govern the law
enforcement services to be provided and will include the following:
A.

A statement of specific services to be provided.

B.

Documentation of the hourly cost of services provided.

C.

Specification of the records to be maintained concerning the performance of services by
the Waukegan Police Department.

D.

Language dealing with the duration, modification, and termination of the contract.

E.

Specific language dealing with legal and liability contingencies.

F.

Stipulation that the Waukegan Police Department maintains control over its personnel.

G.

Specific arrangements for the use of equipment and facilities.

H.

A procedure for review and revision of the agreement if needed

ADMIN.08.2

EMPLOYEE RIGHTS

A.

Employment rights of personnel assigned under a contract for law enforcement services
are not abridged by the Waukegan Police Department.

B.

The employee shall not be penalized in any way for working under a contractual
agreement for law enforcement services. This includes, but is not limited to, the
following rights pertaining to:
1.

Promotional opportunities

2.

Training opportunities

3.

Benefits
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This order supersedes all previous written and unwritten policies of the Waukegan Police Department on
the above subject.

By order of:

Wayne Walles
Chief of Police
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – ADMIN.09
Subject: MANAGEMENT and ADMINISTRATION

Effective: April 18, 2016

Revised:
Revised:
Original: March 18, 2008

PURPOSE
The purpose of this policy is to establish guidelines for effective management of the Waukegan
Police Department.
ADMIN.09

POLICY

It is the policy of the Waukegan Police Department to establish goals and objectives and to
ensure that all employees work towards these goals.
DEFINTIONS
Annual Reports: The components of annual reports include an accounting of yearly activity,
major accomplishments of each organizational component, crime statistics, internal affairs data,
fiscal activity, and trends based on crime analysis.
Quarterly Reports: The quarterly report is a comprehensive accounting of major incidents,
enforcement activity, exceptional employee performance, case status reports, project updates,
and Uniform Crime Reporting (UCR) data.
Passdown Information: Passdown is daily roll-call information disseminated at each shift lineup. Content of Passdown information includes criminal activity, extra surveillance requests,
missing persons/juveniles, wanted persons and vehicles, general intelligence information, and
current events or activities.
Daily Significant Incident Report: The Daily Significant Incident Report is generated by each
Patrol Shift prior to the end of the tour of duty. This report contains brief descriptions of
significant incidents that occurred during the shift. Other Divisions within the Waukegan Police
Department shall file Daily Significant Incident Reports on an as-needed basis.
ADMIN.09.1
A.

ADMINISTRATIVE REPORTING
Administrative Reporting Program
The Administrative Services Division is responsible for coordinating the
Administrative Reporting Program. The program tracks Department reports,
forms, and assures personnel perform time-sensitive reporting as outlined within
the General Orders Manual.
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1.

All reports tracked by the Administrative Reporting Program shall be
submitted to the Commander of Administrative Services or his designee,
as well as any other recipients designated by the author to receive the
report.

2.

A listing of all required administrative reports and dates due are available
in the Office of Administrative Services.
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B.

Each Division Commander and Unit Supervisor shall be responsible for reporting
any exceptional event or occurrence via the Daily Significant Incident Report on
the Department e-mail system.

C.

Division Commanders shall be responsible for completing an annual report
consisting of statistics requested by the Administrative Services Division for use
in the Departmental Annual Report.

D.

The Administrative Services Division shall create and file the Departmental
Annual Report to the Mayor and City Council.

ADMIN.09.2

FORMS ACCOUNTABILITY

A.

The Administrative Services Division is responsible for developing and
implementing all Department forms, including the establishment of a written
record of all forms, form numbers, and subsequent form revisions.

B.

Unless exigent circumstances exist, no form shall be used unless approved by
the Chief of Police and distributed by the Administrative Services Division.

C.

In order to prevent the use of obsolete or invalid versions of forms, no form shall
be used that is not located on the Department server at J:\\Waukegan
Documentation\Forms. No copies of these forms shall be stored on any location,
electronic or otherwise, without authorization from the Chief of Police or his
designee.

D.

A master file containing an original copy of each form in use shall be maintained
by the Administrative Services Division. The forms management function is
designed to ensure that only necessary and essential forms are retained in use
and that all others are eliminated.

E.

The Administrative Services Division is responsible for the development and
modification of all forms used by the Department. Requests for form modification
shall be made to the Commander of Administrative Services.

F.

The process for creating new or modifying existing forms should include
personnel from the organizational division utilizing and processing the forms.

G.

Read-Only versions of all forms shall be placed on the Department server at
J:\\Waukegan Documentation\Forms as they are issued or modified.

H.

The preferred method for forms completion is electronically when possible.

ADMIN.09.3
A.

ACCREDITATION REPORTING
The Administrative Services Division is responsible for management of the
accreditation process.
1. All reports, reviews, and activities required by the accrediting agency shall be
completed as required.
2. Accreditation software as recommended by the accrediting agency will be
utilized to perform accreditation proofing.
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B.

ADMIN.09.4

The accreditation process, to include the accrediting agency, shall be evaluated
by the Chief of Police and the Administrative Services Division annually.

GOALS AND OBJECTIVES

A.

Each Division within the Waukegan Police Department will annually create a
listing of goals and objectives for the upcoming fiscal year (May 1 – April 30).

B.

Prior to the creation of Divisional goals and objectives the Chief of Police and
Deputy Chiefs of Police will formulate a comprehensive statement of
Departmental goals in order to allow for the development of Divisional goals.

C.

At the conclusion of the formulation of Departmental goals and objectives, a
written copy shall be disseminated to every Police Department employee.

ADMIN.09.5
A.

B.

ADMINISTRATIVE SERVICES
The Administrative Service Division coordinates all planning and research
activities of the Department. The Commander of the Administrative Services
Division reports to the Chief of Police. The responsibilities of the Administrative
Services Division include, but are not limited to, the following:
1.

Manage the policy process to include identifying the need for policy
revisions or new policies.

2.

Manage special projects as directed by the Chief of Police or his
designee.

3.

Manage and implement grant-related activities.

4.

Manage and coordinate activities necessary to achieve and renew
accreditation status for the Department.

5.

Review and disseminate new legislation and applicable case law that
impact Department operations.

6.

Prepare reports, manage projects, assist other agencies, or other duties
as directed by the Chief of Police.

7.

Act as liaison to the City of Waukegan Information Technology division.

The Commander of Administrative Services will ensure that analytical reports are
disseminated to the management staff to assist in planning, goal setting and
resource allocation.

This order supersedes all previous written and unwritten policies of the Waukegan Police
Department on the above subject.

By order of:

Wayne Walles
Chief of Police
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – ADMIN.10
Subject: WRITTEN DIRECTIVES

Effective: April 18, 2016

Revised: January 19, 2021
Revised: March 18, 2008
Original: November 22, 1994

PURPOSE
The purpose of this policy is to ensure that all employees of the Waukegan Police Department receive,
understand, and comply with all general orders, special orders, personnel orders and memorandums
issued by the Department.
ADMIN.10

POLICY

This policy shall establish a formal distribution system and review process to ensure that all employees
have access to pertinent and up to date Departmental directives.
DEFINITIONS
Daily Passdown: An informational document used to summarize key daily operational activities of the
Department, disseminate intelligence information, and to inform personnel of matters of interest or
concern.
General Order: A written or electronic document that describes specific policies and procedures
applicable to all divisions and employees within the Waukegan Police Department. General Orders are
the primary documents that convey Department regulations and regulated processes.
Manual: A printed or electronically stored collection of policies, procedures, rules and regulations, and/or
other written directives.
Memorandum: A written document that may or may not convey an order; generally used to clarify,
inform or inquire; commonly referred to as a “to-from” or inter-department memo. Memorandum may be
issued in the form of e-mail.
Personnel Order: An order issued to the entire Department making notification of personnel
assignments or reassignments.
Policy/Order/Procedure: Any written directive that is a broad statement of Department principles or
processes. Some policy statements may be characterized by words such as "may" or "should" and may
not establish fixed rules or set procedures for conduct of a particular activity, but rather provide a
guideline for processes or procedures. Other policy statements use words such as “shall” or “will” to
indicate a mandatory compliance with the directive in the manner described within. Policies, Orders, and
Procedures are descriptive words for what are generally considered General Orders, Special Orders, and
Memoranda.
Rules and Regulations: Specific directives from which no deviation or exception will be permitted.
Special Order: A written or electronic document issued as a revision or an addendum to a General Order.
Special Orders are intended to be issued as a temporary document until incorporated into the associated
General Order.
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Written Orders: Any authorized written, or electronically produced document, used to guide or affect the
performance or conduct of Department employees. These include General Orders, Special Orders,
Personnel Orders, memoranda, and instructional material.
ADMIN.10.1

WRITTEN DIRECTIVES SYSTEM

A.

The Department shall establish a formal mission and values statement, which will
become part of the written directive system.

B.

The authority to issue, delete, modify, and approve all written directives will be vested
with the Chief of Police, or his designee.

C.

The Waukegan Police Department has a formal, written directive system that consists of
the following:
1.

Rules and Regulations issued by the City of Waukegan and the Waukegan Civil
Service Commission.

2.

Written Orders
a.
b.
c.
d.
e.

General Orders
Special Orders
Personnel Orders
Memoranda
Instructions or manuals issued to a specific division , collateral, or
specialized unit within the Waukegan Police Department.

D.

All written directives, with the exception of memoranda and specialized manuals, shall be
published in a manner that provides accessibility to all Department employees.
Publication will be accomplished by e-mail distribution and review at the Divisional-level.
In the Patrol Division, newly issued written directives will be reviewed at shift line-ups
over several tours to assure that all employees are briefed.

E.

Department employees are responsible for reading, and complying with, all written
directives of the General Orders.

F.

Written directives should not conflict with established policy unless short-term,
extenuating circumstances exist, or the directive constitutes a revision or replacement of
an existing policy or procedure.

G.

All pronouns within written directives are intended to include both female and male genders,
unless otherwise specified and are only used to provide brevity.

H.

Proposed policies, procedures, rules, or changes to General Orders will be coordinated,
authored, and distributed through the Administrative Services Division. The Administrative
Services Division will ensure consistency with existing authority, compliance with the
accreditation standards in place, and correct format. All proposals will be reviewed for the
purpose of determining the directive's impact on operations.

ADMIN.10.2

SPECIFIC DIRECTIVES

A.

General Orders: Orders approved by the Chief of Police or his designee and issued by
the Administrative Services Division.

B.

Special Orders: Order approved by the Chief of Police or a Deputy Chief of Police and
issued by either the author or the Administrative Services Division. All Special Orders
shall be assigned a sequential number, beginning with the last two numbers of the year.
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Special Orders will be reviewed annually for relevance and are either incorporated into a
General Order or canceled.
C.

Personnel Orders: Orders approved by the Chief of Police or Deputy Chief of Police.
Personnel Orders must be issued whenever an employee is hired or reassigned and are
issued by either the author or the Commander of the affected Division. Personnel Orders
will be assigned a sequential number, beginning with the last two numbers of the year.

D.

Memorandum: If being issued to convey an order, the functional authority must issue it.
All memoranda shall contain the word “MEMORANDUM,” or “MEMO,” the date of issue,
name and signature of the person issuing the memorandum, names or positions of
persons to whom the memorandum is addressed, and the subject of the memorandum.
A copy of all issued memoranda must be supplied to the applicable Deputy Chief and the
Administrative Services Division.

ADMIN.10.3
A.

WRITTEN DIRECTIVE FORMATS and INDEXING
General Orders
1. The General Order header will be used on the first page of each order. The header
includes the Department name, the order number, descriptive subject, effective date,
and revision dates. In so far as possible, indexing will coincide with the classification
system recommended by the accrediting agency. Orders will be written in standard
outline form.

B.

Special Orders
1. The Special Order header will be used on the first page of each order. The heading
includes a descriptive subject, the order number, and the effective date. The issuer will
sign the order. Special Orders will be indexed by the last two digits of the year followed by
a sequential number.

C.

Personnel Orders
1. Personnel Orders will be issued in memoranda form and will include the names of
affected employees and divisions. Personnel Orders will be indexed by the last two
digits of the year followed by a sequential number.

D.

Memoranda
1. Memoranda will use a standard “To-From” format or with no format via e-mail.
Memoranda are not indexed.

ADMIN.10.4

WRITTEN DIRECTIVE REVIEW

A.

Purging, updating, and revising written directives will be accomplished as needed or
directed by the Chief of Police or Deputy Chiefs of Police. The Administrative Services
Division will review all General Orders and Special Orders annually.

B.

Any statements of Department policy, rules, or regulations will be made in accordance
with this General Order. Any statements of this type, not issued in a manner described
herein, are valid only if issued as part of an exigent circumstance or temporary condition.
Should such statement occur, it shall be documented as directed within this order as
soon as practicable.

C.

Proposed policies, procedures, rules, or modifications will be reviewed by management
staff. As necessary, the affected personnel will be included in the review process.
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Review of proposed policy or procedures will occur at staff meetings scheduled for such
purpose.

ADMIN.10.5

1.

All proposals that create or change policies or procedures must be approved by the
Chief of Police or his designee prior to implementation.

2.

Any newly approved policies or procedures must be submitted to the Administrative
Services Division for inclusion in the General Orders Manual.

DISSEMINATION and STORAGE of WRITTEN DIRECTIVES

A. The Administrative Services Division is responsible for the distribution of General Orders and
Special Orders. Dissemination of new or revised written directives may be accomplished
electronically. Copies will be maintained in the J:Drive under J:\Waukegan
Documentation\General Orders Manual\General Orders Manual – NEW on the Police Department
server.
1.

Division and Shift Commanders, as well as civilian management personnel, are
responsible for guaranteeing dissemination to their respective employees in the
following manner:

2.

The Administrative Services Division will maintain master files of all General and
Special Orders.

This order supersedes all previous written and unwritten policies of the Waukegan Police Department on
the above subject.

By order of:

Wayne Walles
Chief of Police

WPD General Orders Manual

Attachments: A

ADMIN.07 – Written Directives

Page 4 of 4

WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – ADMIN.11
Subject: BIAS-BASED PROFILING

Effective: April 18, 2016

Revised:
Revised: March 18, 2008
Original: December 30, 2003

PURPOSE
The purpose of this policy is to establish standards and procedures for the Waukegan Police Department
that prevent and prohibit the practice of profiling with regard to race, ethnicity, age, gender, citizenship,
religion, or sexual orientation.
ADMIN.11

POLICY

It is the policy of this Department to investigate suspicious persons, incidents, and other activities
that officers encounter. It is also the intent of the Department to respect and protect the
constitutional rights of all individuals during law enforcement contacts and/or enforcement
actions. In the absence of any specific report, the race, ethnic background, age, gender, sexual
orientation, religion, immigration status, economic status, or cultural group of any person will not
be the basis for the detention, interdiction, or other disparate treatment of any individual by any
member of the Waukegan Police Department.
DEFINITION
Bias Based Profiling: is the detention, interdiction, or other disparate treatment of an individual on the
basis of the race, ethnic background, age, gender, sexual orientation, religion, economic status or cultural
group of such individual.
ADMIN.11.1
A.

B.

PROHIBITED PRACTICES AND REPORTING REQUIREMENTS
Racial profiling of individuals is strictly prohibited by members of the Waukegan Police
Department.
1.

In the absence of a specific report, race or ethnicity of an individual shall not be a
factor in determining the existence of probable cause to place in custody or
arrest an individual, or in constituting a reasonable suspicion that an offense has
been or is being committed so as to justify the detention of an individual or the
investigatory stop of a motor vehicle.

2.

In response to a specific credible report of criminal activity, race or ethnicity of an
individual shall not be the sole factor in determining the existence of probable
cause to place in custody or arrest an individual.

Stops or detentions based on race, age, gender, or sexual orientation or any other
prejudicial basis by any member of the Waukegan Police Department are prohibited.
1.

The detention of any individual, which is not based on factors related to a
violation of Federal Law, Illinois Statutes, Local Ordinances, or any combination
thereof, is prohibited.

2.

No officer shall stop, detain, or search any person when such action is motivated
by race, color, ethnicity, age, gender, or sexual orientation.

3.

Asset seizure and forfeiture efforts shall be based on violations of Federal Law,
Illinois Statutes, Local Ordinance or any combination thereof, and shall not be
motivated by race, color, ethnicity, age, gender, sexual orientation, religion,
economic status, or cultural group.
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ADMIN.11.2

DATA COLLECTION – DOCUMENTATION

Whenever a person is stopped or cited by a member of the Waukegan Police Department for an
alleged violation of the Illinois Vehicle Code or similar ordinance, the member shall complete the
appropriate documentation.
A.

When a single traffic citation is issued, the issuing officer will complete the back of the
Police Record (green copy- Attachment A) of the Illinois Citation and Complaint. In
incidents where multiple citations have been issued, the officer will complete the back of
the Police Report copy of the citation that constituted the probable cause for the stop.
The officer will also indicate on each citation the total number of citations that were
issued and the chronological number of the citation issued (i.e. “1 of 4”, "3 of 4", etc.).

B.

When compliance citation is issued, the issuing officer will complete the Traffic Stop Data
Sheet on the reverse side of the yellow copy. In incidents where multiple compliance
violation citations have been issued, the officer will complete the Traffic Stop Data Sheet
on the reverse side of the yellow copy of the citation that constituted the probable cause
for the stop. The officer will also indicate on each citation the total number of citations that
were issued and the chronological number of the citation issued (i.e. “1 of 4”, "3 of 4",
etc.).

C.

In the event an officer issues a combination of traffic and compliance citations the officer
will complete Traffic Stop Data Sheet on the reverse side of the citation that constituted
the probable cause for the stop. The officer will also indicate on each citation the total
number of citations that were issued and the chronological number of the citation issued
(i.e. “1 of 4”, "3 of 4", etc.).

D.

In the event that a citation was not issued, the officer will complete both sides of a
Waukegan Police Department Uniform Stop Data Card (Attachment B).

ADMIN.11.3

COLLECTION AND REPORTING STOP DATA

A.

The completed documentation shall be submitted for review to the appropriate review bin
in the Ready Room. The completed citation or WPD Stop Data Card shall then be
forwarded to the Records Division for review and then transmitted to the Illinois
Department of Transportation on a monthly basis.

B.

All Shift and Division Commanders, who have departmental vehicles equipped with
Mobile Audio Video Recorders (MAV) assigned to their Division, shall ensure that
supervisory members under their command shall (at least once a month) randomly
monitor in-car camera footage in an attempt to ensure compliance with data collection
requirements (625ILCS 5/11-212.). Documentation confirming that the monitoring has
been completed will be forwarded to the Office of Professional Standards.

ADMIN.11.4

REPORTING AND INVESTIGATIVE REQUIREMENTS

Non-supervisory sworn, command, and civilian personnel share the responsibility to respond to
citizen complaints, which allege that a department member has engaged in practices prohibited
by this policy.
A.

Complaints alleging bias based profiling shall be thoroughly investigated and processed
as described in the Waukegan Police Department Internal Affairs Policy (ADMIN.18).

B.

Complainants shall not be subject to reprisals, coercion, threat of investigation, or
malicious prosecution.

C.

Any known violations by an employee will be reported to a supervisor immediately.

WPD General Orders Manual

ADMIN.11 – Bias-Based Profiling

Page 2 of 5

ADMIN.11.5

DISCIPLINARY PROCEDURES

A.

Appropriate discipline will be implemented for non-compliance with this policy up to and
including dismissal.

B.

Failure to report any observed or known violations of this order by any member of the
Department will result in disciplinary action.

ADMIN.11.6

TRAINING

A.

All members of the Waukegan Police Department shall receive training on the issues of
discriminatory practices, which may include building community trust, legal investigative
stops, other criminal procedures, and an overview of this policy.

B.

Additional diversity and cultural awareness training shall be designated for Department
members as determined by the Chief of Police, or his designee.

ADMIN.11.7

ADMINISTRATIVE REVIEW

Annually, the Command Staff shall review Department practices, citizen complaints, and
community concerns regarding this directive and document their findings.

This order supersedes all previous written and unwritten policies of the Waukegan Police Department on
the above subject.

By order of:

Wayne Walles
Chief of Police
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – ADMIN.12
Subject: AUTHORITY and RESPONSIBILITY

Effective: May 12, 2016

Revised:
Revised:
Original: May 1, 2009

PURPOSE
The purpose of this policy is to establish rules with regard to authority, accountability, responsibility, and
span of control.

ADMIN.12

POLICY

It is the policy of the Waukegan Police Department to provide effective direction and supervision of all
personnel and delegate authority in a manner that provides high quality, efficient service. Personnel shall
be given the authority to make necessary decisions to achieve effective execution of their responsibilities.
All employees are accountable for their use of such authority and the performance of their subordinate
employees.

ADMIN.12.1

RESPONSIBILITY AND COMMENSURATE AUTHORITY

A.

Each employee of the Waukegan Police Department has the authority to carry out any
and all duties and responsibilities assigned to them within the Department policy,
procedures, job descriptions, and Federal, State, and Local laws and ordinances.

B.

Each employee of the Waukegan Police Department is accountable for his/her use of the
authority granted to them.

ADMIN.12.2

SUPERVISORY ACCOUNTABILITY
Ranking/Supervisory employees of the Department are accountable for the performance,
actions, or failures to act of their subordinate employees.

ADMIN.12.3

SPAN OF CONTROL

A.

In order to maintain effective direction, control, and coordination of personnel within the
Department, the number of employees under the immediate control of a supervisor
should not exceed what is reasonable and within industry standards for efficient
functionality.

B.

This policy does not preclude the possibility of encountering exigent or emergency
circumstances that require the span of control to exceed acceptable limits.
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ADMIN.12.4

NOTIFICATION OF THE CHIEF OF POLICE
The Chief of Police or his designee will be notified at the earliest possible time of those
incidents where there is the potential for liability on the part of the Department or City as
well as those incidents which may result in a heightened community interest.

This order supersedes all previous written and unwritten policies of the Waukegan Police Department on the
above subject.

By order of:

Wayne Walles
Chief of Police
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – ADMIN.13
Subject: FISCAL MANAGEMENT

Effective: November 30, 2016

Revision: May 1, 2016
Revision: November 15, 2012
Original: May 20, 1994

PURPOSE
The purpose of this policy is to establish guidelines for purchasing property and services for the Waukegan
Police Department.
ADMIN.13

POLICY

It is the policy of the Waukegan Police Department to establish formal procedures for controlling the
purchasing of services, property, and equipment as well as practicing sound accounting and fiscal
management principles. In this regard, members of the Department shall adhere to the City of
Waukegan’s Purchasing Manual and the policy listed herein.
DEFINITIONS
Encumbrance: A commitment in the form of an order, contract, salary, or similar item that will become
payable when goods are delivered or services rendered.
Unencumbered Balance: That part of an appropriation or allotment that has not been committed and is
thus available for expenditure.

ADMIN.13.1

FISCAL MANAGEMENT

A.

The authority and responsibility for the fiscal management of the Waukegan Police
Department is vested in the office of the Chief of Police.

B.

The Chief of Police is responsible for the following:
1.

Compliance with general fiscal procedures and controls established by City
policy.

2.

Reviewing all non-cash expenditure requests from Department personnel to
ensure they are consistent with budgeted appropriations.

3.

Liaison with City officials and the City’s Director of Finance concerning purchases
and budget requests.

4.

Monitoring monthly expenditures, encumbrances and fund balances.

5.

Rectifying any and all budgetary discrepancies.

6.

Requesting all fund transfers as may be required in accordance with City
procedures.

7.

The ongoing review and analysis of the entire budget as well as monthly internal
monitoring of the Department's non-cash fiscal activities.
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ADMIN.13.2

ACCOUNTING SYSTEM ELEMENTS

A.

The Department's accounting system is part of the central accounting system of the City
of Waukegan.

B.

The City of Waukegan's Finance Department provides the Police Department with a
monthly, detailed budget report. The report includes the following information for each
Police Department account:
1.
2.
3.
4.
5.

C.

ADMIN.13.3
A.

B.

ADMIN.13.4

Initial appropriation for each account
Balance at the commencement of the period
Expenditures and encumbrances made
Unencumbered balance
Year-to-date expenditure total

The Chief’s Administrative Assistant reviews the detailed budget report and submits a
copy to the Chief of Police. If necessary, the Administrative Assistant will attach a
summary report to the detailed budget report with explanations for accounts that are
being expended at a faster rate than budgeted. The summary report may include
recommendations to correct problems.
CASH FUNDS
All areas within the Department that receive, maintain, or disburse cash must maintain:
1.

A balance sheet, ledger, or other system that identifies initial balance, credits
(cash received), debits (cash disbursed), and the balance on hand.

2.

Receipts or documentation for cash received.

3.

Authorization for cash disbursement
a.

Disbursements over $100.00 must have the approval of the Chief of
Police - excluding confidential funds.

b.

Confidential funds disbursed must have the approval of the Investigations
Commander or designee.

4.

Records, documentation, or invoices for cash expenditures.

5.

A listing of persons or positions authorized to disburse or accept cash.

6.

At a minimum, quarterly accounting of agency cash activities.

The above directive applies to petty cash funds, cash received in the Records Division,
investigative funds, and all other divisions or operations where cash funds are maintained
or cash is received and/or disbursed as indicated in ADMIN.15.6(B)

INDEPENDENT AUDIT
The City of Waukegan, pursuant to Illinois Compiled Statutes 65 ILCS 5/8-2 through 5/88, is audited by an independent auditor at least annually. As part of this process, the
accounts of the Police Department are examined for fiscal integrity. This process is
handled by the City of Waukegan’s Finance Department.

WPD General Orders Manual

ADMIN.13 – Fiscal Management

Page 2 of 12

ADMIN.13.5

CONFIDENTIAL FUND CONTROLS

A.

Funds received and disbursed for confidential functions are handled in accordance with
ADMIN.15.3 and as indicated below.

B.

Accessibility
Disbursement of confidential funds is subject to fiscal controls, including proper receipt (if
possible) and record. The Investigations and Special Investigations Division
Commanders shall be responsible and accountable for the disbursement of all special
funds and shall ensure that the conditions listed below are met:

C.

1.

The money is being expended to accomplish a legitimate police purpose.

2.

An Investigators Expense Report form (Attachment A) detailing the date,
investigative case factors, the confidential informant (CI) to be paid, and the
amount to be drawn from the fund.

3.

A receipt and record of each expense is obtained and filed with the Investigators
Expense Report form completed in #2 above.

4.

The confidential informant must sign a Confidential Expenditure Fund Receipt
(Attachment B) before any money can be paid. Advance payments will not be
allowed unless authorized by the Commander of Investigations or the Special
Investigations Division.

Accounting
The Commanders of the Investigative Divisions will maintain a logbook detailing all
money currently in use for ongoing investigations, the current balance, and funds spent
since the last audit of the fund.

D.

Auditing
Auditing of the confidential funds will occur on a routine basis as directed by the Office of
Professional Standards. Additional or surprise audits will be conducted and documented
at the direction of the Chief of Police, Special Investigations Division or Investigations
Division Commander. The Chief of Police retains the right and authority to make
unannounced audits of the investigative funds to ensure:
1.
2.

E.

Adherence to the procedures set forth in this directive
Proper fiscal control measures are being followed

Criteria for Use
The Department allocates funds to the Special Investigations Division and Investigations
Division for expenses incurred pursuant to:
1.
2.
3.
4.
5.
6.
7.
8.
9.

Informant operations
Drug buys
Liquor law violation investigations
Gambling law violation investigations
Vice investigations
The use of "flash" money
The use of "props"
Other investigations for which formal Department purchase and expense
procedures cannot be followed.
Tobacco enforcement.
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ADMIN.13.6
A.

CASH HANDLING PROCEDURES
Cash received and disbursed shall be handled in accordance with ADMIN.15.3. Several
Department divisions handle cash on a daily basis as listed below:
1.

Records Division personnel handle the following cash transactions:
a.
b.
c.
d.

2.

Traffic Division personnel handle the following cash transactions:
a.
b.
c.
d.
e.
f.

3.

Fines collected for parking ordinance violations
Bonds processed on behalf of the circuit court
City Seizure fines
Parking Enforcement Boot Fees
Administrative fees for title searches
Reinstatement fees

Animal Control personnel handle:
a.
b.
c.
d.
e.
f.
g.

B.

Fees charged for report copies
Fingerprinting fees
Fees for subpoenas
Bonds processed on behalf of the Circuit Court

Pet registration fees and tag distribution
Fines collected for ordinance violations pertaining to animals
Fines affixed to the recovery of lost or missing animals
Surrendering fees
Pick up fees
Vicious dog permits
Trap fees

Cash Funds
1.

The City of Waukegan has authorized the Police Department to maintain cash
funds for the below listed activities:
a. Training refreshments: The Chief’s Administrative Assistant is responsible
for making reimbursements for petty cash expenditures from the appropriate
budget account according to City procedure.
b. Expenses pertaining to extended investigations: Cash expenditures incurred
during extended investigations shall be reimbursed from the appropriate
budget account according to City procedures.
c.

Purchases and payments in narcotics cases: The Special Investigations
Division Commander, or his designee, is responsible for the confidential
funds. This fund varies depending on specific case demands and is kept in a
safe located in the Narcotics Supervisor’s Office. The Special Investigations
Division Commander or his designee has access to these funds.
Transactions are recorded in a Petty Cash Ledger and supported by an
Investigator Expense Report.

d. Purchases and payments in criminal investigations cases: The
Investigations Division Commander or his designee is responsible for the
confidential funds. These funds have a minimum balance of $1,000.00 and
are kept in a safe or secure cash drawer located in the Investigations
Commander's office. Access to this fund is limited to the Commander of the
Criminal Investigations Division, or his designee.
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e. The Commander of the Criminal Investigations Division maintains a checking
account designated "Investigative Funds". This fund has no mandated
minimum balance and requires two signatures from an authorized signature
list in order to expend funds. The Chief of Police designates the authorized
signature list. The records for this fund are maintained in a secure cash
drawer in the Office of the Investigations Division Commander. Access to
the cash drawer is limited to the Investigations Division Commander or his
designee.
2.

Each cash transaction must be logged in the petty cash ledger and, whenever
possible be accompanied by a receipt.

3.

When a cash fund needs to be replenished, the following shall be submitted to
the Administrative Assistant:
a.
b.

C.

Accounts payable run form
Copies of receipts for every transaction

4.

The Administrative Assistant shall review and submit the request to the Chief of
Police or his designee for approval. This request will then be submitted to the
Finance Department.

5.

The Finance Department shall audit all cash funds as often as it deems
necessary.

Bonds
Bonds are processed by the Records Division on behalf of the Lake County Clerk of the
Circuit Court’s Office. The procedure for processing cash bonds is contained in
ADMIN.13.8 and ADMIN.13.9.

D.

Fines
Fines collected by the Traffic Division’s Parking Enforcement for parking violations.
1.

The Police Department maintains a computerized parking citation system
for logging all parking citations issued for municipal ordinance violations
and their payment status.

2.

Payments for parking citations, either in person or by mail, are logged
into the system and the citations status is updated accordingly.

3.

When a parking citation is paid in person, the system generates a receipt
for the payee, and designates the citation as paid.

4.

When a payment is made by mail or online the Parking Enforcement
Administrator enters the payment into the system designating it as paid.

5.

At the end of each business day an “End of Day Transaction Report” is
generated. All remittances, cash, check or otherwise, and the
aforementioned report are secured in bank bag and stored in a locked
safe in the Traffic file room.

6.

The following day, the Parking Enforcement Administrator balances all
remittances with the “End of Day Transaction Report”. The remittances
and the “End of Day Transaction Report” are deposited with the City of
Waukegan’s Collector’s Office. The Collector’s Office issues a receipt,
which is attached to Parking Enforcement’s copy of the “End of Day
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Transaction Report” and retained by the Traffic Division. A copy of the
“End of Day Transaction Report” is also sent to the City of Waukegan
Finance Department.
H.

Licenses
Payment for animal licenses is collected by Animal Control or the City Collector’s Office.

I.

1.

At the time payment is received, the license form is processed through
the cash drawer.

2.

A copy of the processed license form is given to the pet owner, along
with a cash drawer receipt and the serialized tag.

3.

Original copies of animal license forms are maintained by Animal Control.

4.

All Records Division personnel are authorized to accept payment for
licenses.

Fees
Fees for copies of police reports and non-criminal fingerprinting are collected by the
Records Division.
1.
2.
3.

Payment is processed through a cash drawer at the time it is made.
A receipt is given to the payer.
All Records Division personnel are authorized to accept payments.

J.

The Records Division cash drawers maintain an operating balance of $130.00. At the
end of each business day the cash drawers are balanced. The contents and the daily
receipts are turned into the Collector’s Office daily.

K.

Any checks received by the Police Department, such as checks for subpoenas (except
those received in conjunction with a request for records), shall be submitted to the Chief’s
Administrative Assistant. The Administrative Assistant shall submit the check to the
Collector’s Office along with a City of Waukegan cash receipt form.

L.

Special-Duty Assignments
Officers assigned to a special-duty job will complete a Waukegan Police Department
overtime form (Attachment C). The completed form must be turned into the Chief’s Office
within five (5) days from the event date to be sent for payment. The form will contain the
date of the event worked, name of the event, starting time and ending time, and the total
amount of hours worked by the completing officer(s).

ADMIN.13.7

PURCHASING

A.

Purchasing of equipment and supplies for the Waukegan Police Department is the
primary responsibility of the Deputy Chief of Investigations/Services and the
Administrative Services Division. Petty cash reimbursements shall be approved in
advance by the Deputy Chief of Services/Investigations and coordinated by the
administrative assistant in the Chiefs’ Office.

B.

Sound business practices must be used when making any purchases on the behalf of the
City of Waukegan or Waukegan Police Department. This includes a review of the vendor
to assure that it is not barred or suspended from receiving Federal funds via the
SAM.Gov website.
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C.

Purchases over $20,000 are subject to the City’s official bid process or Request for
Proposals coordinated by the Administrative Services Division or the City of Waukegan
Finance Department.

D.

Purchases greater than $6,000 but less than $20,000 must be accompanied by three (3)
quotes or bids.

E.

Purchases of $1,000 to $6,000 require a purchase requisition and the authorization of the
Chief of Police, or his designee.

F.

Purchases less than $1,000 are not subject to the formal purchasing process.
1.

Purchases of $250 up to $999 require the authorization of the Chief of Police or
his designee and an internal purchase order.

2.

Purchases of up to $249 require the advanced approval of the Chief of Police or
his designee.

G.

The Chief of Police and Deputy Chiefs of Police may authorize reasonable expenditures
in the event of an emergency.

H.

Petty Cash Purchases
1.

These are purchases of a non-routine nature totaling less than $25.00 made with
approval from a Deputy Chief.

2.

Employees required to make such purchases will receive reimbursement from
the administrative assistant assigned to the petty cash account.

3.

A receipt is required for reimbursement and shall be submitted in all cases.

I.

Requests for reimbursement for out of town travel expenses will be submitted by the
Training Officer. The requesting officer shall supply all receipts justifying reimbursement
to the Training Officer before reimbursement can be made. City of Waukegan travel
policies must be followed.

J.

Requests for Evidence Technician’s contractual monthly stipend must be accompanied
by a copy of a report indicating that the requesting Evidence Technician processed
evidence during the month for which the stipend is requested.

K.

In cases requiring immediate action (such as major capital expenditures) the City’s
Director of Finance may request an emergency meeting of the City Council for the
purpose of approving fund transfers for those purchases.

L.

The City of Waukegan purchasing manual shall take precedent in areas where there may
be a conflict with Police Department policy.

ADMIN.13.8

CASH BONDS

A.

Bonds are processed by the Records Division on behalf of the Lake County Clerk of the
Circuit Court’s Office.

B.

It shall be the responsibility of the Police Desk Officer to insure that the proper bond is
taken and that the appropriate forms have been completed.
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C.

It shall be the responsibility of the on-duty Command Officer to inspect bonds taken by
officers of his/her shift to insure that the proper bond amount is present and the appropriate
paperwork has been completed.

D.

The desk officer will staple money received to the citation issued and/or the 10% bond
form.

E.

These monies, along with the prepared documents, will be placed into the bond envelope after
the proper entry has been documented on the outside of the envelope. The bonds will be
secured in the Police Desk lock box.

F.

The on-duty Command Officer will inspect the bond envelope at the end of the shift and
account for its contents. The on-duty Command Officer will sign, seal, and deposit the
bond envelope in the Police Desk bond safe.

G.

In a situation where a large amount of currency or change is submitted, a separate bond
envelope will be used and sealed as indicated in section (F) above as soon as possible after
the bond has been taken.

ADMIN.13.9

CASH BOND PROCESSING PROCEDURE

A.

The bond envelope and the contents of the bond safe will be collected Monday through
Friday mornings (except holidays) by the Records Division Supervisor or a designee.

B.

The Records Division Supervisor or a designee shall be the only Department member
with a key to the bond safe. This key shall be kept locked in the Records Division
Supervisor’s Office. A backup key is located in the Chief’s Office.

C.

The contents of the safe will be brought back to the Records Division where it will be sorted
and distributed accordingly. The member collecting the contents of the safe will initial the
“Bond Removal” log in the Records Division.

D.

The contents of the bond envelope shall be verified with the bond entry log on the front of the
envelope for accuracy.

E.

All cash and bond documents, including traffic and non-traffic citations, shall be logged on a
transmittal sheet. A packet of the aforementioned documents is created with the transmittal
wrapped around it. The packet is stored in the Traffic Commander’s Office safe pending delivery
to the Lake County Clerk of the Circuit Court’s Office.

F.

Twice a week a traffic officer shall deliver the bond packet to the Lake County Clerk of the
Circuit Court’s Office. In the officer’s presence, the contents of the packet will be confirmed.
The transmittal shall be initialed by a representative of the Clerk’s Office. The initialed
transmittal shall then be returned to the Records Division and filed accordingly.

ADMIN.13.10

GRANT MANAGEMENT
The Waukegan Police Department receives grant funding from various sources. It is imperative
that these grants be monitored and managed meticulously for both financial and programmatic
accuracy.

A.

Illinois Department of Transportation Grants
1.

All IDOT grant programs are administered by the Traffic Division.
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B.

C.

2.

Grant applications and routine programmatic reports are completed and archived by
the Traffic Division Commander.

3.

Grant funds are requested at the discretion of the Traffic Division Commander in
accordance with specific the specific grant award terms.

4.

The City of Waukegan Finance Department and Treasurer’s Office shall be notified of
any pending grant fund draw-downs requested by the Traffic Commander to IDOT.

5.

All financial reports pertaining to IDOT grants shall be completed by the Traffic
Commander with the assistance of Finance Department personnel as frequently as
required in the grant award.

All Other State of Illinois Grants
1.

Grants from other Illinois agencies will be administered by the Division or Unit directing
the program receiving grant funds.

2.

All financial and programmatic reporting shall be the responsibility of the Commanding
Officer of the Unit or Division directing the program receiving grant funds.

Federal Grants
1.

All grants awarded by an agency of the Federal Government shall be administered by
the Commander of the Administrative Services Division.

2.

Publication of the following is necessary for every Federal grant:
a.
b.
c.
d.

D.

Federal Award Name and Year
Name of Federal Awarding Agency
CFDA Title and Number
Amount of Award

3.

Grant funds are requested at the discretion of the Commander of the Administrative
Services Division in accordance with the specific grant award terms.

4.

The City of Waukegan Finance Department and Treasurer’s Office shall be notified of
any pending grant fund draw-downs requested by the Administrative Services
Commander.

5.

All programmatic reporting shall be the responsibility of the Administrative Services
Commander.

6.

Invoices to be charged against any grant shall be maintained in the respective grant file
after a copy has been given to the Director of Finance and Administration or his/her
designee.

7.

All financial reporting shall be the responsibility of the Director of Finance and
Administration or his/her designee.

8.

Inactive grant files shall be archived for a period of no less than ten (10) years

Federal Pass-Through Grants
From time to time, various Federal agencies award grant funds to the State of Illinois to be
passed to the counties and municipalities. These grants shall be handled as all other Federal
grants as indicated in ADMIN.13.10(c)
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E.

F.

Equipment Grants
1.

All grants applications for equipment must be approved by the Chief of Police or his
designee.

2.

Equipment grants shall be administered by the Commander of the Administrative
Services Division.

3.

All equipment awarded as part of an equipment grant shall be maintained in usable
condition and used within the guidelines of the grant award.

Grants Awarded to Other Agencies or Sub-Grantees
1. All grants that mandate or have been sub-awarded to another agency through the
Waukegan Police Department shall be applied for and administered by the Commander of
the Administrative Services Division.
2. At the time grant funds are forwarded to sub-grantees or disparate jurisdictions, the
Commander of the Administrative Services Division shall include the following:
a.
b.
c.

Award Name, Number, and Year
Budget and Scope of Work Description
Legal Requirements Outlined in Grant Agreement

3. Recipients of grant sub-awards that pass through the Waukegan Police Department shall
submit an annual A-133 Audit report to the Commander of the Administrative Services
Division.
4. All sub-recipients shall be subject to program or equipment inspection to assure compliance
with grant terms. This includes:
a.

Annual grant financial reports showing year-to-date expenditures and budget
comparison.

b.

Programmatic progress reports

5. The Commander of the Administrative Services Division shall perform periodic on-site grant
monitoring to include:
a.

Review of program and financial operations

b.

Review of financial records, supporting documentation, debarment records, sole-source
contracts, and record retention policy.

c.

Inventory of all items purchased with Federal funds.

6. No funds will be disbursed to sub-grantees without first having an approved Memorandum of
Understanding between the City and the sub-grantee describing the detail of the grant
award and the amount to be sub-granted.
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G.

ADMIN.13.11
A.

Invoices, Receipts, Equipment, and Reports
1.

Invoices, receipts, and reports shall be kept in a single file for each grant.

2.

Granted equipment shall be kept in accordance with ADMIN.13.10(E).

3.

Copies of all invoices and/or receipts paid with grant funds must also be placed on-file
in the Finance Department for audit purposes.

DRUG ASSET FORFEITURE FUNDS
Federal Drug Asset Forfeiture Fund
1. The Federal Asset Forfeiture Fund is established for all Equitable Sharing Funds received
from either the Department of Justice or the Department of the Treasury as a result of
cases worked by Waukegan Officers tasked to the Drug Enforcement Administration or
Immigration and Customs Enforcement.
2. All funds held within the Federal Drug Asset Forfeiture Fund are subject to the most
recently published Federal Guide to Equitable Sharing and associated addenda.
3. All funds held within the Federal Drug Asset Forfeiture Fund may only be authorized for
expenditure by the Chief of Police.
4. No funds held within the Federal Drug Asset Forfeiture Fund shall be used to supplant the
Police Department budget.
5. All Officers assigned to a Department of Justice Agency shall complete sharing requests
(DAGS) as they become available on the AFP eShare website and submit to the
Administrative Services Division for final approval and submission to the Department of
Justice.
6. All Officers assigned to a Department of the Treasury Agency will complete sharing
requests (DAGS) on paper and submit to the Administrative Services Division for final
approval and submission to the Department of the Treasury.
7. During the review of accounts at the close of the City’s Fiscal Year (April 30th), the Finance
Department and the Administrative Services Division shall complete the annual Equitable
Sharing Agreement and Certification. The completed form shall be submitted to the Chief
of Police and the Mayor for review and signatures and filed electronically no later June 30th
with the Department of Justice.
8. The Administrative Services Division and the Finance Department will meet no later than
June 1 of each fiscal year in order to prepare the Equitable Sharing Agreement so that the
filing deadline will be met.
9. All records related to Equitable Sharing will be held for a period of time consistent with
State and Federal records retention policies. In cases of conflicting policies, the policy with
the longest retention period will be adhered to.

B.

State Drug Asset Forfeiture Fund
1. The State Drug Asset Forfeiture Fund is established for all Drug Asset Funds forfeited
within the State of Illinois under the State of Illinois Drug Asset Forfeiture Law.
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2. All funds held within the State Drug Asset Forfeiture Fund are subject to the most recently
published Illinois State Police Guidelines on the use of Forfeited Funds.
3. All funds held within the State Drug Asset Forfeiture Fund may only be authorized for
expenditure by the Chief of Police.
4. No funds held within the State Drug Asset Forfeiture Fund may be used to supplant the
Police Department budget.
5. The Commanding Officer of the Gang Intelligence Unit is responsible for filing all asset
forfeiture paperwork with the State’s Attorney’s Office and the State Police.
6. Initial forfeited funds shall be placed in the escrow account of the State Drug Asset
Forfeiture Fund and forwarded to the State Police upon adjudication by the 19th Circuit
Court. The State Police will be issued a check from the escrow account in the amount of
the forfeiture. The State Police will then review the forfeiture and return a check to the
Waukegan Police Department reflecting their share of the Forfeited Funds.

This order supersedes all previous written and unwritten policies of the Waukegan Police Department on the
above subject.

By order of:

Wayne Walles
Chief of Police
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – ADMIN.14
Subject: CONTROLLED EQUIPMENT

Effective: September 7, 2017

Revised:
Revised:
Original: September 7, 2017

PURPOSE
The purpose of this policy is to establish procedures and responsibilities for the appropriate use,
acquisition, and transfer of controlled equipment as designated by Federal and State awarding agencies.

ADMIN.14

POLICY

It is the policy of the Waukegan Police Department to oversee the Federal Support for Local Law
Enforcement Equipment Acquisition Program and compliance with Federal Controlled Equipment
restrictions and policies. Nothing in this policy applies to Controlled Equipment purchased entirely with
City of Waukegan funds.

DEFINITIONS
Controlled Equipment: Equipment that is considered to be of a military grade or capability, is
designated as Controlled by the Federal government, and is strictly monitored for distribution and use.
Federal Support for Local Law Enforcement Equipment Acquisition Program: A Federal military
surplus or decommissioned equipment program that allows for the transfer of these items to local law
enforcement agencies.
Illinois Central Management Services: CMS is the Illinois governmental agency tasked with distributing
surplus State and Federal equipment.
Law Enforcement Support Office: LESO is the Federal agency designated to fulfill requests for surplus
or decommissioned military equipment through the Federal Support for Law Enforcement Equipment
Acquisition Program.
Justice Assistance Grant: JAG is an annual grant awarded by the Department of Justice, Bureau of
Justice Assistance to the Waukegan Police Department for equipment or financial assistance for law
enforcement programs.

ADMIN.14.1

RESPONSIBILITIES

A.

The Administrative Services Division is responsible for managing the Federal Support for
Law Enforcement Equipment Acquisition Program, (formerly known as DRMO), and will
consult with the appropriate Division Commander or Deputy Chief to identify equipment
needs.

B.

The Administrative Services Division is responsible for the application, submission, and
management of grant funding used for equipment purchases. All grant activities must
comply with the City of Waukegan grant management policies.

C.

The acquisition of Controlled Equipment as defined by the Bureau of Justice Assistance
and Federal Executive Order 13688 will comply with applicable Federal guidelines.
(Attachment A)
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D.

Requisitions for controlled equipment must be made through the State or Federal agency
providing such equipment or any portion of the funding used to purchase such
equipment.

E.

All purchases related to controlled equipment shall be made in compliance with the City
of Waukegan Purchasing Manual.

ADMIN.14.2

TRAINING

A.

All personnel assigned controlled equipment, must be trained and certified in its use at
least once per calendar year.

B.

Training involving controlled equipment must be documented in the individual employee’s
training file.

ADMIN.14.2

INVENTORY and CONTROL

A.

For all controlled equipment, an active inventory must be kept by the Administrative
Services Division noting the make, model, serial number, and to whom the equipment is
assigned.

B.

It is the responsibility of the assigned employee to maintain the equipment and to report
any defects or damages immediately.

C.

No controlled equipment shall be disposed of without written authorization from the
agency that approved the purchase.

D.

All controlled equipment inventory will be reported annually to the granting agency. This
is to include photographs of the equipment and serial numbers.

This order supersedes all previous written and unwritten policies of The Waukegan Police Department on the
above subject.

By order of:

Wayne Walles
Chief of Police
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ATTACHMENT A

•

Manned Aircraft, Fixed Wing: Powered aircraft with a crew aboard, such as airplanes that use a
fixed wing for lift.

•

Manned Aircraft, Rotary Wing: Powered aircraft with a crew aboard, such as helicopters that use
a rotary wing for lift.

•

Unmanned Aerial Vehicles: A remotely piloted, powered aircraft without a crew aboard.

•

Armored Vehicles (Wheeled): Any wheeled vehicle either purpose‐built or modified to provide
ballistic protection to its occupants, such as a Mine‐Resistant Ambush Protected (MRAP) vehicle
or an Armored Personnel Carrier.

•

Tactical Vehicles (Wheeled): A vehicle purpose‐built to operate on‐ and off‐road in support
of military operations, such as a HMMWV (“Humvee”), 2.5‐ton truck, 5‐ton truck, or a vehicle with
a breaching or entry apparatus attached.

•

Command and Control Vehicles: Any wheeled vehicle either purpose‐built or modified to
facilitate the operational control and direction of public safety units responding to an incident.
Command and Control vehicles provide a variety of capabilities to the incident Commander,
including, but not limited to, the provision for enhanced communications and other situational
awareness capabilities.

•

Specialized Firearms and Ammunition Under .50‐Caliber (excludes firearms and ammunition
for service‐issued weapons): Weapons and corresponding ammunition for specialized
operations or assignment. This excludes service‐issued handguns, rifles, or shotguns that are
issued or approved by the agency to be used during the course of regularly assigned duties.

•

Explosives and Pyrotechnics: Includes “flash bangs” as well as explosive breaching tools often
used by special operations units.

•

Breaching Apparatus (e.g. battering ram or similar entry device): Tools designed to provide
law enforcement rapid entry into a building or through a secured doorway. These tools may be
mechanical in nature (a battering ram), ballistic (slugs), or explosive.

•

Riot Batons (excluding service‐issued telescopic or fixed‐length straight batons): Non‐
expandable baton of greater length (generally in excess of 24 inches) than service‐issued types
and are intended to protect its wielder during melees by providing distance from assailants.

•

Riot Helmets: Helmets designed to protect the wearer’s face and head from injury during melees
from projectiles including rocks, bricks, liquids, etc. Riot helmets include a visor, which protects
the face.

•

Riot Shields: Shields intended to protect wielders from their head to their knees in melees.
Most are designed for the protection of the user from projectiles including rocks, bricks, and liquids.
Some afford limited ballistic protection as well. Riot shields may also be used as an offensive
weapon to push opponents.
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – ADMIN.15
Subject: CJIS SECURITY

Effective: June 5, 2017

Revised:
Revised:
Original: June 5, 2017

PURPOSE
The purpose of this general order is to define policies that are required for compliance with the Criminal
Justice Information Systems (CJIS) Security Policy as set by the Federal Bureau of Investigations and the
Illinois State Police (ISP).

ADMIN.15

POLICY

In order to comply with evolving CJIS Security Policy requirements, it is necessary to separately
communicate the CJIS Security Policy requirements as they are developed. These additional
requirements are intended to be an enhancement to, but not a replacement of, existing general orders as
they relate to non-CJIS assets.

DEFINITIONS
User: Any person that is authorized to use the Waukegan Police Department’s computer systems.
Software: Any computer program that is used by the Department, or installed on any equipment owned
by the Department.
,
Hardware: Any equipment that is considered a computer, is connected to a computer, is used to access
a computer, or is used to facilitate remote access to any computer, system, or software owned by the
Department. This may include equipment not owned by the Department, such as, personally owned
devices or equipment owned by someone else and authorized by the Chief of Police and the City of
Waukegan’s Information Technology Department.
CJIS Security Policy: Security policy established by the FBI and/or ISP to be followed in exchange for
access to criminal justice information.
Personally Identifiable Information (PII): Information which can be used to distinguish or trace an
individual's identity, such as name, social security number, or biometric records, alone or when combined
with other personal or identifying information which is linked or linkable to a specific individual, such as
date and place of birth, or mother's maiden name. Any FBI/ISP CJIS provided data maintained by an
agency, including but not limited to, education, financial transactions, medical history, and criminal or
employment history may include PII.
Criminal Justice Information (CJI): All of the FBI/ISP CJIS provided data necessary for law
enforcement and civil agencies to perform their functions including, but not limited to biometric, identity
history, biographic, property, and case/incident history data.
Secondary Dissemination: The release of CJI to any other authorized agency, no matter the form of
exchange.
Security Incident: A violation or possible violation of the technical aspects of the CJIS Security Policy
that threatens the confidentiality, integrity, or availability of LEADS/NCIC.
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ADMIN.15.1

PROCEDURE

A.

Personally Identifiable Information (PII) shall be used for official business only.

B.

Information Exchange
Prior to releasing Criminal Justice Information (CJI), Department personnel must verify
the identity of the person receiving the information and validate that they are authorized
to receive the information. In general, this means that the receiver of the information must
be employed by a criminal justice agency and have an official business purpose for
obtaining the requested information.

C.

1.

A CJI Release Logbook shall be kept in Communications. When CJI is released
to any other authorized agency or person, a secondary dissemination, the
releasing Department employee shall record the release in the logbook.

2.

The log shall include the releasing employee’s name, the name and agency of
the person the CJI was released to, date, time, method of transmission, and the
name of the subject of the CJI.

3.

This shall also apply to the use of CJI shared with or received from FBI/ISP CJIS
for non-criminal justice purposes. In general, a non-criminal justice purpose
includes the use of criminal history records for purposes authorized by federal or
state law other than purposes relating to the administration of criminal justice,
including but not limited to employment suitability, licensing determinations,
immigration and naturalization matters, and national security clearances.

Incident Response
1.

All authorized users are responsible for the protection of information subject to
confidentiality concerns in systems, archived data, backup media, and until
destroyed.

2.

All authorized users are also responsible for assuring threats, vulnerabilities, and
risks associated with accessing CJIS systems and services are eliminated prior
to accessing the CJIS system.

3.

Any security incidents that may arise will be reported immediately through the
chain of command for action deemed necessary by the IT Department.

4.

Employees may see only indicators of a security incident, these incidents may
include, but are not limited to, the following:
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a.

The system unexpectedly crashes without clear reasons.

b.

New user accounts are mysteriously created, which bypass standard
procedures.

c.

Sudden high activity on a user account that has had little or no activity for
months.

d.

New files with novel or strange names appear.

e.

Accounting discrepancies.

f.

Changes in file lengths or modification dates.

g.

Attempts to write to system files.
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5.

D.

h.

Data modification or deletion.

i.

Denial of service.

j.

Unexplained poor system performance.

k.

Anomalies.

l.

Suspicious probes.

m.

Suspicious browsing.

The IT Department (ithelpdesk@waukeganil.gov) shall, upon review suspected
incident, report the incident to the LEADS Agency Coordinator for reporting to the
ISP.
a.

The report from IT must include the date of the incident, location(s) of the
incident, systems affected, method of detection, nature of the incident,
description of the incident, actions taken, resolution, and contact
information for the Police Department and IT Department.

b.

Should the IT Department identify the incident as a simple
hardware/software issue, those personnel shall report such a finding to
the LEADS Agency Coordinator via e-mail. In these instances, no report
to the ISP is necessary.

Access Control
The Department prohibits running multiple concurrent active sessions on different
computers within CJI systems.

E.

1.

Some areas may be approved to run multiple concurrent active sessions on the
same computer based on job requirements; e.g. dispatch personnel may operate
multiple concurrent CAD sessions on the same computer as long as all other
policies and procedures are complied with.

2.

Under no circumstances shall an officer maintain and active session on an in-car
computer and a system located within the Police building.

Wireless Access Restrictions and Wi-Fi Logs
Only Wireless Access Points installed, controlled and configured by IT are allowed on the
Department network. All Department wireless network traffic, both cellular and 802.11,
shall be monitored, controlled, and restricted to authorized usage only. Automated
monitoring systems will be setup, configured, and maintained to monitor all aspects of the
network (wired and wireless) for unusual activity. The automated monitoring systems will
alert the Information Services Division staff to any suspected issues or concerns. Wi-Fi
logs shall be reviewed on a regular basis.

F.

Authentication Strategy
1.
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All Department users will comply with the Department’s General Orders in regard
to the access to and use of the Department computer hardware, software,
network, and technology systems.

ADMIN.15 – CJIS Security

Page 3 of 4

2.

G.

All Department in-car mobile computer users shall use advanced authentication
security measures as deployed by the IT Department. The advanced
authentication system will be compliant with the CJIS Security Policy
requirements. Examples may include hardware tokens, software tokens,
certificates, and other approved measures.

Physical Protection
All hardware and software that processes, stores, or transfers CJI shall be physically
protected through access control measures to include, but not limited to: physical
barriers, physical locks, electronic locks controlled by access codes, or direct supervision
by Department personnel.

H.

I.

Actions in Response to Alerts
1.

Department personnel shall, for their area of responsibility, receive, disseminate,
document, and react to validated security alerts and bulletins in compliance with
General Orders.

2.

Any relevant alerts shall be forwarded to IT by the appropriate supervisor.

3.

Based upon the information contained in the alerts or bulletins, the information
will be disseminated to the appropriate Department personnel. Based upon the
information contained in the alerts or bulletins, appropriate actions will be taken
by the IT Department.

Patch Management
1.

The IT Department identifies and enforces patch management for all critical and
security related patches.

2.

All CJIS facing systems are patched at least monthly to include testing of
appropriate patches before installation, rollback capabilities when installing
patches, updates, etc.

3.

IT shall patch using automatic updates without individual user intervention as
much as possible. If user intervention is required, the affected system(s) will be
patched in-person by authorized IT personnel.

4.

Patch requirements discovered during security assessments, continuous
monitoring, or indicated response activity shall be addressed expeditiously.

5.

The Information Systems Division shall employ virus protection mechanisms to
detect and eradicate malicious code at critical points throughout the network. The
Information Systems Division shall ensure malicious code protection is enabled
at all critical points.

This order supersedes all previous written and unwritten policies of The Waukegan Police Department on the
above subject.

By order of:

Wayne Walles
Chief of Police
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – ADMIN.18
Subject: OFFICE OF PROFESSIONAL STANDARDS INVESTIGATIONS
Effective: February 8, 2021
ADMIN.18.0
ADMIN.18.1
ADMIN.18.2
ADMIN.18.3
ADMIN.18.4
ADMIN.18.5
ADMIN.18.6
ADMIN.18.7

POLICY
INVESTIGATION OF
COMPLAINTS
INVESTIGATIVE AUTHORITY
COMPLAINT PROCESS
NOTIFICATIONS
NOTICE OF INVESTIGATION –
RIGHTS
INVESTIGATIVE EVIDENCE
RELIEVING EMPLOYEES
FROM DUTY

Revised: November 30,2020
Revised: July 9, 2020
Original: March 18, 2008

ADMIN.18.8
ADMIN.18.9
ADMIN.18.10
ADMIN.18.11
ADMIN.18.12
ADMIN.18.13

COMPLAINANT STATUS
REPORTS
DURATION OF
INVESTIGATIONS
DISPOSITIONS
RECORDS
ANNUAL STATISTICS
PUBLIC INFORMATION

PURPOSE
The purpose of this policy is to establish guidelines for the investigation of complaints against Department
employees and to ensure professional standards are maintained.
ADMIN.18.0

POLICY

It is the policy of the Waukegan Police Department to properly investigate all complaints against
Department personnel, regardless of the source of such complaints. Investigation of these complaints
through standardized procedures will demonstrate the Department's desire to provide honest and efficient
police service as well as inspire public confidence in its personnel. A regulated program of complaint
review will also ensure the fair and impartial treatment of all Department personnel who may be the
subject of any investigation.
DEFINITIONS
Business Day: A day when administrative personnel work, Monday through Friday – excluding City
holidays.
Category A Complaint: Any complaint made with an allegation of rudeness, improper driving, poor
demeanor, improper performance, failure to take action, or other violations of Department orders not
qualifying as Category B violations.
Category B Complaint: Any complaint made with an allegation of physical abuse, excessive force, a
violation of civil rights or criminal misconduct.
Category C Complaint: Any internal, Category A complaint initiated by an Officer.
Complaint: An allegation by any individual that a Department employee has misused authority, acted
illegally or unethically, or violated Department policies/procedures. Complaints can originate either
externally or internally.
External Complaint: Any allegation brought against a Department employee by a non-City employee or
filed anonymously.
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Formal Investigation: An investigation intended to gather evidence of misconduct, which may be the
basis for filing charges, seeking removal, discharge, or suspension in excess of three (3) days.
Informal Inquiry: The initial investigation of an allegation of misconduct or citizen complaint. The
purpose of the inquiry is to discuss facts in order to determine if a formal investigation is warranted given
the resultant information.
Internal Complaint: Any allegation brought against a Department employee by another person
employed by the City of Waukegan.
Misconduct: Wrongful actions by an employee, which are caused (intentionally or unintentionally) by
erroneous judgment or a disregard for established policies and/or procedures.
ADMIN.18.1

INVESTIGATION OF COMPLAINTS

A.

The investigation of complaints against Department personnel shall be conducted by the
Office of Professional Standards (OPS), under the authority of the Chief of Police. The
Office of the Chief of Police shall review all internal investigations.

B.

In the interest of expeditious processing of external complaints, Supervisors shall be
responsible for accepting and documenting all complaints coming to their attention.

C.

Category A, B, and C complaints received and reviewed by the OPS Commander may be
assigned to other supervisory personnel for investigation or appropriate investigative
entity.

D.

Questions presented by the public as a complaint but only requiring an explanation of a
General Order, rule, or practical application of law may not necessarily require an internal
investigation.

ADMIN.18.2

INVESTIGATIVE AUTHORITY

A.

The investigation of complaints is the responsibility of the Office of Professional
Standards. The Commander of the Office of Professional Standards is appointed by, and
reports directly to, the Chief of Police.

B.

All Department employees are required to cooperate with those personnel tasked with
investigating complaints as assigned by the Chief of Police.

C.

In the event that criminal violations are alleged against an employee, the criminal
investigation should precede the administrative/internal investigation.

D.

All complaints made against Department employees will be documented and investigated
appropriately.

ADMIN.18.3
A.

COMPLAINT PROCESS
Complaints may be filed as follows:
1.
2.

3.
4.
5.
6.
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In person, at the police station, directly to a Supervisor.
Via telephone. In such cases, the complainant will be instructed to come to the
station for an in-person report to a Supervisor or advised to complete the forms
online.
Online via the City website. These complaints are automatically forwarded to the
OPS.
Internally, by a co-worker or supervisor against another employee.
Referral from an outside agency.
Anonymously or via a third person.
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B.

Complaint Filing Procedure
1.
All supervisors must activate their body worn camera when taking a complaint
from the public. Recording must take place during the entire interaction between
the complainant and the supervisor taking the complaint.
a.
The resultant video will be tagged for retention by the supervisor and an
e-mail notification will be made to the BWC Administrators.
b.
The BWC Administrators will assure that the BWC video of the complaint
is marked as restricted to authorized personnel only.
2.
The supervisor taking the complaint must explain the complaint process to the
complainant.
3.
The supervisor taking the complaint will complete the top portion of the
Complaint Control Form (Attachment A).
4.
The supervisor will ask the complainant to write a narrative of the circumstances
surrounding the complaint on the Complaint Control Form and will supply the
complainant with Complaint Control Form Narrative page(s) as needed
(Attachment A). In those cases where the complainant is unable to read/write,
the supervisor will complete the narrative as it is presented verbally by the
complainant.
5.
If there is a language barrier, the complainant should write out the narrative in
their language and an interpreter will be requested to translate the content of the
complaint verbatim. The supervisor will be required to indicate in his/her report
that an interpreter was used to translate the interaction and the documentation.
6.
The Supervisor will request that the complainant sign the Complaint Control
Form. After the complainant signs the form, the Supervisor will sign the form and
give the complainant a copy as written verification that the complaint has been
received.
7.
The supervisor taking the complaint will generate a memorandum to the
Commander of the OPS summarizing the complaint and any initial investigation
that he/she performed and attach it to the original complaint. These items will be
forwarded to the OPS Commander.

C.

Completed Complaint Control Forms will be reviewed by the Office of Professional
Standards, assigned a complaint control number, and assigned to an appropriate
investigative entity.

D.

If someone other than a Supervisor receives a telephone or personal notification of a
complaint, they should refer the matter to a Supervisor by either immediately contacting
him/her or recording the complainant's name, address, and telephone number and
promptly forwarding the information to the Supervisor to call the complainant back.

E.

The Supervisor responsible for conducting the investigation of the complaint shall
document all actions and interviews conducted in the course of the investigation,
including the General or Special Orders violated, and a recommended disposition.

ADMIN.18.4

NOTIFICATIONS
In the event the complaint is of a serious nature, the appropriate Deputy Chief and the
OPS Commander shall be notified via Department e-mail at the time of the filing. The
Chief of Police shall be notified via e-mail of all Category B complaints. All notifications
will be made by the supervisor taking the complaint or the shift commander.

ADMIN.18.5
A.

NOTICE OF INVESTIGATION – RIGHTS
Whenever a complaint is received and it is determined that a Formal Investigation will be
conducted, the employee(s) who are the subject of the investigation shall receive the
following:
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1.
2.
3.

A notification informing them of the nature of the allegations made.
A statement concerning the rights and responsibilities of the employee relative to
the investigation.
A notification to the president (or the designee) of the employee’s Union Board
regarding the nature of the allegations made.

B.

Sworn personnel are entitled to all of the rights and privileges afforded them in the
Uniform Peace Officers Disciplinary Act, 50 ILCS 725.

C.

Civilian employees are entitled to receive a notice of rights and allegations as set forth in
the provisions of 65 ILCS 5/10-1-18.

ADMIN.18.6
A.

INVESTIGATIVE EVIDENCE
All personnel are required to cooperate fully with Office of Professional Standards
investigations. They are required to disclose all pertinent information known to them
regarding the matter under investigation. Employees are required to submit to the
following non-testimonial evidence gathering, including, but not limited to:
1.
2.
3.
4.
5.
6.
7.
8.

Medical, psychiatric, or psychological examinations.
Line-ups.
Chemical tests.
Photographs.
Search of city property.
Written reports as required.
Firearms for inspection and examination.
Financial disclosure statements, handwriting samples, and/or fingerprinting.

B.

No Waukegan Police Department personnel shall be required to submit to a polygraph
test, voice stress analysis, or chemical substance during questioning except with the
employee’s express written consent.

C.

An employee may request a polygraph examination to be administered by the
Department at any time. Such request shall not be denied provided the requesting
employee bears all costs associated with such testing.

D.

Provisions of this section shall not conflict with any collective bargaining agreements
presently in effect.

E.

Provisions of this section shall not conflict with local, State and Federal laws.

ADMIN.18.7
A.

RELIEVING EMPLOYEES FROM DUTY
In cases relating to the psychological or physical fitness of employees to perform their
duties, or, where it is in the immediate best interests of the employee, the Department,
the City, or the community, an employee may be temporarily relieved from duty by any
supervisor. Personnel may also be relieved of duty during an investigation of
misconduct.
1.
2.

3.
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Should an employee be relieved from duty outside of normal business hours,
such action will not result in the loss of pay by the employee relieved from duty.
Should an employee be relieved from duty during business hours and after the
relieving supervisor has spoken with the Chief(s) of police, such action may
result in the loss of pay by the employee relieved from duty.
Being relieved of duties as outlined in this section does not constitute discipline.
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B.

Any supervisor initiating such action must make immediate notification to the appropriate
Division Commander, who shall in turn, notify the appropriate Deputy Chief, who will
further notify the Chief of Police and the Commander of the Office of Professional
Standards.

C.

The initiating supervisor is required to prepare a written report outlining the relevant facts,
which led to the emergency relief from duty. The report shall be completed before the
supervisor leaves the station at the end of his/her tour of duty.

D.

Any employee relieved of duty, and the supervisor taking the action will report to the
Office of the Chief of Police at 09:00 the next business day, unless the circumstances
require a different course of action or ordered otherwise by the Chief of Police or Deputy
Chief of Police.

ADMIN.18.8

COMPLAINANT STATUS REPORTS

A.

Upon receipt of a complaint, the Department will, in all cases, notify the complainant if
they can be located, and acknowledge receipt of the complaint.

B.

The complainant will be provided with periodic status reports, and will be advised the
disposition of the complaint upon conclusion of the investigation. Information regarding
disciplinary action taken is confidential and will not be released unless pursuant to a
FOIA or other legally binding request.

ADMIN.18.9

DURATION OF INVESTIGATIONS

A.

The Department will strive, whenever possible, to complete all internal investigations
within (30) thirty days and notify all parties concerned of the disposition.

B.

It is recognized that some internal investigations are complex and may require in excess
of (30) thirty days to complete. In those instances where additional time is required, the
Chief of Police will be notified with an estimated date of completion.

ADMIN.18.10
A.

DISPOSITIONS
At the completion of any internal investigation, a conclusion of fact must be specified.
Investigations can result in any of the following types of dispositions:
1.
2.
3.
4.
5.
6.
7.

Sustained – allegations supported by sufficient evidence;
Not sustained – insufficient evidence to prove or disprove the allegations;
Exonerated – incident did occur, but the actions taken were lawful and proper;
Unfounded – allegation is not factual. It did not happen;
Sustained with Qualifications – when the administrative review discloses that the
action complained about did occur, but not in the manner or to the degree stated;
Misconduct not based on a Complaint – when the administrative review of the
complaint discloses misconduct that is not part of the original complaint;
Policy Failure – the investigation revealed that the alleged acts did occur;
however, the employee was acting in accordance with established Department
policy.

B.

The assigned disposition must be included in the written report summary of each
complaint completed by the supervisor or assigned investigator.

C.

The employee will be informed of the disposition after the investigation is concluded.

D.

Category A, B, and C complaints lacking compelling evidence capable of supporting the
complaint, cannot be assigned a finding of SUSTAINED.
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ADMIN.18.11

RECORDS

A.

The OPS Commander will maintain records of all personnel complaints in a secure file or
electronic media.

B.

The release of any records will only be in accordance with the law due to the fact that
such files are considered confidential.

ADMIN.18.12

ANNUAL STATISTICS
The OPS will maintain annual statistics on personnel complaints and associated
dispositions.

ADMIN.18.13

PUBLIC INFORMATION

A.

The Department's internal investigation and complaint receipt policies shall be
maintained at the Department and made available to citizens .

B.

The Office of Professional Standards will maintain brochures outlining procedures to
register a complaint or commend members of the Department (Attachment B). The
brochures will be prominently located in the lobby of the police Department and readily
available to the public.

This order supersedes all previous written and unwritten policies of the Waukegan Police Department on
the above subject.

By order of:

Keith Zupec
Chief of Police - Interim
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Attachment A

WAUKEGAN POLICE DEPARTMENT
COMPLAINT CONTROL FORM
Complaint File Number _________________
Incident Report Number ________________

Complainant

Address

Home Phone Number

Business Phone Number

Location of Incident

Date

Accused Member(s)

Time
I.D. Number

Witness _____________________ Address __________________________Phone Number ______________
Witness _____________________ Address __________________________Phone Number ______________
Narrative
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________

Under penalties as provided by law for false certification pursuant to 735 ILCS 5/1-109 of the
Code of Civil Procedure and Perjury, the undersigned certifies that the statements set forth in
this instrument are true and correct.
Signature of Complainant _________________________________

Received by: ___________________Date & Time
WPD General Orders Manual

Date of Signature ______________

Investigator ______________________
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COMPLAINT CONTROL FORM NARRATIVE
Complaint File Number _________________

Attachment A

Incident Report Number ________________

________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________

Under penalties as provided by law for false certification pursuant to 735 ILCS 5/1-109 of the
Code of Civil Procedure and Perjury, the undersigned certifies that the statements set forth in
this instrument are true and correct.
Signature of Complainant _________________________________

Date of Signature ______________

Page _____ of _____ Pages
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WAUKEGAN POLICE DEPARTMENT
Police Animal Control
Policy & Procedures
Manual
Chief Wayne Walles
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SEC 1.1

POLICE ANIMAL CONTROL FUNCTIONS

The Police Animal Control assists the Police Department, the City of Waukegan, and its
residents by handling animal-related situations and problems that relate to the following:
A.

Stray animals

B.

Bats

C.

Pickup of deceased animals, as determined by the Coordinator of Police Animal
Control

D.

Enforcement of City of Waukegan Animal Ordinance

E.

Wildlife in residence (living area only)

F.

Return of lost pets to owners

G.

Assisting outside agencies or divisions when needed; to include narcotics search
warrants

H.

Placement of animals with approved adoption agencies
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SEC 1.2
CONTROL

RESPONSIBILITIES OF THE COORDINATOR OF POLICE ANIMAL

The Coordinator of Police Animal Control is responsible for day-to-day administration of
the Police Animal Control Unit. The Coordinator of Police Animal Control:
A.

Plans/directs/supervises the activities of Police Animal Control, develops goals
and objectives, establishes operational procedures, determines priorities,
identifies problems and initiates corrective measures.

B.

Assigns and/or performs duties that may include patrolling routinely, responding
to citizen complaints, licensing, enforcing applicable ordinances, testifying in
court, assisting in handling vicious and/or dangerous animals, assisting outside
agencies, or police divisions, when applicable.

C.

Oversees the operation and maintenance of the Police Animal Control facility,
and may assist in cleaning/disinfecting cages, feeding animals, requisitioning
supplies/equipment, maintaining the supplies/equipment inventory.

D.

Prepares appropriate maintenance request/repair forms and provides them to the
proper City of Waukegan Public Works Personnel.

E.

Maintains an active and up-to-date list of volunteers and will be responsible for
scheduling volunteers.

F.

Supervises employees and volunteers, provides technical training in animal
care/handling, participates in employee-selection, develops work schedules, and
evaluates subordinates.

G.

Prepares and maintains records, e.g. animals impounded, animal bites, lost
animals, placement of animals with approved adoption agencies, violations
issued, animals euthanized, compiles and analyzes data, prepares monthly,
quarterly, and annual reports for operational and budgetary purposes.

H.

Enforces the City of Waukegan ordinance with regard to the disposition of
impounded animals, attempts to locate owners, identifies and approves animals
to be euthanized with the approval of the Chief of Police or his/her designee,
assists the veterinarian in euthanizing diseased and/or injured wildlife, stores
carcasses and arranges for their disposal.

I.

Acts as an information resource and contact for area groups or organizations
interested in animal welfare, may attend meetings as speaker or resource
person.

J.

Assists on-call (after hours, holidays, days off) with emergency animal-related
calls.
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K.

Assigns and/or assists in the capture of animals involved in bite cases and
follows up on bite reports with local veterinarians to ensure compliance with state
and local ordinances.

L.

Ensures the Police Animal Control facility is clean and free of clutter.

M.

Supervises employees, answering their questions, offering advice/direction,
performing training and evaluation, and administering discipline.

N.

Maintain records necessary to complete administrative reports, as required, such
as monthly report, quarterly report, calendar-year annual report, and fiscal-year
annual report. Records should be kept by type of animal. Records may include,
but are not limited to the following:
•
•
•
•
•
•
•
•
•
•

strays and unwanted/impounded animals
animals returned to owners
total citations issued
animal bites
animals submitted for rabies examinations
animals euthanized
adoption agencies/rescues
total animals handled by Police Animal Control
animals given up as unwanted
miscellaneous calls, services, and complaints
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SEC 1.3

RESPONSIBILITIES OF THE POLICE ANIMAL CONTROL OFFICER

The Police Animal Control Officer performs the following day-to-day activities under
direct supervision of the Coordinator of Police Animal Control, including, but not limited
to:
A.

Handles citizen complaints such as, stray dogs and cats, barking dogs,
defecation violations, dogs off-leash, and other complaints.

B.

Follows up on animal bite cases.

C.

Fills out daily activity sheets for work assigned and other records pertaining to
found animals, animals given up as unwanted, strays, adoptions, traps loaned
out, lost-and-found books and any other daily activities for which records must be
kept.

D.

Issues citations for animal violations and appears in court when needed.

E.

Releases impounded pets to owners.

F.

Assists veterinarians in euthanasia of animals as needed.

G.

Picks up deceased animals as assigned.

H.

Assists citizens with various animals (wildlife) within residences, and with the
capture/trapping of wildlife for release or relocation.

I.

Picks up supplies and receives supplies needed for the Police Animal Control
facility.

J.

Participates in duties assigned by the Coordinator of Police Animal Control in
regard to outside agencies or other Police divisions.

K.

Assists senior citizens and handicapped persons in animal-control matters at the
discretion of the Coordinator of Police Animal Control.

L.

Enters data into the Police Animal Control computer systems.

M.

Responds (on-call) to after-hours calls as assigned.

N.

Performs additional tasks as assigned.

O.

Monitors police-band radio at all times.
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SEC 1.4

ASSIGNED DUTIES: Coordinator of Police Animal Control

The Coordinator of Police Animal Control performs the following duties during a normal
shift:
A.

Compiles daily records for future reports (monthly, quarterly, annual, year-end);
completes reports as needed and submits them to the division head, as directed.

B.

Maintains inventory of equipment/tools. Makes minor repairs as needed or
arranges for the appropriate personnel to perform the repairs.

C.

Trains and evaluates Police Animal Control employees.

D.

Performs duties to include patrolling routinely when assigned, responding to
citizen complaints, enforcing applicable city ordinances, assisting Police Animal
Control Officers with calls (when time permits).

E.

Works with volunteers and community groups/organizations interested in animal
welfare, when appropriate.

F.

Oversees and supervises daily activities of the Police Animal Control Officer,
reviewing the Police Animal Control Officer’s daily activity sheets.

G.

Follows up on citizen complaints against employees and recommends
disciplinary action when required.

H.

Enters data into the Police Animal Control computer systems.

I.

Provides animals in Police Animal Control custody with humane care and proper
treatment.

J.

Maintains the Police Animal Control and facility in compliance with State and
Federal laws.

K.

Monitors the police-band radio at all times.

L.

Responsible for overseeing the process of entering all in-custody animals into the
proper Police Department database.

M.

Completes a weekly inspection of the Police Animal Control facility.

N.

All other duties listed in the City of Waukegan Human Resources Class
Specification for “Police Animal Control Coordinator”.
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SEC 1.5

ASSIGNED DUTIES: POLICE ANIMAL CONTROL OFFICER

Police Animal Control Work a Schedule as assigned:
A.

Sign in (10-41) on-air at the beginning of the tour of duty.

B.

Check voice mail for messages (also check periodically throughout the day).

C.

Handle priority calls (injured, ill, or aggressive animals contained).

D.

Obtain morning assignments from the Coordinator of Police Animal Control.

E.

Perform routine tasks: responding to citizen complaints, trapping and relocating
wildlife in living areas of residences, cleaning, feeding, bite reports with an animal
in custody, returning animals to owners, and acting on citizen complaints.

F.

Break for lunch (Signal 2); time will vary, based on workload.

G.

Clean out vehicle.

H.

Appear in Administrative Hearing Court regarding animal-ordinance violations as
summoned.

I.

Perform other duties as required or assigned.

J.

Check out (10-42) at end of tour-of-duty. Must assure the Police Animal Control
facility is secured.

K.

Responsible for daily maintenance and entering of all in-custody animals into the
proper Police Department database.

L.

Additional duties may be added on a daily basis with the approval of the
Coordinator of Police Animal Control. Any disputes about services provided will
be handled by the Chief of Police or his/her designee.
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SEC 1.6
I.

WORKING CONDITIONS

Work Hours:
A.

Police Animal Control works seven days per week

B.

The following work-schedule is in effect:
1.

2.

II.

III.

Police Animal Control Officer Monday – Friday or Wednesday Sunday
a.

0830 hours begin tour of duty

b.

1700 hours end tour of duty

Coordinator of Police Animal Control Monday – Friday
a.

0830 hours begin tour of duty

b.

1700 hours end tour of duty

C.

Schedules may change based upon staffing availability. The Coordinator
of Police Animal Control will advise the division head when the workschedule needs adjustment.

D.

The Police Animal Control facility will be open to the public Monday-Friday
from 12:30 P.M. to 4:30 P.M.

On-Call Procedure:
A.

The Coordinator of Police Animal Control is responsible for establishing,
maintaining, organizing and disseminating an on-call list of Police Animal
Control Officers during off-duty hours.

B.

The on-call list shall cover all off-duty times (5 P.M. to 8 A.M. and 24hours per day on Saturday and Sunday). This list should rotate through
the Police Animal Control staff to maintain fair and equal distribution of oncall times.

Meal and Break Policy:
The Police Animal Control Officers must notify Communications when signing off
for a meal or a break, and must clear with Communications when returning to
work.
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SEC 1.7
I.

II.

III.

SECURITY AND SAFETY AT THE POLICE ANIMAL CONTROL FACILITY

General Security and Safety Procedures:
A.

Only Police Animal Control employees, Chief of Police approved
volunteers, and Police Officers may use the south “Employee Only
Entrance” to the building.

B.

The front door and front gate shall be locked when a Police Animal Control
Officer is not in the office area.

Visitor Protocol:
A.

All visitors will check in at the front desk.

B.

Visitors will be supervised at all times by Police Animal Control personnel
or volunteers.

C.

Children will not be admitted to the Police Animal Control facility without
parental or adult supervision.

D.

Visitors will not remove animals from cages.

E.

No visitors will be allowed in the Isolation Area when animals are present.

F.

No visitors will be allowed access to areas that have just been cleaned,
i.e., areas where the floors are wet or chemicals have recently been
applied.

Volunteers:
A.

Volunteers will check in with a Coordinator of Police Animal Control upon
arrival at the facility.

B.

Volunteers may be restricted from areas of the facility due to safety
concerns.

C.

Volunteers will have no direct contact with animals.

D.

Volunteers’ primary duties will consist of administrative work (data entry,
answering phones, filing, etc.).
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SEC 1.8
I.

II.

III.

POLICE ANIMAL CONTROL FINES AND FEES

Collection of Fine and Fee Payments:
A.

All fees/fines must be paid by cash or by check written for ONLY the exact
amount due.

B.

Payments collected for pickup, boarding, and licenses are to be processed
by the City of Waukegan Collector’s Office.

Collected Monies to the City Collector:
A.

Payments collected for fines and fees will be collected by the City
Collector at Waukegan City Hall.

B.

Animal license forms will only be accepted with payment attached.

C.

Payment for citations will only be accepted with payment attached.

D.

Pickup fees and boarding fees must be accompanied by a general receipt
form. Note: A copy of the general receipt will be kept by Police Animal
Control to be used for further record keeping.

Police Animal Control Fines and Fees:
A.

B.

Stray Dog/Cat Fees
1.

Pickup: $25.00 (first offense); $50.00 (second offense); $100.00
(third offense); $200.00 (fourth or subsequent offense).

2.

Boarding: $10.00/day.

3.

Microchipping: $15.00, if needed.

4.

Parvo/Distemper: $10.00.

Ordinance Violations Not Requiring a Court Appearance
All animal ordinance violations will be cited on a compliance ticket with
fines to be set in accordance with Waukegan City Ordinance.
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SEC 1.9

DANGEROUS DOG ORDINANCE

Waukegan City Ordinance, Section 4-101. Dangerous Dog (excerpted and
formatted from the City of Waukegan Animal Control Ordinance Chapter 4 – Animals
for use in this policy):
Definitions. For the purposes of this section, the following words, terms, and
phrases, shall have the following meanings:
Dog means all members of the canine family.
Dangerous Dog means any dog that, according to the records of the City Police
Animal Control:
1.

Has bitten, inflicted injury, killed, or otherwise attacked a human being,
without provocation, on public or private property; or

2.

Has injured or killed a pet, without provocation, while off the owner's
property; or

3.

A dog which, without provocation, has chased or approached a person or pet
upon the streets, sidewalks, or any public grounds in a menacing fashion or
apparent attitude of attack, provided that such actions are attested to in a
sworn statement by one or more witnesses and investigated and confirmed
by authorities; or

4.

A dog that is owned and harbored primarily for the purpose of dog or other
animal fighting or any dog trained for dog or other animal fighting. No dog
shall be deemed a dangerous animal if it is a dog owned by a law
enforcement agency.

Injury means any physical damage to a person or pet's body.
Owner means any person who keeps or harbors the dog.
Provocation means that the threat, injury or damage caused by the animal was
sustained by a person or pet who, at the time, was committing a willful trespass
or other tort upon the premises occupied by the owner of the animal, or was
tormenting, abusing, or assaulting the animal or its offspring, or was committing
or attempting to commit a crime.
Unprovoked means that the victim, which has been conducting himself, herself,
or itself peacefully and lawfully, has been bitten, chased in a menacing fashion,
or attacked by a dog.
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A.

B.

Investigation.
1.

An Animal Control Officer shall investigate reported incidents involving any
dog that may be dangerous and shall, if possible, interview the owner and
require a sworn affidavit from any person, including an animal control
officer or enforcement officer, desiring to have a dog classified as
dangerous. The address at which the dog resides shall be provided to the
City Police Animal Control. No dog that is the subject of an investigation
may be relocated or ownership transferred pending the outcome of an
investigation, determination, or any hearings related to the determination
of a dangerous dog classification.

2.

Where there is probable cause to believe that a dog is a dangerous dog,
the City Police Animal Control is authorized to impound and hold such
dog, at the owner's expense, pending the investigation, determination, and
final resolution of any appeals. Where the dog has caused injury or death
to any person or pet, the City Police Animal Control is required to impound
and hold such dog, at the owner's expense, pending the investigation,
determination, and final resolution of any appeals.

3.

A dog shall not be declared dangerous if the threat, injury, or damage was
sustained by a person or animal which, at the time, was unlawfully on the
property or, while lawfully on the property, was tormenting, abusing, or
assaulting the dog, its offspring, or its owner or a family member. No dog
may be declared dangerous if the dog was protecting or defending a
human being or its offspring, within the immediate vicinity of the dog, from
an unjustified attack or assault.

Determination.
1.

After the investigation, the Chief of Police or his/her designee shall make a
determination as to whether there is sufficient cause to classify the dog as
dangerous. The Chief of Police or his/her designee shall provide written
notification to the owner, stating whether his or her dog has been declared
a dangerous dog, describing the basis for such declaration by specific
behavior and date(s) of occurrence, and informing the owner of his or her
right to appeal such determination.

2.

Where a dog is declared to be a dangerous dog, and the dog has caused
injury to any person or pet, the Chief of Police or his/her designee may
order the humane euthanization of the dog, depending on the severity and
circumstances of the injury.
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Where a dog is declared to be dangerous and the dog has caused the
death of a person or pet, the Chief of Police or his/her designee shall
order the humane euthanization of the dog. In all cases where a dog is
declared to be dangerous and is not humanely euthanized, the owner
shall comply with the requirements of this section. Such a dangerous dog
shall be held for ten days after the owner is given written notice. This tenday time period shall allow the owner to request an appeal pursuant to
subsection (d) of this section. The owner shall be responsible for payment
of all boarding costs and other fees as may be required to humanely and
safely keep the dangerous dog during any appeal procedure.
C.

Prohibition.
It shall be unlawful for any person to keep or maintain, within the City:

D.

1.

A dog which has been declared by the Chief of Police or his/her designee
to be a dangerous dog.

2.

A dog which has been declared by any City, State, or other governmental
unit to be a dangerous dog under a substantially similar regulation and
process.

Appeal Procedure.
An owner may file an appeal challenging the determination of a dangerous dog,
subject to the following procedure:
1.

Within seven calendar days of receipt of the Chief of Police or his/her
designee's notice of a dangerous dog determination, the owner may
appeal the decision by filing, in the office of the Records Department of
the Police Department, a written notice of appeal to the Chief of Police.
Such an appeal will take place before the administrative hearing officer.

2.

The Chief of Police or his/her designee shall schedule a public hearing,
before the hearing officer, to review the decision as soon as practicable;
but within 21 calendar days and no sooner than five calendar days after
receipt of the request from the owner. The Chief of Police or his/her
designee shall notify the owner by mail of the date, time and place of the
hearing. Pending determination of the appeal, or prior to expiration of the
time for appeal, the determination that the dog is a dangerous dog shall
be stayed.
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E.

3.

At the public hearing, the owner or other interested person may introduce
any relevant evidence to show cause why the determination of the Chief
of Police or his/her designee should be reversed or modified. The Chief
of Police or his/her designee may introduce any relevant evidence in
support of the decision, and shall submit his finding in writing to the
hearing officer at the public hearing.

4.

The hearing officer shall, as soon after the public hearing as possible, but
no longer than five business days thereafter, render his/her decision
stating the facts and conclusions which are the basis for the decision.

5.

The dog at issue shall not be euthanized while the appeal is pending.

Exemptions.
The provisions of this chapter shall not apply to the following:

F.

1.

Licensed veterinary hospitals where a dangerous dog is kept for
treatment.

2.

K-9 or other dogs owned or used by any law enforcement agency.

Exigency.
In order to protect the health and safety of an animal and the health and safety of
the public, an Animal Control Officer or Law Enforcement Officer, who has
reason to believe that this section is being violated, shall have the authority to
obtain the necessary legal process to allow him or her to enter or to cause to
have entered a building or premises to take possession of and remove such
animal. An animal so removed shall be taken immediately to the animal
impounding facility and/or brought to a licensed veterinarian for evaluation, if
necessary. If the owner is not present, a prominent written notice shall be left
advising that the animal has been removed and impounded in accordance with
City ordinances, and that the animal is in the custody of the City Police Animal
Control.

G.

Penalty.
A person who violates this section shall be punished by a civil fine of not less
than $500.00 plus costs. The court may also order a person found to have
committed a violation to pay restitution, including but not limited to
reimbursement of impoundment expenses, reasonable costs incurred for the
care and maintenance of the animal, and/or veterinary expenses. Each separate
incident or animal so mistreated constitutes a separate offense.
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SEC 1.10 RABIES FOLLOW-UPS
I.

Rabies Follow-Ups:
Rabies follow-ups will routinely be handled by either the Coordinator of Police
Animal Control or his/her designee.
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SEC 1.11 ANIMAL ADOPTIONS
I.

Police Animal Control Adoptions:
A.

No animals can be adopted directly from the City of Waukegan Police
Animal Control.

B.

The City of Waukegan believes in responsible pet ownership. The
Coordinator of Police Animal Control is responsible for establishing and
maintaining a list of approved rescue/adoption agencies. All agencies
must be properly licensed and approved through the City of Waukegan.

C.

Domestic animals such as rabbits, guinea pigs, mice, rats, hamsters,
ferrets, turtles, snakes, etc. obtained by the City of Waukegan will be
placed with species-specific rescue efforts known to Police Animal
Control.

D.

All animals identified for rescue adoption will be temperament-tested prior
to placement.

E.

At no time will the City of Waukegan give any animal to any group or
organization that would use the animal for experimental or testing
purposes.
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SEC 2.1
I.

II.

III.

IV.

POLICE ANIMAL CONTROL FACILITY HOUSING

Temporary Holding Facility:
A.

The purpose of the Waukegan Police Department Animal Control is to
provide a safe and temporary environment for displaced/unwanted
animals. The Police Department recognizes that holding any animal in a
cage for too long can be considered inhumane. Based on this, a timetable
is set up to place adoptable animals in proper rescues and adoption
organizations as soon as possible.

B.

Only the Chief of Police or his/her designee shall allow outside agencies
to house animals in the custody of the Police Animal Control and only then
with written consent.

Length of Stay at the Police Animal Control Facility:
A.

Due to space constraints, displaced, unwanted, and stray animals will be
held at the Police Animal Control facility for no longer than 20 calendar
days.

B.

It is the responsibility of the Coordinator of Police Animal Control to ensure
all animals coming into the Police Animal Control facility are placed
properly in an approved rescue/adoption agency, within the 20-day period.
Exceptions to this rule must be approved by the Chief of Police or his/her
designee.

C.

This policy does not supersede State law which allows animals to remain
within Police Animal Control facilities for a longer period of time based on
specific statutes.

Relocated and Missing Animals:
A.

If an animal is removed from the Police Animal Control facility and then
returned for any reason, the return and reason must be documented (date,
animal, destination, reason for relocation) on a Police Department
Supplemental Report.

B.

If an animal is discovered to be missing and there is no documented
reason for the animal to have been removed from the Police Animal
Control facility, a police report will be filed and an investigation initiated.

Locations for Animals:
A.

Based on the specific needs of Police Animal Control and the animals, the
holding facility has been divided into three separate areas.
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B.

V.

1.

Cat Room: The cat room has 14 cages for animals. Each cage is
labeled C1, C2, C3… Although labeled “Cat Room” the room is
designed to house all cats as well as smaller dogs or puppies.

2.

Dog Room: The dog room (kennel area) has 20 cages for dogs
only. Each cage is labeled D1, D2, D3…

3.

Isolation Room: The isolation room is in the garage of the Police
Animal Control facility. Cages are labeled I1 through I4. These
cages are designed for dogs that must be separated from others.
Dogs may only be placed into the Isolation room by the Coordinator
of Police Animal Control or a Police Animal Control Officer.

4.

At no time shall more than one animal occupy a cage or kennel.
The only exception to this is when a female needs to be with her
litter.

5.

All animals must be housed in a designated C, D, or I numbered
cage. Any animal not in one of the designated cages (C, D, or I)
must be approved by the Chief of Police or his/her designee.

6.

It will be the responsibility of the Coordinator of Police Animal
Control to properly identify and label out-of-service kennels on the
in-custody board.

Walk Ins/Drop Off/Emergencies:
1.

Police Animal Control utilizes citizen volunteers. In the event a
citizen relinquishes an animal to a volunteer, that animal must be
immediately caged. A temporary cage will be available at all times
in the lobby area of the Police Animal Control facility. At no time
shall any animal be housed permanently in this cage. Volunteers
shall immediately notify a Police Animal Control Officer to respond
to the facility to attend to the relinquished animal.

2.

In the event an animal is relinquished while a Police Animal Control
Officer is on location, the protocol outlined below in section V
(Required Housing Documentation) shall be followed.

Required Housing Documentation:
A.

All officers bringing animals to the Police Animal Control facility shall be
responsible for the following:
1.

Waukegan Police Department

Placing the animal in the proper available kennel/cage, based on
the type and size of animal. In the event there are no available
locations for animal placement, the Coordinator of Police Animal
Control shall respond to the Police Animal Control facility to assist.
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VI.

2.

Provide the animal with food and water.

3.

Complete an “In Custody Animal Form” (see attached).

4.

Place the completed In Custody Animal Form on the custody
location board.

5.

Complete a full computerized police report, to include a
supplemental report for all animals released from custody.

Personal Animals:
At no time shall any City of Waukegan employee be allowed to bring their animal
to the Police Animal Control facility or upon the property for personal reasons.

Waukegan Police Department
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SEC 2.2
I.

POLICE ANIMAL CONTROL VEHICLES

Police Animal Control has specific vehicles assigned to its fleet for the purpose of
transporting animals:
Anytime a Police Animal Control employee is performing their duties and in their
official capacity, they shall utilize the Department-provided vehicles. Under no
circumstances will personal vehicles be utilized for animal control duties.

II.

III.

Transportation of Animals:
A.

All animals will be transported in a safe and secure manner while in Police
Animal Control custody.

B.

Personal animals are not permitted in Department-provided vehicles.

C.

Animals shall not be permitted in the passenger compartment of
Department-provided Police Animal Control vehicles.

D.

At no time shall any Police Animal Control Officer violate any Local, State,
or Federal law regarding the transport of an animal.

E.

There shall only be one Police Animal Control Officer in a Police Animal
Control vehicle. Exceptions to this may be approved by the Chief of Police
or his/her designee.

Use and care:
A.

Police Animal Control vehicles will be inspected on the 1st and 15th of
every month. Inspection sheets will be forwarded to the Division
Commander.

B.

Per City Policy, there will be no smoking in Police Animal Control vehicles.

C.

All trash and garbage will be removed from Police Animal Control vehicles
on a daily basis.

D.

Due to the nature of their use, all Police Animal Control vehicles will be
cleaned no less than once a month (inside and out).

E.

Upon discovery of maintenance or repair issues, an email shall be sent to
the appropriate vehicle maintenance group.

Waukegan Police Department
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SEC 2.3
I.

ANIMALS QUARANTINED AND PLACED IN ISOLATION AREA
Animals Quarantined in the Isolation Area:
a. No animal will be placed in the Isolation Area without approval from
Police Animal Control personnel.
b. Dogs too dangerous to interact with other animals will be caged in the
Isolation Area.
c. Animals that are ill or have not yet visited the veterinarian will be
placed in the Isolation Area until they can be seen.
Note: If an animal appears to be ill or has not yet visited a veterinarian,
the animal will be placed in the Isolation Area until such time as it can
make the requisite visit. Under these circumstances, animals already in
isolation may be moved back into the general population at the facility.
This will be supervised by the Coordinator of Police Animal Control
and require a written report to the Chief of Police or his/her designee.
d. When the population of the dog and cat rooms reaches maximum
capacity, incoming animals may be housed in the Isolation Area
provided there are no sick animals that have not yet visited the
veterinarian already being housed in the Isolation Area. This will only
be approved by the Chief of Police or his/her designee and a written
report will be required.

II.

Animals with Contagious Diseases:
An animal deemed by a veterinarian to have a contagious disease will be
kept at the animal hospital until such time as it is no longer contagious.
The cage in which the diseased animal was confined at Police Animal
Control facility will be disinfected and not used for that particular species
for a period of 72 hours.

III.

Animals Ill and Deceased Due to Infection:
a. If a veterinarian is able to isolate the cause of the disease or death and
remove its source, the cages containing sick animals will be disinfected
and kept empty for 72 hours.
b. If a veterinarian cannot locate the source of infection, and more than
one animal is affected, Police Animal Control will be placed on
quarantine for a minimum of 10 days and will not accept or place any
animals of the same species.

Waukegan Police Department
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SEC 2.4
I.

BITES AT POLICE ANIMAL CONTROL

Bites at the Police Animal Control Facility:
A.

A police report must be made if medical attention is sought or if an animal
bite or scratch is of a serious nature.

B.

If an employee or volunteer is bitten, the duty injury will be reported to a
sworn supervisor.

C.

The Coordinator of Police Animal Control will immediately respond to the
scene of the bite. Once upon location, the Coordinator will provide a
written supplemental report detailing the procedure used to capture the
animal and document if it was done properly.

D.

Any animal that has seriously bitten or scratched someone must be held
under observation for a period of 10 days under the terms of the Lake
County Animal and Rabies Control Ordinance or veterinarian advice.

E.

A biting animal that is deemed too dangerous to be held for the 10-day
holding period will be euthanized and sent for further testing to the Lake
County Department of Animal and Rabies Control.

Waukegan Police Department
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SEC 2.5
I.

II.

ANIMAL ASSESSMENT/TRIAGE AND TREATMENT ROOM

Purpose of the Room:
A.

From time to time, animals will need to be assessed, triaged, or treated.
The scope of the activity shall not exceed the certified abilities of Police
Animal Control personnel.

B.

At no time shall there be more than one animal in the treatment room.

C.

Animals in the room shall be accompanied by Police Animal Control
personnel.

D.

All assessments, treatments (to include shots, microchipping, and
evaluations) of animals shall take place in this room.

Storage:
A.

All medicines will be stored in this room.

B.

All needles (used and unused) will be stored in this room.

C.

All used needles will be disposed of in this room in the proper sharps
container.

D.

The proper needle disposal container will always remain in this room.

E.

When not in use the room will remain locked at all times.

Waukegan Police Department
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SEC 3.1

INJURED, ILL OR AGGRESSIVE ANIMALS

Police Animal Control will be responsible for dealing with all injured, ill, or aggressive
animals in Police custody (or detained by a Police Officer). This will include any animal
that has bitten a person or other animal and medical attention is required. In the event
this occurs during Police Animal Control off-duty hours, the Shift Commander will be
responsible for calling Police Animal Control personnel to respond:
A.

If the animal was recovered as a result of a Police cruelty investigation, initial
treatment for basic supportive care and any special testing necessary for
prosecution will be the responsibility of the City of Waukegan. If long-term care or
specialty medical treatment is necessary for recovery of the animal, the Chief of
Police or his/her designee will be responsible for approving such care.

B.

If an owner is located, they will assume financial responsibility for initial
supportive measures already taken and any additional costs.

C.

Should the veterinarian advise euthanasia, the City of Waukegan will be
responsible for the cost.

D.

In the event an employee locates an animal already in custody at the Police
Animal Control facility that is in need of medical attention or appears to need
medical attention, the Shift Commander shall be immediately notified. The Shift
Commander will be responsible for determining if Police Animal Control
personnel are needed to respond.

E.

All incidents in which Police Animal Control does not respond will require the
responding officer to e-mail the Coordinator of Police Animal Control with a
synopsis of the incident, to include a report number.

Waukegan Police Department
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SEC 3.2
I.

Euthanasia Policy:
A.

II.

EUTHANASIA

Euthanasia of Stray Animals
1.

A stray animal picked up and exhibiting behavior considered
dangerous will be kept under observation for a period not to exceed
seven (7) days. After this time, the Coordinator of Police Animal
Control must determine whether the animal is adoptable or
unadoptable. The Coordinator of Police Animal Control will not
allow the placement process to exceed (3) three additional days.

2.

The Coordinator of Police Animal Control will review all cases of
dangerous animals that cannot be placed. The Coordinator of
Police Animal control will provide a written report to the Chief of
Police or his/her designee regarding the circumstances of each
case and how the animals will be dealt with. The Chief of Police or
his/her designee will weigh all options and determine if the animal
will be euthanized.

Euthanasia Procedure:
Injured or ill dogs/cats/wildlife will be euthanized by a local veterinarian, as
needed.
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SEC 3.3

DECEASED ANIMALS

I.

All deceased dogs, cats and wildlife on City or private property, will be picked up
as soon as possible by Police Animal Control and brought to its facility.

II.

Animals found dead in garbage cans are the property owner(s) responsibility.

III.

Residents who wish to bring in their deceased pets may do so by calling Police
Animal Control and making an appointment. There is a $20.00 fee associate with
this disposal service.
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SEC 3.4
I.

II.

RELEASE OF PETS TO OWNERS

Procedures:
A.

The City of Waukegan will hold stray dogs/cats for (20) twenty days,
pending pickup by owner.

B.

Identification of lost pets shall be made through ID tags, rabies tags,
veterinarian tags, City-issued animal licenses, and implanted microchips.

C.

Owners will be contacted by phone. If this proves impossible, and if the
owner lives in Waukegan or the immediate area, a Police Animal Control
Officer will leave a note at the owner’s home asking the owner to contact
the Police Animal Control Division.

D.

Stray dogs and cats will be returned to their owners (or a representative of
the owner) as soon as possible.

E.

If an animal remains unclaimed by its owner after the (10) ten day holding
period, the City of Waukegan may relinquish it to a proper rescue/adoption
organization.

Return of Lost Pets:
A.

No animal will be released to its owner (or the owner’s representative)
without proof that the animal is current on its Rabies vaccination.

B.

An animal will be released to its owner (or his representative) only after
being licensed by the City of Waukegan (if applicable); and only after all
fees (e.g. pickup, boarding, vaccination) have been paid at the City
Collectors Office.
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SEC 3.5

UNWANTED ANIMALS

I.

The Police Animal Control accepts unwanted animals from Waukegan residents
who provide proof of residency and only if the animals are healthy and stable
(non-aggressive).

II.

The fee for this service is $25 per adult animal and $50 per litter.

III.

The Police Animal Control is not equipped to handle animals other than dogs or
cats. Therefore, the owner of a non-canine, non-feline pet is responsible for
seeking alternate resources for their placement. Police Animal Control Officers
will make suggestions or referrals as a courtesy if possible.
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Police Animal Control Policy & Procedures Manual

Page 28

SEC 3.6
I.

WILDLIFE

Wildlife in Residence:
Police Animal Control will remove wildlife (birds, bats, raccoons, etc.) from a
private residence only from LIVING AREAS (not from basements, chimneys,
crawl spaces, attics, etc.). The homeowner will be advised how to prevent a
recurrence of the problem (cap all chimneys, make necessary repairs, etc.). If
there is a subsequent instance of wildlife in the residence, the homeowner will be
referred to a licensed trapper. A log will be kept of wildlife-in-residence incidents.

II.

Feral Cats:
A.

Feral Cats Defined:
A cat born in the wild, or the offspring of a cat (owned or feral) that is not
socialized; or a formerly-owned cat that has been abandoned and is no
longer socialized.

B.

Waukegan Police Animal Control does not house, pickup, or otherwise
deal with feral cats. The Coordinator of Police Animal Control will deal with
the appropriate outside agencies regarding feral cats.
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RULES OF THE
CIVIL SERVICE COMMISSION
FOR THE POLICE AND FIRE DEPARTMENTS

\\ \
(-... \"h-..]

OF THE CITY OF WAUKEGAN, ILLINOIS

.

Adopted as amended and changed and in effect MM.lit £, 2010.
On March 20, 1895, an Act to regulate the Civil Service of Cities went into effect in this
State.

On April 26, 1910, the Citizens of Waukegan, at a referendum called for that

purpose, elected to come under the provisions of said Act.
Over the years, the Civil Service Commission of the City of Waukegan created under said
Act has adopted and published various rules and amendments thereto. These rules do not
repeal but simply amend the prior rules and amendments thereto.
RULES OF THE CIVIL SERVICE COMMISSION
FOR THE POLICE AND FIRE DEPARTMENTS
RULE I
CLASSIFICATION
SECTION 1. The Civil Service of the City shall be divided, for the purpose of these rules,
into such classes, grades and subdivisions as the Commission may by resolution prescribe.
SECTION 2. All members of the Police and Fire Departments of the City of Waukegan
shall be under Civil Service except the fire chief and police chief, assistant police and fire
chiefs, fire department battalion chiefs, clerical employees and other non-classified
positions.
SECTION 3. RANKS
A.

B.

The following ranks shall be maintained in the police department:

1.

Captain

2.

Lieutenant

3.

Sergeant

4.

Patrolman

The following ranks shall be maintained in the fire department:
1.

Captain

2.

Lieutenant

3.

Firefighter

4

RULE II
APPLICATIONS
SECTION 1. CITIZENSHIP.

No person shall be admitted for exa m i n ation for any

position in the Classified Service who is not a citizen of the United States.

SECTION 2. AGE.

No person shall be admitted for an examination who is less than

twenty-one (21) years of age on the date of the examination.
SECTION 3. EDUCATION. No person shall be admitted for an examination for any position

in the Classified Service who has not at least a high school or equivalent education and
gives satisfactory proof thereof to the Commission.
SECTION 4. LOCAL RESIDENCE.

Residency within the city limits of Waukegan shall not

be a requirement for position in the classified service for members of the police and fire
departments of the City of Waukegan.
SECTION 5. FORMS.

Applications for positions shall be filed upon blank forms furnished

by the Commission, and applicants must comply with the requirements of said forms in
every respect.
SECTION 6. CHARACTER AND FITNESS OF APPLICANTS. Every applicant must be of

good moral character, of sound health, and must be physically able to perform the duties of
the position applied for. The burden of establishing these facts rests upon the applicant.
SECTION 7. FEES. A fee for application to positions firefighter and patrolman of not more

than $30.00 may be charged upon the filing of an application for said positions.
SECTION 8. EFFECT OF F ALSE STATEMENTS. A false statement knowingly made by

any person in an application for examination, connivance in any false statement made in
any certificate which may accompany such application, or complicity in any fraud touching
the same shall be regarded as good cause for exclusion from the examination, or from the
register of eligibles, or for removal or discharge during probation, or thereafter; but no
person shall be removed from a register of eligibles, or from the service, under this section,
until an opportunity has been given him to be heard by the Commission.
RULE Ill
ORIGINAL EXAMINATIONS
SECTION 1.

GENERAL SCOPE.

The subjects of examination may include duties of

positions, educational tests, practical tests, personality tests, suitability evaluations,
courtesy and discipline tests, reports, discussion or theses, statements of experience, tests
of knowledge of civil government, tests of knowledge of the City of Waukegan, tests of
knowledge of laws and ordinances, ascertained merit or efficiency, seniority or service,
medical examinations, physical tests, or any or all of them, and such subjects may be given
5

in the form of written tests, or an oral test. or interview, or an ocular demonstration, or any or
all of them, according to the schedules of subjects set forth in the published notices of
examination. The weight and value to be given to each subject shall be determined by the
Commission.

SECTION 2. RATINGS AND AVERAGES.

Each subject of examination shall be rated

independently on the scale of 100. The rating of each subject shall be multiplied by the
weight assigned to such subject. The resulting product shall be added and the total product
divided by the total weights of all subjects in the examination. The resulting quotient is the
general average which shall determine the order in which the name of the eligible shall
appear upon the eligible register. Failure to pass either the medical or physical agility
examination or to receive a score of 80% or higher on any written examination shall be
sufficient cause to reject the applicant for the whole examination.

SECTION 3. ELIGIBLE REGISTERS. Eligible registers shall be compiled from the
averages computed according to the preceding section, and the name of no person shall be
entered on an eligible register resulting from an examination whose general average shall
be less than 70% of complete proficiency in the subject of examination taken as a whole.
The names of eligibles shall be entered upon registers in the order of their average
percentages provided that in original examinations, except as modified by Section 4 of this
Rule, whenever two or more eligibles shall have the same average percentage, priority in
time of filing of applications shall determine their respective standing.

SECTION 4. MILITARY AND NAVAL PREFERENCE. In original entrance examinations,
all persons who were engaged in active military or naval service of the United States for a
period of at least one year and who have attained the standing sufficient to entitle them to
be placed on the eligible register shall be given preference points in accordance with
Section 5/10-1-16, Chapter 65 of the Illinois Compiled Statues of the Civil Service Act.

SECTION 5. PHYSICAL REQUIREMENTS. In addition to all other requirements set forth
in these Rules, every applicant for original examination for fire departments must, at the
time of such examination, be not less than twenty-one (21) nor more than thirty-five (35)
years of age, and should be physically and mentally qualified to sustain the labors and
exposure of a firefighter, as determined by the medical examiner or physical examiner or
both, who shall be appointed by the Commission for the purpose of making such
examinations.
In addition to all other requirements set forth in these Rules, every applicant for original
examination for police departments must, at the time of such examination, be not less than
twenty-one (21) nor more than thirty-five (35) years of age, and should be physically and
mentally qualified to sustain the labors and exposure of a police officer, as determined by
the medical examiner or physical examiner or both, who shall be appointed by the
Commission for the purpose of making such examinations. An applicant who is not more
than thirty-nine (39) years of age may be entitled to take the original examination if he has
five years prior experience serving a regularly constituted municipal police department.
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SECTION 6.

CHARACTER INVESTIGATION.

At the request of the Commission, the

Police Department shall conduct an investigation into the moral character of each applicant

.

In the event of a negative report to the Commission, the applicant shall be so advised and
may, if he wishes, appear before the Commission to present evidence in his own behalf

.

SECTION 7. FRAU D IN EXAMINATION. Any person who shall at any examination or in
any document signed or furnished by him in connection with any examination, by himself or
in cooperation with one or more persons, make any false representation regarding himself
or any of the applicants, or by impersonating anybody else or by allowing anybody else to
impersonate him, or who uses or aids somebody else in using any information
surreptitiously obtained, or who uses or aids somebody else in using any memoranda,
printer or written, whereby an advantage is obtained over other competitors at such
examination, shall, upon conviction before the Commission, after having had a chance to be
heard in his own defense, be excluded from the examination and his name stricken from
any eligible list upon which it may appear.
SECTION 8. NOTICE OF RESUL TS OF EXAMINATION. Each applicant will be notified
within sixty
average of

(60) days of the result he has obtained on examination. If he failed to attain an
70%, his notice shall read to that effect. If his average is 70% or above, he shall

receive notice that his name has been placed on the eligible list. All eligible lists shall be
posted in the City Hall and at the Central Police and Fire Stations.
SECTION 9. RE-EXAMINATION. No person who has failed to pass an examination shall
be re-examined within six months from the date of such failure.
SECTION 10.

INJURY IN SERVICE.

No applicants in any examinations shall be

disqualified by reason of wounds or injury received in the military or naval service of the
United States, provided that the Commission finds that the appointment of such applicant
will not be prejudicial to the service in which such appointment is sought. In all cases the
applicant must substantiate to the satisfaction of the Commission his claims as to the
manner and character of his wounds or injury.
SECTION 11.

ELIGIBLE REGISTER.

The Eligible Register, when established as

hereinbefore set forth, shall be in force and effect for two (2) years and one

(1) day from the

date of its establishment; provided, however, that any applicant prior to his appointment
shall obtain an examination for medical or mental qualifications and evaluation for police
officer suitability.

If, upon said examinations, the physical or mental condition of said

applicant shall be found to be less than the minimum standards fixed by the rules of the
Commission, said applicant shall not be appointed. The name of said applicant shall be
retained upon the register of candidates eligible for appointment and when again reached
for certification and appointment, the said applicant shall be again examined as herein
provided and if the physical or mental condition of the said applicant shall again be found to
be less than the minimum standards fixed by the rules of the Commission, said applicant
shall not be appointed and the name of said applicant shall be removed from the register
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SECTION 12. INDUCTION OF ELIGIBLES INTO MILITARY SERVICE. Candidates on an
or igi n al eligible register for the position of police officer or firefighter, will upon their written
r equest retain their eligibility for a period of up to two years from the date of their ind u ctio n
,

i nto mi litary service. Upon the expiration of an existing re gis te r d u ring this two year period,

such candidates will be placed on the n ew re gister in the same relative po sition as they
were at the expiration of the old register.
SECTION 13. COMMUNITY SERVICE OFFICER PREFERENCE.
A.

The Civil Service Commission shall give preference to applicants for the

position of patrolman to such persons who have successfully completed a minimum of six
months service in the Waukegan Police Department's Community Service Officers
Program. Said credit shall be subject to the following conditions:

(1)

A Community Service Officer is qualified for five (5) preference points if said
person has (a) service at least six months as a Community Service Officer;
and (b) the Community Service Officer remains a member of the Community
Service Officers program at the time of the posting of the eligible register; and
(c) the Community Service Officer remains a member of the Community
Service Officer program or resigns in good standing under dependable,
honorable, and distinguished service as certified by the Chief of Police at
such time that he is appointed to service as a patrolman.

(2)

A Community Service Officer is qualified for eight (8) preference points if said
person has (a) served at least two years as a Community Service Officer; (b)
remains a member of the Waukegan Community Service Officer program at
the time of the posting of the eligible register or has resigned in good standing
under dependable, honorable, and distinguished service as certified by the
Chief of Police no less than two years prior to the posting of the eligible
register.

Preference granted under this section shall be in the form of points added to
the final grades of applicants on the eligible register for the position of patrolman if they
B.

otherwise qualify and are entitled to appear on the list of those eligible for appointments.
C.

Proof of service under the Community Service Officers programs shall be

furnished by the applicant to the Commission.

Unless proof is made by the applicant in

accordance herewith, no preference shall be accorded.
D.

The W aukegan Civil Service Commission shall have authority to approve t he

rules under which the W aukegan Police Department's Community Service Officers Program
is established and operated and any rev isions or am e ndm ent s to said rules shall be
approved by the Commission prior to their going into effect.
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E.

This section is intended to acknowledge training received by C ommun ity

Service Officers and service provided by said officers to the City.
SECTION 14. LAW ENFORCEMENT AND FIRE EXPLORER PREFERENCE.

The Civil Service Commission shall give preference to applicants for the

A.

position of Patrolman and Firefighter/Paramedic to such persons who have served in the
Waukegan Law Enforcement Explorer Post 2420 or Waukegan Fire Department Explorer
Post 2101. Said credit shall be subject to the following conditions:
1.

The Law Enforcement or Fire Explorer is qualified for preference points
if said person has (a) remained a member of Law Enforcement
Explorer Post 2420 or Firefighter/Paramedic Explorer Post 2101 for a
minimum of 2 years or (b) the Law Enforcement or Fire Explorer
remains a member of the Law Enforcement or Fire program or
resigned

in good standing under dependable,

honorable,

and

distinguished service as certified by the Police or Fire Chief.
2.

Law Enforcement or Fire Explorers are qualified for preference points
under the following point value system:
2 years of continuous service
3 years of continuous service

B.

-

-

1.0 points
2.0 points

Preference granted under this section shall be in the form of points added to

the final grade of applicants of the eligible roster for the position of Patrolman or
Firefighter/Paramedic if they otherwise qualify and are entitled to appear on the list of those
eligible for appointments.
C.

Proof of service under the Law Enforcement or Fire Explorer Program shall be

furnished by the applicant to the commission.

Such record of services shall be

accompanied by a letter of endorsement from the Police or Fire Chief.

Unless proof is

made by the applicant in accordance herewith, no preference shall be accorded.

D.

The Waukegan Civil Service Commission shall have the authority to approve

the rules under which the Waukegan Police Department's Law Enforcement or Fire Explorer
Program is established and operated. Any revisions or amendments to said rules shall be
approved by the commission prior to going into effect.
E.

This section is intended to acknowledge the service provided by said Law

Enforcement or Fire Explorers to the Waukegan Police and Fire Department and the City of
Waukegan.
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SECTION 15. PARAMEDIC PREFERENCE.
A.

The Civil Service Commission shall give preference to applicants for the

position of Fire Firefighter/Paramedic with verifiable previous fire service and emergency
medical services experience as follows:
1.

Applicants who have completed training or emergency medical
technician-basic (EMT-8) in State of Illinois or Wisconsin Firefighter II

or provisional paramedic status defined as successful completion of a
paramedic training program accredited by the State of Illinois or
Wisconsin Department of Public Health EMS Division shall receive 3.0
preference points.
2.

Applicants who have completed training in paragraph 1 above and
Emergency Medical Technician-Paramedic (EMT-P) shall qualify for
3.5 preference points.

3.

Applicants who have completed training in paragraphs 1 and 2 above
and State of Illinois or Wisconsin Firefighter II training shall receive 4.5
preference points.

B.

Preference granted under this section shall be in the form of points added to

the final grade of applicants on the eligible roster for the position of Firefighter/Paramedic if
they otherwise qualify and are entitled to appear on the list of those eligible for
appointments.
C.

Proof of training shall be verified by the Fire Chief and submitted to the Civil
Service Commission for final review and awarding of preference points.
RULE IV
REQUISITION AND CERTIFICATION
SECTION 1. FILLING OF VACANCIES. Whenever an original vacancy is to be filled in the
Classified Service, the appointing officer shall make a requisition for the certification to him
of the name of an eligible.

The appointing officer shall notify the Commission of each

position to be filled separately. The Commission shall, unless the place is to be filled by
promotion or reinstatement, certify to him the name and address of the candidate standing
highest upon the register for the class, division or grade to which said position belongs and
such person shall be appointed.
SECTION 2. WAIVER OF CERTIFICATION. An eligible who has been certified may waive
said certification or reinstatement upon giving reason satisfactory to the Commission without
losing his place upon the register. If the reasons assigned are not satisfactory to the

Commission, or the eligible refuses to accept an appointment tendered, then his name shall
be removed from the eligible register. All waivers must be filed with the Commission within
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five days from the date of certification. In the absence of such waiver, the eligible shall be
removed from the register and the next person certified in his place. If,

w i thi n

thirty days

from the date of certification, the eligible so removed furnishes to the Commission good and
sufficient reasons for his failure to report, he may be restored to the eligible list. But in the
absence of any such excuse, his separation at the expiration of said thirty days shall be
final.

RULE V
APPOINTMENTS
SECTION 1.

PROBATION PERIOD.

Except as hereinafter provided in this Rule, a

firefighter appointee shall be on probation for a period of one year from the date of his
appointment, and a patrolman appointee shall be on probation for a period of 18 months
from the date of his appointment. At the end of this period, if the conduct and capacity of
the person appointed shall be satisfactory, the appointment shall be complete.

SECTION 2.

PARAMEDIC REQUIREMENTS.

Any person appointed to the fire

department of the City of Waukegan shall not become a regular member of the Waukegan
Fire Department unless and until he shall have completed, pursuant to the Illinois Fire
Protection and Training Act, the approved training course for Fire Fighter II within twelve
months after the date of his initial employment, and unless he shall have completed and
passed the Emergency Medical Technician-Basic Course and the Emergency Medical
Technician Paramedic Course and shall have been certified as an Emergency Medical
Technician-Basic and as a Paramedic by the Department of Public Health in the State of
Illinois. Appointees who do not possess the necessary paramedic requirements at the time
of appointment shall have up to 30 months thereafter to obtain such certification and for this
purpose shall be considered probationary appointees during such period or until such
certification is obtained, whichever occurs first.

SECTION 3. DISCHARGE DURING PROBATIONARY PERIOD. If any probationer shall
be found incompetent or disqualified for the performance of the duties of the position he is
filling, the head of the department or office in which the probationer is employed may, upon
notice in writing stating reasons therefore, discharge said probationer with the consent of
the Commission.

SECTION 4. TEMPORARY APPOINTMENTS. To prevent the stoppage of public business
or to meet extraordinary exigencies or during training periods, the head of any department
or office may, with the approval of the Commission, make a temporary appointment to
remain in force not exceeding sixty days, and only until a regular appointment can be made
under these rules. Any person whose name is on the "Register of Eligibles" for a position in
the Classified Service may accept a temporary appointment to a position in the Classified
Service, other than that for which he was examined and is eligible, without losing his place
upon such register.

SECTION 5.

ASSIGNMENT TO DUTY.

All persons appointed to, or promoted in the

Classified Service, shall be assigned to and perform the duties of the position to which
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appointed or promoted.

In case of exigency an employee may be temporarily assigned

without extra pay to other than his regular duties.
SECTION 6.

CHANGE OF ADDRESS.

Every applicant, person whose name is on an

eligible list, employee, or former employee awaiting some action by the Commission is
required to notify the Commission of any change of address or change of name. In sending
notice of matters affecting such persons, the Commission assumes no responsibility beyond
the address last recorded in the Commission office. Failure to respond to notices sent by
the Commission may result in denial of admission to examination or in removal from eligible
lists.
RULE VI
PROMOTIONS
SECTION 1.

ELIGIBILITY.

No person shall be eligible to take any examination for

promotion in the Classified Service unless he is in the active service of the City and
completed any required probation period and unless he has served at least two years of
active duty in the grade from which the promotion is sought immediately prior to the taking
of the promotion examination; provided, however, that in the case of fire lieutenant the
candidate shall have served at least four years active duty as a firefighter prior to taking of
the promotional examination; provided, however, that in the case of police sergeant the
candidate shall have served at least four years active duty as a patrolman prior to taking of
the promotional examination. Probation period and comparable active service with another
law enforcement or firefighting age n cy shall be taken as time of service required for
promotion examination.
SECTION 2.
A.

POLICE DEPARTMENT PROMOTIONS.
No person shall be eligible to take any examination for the police lieutenant's

or captain's position unless he shall complete 60 hours of undergraduate college work.

B.

All persons hired prior to 2010 shall be entitled to take any examination for the

police lieutenant's or captain's position regardless of whether he has completed the above
hours of undergraduate college work.
C.

All persons with 60 hours of undergraduate college work from an accredited

college or university shall be entitled to 1.5 preference points. Eligibility for the preference
points shall be determined as of the date of the written examination.

D.

All persons who have attained a bachelor's undergraduate degree from an

accredited college or university shall be entitled to an additional 1.5 preference points.
Eligibility for the preference points shall be determined as of the date of the written
examination.
E.

Any educational preference points may only be used for one promotion
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regardless of any reduction in rank.
SECTION 3.

FIRE DEPARTMENT PROMOTIONS.

All promotions for rank of fi re

lieutenant and captain shall be conducted in a manner that is consistent with the collective
bargaining agreement in effect between the City of Waukegan and IAFF Local 473 and in
accordance with Illinois law. Said procedure including the awarding of preference points
shall take precedent over and be in lieu of any other sections of the Rules contained herein.
SECTION 4.

CHANGE OF COMPENSATION.

Increasing the compensation of any

position in the Classified Service, whether by ordinance or otherwise, shall not affect the
tenure of the incumbent of such office, unless in the opinion of the Commission such
change shall involve a change in duties requiring different examination.
SECTION 5. METHOD OF PROMOTION.

Promotions in the Classified Service shall be

made on the basis of ascertained Merit, Seniority in Service, Examination and Military
Preference as hereinafter provided. All examinations for promotions shall be competitive
among two or more members of the next lower rank as desire and as are eligible to submit
themselves to such examination. Individuals so promoted shall be on probation for a period
of one year. During this probationary period, a promoted individual may be reduced to their
previous rank by the Chief of the Department with approval of the Civil Service Commission.
In promotional examinations, all persons who
were engaged in active naval or military service of the United States for a period of at least
SECTION 6. MILITARY PREFERENCE.

one year and who have attained a standing sufficient to entitle them to be placed on the
promotion eligible register shall be given preference points in accordance with Section 5/101-16, Chapter 65 of the Illinois Compiled Statues of the Civil Service Act.
SECTION 7. SENIORITY. POLICE DEPARTMENT. Credit for seniority shall be given for

actual service only, including probationary period, in the rank or grade from which promotion
is sought, whether such service has been continuous or not. Leaves of absence resulting
from military service or from injuries received in the Classified Service and leaves of
absence to take another position in the police or fire department of the City of Waukegan
shall constitute actual service within the meaning of this section and will not cause a breach
in the period of seniority. All suspensions shall be deducted from the period of seniority.
Seniority shall be computed as of the date of the written examination.
added for seniority shall be determined as follows:
From 5 to 10 years

The points to be

1 point

From 11 to 15 years

2 points

After 15 years

3 points

The awarding of seniority preference points for Fire Department promotions shall be in a
manner that is consistent with the collective bargaining agreement in effect between the City
of Waukegan and IAFF Local 473 and in accordance with Illinois law.
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SECTION 8.

PRIORITY OF CERTIFICATION.

In certifying from the registers for

promotion, when two or more eligibles have the same average, preference in certification
shall be given in the order of seniority of service.

SECTION 9. MAKING OF CERTIFICATION. Upon requisition of an appointing officer, the
Commission shall certify the names of not more than 3 persons standing highest on the
promotion eligible register then in force and the appointing officer shall appoint one of said
persons to the position. Provided, however, that no person shall be certified to a position
from a promotion list who has for one year next preceding the date of the certification
separated himself from the service of the City or who has been removed therefrom on
charges as provided in Rule VIII.

SECTION 10. EXPIRATION OF REGISTER.

All eligible registers shall be in force and

effect for two years and one day from their establishment.

SECTION 11. LIMITATION OF PREFERENCE POINTS. The total number of preference
points given to a person for education, military experience and seniority shall not exceed 5
points for any single promotion eligible register.

RULE VII
REMOVAL AND DISCHARGE
SECTION 1. LOSS OF CERTIFICATION.

As a condition of continued employment with

the fire department, each m ember must be certified as Emergency Medical Technician
Basic by the Department of Public Health of the State of Illinois. The failure of any member
to achieve such certification or loss for more than six months by any member of such
certification having achieved such certification, shall constitute grounds for discharge. If any
member of the department hired after 1985 who has been certified as a paramedic by the
Department of Public Health of the State of Illinois shall lose his certification for more than
six months, such loss of certification shall constitute grounds for discharge.
As a condition of continued employment with the police department, each member
must be certified as a Law Enforcement Officer by the Illinois Law Enforcement Training
and Standards Board.

If any member of the department loses certification due to

decertification by the Illinois Law Enforcement Training and Standards Board, such loss of
certification shall constitute grounds for discharge.

SECTION 2.

PHYSICAL FITNESS-FIRE DEPARTMENT.

Any member of the fire

department who shall not m aintain good physical condition so that he or she can handle the
strenuous physical exertion required of a fire department member shall be subject to
discharge.

SECTION 3.

·

CHARGES AND SUSPENSION.

Written charges shall be filed with the

Commission and shall state specifically the facts alleged to constitute the cause for
discharge. Investigations of charges may be broad in their character and evidence may be
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heard upon any facts or circumstances pertinent or applicable to such charges. The Fire
Chief or Police Chief may suspend any member in their respective departments pending
hearing for removal or discharge for a period not to exceed thirty (30) calendar days.
SECTION 4. HEARINGS.

The Commission shall cause copies of written charges filed

with it against any officer or employee in the Classified Service to be served personally
upon the officer or employee against whom such charges are filed, or shall have the same
mailed to his address as shown by the records of the Commission, notifying him of the time
and place of investigation of said charges.

All such investigations shall be open to the

public and no such investigation shall be held less than five days after the serving or mailing
of notice.
SECTION 5. CONTINUANCE. The Commission in its discretion may grant continuances of
investigations of charges at the request of the officer or employee so charged or the
complainant, but in case any continuance requested by the officer or employee so charged
causes the postponement of a hearing beyond the suspension periods specified in the Civil
Service Commission Rules, an extension of the suspension period and a waiver of salary
during such continuance shall be required.
SECTION 6. FINDING AND DECISION. The finding and decision of the Commission, or
any officer or board appointed by it, following an investigation or charges, shall be
preserved by the Secretary, and notice of said findings and decisions sent to the
department head or employing officer for enforcement. If the finding or decision is that an
officer or employee is guilty of charges investigated and removal or discharge is ordered,
such order of removal or discharge shall become effective forthwith, and shall be carried out
by the appointing authority.
SECTION 7. REHEARINGS. Petitions for rehearing, after investigation as hereinbefore
provided, may be filed with the Commission at any time before the finding and decision is
rendered by the Commission. Petitions shall state fully the grounds upon which applications
for rehearings are based. In case said petitions are allowed, rehearings of original charges,
with any new evidence bearing thereupon, may be conducted and findings and decisions as
a result of such rehearings entered.

RULE VIII
DEMOTION
SECTION 1.

APPLICABILITY.

Any police officer holding a rank above the rank of

patrolman and any fire officer holding a rank above the rank of firefighter, may be demoted
by the Commission as an alternative to removal from office if, in the opinion of the
Commission, the violation of duty shall be more severe than that which would justify only

a

suspension and less severe than that which would justify removal or discharge.
SECTION 2.

CHARGES AND HEARINGS.
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The provisions for charges, hearings,

continuances, fin d ing and decision, and rehearings set forth in R ul e VII above shall be
followed prior to any demotion in office.
SECTION 3. DEGREE OF DEMOTION. Demotions in rank, when warranted, may be from

any rank to any lower rank, whether the same be one or more steps or ranks below. Such
decision shall be made by the Commission after charges and hearings as above provided.
SECTION 4. EFFECT OF D EMOTION. The officers so demoted shall be permitted to take

the promotional examination for the next rank above that to which said officer has been
demoted whenever the next examination therefore is given.
Section 1, shall not apply in such case.

The provisions of Rule VI,

RULE IX
SUSPENSIONS
SECTION 1. NOTICE. The department head shall give written notice to the Commission

for all suspensions imposed by him including the reason therefore.
SECTION 2. LENGTH OF SUSPENSION. The Fire Chief or Police Chief may suspend

any member of the Fire Department or Police Department of the City of Waukegan, who
shall be guilty of violating any rule set forth herein, for a period not to exceed thirty calendar
days.
SECTION 3.

HEARING.

Any member of the Glassified Service shall be entitled upon

written request, given within ·thirty days of the first day of said notice or suspension, to a
hearing before the Commission concerning the propriety of such suspension. Upon such
hearing, the Commission may sustain the suspension, may reverse it in total or modify it
with instructions that the person receive his pay for the period suspended. Upon such
hearing the Commission may also suspend the person for an additional period of time or
discharge him, depending on the facts presented.
SECTION 4. CONDITIONS TO REINSTATEMENT. As a condition to reinstatement of any

officer following any suspension hereunder, the Commission may require that an officer
comply with such terms and conditions as it deems just and reasonable prior to said
reinstatement. Such terms and conditions may include medical or psychological treatment,
testing or counseling.
RULE X
RESIGNATIONS AND
LEAVE OF ABSENCE
SECTION 1. NOTICE. Resignations and requests for leaves of absence shall be in writing

and presented to the department head and the Civil Service Commission.
SECTION 2.

RESIGNATIONS.

No officer or employee in the Classified Service who

tenders his resignation to his superior officer shall, after said resignation has been accepted
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by the head of the department and reported to the Commission, be allowed to withdraw said
resignation unless the application for such withdrawal is made within thirty days of the
receipt of said report, and only then upon the recommendation of the head of the
department and the consent of the Commission.
SECTION 3. NOTICE OF RESIGNATION. Every police officer or firefighter who resigns
shall give not less than three weeks notice of such resignation unless the same is excused
by the Commission.
SECTION 4. LEAVES OF ABSENCE. The head of a department may grant a leave of
absence to an officer or employee who has been in the Classified Service for not less than
three months, for such period as he sees fit, not to exceed 90 days and for a period of
greater than 90 days with the approval of the Commission. Immediate report of any leave
of absence shall be made to the Commission.
The Commission in all cases may require an employee, as a condition of the granting of any
leave or extension, to waive, in writing, all right to immediate reinstatement in his position
upon termination of the leave and to retain only the right to be appointed to the first vacancy
in the class or position in which he has been employed.
RULE XI
REINSTATEMENT
SECTION 1. METHOD OF REINSTATEMENT. Whenever a vacancy occurs in any
department of the Classified Service, the Commission shall, before new certification is
made from the eligible register, reinstate, in the same class, division and grade in which he
was formerly employed, any person who has been appointed under its rules and who has
been on leave of absence from the Classified Service, such leave of absence shall not be
considered in computing seniority except as set forth in Section 5 of Rule VI.

Physical

examination may be required in any case and shall be mandatory in every case where there
has been an absence from active duty of six months or more.
SECTION 2. COMPLIANCE WITH RULES. No application for reinstatement in the police
or fire department shall be considered unless the applicant has complied with all the rules of
the Civil Service Commission, the ordinances of the City of Waukegan and the Statutes of
the State of Illinois.
SECTION 3. LAY-OFFS. Whenever it becomes necessary, through lack of work or funds
or for other cause, to reduce the force in any department, the person who was last certified
to such employment shall be the first laid off.

Persons laid off in accordance with the

foregoing procedure shall be entitled to have their names placed at the head of a
reinstatement list, according to the seniority of their certifications.
SECTION 4.

The foregoing rules regarding reinstatement shall apply to probationers as

well as to persons whose appointment to the Classified Service is completed.
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RULE XII
GENERAL PROVISIONS
SECTION 1. ABOLITION OF OFFICE. When any office shall be abolished, the holder of
that office shall be demoted to the next lower rank and shall be placed on an eligible list in
the order of seniority for such office should the same be recreated within a period of two
years.
SECTION 2. REVIEW OF PAPERS. Except as provided by statute, no examination paper
shall be shown to any person except by written application and upon the written permission
of the Commission.
MEDICAL EXAMINATION OF MEMBERS. All members of the Classified

SECTION 3.

Service may be required to take a medical examination every five years.

Upon the

recommendation of any department head or upon its own motion, the Commission may
provide for the holding of medical examinations of members for any department under its
jurisdiction at any other time.

The Commission shall give any member found to be

physically disabled full and reasonable notice of the result of any examination and an
opportunity to remedy any condition which renders him incapable of performing the duties of
his position. If after one year a second examination shows that such a member is unwilling
or unable to remedy any such condition, he may be discharged. Certification by the City
Physician and another duly licensed physician is required to establish physical disability for
the purpose of discharge.
SECTION 4.

NO DISCRIMINATION.

No person shall be denied membership or

advancement in the police or fire departments of the City of Waukegan nor be in any way
discriminated against in the performance of duty by reason of his or her sex, race, religion
or nationality.

The words "policeman" and "fireman" and the pronouns "he" and "his"

whenever used in these rules shall be interpreted to include both the male and female
sexes.
RULE XIII
RULES OF CONDUCT FOR FIRE DEPARTMENT
AND POLICE DEPARTMENT
The Fire Chief or Police Chief or Commission, as the case may be, may reprimand,
suspend without pay, demote or discharge, upon such terms and conditions set forth in the
rules herein, any member of the Fire Department or the Police Department of the City of
Waukegan who shall be guilty of violating any one or more of the following rules:
1.

Employment in any other business or job without written permission from his

chief.
2.

Compromising or being interested in any compromise of any criminal charge

with any person, this offense being intended to include the failure to report any
compromise or attempt at compromise.
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3.

Being under the influence of intoxicating liquors at any time or drinking

intoxicating liquors when on duty; being under the influence or using at any time
cannabis, any illegal drug, or any controlled substances defined by Chapter 56% of
the Illinois Revised Statutes unless legally prescribed by a physician; abusing any
prescribed drug; keeping any liquor, cannabis, illegal drug, or controlled substances
in any public building except when the same have been officially seized; or entering
when in uniform a place where liquor, cannabis, illegal drugs, or controlled
substances are furnished except in the performance of duty.
4.

Coerce, influence, solicit, campaign, or assist others concerning any political

activity, candidate, or position while in his official position as an employee, nor
engage in any of these activities while he is on duty.
Solicit orally or by letter, or receive or be in any manner concerned in soliciting or
receiving any assessment, subscription, or contribution for any party or political
purpose whatever, except that one may receive contributions for his own campaign
for public office.
Hold an elective public office which in any manner has control over the salaries,
working conditions, or manner in which the employee's job is performed.
5.

Serving civil process or rendering assistance in his official capacity in civil

cases except where the City of Waukegan is a party to such cases.
6.

Circulating subscription papers, selling tickets or soliciting money or any other

property for any purpose while on duty without the express permission of his chief.

7.

Engaging in any contests or advertising campaigns, soliciting votes for

presents or prizes or permitting the use of a photograph or name for advertising
purposes without the express permission of his chief.
8.

Applying for any warrant or search warrant without the express permission of

his commanding officer or his chief.
9.

Going or giving bail for any person other than members of his immediate

family.
10.

Commencing any civil action for damages received in line or duty without first

making a complete report to his chief.
11.

Knowingly entering any house of ill repute except in the performance of duty.

If duty requires such entrance, a report shall be made immediately to the
commanding officer.
12.

Furnishing any information concerning accidents while operating municipally19

owned motor vehicles to any person except with the perm1ss1on of his chief;
members shall promptly report any accident in w h ich

a

m unicipal l y owned motor
-

vehicle or other equipment is involved to his chief who sh al l be required to forward

a

copy of said report to the Police C h ief the City Clerk, and the Corporate Counsel.
,

13.

Failure of a Firefighter to maintain his paramedic certification unless ex cused

by the Fire Chief.
14.

Failure to provide himself with a telephone in his home or residence and to

advise his chief of any change in residence or telephone number
15.

.

Violation of any Federal, State, City law or ordinance or Fire and Police

Departmental rule, policy or regulation.
16.

Publicly criticizing or unjustly treating a superior officer or public official in such

a way as would cause a danger to the discipline and efficiency of the department.
17.

Communicating any information concerning the affairs of the department

which would result in danger to the discipline or efficiency of persons or property of
the department or public without the consent of the department head.
18.

Malingering or feigning illness.

19.
Failure to promptly report a violation of any of the Civil Service Rules,
department regulations, statutes or ordinances.
20.

Conduct unbecoming a member or prejudicial to good order.

21.

Selling or assigning salary or wages.

22.

Belonging to an organization or group which will in any manner divide the

loyalty of the member to the City of Waukegan, the State of Illinois of the United
States of America.
23.

Failure to read and be fa m iliar with the Civil Service Rules and the rules and

regulations promulgated.
24.

Failure to keep physically fit as required by these rules.

25.

Failure to report for duty at the time specified.

26.

Failure to meet departmental appearance and dress standards while on duty.

27.

Trading of days off without proper authorization

28.

Absence without leave.
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.

29.

Failure to respond when called to duty; members shall always be subject to

duty although periodically relieved from the routine performance of duty. The fact
that members may be techn ica l ly "off duty" shall not be held to relieve them from
taking proper action on any matter coming to their attention at any time requiring
such action.

30.

Failure to perform such duties as are required of him by competent authority

regardless of his specific assignment.
31.

Failure to render first aid when qualified and where necessary.

32.

Sleeping, idling or loafing on duty.

33.

Fighting on duty.

34.

Gambling while on duty or in any public building.

35.

Using profane or insolent language while on duty or in uniform.

36.

Failure to exercise duties and authority conferred by rank held even though
such rank is temporary.
37.

Insubordination or disrespect toward a superior officer.

38.

Using a department motor vehicle without the knowledge or permission of the

commanding officer except where a serious emergency required such use, in which
case an immediate report shall be made to the commanding officer.

39.

Failure to turn over all property of the city, or property recovered as a member

of the department, to an authorized officer of the department.

40.

Disposing of any department equipment or apparatus or altering or changing

any department premises or equipment or apparatus without the express permission
of the department head.

41.

Knowingly making a false or malicious statement or report.

42.

Failure to attend all fires or alarms in districts to which they are assigned or

called unless excused by his chief or officer in command. Fatigue shall not be an
excuse for a violation of this rule.

43.

Stealing at the scene of any fire, public building or any other place.

44.

Leaving a post or assignmen t without the express permission of his

commanding officer or his chief.
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45.

Fail ure to attend a fire or o !her emergency occurring or in progress at the time

of changing shifts, unless specifically relieved by his commanding officer.

46.

Neglect of or inattention to duty.

47.

Cowardice, shir king or evading duty.

48.

D rivi ng , operating or using any city vehicle, apparatus, or other equipment in a

negligent, reckless or careless manner.
RULE XIV
WAIVER OF RULES
Waiver of rules. For good cause shown and on a hearing requested by any member or by
the head of the department, the Civil Service Commission may waive any of the Rules and
may provide for such conditions or terms of waiver as it deems appropriate. The Civil
Service Commission will not entertain any request for waiver which will result in reducing the
effectiveness of the police or fire departments.
RULE XV
AMENDMENT OF RULES.
No amendment of these rules shall be adopted at the same meeting at which it is proposed
and no final action shall be taken on any amendment less than seven days after it is
proposed.
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EMPLOYMENT POLICIES

SECTION I: Introduction
A. WELCOME
Clear and accurate communication is the cornerstone of any great organization. It is in this spirit that the
City presents this Employee Handbook. This handbook is meant to be a major point of reference for you
for all phases of your employment with the City.
The policies and practices in this handbook are designed to promote fairness and consistency throughout
our workforce. If you should have any questions, concerns or require clarification on any of the information
in this manual, please feel free to speak with your Supervisor, Human Resources or myself.
This handbook is intended to serve as a guide for City employees. It shall not be construed as a contract
between the City and its employees. Rather, it describes the City’s general philosophy, policies, procedures,
and other matters set out in this handbook.
Please note that the policies, procedures, and other matters described in this handbook are at the City's
discretion and the City reserves the right to change, terminate and/or amend the contents of this handbook,
including, without limitation, the benefits described herein, at any time, to the extent permitted by law.
Employees should also note that certain policies and procedures described in this handbook are governed
by the terms and conditions of insurance plan regulations, collective bargaining agreements, Civil Service
Commission rules, and salary ordinances. Therefore, employees are advised that the City of Waukegan is
bound by the appropriate formal and pertinent documents relating to employment, benefits and
compensation.
It is our goal as a City to ensure we provide the best services possible to our community and to work
together to make the future successful for all.
Sincerely,
Ann B. Taylor, Mayor
City of Waukegan
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B. HISTORY OF THE CITY OF WAUKEGAN
The City of Waukegan, first visited by Jacques Marquette in 1673, is one of the oldest communities in
Illinois. The City started as a French trading post and Potawatomi Indian settlement known as "Little Fort."
Records dating back to 1829 tell of a treaty signed by the Potawatomis in which they ceded all of their land
in this area to the Federal Government.
Little Fort became the County Seat of Government in 1841 by virtue of its population. Between 1844 and
1846, the town's population grew from 150 to 750 people. In 1849 when the town was incorporated, the
population had risen to 2,500.
Proud of the growth of their community and no longer wanting to be characterized as "little,” on March 31,
1849 the residents of Little Fort changed the name of their town to Waukegan, the Potawatomi word for
"fort" or "trading post."
Early settlers were initially attracted to Waukegan as a port City and shipped produce and grain from Lake
and McHenry County farms to Chicago. The creation of the Illinois Parallel Railroad (now the Chicago &
Northwestern) in 1855 stimulated interest in Waukegan as a manufacturing center. The town continued to
grow and diversify, and Waukegan was incorporated as a City on February 23, 1859, with an area of 5.62
square miles. Today, it stretches across 23.1 square miles and boasts a population of over 90,000 residents.
C.

YOUR EMPLOYEE HANDBOOK

The purpose of this handbook is to introduce you to the City of Waukegan (hereafter referred to as “City”),
explain our current policies, practices and benefits, and serve as a reference source for you. It is very
important that you be thoroughly familiar with the policies and procedures contained in this Handbook, as
well as any additional policies or procedures that may be communicated to you.
Unless specified by other written contract, it is important to understand that you are employed in an "at
will" employment relationship, which means that either you or the City can end your employment at any
time, with or without notice, or reason. Please note that only the Mayor or his designee has the authority to
alter the at-will employment status and the conditions or terms of employment for any employee of the City,
and then, only in writing.
The information contained in this Handbook is not intended to create a contract of employment or
benefits, and does not imply any contractual rights. The policies contained in this Handbook may be
altered, modified or deleted by the City at any time without notice. If there are errors or information subject
to interpretation, the City may interpret, change or correct that information. The City has made every effort
to compose this Handbook with as much attention to detail as possible.
Please read this Handbook in its entirety within five days of receiving it, so that you fully understand its
contents. If there is any item that you do not understand, please request clarification from your Supervisor
or Human Resources. This Handbook supersedes all previous handbooks, letters, memoranda or
understandings that may have been issued on subjects contained herein. Any provisions outlined in any
collective bargaining agreements remain in force, above and beyond the contents of this document. Where
such contracts are silent on a topic, the parameters outlined herein will be upheld.
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After completing your review of the Handbook, please sign the Acknowledgement at the end of the
Handbook, returning the original to Human Resources. The signed acknowledgment will be placed in your
employee file.
On the next two pages, you will find our genuine convictions developed to support our commitment to
running a professional and proficient City government: Our Core Values that embody our beliefs and
attitudes and set the standard for how we conduct business; and an Employee’s Values Statement that
outlines the commitment we ask of you – to consistently strive to provide high quality service to the citizens
of our community and your coworkers. We hope these guiding principles will serve as a daily inspiration to
you as your perform your vital role within the City.
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D. CORE VALUES
STANDARD OF QUALITY
We recognize that our actions have a vital and direct impact on the quality of life within our community. We
demonstrate our commitment to the City by consistently driving our efforts and actions toward the progress
of our community. It is our honor and responsibility to focus on the highest standards of quality and
professional excellence to serve the City and its residents.
INTEGRITY
We value our integrity and commit to carrying out our business in a transparent, fair and consistent manner.
We are committed to operating with trust, integrity, impartiality and respect for all. These values are
inherent to the way we do business. We work to build and maintain public trust and commit to saying what
we mean and doing what we say. We are accountable for our actions and value the respect and trust of our
citizens.
PUBLIC SERVICE
We have high standards for the service we provide to our community and recognize that serving the citizens
of Waukegan is our purpose and privilege. Public service is an honor, not a right, and we commit to
providing exceptional and responsive service. We endeavor to be open, accessible, and consistent in the
administration of our business operations, and that we will work to do our very best for the citizens of the
City.
INTERNAL COLLABORATION
We believe that a harmonious and efficient workforce is critical to our success. We realize we are all
stakeholders in the City, and we are accountable to perform our jobs with professionalism, treating internal
and external customers with respect, dignity and understanding. With this foundation, we strengthen the
collaborative pool of knowledge, resources and expertise we bring to the City.
CONTINUOUS IMPROVEMENT
We are committed to continuously working to generate new ideas and more effective ways of achieving our
goals. Our leaders focus on anticipating internal and external needs and act to meet those needs to maximize
resources and positively influence the quality of life within our community. We adapt to the changing needs
of the community and continually work to build a progressive City driven toward innovation and
technology.
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F. EMPLOYEE VALUES STATEMENT
We, the employees and staff of the City of Waukegan, believe that our efforts have a vital and direct impact
on the quality of life in our community. To demonstrate our commitment to our City and to a professional
and proficient City administration, we proudly state the following individually and collectively held values:


THAT the citizens of the community can justifiably expect that we do our best.



THAT public trust can exist only with our integrity, honesty, impartiality, and respect for
one another.



THAT our actions are a reflection on our City and must thus demonstrate all that is good
and just about our community and its people.



THAT public service is an honor – not a right; an obligation – not a reward;
a responsibility – not a job.



THAT we must never rest upon yesterday’s accomplishments, but must instead strive ever
onward to serve our community, to care for the less fortunate, and to improve ourselves and
those around us.



THAT while no one person is indispensable, each person’s work contributes to the overall
success of the organization.



THAT our successes cannot be measured in terms of financial remuneration, but by the
esteem of self and others.



THAT our mission is to work toward the betterment of our community – through our
work, through our deeds, through our example.



THAT we are a government of people, a government for people, and a government by
people.

We state these values in the hope that they will serve as daily reminders of our commitment to the people of
our community, as an inspiration to current staff, as a tribute to former employees, as a standard to be
adopted by those who later join us in public service.
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SECTION II: Employment Policies
A

AMERICANS WITH DISABILITIES ACT (ADA)

In accordance with the provisions of Section 504 of the Rehabilitation Act of 1973, the Americans with
Disabilities Act (ADA), it is the City’s policy that no activity administered by the City shall exclude from
participation, deny benefits to, or subject to discrimination any individual on the basis of his or her
disability. The City further affirms that it will provide reasonable accommodations to the known physical or
mental limitations of an otherwise qualified disabled employee or applicant, unless doing so would cause
undue hardship. Any employee who requires an accommodation should notify his/her Supervisor, or
Human Resources.
B.

EMPLOYMENT ELIGIBILITY VERIFICATION

The City is committed to employing only those who are authorized to work in the United States and does
not unlawfully discriminate on the basis of citizenship or national origin.
In compliance with the Immigration Reform and Control Act of 1986, and current verification legislation,
each new employee, as a condition of employment, must complete the Employment Eligibility Verification
Form I-9 and present documentation establishing identity and employment eligibility within three working
days of the employee’s date of hire. Former employees who are rehired must also complete the form if they
have not completed an I-9 with the City within the past three years or if their previous I-9 is no longer
retained or valid. All offers of employment are conditioned upon the receipt of satisfactory evidence of an
employee's authorization to work in the United Sates.
C.

CONFLICT OF INTEREST

Employees are expected to devote their best efforts to the interests of the City. The City recognizes the
right of employees to engage in private endeavors unrelated to our business. However, a policy of full
disclosure will be followed to assess and prevent potential conflicts of interest from arising. Any questions
regarding a possible conflict of interest with the City or outside work should be discussed with a Supervisor
in advance of the possible conflict or the performance of outside work.
Nothing in this policy is intended to restrict investment activity or require disclosure of any investment by
any employee in any business or City, when such investment does not conflict with these policies.
While this policy includes the following, and is not all-inclusive to circumstances that might develop, the
following guidelines are provided:




If an employee is a full-time employee, they have an obligation to devote their full-time to
employment with the City and may not engage in any outside work without prior full disclosure
to their Supervisor. Part-time employees have an obligation to devote the agreed upon amount
of time to employment with the City. An employee may not engage in outside work that will
interfere with their primary job at the City or engage in any activity of a nature that may diminish
City business or opportunities.
No outside work may be done during regular working hours and no City building, equipment,
labor or supplies may be used to conduct outside activity. If an employee does any permissible
outside work, an employee is not to suggest that such work is by, for, or in the name of the City.
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Employees may not participate in outside board membership or directorship, or work based on
other said appointments or elections, during normal business hours. In compliance with IL
statute 50 ILCS 115/, the City of Waukegan recognizes that any City employee who is also an
elected official within the state of Illinois will have the right to attend necessary meetings during
his/her designated work schedule. It is important to discuss with your supervisor the time off
you will require as soon as possible prior to meetings. Time used for such attendance should be
taken as either as unpaid time off, personal time, vacation time or compensatory time, if
applicable.
Employees may not offer or solicit any type of services or items other than those represented or
authorized by the City to the citizens/the public.
Employees must maintain all confidential customer information as confidential and avoid
violation of any fiduciary duties owed by the City to the citizens/the public.
Employees must obey antitrust and related laws in order to avoid subjecting both the City and
its employees to litigation expenses, burdensome injunctions, severe penalties and substantial
liability for damages. Any employee who violates these laws may be punished by fines, and/or
termination of employment, as well as criminal imprisonment.
Employees may not communicate with an employee or representative of a competitor,
subcontractor, vendor or supplier about matters involving competing for City business. Types
of prohibited conduct are listed below.





Fixing prices or the terms or conditions of sales.
Allocating marketing territories, visitors or business.
Boycotting activity by any third party.
Inhibiting free and open competition in any other way.

Any questions regarding a possible conflict of interest with the City or outside work should be discussed
with your Supervisor in advance of the possible conflict or the performance of outside work. Failure to
disclose information related to this policy may lead to disciplinary action, up to and including termination.
If you are unsure whether such communication referenced above might violate this policy, contact Human
Resources.
D.

ACCEPTANCE OF PERSONAL GIFTS

Employees are required to conduct their professional duties, responsibilities, and work activity in an ethical
manner. Their conduct should be reflective of the City’s commitment to secure and maintain a high degree
of public trust. Employees must also comply with the gift ban requirements of the State Officials and
Employee Ethics Act (SOEEA).
Employees may not accept gifts or favors whose value exceeds the cumulative amount of $100 in a calendar
year. If an employee is not sure whether a particular gift or favor might create a conflict of interest, discuss
the situation with a Supervisor or Human Resources.
E.

CONFIDENTIALITY

During the course of employment, employees may work with information that is confidential and
proprietary, which may include, but is not limited to: information pertaining to and belonging to the City;
files, computer systems, software, photographs, digital images, blueprints, future plans, fee information,
know-how, means, methods, techniques, structure, research and development, improvements, proposals,
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estimates, drawings, processes, employee information, including the identity of other employees of the City;
financial statements and financial forecasts, financial data, purchasing information, statistics, safety information
and Handbooks, operational information, internal business procedures, business plans, and information
concerning purchase of major equipment or property.
Any employee who discloses confidential or proprietary information to anyone outside the City will be subject
to disciplinary action, up to and including termination.
Should your employment at the City be terminated for any reason, employees shall promptly surrender,
without retaining copies, all tangible things that are or contain confidential information and deemed City
property including: all computer hardware and software (including data and computer files), computer
printouts, computer disks, work papers, files, customer lists, supplier lists, telephone and/or address books,
rolodex cards, internal memoranda, appointment books, calendars, letters, records, documents, blueprints,
books, forms, plans, Handbooks, slides, transparencies, recordings, booklets, photographs (or similar
reproductions), digital images, training and seminar materials, files, and photo negatives. Failure to meet
these obligations may result in legal action.
If you have questions on what information is considered public information, please ask your Supervisor or
Human Resources.
F.

SOLICITATION AND DISTRIBUTION

To ensure efficient operation of City business and to prevent interruptions to employees, it is necessary to
control solicitation and distribution in the workplace. Soliciting fellow employees for causes, collecting
contributions, or selling for any purpose whatsoever is prohibited during your work time or during the
working time of the employee(s) at whom such activity is directed. Distributing literature, including flyers,
advertisements, petitions, brochures, etc. during your work time or the working time of the employee(s) at
whom such activity is directed or in work areas at any time, is also prohibited. Solicitation or distribution of
literature by anyone not employed by the City is prohibited on our premises at all times.
For purposes of this policy, solicitation includes an act or communications intended to influence or
persuade another employee in regards to membership, collecting contributions, or selling for any purpose.
For purposes of this policy, distribution is defined as the delivery of any materials where the message is
intended to be limited to a one-way communication, such as flyers promoting a certain opinion or
announcing a community event without expressed approval from Human Resources.
Solicitation is not permitted on the City’s property, without prior approval from the Mayor or his designee.
Solicitation includes fundraising efforts. Bulletin board postings may only be made by management and are
limited to work-related issues. No other postings are permitted on City property. Violation of this policy
may lead to disciplinary action, up to and including termination.
G.

DRESS CODE

It is essential that employees maintain a professional image to better serve and represent the community.
Proper work attire is essential in maintaining these standards. Each employee’s manner of dress, and
personal grooming and hygiene shall be appropriate to the work situation. Employees are expected, at all
times, to present a professional, businesslike appearance to customers and the general public.
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The City has adopted a Business Casual Dress code except where position/department requirements may
dictate otherwise. Casual Fridays permits jeans and sneakers, and this more relaxed dress code may apply to
some functional departments who can permit a more casual style of dress through the work week. If you
have any question as to appropriate work attire, please contact the Human Resource Director for
clarification. General guidelines for the business casual dress code are addressed as acceptable and
unacceptable or inappropriate dress options.
The acceptable and unacceptable or inappropriate dress options are not all-inclusive and both are subject to
revision. The lists give you what is generally acceptable as business casual attire and what is not generally
acceptable or is inappropriate as business casual attire.
Generally Acceptable dress options:
For women: A reasonable length skirt or dress, slacks, pants, suitable workplace capris, dress shirts,
casual or polo type shirts, or sweaters, business suits are considered acceptable. Loafers, clogs, flats,
moderate heels, dress sandals and dress boots are also acceptable.
For men: Slacks, khaki-style pants, trousers, collared shirts, polo shirts, sweaters, and business suits
are acceptable. Loafers and clogs with socks, dress boots are generally acceptable.





Unacceptable or inappropriate dress options are listed below:















Torn/ripped clothing or shoes of any sort
Pool/beach type flip-flops, thongs or water shoes, house slippers
Shirts with logos that may present a possible conflict of interest for the City or be offensive to
coworkers.
Sweatpants, leggings as pants, shorts, spandex, or other athletic wear
Athletic-cut T-shirts/tank tops or spaghetti strap tops, unless a shirt or jacket is worn over them
Extremely form-fitting clothing
Revealing or low cut tops or ones that show excessive skin
Excessively short skirts/dresses (mini-skirts, dresses)
Clothing that exposes undergarments
Any clothing exposing the body in a manner inappropriate for a business environment
Hats (in the office setting unless required for religious purposes)
Tops that expose the torso, cleavage or midriff; halter tops, strapless tops or dresses.
Pants or skirts that hang too low under the waist
Excessive jewelry or jewelry that may interfere with job performance; limited and exposed body
piercing.

These guidelines apply primarily to office staff and are not, of course, applicable to those employees
required to wear uniforms, safety wear or any other work-appropriate clothing.
H.

EMPLOYEES RECEIVING CLOTHING ALLOWANCE

Those employees who receive a clothing allowance are expected to maintain proper clothing as prescribed
by their position/department.
Citizens gain a lasting impression of the City not only from our actions, but also from our physical
appearance. All employees are expected to adhere to guidelines outlined above and to report to work
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properly dressed for assigned job duties. The guidelines set forth in this policy should be followed during all
scheduled work shifts.
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A.

WORKPLACE PRIVACY

Employment Status & Records

DEFINITIONS OF EMPLOYMENT STATUS

The following terms will be used to describe the classification of employees:
Exempt: As described by provisions of the Fair Labor Standards Act (FLSA), employees in an exempt
status are not paid for overtime hours worked. They are exempt from overtime pay.
Non-exempt: As described by provisions of the Fair Labor Standards Act (FLSA), employees in a nonexempt status are paid for all overtime hours worked. Overtime is typically defined as any time worked over
40 hours in a work week (depending upon the collective bargaining agreement).
Regular Full-time: Employees regularly scheduled to work not less than 40 hours per week. Full-time
employees may be eligible for City benefits, provided they meet specific plan eligibility requirements. Please
refer to the Benefits section of this Handbook or contact Human Resources for information regarding
eligibility. Full-time status for City purposes should not be construed as meeting the requirements of fulltime status for any specific benefit plan.
Part-time: While these employees do receive all legally mandated benefits (such as Social Security and
worker’s compensation insurance), they are ineligible for all the City’s other benefit programs (including
paid time off in the case of vacation, holiday or sick leave), regardless of the number of hours worked.
Probationary: Employees who will be evaluated based on their specific roles within their functional
departments against various technical requirements and training initiatives. Employees who satisfactorily
complete the probationary period will be notified. The probationary period lasts 180 days unless otherwise
designated. During this period, employees are expected to become acclimated to the City and their new
roles. Management will also evaluate the employee’s performance in their new role.
Temporary: Employees who are hired as interim replacements to temporarily supplement the work force,
or to assist in the completion of a specific project. Employment assignments in this category are of a
limited duration. Employment beyond any initially stated period does not in any way imply a change in
employment status. While these employees do receive all legally mandated benefits (such as Social Security
and worker’s compensation insurance), they are ineligible for all the City’s other benefit programs, regardless
of number of hours worked.
You will be informed of your employment classification and status when you begin your employment or
when your status changes. Any questions regarding your employment classification or status should be
directed to Human Resources.
B.

COMMENCEMENT OF EMPLOYMENT

Your employment commences on the first day that you report for work and is your start date in our payroll
records. Each completed year following this date will be your anniversary date. If you begin at the City on
a part-time or temporary basis and accept full-time employment, your future anniversary date will become
the first day of your regular full-time employment.
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PRE-EMPLOYMENT ALCOHOL AND DRUG TESTING

All offers of employment are conditioned upon the successful completion and passing of a drug test and
pre-employment physical. Certain position, those designated as “Safety-Sensitive” will also be required to
take a pre-employment alcohol test, and may subject to additional and periodic screenings associated with
their roles. These requirements are governed by the Omnibus Transportation Employee Testing Act of
1991. Under this legislation, all local governing bodies mandate that employees in safety-sensitive positions
be subject to pre-employment, reasonable suspicious, random, and post-accident alcohol and drug testing.
Employees in safety-sensitive positions are those who:
1. Operate a commercial motor vehicle and is subject to the commercial driver’s license requirement.
2. Perform or supervise the performance of a safety-sensitive function related to mass transit.
3. Perform safety-sensitive functions to motor vehicles and rail carriers.
The regulations mandated by the Department of Transportation (DOT) outline rules on how and when the
appropriate drug and alcohol tests should be conducted. The City operates in full compliance with the
regulations outlined above. More detailed information covering these requirements will be covered with the
employee at the department level.
D.

NEW EMPLOYEE ORIENTATION

New employees must be part of an orientation program. This orientation covers employee policies, benefits
and general administrative procedures. Additionally, employees spend appropriate time with their Supervisor
and others learning the specific functions of their position. This training period can vary in length.
E.

JOB POSTINGS

Available positions may be posted internally and externally when appropriate. In such cases, a job
description will accompany the posting, both on the bulletin board and through the City’s web site. If you
would like to be considered for the position, or would like to refer someone whom you think is qualified,
please refer to the application procedure in the posting.
Applications by a current employee can be kept confidential until you become a formal candidate for the
posted opening if so desired. After that point, you or someone involved in the hiring process must discuss
your candidacy with your current supervisor. Employees cannot apply for a position during their current
probationary period.
F.

PROBATIONARY PERIOD

Your first one hundred eighty (180) days of employment are considered a Probationary Period, unless
otherwise stipulated in an employment agreement. During this time, management will evaluate your
performance. All new and rehired employees must complete this probationary period. This applies to
employees who retire from one position and are hired to another position, whether there is a break in
service or not.
Employees who are transferred within the City must complete a secondary probationary period, while those
who are promoted are subject to a period lasting ninety (90) days.
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Employees who leave or retire and are rehired will be treated as new employees in every way including
wages, benefits, and seniority. This includes retirees who retire from one position and simply transfer to
another position.
At the end of the probationary period, your supervisor will discuss your job performance with you and may
extend the probationary period, if necessary.
G.

PERFORMANCE EVALUATIONS

Giving employees feedback and coaching on their performance is important to the City. At least once a
year, your Supervisor will review your job performance within the City and help you set new job
performance objectives. They also establish goals for the year’s evaluation periods.
Our performance review program is designed to provide a basis for a better understanding between you and
your Supervisor, with respect to your job responsibilities, your job performance and your development with
the City.
New employees will be reviewed at the end of their probationary period. The employee receives an
evaluation within the context of a formal meeting with his/her Supervisor. At this time, the Supervisor and
the employee review the employee’s performance from the previous evaluation period and determine the
next phase of expected performance for the employee.
H.

EMPLOYEE RECORDS AND INFORMATION

Important events in each employee’s work history with the City will be recorded and kept in the employee’s
file. These files are only made available to authorized persons or licensed governmental agencies as required
by law.
You may review your employee file by written request submitted to Human Resources. Human Resources
will provide access to your employee file within seven days after receiving the written request. This review
may take place only with a representative from Human Resources present. Employee files may not be
removed from the records area. An employee may request a copy of any of the information contained in
his/her employee file, but once that information is in the employee’s possession, it is his/her responsibility
to protect it.
You are responsible for notifying Human Resources of changes in address, telephone number, and/or
family status (births, marriage, death, divorce, legal separation, immigration status, etc.), as income tax status
and group insurance may be affected by these changes.
The Human Resources Department is responsible for maintaining up to date employment records through
each employee’s personnel file. Any disciplinary records over three years old shall be removed unless it
relates to a civil or criminal investigation. Those records will be kept in a secure locked cabinet and
destroyed at a later date pursuant to state statute governing destruction of files.
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INFORMATION REQUESTS AND EMPLOYMENT REFERENCES

Requests for employee information received from outside the City, including requests for references on
current or former employees, must be directed to Human Resources. Supervisors and other employees are
prohibited from providing personal or employment references on current or former employees.
All requests must be submitted in writing and must be accompanied by a signed release from the individual
being referenced. The City will only release dates of employment, positions held, and salary and earnings
history to requestors.
The City will comply with all requests governed by the Freedom of Information Act (FOIA), which
mandates the release of information and documents in compliance with the Act, and provides guidelines for
responding to public solicitations of information.
J.

HOURS OF WORK

The City Hall’s office hours are from 8:00 A.M. to 5:00 P.M., Monday through Friday. Hours of work may
vary throughout the organization.
Employee schedules are based on business needs and may vary. You will be informed of your work
schedule by your Supervisor and you are expected to be flexible, as your work schedule may be subject to
change based on business needs. City policy requires coverage in all areas during the workday, including the
lunch hour. Exact times for meal breaks may vary based on work schedules, shifts and departments.
Overtime and weekend work may be required, and will only be assigned and authorized by supervisory
employees.
For non-exempt employees, requests to deviate from the general working schedule must be submitted to
your Supervisor in advance and authorized in writing. If you have any questions regarding your schedule,
please see your Supervisor.
Beginning and ending commutes to and from work are not considered worked time, however, travel
directed by the City is considered work time.
K.

TIME RECORDS

All non-exempt employees are expected to record time worked. Federal and state laws require the City to
keep an accurate record of time worked in order to calculate employee pay and benefits. Time worked is all
the time actually spent on the job performing assigned duties.
Non-exempt employees should accurately record the time they begin and end their work. They must also
record the beginning and ending time of all job related activities. Overtime work must always be approved
by your supervisor before it is performed.
Salaried employees are required to report their time off for sick leave, vacation time or personal days used,
and are paid 1/26th of their annual salary for 80 hours per pay period.
Altering, falsifying, tampering with time records may result in disciplinary action, up to, and including
termination of employment.
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It is the employee’s responsibility to accurately report all time to supervisors. The Supervisor will review
and then sign the time record before submitting it for payroll processing. In addition, if corrections or
modifications are made to the time records both the employee and the Supervisor must verify the accuracy
of the changes by signing the time record.
L.

TERMINATION OF EMPLOYMENT

If the terminating employee is eligible, continuation insurance coverage information will be provided during
the termination process or mailed to the employee in accordance with state and federal law. All accrued,
vested benefits that are due and payable at termination will be received with the final pay. For more
information on insurance continuation, please refer to Section VI or contact Human Resources.
M.

RESIGNATION AND SEPARATION

When an employee decides to leave the City, it is asked that the employee provide two weeks of notice if
possible. Department Heads and Supervisory employees are expected to provide three weeks of notice.
The employee should advise their Supervisor of the decision in writing so that an orderly transition can be
made.
It is the City’s goal that when an employee terminates their employment with them, an exit meeting will
occur with Human Resources to solicit feedback regarding their employment. At that time the employee
will also be advised of final pay arrangements and the status of benefits.
The termination process includes turning in all City property, such as equipment, ID badges, keys, manuals,
pagers, protective equipment, security passes, tools, uniforms, vehicles, written material. All City property
must be returned by employees on or before their last day of work. Where permitted by applicable laws, the
City may withhold from the employee’s check or final paycheck the cost of any items that are not returned
when required. The City may also take all action deemed appropriate to recover or protect its property.
SECTION IV:
A.

Rules of Employment

WORKPLACE BEHAVIOR

City employees are expected to conduct themselves in a professional and courteous manner while
performing their duties, while on City premises, or at any time when such behavior could adversely impact
the City and its purposes. The City does not tolerate any form of workplace violence. Workplace violence
includes fighting, kicking, punching, biting or use of any dangerous weapon and/or threat of engaging in
any such behavior, whether or not that threat is immediate. Unacceptable behavior also includes
intimidation and the use of abusive and/or profane language. Employees determined to have engaged in
such conduct are subject to immediate disciplinary action up to and including termination of employment.
All employees are expected to work with other City employees, vendors, visitors and the public which it
serves with courtesy and respect. Instances of discourteousness may result in discipline.
In addition, employees are expected to act in a professional manner while working or while representing the
City in any capacity. Practical jokes, pranks, and horseplay are discourteous and disruptive to the workplace
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and may be subject to discipline. Similarly, unprofessional or otherwise inappropriate graphics, cartoons or
other depictions are not authorized for posting in the workplace.
It is the obligation of all City employees to report any known instance of violence or potential violence, or
possession of dangerous weapons in the workplace, to their Supervisor and/or Human Resources.
Employees can be assured that the matter will be addressed promptly and investigated confidentially, and
that there will be no retaliation against any employee who makes the good faith effort to report such
instances.
Possession of a weapon on the City premises without written authorization and required by position in
accordance with departmental polices regarding weapons is grounds for immediate disciplinary action, up to
and including termination. Use of weapons or any other dangerous instrument against another employee,
person or the public is grounds for immediate termination. Similarly, threatening anyone with a dangerous
weapon may be treated as grounds for immediate termination.
B.

DISCIPLINARY POLICY

To maintain a safe and productive work environment, certain guidelines pertaining to our conduct and
relationships must be followed. The City strives to take a constructive approach to discipline, ensuring that
actions that would interfere with job performance or the City’s operations are not continued.
Violations of these standards will be taken seriously and may subject employees to disciplinary action, up to
and including termination. Supervisors have authority to enforce standards of conduct and other City
policies or procedures. To protect our employees and the City, employees witnessing a violation are
required to immediately report such an incident to a Supervisor. Although there is no way to identify every
possible violation of standards of conduct, the following is a list of examples of infractions which may result
in disciplinary action, up to and including termination at the City’s discretion. This list is not intended to
and does not prohibit any conduct that is protected by law.
This list is intended to be representative of the types of activities that may result in disciplinary action, up to
and including termination. It is not intended to be comprehensive and, therefore, the City may impose
discipline up to and including termination for any other violation or inappropriate conduct not listed below.
This policy does not alter the employment-at-will relationship between you and the City.








Violation of the City’s Attendance, Time Records, Overtime, Confidentiality, Conflict of Interest,
Information Requests/Employment References, Equal Employment Opportunity (EEO), AntiHarassment, Workplace Violence, Workplace Safety, Substance Abuse, Smoking, City Equipment,
Telephone and Voicemail, Computer Usage or other policies included in this Handbook.
Engaging in acts of dishonesty, fraud, theft, or sabotage. Unauthorized possession of property
belonging to the City, a citizen or another employee.
Stealing and/or other misappropriation of cash or cash equivalents.
Fighting, horseplay, practical jokes or other conduct that may endanger or disrupt anyone on our
premises or in the field.
Drinking alcohol and/or the use of controlled substances on the job or during lunch time or
reporting to work under the influence.
Refusing to cooperate with the City investigations, or providing false information or otherwise
interfering with or obstructing a City investigation.
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Violating criminal laws on City premises or while performing City business.
Being convicted of a felony or crime that reflects negatively on your trustworthiness or dedication to
personal safety or reasonably may be expected to damage the City’s reputation in the community.
Threatening, intimidating, coercing, harming or interfering with the performance of employees,
applicants, visitors, vendors or the general public.
Falsifying employment applications, resumes, time records, employee documents, customer
documents, or any other records belonging or relating to the City, or intentionally giving false
information to anyone who makes such records.
Insubordination, including refusal to work on an assigned job, refusal to comply with instructions,
refusal to comply with City policies and refusal to work overtime.
Instigating, encouraging or participating in any illegal or unprotected work stoppages, slowdowns or
picketing.
Inability to establish sound relationships with visitors, third parties, Supervisors or other City staff,
as determined by Human Resources.
Unauthorized, willful or careless waste, damage, removal or destruction of City materials, property,
equipment or supplies.
Wasting time, loitering or leaving your place of work without permission during working time.
Conduct that reflects adversely on the City.
Disclosing to any person, including television, radio and print media representatives, any
confidential information relating to City business, visitors, finances or trade secrets.
Carelessness or neglect of job duties that results in the loss, damage or destruction of City, employee
or customer property.
Performance that does not meet City requirements or expectations.
Failure to comply with safety precautions that are necessary to the welfare or interests of the City, its
employees, or citizens.
Failing to immediately report any accident, incident, work-related injury, fire or other emergency to
your Supervisor, and if appropriate, the proper authorities.
The reporting process described in this policy does not apply in situations where other specific
instructions are outlined, such as those in the EEO and Anti-Harassment policies. In such cases, all
employees should follow the procedures provided in those policies.
PROGRESSIVE DISCIPLINE PROCEDURE

If a City employee fails to meet the standard of job performance for his/her position or fails to conform to
any of the City’s behavior/conduct policies he/she will be subject to discipline. The City’s Progressive
Discipline policy is designed to give the employee fair and clear warning that he/she is not meeting job
performance or conduct expectations of an employee. This takes the form of several levels of action, which
serve as a clear warning that performance or conduct problems must be corrected and that, otherwise,
further action, up to and including termination of employment, will take place. The Progressive Discipline
process will usually follow the form as described below. The specific discipline for any employee will
depend upon the severity of the infraction and/or its impact on the business. The City reserves the right to
accelerate the process at any point without further warnings.
STEP ONE: ORAL COUNSELING AND COACHING
In this step, the Supervisor speaks informally with the employee about the problem or situation with
the intent of correcting the performance or conduct problem without any further steps. In some
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cases such coaching will be informally documented by the Supervisor. There will be nothing placed
in the employee’s HR file concerning such a coaching situation.
STEP TWO: ORAL WARNING
The Supervisor has a formal and documented conversation with the employee to attempt to resolve
the problem and put a plan into action to correct the job performance or conduct problem as soon
as possible. The oral warning will be documented by the Supervisor but will not become a part of
the employee’s HR file.
STEP THREE: WRITTEN WARNING
This step involves a written and formal document stating the problem, the desired corrections and
the consequences that the employee will face if he/she does not respond to the warning
appropriately. The Supervisor together with Human Resources may choose to issue a second
warning, a final warning, or a suspension without pay should the situation dictate such an action. A
copy of the warning or suspension notice will become a part of the employee’s HR file.
STEP FOUR: TERMINATION
The employee is removed from the position “for cause”, consistent with the terms of Progressive
Discipline.
The employee may consult with Human Resources at any point in the progressive discipline process for
advice or direction on how to address a progressive discipline successfully or to express his/her concerns.
For employees operating under a collective bargaining agreement, disciplinary matters will be managed
under the agreement where specified.
D.

CONFLICT RESOLUTION

The City acknowledges that conflicts between employees may occur in the workplace. The City makes every
effort to make the workplace free of conflict; but, when it does arise, the City will investigate the situation
completely. The City will attempt to bring quick and just resolutions to such situations. As an employee,
here are the steps you should follow in the case of an on-the-job conflict.
STEP ONE: ATTEMPT TO RESOLVE THE CONFLICT WITH THE PERSON(S)
A direct and non-adversarial conversation is still the most advantageous way to resolve a conflict for
all of the involved parties. Conflicts are often due to people’s inability to communicate effectively.
Such a meeting can open the lines of communication and, in so doing, alleviate the cause of the
problem. It is also essential to identify what actions would be needed to correct the original problem
or concern.
STEP TWO: SPEAK WITH YOUR SUPERVISOR
If discussing your complaint or concerns with the person(s) with whom you are having a conflict is
unsuccessful, you should make your Supervisor aware of the situation. The Supervisor will attempt
to resolve the situation. It will be important to identify which facts or information both/all parties
already agree upon as well as whether or not both parties want to see a resolution reached.
STEP THREE: SPEAK WITH A MEMBER OF THE MANAGEMENT TEAM
The City recognizes that conflicts may arise between the employee and the Supervisor. In such
cases, the employee may go to the next-level Supervisor within the department or Human
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Resources. The next-level Supervisor will help you generate some alternatives to resolve the
situation. You may speak to this individual in confidence. In some cases, it will be necessary for this
individual to divulge critical information in order to resolve the situation. If you do not want the
information to be further communicated, it is your responsibility to inform the member of
Management team with who you are in dialogue.
STEP FOUR: FORMAL COMPLAINTS
When all of the preceding steps have been exhausted and the situation has not been resolved,
employees are eligible to submit a formal complaint. The complaint should be written specifically
and be free of unrelated detail. The employee complaint should include the elements listed below.
 The policy that is being violated or enforced unfairly.
 The actions that have been taken to resolve the matter.
 The remedy that is being sought.
Human Resources will investigate all complaints thoroughly and assign an objective party to interview and
investigate as necessary. The City will attempt to resolve the situation at this level.
STEP FIVE: FORMAL CONFLICT RESOLUTION
If no resolution can be reached using the previous steps, the City will hold a formal conflict
resolution hearing. Human Resources will assemble all of the applicable individuals and information
and formulate a resolution based objectively upon these facts. This resolution process may include a
formal meeting of the involved parties.
All of the facts presented by the employee will be heard. Any and all parties may be interviewed to ensure
that all of the information needed to resolve the conflict is available.
E.

ATTENDANCE STANDARDS

Punctuality and regular attendance are essential to the proper operation of the City. Excessive employee
absence, tardiness or job abandonment are undesirable performance factors for all employees, and those
found to be in violation of the City’s standards may be subject to disciplinary action, up to and including
termination. Employees may also be required to make up time missed.
Employees arriving late, leaving early, or not reporting to work for any reason (unless an unexpected
medical or other emergency makes it impossible to do so), must inform their Supervisor (or appropriate
departmental contact person) as soon as possible, at least one (1) hour prior to the scheduled start of your
workday, but no later than thirty minutes after your scheduled starting time. If reaching their Supervisor is
not possible within the first attempt, employees must leave a message and then call back to speak to their
Supervisor during the scheduled shift. Failure to call in properly will be considered an unreported absence,
and may result in disciplinary action.
For absences of three (3) or more consecutive scheduled workdays, employee will be required to provide a
written doctor’s statement to your Supervisor. If an employee is absent from work for three (3) or more
consecutive scheduled workdays without calling in, it will be assumed that the employee has voluntarily
terminated his or her employment. Any day with a no call/no show is grounds for disciplinary action.
Additionally, unless due to an authorized leave of absence, employees must maintain contact with their
Supervisor throughout any absence extending beyond one day, notifying him/her daily of his/her return to
work.
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SMOKE-FREE WORKPLACE

The City is committed to practices that support a safe and healthy work environment. The City will
maintain a smoke-free workplace consistent with the Smoke-Free Illinois Public Act and will prohibit
smoking in public places and places of employment throughout the state. The purpose of this Act is to
protect the health of Illinois residents, workers, and visitors from the documented health effects of
secondhand smoke. This policy covers the smoking of any tobacco product and the use of smokeless or
chewing tobacco and applies to both employees and non-employees of the City. Below are the key
obligations under this policy:







There will be no smoking of any tobacco products within City facilities at any time, which also
includes warehouses, maintenance garages, work sites, or while operating any type of equipment
owned by the City.
The City acknowledges that tobacco use is a matter of personal choice and is not requiring tobacco
users to quit, but the Act states that the designated smoking area will be located at least 15 feet from
building entrances, exits, windows that open, and ventilation intakes.
There will be no smoking in City vehicles at any time. This also applies to vehicles that are used by
and open to the public, regardless of whether it is privately owned.
Employees who wish to smoke are only permitted to do so outside of City buildings, in an available
designated smoking area, and during non-work time.
Any employee cited by a Law Enforcement Officer shall be responsible for any fine that is
imposed.
Employees may also be subject to disciplinary actions for violations of this policy.

For more information on the Smoke-Free Illinois Public Act, employees are encouraged to visit the
government website at www.smokefree.illinois.gov or to call 866-973-4646.
G.

SUBSTANCE ABUSE

The City upholds the obligation to its employees and the general public, to reasonably ensure safety in the
workplace, to comply with federal and state health and safety regulations and to prevent accidents. The City
also believes that by following this policy, the safety, health and productivity of employees will improve.
The use, possession, sale, transfer, manufacturing, purchase or being under the influence of illegal drugs or
other intoxicants by an employee at any time on our premises or while involved in any business relating to
our City is prohibited. Employees must not report for duty or be on our property while under the influence
of, or in the possession of, alcohol, marijuana, narcotic or other illegal or illegally obtained substance.
The City employs a practice of requiring drug and/or alcohol testing for all employees under the following
conditions:
1. Pre-employment
2. Post vehicle accident
3. Reasonable Suspicion
Employees who appear to be unfit for work, as witnessed by two or more employees, including a
Supervisor, or who are involved in an accident while on our premises, a job-site or otherwise in the course
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of employment with the City, may be subject to a fitness-for-duty examination and/or drug-testing at a
designated medical facility. When necessary, the City may inspect and/or search all City property for
alcohol, controlled or illegal substances, or any other substances which impair job performance. Refusal to
submit to any such inspection or refusal to cooperate in any investigation may result in disciplinary action,
up to and including termination. Any illegal or controlled substances discovered on our premises will be
turned over to the appropriate Law Enforcement Agency and may result in criminal prosecution.
Additionally, the City may mandate rehabilitation and EAP counseling for cases where the employee fails to
advise the City of a substance abuse problem which negatively impacts their performance or the workplace,
where the City gains knowledge of such abuse through one of the testing practices outlined above.
Prescription drugs are allowed provided they are in the possession of and used only by the individual for
whom they are prescribed, under the conditions prescribed by a treating physician, and they do not impair
an employee’s performance or endanger the employee and other individuals in the workplace.
Any infraction or violation of this policy may result in disciplinary action, up to and including termination.
Unionized employees should refer their collective bargaining agreement for additional or more specific
terms related this policy, as those provisions will be upheld. Questions about this policy should be directed
to your Supervisor or Human Resources.
H.

VOLUNTARY REHABILITATION

The City encourages employees who are experiencing work-related or personal problems resulting from
drug or alcohol abuse or dependency to voluntarily seek counseling and treatment. Such assistance is
available as part of the City’s health plan offerings, and through the City’s EAP provider. Participation in
counseling is confidential and will not have any influence on the evaluation of performance.
Employees who are abusing drugs or alcohol may be granted a leave of absence to undertake rehabilitation
treatment if they come forward to their Supervisor and Human Resources regarding their situation. All such
situations will be kept confidential. Employees seeking assistance are encouraged to contact their personal
physician and/or a drug treatment professional immediately. Employees do not need to contact the City or
any City representatives first in order to request or arrange for this treatment. A leave for treatment will not
be granted if the City discovers an employee’s drug usage by means of a random drug screen, required due
to an accident, or by way of reasonable suspicion. Voluntary rehabilitation will be available only once and
only if the employee comes forward before the City has reasonable suspicion that the employee has violated
the policy set forth above.
An employee on such a leave will not be permitted to return to work until certification is presented to
Human Resources that the employee is capable of performing his/her job. Employees may be required to
participate in counseling or post-treatment aftercare programs as a condition of employment.
Participation in a treatment program does not preclude the City from administering disciplinary action
against the employee for violations of this policy or other company policies.
The City is only obligated to hold a position open for an employee on drug rehabilitation within the
parameters set by federal and any local laws, or specific collective bargaining agreements. If it becomes
necessary to refill a position before the employee is able to return from such a leave, that individual will be
eligible for consideration for future employment opportunities at the City.
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WORKPLACE VIOLENCE

The City recognizes the unfortunate increase in workplace violence in our society and has a strong
commitment to ensuring that our workplace remains safe. It is the City’s policy to promote a safe working
environment for its employees. To this end, the City is committed to working with its employees to
maintain an environment free from violence, threats of violence, harassment, intimidation, and all other
disruptive behaviors.
DEFINITION OF WORKPLACE VIOLENCE
It is not possible to list every form of behavior that constitutes violence in the workplace. As a general rule,
unacceptable behavior under this policy is that which causes an individual to reasonably fear for his or her
personal safety or that of others. It includes, but is not limited to, oral or written statements, gestures,
expressions, and actions that communicate a direct or indirect threat to an individual’s physical or
psychological wellbeing. Workplace violence includes violence perpetrated by employees while on the job
and any other individuals while on City property against either employees or non-employees of the City.
Workplace violence under this policy does not include law enforcement activities of the Police Department.
Such activities are covered by Police Department policy.
To help employees understand and report behavior that could lead to violent incidents, the City includes
this list of specific prohibited conduct. This list of behaviors should not be considered all-inclusive but
merely a list of examples to be considered. These and other violent actions may result in disciplinary action
up to and including termination:








Intentionally causing physical injury to another person
Making verbal or written (including e-mail and text messaging) threats of violence/intimidation
Aggressive or hostile behavior
Intentionally damaging City property or property of another employee
Possession of a weapon (prohibited weapons include any form of weapon or explosive restricted
under local, state or federal regulations; this includes all firearms, knives, or other weapons)
Committing acts motivated by or related to, sexual harassment, discrimination or domestic
violence
Retaliatory actions against an individual who reported a workplace violence incident

While the City does not expect employees to be expert at identifying potentially dangerous persons,
employees are expected to exercise good judgment in recognizing behavior that may be a sign of a
potentially dangerous situation. Such behavior includes but is not limited to:







Discussing weapons (outside of police enforcement and hunting activities)
Displaying overt signs of extreme stress, resentment, hostility or anger
Making threatening gestures or remarks
Harassing and/or menacing behavior
Sudden or significant deterioration of performance, and
Displaying irrational or inappropriate behavior.
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REPORTING WORKPLACE VIOLENCE
Employees who experience or witness an incident of workplace violence must report it to their Supervisor.
If their supervisor is unavailable, or is party to the incident, employees should contact any member of
Management or Human Resources. As part of the reporting process, the employee shall fill out a written
Workplace Violence Report.
Any employee who witnesses a situation which presents a life threatening danger should contact
the Police by calling 911 immediately. Major threat situations to be aware of are:
In-Person Threats
Acts of Physical Violence
Telephone Threats
Suspicious Packages
Any employees found engaging in conduct deemed violent in nature will be sent home immediately, with
the intent to diffuse the situation, while an investigation is carried out. Additional measures may be taken to
minimize any further disruption to the work environment, including temporary schedule adjustments or
seating changes.
All reports will be held in strict confidence except as required by law. The City will not tolerate retaliation
against employees who report workplace violence. Retaliation will result in disciplinary action up to and
including termination.
INVESTIGATION
The Supervisor receiving the complaint and or report is responsible for conducting a timely investigation
into each reported incident of employee workplace violence reported at the City. Every investigation will
include at least an interview of all individuals with first-hand knowledge of the incident. All employees shall
cooperate with authorized personnel conducting an investigation.
Upon completion of an investigation, the immediate Supervisor will submit a written report to the
department head. This report will include, at a minimum, a detailed description of the incident, a plan to
reduce the likelihood of such an event reoccurring in the future, and any resulting disciplinary action
warranted. Prior to any disciplinary action be levied, Management and the Human Resource Director will
evaluate the situation and determine the appropriate course of action, including levying disciplinary action.
A record of any disciplinary action taken will become a part of the employee’s personnel file.
Employees who are proven to engage in behavior of a violent nature will be disciplined up to and including
termination.
SECTION V:
A.

Compensation

COMPENSATION

Provisions for compensation are outlined in a specified collective bargaining agreement for unionized
employees. For non-unionized employees, such terms are defined in the current City Salary Ordinance.
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PAYDAYS

Unless otherwise designated by the City, employees will receive their payroll checks every other Friday (biweekly) for work performed during the previous time period. When a payday occurs on a holiday, checks
will generally be issued on the last workday before the holiday.
For those employees who do not utilize the direct deposit program, paychecks are distributed at the
departmental level and given personally to the employee. If an employee is absent from work on a payday,
the pay check will be secured until claimed by the employee, and in special circumstances and upon request,
will be mailed to the employee’s home.
C.

PAYROLL DEDUCTIONS

When you begin your employment with the City, you should complete a W-4 tax form declaring any
dependents. It is the employee’s responsibility to determine the appropriate number of deductions. You
are also subject to state withholding applicable to your residence, and those forms should also be completed.
Various payroll deductions are made each payday to comply with federal and state laws pertaining to taxes
and insurance. Deductions will be made for the following:




Federal and State Income Tax Withholding
Social Security (FICA) / Medicare
Other items designated by or for the benefit of the Employee, or required by state law.

The City will make the required legal deductions based on information you provide. At the end of each
calendar year, the City will issue Wage and Tax Statement (W-2) to each employee. This statement
summarizes employee income and deductions for the year. Questions regarding these deductions should be
directed to Finance.
Any employee who feels an improper salary deduction has been made should alert payroll immediately. The
issue will be investigated and corrected if appropriate, and good faith efforts will be made to assure it does
not happen again.
D.

DIRECT DEPOSIT

The City maintains a direct deposit option for all employees. Using the direct deposit option will enable you
to have your paycheck deposited directly into your personal checking or savings account on payday. To
participate in the program, you must complete a Direct Deposit Authorization form and forward the form
to Human Resources. Any employee who would like to participate in the program may contact Human
Resources for more information.
E.

OVERTIME PAY

The City’s overtime pay policy conforms to the applicable provisions of the Fair Labor Standards Act
(FLSA), collective bargaining agreements and other applicable state and local laws and regulations.
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The overtime pay policy includes the following principal elements:









Non-exempt employees will be paid straight time for all actual hours worked up to and including
forty (40) hours in one workweek.
Non-exempt employees will be paid time-and-one-half their regular rate for actual hours worked in
excess of forty (40) hours in one workweek. For purposes of computing overtime, the workweek
begins at 12:01 a.m. on Sunday and runs through 11:59 p.m. on Saturday.
Only hours actually worked will be used to calculate overtime pay. Paid time off for Holidays,
Bereavement Leave, Sick Leave, Personal Leave, Furloughs and Vacation and any other paid time
off categories will not be considered “hours worked.”
Employees may be required to work overtime when necessary. Overtime worked by non-exempt
employees must be authorized, in advance, by your Supervisor. Please note that overtime is never at
the employee’s sole discretion. Failure to receive approval for overtime in advance may result in
disciplinary action, up to and including termination.
Exempt employees are not eligible for overtime pay or any compensation based on hours worked.
Non-exempt employees accumulate no more than forty (40) hours of compensatory time upon
approval of their Supervisor. Compensatory time shall be accrued at one and one half time the hours
of overtime actually worked. It must be used or forfeited within sixty (60) days of accrual.
Union employees should refer to their collective bargaining agreement for specific overtime
parameters related to their position or department. The City manages overtime consistent with
FSLA and all relevant provision of any collective bargaining agreement terms on the topic.

If overtime is required, employees are expected to work it. Overtime should only be assigned in those
situations where the Supervisor in charge is convinced that the work is essential to meet established
schedules or deadlines. Advance notice will be given to employees whenever possible; however, employees
should be aware that emergencies occasionally arise that do not permit advance notification. In an
emergency situation, the Supervisor in charge will make every effort, as soon as possible, to notify those
employees who are scheduled for overtime work.
F.

ADMINISTERING WAGE ASSIGNMENTS AND GARNISHMENTS

It is expected that employees will meet their financial obligations without involving the City. If necessary,
the City will, in accordance with the law, administer wage assignments and garnishments and process them
in the legally prescribed manner, which involves withholding the required amount from each paycheck until
the debt is paid or a release is received and obligation ceases.
Alimony and child support orders may be included in the administration of this policy, if issued in
conjunction with a court mandate. The City will comply with any court order and the applicable laws.
G.

EXPENSE REIMBURSEMENT

The City will reimburse employees for reasonable and necessary expenses incurred in the course of City
business. Reasonable expenses incurred by employees in the performance of their duties generally include
transportation, travel expenses, and business meals. The City will reimburse mileage for approved City
business travel at the current IRS rate.
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All business expenses must be approved in advance and in writing by your Supervisor and/or Department
Head. Employees with reimbursable expenses must submit approved expense reports, along with dated
receipts, to Finance at the end of the month in which the expenses were incurred. Expense forms may be
obtained from your Supervisor or in the Finance Department.
The City strives to distribute reimbursement checks in a timely manner after submission of an approved
expense report. Expense policies are set in accordance with applicable law, and, accordingly, expense
reimbursements are not considered compensation in any way.
SECTION VI: Employee Benefits
A.

EMPLOYEE BENEFITS

The City currently provides certain benefits for its eligible employees. The descriptions in this Handbook
are only brief summaries for your general information. Human Resources will provide for more information
on benefits options and effective dates during your orientation.
Please remember that the City’s benefit plans are defined in legal documents, such as insurance contracts
and official benefit plan documents. The nature and extent of the group benefits are therefore expressly
dictated by those documents, which are available for your inspection by request to Human Resources.
Employees should read the official benefit plan documents for all relevant terms, conditions, eligibility
requirements rights and benefits. The official benefit plan documents solely determine your rights and
responsibilities, and nothing in this Handbook can be construed to alter or amend those documents or the
rights stated and defined therein.
The existence of these employee benefits and plan documents, in and of themselves, does not imply that
you will be employed for the requisite time necessary to qualify for these benefits and plans, as your
employment is “at-will.” The exception to this “at will” clause is any existing collective bargaining agreement
that implies an expressed contract, in which the City will uphold the terms of such agreements. The City
may change, modify or discontinue these benefits and contribution amounts at any time, as permitted by
law.
B. HEALTH INSURANCE BUYOUT OPTION
Effective May 1, 2010, any employee who is not a union member has the opportunity to opt out of City
paid medical coverage if he/she is eligible to be covered under an alternative insurance plan, or wishes to
reduce their coverage level with the City. Evidence of coverage on an alternative plan for you or anyone
being removed from your current coverage needs to be provided to Human Resources before the buyout
can be realized.
If you waive City paid medical insurance, the buyout amounts will be based on the following coverage
levels, and added in equal payments to 24 bi-weekly pay periods and is subject to applicable income taxes:
ELIGIBLE FOR FAMILY COVERAGE If a City employee is eligible for family coverage finds an
alternative coverage for themselves and spouse/child(ren) dependent coverage, the reimbursement is
$1,500. If a City employee eligible for family coverage finds alternative coverage for the spouse and
child(ren) dependent coverage but wishes to stay on the plan with single coverage only, the reimbursement
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is $1,000. If a City employee eligible for family coverage finds alternative coverage for the spouse or
child(ren) dependent coverage but wishes to stay on the plan with spouse or child(ren) coverage, the
reimbursement is $500.
ELIGIBLE FOR EMPLOYEE/SPOUSE OR EMPLOYEE/CHILD(REN) If a City employee finds
alternative coverage for themselves and spouse/child(ren), the reimbursement is $1,000. If a City employee
eligible for employee/spouse or child(ren) dependent coverage and finds alternative coverage for the spouse
or child(ren) but wishes to stay on the plan with single coverage only, the reimbursement is $500.
ELIGIBLE FOR SINGLE COVERAGE If a City employee eligible for single coverage finds alternative
coverage for themselves, the reimbursement is $500.
All payments are subject to taxes and withholdings, is not added to base salary, and the employee must
demonstrate proof of other coverage to qualify. Outside of the open enrollment period, if the employee has
a qualifying event, they may opt for a coverage change within 30 days after the event. This includes
obtaining previously declined coverage or increasing or decreasing coverage levels depending on the nature
of the qualifying event.
If an employee’s spouse is an existing City employee, and the employee is covered under their spouse’s
coverage through the City, that employee is not eligible for the health insurance buyout (and vice versa).
Human Resources can assist you with the buyout and any questions or concerns you may have.
C.

HIPAA PRIVACY

The City acknowledges participants’ in the City’s sponsored health plans privacy rights as specified in the
Privacy Rule of the Administrative Simplification provisions of the Health Insurance Portability and
Accountability Act of 1996, and has implemented policies and procedures to ensure these privacy rights are
protected.
In conducting the operations of the City’s health insurance plans and other medically related information,
the City will manage Protected Health Information (“PHI”) in a manner that prevents unnecessary or
inadvertent access to, use of or disclosure of PHI.
Participants in the City health insurances have the right to review their PHI, as well as request restrictions
on how and to whom their PHI is communicated. Any violation of this policy should be reported to
Human Resources. The City will not discriminate or retaliate against any participant for making such a
request or reporting a violation of this policy. Complete information regarding the City’s HIPAA Privacy
policy and procedures may be found posted in visible department areas or may be obtained from Human
Resources. Any violation of this policy may result in disciplinary action, up to and including termination.
D.

INSURANCE CONTINUATION AFTER EMPLOYMENT

CONSOLIDATED OMNIBUS RECONCILIATION ACT (COBRA)
The Consolidated Omnibus Reconciliation Act of 1985 (COBRA), and as amended, requires that most
employers sponsoring group health plans offer employees and their families the opportunity to obtain a

29

CITY OF WAUKEGAN EMPLOYEE HANDBOOK

WORKPLACE PRIVACY

temporary extension of health coverage, called Continuation Coverage, at group rates, in certain
circumstances when coverage under the group health plan would otherwise end.
Employees covered by the City’s group health plan have the right to choose continuation coverage under
COBRA if he/she loses group health coverage due to a qualifying event, such as a reduction in hours of
employment or termination of employment, except for reasons of gross misconduct. Certain family
members of employees also have rights to continuation of coverage if you lose group health coverage.
If you have any questions regarding continuation coverage, Human Resources will provide you with the
information you need and with the necessary forms to continue your coverage. More detailed information is
provided to all employees upon the occurrence of a qualifying event.
E.

VACATION

The City’s vacation policy is designed to provide employees with the opportunity to rest and get away from
the everyday routine. For that reason, the City believes it is important to take vacation when it is earned,
and encourages its employees to do so. Regular full-time employees will earn vacation time based on the
number of years of continuous employment with the City.
Employees first become eligible for vacation after 1 year of employment.
Vacation time is provided as follows:
Years of Service
After 52 weeks
After 7 years and one day
After 11 years and one day
After 15 yrs and one day

Number of Days Per Year
2 weeks (10 work days)
3 weeks (15 work days)
3 weeks, 2 days (17 work days)
4 weeks (20 work days)

Paid vacation time can be used in minimum increments of one-half days. To take vacation, employees must
request advance approval from their Supervisors. Requests will be reviewed based on a number of factors,
including business needs and staffing requirements.
Vacation time usage is paid at the employee’s base pay rate at the time of vacation. It does not include
overtime or any special forms of compensation such as incentives, commissions, bonuses, or shift
differentials.
Per the Salary Ordinance for Management and Non-union Employees, one week (5 days) vacation time may
be carried over from any given fiscal year to the next beginning with the fiscal year May 1, 2010. In addition,
once a year in December, employees will have the option of cashing out up to half of their remaining
unused vacation time in full day increments, up to a maximum of 40 hours.
Upon termination of employment, employees will be paid for unused vacation time that has been earned
through the last day of employment.
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HOLIDAYS

The following paid holidays are observed by the City:
New Year's Day
Martin Luther King Day
President’s Day
Memorial Day
Independence Day
Labor Day
Thanksgiving Day
Day after Thanksgiving Day
Christmas Day
A recognized holiday that falls on a Saturday will be observed on the preceding Friday. A recognized holiday
that falls on a Sunday will be observed on the following Monday.
In order to be eligible for holiday pay, the employee must work his/her last full scheduled working day
immediately preceding and his/her first scheduled working day immediately following the day observed as a
holiday, unless one of these days is the employee’s scheduled day off or unless the employee is excused in
writing by his/her supervisor because said employee is off work as a result of authorized paid leave.
Holiday pay will be calculated based on the employee’s straight-time pay rate (as of the date of the holiday)
times the number of hours the employee would otherwise have worked on that day. Only regular full-time
employees are eligible for holiday pay. Union employees should refer to their specified collective bargaining
agreement or salary ordinances for additional terms specific to their position or department.
G.

PERSONAL LEAVE

Following the one hundred eighty (180) day probationary period, regular full-time employees are eligible to
receive four (4) days of personal leave per fiscal year. Personal leave days may be taken at the option of the
employee with approval of his/her supervisor with a minimum of 48 hours notice. Personal leave days must
be taken during the fiscal year.
In the event of death, retirement, or separation from service of an employee, such employee will not be
compensated for personal days not taken. Personal leave days accrue on a fiscal year basis, and will be prorated for employees with less than one year of service hired during the fiscal year.
H.

SICK LEAVE

There will be times when illness or accident may cause an employee to be absent from work. In such an
event, the City has established a sick leave plan to protect employee wages.
Sick Leave is to be used for the following reasons:
 Personal illness
 Medical, dental or optical appointments
 Enforced quarantine of employee in accordance with community health regulations
 Sickness in the immediate family
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Non-compensable injuries

If the employee is unable to report for work, he or she should notify his or her immediate Supervisor on the
first day of absence preferably one (1) hour prior to his or her scheduled start time, but no later than thirty
minutes after the scheduled starting time for that position. Absences of more than 3 consecutive days may
require a note from the employee’s physician upon returning to work.
For regular full-time employees, sick days accrue from the date of hire at a rate of one day per month of
service, for a total of twelve days per year. Employees may utilize the amount of leave accrued through the
end of the previous month. Unused sick days rollover to subsequent years, and once the bank of hours
exceeds 400 hours, ½ of the excess hours over 400 are paid out to the employees on an annual basis.
At the point of termination, employees may be paid out unused sick leave hours according to their specified
collective bargaining agreement or current salary ordinance for additional terms specific to his/her position
or department.
I.

DISCRETIONARY LEAVE OF ABSENCE

A discretionary leave of absence without pay must be requested in advance and approved by the Agency
Head and Human Resources Director. Discretionary leave requests are limited to a maximum period of 6
months.
J.

FAMILY AND MEDICAL LEAVE

Employees are eligible for certain benefits and job protection for: the birth or adoption of a child, the
serious medical condition of their spouse, child or parent, or their own serious health condition in
accordance of the Family and Medical Leave Act (FMLA), and the amended regulations that became
effective on January 16, 2009. This act grants up to 12 weeks of job protected time off (or up to 26 weeks of
military caregiver leave to care for a covered service member with a serious injury or illness) within a 12
month period. This 12-month period, known as the rolling calendar, will be measured backward from the
date an employee uses FMLA leave.
EMPLOYEE ELIGIBILITY
To be eligible for a family or medical leave, an employee must:



Have been employed at least 12 months (not necessarily consecutive), and
Have worked at least 1,250 hours during the previous 12-month period (hours of work are defined
within the meaning of the FLSA regulations).

PURPOSE OF LEAVE
1) Birth and/or care of a newborn child of the employee
2) Placement of a child into the employee's family by adoption or by a foster care arrangement
3) In order to care for the employee's spouse, child or parent who has a serious health condition; and
4) A serious health condition that renders the employee unable to perform one of the essential functions
of the employee's position
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A serious health condition is defined as a condition that requires inpatient care at a hospital, hospice or
residential medical care facility, including any period of incapacity or any subsequent treatment in
connection with such inpatient care or a condition that requires continuing care by a licensed health care
provider.
This policy covers illnesses of a serious and long-term nature, resulting in recurring or lengthy absences.
Generally, a chronic or long-term health condition that would result in a period of three consecutive days
of incapacity with the first visit to the health care provider within seven days of the onset of the incapacity
and a second visit within 30 days of the incapacity. For chronic conditions, an illness requiring periodic
health care visits for treatment, such visits must take place at least twice a year would also be considered a
serious medical condition.
5) Qualifying exigency leave for employees with family members in the National Guard or Reserves or of a
regular component of the Armed Forces when the covered military member is on covered active duty or
called to covered active duty
This leave entitles eligible employees may take up to 12 weeks of FMLA leave due to specified “qualifying
exigencies” related to the call to active duty of covered service member spouses, children, or parents.
Covered service members are those deployed on active duty with the United States Armed Forces,
National Guard or Reserves is in support of a contingency operation.
6) Military caregiver leave (also known as covered service member leave) to care for an injured or ill service
member or veteran
This leave entitles eligible employees to take up to 26 workweeks of leave in a single 12-month period to
care for a seriously injured or ill covered service member during treatment, recovery, or outpatient care for
a serious injury or illness incurred during active duty service or for cover conditions existing prior to active
duty military service, but which were aggravated by such service. Covered service member include those in
the United States Armed Forces, National Guard, or Reserves, or a veteran undergoing medical treatment,
recuperation, or therapy for a serious injury or illness incurred in the course of active duty, if the
treatment, recuperation, or therapy occurs within 5 years after the veteran leaves military service.
DURATION AND SCHEDULING OF LEAVES
Consistent with FMLA regulations, the City will grant up to 12 weeks of a FMLA leave in any 12-month
rolling calendar year. Leave may be taken:




In one 12 week period
In two or more leaves totaling 12 work weeks
Intermittently (a few days or a few hours at a time) or on a reduced work schedule with the
days/weeks or hours/days of leave equaling on equivalent of a 12 month period

The employee may be required to transfer temporarily to a position with equivalent pay and benefits that
better accommodates recurring periods (i.e. intermittent time off) of leave when the leave is planned based
on scheduled medical treatment.
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For part-time employees and those who work variable hours, the leave entitlement is calculated based on
the number of hours worked in the rolling calendar year. A weekly average of the hours worked over the
12 weeks prior to the beginning of the leave should be used for calculating the employee’s normal
workweek.
If both spouses work for the City, their total leave in any 12 month period shall be limited to an aggregate
of 12 weeks if the leave is taken for either the birth or placement for adoption or foster care of a child or
to care for a sick parent.
EMPLOYEE NOTICE OF LEAVE
An employee requesting a family or medical leave must provide notice to the City as soon as practicable by
completing a FMLA Request Form. Where the need for a leave is foreseeable (e.g. for the birth of a child
or planned medical treatment), the employee must provide 30 days notice. In the event the employee fails
to provide 30 days notice for a foreseeable leave, the City may delay the start of the employee’s leave until
30 days after notice is provided.
In the case of a request for intermittent/reduced schedule leave which is medically necessary or leave for
planned medical treatment, the employee shall make reasonable efforts to schedule such treatment so as
not to unduly disrupt the City. The City may require the employee to reschedule the treatment subject to
the approval and schedule of the health care provider.
MEDICAL CERTIFICATION
In requesting a leave, an employee must provide sufficient facts to demonstrate that the leave qualifies
under the FMLA. In the case of a request for a medical leave, the employee must provide, within 15 days
of the City’s request or as soon as reasonably possible, the appropriate medical certification form
completed by the employee’s or family member’s health care provider verifying that the leave is necessary
because of his/her serious health condition, or the need to care for a spouse, newborn, child or parent
with a serious health condition.
The City, at its expense, may require a second opinion of a second health care provider. When the second
opinion conflicts with the first, the City may require a third opinion from a health care provider to be
approved jointly by the employee and the City. An employee on leave may, at the City’s request, be
required to report every 30 days on his/her status and intention to return to work and, in the case of a
medical leave, provide periodic recertification by a health care provider. The City may deny leave to
employees who do not provide proper medical certification.
COMPENSATION AND BENEFITS
Family and medical leaves granted under this policy are unpaid, except the employee must substitute any
accrued paid vacation and/or sick leave for unpaid family and medical leave.
An employee on family or medical leave will continue to be covered under the City’s Group Insurance
programs under the same terms as if the employee had been continuously working during the leave period
provided that:
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The employee will be required to pay his/her share of applicable premium payments at the same
time as such payments would be made if by payroll deduction. Coverage shall cease if any
employee’s premium payment is more than 30 days late.
Coverage shall end when the employee notifies the City of his/her intent not to return to work, fails
to return on the scheduled date or exhausts his/her family or medical leave rights under this policy.
The City may recover its premium cost if the employee fails to return to work following the
exhaustion or expiration of FMLA leave unless the reason for the failure to return is a serious health
condition of the employee, spouse, parent or child or other circumstances beyond the employee’s
control. In this event, the City may require a certification of the existence of a serious health
condition which the employee must provide within 30 days of the request.

EMPLOYMENT STATUS
The employee will not accrue seniority or benefits that accrue according to length of service (e.g. vacation
days), during an approved leave. Upon the proper conclusion of an approved leave, the employee will be
restored to his/her former position or to an equivalent position (with respect to pay, benefits and other
terms and conditions of employment) with any general pay increases or benefits enhancements granted
during the leave, provided that:




An employee may be required to pass a fitness-for-duty medical examination upon the return from a
personal medical leave.
An employee returning from leave has no greater rights to a position or benefits than had he/she been
continuously working during the leave period (e.g. in the case of lay-off).
Where the employee seeks an intermittent/reduced schedule medical leave, the City may temporarily
transfer the employee to an available alternative position with equivalent pay and benefits for which the
employee is qualified if the transfer better accommodates the requested recurring periods of leave.

Failure to submit the form or submission of an incomplete medical certification form may be grounds for
delay or denial of leave. Misrepresentation of facts concerning the need for a leave of absence may result
in disciplinary action, up to and including termination.
The City may directly contact the employee’s health care provider for verification or clarification purposes.
Before the company makes this direct contact with the health care provider, the employee will be a given
an opportunity to resolve any deficiencies in the medical certification. In compliance with HIPAA Medical
Privacy Rules, the City will obtain the employee’s permission for clarification of health information.
Employees with questions about what serious illnesses are covered under this FMLA policy are
encouraged to contact Human Resources.
K.

MILITARY LEAVE

The City complies with the Uniformed Services Employment and Reemployment Rights Act (“USERRA”),
a federal law that provides reemployment rights for individuals who voluntarily or involuntarily leave
employment positions to undertake military service or certain types of service in the National Disaster
Medical System. The City will not discriminate against any past and present members of the uniformed
services, and applicants to the uniformed services. Employees must meet the employee obligations outlined
by USERRA to qualify for such protection:
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Ensure that your employer receives advance written or verbal notice of your service;
You have five years or less of cumulative military service while employed with the current employer;
You return to work or apply for employment in a timely manner after service concludes;
You have not been separated from military service with a disqualifying discharge or other than an
honorable discharge.

Upon the employee's return from a military leave, reinstatement/reemployment will be provided in
accordance with USERRA, namely you must be restored to the job and benefits you would have attained if
you had not been absent for military service, or a comparable job and applicable compensation.
L.

COMPASSIONATE LEAVE (BEREAVEMENT)

The City understands that employees may need time away from work because of a death in their family. If
you suffer the loss of an immediate relative, you may be absent from work to attend the funeral and related
matters. A City employee shall be entitled to paid Compassionate Leave subject to the following schedule:


Immediate Family – Up to three (3) days within five (5( days after the death shall be granted to any
employee in the event of the death of a spouse, parent (including in-laws), sibling, child, guardian,
brother-in-law or sister-in-law.



Other Relatives – One (1) day will be granted to any employee in the event of the death of a family
member, not in the employee’s immediate family as defined above.

This leave applies to full-time and full-time probationary employees. For any leave requested, it is important
to notify your Supervisor as soon as possible.
M.

JURY OR WITNESS DUTY

Employees called for jury or witness duty on a regularly scheduled workday, must contact their Supervisor
promptly after receiving notification to appear in court, and must present the subpoena or jury summons
for documentation purposes. Employees selected to serve as jurors are to notify their Supervisor as soon as
possible.
The City will compensate an employee for each day spent in jury service at his/her regular rate of pay.
Employees required to serve on a jury will sign over their jury duty pay check to the City. All City benefits
will remain in effect throughout an employee’s required jury service.
If an employee requires time off to appear in Court for personal matters, either as a witness or a party to a
lawsuit, traffic violations, arrests and non-work-related accidents, the employee must use available vacation
or personal time for the time off, with prior authorization from their supervisor, or the time will be unpaid.
N.

EMPLOYEE INSURANCE PLANS

The City currently makes available medical, prescription, dental, vision, life and AD&D insurance programs
for eligible employees. Check with Human Resources for the City’s eligibility requirements. Eligible
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employees may apply for City benefits after ninety (90) days of continued employment. Other plan details
can be found in the plan booklets/documents. The City may modify or discontinue these benefits at its
discretion.
When an employee terminates, life and AD&D insurance ends the last day of employment, but health
insurance benefits end the last day of the month the final pay is received.
O.

PENSION

Sworn Police personnel are enrolled in the Police Pension Plan upon employment. The employee
contribution is a percentage of base salary, longevity pay and holiday pay as authorized by law and collective
bargaining agreement, which is implemented through payroll deductions. Participation in the plan is
mandatory.
Sworn Fire personnel are enrolled in the Fire Pension Plan upon employment. The employee contribution is a
percentage of base salary plus longevity and holiday pay as authorized by law and collective bargaining
agreement, which is implemented through payroll deductions. Participation in the plan is mandatory.
For all other employees who work a at least 1,000 hours per year, the State of Illinois requires mandatory
participation in the Illinois Municipal Retirement Fund (IMRF), a Section 457 Pension Plan. Your required
contribution is a 4.5% of your base salary as a pre-tax deduction per pay period.
P.

TUITION REIMBURSEMENT

The City is committed to the continuing training and improvement of its management personnel. To assist
employees in such training the City shall reimburse employees tuition, course fees and required textbooks
upon satisfactory completion of the course with a passing grade of “C” or better, provided the employee
first receives the express written consent of his/her Agency Head, Human Resources Director and Mayor,
or his designee. Employees attaining a passing grade in a Pass or Fail course shall be eligible for
reimbursement at 50%. To further qualify for such reimbursement the course must be administered by an
accredited school of continuing education, must be specifically job-related, and/or part of an undergraduate
program approved in advance by the City. The maximum amount of educational reimbursement is $3,600
per year and there is a $10,000 lifetime maximum.
Furthermore, if the employee leaves the City’s employ prior to completing 5 years of continuous service
with the City beyond completion of reimbursed coursework, any monies reimbursed the employee must be
refunded to the City. The City may deduct from the employee’s final paycheck any monies not properly
reimbursed as provided by this section of the Salary Ordinance. This provision does not apply to an
employee who leaves due to layoff.
CONTINUING EDUCATION: Employees are encouraged to take classes of personal interest which are
not job related under the City’s Continuing Education Program. The application, approval and
reimbursement process is the same as Educational Benefits. The maximum amount of Continuing
Education reimbursement is $200 per year with a $1,000 lifetime maximum.
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LONGEVITY PAY

Eligibility based on continuous full time employment with the City using employee’s current date of hire:
After 15 years: $500 annually, added to base rate
After 20 years: $1000 total annually, added to base rate
After 25 years: $1250 total annually, added to base rate
SECTION VII: Work Environment & Conditions
A.

SCHEDULED VISITORS TO DEPARTMENTS

From time to time, guests will visit the City facilities for specific meetings or appointments. They must, in
all cases, be accompanied by a representative of the City. All visitors must be announced and referred to the
person(s) they are calling upon. Visitors should remain in the waiting area until received by the City
employee with whom they are to meet. All such guests should be approved by the Department Head, or his
or her designated representative.
B.

HOUSEKEEPING

Cleanliness is essential for the safety and comfort of the workplace. Therefore, you are expected to keep
our City facilities and property clean and in good working order at all times. You should notify your
Supervisor if any damage occurs to City property, such as chairs, windows, carpeting, furniture and
equipment, so that repairs or replacement can take place.
A neat and orderly environment increases efficiency and helps to make your day more pleasant. By observing
the following simple rules of housekeeping, we can all contribute to keeping the City a pleasant place to work.






C.

Keep your work area neat and orderly.
If you work at a desk, clear your desk of unnecessary papers before you leave each day.
After using the conference rooms, remove all working materials, glasses, etc. Also, put all chairs back
where they belong.
After using the break areas, ensure the areas are neat and clean, wash dirty dishes and make sure any
unnecessary debris is thrown away.
Use your filing cabinets and desk drawers to store your working materials. Do not let them accumulate
on the floor.
You are expected to exercise care in handling of all types of food to avoid damage to the carpet and
furnishings.
FIRES AND EMERGENCIES

IN CASE OF A LIFE TREATENING INJURY, A SUSPICIOUS OR THREATENING PERSON, OR
FIRE, PLEASE CALL 911. Our buildings have emergency procedures to follow in the event of fire or
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disaster. These emergency procedures are posted on the bulletin boards. Exits, fire extinguishers and firstaid kits are located throughout the facility. Exits and areas around fire extinguishers must be kept clear at all
times. Fire exits should only be used for emergency evacuation.
D.

INJURY AND INCIDENT REPORTING PROCEDURE

An injury and/or illness sustained in the course of employee’s employment must be reported immediately
by the injured employee to their immediate Supervisor. If an incident involved a serious medical emergency
which prevents the immediate reporting of the incident to their Supervisor, the employee must report the
injury as soon as practicable. The employee must complete an Employee Injury Report and submit it to
their immediate Supervisor for processing.
E.

WORKPLACE AND EMPLOYEE SAFETY

It is the policy of the City to promote a safe work environment. To be successful, such a program must
embody the proper attitudes toward injury and illness prevention on the part of Supervisors and employees.
It also requires cooperation in all safety and health matters, not only between Supervisors and employees,
but also between each employee and his/her co-workers. Only through such a cooperative effort can a
safety program be established and preserved.
This policy will be implemented by:
 Providing mechanical and physical safeguards where possible.
 Conducting a program of safety and health inspections to find and eliminate unsafe working
conditions or practices, to control health hazards, and to comply fully with the safety and health
standards for every job.
 Training all employees to demonstrate good safety or health practices.
 Providing necessary personal protective equipment (if needed) and instructions on its use and
care.
 Developing and enforcing safety and health rules and requiring that employees comply with
these rules as a condition of employment.
 Investigating, promptly and thoroughly, each accident to find out what caused it and to correct
the problem so it won’t happen again.
The City strives to furnish a workplace free of recognized hazards that could cause physical harm to its
employees. Employees are responsible for reporting any unsafe conditions or circumstances to their
Supervisor to prevent accidents. Serious or recurring problems involving equipment maintenance or
procedural problems that have an adverse effect on an individual or the City’s well being should be reported
to your Supervisor or Human Resources.
Job related injuries and illnesses, regardless of severity, should be reported immediately to your Supervisor
or Human Resources to provide prompt and trained evaluation and obtain medical attention, if necessary.
It is important to report job related injuries and illness immediately. If medical treatment is not immediately
available, telephone the paramedics promptly at 911. In the event of a serious injury, and medical treatment
is required, but the situation is not life-threatening or calls for the need of urgent care, the injured
employee’s Supervisor must be notified of the injury or illness, and then the employee should be taken to an
appropriate medical facility for treatment. If medical attention is not needed, you must report the accident
to your Supervisor or Human Resources for evaluation and appropriate documentation.
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Failure to immediately report an unsafe condition, injury or job-related illness occurring while on the job, in
accordance with this policy, is considered a violation of the City’s safety policy and may result in disciplinary
action, up to and including termination.
F.

PERSONAL PROPERTY

The City has taken precautions to ensure employee safety; however, the City assumes no responsibility for
personal articles that may be lost or stolen and encourages employees not to bring personal items of value to
the workplace. The City’s liability insurance does not cover employee’s personal property while at work. Be
sure to take precautions with your personal property; e.g., do not leave purses in plain sight and do not leave
wallets in coat jackets hanging on doors. Let your Supervisor or Human Resources know immediately of any
incidence of suspected theft, and have a police report completed on the incident.
G.

WORKERS' COMPENSATION

Workers' Compensation benefits are intended to compensate workers for job-related injuries or illnesses. If
you are injured on the job, no matter how minor the injury, or become ill with a job-related illness, you
should notify your Supervisor immediately. Failure to immediately report an injury or job-related illness
occurring while on the job, in accordance with this policy, is considered a violation of the City’s safety policy
and may result in disciplinary action. The amount and length of workers compensation benefits is
determined by state guidelines.
I.

USE OF CITY VEHICLES

City vehicles are not personal vehicles and are not for personal use. City vehicles should be viewed as
belonging to the citizens of Waukegan and are assigned for commuting only for purposes consistent to
providing services to those citizens. Vehicle use is limited to travel to and from the residence and place of
work. The vehicle should be driven over the most direct route taking into account road and traffic
conditions. The vehicle should not be utilized for commuting outside the direct route for personal reasons.
Passengers shall be limited to City employees and individuals who are directly associated with City work
activity (committee members, consultants, contractors, etc.). Family members are prohibited from being
transported in City vehicles. If an accident or medical emergency arises necessitating transport of passengers
other than City employees, the employee assigned the vehicle shall notify his immediate Supervisor as soon
as possible of the nature of the emergency.
No person other than the assigned employee is allowed to operate a City vehicle at any time. Vehicles
should carry only those items for which the vehicle is designed or utilized. Personal property should not be
transported in the vehicle and is the sole responsibility of the operator.
The City does carry liability coverage for the use of all vehicles, the operator, passengers and property
carried in City vehicles while used as authorized City business and/or as allowed under this policy.
The operators of City vehicles must observe and obey all traffic ordinances, rules, and regulations, including
having and maintaining a valid driver’s license. Operators shall comply with anti-idling rules and laws. Fines
or penalties for moving, parking, or any other violations are the responsibility of the operator. Operators
and passengers shall wear seatbelts at all times.
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In no event is a City vehicle ever to be utilized to transport alcoholic beverages, controlled substances, or
weapons, except in the case of police officers acting in their official capacity. Smoking is prohibited in City
vehicles.
The City will employ strict measures to ensure the consistent application of this policy. The City’s Fleet
manager will actively monitor the use of assigned City vehicles and will support the City’s efforts in ensuring
the integrity of this policy.
Violations of this policy will result in disciplinary action up to and including termination of employment.
H.

PUBLIC AND MEDIA RELATIONS: COMMUNICATION & DISCLOSURE OF INFORMATION

Public Relations – It is the policy of the City of Waukegan to provide its taxpayers and citizens with the
best possible service. Every employee of the City must share in building and maintaining good relations with
the public. The City is judged through personal contacts with you and other employees and our success
depends to a large extent on how you treat the public. Employees are expected to treat taxpayers and
citizens in a courteous, respectful manner at all times. Employees should always remember that the
taxpayers and citizens come first and are entitled to the same thoughtful treatment that the employee would
like to receive. Taxpayers and citizens should not be treated in a condescending or impolite manner and
should never be kept waiting for service for an unreasonable amount of time. Discourteous treatment of any
member of the public by contact through correspondence, telephone conversations or visits to our facilities
may result in disciplinary action. When a taxpayer or citizen talks to an employee with a question or
complaint, the employee will give the matter their immediate attention.
The City recognizes that as a result of conducting business, complaints will arise periodically from citizens,
groups or organizations. Normally employees may refer these matters to their Department Head in order to
resolve complaints as fairly and expeditiously as possible. Complaints involving other departments must be
referred to the individual in charge of such department. If a person does not appear satisfied with the
decision at the departmental level, they should be advised of their right to appeal a departmental finding
before the Mayor’s Office or the Waukegan City Council. If the person becomes abusive or argumentative
during any interaction and the employee cannot properly handle the situation, the person should be referred
to the employee's Supervisor immediately.
Media Relations – All press releases, publications, articles, and any other documents for release to the
media must be approved in advance by the Public Relations Office. Certain issues may be identified by the
City Council as requiring special attention. With respect to such issues, all requests for information from the
media (e.g., television, radio, and newspaper) must be referred to the Public Relations Office. All employees
should be keenly aware that information that is either inaccurate or released improperly can hurt the image
of and the interests of the City.
Communications – The City promotes open government and complies with all requirements regarding
public access to information and that the channels of communication should be kept open at all times
between the City, the general public and the media. However, the City recognizes that certain documents,
records, and other information pertaining to City operations and activities contain sensitive and confidential
information about City residents and others who do business with or on behalf of the City and/or its
residents. Such information cannot be photocopied, duplicated, discussed, or otherwise disclosed to any
outside party except in accordance with the Freedom of Information Law or any other applicable laws and
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regulations. An employee is also prohibited from sharing or otherwise disclosing such information with
other City employees, family members or friends who do not have a City business reason to have such
information.
Responsibility for Security of Confidential Information – Elected Officials, Department Heads,
employees, and paid consultants are responsible for maintaining the security of documents, records and
other information that fall within their department operations. Any request from outside parties for
disclosure of information under the Freedom of Information Law or any other applicable laws or
regulations must be submitted to the City Clerk’s Office. Any distribution of documents, records and other
information to outside parties shall be from the Records Management Officer.
Employee Personal Information – An employee should never provide a caller or visitor with confidential
information regarding employees, including home addresses and personal telephone numbers. An employee
should take the person’s name and telephone number and inform the caller/visitor that a message will be
forwarded to the employee.
Bulletin Boards – Bulletin boards are located in City buildings for communicating information to
employees. Please check them frequently to keep informed of changes in employment matters and items of
interest. Department Head approval is required prior to posting memos or announcements.
SECTION VIII: Electronic Communication Systems Policy
A. Purpose

General Purpose
This policy establishes standards for the acceptable use of the Internet, Intranet and electronic
communications system of the City of Waukegan (City), including messages sent and received on any City
device including, but not limited to desktop computers, laptop computers, personal digital assistants
(PDA), cellular phones, electronic tablets and smart phones. It is established in recognition of the City’s
significant investments in the system for the purposes of more effectively and efficiently providing City
services. These service goals cannot be achieved except through the careful and thorough protection of the
system for all users. It is therefore essential to establish standards for responsible use of the system.

Generally Acceptable Uses
Users of the Internet, Intranet, email, and all other forms of external and internal communication including
social networking sites during working hours and using City equipment (i.e.: Facebook, Twitter, Texting,
LinkedIn etc.) are representing the City. While occasional personal use of the system is to be expected, it
should be limited so that it does not interfere with the activities required to perform the duties of a City
employee’s position.

Unacceptable Uses
 Users will not use the Internet or Intranet for purposes that are illegal, unethical, harmful to the City,
or nonproductive.
 Unacceptable uses include but are not limited to: sending or forwarding chain email, i.e. messages

42

CITY OF WAUKEGAN EMPLOYEE HANDBOOK

WORKPLACE PRIVACY

containing instructions to forward the message to others; broadcasting email, i.e. sending the same
message to more than thirty (30) recipients, unless doing so on City related business, i.e. sending a
committee agenda and materials; conducting a personal business using City resources; unproductive
use of time; anything that will compromise or cause down time of any City asset; and transmitting any
content that is defamatory, offensive, harassing, discriminatory, disruptive, derogatory, fraudulent,
anything that violates the City’s anti-harassment policy; political activity or any other inappropriate
use. The use for mass unsolicited mailings, access for non-employees to City resources or network
facilities, uploading and downloading of files for personal use, access to pornographic sites, and
gaming. Use of the City’s computer system for any outside employment, full or part time, is expressly
prohibited.
 Employees that inadvertently receives and downloads any inappropriate materials must report it to
their supervisor, who will then notify the IT department so that the materials may be removed from
the City’s equipment.
B.

Scope

This policy shall apply to all elected and appointed officials and all full-time, part-time and temporary
employees, contractors, consultants, vendors and all others performing work for the City.
C. Policy

Responsibilities of All Users
 All users shall take care to use only appropriate language, behavior and style at all times.
 All electronic use and messages using City equipment are considered City records and will be regarded
as public information. The City reserves the right to access the contents of all messages sent over its
electronic communication system, including text messaging, instant messaging (IM), Gmail, Yahoo,
Hotmail, AOL and other email hosting sites accounts, if there is a business need to do so. Users
cannot assume any privacy regarding the content of electronic communications. The City may review
messages at any time to enforce this policy, to prevent harassing or threatening messages, for
investigations, and for security/system/audit checks and maintenance.
 Application downloads or installations on any City asset are not permitted under any circumstances
without prior written approval from the Information Technology (IT) Department. This includes, but
is not limited to, software applications or upgrades, Internet radio applications, messaging software,
free/shareware, and file sharing applications. Exclusions may include employees who have been preestablished as an administrator responsible for a specific system in order to perform this function.

Management Responsibilities
 Managers and supervisors must ensure that all personnel are made aware of this policy.
 Managers and supervisors must create appropriate performance standards, control practices and
procedures designed to provide reasonable assurance that all employees observe this policy. They are
responsible for assuring proper use by their employees.
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Mobile Communication Equipment and Mobile Storage Devices
 Global Positioning System (GPS): Cellular communications or third party applications may access the
GPS embedded within a City issued mobile device on an emergency basis or for a pre-established
business need.
 Privacy Notice: Wireless systems use radio channels to transmit communications that may be
accidentally or intentionally intercepted unlawfully. Therefore, your privacy while using the City’s
Service, cannot be guaranteed.
 Any mobile device capable of accessing or storing City data must at least be locked with an access
code or personal identification number (PIN) to prevent unauthorized access.
 It is the responsibility of the user to protect any mobile communication device or removable data
storage media protect from environmental hazards and unauthorized access.
 The Information Technology (IT) Department shall make every reasonable effort to encrypt mobile
data storage devices to prevent access by an authorized party.
 If at any time any user of City equipment feels that the security of the City’s system has been
breached, i.e. password hacked, device lost etc., the City’s IT department must be notified at once.
D. Procedures

Access Codes and Passwords
 The IT Department shall be responsible for the administration of access controls to all City computer
systems. Changes may be requested through the IT Department through the help desk or written
request.
 Each user shall be responsible for all computer transactions that are made with his/her user ID and
password. Passwords will not be disclosed to others (except authorized City IT department
personnel) and must be changed immediately if it is suspected that others may know them. Passwords
must not be recorded where they can be easily obtained.
 User passwords are required to be changed as necessary based on your job function. Passwords must
be at least 8 characters in length and must meet 3 of the following 4 criteria:
1.
2.
3.
4.

Upper case letter(s)
Lower case letter(s)
Number(s)
Special character such as #,* or $

 Users must lock their workstation when leaving for a short period of time. When leaving a
workstation for an extended period, users must log off their user account or turn the system off.
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 IT department personnel shall have access to employee passwords used on all City owned equipment.

Malicious Software
 Malicious software includes but is not limited to; viruses, worms, Trojans, spyware, root kits, key
logging, sniffing utilities, and hostile ActiveX controls.
 The IT Department shall take all reasonable precautions against infection of workstations and all
other IT assets from malicious software using actively updated anti-virus software, firewalls, and other
methods of intrusion prevention. Specific files that become infected will be attempted to be cleaned.
Files that cannot be cleaned will be automatically deleted. Systems found to be infected will be
removed from the network until such time as the system is rebuilt.
 Network monitoring, intrusion detection, incident logging, and response coordination necessary for
the detection, elimination, and recovery from various forms of attack on City resources are managed
by the IT Department.

Copyrights and License Agreements
 All users are legally bound to comply with the Federal Copyright Act and all propriety software license
agreements. Noncompliance can expose the City and the responsible user to civil and/or criminal
penalties.
 The IT Department will maintain records of software licenses owned by the City and periodically scan
City computers to verify that only authorized software is installed. Any unauthorized/illegal/nonsupported software will be immediately removed.

Personal Computer Acquisition Policy
Each personal computer purchased with City funds must be properly justified and approved according to IT
departmental procedures. The IT staff will assist in acquisition to ensure system compatibility and that
proper security measures are applied to the device.
E. Retention of emails

Freedom of Information Act (FOIA)
 It is essential that government agencies manage their electronic mail (email) appropriately. Like all
other government records, email is subject to FOIA requests and litigation. Agencies can be held
liable if they keep their email messages too long, if their email messages are not properly
destroyed, or if they are destroyed too soon. Under all of these circumstances, an agency can be
seriously injured by its failure to follow legally prescribed retention requirements. In addition, an
agency can lose significant dollars attempting to protect its self, to produce the required records, to
identify the relevant records, or to recover lost records. (Note: Laws relating to this issue may change
from time-to-time and may supersede this policy).
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 Although data and electronic communications are backed up and/or archived by the IT Department,
it will be the responsibility of the user to retain a copy of any electronic correspondence that may be
classified as a public record under FOIA, to the extent that that law applies. All FOIA requests are
administered by the City Clerk. Users are required to comply with any request from the City Clerk in
order to comply with FOIA requests, which requires that public records must be provided upon
request.
Examples of emails that generally constitute public records:
1. Email created or received by City employees in connection with City business.
2. Email that facilitates action, such as initiating, authorizing or completing a transaction in
connection with City business.
Examples of emails that generally do not constitute public records:
1. Personal email messages and announcements not related to City business.
2. Copies of extracts of documents emailed for convenience or reference.
3. Internal emails created by employees on work related topics, which do not facilitate action (i.e.
cover notes, etc.).
4. Emails containing drafts, notes, or inter-office memoranda that are not retained by the City in
the ordinary course of business.
Examples of emails that may constitute public records:
1. Email that provides substantive comments on an action taken by the City.
2. Email providing documentation of significant official decisions and commitments reached
orally and not otherwise documented in the City’s files.

Archiving
 Electronic communications for the 911 dispatch center will be archived for a term of two years, at
which time they will automatically be deleted from the system unless there has been a FOIA request,
subpoena, court order or the email has been determined as needed as investigative evidence.
 City emails for all other City departments will be archived for a term of one year, at which time they
will automatically be deleted from the system unless there has been a FOIA request, subpoena, court
order or the email has been determined as needed due to its fiscal, historical, administrative or legal
value.
 If any user has emails that he/she wishes to retain longer than the previously stated time he/she may
do so on an individual basis. Information on the proper procedure for archiving may be requested
from the City IT group.
 Employees are encouraged to routinely delete unneeded emails from their local account to make the
use of their email account more manageable. It must be noted that even though an email has been
deleted from an employee’s local account all emails are archived on the email system and are subject
to FOIA.
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Right to Privacy
All communications made using the City’s computer system are subject to not only FOIA but also internal
investigations as needed by the City’s IT department and that the City grants no right to privacy either
expressed or implied.
F. Social Media Use
Employees who use social media to discuss City functions or operations, must do so in a manner that is
consistent with all City policies including workplace behavior and confidentiality. Social media includes, but
is not limited to, the following: blogs, podcasts, online collaborative information and publishing systems that
are accessible to internal and external audiences (i.e. Wikis), online forums, photo and video sharing (You
Tube, Flicker, etc.), RSS feeds, and social networks such as Facebook, My Space and Twitter. Specifically,
when discussing or posting information about the City, its employees or customers in any online platform,
regardless of whether during or outside of work, the following guidelines must be observed:
 Use a personal email address not your City email address as your primary means of identification.
 Use a disclaimer and write in the first person. Make it clear you are speaking for yourself and not the
City. Employees do not have authorization to speak on behalf of the City, unless permission is
specifically granted by the Mayor or his designated agent. As a result, employees are not permitted to
identify or disclose that they are an employee of the City when sharing their opinions about the City
or City business unless the employee has received prior authorization. Information shared via
social media is the opinion of the writer only – not the City -- and this should be communicated to
recipients of the information.
 Be aware of your role in working for the City in online social networks. If you identify yourself as
City employee, be careful how you present yourself to colleagues, customers, competitors and the
general public. Employees should be aware of the fact that any comments on a website or social
network are public. They are immediately searchable and accessible by others and are subject to
being republished on other social networks or to the media. Be aware that libel, defamation, HIPPA
(Health Insurance Portability and Accountability Act), and date protection laws among others apply
to your activities.
 If someone from the media or press contacts City staff about posts made in online forums that are
directly related to City functions or operations in any way, staff are to alert the Mayor his designated
agent before responding.
 Respect the City policy on confidential information and HIPPA regulations. Do not give out
confidential and/or proprietary City, patient or customer information. Medical information and
records are extremely confidential and should not be disclosed to anyone at any time, even if the
disclosure is to describe the City or any of its employees in a positive light. This applies whether the
employees is posted to their personal site or commenting on other sites.
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 City employees are expected to communicate in a professional manner with each other, business
partners, competitors, residents and the general public. When you identify yourself as an employee of
the City within a social network, you are connected to all others with that network including
employees and customers. Remember that any information shared via social media is public
information that could easily be viewed by anyone. Use good judgment and strive for accuracy in
your communications. If you make an error in a posting, admit your mistake and correct it
immediately.
 When communicating or posting online about the City or City functions or operations, do not send or
display any information that may be construed as offensive or harassing. Offensive or harassing
messages include, but are not limited to, pornographic images, sexual references, and racial slurs,
comments regarding an individual’s gender, age, sexual orientation, religious beliefs, national origin,
disability or any other characteristic protected by law, or comments that intimidate or threaten
another person.
 When communicating or posting online about the City or City functions or operations, it is
unacceptable to communicate or post information which violates City policies or creates liability for
the City. While your activities outside of work are generally your business, public comments that
impact the City’s ability to operate or violate City policy will not be tolerated.
 It is the City policy that employees use the City’s electronic communication systems, including email
and the Internet, primarily for City business. Employees should not use City electronic
communications systems for personal communications, including social networking to the extent that
it interferes with the duties of their employment. Employees are allowed to utilize City electronic
equipment for personal use during an emergency situation, or to conduct personal business under the
conditions that it is kept brief and during non working time such as a lunch.
 City representation via online social media platforms can only be initiated and authorized through the
efforts of the Public Relations Department. There can be no official City sites or pages on You Tube,
Facebook, Twitter, etc. unless they are developed or authorized by the City’s Public Relations
Department. Any sites or pages existing without prior authorization as required above will be subject
to review when discovered and may be amended or removed.
 All electronic communications and postings via social media channels using City property and/or to
discuss the City or City functions or operations will be subject to monitoring and/or search by the
City at any time and for any reason; regardless of whether created during or outside of work time.
When online networking affects an employee’s job performance, the performance of others or the
City’s business interests the City will respond as necessary, regardless of whether the information was
posted during or outside of work. Therefore, employees may not maintain an expectation of privacy
with respect to public, online communications involving the City or City functions or operations.
G. Failure to Comply
Violations of this policy will be subject to appropriate disciplinary action pending an investigation of any
allegation of wrongdoing. Allegations of misconduct will be adjudicated according to established procedures
governed by the City Policies and/or collective bargaining agreements. Sanctions for inappropriate use of
the computer system may include, but are not limited to, one or more of the following:
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 Temporary or permanent revocation of access to some or all computing and networking resources
and facilities;
 Disciplinary action according to applicable work rules or policies and/or collective bargaining
agreements; and/or;
 Legal action according to applicable laws and contractual agreements.
H. Disclaimer
The City assumes no liability for any direct or indirect damages arising from the user’s connection to the city
owned computer system. The City is not responsible for the accuracy of information found on the Internet
and only facilitates the accessing and dissemination of information through its systems. Users are solely
responsible for any material that they access and disseminate through the Internet.
We encourage you to use your City computer system access responsibly. Should you have any questions
regarding this Internet Use Policy, feel free to contact Human Resources or the Information Technology
Department.
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EQUAL EMPLOYMENT OPPORTUNITY (EEO)

It is the City’s policy to offer equal employment opportunity to all persons without regard to race, color,
religion, sex, age, national origin, ancestry, martial status, unfavorable discharge from the military, disability
or any other legally protected status. No job applicant is to be discrimination against because of these
factors. This applies to recruiting, hiring, promotions, upgrading, layoffs, compensation, benefits,
termination, and all other privileges, terms, and conditions of employment.
The City of Waukegan’s Affirmative Action Program provides guidelines and procedures with regard to
equal employment and advancement opportunities.
Employee recruitment is based on job qualifications, without regard to race, color, religion, sex, age, national
origin, ancestry, marital status, unfavorable discharge from the military, disability, or any other legally
protected status. All employment sources, including private employment agencies, state employment
agencies, etc., shall be advised of the City’s nondiscriminatory policy.
When employment advertisements are to be placed the City will include those media serving minority and
female groups as well as those with broad distribution.
All employment advertisements shall identify the City of Waukegan as an “Equal Opportunity Employer,
M/F.”
The City will provide promotional and upgrading opportunities to all qualified minority and female groups
by the following action:
1. Criteria shall be solely based on the employee’s ability, physical fitness, length of continuous service,
etc., without regard to race, color, religion, sex, age, national origin, ancestry, marital status,
unfavorable discharge from the military, disability, or any other legally protected status.
2. The City will brief supervisors at all levels of management. The City will tell them that the City
intended to insure utilization of qualified minority groups and female personnel at all job levels.
3. The City will review objectively all qualifications of all candidates for promotions within.
4. Employees failing to qualify for upgrading and promotion shall be encouraged to improve their
development by taking advantage of training programs made available by the City.
Layoffs, recalls, terminations or reductions in workforce will be made without regard for to race, color,
religion, sex, age, national origin, ancestry, marital status, unfavorable discharge from the military, disability,
or any other legally protected status.
Personnel will be compensated according to their job classification. City-sponsored benefit programs for
employees will be made equally available to all personnel without unlawful discrimination.
Tuition Reimbursement and training programs are available to all employees in a nondiscriminatory manner,
in accordance with the City’s Tuition Reimbursement Policy.
The City of Waukegan will take appropriate steps to insure that all personnel know of our sincere desire to
support and take affirmative action toward providing equal employment opportunity,
All City faculties and City-sponsored activities shall be available to all employees on a non-segregated,
nondiscriminatory basis.
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Goals of achievement and advancement shall be established and an annual audit of the status of these goals
shall be made insure continued upgrading and improvement of our Affirmative Action Program.
The Director of Personnel is coordinator for this program and serves as the City Civil Rights Compliance
Officer. Department Heads must comply with this policy with regard to employees under their jurisdiction.
The Director of Personnel reports to and has the full support of the Major and Labor Relations Committee.
Approved by the Waukegan City Council on August 3, 1992
Amended by the Waukegan City Council this 7th day of December, 1992.
B.

AFFIRMATIVE ACTION

The City of Waukegan’s employment and advancement opportunities will be offered to the most qualified
individuals without regard to race, religion, color, ancestry, sex, age, disability or national origin. Continued
growth of the organization and sound business practices requires the City to use all available human
resources to their fullest potential.
As a municipal corporation, the City of Waukegan is legally required to practice personnel policies that are
in compliance with federal equal opportunity laws and executive orders forbidding any type of
discrimination against its employees or applicants. This compliance mandates that no discrimination shall be
made against any employee in the payment of wages, job assignment, seniority, promotions, transfer, layoff,
discipline, discharge, or other term or condition of employment because of race, creed, color, religion,
marital status, sex, age, national origin, status as a disabled veteran or veteran of the Vietnam era, or physical
or mental disability or any other legally protected status. Adherence to this law will better enable the City of
Waukegan to achieve its corporate goals by encouraging employment decisions based on individual skill,
talent, and merit.
Approved by the Waukegan City Council on August 3, 1992
Amended by the Waukegan City Council this 7th Date of December, 1992
C.

NON-HARASSMENT POLICY

The purpose of this Policy is to restate clearly and unequivocally that the City of Waukegan prohibits sexual,
racial, and other harassment based on protected group status by all of its employees.
Harassment consists of unwelcome statements or actions based on sex, race, age religion, national origin,
ancestry, disability, or other protected group status that are sufficiently severe and pervasive so as to
unreasonably interfere with an individual’s work performance or create an intimidating, hostile or offensive
working environment.
Sexual harassment includes unwelcome sexual advances, requests for sexual favors and other such verbal or
physical conduct of a sexual nature. It exists where an employee exercises or threatens to exercise his or her
authority to affect the job, duties, earnings or career of another person working for the City or prospective
employee in order to obtain a sexual favor, as well as when unwelcome conduct of a sexual nature is
sufficiently sever or pervasive so as to unreasonably interfere with an individual’s work performance or
create an intimidating, hostile or offensive working environment.
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Everyone at the City of Waukegan is responsible for assuring that our workplace is free from all forms of
prohibited harassment. It continues to be the policy of the City to employ positive business and personnel
practices to insure the full realization of equal opportunity without regard to sex, race, age, religion, national
origin, ancestry, disability, or other protected group status.
Any person who has a complaint of prohibited harassment by anyone at the City of Waukegan, including
supervisors and coworkers, is strongly urged to bring the problem to the attention of management.
Complaints may be raised with the Office of the Mayor, through the Mayor’s Administrative Assistant,
and/or through the Department of Personnel, through the Director of Finance & Administrative Services
of the Director of Personnel.
Anyone receiving such complaint must notify one of the above listed individuals. The City of Waukegan
prohibits retaliation against anyone for having raised such a complaint.
Complaints will be investigated and handled as confidentially as possible. Appropriate corrective action,
including discharge or other discipline, will be taken to remedy violations of this Policy.
Adopted by the Waukegan City Council this 7th Day of December, 1992
D.

DRUG AND ALCOHOL FREE WORKPLACE

This is to reiterate and formally state the City’s policy regarding the work-related effects of drug and alcohol
use and the unlawful possession of alcohol and/or controlled substances on City premises. The City’s policy
is as follows:
Employees are expected and required to report to work on time and in appropriate mental and physical
condition for work. It is the City’s intent and obligation to provide a drug and alcohol-free, healthful, safe
and secure work environment.
The unlawful manufacture, distribution, dispensation, possession or use of alcohol and/or controlled
substances on City premises or while conducting City business will result in disciplinary action, up to and
including termination, and may have legal consequences.
The City recognizes drug and alcohol dependency as an illness and a major health problem. The City also
recognizes drug and alcohol abuse as a potential health, safety and security problem. Employees needing
help dealing with such problems are encouraged to use the Employee Assistance Program and Health
Insurance Plans, as appropriate. Conscientious effort to seek such help will not jeopardize an employee’s job
and will not be noted in any personnel record.
As a condition of employment employees must abide by the terms of the above policy and report any
conviction under a criminal drug and/or alcohol statue for violations on or off City premises while
conducting City business. A report of a conviction must be made within five (5) days after the conviction.
Adopted by the Waukegan City Council this day 21st Day of December, 1992

53

CITY OF WAUKEGAN EMPLOYEE HANDBOOK

APPENDIX

Handbook Acknowledgement
I acknowledge receiving, reading, and retaining a signed copy of this statement, the City’s Handbook and its
Appendix.
I acknowledge that I have been informed of the following revisions to the City’s Handbook:






Section III, Part H- Employee Records and Information
Section VI, Part I- Discretionary Leave
Section VI, Part P- Tuition Reimbursement
Section VI, Part Q- Longevity Pay
Section VIII, Part A through H- Electronic Communication Systems Policy (revised)

I acknowledge that I fully understand the policies and guidelines in this Handbook as stated, and if I do not,
I will contact my Supervisor or Human resources for clarification.
_____________________________________________
Employee Signature

_______________
Date

______________________________________________
Employee Name (Printed)

_____________________________________________
Received in Human Resources by

_______________
Date

Please sign and print your name, and date this acknowledgement and return this original to
Human Resources.
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – INV.02
Subject: JUVENILE OPERATIONS/ADMINISTRATION

Effective: September 28, 2016

Revised:
Revised:
Original: May 1, 2009

PURPOSE
The purpose of this order is to define and establish criterion for handling juvenile offenders, as well as to
establish guidelines for the administration and operations of juvenile procedures within the department.

INV.02 POLICY
The Waukegan Police Department will develop and maintain operations for juvenile offenders, emphasizing a
rehabilitative aspect rather than a punitive, and will establish procedures with the intention of promoting
cooperation with other segments of the Juvenile Justice System. Sworn personnel will discharge their duties
in a manner consistent with the best interests of the youth involved. All sworn officers shall have a basic
knowledge of the Illinois Juvenile Court Act and a working knowledge of Department directives and orders.
Officers are expected to use this knowledge to arbitrate minor matters involving juveniles as well as investigate
more serious matters.
DEFINITIONS
Juvenile Court Act: Title for Illinois Compiled Statutes (ILCS), Chapter 705.
Delinquent Juvenile: Any minor who, prior to his 18th birthday, has violated or attempted to violate,
regardless of where the act occurred, any federal or state law or municipal ordinance.
Minor: A person under the age of 21 years and subject to the Juvenile Court Act. 705 ILCS 405/5-105.
Juvenile: Any minor who has not reached his 18th birthday.
Juvenile Police Officer: An officer who has completed the necessary juvenile officer training and is certified
by the Illinois Law Enforcement Training Standards Board.
Temporary Custody: Temporary placement of a minor out of the custody of his/her parent/guardian such as
Temporary Protective Custody or Shelter Care. It shall not be a jail or other place for the detention of criminal
or juvenile offenders. Taking of a minor into temporary custody is not an arrest. 705 ILCS 405/2-7, 3-9, 4-6.
Limited Custody: A type of temporary custody wherein a law enforcement officer takes a minor under the
age of 18 into custody for not more than six hours if the minor is believed to be absent from home without
parent/guardian consent or beyond the control of his/her parent/guardian and is in danger. The taking of a
minor into limited custody is not an arrest and they cannot be held in secure custody. 705 ILCS 405/3-4.
Station Adjustment: Informal handling of an alleged offender by a juvenile officer. 705 ILCS 405/5-105.
Status Offense: The violation of any federal or state law, or a municipal ordinance that would not be illegal if
committed by an adult (e.g., curfew violations, purchase, possession or consumption of alcohol, etc.).

WPD General Orders Manual

INVEST.02 – Juvenile Operations/Administration

Page 1 of 18

INV.02.1
A.

JUVENILE ADMINISTRATION
The Waukegan Police Department is committed to the development, implementation, and
maintenance of programs designed to prevent and control juvenile delinquency. The following
shall be the administrative policies of the Department regarding the enforcement of the
Juvenile Court Act.
1.

B.

INV.02.2
A.

B.

It shall be the policy of the Department to comply with the Juvenile Justice Reform
Provisions of 1998, 705 ILCS 405/5-101, which declares the following as its purpose
and of importance:
a.

To protect citizens from juvenile crime.

b.

To hold each juvenile offender directly accountable for his or her acts.

c.

To provide an individualized assessment of each alleged and adjudicated
delinquent juvenile in order to rehabilitate and to prevent further delinquent
behavior through the development of competency in the juvenile offender.

2.

It shall be the policy of the Department that the constitutional rights of minors shall
never be abridged. Juveniles have the same constitutional rights as adults, including
rules of evidence for court processing.

3.

It shall be the policy of the Department to refer juveniles to other criminal justice
agencies, public social service agencies, or private social service agencies within the
parameters of the Juvenile Court Act in order to divert non-serious and/or social
problems from the formal Juvenile Justice System and to solve individual and
community problems by means of community and regional resources

The Waukegan Police Department maintains Officers throughout the Department trained as
Juvenile Police Officers as defined within this policy and the Illinois Juvenile Court Act.
1.

Juvenile Police Officers receive specialized training which allows them to properly
investigate crimes committed by juvenile offenders. Juvenile Police Officers are
knowledgeable in the dispositional guidelines for juvenile offenders set forth by the
Juvenile Justice System and this policy,

2.

Juvenile Police Officers also receive specialized training allowing them to properly
investigate crimes committed against juvenile victims.

COORDINATION WITH THE JUVENILE JUSTICE SYSTEM
The Waukegan Police Department encourages input from the Juvenile Justice System and
social service organizations when formulating new programs and policies that deal with
juvenile matters. These organizations include, but are not limited to:
1.

Lake County Juvenile Probation Department

2.

Lake County States Attorney’s Office – Juvenile Division

3.

Lake County Children’s Advocacy Center

4.

Illinois Department of Children and Family Services

Input from various agencies is requested prior to formulation of any new programs or policies
and, when needed, revision of existing programs and policies.
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INV.02.3
A.

B.

INV.02.4
A.

JUVENILE OFFENDERS – NON–SECURE CUSTODY ALTERNATIVES
With the intent of protecting both public safety and individual liberty, officers are encouraged to
use the least coercive enforcement action of the reasonable alternatives available to properly
execute their law enforcement responsibilities. The alternatives listed in the Juvenile Court
Act are:
1.

Informal resolutions, such as verbal warnings or notifications to parents, and release
with no further action.

2.

Uniform traffic citations, issued for violations of the Illinois Vehicle Code or equivalent
City ordinances.

3.

Non-traffic complaints, issued to juveniles who are 13 years of age and older.

In non-custodial enforcement situations where a juvenile is suspected of being under the
influence of alcohol or drugs, the officer shall ensure the juvenile is released to a parent or
other authorized responsible adult. Arrangements for release must include:
1.

Parent or guardian responding to the scene.

2.

Parent or guardian authorizes release to other responsible individual.

3.

Juvenile is taken home where a parent or other responsible family member is present
to take custody of the juvenile.

4.

If a parent or guardian cannot be reached, the juvenile may be released to a
responsible adult with the approval of a supervisor

CRITERIA FOR REFERRAL TO JUVENILE COURT
One or more of the following criteria should be met when referring a case to juvenile court:
1.

A delinquent act has been committed, that if committed by an adult, would be a felony.

2.

A delinquent act involving the use of a weapon has been committed.

3.

A delinquent act that is believed to be gang-related has been committed.

4.

A delinquent act that involved physical violence has been committed.

5.

A delinquent act committed by a youthful offender who is on probation or supervision
imposed by the juvenile court.

6.

Repeated delinquent acts by the suspect within a twelve month period.

7.

Refusal of the offender or his/her family to participate in a selected diversion program.

8.

In cases where it is apparent parental supervision is lacking and such a lack of
supervision is a contributing factor to delinquent behavior.
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B.

INV.02.5
A.

B.

INV.02.6
A.

B.

The Investigations Division shall be made aware of all cases resulting in a referral to the
Juvenile Court.

FACTORS CONSIDERED IN DIVERSION
Before an alternative to formal adjudication is chosen by a Juvenile Police Officer, the
following factors should be considered:
1.

The nature and seriousness of the alleged offense.

2.

The prior history of delinquency of the juvenile.

3.

The age and maturity level of the juvenile.

4.

The culpability of the juvenile in committing the alleged offense.

5.

Whether the offense was committed in an aggressive or premeditated manner.

6.

Whether the juvenile used or possessed a deadly weapon when committing the
alleged offense(s).

7.

A Juvenile Police Officer will also take into consideration the desires and personal
input of victims and complainants

Diversion will not be considered in any case that constitutes a violent felony.

DISPOSITIONAL GUIDELINES
Juvenile Police Officers shall follow established dispositional guidelines which provide for the
fair and consistent management of juvenile delinquency and status offenses. These
dispositions include the following:
1.

Verbal warning/parental adjudication.

2.

Informal station adjustment.

3.

Teen Court

4.

Formal station adjustment.

5.

Referral to traffic court with citation.

6.

Referral to Juvenile Court / Juvenile Petition

In all cases where the disposition involves further interaction between the Juvenile Justice
System and the juvenile, the next steps shall be explained by the Officer to the parent or legal
guardian of the minor at the time the minor is released from custody if applicable.
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INV.02.7
A.

ALTERNATIVES TO COURT REFERRAL
Station Adjustments
Station adjustments are often used as a means of intervening quickly with juveniles involved in
status and delinquent offenses Juvenile Police Officers may impose either an informal or
formal station adjustment in accordance with the established disposition guidelines and in
accordance with Illinois Compiled Statutes 705 ILCS 405/5 -301.
1.

Juvenile Police Officers may set reasonable conditions within the station adjustments,
which may include, but are not limited to:
a.

Restricted curfew.

b.

School attendance and improvement.

c.

Meeting with social services organization personnel.

d.

Attendance at drug or alcohol assessments or awareness programs.

e.

Performance of community service work.

f.

Attendance at youth jury.

g.

Payment of restitution.

h.

Written essays and letters of apology.

2. All station adjustments issued with conditions, must be fully explained by the Officer to the
juvenile and his/her parent or guardian prior to release.
B.

Teen Court
1.

Teen Court is a voluntary program. Teen Court is available to first or second time
offenders, ages ten (10) to eighteen (18), who are enrolled in school, have committed
a status offense or certain misdemeanors, and intend to plead guilty. Juveniles can
only be referred to Teen Court once. This alternative is not available for traffic
offenses, felony offenses, or in cases involving physical violence perpetrated by the
juvenile offender. Any officer may make a referral to Teen Court.

2.

Teen Court Referral Procedure
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a.

Determine eligibility via the checklist on the back of the Teen Court
Referral Form (Attachment A).

b.

Explain the Teen Court Program to the parent/guardian and give them a Teen
Court Participation Packet (Attachment B).

c.

Complete the Teen Court Referral Form, photocopy the front of the referral
form, and give the copy to the parent/guardian.

d.

Inform the family that NICASA will contact them with their court date and that
the court is held at Waukegan City Hall.

e.

Teen Court paperwork will be reviewed by an Investigations Supervisor and
will be forwarded to NICASA’s Teen Court Coordinator.
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INV.02.8

NON–CUSTODIAL ADJUDICATION

A.

There will be instances when juvenile offenders may be referred to, or petitioned to the justice
system without placing them into secure physical custody (i.e. juvenile holding cell, juvenile
detention center). A Juvenile Police Officer can petition a juvenile offender without custodial
arrest when the circumstances are appropriate to this course of action and the decision serves
a greater law enforcement purpose.

B.

Petitioning a Juvenile Offender to Juvenile Court
In those instances where a Juvenile Police Officer determines that it will be in the best interest
of a minor accused of a delinquent act to be petitioned to Juvenile Court without placing them
into secure physical custody, the officer will:
1.

Advise both the parent and the minor that the case is being referred to Juvenile Court.

2.

Complete Lake County Delinquent Referral to Juvenile Intake form (Attachment C).

3.

Release the minor to his parents, legal guardian, or legal custodian (unless
circumstances dictate confinement).

4.

Send the completed intake form and two (2) copies of the completed police report to:
Juvenile Intake
Robert W. Depke Juvenile Justice Complex
24647 N. Milwaukee Ave.
Vernon Hills, IL 60061

INV.02.09
A.

B.

TAKING JUVENILES INTO CUSTODY
Minor Requiring Authoritative Intervention (M.R.A.I.)
1.

Minors that meet the statutory requirements as defined in Chapter 705 ILCS
405/3-3 of the Illinois Compiled Statutes can be taken into limited custody by officers.
Limited custody is not the equivalent of an arrest.

2.

Procedures for handling M.R.A.I.’s and limited custody situations are documented in
Chapter 705 ILCS 405/3-4 of the Illinois Compiled Statutes.

3.

All M.R.A.I.'s requiring crisis intervention services will be referred to the Lake County
Juvenile Detention Center.

Neglected, Abused, Dependent, or Addicted Minors
1.

Minors that meet the statutory requirements defined in Chapter 705 ILCS 405/2-3,
405/2-4, and 405/4-3 of the Illinois Compiled Statutes can be taken into temporary
custody by law enforcement officers. Temporary custody is not the equivalent of an
arrest.

2.

Procedures for handling neglected, abused, dependent and addicted minors as well
as temporary custody situations are delineated in Chapter 705 ILCS 405/2-7, 405/4-4,
and 405/4-6 of the Illinois Compiled Statutes. The Illinois Department of Children and
Family Service’s (DCFS) hotline must immediately be notified in any of these
situations at 1-800-25-ABUSE.

3.

When an officer is confronted by a situation where temporary custody of a neglected,
abused, addicted, or dependent minor is appropriate, he will advise his commanding
officer of the case circumstances and request approval before acting to take
temporary custody of the minor.
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C.

D.

4.

After an officer takes temporary custody of a minor as described in this section,
he/she will immediately contact the DCFS Abuse Hot Line at 1-800-25-ABUSE.
DCFS will refer the case to a local office for follow-up.

5.

In the investigation of child sexual abuse cases, the Investigations Division will be
contacted immediately. Generally, in-depth interviews in child sexual abuse
investigations will be conducted by or through the Criminal Investigations Division or
the Lake County Children’s Advocacy Center.

Status Offenses
1.

Officers will determine whether the juvenile is alleged to have committed a status
offense based on the definition within this policy and the Juvenile Court Act.

2.

Juveniles taken into temporary custody for status offenses must be held non-securely
until release or transfer to a parent, guardian, or appropriate agency.

Secure Custody
1.

No minor under ten (10) years of age shall be placed in secure custody.

2.

Minors under twelve (12) years of age may be placed into secure custody up to six (6)
hours.

3.

Minors twelve (12) years of age or over may be placed into secure custody for up to
twelve (12) hours.

4.

A minor twelve (12) years of age or over who commits a crime of violence may be
held in secure custody for up to 24 hours.

E.

Officers will determine whether the juvenile is alleged to have been harmed or is in danger of
being harmed. If either is found to be true, officers will take appropriate action and make the
proper referrals. The DCFS hotline must be notified in any of these situations immediately at
1-800-25-ABUSE.

F.

Officers will ensure that the constitutional rights of juveniles are protected at all times while in
custody.

G.

Once in custody, officers will transport juveniles to the police facility without delay, unless the
juvenile is in need of emergency medical treatment. If emergency medical treatment is
necessary, officers will follow the General Order referring to Detainee Medical and Health
Care.

H.

Officers will immediately make every attempt possible to notify a parent, legal guardian, or
person with whom the juvenile resides that the juvenile has been taken into custody. Officers
will document the times that they attempted to notify a parent, legal guardian, or person with
whom the juvenile resides.

I.

In any circumstance where a juvenile has committed an offense, a Juvenile Custody/Release
Report must be completed at the time the juvenile is turned over to a parent or guardian
(Attachment D).

J.

In-custody procedures and juvenile detention are explained fully in the General Order referring
to the Detention of Juveniles.
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INV.02.10

INTERROGATION OF JUVENILES

A.

This section is designed to assist officers when conducting a custodial interrogation of a
juvenile accused of a delinquent act. This directive is intended to guide officers, without
limiting their sound use of discretion where applicable within the law.

B.

When a juvenile is in custody for a delinquent act and he/she will be subject to interrogation,
the interrogating officer will:
1.

Immediately make a reasonable attempt to notify a parent, legal guardian, or
authorized person with whom the juvenile resides.

2.

Advise the juvenile of his/her constitutional rights under Miranda v Arizona as printed
on the Juvenile Rights Warning Waiver form (Attachment E).

3.

Limit the duration of the questioning to a reasonable period of time to avoid causing
undue stress for the juvenile.

4.

Two officers shall be involved in the interrogation, one of which will be a certified
Juvenile Officer (Advocate). The Advocate should not participate in questioning the
juvenile.

5.

Ensure that the juvenile is informed of Departmental juvenile processing procedures.

6.

Advise the juvenile of any potential future actions of the Juvenile Justice System as
they relate to his/her case or custody.

7.

If the offense for which the juvenile is being interrogated would be a felony if
committed by an adult, the interview will be audio and video recorded.

8.

Any juvenile under the age of thirteen (13) at the time of the commission of the crime,
being interviewed as a suspect for any of the following charges, must have an
attorney present (705 ILCS 405/5-170).
a. First Degree Murder
b. Intentional Homicide of an Unborn Child
c.

Second Degree Murder

d. Voluntary Manslaughter of an Unborn Child
e. Involuntary Manslaughter and Reckless Homicide
f.

Involuntary Manslaughter and Reckless Homicide of an Unborn Child

g. Drug-Induced Homicide
h. Criminal Sexual Assault
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i.

Aggravated Criminal Sexual Assault

j.

Predatory Criminal Sexual Assault of a Child

k.

Criminal Sexual Abuse

l.

Aggravated Criminal Sexual Abuse

INVEST.02 – Juvenile Operations/Administration

Page 8 of 18

INV.02.11

CRIMINAL RECORD SHARING WITH SCHOOLS

A.

Chapter 705, Section 405/1-7 of the Illinois Compiled Statutes states that certain law
enforcement records can be disseminated to the appropriate school official. Inspection and
copying shall be limited to law enforcement records transmitted to the appropriate school
official by a local law enforcement agency under a reciprocal reporting system established and
maintained between the school district and the local law enforcement agency.

B.

The Waukegan Police Department and Waukegan Public School District # 60 have entered
into a mutual agreement of reciprocal reporting. The Waukegan Police Department may
provide the school district those records involving a minor who has been arrested or taken into
custody for any of the following offenses:

C.

INV.02.12
A.

B.

INV.02.13

1.

720 ILCS 5/24-1 - Unlawful Use of Weapons

2.

720 ILCS 570/100 - Violation of the Illinois Controlled Substances Act

3.

720 ILCS 550/1 - Violation of the Cannabis Control Act

4.

720 ILCS 5/2-8 - A Forcible Felony defined in the Illinois Criminal Code

It will be the responsibility of an Investigations Supervisor to transmit the appropriate
information to the school district official upon their request.

SCHOOL LIAISON PROGRAM
The Waukegan Police Department assigns School Resource Officers (SROs) at each high
school. They have the following responsibilities within the school environment:
1.

Act as a resource with respect to delinquency prevention.

2.

Provide law enforcement-related counseling to students and parents.

3.

Enforce laws and makes arrests.

SROs shall also act as liaison between the Waukegan School District and the Waukegan
Police Department.

LOCK-OUTS

A.

A lock-out is a situation in which a child aged 11 through 17 who desires to return home and
the parent or caretaker has denied the child access to the home, and has refused or failed to
make another appropriate living arrangement for the child. Although locked-out minors can be
classified as neglected, a different approach is recommended in these situations due to the
nature of the problem. Lock-outs are often the result of a more short term crisis, and the
availability of crisis intervention services is a more productive solution.

B.

An officer confronted with a lock-out should first attempt to return the minor to their residence
if it is safe to do so.

C.

If the basis of the problem is related to the behavior of the child, then the officer may choose
to place the child into limited custody.
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D.

If it is not possible to return the minor to his/her home, the Crisis Intervention Agency should
be contacted.
1.

Crisis intervention services are available to locked- out minors through One Hope
United. They may be contacted during business hours at 847-599-3852 (Select
option #2).

2.

After hours contact should be made to 618-242-5460 and ask for a One Hope
United/CCBYS staff member.

E.

If the parent or caretaker refuses to cooperate with the officer, the officer may place the child
into protective custody.

F.

Protective custody should be utilized only if the minor’s health or safety is in imminent danger.

G.

Locked-out minors must never be held in secure custody.

INV.02.13
A.

B.

RECORDS EXPUNGEMENT
Any juvenile arrested, but not referred to the State, shall be supplied the Juvenile
Expungement Form (Attachment F).
1.

The form must be supplied to the parent or guardian of the juvenile.

2.

The contents of the form shall be explained to the juvenile and the parent or guardian.

Juveniles referred to the State for adjudication do not need to be supplied with the Juvenile
Expungement Form as the State will do so at a later date.

This order supersedes all previous written and unwritten policies of the Waukegan Police Department on the
above subject.
By order of:

Wayne Walles
Chief of Police
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Attachment A

Eligibility Checklist for Teen Court Referral
□
□
□
□
□
□
□
□
□
□
□

Eligible offense (see below)
No prior Teen Court referrals
First or second offense from offenses listed below - only if prior was branch court or station
adjustment
Admission of guilt
Ages 10-17 (or 18 and in high school)
Youth willing to participate
Parents willing to participate
Background checked to verify priors (also ask juvenile and parent)
Willing to make restitution and court fees
No gang affiliation
Teen Court packet given to family

Eligible Offenses
The following non-traffic misdemeanor offenses are eligible:
• Alcohol (possession/consumption)
• Assault
• Criminal damage to property/vehicle
• Criminal trespass to property/vehicle
• Curfew
• Disorderly Conduct
• Illegal possession of fireworks
• Littering
• Possession/Use of cannabis
• Possession/Use of drug paraphernalia
• Possession/Use of tobacco
• Possession of stolen property
• Reckless conduct
• Retail theft
• Runaway
• Simple battery
• Telephone and email harassment, to include texting, Facebook, MySpace, etc.
• Theft from motor vehicle
• Theft of property
• Truancy
• Unlawful possession/use of weapon (i.e. knife, blades, BB guns, air pistols and rifles, paint
ball guns)

Upon completion of above paperwork, mail, fax or email pg. 1 only of this completed
document, along with a copy of the police report to:
Nanci Radford
13979 N Fish Lake Road
Round Lake, IL 60073
nradford@nicasa.org
847-201-8543 (phone)
847-546-6760 (fax)
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or

Jade Layburn
jlayburn@nicasa.org
847-546-6450 ext: 8041
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Attachment B

Please note: The TEEN COURT PARTICIPATION PACKET should be given to the
parent/guardian.

TEEN COURT PARTICIPATION PACKET
Polices, and Procedures and Expectations
Nicasa’s Teen Court Program
It is the responsibility of each referred youth, as well as his/her parent/guardian to read the
rules, policies, and procedures of Nicasa’s Teen Court Program, to be prepared for court, as
specified in this package, and abide by the rules, policies and procedures while in the Teen
Court Program. Failure to do so will result in the termination of the referred youth in the
Teen Court Program.
Waiver of Liability
•

You will release the village/city where my child was arrested and charged, Lake County, their officials,
police departments and officers, Nicasa, their board of directors and employees, and any other
organization or persons assigned by the Teen Court Program from any and all liability whatsoever, for
the injuries, damages, and claims your child or yourself, any heirs, dependents, and assigns may
sustain or have in the course of performing tasks or jobs assigned by the police department under its
station adjustment procedures, or the Teen Court Program per Juvenile Court Act 705 ILCS 405/1-12
and 405/5-301.

Waiver of Confidentiality
•

You will release the village/city where your child was arrested and charged, Lake County, their police
department, officers and those elected and appointed officials, Nicasa, their board of directors and
employees, and any other organization or persons assigned by the Teen Court Program, for any
claims of violations of confidentiality in regards to adjudication in your child’s case.

Parent Participation
•

The Teen Court Program operates under the jurisdiction of the police department. As a voluntary
program, it is a privilege, not a right, to participate in the Teen Court Program. As the
parent(s)/legal guardian, you will ensure your child completes the program successfully. Noncompliance will result in your child being terminated from the program.

•

You are responsible for appearing at all court hearings with your child.

•

You will abide by all of the conditions set forth by the jury including, but not limited to, making sure
your child completes all of the assignments required by the date set forth on the Work Assignment
and Community Service Referral form. This means that your child may have to miss extracurricular
activities, such as sports, in order to complete the work assigned. You will need to work with your
child to set up of schedule of days and hours to be worked at the assigned community site, as well as
the assigned decision making class and any other services mandated by the Court.
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Attachment B

•

Your child must start community service work within one week of sentencing and must work out a
schedule of hours that will accommodate the community service site first. In other words, do not
expect your child to be able to get all of his/her community service work done within the last two
weeks. The community service site will not accommodate your child if he/she waits until this time to
begin the community assignment.

•

If there is a problem connecting with the community service site, or obtaining other mandated
services, you must call the Teen Court Program at (847) 546-6450 immediately.

•

If your child repeatedly shows up late or leaves early from the community service site, misses more
than one day of community service work without calling, or does not attend court mandated classes
or services, your child will be terminated from the Teen Court Program.

•

If all of the conditions set forth by the Teen Court and this agreement are not met, your child will be
terminated from the program and the case will be referred back to the police department for further
disposition.

Offender Participation
•

Your child must be made aware of all of the following requirements that are set forth as part of the
Teen Court Program. His/her failure to meet these requirements will result in termination from the
program. It is your responsibility to make sure that your child reads and understands these
requirements.

•

Your child has been arrested and charged with a misdemeanor under a local city/village ordinance.
Instead of being required to appear in Branch Court or Juvenile Court, he/she has been diverted to
the Teen Court Program as a station adjustment. Should he/she choose not to participate in or
complete the program, the case will be referred back to the police department for further disposition.
Any sentencing requirements that he/she has completed up to that point will not be transferred.

•

The Teen Court Program is for first-time misdemeanor offenders or second time misdemeanor
offenders who have not previously appeared in Teen Court. Your child will have to admit their guilt to
the noted offense/charge in court. Failure to do so will result in his/her termination from the
program.

•

If, and when, your child completes all the requirement of the sentence, his/her case will be
successfully closed by the court and the police department.

•

The Teen Court Program, and any constructive sentence it issues, is separate from any disciplinary
action that may be taken against him/her by the school.

•

If your child gets arrested while going through the Teen Court Program, it is his/her responsibility to
contact the Teen Court Coordinator immediately. Arrests while in the Teen Court Program will result
in termination from the program.

Assistance
•

The Teen Court staff is willing to assist you with any problems, questions, or concerns you may have
regarding the program. They can be reached at (847) 546-6450.
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Attachment C

DATE

Click - to enter a date.

MINOR

DOB:

(LAST, FIRST, MIDDLE)

HAIR

EYES

,

,

HEIGHT

WEIGHT

BUILD

AGE:

SCARS, MARKS, TATTOOS

STREET ADDRESS

CITY

HOME PHONE#:

STATE

ZIP

MINOR RESIDES WITH:

ADOPTIVE/
NATURAL FATHER

NAME (LAST, FIRST, MIDDLE)

,

,

CITY

STREET ADDRESS (IF DIFFERENT)
HOME PHONE #

STATE

ZIP

STATE

ZIP

CELL PHONE #

ADOPTIVE/
NATURAL MOTHER

NAME (LAST, FIRST, MIDDLE)

,

,

STREET ADDRESS (IF DIFFERENT)

CITY

HOME PHONE #

CELL PHONE #

DELINQUENT OFFENSES
REPORT NUMBER

☐

RACE:

SEX:

OFFENSE DATE

RECOMMENDATIONS
APPREH. DATE

STATUTE NAME / NUMBER

INFORMAL

CONFERENCE
INF. VOL. SUP

COURT

Click - to
enter a date.

Click - to
enter a date.

☐

☐

☐

☐

-

-

☐

☐

☐

☐

-

-

☐

☐

☐

☐

-

-

☐

☐

☐

☐

-

-

☐

☐

☐

☐

-

-

☐

☐

☐

☐

-

-

☐

☐

☐

☐

PLEASE CALL ME TO DISCUSS RECOMMENDATIONS

JUVENILE OFFICER NAME:

JUVENILE OFFICER PHONE NUMBER:

COMMENTS:

OTHERS INVOLVED AND AGES:
WAS THE MINOR BROUGHT TO INTAKE IN CUSTODY?

☐ Yes

☐ No

POLICE DEPARTMENT

WAUKEGAN POLICE DEPARTMENT

OFFICERS:

ATTACH 2 COPIES OF MINORS LOCAL ACTIVITY REPORT AND ANY RELEVANT RECORDS
STATES ATTORNEY (WHITE)

JUVENILE SERVICES (YELLOW)
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Attachment D

JUVENILE CUSTODY / RELEASE REPORT

WAUKEGAN POLICE DEPARTMENT
OFFICER / ID#

DATE

REPORT NUMBER

OFFENSES

COURT DATE

DISPOSITION (circle one)

Branch
JUVENILE NAME (Last, First, Middle)

DATE OF BIRTH

ADDRESS

SCHOOL

Station Adj.

Juv.
Referral

Teen
Court

TELEPHONE

Parent/Guardian Information
Name (circle one Mother / Father / Guardian):
________________________________________________

______________________________

Last, First, Middle

Telephone: Cell or Home

________________________________________________

______________________________

Address

Telephone: Cell or Home

Name (circle one Mother / Father / Guardian):
________________________________________________

______________________________

Last, First, Middle

Telephone: Cell or Home

________________________________________________

______________________________

Address

Telephone: Cell or Home

Parent/Guardian Notification
Attempted Notification(s): 1)_________________

2)

_________________

3)

________________

Dates and Times

Actual Notification Made? ( Yes - No )
Circle one

___________________
Date and Time

Date/Time Released: ____________________

Juvenile Turned Over To: _______________________________________
Name – Printed

__________________
Relationship

_______________________________________
Signature
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Attachment E

WAUKEGAN POLICE DEPARTMENT
101 N. West Street, Waukegan, Illinois 60085

Juvenile Rights Warning Waiver
Subjects Name:

___________________________________________________

Date of Birth:

____________________________________________________

Address:

_________________________________________________________

Report #: _________________________________________________________
Date: __________________________

Time: ____________________________

Statement of Rights
_____ 1.

You have the right to remain silent.

_____ 2.

Anything you say can and may be used against you in a court of law.

_____ 3.

You have the right to consult with a lawyer before you answer any
questions or make any statement and to have him present during
questioning.

_____ 4.

If you cannot afford a lawyer, one will be appointed for you before
questioning or at any time during questioning, if you so desire.

_____ 5.

As a juvenile , you may consult with your parents or legal guardian before
any questioning begins and you may also have them present during
questioning if you so desire.

_____ 6.

As a juvenile, you must also understand that anything you say can and may be
used against you in a subsequent criminal proceeding if the case is transferred
from the juvenile court to an adult criminal proceeding after an appropriate
hearing in juvenile court.
Waiver of Rights

I have read this statement of my RIGHTS, and they have been explained to me, and any
questions I have with respect to them have been explained to me, and I understand what my
rights are. I am willing to make a statement and answer any questions. I do not want a lawyer
at this time . I understand and know what I am doing. No coercion of any kind has been used
against me.
Signed _____________________________________
Witness___________________________
WPD General Orders Manual
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Attachment F

WAUKEGAN POLICE DEPARTMENT
QUALIFYING FOR EXPUNGEMENT OF YOUR JUVENILE RECORD
Your Juvenile Record may be considered for expungement if you fall into one of these two categories:
CATEGORY NO. 1: If you are at least 18 years old and you can answer "Yes” to ANY of the following questions:
( )

Were you arrested and not charged?

( )

Were you charged but found not delinquent (not guilty)?

( )

Were you placed under supervision and, if so, did you follow all the rules of your supervision so
that it was successfully terminated?

( )

Were you adjudicated delinquent (found guilty) for an offense that if committed by an adult
would be a Class B misdemeanor, Class C misdemeanor or a petty or business offense?

Then you can have your juvenile record expunged. Use the "Category 1" Petition.
CATEGORY NO. 2: For any juvenile incidents that do not fall into Category 1 above, you may still have your
juvenile record expunged except those proceedings based upon (1) first degree murder or (2)
sex offenses which would be felonies if committed by an adult, SO LONG AS you can answer
"Yes" to ALL of the following questions:
( )

Have you NO convictions for any crime since your 18th birthday?

( )

Are you at least 21 years old?

( )

Has it been at least five years since your last juvenile court proceeding was terminated?

( )

Has it been at least five years since your commitment to the Department of Corrections,
Juvenile Division ended?

If you answered "Yes" to ALL of these questions and your case was not based on first degree murder or a sex
offense that would be a felony if committed by an adult, you can have your juvenile record expunged. Use the
"Category 2" Petition.
REMEMBER: JUVENILE OFFENSES THAT ARE BASED ON FIRST DEGREE MURDER OR SEX CRIMES THAT WOULD
BE FELONIES IF COMMITTED BY AN ADULT CAN NOT BE EXPUNGED.

ALL PETITION FORMS CAN BE FOUND AT HTTP://WWW.WAUKEGANIL.GOV/DOCUMENTCENTER/VIEW/1163
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Attachment F

JUVENILE EXPUNGEMENT PROCESS AND PROCEDURES
1.

Obtain an arrest history report from any agency that arrested you, such as the police department, sheriff’s
department, or State Police.

2.

Decide which of the two petition forms to use (Category 1 or Category 2). Generally, if your case only
involved an arrest or supervision and you were never on probation, you should use the Category 1 petition. If
your case involved probation, you should use the Category 2 petition. Samples of the 2 petitions are included
in this packet.

3.

If you are unsure of which form to use, call the Lake County Circuit Clerk's Office at (847) 377-7888. You need
to file a separate petition for each arrest listed on your arrest history report.

4.

Obtain the Petition, Notice and Order to expunge from the Lake County Circuit Clerk's Office. Fill out the
following portions of the Notice:
Your name, case number, address of the arresting agency, address of the State's Attorney, and your
own address. LEAVE THE REST OF THE NOTICE BLANK.
Fill out the following portions of the Order:
Your name, date of birth (DOB), case number, name of the arresting agency/agencies. LEAVE THE REST
OF THE ORDER BLANK.

5.

File the original Petition, Notice and Order with the Circuit Clerk's Office. If filing a Petition to Expunge under
Category 1, there is a $260.00 filing fee if Box A is checked. If Box B, C, D or E is checked, the filing fee is $60.00.
If you are filing a Petition to Expunge under Category 2, the filing fee is $60.00. Both Category 1 and 2 petitions
require $6.00 for each certified copy (you will need at least 3 copies). Additionally, there is a separate $60.00
fee to be made payable to the Department of the Illinois State Police. This must be either money order or
cashier's check. NO PERSONAL CHECKS ACCEPTED. The State Police will not expunge your record without this
fee. If you are under 18 years of age, you must have your parent or legal guardian with you. Your parent or
legal guardian must provide proof that he or she is your parent or guardian.

6.

The Circuit Clerk's Office will send notice of your petition to the Illinois State Police, the State's Attorney or
prosecutor assigned to your case, and the agency that arrested you. They have 45 days to object to your
petition. After you file your petition, you need to notify the Circuit Clerk if you move or change your mailing
address by filling out a change of address form. You can get the form from the Circuit Clerk's Office.

7.

After 45 days, contact the Circuit Clerk's Office to determine the status of your petition. Unless the State's
Attorney or prosecutor, the Illinois State Police, or the arresting agency object to your petition within 45 days,
the Court may grant the petition and expunge your record.
If there is an objection to your petition, the Circuit Clerk will schedule a hearing. If a hearing is scheduled, you
are required to attend. If there is no objection, there will not be a hearing and the Court may grant your petition.

8.

Should your petition be granted, your money order or cashier's check to the Illinois State Police will be
forwarded to the State Police by the Circuit Clerk's Office along with a certified copy of the order. Several
weeks later, the State Police will send you and the Circuit Clerk a letter confirming the expungement. Should
the petition be denied, the order and the money order or cashier’s check for the State Police will be returned
to you by mail.
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – INV.04
Subject: EYEWITNESS IDENTIFICATIONS

Effective: February 4, 2015

Revised:
Revised:
Original: February 4, 2015

PURPOSE
The purpose of this General Order is to facilitate reliable identifications by eyewitnesses. Eyewitness
evidence can be critical in identifying, charging, and ultimately convicting suspected criminals. It can also
aid in eliminating innocent persons from an investigation. It is essential that members of the Waukegan
Police Department obtain accurate and reliable eyewitness evidence through sound protocols and
practices. An identification achieved through procedures outlined in this policy should minimize the risk of
misidentification and increase the evidentiary value of eyewitness identifications.

INV.04

POLICY

It shall be the policy of Waukegan Police Department to carry out eyewitness identifications in a manner
that is consistent with applicable rules of evidence, judicial rulings and State and Federal laws.
DEFINITIONS
Fillers: A person or a photograph of a person, who is not suspected of an offense, but is
included in a line-up.
Independent Administrator: An individual conducting a line-up that is not participating in
the investigation and is unaware of which person in the line-up is the suspected
perpetrator.
Line-up Administrator: The person who conducts a line-up.
Photo Line-up: A procedure in which photographs are displayed to an eyewitness for the
purpose of determining if the eyewitness is able to identify the perpetrator of a crime.
Physical Line-up: A procedure in which a group of persons is displayed to an eyewitness
for the purpose of determining if the eyewitness is able to identify the perpetrator of a
crime; also known as a “live” line-up.
Show-up: A procedure in which a suspect is presented to an eyewitness at, or near, a
crime scene for the purpose of obtaining an immediate identification.
Sequential Line-up: A physical or photo line-up in which each person or photograph is
presented to an eyewitness separately and removed from the eyewitness’ view before the
next person or photograph is presented.
Simultaneous Line-up: A physical or photo line-up in which a group of persons or array of
photographs is presented simultaneously to an eyewitness.
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INV.04.1

PROCEDURE

A. Composing Photo and Physical Line-ups
The following procedures will be utilized for the composition of photo or physical line-ups:
1. Only one suspect shall be used in each identification procedure. If more than one
suspect exists, then an individual line-up shall be created for each suspect, utilizing
different fillers for each.
2. The line-up shall be composed to ensure the suspect does not unduly stand out from the
fillers.
3. The position of the suspect shall be randomized. Suspects should be placed in different
positions in each line-up presented in a single case.
4. If there are multiple suspects in a case and an eyewitness is being shown different lineups for purposes of identifying different suspects, each line-up must have different fillers.
5. For all photo line-ups, at least (5) five fillers shall be selected and displayed for each
eyewitness identification. Any variance from this minimum shall be approved by the
State’s Attorney assigned the case. The identity of fillers utilized shall be documented.
6. For all physical line-ups, when practicable, (5) five fillers should be selected and
displayed for each eyewitness identification. In no event should less than (3) three fillers
be utilized. Any variance from this minimum shall be approved by the State’s Attorney
assigned to the case. The identity of all persons utilized in a physical line-up shall be
documented.
7. Participants in physical line-ups shall be photographed individually prior to standing in the
physical line-up and then the entire line-up shall be photographed prior to commencing.
These photographs shall be included in the investigative file.
8. All line-up procedures shall be video recorded when practicable and preserved as
evidence unless the eyewitness refuses by completing the Waukegan Police Department
Recording Refusal Form (Attachment B).
9. Photo line-ups shall be preserved in their presentation order and original condition.
B. Eyewitness Instructions and Identification Procedures
The following procedures shall be followed in the administration of a photo or physical lineup:
1. In cases involving multiple eyewitnesses, each eyewitness should be separated to
prevent them from conferring with one another when practicable. Each eyewitness shall
be instructed to avoid discussing details of the case or the results of a line-up with other
eyewitnesses.
2. If separation of eyewitnesses is not practicable, the line-up administrator shall ensure that
they are monitored and do not confer with each other while waiting to view the line-up or
during the line-up.
3. Eyewitnesses shall view all line-ups separately to avoid any degree of influence by other
eyewitnesses. To the extent it is possible; the suspected perpetrator shall be placed in a
different position in the line-up or photo array for each different eyewitness.
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4. All line-ups involving minors will be performed in accordance with 705 ILCS 405/5-410(2)
(f) and no minor shall be involved in any physical line-up unless constantly supervised by
a certified Juvenile Officer.
5. All line-ups must be conducted using one of the following methods:
a. By an independent administrator, unless it is impracticable.
b. Using a procedure in which photographs are placed in a folder, randomly numbered
and shuffled, and then presented to an eyewitness so that the line-up administrator
cannot see or know which photographs are being presented to the eyewitness until
after the procedure is complete.
c.

By means of a computer program or electronic device capable of automatically
displaying a photo line-up to an eyewitness in a manner that prevents the line-up
administrator from seeing which photographs the eyewitness is viewing until after the
line-up is complete.

d. Any other procedure which prevents the line-up administrator from knowing the
identity of the suspected perpetrator or seeing or knowing the persons or
photographs being presented to the eyewitness until after such procedure is
complete.
6. There shall not be anyone else present during a line-up administration except the
eyewitness, the line-up administrator, and the suspect’s legal counsel if required by law.
7. Prior to viewing any line-up, eyewitnesses shall be read instructions provided on the
Waukegan Police Department Line-up Advisement Form (Attachment A). The document
shall be signed by the eyewitness and submitted with the investigators’ reports. If the
eyewitness refuses to sign the form, the refusal shall be documented by the line-up
administrator by writing “REFUSED” on the eyewitness signature line.
8. For purposes of accurately documenting all statements made by the eyewitness and the
procedures being followed, the administration of any line-up will be audio and video
recorded when practicable. Eyewitnesses will be instructed that an audio and video
recording of the line-up procedure will be made. If the eyewitness refuses, the refusal will
be documented and signed by the eyewitness.
9. Either the simultaneous or sequential method may be utilized for photo and physical lineups.
10. If the sequential line-up is utilized, all persons or photographs must be viewed by the
eyewitness even if the eyewitness identifies a perpetrator before all persons or
photographs are presented. The line-up administrator may present a person or
photograph to the eyewitness a second time, but only after the eyewitness has first
viewed each person or photograph once AND only at the eyewitness’ request.
11. Line-up Administrators shall not provide verbal or non-verbal cues to any eyewitness that
may be deemed to influence the eyewitness’ selection.
12. In instances where positive identification is made, the line-up administrator or any other
personnel shall not report to the eyewitness whether or not they have selected the
individual suspected of the crime or otherwise “validate” their identification.
13. Any statements made by eyewitnesses related to the identification or non-identification
during a line-up will be accurately documented in a written report.
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14. When a physical line-up is used, all participants must be out of view of all eyewitnesses
prior to the line-up. After being instructed as to the process, the eyewitness should be
allowed to view all participants. The eyewitness should then be removed from the viewing
area before line-up participants are removed.
15. During a physical line-up, participants may be asked to perform actions such as speaking
specific words or phrases and/or performing certain movements or actions. In such
instances, all such requests shall be performed by each individual in the physical line-up
and documented in the investigator’s report.
16. When the sequential physical line-up is used, all participants must be out of view of all
eyewitnesses prior to the line-up. After being instructed as to the process, each
individual should be presented separately and in a previously determined, random order.
If an identification is made prior to all participants being viewed, all participants should
still be brought forth for viewing. Each subsequent participant should be removed entirely
from view before the next participant is brought forward for viewing.
17. If any of the procedures are deemed impracticable, then the reasons must be
documented in the investigative reports.
C. Show-up Procedures
In order to minimize potential influenced outcomes, the following procedures shall be utilized
in the administration of show-up identifications:
1. Prior to performing a show-up, investigators and officers shall obtain a detailed
description of the suspect.
2. Consideration should be given regarding time factors. Generally, show-ups are useful in
the identification or elimination of potential suspects at the early stages of an
investigation or contemporaneous with the event (measured in minutes or hours and not
days).
3. Absent exigent circumstances or consent, eyewitnesses should be transported to the
location of a detained person for identification or elimination as a suspect. Exigent
circumstances may include instances such as; the eyewitness was injured or physically
unable to be taken promptly to view a detained suspect or the eyewitness was otherwise
incapacitated.
4. When multiple eyewitnesses are involved, consideration should be given to how many
eyewitnesses should be utilized to perform a show-up identification. Eyewitnesses
should be kept separated when practicable and instructed not to discuss details of the
case or identification results with other eyewitnesses.
5. Prior to viewing a detained suspect, eyewitnesses should be advised that the person they
will be viewing may or may not be the suspect and that they are not obligated to make an
identification.
6. Personnel shall not provide any verbal or non-verbal cues to any eyewitness that may
influence the eyewitness’ selection.
7. In instances where an identification is made, personnel shall avoid reporting to the
eyewitness as to whether or not they have selected the individual suspected of the crime
or otherwise “validate” their identification.
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INV.04.2

DOCUMENTATION OF PROCEDURE

The following information must be documented in the Line-up Administrator’s report:
1. All results of the line-up, signed by the eyewitness, including any and all statements
made by the eyewitness during the lineup as to the perpetrator’s identity.
2. The names of all persons who viewed the line-up.
3. The date, time, and location of the line-up.
4. Whether it was a photo line-up or a physical line-up and how many photographs or
persons were presented in the line-up.
5. The sources of all persons or photographs used as fillers in the line-up. (i.e. AEGIS,
Illinois SOS, etc)
6. In a photo line-up, the actual photographs as they were presented to the eyewitness(es).
In a physical line-up, the video recording of the line-up or a photograph of the line-up to
include all participants (suspect and fillers).
7. If applicable, the reason for any impracticability for strict compliance with this policy.

This order supersedes all previous written and unwritten policies of the Waukegan Police Department on
the above subject.

By order of:

Wayne Walles
Chief of Police
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Attachment A

Case Number _________________

WAUKEGAN POLICE DEPARTMENT
420 Robert V. Sabonjian Place Waukegan, Illinois 60085

LINE-UP ADVISEMENT FORM

To be read to eyewitness and acknowledged pursuant to 725 ILCS 107A-2(e)

I, _______________________________________ agree to view a line-up administered by
Print Eyewitness’ Name

________________________________________ at ___________________________________
Print Administrator’s Name

Location of Line-up

on _____________ at ______________.
Date

Time

I understand the following:
1. The persons in this line-up and I may be recorded for the purpose of accurately
documenting all statements made by me unless I refuse to be recorded.
2. The perpetrator of the crime may or may not be presented in the line-up.
3. The administrator does not know the suspected perpetrator’s identity, or if he/she
does, you are not to assume the person administering the line-up knows which person is
the suspect in the case.
4. I should not feel compelled to make an identification.
5. It is as important to exclude innocent persons as it is to identify a perpetrator.
6. The investigation will continue regardless of whether an identification is made.
Eyewitness Signature
Date / Time
Administrator Signature
Photograph Number Identified
Please do not discuss the case with other witnesses, nor indicate in any way you made or did not
make an identification.
wpd/inv.04a/ver1.0/1-15
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Attachment B

Case number _________________

WAUKEGAN POLICE DEPARTMENT
420 Robert V. Sabonjian Place Waukegan, Illinois 60085

LINE-UP RECORDING REFUSAL FORM
To be read to eyewitness and acknowledged pursuant to 725 ILCS 107A-2(e)(2)

I, _______________________________________ do hereby request
Print Eyewitness’ Name

________________________________________ at ___________________________________
Print Administrator’s Name

Location of Line-up

on _____________ at ______________, not to record any portion of the line-up I am about to
Date

Time

view. I understand there is a preference under the law [725 ILCS 107A-2(f)(10)] this procedure
is recorded. No police officer has suggested in any way I should refuse to have this line-up
recorded. The refusal to have this line-up recorded is my personal preference.
Eyewitness Signature
Date / Time
Administrator Signature

Please do not discuss the case with other witnesses, nor indicate in any way you made or did not
make an identification.

wpd/inv.04b/ver1.0/1-15
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – OPER.01
Subject: USE OF FORCE
Effective: March 22, 2022

OPER.01.1
OPER.01.2
OPER.01.3
OPER.01.4
OPER.01.5
OPER.01.6
OPER.01.7
OPER.01.8
OPER.01.9
OPER.01.10
OPER.01.11
OPER.01.12

Revised: February 11, 2022
Revised: March 22, 2017
Original: June 15, 2015

FORCE TO ACHIEVE LAWFUL OBJECTIVES
STATUTORY AUTHORITY TO USE FORCE
SHOOTING AT VEHICLES
FACTORS USED TO DETERMINE THE REASONABLENESS OF FORCE
TRAINING AND PROFICIENCY
SUPERVISOR RESPONSIBILITES
DEPARTMENTAL RESPONSE TO POLICE USE OF DEADLY FORCE
USE OF OTHER WEAPONS
MEDICAL AID AFTER USE OF FORCE
REPORT ON USE OF FORCE
REVIEWING USE OF FORCE
ANNUAL ANALYSIS

PURPOSE
This policy provides guidelines on the reasonable use of force. While there is no way to specify the exact
amount or type of reasonable force to be applied in any situation, every member of this agency is expected
to use these guidelines to make such decisions in a professional, impartial, and reasonable manner.
In addition to those methods, techniques, and tools set forth below, the guidelines for the reasonable
application of force contained in this policy shall apply to all policies addressing the potential use of force,
including but not limited to the Control Devices and Techniques and Conducted Energy Device policies.
OPER.01

POLICY

The use of force by law enforcement personnel is a matter of critical concern, both to the public and to the
law enforcement community. Officers are involved on a daily basis in numerous and varied interactions
and, when warranted, may use reasonable force in carrying out their duties.
Officers must have an understanding of, and true appreciation for, their authority and limitations. This is
especially true with respect to overcoming resistance while engaged in the performance of law
enforcement duties.
This agency recognizes and respects the value of all human life and dignity without prejudice to anyone.
Vesting officers with the authority to use reasonable force and to protect the public welfare requires
monitoring, evaluation, and a careful balancing of all interests.
DEFINITIONS
Active Aggression: Includes physical action/assault against the officer or another person with less than
deadly force, which includes, but not limited to, advancing, grabbing, pushing, punching, kicking, and
wrestling.
Chokehold: Applying any direct pressure to the throat, windpipe, or airway of another. Deadly force
must be justified to use a chokehold (720 ILCS 5/7-5.5). Chokehold does not include any holding
involving contact with the neck that is not intended to reduce the intake of air, such as a headlock where
the only pressure applied is to the head.
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Deadly Force: That force which is intended or likely to cause death or great bodily harm. Illinois
Compiled Statutes 720 ILCS 5/7-8 lists inclusions within the statute. Neck restraint techniques,
chokeholds shall be considered deadly force.
Feasible: Reasonably capable of being done or carried out under the circumstances to successfully
achieve the arrest or lawful objective without increasing risk to the officer or another person.
Great Bodily Harm: A bodily injury that creates a substantial risk of death or which is likely to cause
serious permanent disfigurement, or results in long-term loss or impairment of any bodily member or
organ.
Imminent: An event that a reasonable officer anticipates will take place at any moment. A threat of death
or serious bodily injury is imminent when a reasonable officer in the same situation would believe that a
person has the present ability, opportunity, and apparent intent to immediately cause death or serious
bodily injury to the peace officer or another person(720 ILCS 5/7-5(h)(2)). It is not merely a fear of future
harm, no matter how great the likelihood of the harm, but is one that, from appearances, must be instantly
confronted and addressed.
Less-Lethal Weapon: A less-lethal weapon includes all authorized chemical sprays, batons (impact
weapons), Tasers®, and chemical/impact munitions.
Member: Any person employed or appointed by this agency, including, full- and part-time employees,
Licensed/Sworn/Certified peace officers, Civilian/non-sworn employees, and Volunteers.
Non-Deadly Force: Any force intended to subdue, disable, or control an individual with a reduced risk of
death or serious injury. Examples include, but are not limited to, pressure point applications, pain
compliance measures, physically taking a person to the ground, pepper spray, CEW use, and any strike
or hit with a baton, fist, open hand, foot, arm, solid object, etc.
Non-Force Resistance Measures: That physical contact and/or verbal or non-verbal direction utilized by
an officer in dealing with a subject’s resistance to an officer’s commands. Examples of such measures
include, but are not limited to, standard handcuffing and detention techniques, physical touching, gripping,
holding, frisking, come-alongs, and the like.
Non-Verbal Resistance Cues: Nonverbal cues indicating a subject’s attitude, appearance, and physical
readiness. This may include, but is not limited to; blank stare, clenching of fist(s), tightening of jaw
muscles, etc. The subject may comply with verbal attempts at control but displays visual nonverbal cues
that indicate potential physical resistance.
Officer: Those employees, regardless of rank, who are licensed/sworn/certified as peace officers and are
employees of this agency.
Passive Resistance: Any type of resistance where the subject does not attempt to defeat the officer’s
attempt to touch or control him/her, but the subject will not voluntarily comply with verbal or physical
attempts to control, which includes, but is not limited to, dead weight and negative reaction to verbal
commands.
Reasonable Belief: When facts or circumstances the officer knows, or should know, are such as to
cause an ordinary and prudent officer to act or think in a similar way under similar circumstances.
Restraint above the shoulders with risk of positional asphyxiation: Use of a technique used to
restrain a person above the shoulders, including the neck or head, in a position which interferes with the
person’s ability to breathe after the person no longer poses a threat to the officer or any other person.
Deadly force must be justified to use “restraint above the shoulders with risk of positional asphyxiation”
(720 ILCS 5/7-5.5(d)).
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Should: Indicates a generally required or expected action, absent a rational basis for failing to conform.
Totality of the circumstances: All facts and circumstances known to the officer at the time, or that would
be known to a reasonable officer in the same situation, including the conduct of the officer and the subject
leading up to the use of force.
Warning Shots: Under no circumstances are warning shots permitted or authorized by the Waukegan
Police Department.
OPER.01.1
A.

FORCE TO ACHIEVE LAWFUL OBJECTIVES
Authority to use Force
1.

From time to time, a police officer will find the use of force necessary in order to
discharge his duty to enforce the law or in order to protect himself or others. A
police officer's authority to use any force, as well as the degree of force that he
may employ, is governed by the United States Constitution, Illinois Statutes, case
law, and Department policy.

B.

All uses of force by officers will be judged by the “reasonable officer” standard without the
benefit of 20/20 hindsight. Applications of force are to be determined by taking into
account several variables, as follows:
1.
Seriousness of the offense for which force is being considered.
2.
The level of resistance being presented by the suspect or resisting subject.
3.
The threat to officer(s) or others safety
4.
The totality of the circumstances.

C.

Duty to Intervene
1.
Officers have the affirmative duty to intervene to prevent or stop another peace
officer in their presence from using any unauthorized force or force that exceeds
the degree of force permitted, if any, without regard for chain of command.
2.
If an officer observes perceived excessive force, the officer will report the
excessive force, without delay to a supervisor. If the perceived excessive force
was carried out by a supervisor, the officer will report the excessive force, without
delay to a supervisor of a higher rank.

OPER.01.2
A.

STATUTORY AUTHORITY TO USE FORCE
Illinois Compiled Statutes 720 ILCS 5/7-5 defines the parameters of a police officer’s use
of force in making an arrest (including the use of deadly force), as follows:
1.
A peace officer, or any person whom he has summoned or directed to assist
them, need not retreat or desist from efforts to make a lawful arrest because of
resistance or threatened resistance to the arrest. An officer is justified in the use
of any force which the officer reasonably believes, based on the totality of the
circumstances, to be necessary to affect the arrest and of any force that the
officer reasonably believes, based on the totality of the circumstances, to be
necessary to defend themselves or another from bodily harm while making the
arrest.
a.
The use of force by a member is an independent decision.
b.
“Retreat” does not mean tactical repositioning or other de-escalation
tactics.
2.
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However, an officer is justified in using force likely to cause death or great bodily
harm only when an officer reasonably believes, based on the totality of the
circumstances, that such force is necessary to prevent death or great bodily
harm to him/herself or another, or when he reasonably believes, based on the
totality of the circumstances, both that:
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a.

b.

c.

3.

4.

5.

6.

OPER.01.3

Such force is necessary to prevent the arrest from being defeated by
resistance or escape and the officer reasonably believes that the person
to be arrested is likely to cause great bodily harm to another; and
The person to be arrested committed or attempted to commit a forcible
felony involving the infliction or threatened infliction of great bodily harm,
is attempting to escape by use of a deadly weapon, or otherwise
indicates that he will endanger human life or inflict great bodily harm
unless arrested without delay.
A peace officer is not justified in using force likely to cause death or great
bodily harm when there is no longer an immediate threat of great bodily
harm to the officer or another.

Where feasible, a peace officer shall, prior to the use of force, make reasonable
efforts to identify himself or herself as a peace officer and to warn that deadly
force may be used. A preferred warning an officer might use is, “Police! Don’t
move!”
a.
When feasible, a police officer will give verbal warning before using
deadly force or to prevent the escape of one who is fleeing. Tennessee
v. Garner, 471 U.S.1, 105 S. Ct. 1694 (1985). “Police! Don’t move! You
are under arrest,” is an example.
A peace officer shall not use deadly force against a persons based on the danger
that the person poses to themselves if a reasonable officer would believe the
person does not pose an immediate threat of death or great bodily harm to the
peace officer or another person.
a.
In instances where there is no criminality, there may not be a need to act
but to be available in case the situation deteriorates.
b.
Tactical repositioning and or other de-escalation techniques may be
more appropriate.
Peace officers shall use deadly force only when reasonably necessary in defense
of human life, or is permissible under state or federal law. Officers shall evaluate
each situation in light of the particular circumstances of each case and shall use
other available resources and techniques, if reasonably safe and feasible to a
reasonable officer.
Deadly force shall not be used to prevent the escape of an arrested person in
custody unless deadly force is necessary to prevent death or great bodily harm to
the officer(s) or such other person (720 ILCS5/7-9).

SHOOTING AT VEHICLES

A.

Shooting at a fleeing vehicle is defined as the use of deadly force by 720 ILCS 5/78(a),(2). Such action is permissible only when the use of deadly force is justified under
720 ILCS 5/7-5.

B.

Shots fired at or from a moving vehicle involve additional considerations and risks, and
are rarely effective.

C.

An officer should only discharge a firearm at a moving vehicle or its occupants when the
officer reasonably believes there are no other reasonable means available to avert the
immediate threat of the vehicle, or if deadly force other than the vehicle is directed at the
officer or others.
1.
Firing at a moving vehicle may have little impact on stopping the vehicle.
2.
Officers should not shoot at any part of a vehicle in an attempt to disable the
vehicle.
3.
Disabling the driver may result in an uncontrolled vehicle and injuries to
bystanders.
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4.

D.

When feasible, officers should take reasonable steps to move out of the path of an
approaching vehicle instead of discharging their firearm at the vehicle or any of its
occupants.

OPER.01.4
A.

FACTORS USED TO DETERMINE THE REASONABLENESS OF FORCE
When determining whether to apply force and evaluating whether an officer has used
reasonable force, a number of factors should be taken into consideration, as time and
circumstances permit. These factors include but are not limited to:
1.
2.
3.

4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15.
16.
17.
18.
OPER.01.5
A.

B.

There is also an increased likelihood of injury to occupants of the vehicle not
involved in the crime when the vehicle is either out of control or shots are fired
into the vehicle.

Immediacy and severity of the threat to officers or others.
The conduct of the individual being confronted, as reasonably perceived by the
officer at the time.
Officer/subject factors (e.g., age, size, relative strength, skill level, military
experience, training, injuries sustained, level of exhaustion or fatigue, the number
of officers available vs. subjects).
The effects of suspected drug or alcohol use.
The individual’s mental state or capacity.
The individual’s ability to understand and comply with officer commands.
Proximity of weapons or dangerous improvised devices.
The degree to which the individual has been effectively restrained and his/her
ability to resist despite being restrained.
The availability of other reasonable and feasible options and their possible
effectiveness.
Seriousness of the suspected offense or reason for contact with the individual.
Training and experience of the officer.
Potential for injury to officers, suspects, and others.
Whether the individual appears to be resisting, attempting to evade arrest by
flight, or is attacking the officer.
The risk and reasonably foreseeable consequences of escape.
The apparent need for immediate control of the individual or a prompt resolution
of the situation.
Whether the conduct of the individual being confronted no longer reasonably
appears to pose an immediate threat to the officer or others.
Prior contacts with the individual or awareness of any propensity for violence.
Any other exigent circumstances.

TRAINING AND PROFICIENCY
Officers will receive quarterly training on this policy and demonstrate their knowledge and
understanding. Officers shall be required to attend or participate in a minimum of 4 hours
of training, cumulatively, in a calendar year. Training will be facilitated by a certified
instructor.
Subject to available resources, officers should receive periodic training on:
1.

2.
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Guidelines regarding vulnerable populations, including but not limited to children,
elderly, pregnant persons, and individuals with physical, mental, or intellectual
disabilities.
De-escalation tactics, including alternatives to force.
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OPER.01.6
A.

SUPERVISOR RESPONSIBILITIES
A supervisor should respond to a reported application of non-deadly force, less-lethal
weapons, and deadly force by employees, on-duty, or by employees within the City limits.
When a supervisor is able to respond to an incident in which there has been a reported
application of force, the supervisor is expected to:

1.

Ensure that any medical assistance has been provided.

2.

Obtain the basic facts from the involved officers. Absent an allegation of
misconduct or excessive force, this will be considered a routine contact in the
normal course of duties.

3.

When possible, separately obtain a recorded interview with the individual upon
whom force was applied. If required by law, Miranda warnings should be advised
prior to questioning.

a.
b.
4.

The supervisor should ensure that the administrative process of
interviewing the individual does not interfere with the criminal case.
If the subject refuses to waive Miranda, the questioning should cease.

Once any initial medical assessment has been completed or first aid has been
rendered, ensure that photographs have been taken of any areas involving visible
injury or complaint of pain, as well as overall photographs of uninjured areas.

a.
b.

These photographs should be retained pursuant to State Law and or
OPER.17.
If the subject refuses, that should be noted on BWC or report.

5.

Identify potential witnesses, cameras, or other potential evidence.

6.

Review and approve all related reports.

7.

If there is any indication that the individual may pursue civil litigation, that
information should be noted and forwarded up the chain of command.

8.

Supervisors should not delegate OPER.01.6 (A) 1-4 and OPER.01.6 (A) 6 to a
patrol officer.

B.

In the event that a supervisor is unable to respond to the scene of an incident involving
the reported application of force, the supervisor is still expected to complete as many of
the items as circumstances permit in OPER01.06 (A).

C.

If the supervisor is physically involved in the force incident, a separate supervisor shall
conduct the investigation.

D.

The OPS Commander will ensure the proper retention of documents and evidence
related to use of force investigations.

OPER.01.7
A.

DEPARTMENTAL RESPONSE TO POLICE USE OF DEADLY FORCE
Investigation of the Incident
1.
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The Department will conduct an objective and thorough investigation whenever
an officer from this Department is involved in any shooting incident, intentional or
accidental, or any other use of force that results in death or great bodily harm to
any person, including an officer. In order to avoid any sense of impropriety, the
investigation shall be conducted by the Illinois State Police.
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2.

3.

4.

B.

The Illinois State Police will conduct the criminal investigation to discover all
relevant evidence and circumstances surrounding the incident. Information
resulting from the criminal investigation may be used in the administrative
investigation. Charges relating to the original incident suspect(s) will be
screened with the Lake County State’s Attorney.
An administrative investigation shall be conducted by the Office of Professional
Standards to discover all relevant evidence for a determination of compliance
with Department rules, policy, and procedure. Information resulting from an
administrative investigation shall not be used for the purpose of any criminal
investigation.
If an officer discharges their firearm while in the performance of their duties but
did not cause an injury, MCSU, and CID will be called to obtain necessary
evidence and statements.

Responsibilities of the Involved Officer
1.
An on-duty member of the department, involved in a situation requiring a deadly
force investigation, shall contact dispatch which will request additional police
assistance, a supervisor, and emergency medical assistance. The following shall
also be provided:
a.
b.
c.

Location of the incident.
Nature of the incident.
Possible injuries.

2.

When safe, administer aid to the injured.

3.

Secure and protect the scene as feasible.

4.

Before leaving the scene, medical condition permitting, the employee will be
ordered to provide a public safety statement. The public safety statement shall
consist of the following:
a.
b.
c.
d.
e.

The number of people requiring medical attention, the nature of the
injuries (if known), and their locations.
Description of the suspect(s) that fled the scene; last time seen, direction
of travel, and whether the suspect poses a threat to public safety.
The type of force used by involved parties.
The direction and type of discharged weapons.
Description and location of additional victims, witnesses, or evidence.

5.

An on-duty supervisor shall be notified immediately when an off-duty employee
or employee involved with an interagency task force applies deadly force or
discharges a firearm (except training and hunting).

6.

In accordance with 50 ILCS 706/10-20, if an officer is involved in or is a witness
to an officer-involved shooting, use of deadly force incident, or use of force
incidents involving great bodily harm; the officer shall not have access to his or
her body-worn camera recordings until an initial report has been prepared. If the
officer cannot recall the events with certainty, officers may request permission
from a supervisor to view their recording(s).
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A.

The supervisor should grant permission for the officer to view the
recording. If the request is denied, the supervisor shall document the
reason for denial in a report.

B.

After approval has been granted, the officer may view the recordings and
file amendatory reports after viewing body-worn camera recordings. The
amended reports shall contain documentation regarding access to the
video footage.
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C.

Supervisor’s Responsibilities
1.
2.
3.
4.
5.
6.
7.
8.

9.

10.

D.

The on-duty Command Officer shall respond to the scene and oversee the
preliminary investigation.
First aid and medical assistance has been provided.
Transportation of the involved officer to the hospital of his/her choice by the
personnel of his/her choice.
The scene is secured and protected for forensic processing.
Following the chain of command, notify the next superior officers of an incident.
Upon the approval of the Chief of Police, an outside investigative entity will be
notified.
The Chief or a Deputy Chief of Police will notify the President of the labor union
of which the involved officer is a member or represented.
In situations involving the discharge of a firearm, the firearm shall be taken from
the involved officer as soon as practicable and secured pending the arrival of the
investigative entity’s forensic team (see OPER01.7 (D),(2)). A replacement
firearm will be issued to the involved officer as soon as practicable.
Conduct a preliminary investigation, which will require the involved officer(s) to
provide immediate investigative information that shall consist of:
a.
Determine if the officer or others are injured and provide for the
appropriate medical attention.
b.
Account for suspect(s). If nobody is in custody, obtain descriptions and
broadcast the description.
c.
Determine the direction of gunfire. Account for rounds fired. Determine
if stray rounds may have caused additional injuries.
d.
Locate and preserve any potential evidence.
e.
Locate any potential witnesses. This should include any that may have
left the scene.
f.
A detailed canvass conducted of all witnesses and persons present. All
subjects will be identified and their statements will be documented.
The on-duty Command Officer shall ensure that the investigative entity is fully
briefed prior to turning the scene over for further investigation.

Treatment of Involved Officer(s)
1.
The officer(s) shall be removed from the scene as soon as possible.
a.
The officer will be transported via ambulance to a treatment facility of the
officer’s choice. If the officer refuses to go in an ambulance, he/she may
ride in the front seat of any available police vehicle.
b.
In either situation, another police officer (preferably a friend) of the
officer’s choice shall accompany or transport the involved officer to the
hospital for examination and remain with him/her until relieved.
c.
The involved officer shall not be taken to same hospital as the offender
unless a life-threatening emergency exists.
d.
Each law enforcement officer who discharges their firearm causing injury
or death to a person(s) during the performance of their official duties
must submit to drug and alcohol testing; and the drug and alcohol testing
must be completed as soon as practicable after the officer-involved
shooting but no later than the end of the involved officer’s shift or tour of
duty (50 ILCS 727/1-25).
2.
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The officer’s weapon shall be collected by a command officer or his/her
designated evidence technician as soon as practicable.
a.
If the officer is incapacitated or seriously injured, the weapon should be
taken prior to being transported.
b.
The weapon will be treated as evidence.
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3.

4.

5.
6.
7.

E.

The involved officer shall not clean, remove or alter clothing so that potential
evidence would be destroyed until authorized by a member of the investigative
entity. This does not preclude the removal of clothing by attending medical
personnel. In such incidences, an Evidence Technician shall collect the removed
clothing and turn it over to the investigative entity as evidence.
A reasonable recovery time shall be afforded to the involved officer before any
questioning, except for limited questioning deemed critical to the on-scene
investigation.
During the recovery time, the officer may contact family members, legal counsel,
and union representatives.
When appropriate, a formal investigative interview shall be conducted by the
assigned investigative entity.
Any contact with the involved officer’s family shall be made only with the officer’s
knowledge and consent.
a.
If the involved officer provided a notification preference in the event they
are unable to notify their family, those procedures will be followed as
closely as possible.
b.
The family shall be contacted, in person when possible, and be advised
of the procedures to be followed. A liaison within the Department will be
established for the family to contact and obtain information on the status
of the investigation.
c.
If the involved officer is injured and hospitalized, arrangements shall be
made to transport the officer’s spouse and/or other immediate family
members to the hospital.

Investigation Division Responsibilities
An Investigations Division Supervisor will be notified of all incidents of police use of force
or other officer actions that result in death or great bodily harm.
1.
The Criminal Investigations Division supervisor may assign investigators to
respond to and assist the assigned investigative entity if deemed necessary or
requested.
2.
The responsibility of the on-scene and follow-up investigation rests with the
assigned investigative entity.

F.

Post-Incident Procedures
Involved officers shall be placed on leave with pay for a period of time as determined by
the Chief of Police.
1.
Reassignment or placement on leave does not imply the guilt or innocence of the
officer.
2.
While on leave, the involved officer shall remain available to the case
investigators.
3.
While on leave, the involved officer shall not discuss the incident with anyone
except:
a.
The States Attorney’s Office.
b.
Law enforcement personnel assigned to the investigation.
c.
Private attorney.
d.
Mental health professionals.
e.
Clergy.
f.
Immediate family.
g.
Union representative(s) of his/her choice.
4.
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Employees directly involved in the incident which involves the use of deadly force
or force that results in death, shall be required to attend an evaluation session
with a department provided caregiver as soon as practicable after the incident.
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This is meant to ensure that officer(s) have the resources they need to be able to
effectively return to work, not for retribution or punishment. Those officers
involved, but not directly, will be offered counseling services. The Chief will
determine who will be sent for an evaluation and the OPS Commander will work
with the officers to schedule the evaluation.
a.
For the purposes of this section, the officer who applies the force is
considered to be directly involved.
b.
Information exchanged in sessions with an approved service provider will
remain confidential under the doctor-patient communications privilege.
c.
The mental health provider shall provide the Department with a
recommendation as to the officer’s ability and readiness to resume duty
(this is not a fitness for duty evaluation).
d.
An officer involved in a use of force incident using deadly force or force
resulting in death may be required to attend three follow-up counseling
appointments.
i.
ii.
iii.
e.
f.

OPER.01.8

One within the first month
One within the first six months
One within or near the one-year mark after the incident.
Officers involved in the use of force causing great bodily harm will be
offered counseling.
The Chief may order additional counseling for employees exhibiting any
symptoms of post-traumatic stress.

USE OF OTHER WEAPONS

A.

Only weapons and ammunition authorized by the Department shall be used by
Department personnel in their law enforcement responsibilities. The use of the following
weapons is restricted as indicated below.

B.

Control Techniques
1.
Chokeholds, or direct pressure to the throat, windpipe, or airway of another shall
not be used unless deadly force is justified.
2.
Chokeholds or any lesser contact with the throat or neck area shall not be utilized
to prevent the destruction of evidence by ingestion.
3.
Pressure points, escort controls, and other tactics sanctioned by the Illinois Law
Enforcement Training and Standards Board and for which an officer has been
trained are authorized when necessary.
Oleoresin Capsicum Spray (OC)
1.
OC spray will only be sprayed on an individual when they exhibit behavior,
indicating intent to actively resist, active aggression, or attack an officer, or when
an officer is preventing injury to the officer or another person. Mere passive
resistance or verbal argument against being arrested does not justify the use of
oleoresin capsicum spray. The use of OC spray against resistance is not
regarded as use of force that would result in great bodily harm.
2.
Do not use in the vicinity of infants. The spray may cause damage to the
respiratory system of infants.
3.
The use of OC for Crowd Control.
a.
Prior to deploying OC for crowd control, officers should issue an order to
disperse in a sufficient manner to allow for the order to be heard and
repeated if necessary, followed by sufficient time and space to allow
compliance with the order, unless such time and space would unduly
place an officer or another person at risk of death or great bodily harm.

C.

b.
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The use of OC in situations involving confined areas and within crowded
business establishments is discouraged.
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4.

5.

Any non-training use of OC spray requires immediate notification of a supervisor
and a written report as indicated in the reporting section of this Order. Use of
force reporting is not necessary when OC has been deployed against an animal
to prevent injury to an officer or others.
Decontamination will be rendered to individuals who have been sprayed with OC.
The appropriate level of assistance includes:
a.
b.
c.
d.
e.

D.

Exposure to fresh air.
Flushing exposed areas with cool water.
Washing with soap and water.
Medical treatment when necessary.
Universal precautions will apply when rendering decontamination and
personal protection equipment will be utilized when appropriate.

Conducted Energy Weapon (CEW)
1.

2.

3.

The use of a CEW is not regarded as a use of force that would result in great
bodily harm. It may be used against persons who are, exhibiting active
aggression, or to prevent individuals from harming themselves or others.
The CEW should not be used against a subject that only attempts to prevent an
officer from gaining control of the subject which includes, but is not limited to;
pulling away to defeat the escort position or running away, unless the totality of
circumstances (Graham v. Connor criteria) test allows. An officer may use the
CEW if the physical act is an attack on the officer.
The CEW is prohibited from being used:
a.
b.
c.

Against a suspect exhibiting passive resistance.
In a punitive manner.
In any environment where an officer is aware that a potentially
flammable, volatile, or explosive material is present (including, but not
limited to OC spray with a volatile propellant, gasoline, natural gas,
propane, or a clandestine drug lab).
i.

d.

4.

In any environment where the subject is in an elevated position or in
other circumstances where a fall may cause serious injury or death.

Special considerations prior to the deployment of a CEW.
a.

An individual’s ability to stay afloat and above the surface of water is
greatly impaired by the CEW. In the event the subject is submerged in
water, there must be a plan in place to recover the subject from the water
prior to the deployment of the CEW.
Officers shall not discharge the projectiles in a manner that targets the
head, chest, neck, groin, or anterior (front) pelvis (720 ILCS 5/7-5.5).

b.
i.
c.
d.
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Note: The OC issued to Waukegan Police Department Officers
is non-flammable. However, OC issued to other agencies that
may be on scene could be flammable.

Officers should not intentionally target the front (anterior) of a
subject.
Sensitive areas should be avoided when possible. These areas include
head, genitals, and breast.
Deployment should be avoided on a handcuffed/secured prisoner, unless
they are actively resisting or exhibiting physically aggressive behavior,
and/or to prevent individuals from harming others.
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e.

Generally, a CEW should not be used against a pregnant woman, young
children, and visibly frail persons unless exigent circumstances exist.
A CEW should not be used against a subject that has not committed a
crime. However, in certain mental health crises, where a subject is
harming themselves with a weapon, a CEW may be used to stop the
subject from harming themselves. An ambulance should be called as
soon as practicable to mitigate the CEW effects.

f.

5.

When an officer uses a CEW to take a subject into custody the following steps
shall be taken:
a.

Subjects should be secured (handcuffed) as soon as possible while
disabled by CEW power in order to minimize the number of deployment
cycles and to minimize injury to officer(s) or themselves.
i.

In determining the need for additional energy cycles, officers
should be aware that an energized subject may not be able to
respond to commands during or immediately following exposure.

ii.

The officer should monitor the subject’s breathing patterns after
any CEW deployment.

b.
c.
d.

Communications shall be notified as soon as possible.
The officer shall notify a supervisor as soon as possible.
Paramedics will be called to monitor the subject’s vital signs at the
earliest feasible time.
The CEW probes shall be removed as soon as possible by an officer
who has successfully completed a Department-approved CEW
certification course or medical personnel, keeping in mind blood-borne
pathogen concerns.

e.

i.
ii.

iii.
iv.

f.
g.
h.

CEW probes that have struck the face, groin, or female breasts
shall only be removed by fire/rescue or medical personnel.
Officers should inspect the probes after removal to ensure that
the entire probe and probe barbs have been removed. In the
event that a probe or probe barb has broken off, the subject
should be provided with the appropriate medical attention to
facilitate the removal of the object.
CEW probes that have made contact with a subject’s body shall
be considered biohazards.
The officer shall visually examine the point of contact to
determine if injury was sustained.
Evidence Technicians will take photographs, when practicable, of the
affected area and must only do so with consent from the suspect.
Photographs shall be submitted into Evidence.
Any unauthorized or accidental use of a CEW requires immediate
notification to a supervisor and an e-mail, via the chain of command,
detailing the incident to the Office of Professional Standards.

6.

The CEW can also be used in the form of a "drive stun," where its’ fixed probes
make contact with a subject. In the event that it is utilized in such a manner, the
officer shall follow the same deployment guidelines as indicated above.

7.

Whenever a CEW has been deployed the following is required:
a.
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A Waukegan Police Department incident report will be generated.
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b.
c.

d.

A Waukegan Police Department Use of Force Report in Blue Team will
be completed.
The CEW will immediately be taken out of service and a deployment
notification will be made to the CEW Maintenance Group advising the
CEW number and incident report number.
A Use of Force report is not necessary when using the CEW against an
animal that poses a risk to the safety of the officer or others. However, a
case report will be generated in these instances.

E.

Police Baton
1.
The baton shall be used only when reasonable to overcome active aggression by
an arrestee or to defend against an assault by any person.

F.

Other specialty weapons are listed in OPER.24 Extended Range Kinetic Energy Impact
Munitions.

OPER.01.9

MEDICAL AID AFTER USE OF FORCE

A.

Once it is reasonably safe to do so, medical assistance shall be obtained for any person
who exhibits signs of physical distress, has sustained visible injury, expresses a
complaint of injury or continuing pain, or was rendered unconscious. Any individual
exhibiting signs of physical distress after an encounter should be continuously monitored
until he/she can be medically assessed. Individuals should not be placed on their
stomachs for an extended period, as this could impair their ability to breathe.

B.

Based upon the officer’s initial assessment of the nature and extent of the individual’s
injuries, medical assistance may consist of examination by an emergency medical
services provider or medical personnel at a hospital or jail. If any such individual refuses
medical attention, such a refusal shall be fully documented in related reports and,
whenever practicable, should be witnessed by another officer and/or medical personnel.
If a recording is made of the contact or an interview with the individual, any refusal should
be included in the recording, if possible.

C.

The on-scene supervisor or, if the on-scene supervisor is not available, the primary
handling officer shall ensure that any person providing medical care or receiving custody
of a person following any use of force is informed that the person was subjected to force.
This notification shall include a description of the force used and any other circumstances
the officer reasonably believes would be potential safety or medical risks to the subject
(e.g., prolonged struggle, extreme agitation, impaired respiration).
1.

D.

OPER.01.10
A.

A Prisoner Treatment/ Special Alert Form should be completed for Combative
Detainees (see OPER.32.5 Special Consideration Detainees).

Individuals who exhibit extreme agitation, violent irrational behavior accompanied by
profuse sweating, extraordinary strength beyond their physical characteristics, and
imperviousness to pain (sometimes called “excited delirium”), or who require a protracted
physical encounter with multiple officers to be brought under control, may be at an
increased risk of sudden death. Calls involving these persons should be considered
medical emergencies. Officers who reasonably suspect a medical emergency should
request medical assistance as soon as practicable and have medical personnel stage
away.
REPORT ON USE OF FORCE
Immediate notification to an on-duty supervisor, a written report, and an electronic Use of
Force Report in the Blue Team software are required of an officer, whether on or off duty,
in any of the following instances:
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OPER.01 – Use of Force

13 of 15

1.

When a member of the department uses or attempts to use Deadly Force,
regardless of whether an arrest is made.

2.

When a member of the department uses Non-Deadly Force as previously defined
in this policy, regardless of whether an arrest is made.

3.

Any physical action by an officer that results in, the apparent injury or death of
another person.

4.

Any officer who discharges a firearm (intentionally or negligently), where a
person is injured or could potentially be injured OR another law enforcement
agency is involved.
a.
The Office of Professional Standards will complete the Blue Team entry.

5.

Any officer who points a firearm at any person or occupied vehicle will complete
a Blue Team entry.
Any officer who discharges a CEW (except accidentally/negligently) must submit
an entry in Blue Team.
Any non-training application of force by an officer using less-lethal weapons.
This order does not require reporting the pointing of weapons or Non-Force
Resistance Measures.
In the event an officer discharges his firearm to terminate the threat of a vicious
animal, a Use of Force Report is not necessary. However, a case report shall be
created and forwarded to the Office of Professional Standards for review. The
Office of Professional Standards will complete the Blue Team entry.
Accidental or negligent firearm discharges do not need to be reported as uses of
force but must be immediately reported to a supervisor. The investigating
supervisor shall determine if there are any injuries or property damage and
obtain medical assistance for any injuries. The investigating supervisor shall
create a report in the Blue Team software and forward it to the Office of
Professional Standards for review.

6.
7.
8.
9.

10.

B.

For the purposes of this directive, Incident Reports, Supplemental Reports, and Use of
Force Reports are required from the officer unless the officer is incapacitated.
1.
Except in cases of death, deadly force, or force creating great bodily harm, a
written report will be submitted prior to the end of the officer’s tour of duty or, in
the case of an off-duty officer, within 24 hours of the incident.
2.
If the officer is incapacitated, he/she shall generate a Use of Force Report at the
earliest, medically appropriate time.

C.

Upon notification, a supervisor shall conduct an investigation into the use of force. The
investigation will include statements from witnesses, employees, and any other
individuals involved. When completed, the investigation shall be documented in an
investigative report along with any supplemental memoranda, and entered into Blue
Team and forwarded to the Office of Professional Standards. The reviewing supervisor
shall indicate within his/her report an opinion of whether the use of force was within policy
or not within policy.

OPER.01.11

REVIEWING USE OF FORCE

A.

A Use of Force Review Committee, consisting of members appointed by the Chief of
Police, and who have a working knowledge of laws pertaining to law enforcement use of
force, will review all incidents involving the use of force.

B.

The Office of Professional Standards will present the documented uses of force and
related video or photographic evidence to the Use of Force Review Committee for review.

WPD General Orders Manual

OPER.01 – Use of Force

14 of 15

C.

After reviewing uses of force, the Use of Force Review Committee shall determine
whether the use of force was consistent with Department policy and document the results
of the review in the Use of Force Database kept by the Office of Professional Standards.

D.

Upon completion of review by the Use of Force Review Committee, the involved officers
will be notified of the committee’s determination.

E.

The committee members will be made known to the department.

F.

The Use of Force Review Committee shall generally be utilized as a non-disciplinary
mechanism to provide instruction, further investigation, and/or training.

OPER.01.12

ANNUAL ANALYSIS
Supervisory staff shall conduct an analysis of all use of force reports at the time of the
incident. The Office of Professional Standards will review all uses of force on an annual
basis and report to the Use of Force Committee any trends or patterns that reveal training
or policy modification needs.

This order supersedes all previous written and unwritten policies of the Waukegan Police Department on
the above subject.

By order of:

Keith Zupec
Chief of Police - Interim
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – OPER.02
Subject: Body Armor
Effective: May 1, 2021

Revised:
Original: June 10, 2011

PURPOSE
The purpose of this policy is to establish guidelines for mandating the use of protective body armor.
OPER.02

POLICY

It is the policy of the Waukegan Police Department to issue all newly-hired police officers protective
body armor and to mandate the use of protective body armor by sworn personnel.

OPER.02.01 DEPARTMENT ISSUED VESTS
The Waukegan Police Department shall issue new, protective body armor to all newly-hired police
officers. Subsequent vest purchases will be in conjunction with the Department’s vest replacement
program in effect at the time of purchase. Generally, the vest replacement program will be based on
funding availability from the Department of Justice Bullet Proof Vest grant program.

OPER.02.02 MANDATORY WEAR
All officers shall be required to maintain and wear body armor of threat level IIA or above while
engaged in patrol and/or field operations. All body armor must conform to National Institute of Justice
Ballistic Body Armor Standards.

OPER.02.03 EXCEPTIONS
Officers are allowed to remove their body armor when they are in the station performing administrative
tasks or working the police desk. Other exceptions to the mandatory wear requirement are as follows:
A.

Officers assigned to the Criminal Investigations Division, unless they are performing arrests or
other field operations that involve suspect/prisoner contact, or when deemed necessary by a
Criminal Investigations Division supervisor.

B.

Sworn administrative personnel, unless they are performing field operations.

C.

Any officer on light-duty status not involved in field operations.

D.

Officers functioning in an undercover capacity with prior approval from their supervisor.

E.

Officers attending court

F.

Officers attending non-firearm related training

G.

Officers assigned to special-duty details upon approval of a supervisor.
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H.

Any other circumstance where removal/omission of body armor is approved by a Division
supervisor.

This order supersedes all previous written and unwritten policies of the Waukegan Police Department on the
above subject.

By order of:

Wayne Walles
Chief of Police
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – OPER.03
Subject: FIREARM CONCEALED CARRY ACT

Effective: April 15, 2014

Revised:
Revised:
Original: April 15, 2014

PURPOSE
The purpose of this policy is to establish guidelines and procedures for conforming to the Illinois Firearm
Concealed Carry Act while maintaining maximum allowable civilian and officer safety.
OPER.03

POLICY

It is the policy of the Waukegan Police Department to comply with the provisions of the Illinois Firearm
Concealed Carry Act. Employees likely to come in contact with firearms shall familiarize themselves
with said act and restrictions placed on Concealed Carry Licensees, changes in the application of
relevant criminal codes, and the specific responsibilities placed on all Illinois law enforcement
agencies. This policy shall not be interpreted as the actual law and Officers of the Waukegan Police
Department shall review the statute to become familiar with the requirements and changes to current
statutes.
DEFINITIONS:
ILLINOIS FIREARM CONCEALED CARRY ACT: 430 ILCS 66/1; Enacted by the Illinois Legislature
effective 7-9-2013. The Act allows Illinois Residents to apply for a Concealed Carry License (CCL)
and, if approved by the Illinois State Police, carry concealed on or about their person, a firearm
whether loaded or unloaded. The Act preempts the City of Waukegan’s Home Rule authority to
regulate licensing.
CONCEALED CARRY WEAPON LICENSE (CCL or CCW): An identification card which authorizes
the licensee to carry a loaded or unloaded firearm on or about his person, and to keep or carry a
firearm on or about his person while traveling in a vehicle. A CCL is valid for 5 years from the date of
issuance unless revoked by the Illinois State Police.
CONCEALED FIREARM: As defined by the Concealed Carry Act, a concealed firearm is a loaded or
unloaded handgun carried on or about a person that is completely or mostly concealed from view of
the public or on or about a person within a vehicle.
FIREARM: As it pertains to the Illinois Firearm Concealed Carry Act (hereinafter referred to as the
“Act”), a firearm is defined as a handgun that is designed to expel a projectile or projectiles by the
action of explosion, expansion of gas, or escape of gas that is designed to be held and fired by the
use of a single hand. Pursuant to the Act, a handgun does not include: a stun gun or other
Conducted Energy Weapon (CEW), (ECD), (Taser), machine gun, short barreled rifle or shotgun,
pneumatic gun, spring gun, paint ball gun or BB/Pellet gun.
LICENSEE: A person authorized by the Illinois State Police to carry a concealed handgun and in
possession of a Concealed Carry License.
CLEAR AND PRESENT DANGER: As defined in 430 ILCS 65/1.1; is a person who either:
1. Communicates a serious threat of physical violence against a reasonably identifiable victim or
poses a clear and imminent risk of serious physical injury to himself, herself, or another person as
determined by a physician, clinical psychologist, or qualified examiner; OR
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2. Demonstrates threatening physical or verbal behavior, such as violent, suicidal, or assaultive
threats, actions, or other behavior, as determined by a physician, clinical psychologist, qualified
examiner, school administrator, or law enforcement official.

OPER.03.1

ISSUANCE OF A CONCEALED CARRY LICENSE
A. The Illinois State Police is responsible for issuing concealed carry licenses.
B. The Illinois State Police maintains a database of CCL applicants and licensees. The
database is available to all Federal, State, and Local law enforcement agencies as well as
local judicial agencies or courts. Information in the database shall not be transmitted
outside of established law enforcement personnel.
C. On a daily basis the Commander of the Criminal Investigation Division shall review the
database to check for applicants that the Department has a reasonable suspicion to
believe pose a danger to themselves or others, or is a threat to public safety. These
individuals shall be flagged by the Investigations Division Commander as objections to the
Illinois State Police.
D. The Illinois State Police will submit all objected applications to the State Concealed Carry
Licensing Review Board for a determination of issuance. This does not require the Illinois
State Police to contact the Waukegan Police Department to advise the outcome of the
objection and the Board’s determination.

OPER.03.2

AMENDMENTS/EXCEPTIONS TO ILLINOIS CRIMINAL CODE
The Act required changes to the Illinois Criminal Code including, but not limited to the
following:
A. Unlawful Use of a Weapon (720 ILCS 5/24-2); the prohibition on carry on person, vehicle,
or public way/land does not apply to a person carrying a concealed handgun if the person
has a valid CCL and FOID.
B. Aggravated Unlawful Use of a Weapon (720 ILCS 5/24-1); the prohibition on carries a
handgun on his/her person, vehicle, or the public way/lands and the ammunition was
immediately accessible or the handgun is uncased, loaded and immediately available
does not apply to a person who has a valid CCL and FOID.
C. If any person is in possession of immediately accessible ammunition and a firearm other
than a handgun, as defined in this policy, that individual may be charged with Unlawful
Use of a Weapon or Aggravated Unlawful Use of a Weapon regardless of their
possession of a Concealed Carry License.

OPER.03.3

VIOLATIONS OF THE ILLINOIS CONCEALED CARRY ACT
A. Any Concealed Carry licensee shall be in possession of their CCL while armed at all times
with the following exceptions:
1. When the licensee is carrying or possessing a concealed firearm on his or her land or
in his or her abode, legal dwelling, or fixed place of business, or on the land or in the
legal dwelling of another person as an invitee with that person’s permission.
2. When the person is authorized to carry a firearm under 720 ILCS 24.2 (Retired Law
Enforcement Exemptions, except subsection (a)5 (Private Security Officers) of that
section; or
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3. When the handgun being carried is broken down in a non-functioning state, is not
immediately accessible, or is unloaded and enclosed in a case.
B. Other violations and remedies are described in 430 ILCS 66/70 and include, but are not
limited to:
1. Order of Protection – Applies to any type of Order of Protection. Licensee must
surrender his/her license to the court, law enforcement agency, or entity responsible
for serving the Order, and said entity shall notify the Illinois State Police within 7
calendar days and transmit the surrendered license to the State Police.
2. Revocation of FOID – Any person who receives a FOID revocation notice shall
surrender their FOID to their local Law Enforcement Agency within 48 hours of
receiving said notice. The receiving agency must transmit the surrendered FOID card
and a completed Illinois State Police Firearm Disposition Record (Attachment A) to
the State Police within 7 calendar days. Any FOID revocation will, by default, also
revoke a CCL and if the licensee surrenders his/her FOID, they must also surrender
their CCL.
3. If any CCL licensee fails to comply with the surrender portion of the law, the law
enforcement agency with jurisdiction of the licensee’s residence or abode may petition
the court to issue a search warrant for the licensee’s residence to search for and seize
the license.
4. All FOID and/or CCL cards received in the above listed surrendering process shall be
forwarded to the Administrative Services Division for transmittal to the Illinois State
Police.
5. Any officer coming in contact with a licensee carrying concealed handgun, who
presents a revoked, suspended, or denied CCL, shall be deemed to have probable
cause to arrest said licensee for violation of the Unlawful Use of Weapons, which
under the Act is a Class A misdemeanor.
6. No licensee shall carry a concealed weapon while under the influence of alcohol,
other drug or drugs, intoxicating compound or compounds, or any combination thereof
under section 11-501 of the Illinois Vehicle Code. Charges related to these violations
are Class A misdemeanors for first and second violations and a Class 4 felony for a
third violation. After a third violation, the licensee shall be permanently ineligible for a
CCL.

OPER.03.3

PROHIBITED LOCATIONS
A. A licensee shall not knowingly carry a firearm on or into any building, real property, and
parking area under control of:
1. A public or private elementary or secondary school.
2. A pre-school or child care facility, including any room or portion of a building under the
control of a preschool or child care facility.
3. Any public or private community college, college, or university.
4. Any stadium, arena, or any collegiate or professional sporting event.
5. An officer of the executive or legislative branch of federal government
6. An adult or juvenile detention or correctional institution, prison, or jail.
7. A public or private hospital, or hospital affiliate, mental health facility or nursing home.
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8. An establishment that serves alcohol on its premises, if more than 50% of the
establishment’s gross receipts within the prior 3 months is from the sale of alcohol.
9. A gaming facility licensed under the Riverboat Gambling Act or the Illinois Horse
Racing Act of 1975.
10. A public library
11. An airport
12. A zoo or museum
13. An amusement park
14. Any bus, train, or form of transportation paid for in whole or in part with public funds
and any facility of public transportation paid for in whole or in part with public funds.
15. Any facility regulated by the Nuclear Regulatory Commission.
B. A licensee shall not knowingly carry a firearm on or into any building under control of:
1. Any circuit court, appellate court, or the Supreme Court
2. Public gathering or special event conducted on property open to the public that
requires the issuance of a permit from the unit of local government
3. Any organization that has been issued a Special Event Retailer’s license as defined in
Section 1-3.17.1 of the Illinois Liquor Control Act during the time designated for the
sale of alcohol by the Special Event Retailer’s License.
4. Any public playground.
5. Any public park, athletic area or athletic facility under the control of a municipality or
park district, except for trails or bikeways if only a portion of the trail or bikeway
includes a public park.
6. Any area where firearms are prohibited by Federal Law.
7. Any other property that has been designated as “firearms prohibited” using placarding
approved by the Illinois State Police (Attachment B) and posted at all public
entrances. This section does not apply to private residences.
C. Exceptions to Prohibited Areas – With exception of any area where firearms are prohibited
under Federal Law or regulated by the Nuclear Regulatory Commission;
1. Any person prohibited from carrying a concealed firearm into the parking area of a
prohibited location as specified in OPER.03.3(A) shall be permitted to carry a
concealed firearm on or about his or her person within a locked vehicle into the
parking area and may store a firearm or ammunition concealed in a case within a
locked vehicle (including the glove compartment or console that completely encloses
the firearm or ammunition) or locked container out of plain view within the vehicle
parking area.
2. A licensee may carry a concealed firearm in the immediate area surrounding his or
her vehicle within a prohibited parking lot area only for the limited purpose of storing
or retrieving a firearm within the vehicle’s trunk, provided the licensee ensures the
concealed firearm is unloaded prior to exiting the vehicle.
3. A licensee shall not be in violation while he or she is traveling along a public right of
way that touches or crosses any of the prohibited locations if the concealed firearm is
carried on his or her person in accordance with the provisions of this Act.
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OPER.03.4

POSSESSION OF LICENSE
A. A licensee is required to be in possession of his/her license at all times while carrying a
concealed handgun in public.
B. A licensee is not required to be in possession of his/her license while:
1. Carrying or possessing a concealed handgun on his/her land, within his/her abode, or
fixed place of business.
2. When the licensee carries or possesses a concealed handgun on the land or legal
dwelling of another person with that person’s permission to carry.
3. The handgun being carried is broken or in a non-functioning state, is not immediately
accessible, or is unloaded and enclosed in a case.
C. Residents of other States
Non-residents cannot carry concealed handguns in the State of Illinois unless they have
been issued a CCL by the Illinois State Police. Non-residents are allowed to transport a
concealed handgun in a vehicle if:
1. They have a concealed carry license or permit from their state of residence.
2. They are not prohibited from carrying a firearm under Federal law.
3. If they exit or leave the vehicle, the firearm must remain locked within the vehicle or
trunk of the vehicle.

OPER.03.5

CLEAR AND PRESENT DANGER
A. Pursuant to 430 ILCS 65/8.1(d)(2), sworn personnel of the Waukegan Police Department
shall report any person who is a clear and present danger as defined above to the Illinois
State Police Firearms Service Bureau within 24 hours of the determination using the “ISP
Person Determined to Pose a Clear and Present Danger” form (Attachment B). The form
must be completed in its entirety, signed, and faxed to the Illinois State Police using the
number provided on the form.
B. Specific behaviors may qualify an individual for reporting including, but not limited to:
1. Arrest for a violent crime against persons.
2. Demonstrable homicidal or suicidal threats and/or actions.
3. Persons named in any petition for involuntary committal by a sworn member of the
Waukegan Police Department.
4. Any behavior that is determined to by sworn personnel to meet the notification criteria
outlined in the statute.
C. Officers completing the Clear and Present Danger form shall:
1. Document the completion of the form in the narrative to the incident report and submit
the form to their Shift Supervisor for review without delay.
2. No form shall be completed without an incident report being generated.
3. Shift Supervisors will ensure that the forms are completed in their entirety and shall
fax them to the Illinois State Police using the fax machine in the Communications
Division.
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4. The completed, faxed forms and fax confirmation page shall then be submitted to the
“Signed Reports” basket outside of the C.O,’s Office.
5. Completed forms will be scanned into the Records Management System by
Investigations Personnel to be filed with the incident report.

OPER.03.6

SUSPENSION OR REVOCATION OF CONCEALED CARRY LICENSE OR FOID CARD
A. In certain situations the Illinois State Police will suspend or revoke a CCL and/or FOID
Card. These situations include but may not be limited to:
1. Issuance of an Order of Protection of any kind, naming the licensee as the
Respondent.
2. Determination of a valid Clear and Present Danger against a licensee or card holder.
3. Other situations deemed necessary by the Illinois State Police
B. The Illinois State Police will normally send notification to a FOID or CCL holder that their
credentials have been suspended or revoked. The FOID or CCL holder shall then have
48 hours to surrender their credentials to the law enforcement agency in the jurisdiction of
the FOID or CCL holder’s residence of record.
C. Waukegan Police Officers called upon to serve an Emergency Order of Protection shall
run the Respondent through LEADS in order to discover the existence of a FOID and/or
CCL. In all cases where a Department member receives a FOID or CCL card, the
following steps must be completed:
1. Complete a Case Report documenting the service of an Emergency Order of
Protection, or in the case of surrendered licenses, complete an Assist Other Agency
report.
2. Make copies of the surrendered card(s) and completed ISP Firearms Disposition
Record. Place the report number on the copies and ISP form and place them in the
“Signed Reports” basket outside of the C.O.’s Office.
3. Investigations personnel shall scan the copies into the Records Management System
to be included with the report.
4. Place the original cards and form into a sealed evidence envelope.
5. Submit the envelope to Evidence along with any weapons being kept by the
Waukegan Police Department if indicated on the form.
6. Evidence personnel shall mail the original FOID or CCL cards along with the ISP
Firearm Disposition Record to the address on the ISP form.
7. All weapons taken for “Safe Keeping” under this section shall be held by the
Waukegan Police Department until such a time as the original licensee agrees to their
release to another individual with a valid FOID card or their FOID card is restored,
whichever is first.
8. Once a weapon is entered into evidence for safekeeping, it shall be sent to the
Northern Illinois Police Crime Lab to be checked against all open cases and then
returned to evidence.
9. Weapons shall be held for no longer than 1 year in safe keeping, after such time they
will be considered forfeited by the owner and destroyed.
D. In cases where a FOID and/or CCL card holder fails to comply with the requirements
outlined in this section, Waukegan Police Department personnel may petition the court to
issue a search warrant for the holder’s residence to seize the FOID and/or CCL.
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E. The observation of a revoked, suspended, or denied CCL in the possession of a licensee
constitutes probable cause for arrest of the licensee for violation of a Class A
misdemeanor.

OPER.03.7

CONCEALED CARRY ENCOUNTERS
Waukegan Police and Fire personnel will encounter CCL licensees during the course of their
tour of duty. It is imperative that Sworn Personnel understand that a CCL licensee MUST
acknowledge possession of a concealed weapon on or about their person when asked by any
law enforcement officer. The Illinois Firearm Concealed Carry Act does not require persons
carrying a concealed weapon to voluntarily disclose their possession of a concealed weapon.
ALL Waukegan Police Officers are encouraged to ask any individual(s) that they encounter if
they are carrying a concealed weapon and the location of the weapon.
A. Medical Treatment of Lawfully Armed Citizens
Among other restrictions, the Concealed Carry Act prohibits persons in lawful possession
of a firearm from knowingly carrying a firearm into a hospital or into any transport vehicle
paid for in part with public funds. Should Waukegan Police personnel be summoned by
the Waukegan Fire Department to secure a weapon officers shall:
1. Conscious Victim (Transport) – The Officer shall ask the victim where the firearm is
located if the paramedics have not already secured the weapon.
a. If an officer must remove the weapon, Officers must advise the victim that they
are removing the weapon for safekeeping. If practical the firearm should be left in
a secured method of carry (holster, case, purse, etc.) in the condition received
from the owner. If the weapon is not already secured in a suitable method, the
officer must safely unload the weapon and secure it so as to assure its safety.
b. In instances where the licensee is refusing to surrender their weapon, officers
should advise the victim that the weapon will not be allowed in the hospital and
that the weapon must be secured. If a victim refuses to surrender the weapon
and is in medical need of transport, officers must contact their shift supervisor to
decide how to proceed as long as such contact does not delay medical attention.
c.

Waukegan Fire Department Personnel shall agree to any final determination, but,
if a victim is transported as a result of a medical condition and has refused to
surrender his/her weapon, Waukegan Police personnel take the appropriate
enforcement action by arresting the CCL licensee, or depending on his/her
medical condition, place a hospital hold on the subject or seek a warrant at a later
date.

d. In any situation where a CCL licensee is being charged with a CCL violation, the
gun shall be seized as evidence.
2. Unconscious Victim – Officers shall take possession of the firearm and safely
transport and secure the firearm in evidence for safekeeping storage in the evidence
facility.
3. Conscious Victim (Non-Transport) – In some situations a CCL licensee may need only
on-scene medical treatment. Unless the victim exhibits conditional behaviors that
would lead an officer to believe that they are a safety risk to themselves, Fire
Department personnel, other law enforcement personnel, or others, officers shall not
take possession of any weapons that may the licensee may be carrying on or about
his/her person. In circumstances where an officer temporarily takes custody of a
weapon so that the licensee may be attended to by paramedics, the officer shall
maintain the weapon as presented as long as it is deemed safe and return the
weapon to the licensee after the licensee has been treated.
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B. Non-Custodial Transports Involving Armed Concealed Carry Licensees
No person (other than law enforcement personnel) shall be transported by a Waukegan
Police Department employee while armed with a handgun. If a subject to be transported
is an armed CCL licensee, they shall surrender their weapon to the transporting officer,
regardless of the circumstances. In such situations, the officer shall:
1. Take protective custody of the firearm, leaving it in a secured method of carry in the
condition received from the licensee. The weapon will then be secured in a safe
manner as to prevent damage, accidental discharge, or access by unauthorized
individuals.
2. The handgun and method of carry will be returned to the CCL licensee at the
conclusion of the transport so long as the destination is not a restricted location.
3. If the weapon cannot be lawfully possessed by the CCL licensee at the conclusion of
the transport, it shall be retained for safekeeping by the transporting officer following
the procedures listed in OPER.03.8 of this Order.
4. Non-Sworn personnel shall not provide transportation to an armed CCL licensee.
C. Custodial Arrests and Transports of Armed CCL Licensees
1. Should an armed CCL licensee be taken into custody, the officer will take protective
custody of the weapon, leaving it in a secured method of carry, in the condition
received from the CCL licensee so as to prevent damage, accidental discharge, or
access by unauthorized individuals.
2. After transporting the CCL licensee to the station, the arresting officer shall submit the
weapon into evidence using the procedures outlined in OPER.03.8(B).
D. Traffic Stops/Terry Stops/Street Stops
Sworn personnel conducting traffic or Terry stops on persons have discretionary authority
as to whether they will secure a weapon legally carried on or about a CCL licensee that
they may stop during the course of their tour of duty. Any weapons secured under this
section shall be secured in the same manner as listed in OPER.03.7(A)(1a) and
OPER03.8(A).

OPER.03.8

DEPARTMENT SEIZURE / STORAGE OF WEAPONS
From time to time officers may encounter a situation where the removal of a weapon
is necessitated by law or sound judgment. In these cases, certain procedures must
be followed to assure that an individual’s rights are protected with regard to the Illinois
Firearm Concealed Carry Act. This must be accomplished while balancing these
rights with the safety of law enforcement, fire personnel, and the general public.
Officers shall follow the procedures outlined in this section when acquiring a weapon
that is lawfully being carried by a CCL licensee.

A. Temporary Custody of Firearms
Officers who have removed a firearm from the possession of a CCL licensee shall
document such a removal in an Incident Report and a Waukegan Police Firearms
Safekeeping Report (Attachment C), regardless of the length of time. If the weapon is to
be returned during the Officer’s tour of duty, it shall be stored securely in the trunk of the
Officer’s squad car. No weapons will be stored at the police facility unless they are
submitted to Evidence. This form must be signed by the officer and property owner.
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B. Firearms Taken for Safekeeping
Officers who have removed firearms from the possession of a CCL licensee shall submit
the weapons to Evidence for safekeeping and pickup at a later time shall turn the weapon
over to an Evidence Technician who will follow the steps below:
1. Safely unload the weapon in the Waukegan Police Department range or
loading/unloading barrel.
2. Package the weapon unloaded in a cardboard firearms box manufactured for such
purpose, securing the weapon with zip ties in the box. Package the ammunition and
any weapon security device (holster, case, purse, etc.) separately from the weapon.
3. Label all packages using the evidence labeling system and mark them for submission
to the Northern Illinois Police Crime Lab to be checked against open cases.
4. Complete a Waukegan Police Department Waukegan Police Property for Safekeeping
Report. The property owner shall sign this document when practicable.
5. Submit the weapon, ammunition, and security device to evidence with a copy of the
Safekeeping Report.
C. Evidence Officer Responsibilities
Upon receiving firearms for safekeeping, the Department evidence officer shall file the
items as they would normally do, assuring that the weapons are checked against open
cases at the Northern Illinois Police Crime Lab.
1. Weapons in evidence for safekeeping and cleared through the Northern Illinois Police
Crime Lab, shall be returned to the owner upon demand and after presenting a valid
FOID card.
2. Owners sending another person to pick up a weapon must supply a court order or a
notarized affidavit indicating that they are giving permission to the individual to retrieve
the weapon. Such persons shall also present a valid FOID card.
3. Twice a year, the evidence officer shall check the inventory of weapons in
safekeeping and those identified as being in safekeeping for six (6) months or longer
shall be documented and a certified letter sent to the original owner listed on the
Safekeeping Report advising them to retrieve the weapon(s) or they will be destroyed
after one (1) year total time in safekeeping, but not less than forty-five (45) days after
the date that the reminder letter was sent.
4. Any weapons identified for destruction by the evidence officer shall first be cataloged
and reviewed by the Chief of Police or his designee. Upon this approval, the weapons
will be sent for destruction.

This order supersedes all previous written and unwritten policies of the Waukegan Police Department on the
above subject.
By order of:

Wayne Walles
Chief of Police
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Attachment A
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Attachment B
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Attachment B
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Attachment C

City of Waukegan
DEPARTMENT OF POLICE
WAYNE WALLES
CHIEF OF POLICE

WAYNE MOTLEY

420 Robert V. Sabonjian Place, Waukegan, Illinois 60085
(847) 599-2500

MAYOR

Waukegan Police Department
Firearms Safekeeping Report
Date:

Report Number:

Name of Property Owner:
Address:

State:

City:

Phone Number:

Alternate Phone:

Date Property Received:

Time Received:

Zip:

Description of Property: (Make, Model, Serial #, etc.)
Item #1:
Item #2:
Item #3:
Item #4:

The above described property has been taken and stored for safekeeping at the Waukegan Police Department,
Evidence Division. The listed property must be claimed by contacting the Evidence Custodian at (847) 599-2663,
Monday – Friday 7:00am to 3pm to schedule an appointment to retrieve the property.
If the above property is not claimed within one (1) year from the date of this receipt, it will be disposed of by the
Waukegan Police Department and The Waukegan Police Department shall incur no liability for such disposal.

I have read the above notice and understand how I may claim the above listed property.

Signature of Property Owner:

Date:

Signature of Receiving Officer:

Date:

Signature of Property
Owner Upon Return:__________________________________________ Date/Time:______________________
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – OPER.04
Subject: VEHICLE PURSUITS

Effective: December 7, 2016

Revised:
Revised: March 8, 2008
Original: September 15, 1995

PURPOSE
The purpose of this policy is to establish guidelines to minimize the inherent risk associated with motor
vehicle pursuits; therefore, this policy is intended to:
•
•
•
•

Reduce injury and/or death during a motor vehicle pursuit to an absolute minimum
Give police officers a clear understanding of when and how to conduct a pursuit
Maintain the basic police mission to enforce the law and protect life and property
Minimize municipal liability in accidents that may occur during a pursuit

OPER.04

POLICY

It is the policy of the Waukegan Police Department that all vehicle pursuit situations shall be conducted in
strict accordance with existing State statutes and Department policy. Officers engaged in a pursuit shall
utilize both audible (siren) and visual (light bar) warning equipment, throughout the pursuit. All personnel
operating a Department vehicle shall exercise due regard for the safety of all persons (the officer's own
safety, pedestrians, and vehicular traffic). No police pursuit shall be of such importance or emphasis, so
as to reduce the primary principle of safety to a secondary position; nor will any pursuit justify the reckless
disregard of the safety of innocent persons. Department personnel will be held accountable for the
consequences of their reckless disregard for the safety of others.

DEFINITIONS
Divided Highway: A roadway that includes a physical barrier between traffic traveling in opposite
directions.
Emergency Roadblock: A roadblock used with a minimum amount of notice and preparation; normally
executed by one or more police vehicles for the purpose of stopping a vehicle known to be traveling a
given route at a given time, or to reroute traffic away from or around a hazardous site.
Emergency Warning Device: Oscillating lights, rotating lights, flashing lights, siren, or any combination
located upon or within police vehicles.
Fleeing or Eluding: Any driver of a motor vehicle who, having been given a visual or audible signal by
an officer directing such driver to bring their vehicle to a stop, responds in any of the following ways:
•
•
•
•

Willfully and knowingly fails to obey such direction.
Increases speed.
Extinguishes lights.
Otherwise flees or attempts to elude the officer.

Forcible Stop Techniques: Any action undertaken by the pursuing officer intended to result in contact
between the moving police vehicle and the pursued vehicle for the purpose of stopping or otherwise
disabling the pursued vehicle.

WPD General Orders Manual

OPER.04 – Motor Vehicle Pursuits

Page 1 of 9

ISPERN: Illinois State Police Emergency Radio Network.
Marked Police Vehicle: Any police vehicle that is identifiable by color scheme, red and/or blue lights
permanently mounted on or within the vehicle, equipped with a siren, and displays a Department seal
and/or Police lettering.
Peace Officer: Any sworn law enforcement officer as defined by Illinois Statute, actively employed by a
public safety agency.
Primary Unit: The police vehicle that initiates a pursuit or any unit that assumes control of a pursuit as
the lead vehicle (the first police vehicle immediately behind the fleeing suspect).
Pursuit: An active attempt by a peace officer in an authorized emergency vehicle to apprehend an actual
or suspected law violator who is attempting to avoid apprehension through evasive tactics.
Roadblock: A restriction or obstruction used or intended for the purpose of preventing free passage of
motor vehicles on a roadway or private property in order to effect the apprehension of a suspect. This
includes placement of vehicles or devices to disable a vehicle.
Secondary Unit: Any police vehicle that becomes involved in a pursuit as a backup to the primary unit
and follows the primary unit at a safe distance.
Specialty Vehicle: Any Department vehicle that has a primary purpose that limits its use on a daily
basis, to include, the Mobile Command Post, ATVs, UTVs, Police Bicycles, Prisoner Transport Vehicle,
Armored Vehicles, Utility Vans, and Police Motorcycles.
Support Unit(s): Any police vehicles that are not directly involved in a pursuit but are assisting a pursuit
with non-emergency driving techniques in order to remain in close proximity of the pursuit. These
vehicles may be behind, in front, or approaching the pursuit from the side. They may be used to block
traffic from the anticipated route of the pursuit, warn traffic and/or pedestrians, or be available to assist as
requested or directed.
Unmarked Police Vehicle: These vehicles have no distinctive, identifiable marking. However, they do
have emergency warning lights and sirens.

OPER.04.1

ILLINOIS VEHICLE CODE – POLICE EMERGENCY

Circumstances exempting police officers during the operation of an emergency vehicle are found
in ILCS 625 Chapter 5/11-205. All sworn personnel should review them periodically. The
statutes read in part as follows:
A.

SECTION 11-205 (b): “The driver of an authorized emergency vehicle, when responding
to an emergency call or when in the pursuit of an actual or suspected violator of the law
or when responding to but not upon returning from a fire alarm, may exercise the
privileges set forth in this Section, but subject to the conditions herein stated.”

B.

SECTION 11-205 (c)2: "...Proceed past a red or stop signal or stop sign, but only after
slowing down as may be required and necessary for safe operation."

C.

SECTION 11-205(e): “The foregoing provisions do not relieve the driver of an authorized
emergency vehicle from the duty of driving with due regard for the safety of all persons,
nor do such provisions protect the driver from the consequences of his reckless disregard
of others.”
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OPER.04.2

INITIATING PURSUITS

A.

The overriding responsibility of all law enforcement agencies is to protect human life.
The threat of injury, death, and property damage is extremely high during police pursuits.
This threat is borne by police officers, the motoring public, bystanders, and the occupants
of fleeing vehicles. Police officers must weigh the threat to life and property against the
benefits of the capture of the suspect. When a pursuit is initiated the Waukegan Police
Department will make use of all available resources, such as telecommunications and
computer networks, to reduce the threat to the public, officers, and suspects.

B.

The Waukegan Police Department recognizes the inherent danger of vehicle pursuits and
therefore authorizes Waukegan police officers to engage in vehicle pursuits only as
outlined below.

C.

1.

The Waukegan Police Department will make every effort to ensure the safety of
the public as well as Department members at all times. The Department
authorizes emergency use of Department vehicles when the necessity of
immediate response or apprehension of offenders outweighs the level of inherent
danger.

2.

The Waukegan Police Department recognizes the objective of a motor vehicle
pursuit is to maintain police contact with a fleeing driver without unnecessary
endangerment to life and property until the individual can be apprehended.
Officers and their supervisors will continually evaluate the nature of the pursuit
with respect to present danger and make a judgment whenever necessary to
terminate the pursuit.

3.

Officers will initiate a motor vehicle pursuit only when they can articulate a reason
to believe the occupant(s) of a fleeing vehicle have committed or attempted to
commit a forcible felony, are attempting to escape by use of a deadly weapon, or
otherwise indicate they will endanger human life unless arrested without delay.
All officers involved in a pursuit must, at all times, be able to justify their reasons
for the pursuit.

4.

Officers will not initiate or become involved in pursuits for minor traffic offenses
and/or misdemeanors.

5.

Officers shall not pursue suspects the wrong way on interstates or other
controlled access highways or divided roadways unless specifically authorized by
their shift supervisor, and only when it is safe to do so.

The following factors are to be considered when deciding to initiate, continue, or
terminate a pursuit:
1.

Nature of the offense.

2.

Lighting and visibility.

3.

Weather and road conditions.

4.

Pedestrian and vehicular traffic conditions.

5.

Availability of support, including air and ground.

6.

Geographic location (business, school, residential districts, etc.).
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D.

E.

F.

7.

Population density.

8.

Officer’s familiarity with the area.

9.

Police vehicle capability and reliability.

10.

Non-police personnel in the police unit.

11.

Whether the suspect or vehicle have been identified.

12.

The capabilities of the vehicle being pursued.

13.

The safety of the responding officers, occupants of the pursued vehicle, and
bystanders/pedestrians.

14.

The actions being taken by the driver of the vehicle being pursued.

15.

The possibility of identifying the suspect at a later time.

Whenever two officers are in the same squad car, the driver will be solely responsible
driving and operating emergency equipment.
1.

The second officer will initiate and maintain all radio traffic as required.

2.

Officers operating a squad car with a civilian passenger or an arrestee will not
initiate or participate in any pursuit.

Police specialty vehicles shall not be driven in a pursuit unless necessary due to location,
topography, road, or weather conditions. A shift supervisor must authorize the use of
these vehicles in a pursuit.
1.

Officers operating motorcycles or unmarked police vehicles will immediately
request assistance of a marked police vehicle when they are involved in a pursuit
and will relinquish primary unit status immediately upon the arrival of a marked
vehicle.

2.

Officers operating motorcycles or unmarked police vehicles will terminate active
involvement unless their involvement is needed to fulfill the secondary unit
responsibilities or are otherwise directed to continue by a supervisor.

Pursuits may be terminated by the initiating officer or a supervisor.
1.

At the time a pursuit is terminated, the primary unit will advise Communications
of the location where the pursuit was terminated.

2.

All involved officers will disengage all emergency equipment (lights and sirens)
and immediately cease any attempts to follow or locate the suspect vehicle.

G.

The primary pursuit officer, supervisor, or command officer, may terminate the pursuit at
his/her discretion by notifying the dispatcher or pursuing officers of such decision.

H.

Throughout the pursuit, officers should be able to articulate the reasons for continuing the
pursuit.
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OPER.04.3

INITIATING/PRIMARY OFFICER RESPONSIBILITIES

A.

Officers must activate both emergency lights and siren when engaging in a pursuit.

B.

If the officer is driving a squad equipped with an Opticom™ system, the officer shall
ensure that the emergency lights are activated to the right-most position on the switch in
order to activate the Opticom™.

C.

When a Waukegan Police Officer initiates a pursuit, he/she will notify Communications
immediately. The officer will relay relevant facts about the pursuit, such as:

D.

OPER.04.4
A.

1.

Location.

2.

Direction of travel.

3.

Description of vehicle.

4.

Reason for pursuit.

5.

Speed.

6.

Manner of suspect’s driving.

Pursuing Officers are responsible for status reports to Communications. Status reports
are the responsibility of the secondary unit, if present. Status reports shall include:
1.

Location.

2.

Direction of travel.

3.

Speed.

4.

Description of vehicle (if not previously broadcast).

5.

License plate number (if not previously broadcast).

6.

Description and number of occupants (if not previously broadcast).

7.

Officers involved in pursuits shall make short, concise, radio broadcasts.
Broadcasts must be transmitted so that a pursuing officer is not monopolizing
airtime, causing a termination order or other emergency traffic to go unheard.

8.

Notification that the pursuit may cross city limits into another jurisdiction.

SECONDARY UNIT’S RESPONSIBILITIES
When the secondary unit engages in the pursuit, he/she shall:
1.

Activate emergency lights and siren.

2.

Advise Communications that they will be the secondary unit.

3.

Call out the route of the pursuit.

4.

The secondary unit shall maintain appropriate space between their vehicle and
the primary vehicle in order to allow for reaction time and distance to reduce the
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possibility of colliding with other police units and/or suspect vehicle.
B.

OPER.04.5

In the event of mechanical failure or an accident resulting in the primary unit being unable
to continue or maintain immediate pursuit, the secondary unit shall assume the position
of primary unit and request that another marked unit be assigned as the secondary unit.

SUPPORT UNITS’ RESPONSIBILITIES

A.

Support units are those units that are not directly involved in the pursuit, but remain alert
to its progress and location in the event they are needed to assist with traffic direction,
accident investigation, foot pursuit, perimeter security, etc.

B.

Any support units responding to a pursuit shall parallel the pursuit and/or maintain traffic
control along the predicted pursuit path, to include preventing cross-traffic at
intersections. These units will remain alert to the pursuit progress and location in the
event they are needed to assist with accident investigation, foot pursuit, perimeter
security, etc.

C.

Support units shall use emergency lights and sirens to alert the public.

OPER.04.6

COMMUNICATIONS DIVISION RESPONSIBILITIES

A.

Immediately upon receiving information that an officer is in pursuit, the dispatcher will
activate the alert tone. The dispatcher will then advise all other non-emergency radio
traffic to stand by, giving the pursuing officer and responding units’ priority use of the
radio, and then notify the shift commander.

B.

The dispatcher will control all messages relevant to the pursuit and will immediately
broadcast all available information relating to the pursuit as necessary.

C.

The dispatcher will document the progress of the pursuit and, if possible, record all
information furnished by the officer during the pursuit in the CAD narrative, including all
traffic violations, their locations, and the times that they occur.

D.

When it is likely that the pursuit will travel into another jurisdiction, the dispatcher will
notify the affected jurisdiction as soon as possible via telephone or radio.

E.

When a pursuit has ended, the dispatcher will broadcast the termination of the pursuit
and notify surrounding jurisdictions when necessary.

F.

Communications will notify Lake County Dispatch of pursuits and request that they patch
the StarCom ISPERN channel on the portable radios to ISPERN so that the pursuing
officers can broadcast on ISPERN. Communications will relay relevant information as it
becomes available and/or necessary to Lake County Dispatch.

OPER.04.7
A.

SUPERVISORY RESPONSIBILITIES
It is the responsibility of a shift supervisor to review the facts given by the pursuing officer
and to make an independent judgment whether or not the pursuit should be continued.
1.
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Based on all information available, the supervisor will order the termination of the
pursuit if, in his/her opinion, the dangers created by the pursuit outweigh the
need for an immediate apprehension of the offender.
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2.

B.

C.

A supervisor will respond to the termination scene of any pursuit initiated by a Waukegan
police officer ending with the suspect vehicle being apprehended (surrender, accident,
forced stop, etc.).
1.

A supervisor need not respond to the termination scene if the suspect vehicle is
not apprehended AND there is no personal or property damage.

2.

A supervisor must respond to the termination scene of any pursuit initiated by
another agency that ends within the Waukegan city limits as a result of the
suspect vehicle being apprehended (surrender, accident, forced stop, etc.).

Pursuits involving Waukegan police personnel, or other agencies within the City limits, where
persons have been injured or property damaged, will require the supervisor involved to notify
the on-duty shift commander. The shift commander will notify the Patrol Commander, who shall
make the determination of whether to call in Traffic Investigators and/or other investigatory
entities. The Patrol Commander will notify the Deputy Chief of Operations in such instances.
1.

2.

OPER.04.8

It is the responsibility of a shift supervisor to monitor the number of units engaged
in the pursuit and the number of units providing support to the pursuit.

The supervisor will be responsible to maintain the scene pending the arrival of the
Traffic Investigators and or other investigatory entities. Upon arrival of
investigators the supervisor will:
a.

Brief the investigative supervisor(s) of the details of the incident upon their
arrival.

b.

Make available any additional support as needed or requested.

c.

Request copies of involved units’ mobile audio/video (MAV) and Body
Worn Camera (BWC) recordings of the pursuit and any other relevant
incident(s) related to the incident. The supervisor will assure that these
items are placed into evidence.

d.

Request a copy of Communication’s audio recordings of radio and
telephone traffic pertaining to the incident and assure that it is placed into
evidence.

e.

Assure that the Evidence Technician takes photos of all damage and
scene(s).

The supervisor must assure that any damaged police vehicles are towed to City
Yards, if repairs are needed and that the incident is documented in the Daily
Significant Incident Report.

FORCIBLE STOPPING

A.

Officers will not attempt to deliberately collide with, pass, drive directly parallel, or cut-off
pursued vehicles. Officers shall not use a police vehicle to force any other vehicle off a
roadway. The only exception to this requirement is when the officer is warranted to use
deadly force and utilizes a forcible stopping technique in which they have been trained
and certified by the State and have obtained approval from the shift commander.

B.

Officers will not discharge a firearm at or from a moving vehicle unless the use of deadly
force is justified.
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C.

OPER.04.9
A.

B.

Roadblocks, as defined in this order, shall not be used by Waukegan police officers. This
does not preclude emergency roadblocks, as defined in this order, when appropriate and
with permission from the shift commander.

PURSUIT REPORTING
All pursuits involving Waukegan police officers will be documented by the primary pursuing
officer, who will generate an AEGIS Case Report and a Pursuit Driving Report (Attachment
A). All secondary or support units will complete an AEGIS Supplemental Report only.
1.

The primary supervisor will complete an AEGIS Supplemental Report and a
Supervisory Pursuit Report which is to be completed in Blue Team (IA Pro
Software).

2.

These reports will be completed even if the pursuit was terminated prior to
apprehension of the pursued subject.

3.

Officers involved in pursuits originated by another agency that enter Waukegan will
complete a Pursuit Driving Report if they actively engage in the pursuit. If acting as
a support unit to these types of pursuits, there is no necessity to complete a report.

4.

Completed reports will be reviewed by the shift commander and forwarded to the
Patrol Commander for his/her approval.

5.

Upon approval, the Patrol Commander will forward the Pursuit Driving Report and
the Supervisory Pursuit Reports, along with all related AEGIS reports to the Office
of Professional Standards (OPS).

The Commander of OPS will prepare all reports and videos of pursuits for presentation to
the Use of Force Review Committee prior to filing them.
1.

The Commander of OPS will send copies of all Pursuit Driving Report Forms (not
Supervisory Pursuit Reports) to the Illinois Law Enforcement Training and
Standards Board, 600 South Second Street, Suite 300, Springfield, Illinois 62704.

2.

The Commander of OPS is required to conduct an annual analysis of all pursuits
in order to reveal potential patterns or trends that may require training or policy
modifications.

By order of:

Wayne Walles
Chief of Police
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – OPER.05
Subject: WEAPONS (PREVIOUSLY IN USE OF FORCE)
Effective: November 12, 2021

OPER.05.1
OPER.05.2
OPER.05.3
OPER.05.4
OPER.05.5
OPER.05.6

TRAINING AND PROFICIENCY
LESS-LETHAL WEAPONS
OTHER WEAPONS
AUTHORIZED FIREARMS
RED DOT SIGHTs (RDS)
CARRYING OF HANDGUNS

Revised:
Revised:
Original: January 11, 2021

OPER.05.7
OPER.05.8
OPER.05.9
OPER.05.10

CARE AND MAINTENANCE
OF DUTY HANDGUNS
SECURITY OF HANDGUNS
OFF-DUTY HANDGUNS
SPECIALIZED FIREARMS

PURPOSE
The purpose of this order is to establish specific guidelines concerning the use of force by all police
officers. The authority to use force in securing compliance with the law is basic to the role of maintaining
public order.
OPER.05

POLICY

It is the policy of the Waukegan Police Department to provide clear direction to police officers regarding
the use of force in response to resistance encountered in the performance of their duties. The
Department shall specify authorized weapons and the prerequisites for carrying them. Training shall be
provided and each officer must demonstrate proficiency prior to being authorized to carry any weapons.
The Department shall provide annual training regarding the use of force to ensure that officers recognize
the legal, moral, and ethical responsibilities of the use of both deadly and non-deadly force. The
Department shall review and analyze all incidents of the use of force by its officers at least annually.
DEFINITIONS
Category I weapon: is a handgun, sawed-off shotgun, sawed-off rifle, any other firearm small enough to
be concealed upon the person, semiautomatic firearm, or machine gun (720 ILCS 5/33A-1).
Category II Weapon: is any other rifle, shotgun, spring gun, other firearm, stun gun or “taser” knife blade
with at least 3 inches in length, dagger switchblade, axe, or hatchet (720 ILCS 5/33A-1).
Category III Weapon: is a bludgeon, black-jack, slungshot, sand-bag, sand-club, metal knuckles, billy, or
other dangerous weapons of a like character (720 ILCS 5/33A-1).
Gun: Means shotgun, rifle, handgun, or air gun (520 ILCS 5/1.2j).
Handgun: Means any device which is designed to expel a projectile or projectiles by the action of an
explosion, expansion of gas, or escape of gas that is designed to held an fired by the use of a single hand
(430 ILCS 66/5).
Less-Lethal Weapon: A less-lethal weapon includes all authorized chemical sprays, batons (impact
weapons), Conducted Energy Weapon (CEW), and chemical/impact munitions.
Rifle: Means a weapon designed or redesigned, made or remade, and intended to be fired from the
shoulder and designed or redesigned and made or remade to use the energy of the explosive in a fixed
metallic cartridge to fire only a single projectile through a rifled bore for each pull of the trigger (18 U.S.C.,
§ 921(A)(7). This will include short barreled rifles and rifle caliber handguns.
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Rifle Caliber Handgun: Any handgun (as defined above) using rifle caliber ammunition (.223, 5.56, .308,
30-06, or like in character) designed or modified to utilize a stabilizing brace will be considered a rifle by
the department.
Short Barreled Rifle (SBR): any rifle having one or more barrels less than 16 inches in length or a
shotgun having one or more barrels less than 18 inches in length or any weapon made from a rifle or a
shotgun, whether by alteration, modification, or otherwise, if such weapon as modified has an overall
length of less than 26 inches (720 ILCS 5/24(a)(7)(ii)).
OPER.05.1

TRAINING AND PROFICIENCY

A.

The Department shall conduct a minimum of two (2) mandatory firearm-training sessions
each calendar year for every sworn officer. One of the training sessions will be firearm
qualifications. The second training session will be either firearm qualifications or a
shooting skills/tactics course approved by the Training Officer and the Chief of Police or
his designee. Officers carrying rifles shall qualify with those weapons at least once each
calendar year.

B.

Firearm qualifications shall be conducted by State certified firearm instructors.

C.

All sworn officers will attend all assigned firearms qualification sessions.

D.

In order to demonstrate proficiency, officers must:
1.
2.

Achieve at least minimum qualifying scores on a prescribed course.
Demonstrate safe-handling procedures for the use of authorized weapons.

E.

Officers carrying secondary or off-duty handguns must qualify each calendar year on the
prescribed course of fire with each handgun carried.

F.

Officers are required to demonstrate proficiency once each calendar year with less-lethal
weapons for which they are authorized to carry. All qualifications with less-lethal
weapons must be conducted with an instructor certified with the less-lethal weapons
being utilized.

G.

Remedial training by instructors approved by the Department shall be provided to officers
who fail to qualify with any weapon prior to allowing the officer to continue to carry said
weapon in the performance of their duties.
1.

2.
3.

No officer will be allowed to perform police functions without having first
demonstrated, through qualifications, proficiency in the weapons (s)he is
assigned.
If remedial training with a handgun is ineffective and the officer is still unable to
qualify, the officer may be relieved of police powers by the Chief of Police.
Officers who have been on an extended leave or suffered an injury for which they
have been absent or performing light-duty in excess of six months, either of
which may affect their use of a weapon, must demonstrate proficiency and
qualify with authorized weapons prior to returning to duty.

H.

All duty weapons will be inspected by a firearms instructor during qualifications. Unsafe,
illegally modified, unauthorized modifications, or malfunctioning weapons shall be
immediately taken out of service and the Training Officer notified.

I.

Each calendar year, all sworn personnel will be required to attend Use of Force training
as part of their employment as a police officer in the City of Waukegan.
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OPER.05.2

LESS-LETHAL WEAPONS

A.

Only less-lethal weapons and ammunition authorized by the Department shall be used by
Department personnel in their law enforcement responsibilities. Officers are encouraged,
but not required to, carry all of the less-lethal weapons listed in OPER.05.02. Officers
must carry at least two of the following less-lethal options: Oleoresin Capsicum (OC)
spray, Conducted Energy Weapon (CEW), and Police Baton.

B.

Oleoresin Capsicum Spray (OC)
1.

Sworn personnel will be allowed to carry Department approved OC spray
projectors only after satisfactory completion of formal training by a certified
instructor.
a.
b.

2.

C.

Training and recertification shall be conducted in accordance with
manufacturer’s guidelines or prevailing industry best practices.
Each officer’s certificate of satisfactory completion and subsequent recertifications will be maintained in the officer’s training file.

All officers who carry OC spray must carry it in a Department approved carrying
case attached to their duty belt or outer vest carrier.

Conducted Energy Weapon (CEW)
1.

A conducted energy weapon (CEW) is a less-lethal option that must may be
carried by officers who have completed a CEW certification course.
a.
b.

2.
3.
4.

5.

Only Department issued and maintained CEWs, CEW cartridges, and
accessories maybe used.
Sworn officers will be allowed to carry Department approved and issued CEWs,
only after completion of formal training by a certified instructor.
No changes, alterations, modifications, or substitutions shall be made to the
CEW systems.
Distribution
a.

b.
c.
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Officers must carry the CEW in a Department-approved holster on their
person (Attachment E).
Officers are prohibited from carrying their CEW on their strong side and
using their strong hand to draw. Officers may wear the CEW on their
strong side and cross-draw with their off-hand.

All CEWs will be distributed from and returned to the storage area before
and after each shift. Authorized personnel will be issued a CEW at the
beginning of their shift by a shift supervisor. A distribution log will be
maintained in the Patrol Division documenting the date, unit number and
to whom the unit was assigned. Completed logs will be forwarded to the
Patrol Commander.
No CEW will be issued without a charge of 20% or above.
All CEWs will be checked for proper functioning (spark test / function
test) prior to shift deployment, following the procedures instructed in
training in a pre-designated area within the station.
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6.

D.

OPER.05.3

In the event a CEW is found to be malfunctioning, the problem will be
documented and the unit will be designated as inoperable. The unit and
documentation will be forwarded to the CEW Maintenance Group.

Police Baton
1.
Police officers will only be allowed to carry Department approved batons
(Attachment E) after satisfactory completion of formal training by a certified
instructor.
2.
Officers assigned to the Patrol Division are allowed to carry a Department
approved baton. Batons will not be altered in any way.
OTHER WEAPONS

A.

Handcuffs, Knives, Flashlights, etc. Officers do not receive training in the use of these
items as weapons and they are not intended to be used as primary lethal or less-lethal
weapons. However, circumstances may be encountered that justify their use as
weapons of opportunity. The use of these items as weapons is only acceptable if they
are deployed as secondary weapons and their use is considered reasonable in response
to the level of resistance encountered. Officers using these weapons should be able to
justify their use as opposed to those weapons issued to them.

B.

Blackjacks, saps, weighted gloves, and metal knuckles, are prohibited for duty use and
they are not authorized to be carried while on-duty.

OPER.05.4

AUTHORIZED FIREARMS
Only weapons and ammunition (Attachment C) authorized by the Department shall be
used by officers in the execution of their duties. This applies to weapons and ammunition
carried both on-duty and as secondary weapons.

A.

Duty Handgun
1.
Sworn officers shall be issued a Department owned handgun, ammunition,
holster, and weapon light. Officers may choose to carry an approved handgun
from the approved firearms list published via (Attachment A).
2.
The issued handgun and accessories shall be returned to the Training Officer
upon termination or separation from employment or upon order of the Chief of
Police or his designee.

B.

Self-Purchased Duty Handgun
1.
Sworn officers may purchase, qualify with, and carry a Department-approved
alternate handgun from the approved list (Attachment A).
2.
The officer shall bear all costs associated with the purchase, use, and
maintenance of the handgun and related equipment. Holsters must be one of the
holsters listed in the approved duty holster list (Attachment B).
3.
Any officer who chooses to purchase and carry an alternate duty handgun will
return their Department issued handgun to the Training Officer upon successful
completion of required training, familiarization, and qualification under the
supervision of an approved range officer designated by the Chief of Police.
4.
Officers are permitted to carry a handgun with a weapon-mounted flashlight
system. Weapon-mounted flashlights shall not be used in instances where the
use of a firearm is not anticipated.

C.

Rifles. Department owned rifles may be carried by sworn officers under the following
conditions:
1.
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The officer has qualified, received Departmental training or NEMRT training
equivalent to the Department’s 16-hour AR-15 Operator Course, and has been
authorized to carry a rifle by the Chief of Police or his designee.
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2.
3.
4.
5.
6.

7.

Rifles shall only be deployed with Department authorized ammunition
(Attachment C).
Rifles will be assigned by the Training Division after consultation with the Patrol
Commander and/or the Chief of Police.
Rifles shall be emptied and made safe prior to storage.
Rifles shall be secured in a rack or stored cased in a locked trunk.
Rifles will be transported with the selector lever on safe. Rifles will have a
chamber-blocking device inserted into the ejection port. A fully loaded magazine
may be inserted into the magazine well only if a chamber-blocking device is
inserted first or if preparing the weapon to fire.
Rifles shall only be deployed when:
a.
b.
c.
d.
e.

8.

9.
10.

D.

Rifles shall be fully cleaned after being fired. Any maintenance problems shall
immediately be brought to the attention of the Training Officer and the weapon
will be taken out of service.
No modifications to the rate of fire or the trigger shall be made to any rifle unless
authorized by the Chief of Police.
Any rifle stored within the station shall not have ammunition chambered and will
be stored with a chamber-blocking device inserted.

Self-Purchased Rifles
1.

2.

3.

4.
5.
6.

E.

A high probability for the use of a deadly weapon exists.
A suspect has been reported to be wearing body armor.
A rapid deployment or active shooter situation exists.
An officer is positioned on a perimeter in a high-risk situation.
An officer is authorized by a supervisor.

Officers authorized by the Chief of Police or his designee to carry a rifle or selfpurchased rifle may do so for use on-duty. The purchased rifle must be
functionally similar to the Department owned rifles and approved by the Training
Officer.
Officers carrying a self-purchased rifle must have received Departmental training
or NEMRT training equivalent to the Department’s 16-hour AR-15 Operator
Course.
Officers carrying a self-purchased rifle must provide the make, model, and serial
number to the Training Officer and qualify with the rifle prior to carrying it during
the officer’s tour of duty.
Only Department-authorized ammunition will be used in self-purchased rifles
(Attachment C).
The officer shall bear all costs associated with the use and maintenance of the
officer-owned rifle and related equipment.
Any rifle stored within the station shall not have ammunition chambered and will
be stored with a chamber-blocking device inserted.

The Department will conduct mandatory rifle training sessions twice each calendar year
for all officers authorized to carry these weapons. One of these training sessions will
include a qualification.
1.
2.
3.
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Rifle qualifications will be conducted by firearms instructors certified in the type of
weapon for which an officer is qualifying.
Officers are required to demonstrate proficiency during the qualifications by
achieving a passing score on the Department qualification course.
Officers are also required to demonstrate safe handling procedures for all long
guns issued/owned for duty use during qualifications.
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F.

Secondary Handguns
1.

2.
3.
4.
5.

G.

OPER.05.5
A.
B.

Sworn officers may purchase, qualify with, and carry a secondary handgun for
duty use only after the officer has demonstrated proficiency in handling and firing
the weapon.
Secondary handguns must be concealed and secured from accidental discharge,
loss, or removal.
Secondary handguns are to be loaded with Department approved ammunition
(Attachment C).
Officers are required to supply their own practice and qualification ammunition for
secondary handguns.
Secondary handguns are authorized as back-up weapons in those instances
where an officer’s primary weapon is lost or will not function. Whenever an
officer is authorized to draw any handgun, the first choice shall be the duty
handgun. This does not restrict any officer from using a secondary handgun as a
first choice when justifiable circumstances exist.

All firearms approved for carry shall be inspected by Department authorized firearms
instructors during weapons qualifications. The inspection will be documented on the
qualifications course sheet and forwarded to the Training Officer.
RED DOT SIGHTs (RDS)
RDS are only allowed on officer purchased firearms.
Authorized/Required Equipment and Mounting.
1.
Authorized Red Dot Sight (RDS) (as listed in Attachment D)
2.
Authorized Duty Holster (listed in Attachment B).
3.
Authorized RDS Mounting.
a.
A duty pistol from the Approved Duty Handgun list (listed in Attachment A)
that is a factory optic-ready handgun that accepts an authorized red dot
sight.
b.
Authorized custom slide milling from an authorized company that accepts
an authorized red dot sight listed in this policy.
c.
Authorized direct slide replacement listed in this policy designed to replace
the slide of an approved duty pistol.
d.
Dovetail mounts are NOT authorized for the mounting of red dot sights.
4.
5.

Backup iron sights which can be utilized through the RDS are required (often
referred to as “co-witnessed”).
The officer shall bear all cost associated with the purchase, use and
maintenance of the self-purchased RDS and RDS equipped duty handgun to
include but not limited to the red dot sight, holster and batteries.

C.

RDS Duty Handgun Initial Training
1.
The Department shall provide the officer with a mandatory training class
instructed by a certified instructor before an officer can utilize an RDS duty
handgun.
a.
Training protocols will be outlined by the Training Division with approval
from the Deputy Chief of Administration.

D.

RDS Duty Pistol Qualification
1.
Officers will qualify with their RDS duty handgun during one of the department’s
two (2) mandatory firearm training sessions conducted each calendar year. The
officer will be required to pass the department’s RDS duty handgun qualification.
2.
The department’s RDS duty handgun qualification will consist of the following:
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a.

b.

3.

E.

OPER.05.6
A.

Officers are required to demonstrate proficiency during the qualification
by achieving a passing score on the Department’s standard qualification
course while only utilizing the backup iron sights.
Officers are required to demonstrate proficiency during the qualification
by achieving a passing score on the Department’s standard qualification
course while utilizing the red dot sight.

Remedial training by instructors approved by the Department shall be provided to
officers who fail to qualify with their RDS duty pistol prior to allowing the officer to
continue to carry their RDS duty pistol in the performance of their duties.
a.
If remedial training with their RDS duty pistol is ineffective and the officer
is still unable to qualify the officer may be issued a Department owned
handgun, at which time the officer will be required to qualify with the
department owned handgun (OPER.05.3).
b.
Officers who have been on an extended leave or suffered an injury for
which he/she have been absent or performing light-duty in excess of six
months, either of which may affect their use of an RDS duty pistol, must
demonstrate proficiency and qualify with their RDS duty pistol prior to
returning to duty.

During the Department’s RDS duty handgun qualification, officers will be required to
replace the red dot sights battery while in the presence of a certified firearms instructor.
The officer will then confirm that the RDS is still zeroed.
CARRYING OF HANDGUNS
Officers shall carry the Department handgun, or approved handgun, while on duty, except
as follows:
1.
2.
3.
4.
5.

When the officer is in the booking/jail area.
When the officer is in any cell or interview room and a prisoner/suspect is
present.
When the presence of a handgun might jeopardize the outcome of a covert
operation or investigation.
Any other circumstances for which, in the opinion of supervisory personnel,
render the requirement impractical.
Special exceptions as deemed appropriate by the Chief of Police.

B.

Handguns are to be holstered and secure when carried on-duty, unless removed from
their holster in the course of an officer’s official duties.

C.

Handguns shall be carried fully loaded with a round in the chamber and a fully loaded
magazine in the magazine well.

OPER.05.7

CARE AND MAINTENANCE OF DUTY HANDGUNS

A.

Officers shall regularly inspect their weapons to ensure that they are in proper working
order, clean and free of signs of corrosion or deterioration.

B.

No officer shall carry any weapon that has been modified in any way without
authorization from the Chief of Police or his designee.

C.

Officers are required to clean their weapons after practice or qualification. Cleaning of
weapons must occur within 48-hours after a Department qualification or training.
Weapons will be subject to inspection. Officers who practice on their own shall ensure
that their duty and secondary weapons are cleaned prior to reporting for duty on their
next scheduled workday.

WPD General Orders Manual

OPER.05 – WEAPONS

7 of 9

D.

Duty weapons fired in deadly force situations, or by accident, will not be cleaned without
authorization from the Chief of Police.

E.

Duty Weapons that are found to be unsafe or not functioning properly must be reported to
a supervisor immediately. The weapon will be taken out of service and a replacement
weapon issued. The supervisor shall notify the Training Officer of the weapon’s defects.

OPER.05.8
A.
B.

OPER.05.9

SECURITY OF HANDGUNS
Officers are responsible for the security of their handguns.
Adequately securing handguns to ensure their safety when not in use shall include any of
the following procedures:
1.
Use of a trigger lock
2.
Placing the handgun in a locked storage container
3.
Locking the holstered handgun in their Department locker.
OFF-DUTY HANDGUNS

A.

The Waukegan Police Department does not require its sworn officers to carry a handgun
while off-duty. Those sworn officers that choose to carry a handgun while off-duty must
keep it concealed and have police credentials with them.

B.

Officers electing to carry a handgun off-duty, outside of the City of Waukegan, must do so
in compliance with the laws applicable to the where the Officer is located.

OPER.05.10

SPECIALIZED FIREARMS

A.

Specialized firearms include all of the weapons listed below:
1.
40 mm Delivery System
2.
Pepperball Delivery System

B.

40mm Less-Lethal Delivery System
1.
2.
3.
4.
5.

C.

Only officers selected by the Chief of Police, who are trained and qualified in their
use, are authorized to deploy the 40mm less-lethal delivery system.
Only 40mm less-lethal delivery system devices and ammunition owned and
issued by the Department will be used.
While in the police facility, the 40mm less-lethal delivery system will be stored in
the equipment issue room or range armory.
40mm less-lethal delivery systems stored in the police facility shall have no
ammunition chambered.
Any damaged or non-functioning 40mm less-lethal delivery system will be
reported to the Training Officer and immediately removed from service.

Pepperball Delivery System
1.
2.
3.
4.
5.
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Only officers selected by the Chief of Police, who are trained and qualified in their
use, are authorized to deploy the Pepperball delivery system.
Only Pepperball delivery systems owned and issued by the Department will be
used.
While in the police facility, the Pepperball delivery system will be stored in the
equipment issue room or range armory.
Pepperball delivery systems stored in the police facility shall have no ammunition
chambered.
Any damaged or non-functioning Pepperball delivery system will be reported to
the Training Officer and immediately removed from service.
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D.

All officers certified with less-lethal weapons, shall be recertified at least once each
calendar year for those weapons they are authorized to carry.

This order supersedes all previous written and unwritten policies of the Waukegan Police Department on
the above subject.

By order of:

Wayne Walles
Chief of Police
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CITY OF WAUKEGAN

DEPARTMENT OF POLICE
PROUDLY SERVING THE COMMUNITY SINCE 1859

Attachment A
Approved Duty Handguns
* All duty handguns must be full or compact size

1.

Beretta Models:
a. 92 series

(9mm)

2.

Glock Models:
a. G17 (9mm)
b. G19 (9mm)
c. G22 (.40 caliber)
d. G23 (.40 caliber)
e. G21 (.45 caliber)

3.

Sig Sauer Models:
a. 226 (9mm / .40 caliber)
b. 229 (9mm / .40 caliber)
c. 220 (.45 caliber)
d. P320 (9mm)
e. M17 (9mm)
f. M18 (9mm)

4.

Smith and Wesson Models:
a. M & P (9mm / .40 caliber / .45 caliber)
b. M & P 2.0 (9mm / .40 caliber / .45 caliber)

5.

Heckler and Koch (H&K) Models:
a. USP Series (9mm / .40 caliber / .45 caliber)
b. VP Series (9mm / .40 caliber / .45 caliber

6.

Springfield Models:
a. XD (9mm / .40 caliber / .45 caliber)
b. XD Mod 2 (9mm / .45 caliber)
c. XDM (9mm / .40 caliber / .45 caliber)
d. 1911 TRP Series (.45 caliber)

7.

1911 or 2011 Models
a. Kimber
b. Nighthawk
c. STI
d. Triarc Systems
e. Wilson Combat
Revised 7/23/2021
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CITY OF WAUKEGAN

DEPARTMENT OF POLICE
PROUDLY SERVING THE COMMUNITY SINCE 1859

Attachment B
Approved Duty Holsters
The following holsters have been approved for use with personally owned department approved
handguns. The holster finish must be consistent with the Officer’s duty gear finish.
1. Bianchi Accumold
a. Enforcer SLR Holster
2. Blackhawk
a. Serpa Level 2
b. Serpa Level 3
c. T-Series

Accumold

Plain Black
Plain Black

3. Safariland
a. SS III Holster (Nylok)
b. SS III Holster
c. SLS 6280 Series
d. SLS 6280 Series
e. SLS 6280 (Nylok)
f. 6200 Series Duty Holster
g. 6200 Series Duty Holster
h. 6300 Series Duty Holster
i. 6300 Series Duty Holster

STX Tac Black
High Gloss
High Gloss
STX Tac Black
STX Tac Black
STX High Gloss
STX Tac Black
STX High Gloss
STX Tac Black

4. Uncle Mikes
a. Pro 2
b. Pro 3

Cordura / Nylon
Cordura / Nylon
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CITY OF WAUKEGAN

DEPARTMENT OF POLICE
PROUDLY SERVING THE COMMUNITY SINCE 1859

Attachment C
Approved Duty Ammunition
The following ammunition has been approved for duty use. All primary and secondary weapons must be
loaded with the approved ammunition on this list.
1. Handgun Ammunition:
a. Speer Gold Dot
1. 380 auto
2. .38 special
3. 9mm
4. .40 caliber
5. .45 caliber
6. .32 caliber
7. .25 caliber
8. .22 caliber
2. Rifle Ammunition:
a. Speer Gold Dot
1. .223 Remington 64 grains (24448)
b. Federal Tactical Bonded
2. .223 Remington 55 grains (LE223T1)
3. .223 Remington 62 grains (LE223T3)
c.

Barnes VOR-TX
1. .223 Remington 55 grains (21520)

d. Federal Full Metal Jacket (Ball)
1. .223 Remington 55 grains
e. Black Hills TSX
1. .223 Remington 55 grains (TSX)
2. .223 Remington 62 grains (TSX)

NOTE: Officers must carry a minimum of 60 rounds from categories a, b, and c. Ammunition beyond 60
rounds may come from category d. The Officer should expend their first 60 rounds from
categories a, b, and c before expending rounds from category d, unless a particular tactical
situation calls for the use of ball ammunition as a first option.
Revised 7/23/2021
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CITY OF WAUKEGAN

DEPARTMENT OF POLICE
PROUDLY SERVING THE COMMUNITY SINCE 1859

Attachment E
Approved Less Lethal Equipment
Batons
1. Monadnock Expandable Baton
2. Any Department issued Riot Baton

Oleoresin Capsicum Aerosol Projectors
1. Sabre Defense Brand:
a. MK 3 10% OC Spray – 1.8 oz (non-flammable electronic immobilization device
compatible)
b. MK 4 10% OC Spray – 4.4 oz (non-flammable electronic immobilization device
compatible)
c. MK 6 (non-flammable electronic immobilization device compatible)
d. MK 9 (non-flammable electronic immobilization device compatible)
2. Defense Technology Brand:
a. MK-3 Stream – 1.47 oz., 4% capsaicinoid (non-flammable electronic immobilization
device compatible)

CEW Holsters
1. X2 holster: Blackhawk
2. Taser 7 holster: Safariland
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____________________________________________________________________________________
Waukegan Police Department | 101 N. West Street | Waukegan, Illinois 60085 | (847) 599-2500
www.WaukeganIL.gov

CITY OF WAUKEGAN

DEPARTMENT OF POLICE
PROUDLY SERVING THE COMMUNITY SINCE 1859

Attachment D
Approved Pistol Red Dot Sight Information
Manufacturers (RDS)
1. Trijicon: RMR 2
2. Holosun: 508T, 509T
3. Aimpoint: ACRO P-1, ACRO P-2

Pistol Slide Milling for RDS
1. Agency Arms
2. SAS Tactical Customs
3. ATEi Guns
Direct Slide Replacements
1. Glock OEM
2. Agency Arms
3. Zev Technologies
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – OPER.06
Subject: POLICE INTERACTIONS with the MENTALLY ILL
Effective: July 2, 2021

Revised: February 24, 2017
Revised: March 18, 2008
Original: May 31, 2000

PURPOSE
The purpose of this order is to provide guidance and procedures to Department employees to use when
interacting with people who are suspected to be mentally ill and/or in need of mental health treatment.

OPER.06

POLICY

The need to assess the mental state and intention of individuals is a routine requirement of officers when
performing enforcement, investigative, and many other police functions. Dealing with individuals in
enforcement situations who are known or suspected to be mentally ill holds the potential for violence,
requires an officer to make difficult judgments about the existing mental state of the individual, and
requires special police skills to effectively and legally deal with the person in order to avoid unnecessary
violence and potential violations of civil rights.

DEFINITIONS
Crisis Intervention Team (CIT): Sworn police officers of the Waukegan Police Department who have
completed a 40-hour training program and received certification in crisis intervention techniques through
the Illinois Law Enforcement Training and Standards Board.
Delusion: False beliefs that are deeply entrenched, clearly not based in reality, and are not consistent
with cultural beliefs or the individual’s level of intelligence and life experience. Individuals cling to these
false beliefs even after they have been proven to be false.
Dementia: Two or more symptoms involving progressive impairment of brain function including, but not
limited to, language, memory, visual/spatial perception, emotional behavior, and cognitive skills.
Developmental Disability (405 ILCS 5/1-106): A disability which is attributable to: (a) an intellectual
disability, cerebral palsy, epilepsy or autism; or (b) any other condition which results in impairment similar
to that caused by an intellectual disability and which requires services similar to those required by
intellectually disabled persons. Such disability must originate before the age of 18 years, be expected to
continue indefinitely, and constitute a substantial handicap.
Hallucination: Auditory, olfactory, visual, tactile false perceptions, or unreal apparitions. They do not
correspond to the stimuli that are present and have no basis in reality. Hallucinations in one culture may
not be so in another and may be considered visions or conversations with a higher being.
Intellectual Disability (405 ILCS 5/1-115): Significantly sub-average general intellectual functioning
which exists concurrently with impairment in adaptive behavior and which originates before the age of 18
years.
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Involuntary Admission; Petition (405 ILCS 5/3-601): When a person is asserted to be subject to
involuntary admission and is in such a condition that immediate hospitalization is necessary for the
protection of such person or others from physical harm. Any person 18 years of age or older may present
a petition to the director of a mental health facility in the county where the respondent resides or is
present. The director of the facility may prepare the petition.
Mental Health Crisis: A situation where a person’s normal coping mechanisms have become
overwhelmed causing that person to pose an immediate and significant risk to himself/herself or others.
Mental Health Facility (405 ILCS 5/1-114): Any private hospital, institution, or facility or section thereof,
operated by the State or political subdivision thereof for the treatment of persons with mental illness. This
includes all hospitals, institutions, clinics, evaluation facilities, and mental health centers that provide
treatment to such persons.
Mental Illness (405 ILCS 5/1-129): A mental or emotional disorder that substantially impairs a person’s
thoughts, perception of reality, emotional process, judgment, behavior, or ability to cope with the ordinary
demands of life. This does not include a developmental disability, dementia, or Alzheimer’s disease
absent psychosis, a substance abuse disorder, or an abnormality manifested only by repeated criminal or
otherwise anti-social conduct.
Peace Officers; Petitions (405 ILCS 5/3-606): A peace officer may take a person into custody and
transport him/her to a mental health facility when the peace officer has reasonable grounds to believe that
the person is subject to involuntary admission and in need of immediate hospitalization to protect such
person or others from physical harm. Upon arrival at the facility, the peace officer may complete the
petition under Section 3-601. If the petition is not completed by the peace officer transporting the person,
the transporting officer’s name, badge number, and employer shall be included in the petition as a
potential witness as provided in 405 ILCS 5/3-601.
Persons Subject to Involuntary Admission (405 ILCS 5/1-119): A person with mental illness, and
who, because of his/her illness, is reasonably expected to inflict serious physical harm upon
himself/herself or another in the near future; which may include threatening behavior or conduct that
places another individual in reasonable expectation of being harmed; or a person who, because of his/her
illness is unable to provide for his/her basic physical needs so as to guard himself/herself from serious
physical harm without the assistance of family or outside help.
Psychosis: A loss of contact with reality; typically includes delusions and hallucinations.

OPER.06.1
A.

RECOGNITION OF ABNORMAL BEHAVIOR
Officers are not expected to make judgments of mental or emotional disturbance, but
rather to recognize behavior that is potentially destructive and/or dangerous to and
individual or others. Officers should not rule out other potential causes including, other
medical conditions, reactions to narcotics or alcohol, or temporary emotional crises that
are situational. The following are generalized signs and symptoms of behavior that may
suggest the presence of a mental illness. Officers should evaluate these behaviors in the
total context of the situation when making judgments about an individual’s mental state
and need for intervention, absent the commission of a crime.
1.

Mentally ill persons may show signs of strong and unrelenting fear of persons,
places, or things. The fear of people or crowds, for example, may make the
individual extremely reclusive or aggressive without apparent provocation.

2.

An individual who demonstrates extremely inappropriate behavior in a given
context may be mentally ill. For example, a motorist who engages in road-rage
by physically attacking another motorist may be emotionally unstable.
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B.

OPER.06.2
A.

3.

Mentally ill persons may be easily frustrated in new or unforeseen circumstances
and may demonstrate inappropriate or aggressive behavior in dealing with the
situation.

4.

Abnormal memory loss related to such common facts as name, home address,
etc. These may also be signs of other physical ailments such as a head injury or
Alzheimer’s disease.

5.

Behavior that is clearly a result of delusions or hallucinations.

6.

Unrealistic belief that an individual suffers from extraordinary physical maladies
that are not possible, such as a person who is convinced that his/her heart has
stopped beating for an extended period.

7.

Obsession with recurrent and uncontrolled thoughts, ideas, and images, in
addition to extreme confusion, fright, or depression.

8.

Mental illness may also be displayed when an individual suddenly changes
lifestyle, which may include an unwillingness to live up to commonly accepted
rules and responsibilities, sudden and/or drastic mood swings, serious lack of
financial judgment, dramatic employment or domestic changes, and extreme
changes in dress and sexual promiscuity.

Causes of abnormal behavior may include mental illness, but should not be confused
with behavior related to developmental disabilities. These include the following:
1.

Sub-normal intellectual capacity and deficiencies in a person’s ability to deal
effectively with social conventions and interactions. The intellectually disabled
may display behaviors that are rational but are similar to a small child. In
contrast, the mentally ill may not be intellectually impaired and may act as
rational, functional members of society; their behavior generally fluctuates
between normal and the irrational. The intellectually impaired do not
demonstrate this type of behavioral fluctuation.

2.

Persons suffering from Cerebral Palsy exhibit motor dysfunction that may be
confused with some characteristics of either intellectual impairment or mental
illness. These include awkwardness in walking, involuntary, uncontrollable
movements or seizures, and problems with speech and communication.

3.

Autistic persons often engage in compulsive behavior or repetitive and peculiar
body movements. They may also display unusual reactions to objects or people
they see around them, appear insensitive to pain, and may be hyperactive,
passive, or susceptible to tantrums. Such persons may also appear intellectually
impaired in some areas, but highly capable or gifted in others.

ASSESSING RISK
Not all mentally ill persons are dangerous; some may represent danger only under
certain circumstances or conditions. Officers may use several indicators to determine
whether an apparently mentally ill person represents an immediate or potential danger to
himself/herself, the officer, or others. These include, but are not limited to the following:
1.
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B.

OPER.06.3
A.

2.

Statements by the individual that suggest that he/she is prepared to commit a
violent or dangerous act. Such comments may range from subtle innuendos to
direct threats.

3.

A personal history that reflects prior violence under similar or related
circumstances. This history may be known to the officer, family, friends, or
neighbors and all efforts should be made to obtain as much background
information as possible.

4.

Failure of the individual to act on threats prior to arrival of the police is not an
indication that there is no danger.

5.

The amount of self-control that the individual demonstrates is significant,
particularly the control over emotions, rage, anger, fright, or agitation. Signs of a
lack of control include extreme agitation, inability to sit still or communicate
effectively, wide eyes, and rambling thoughts and speech.

The volatility of the environment is a particularly relevant factor that officers must
evaluate. Agitators or other person that may affect the individual or a particularly
combustible environment that may incite violence should be taken into account.

CRISIS INTERVENTION TECHNIQUES
When an officer determines that an individual may be mentally ill, or suffering from a
mental health crisis, and poses a potential threat to him/herself or others, the officer take
all necessary measures to resolve any conflict; to include safely utilizing the appropriate
physical force when necessary. The following are proven techniques that will assist
officers in handling potentially mentally ill individuals:
1.

Officers should be accompanied by a backup officer, especially in cases where
an individual may need to be taken into custody. When possible, a CIT Officer or
a Supervisor should respond to assist the primary officer.

2.

If possible, attempt to take reasonable steps to deescalate the situation. Where
possible, eliminate emergency lights and sirens, disperse crowds, and assume a
quiet non-threatening manner when approaching or conversing with the
individual.

3.

Move slowly and do not excite the person. Provide reassurance that the police
are there to help and that he/she will be provided with appropriate care.

4.

Communication with the person should be on a one-on-one basis. Too many
officers attempting to communicate with the subject at one time can distract,
confuse, and agitate the subject.

5.

Attempt to determine what is bothering the individual. Relate concern for how
the person is feeling and allow the person to express his/her feelings. Do not
dispute delusions or pretend to see or hear hallucinations; simply communicate
empathy.

6.

Do not threaten the individual with arrest, as this will create additional fright,
stress, and potential aggression.
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7.

B.

OPER.06.4

Avoid topics that may agitate the person and guide the conversation by asking
simple questions to determine if the person is oriented (name, address,
telephone number, time of day, day of the week, date, etc.).

Officers should always attempt to be truthful with a mentally ill individual. If the subject
becomes aware of deception, he/she may wish to withdraw from the contact in distrust
and become hypersensitive or retaliate in anger.

CUSTODY AND REFERRAL PROCEDURES

A.

After an appropriate investigation and when a determination is made that a person poses
a risk of harm to himself/herself or others and in situations where the person is unable to
care for his/her basic needs, he/she should be transported to the nearest, appropriate
hospital emergency room for a psychological evaluation.

B.

If the person is cooperative and agrees to go to the hospital, the following transportation
options may be used:

C.

1.

Waukegan Fire Department ambulance or designated mutual aid unit.

2.

Waukegan Police Department vehicle.

3.

Any other means of transportation must be approved by a Command
Officer.

When an individual is reluctant, unwilling, combative, or needs to be coerced into going to
the hospital, the individual should be taken into protective custody for an involuntary
admission for evaluation. Officers may restrain the individual by use of handcuffs,
flexcuffs, or other restraints if necessary. Officers should be aware that the use of
restraints on mentally ill persons might aggravate their aggression.
1.

Transport shall be made by a Waukegan Fire Department ambulance or
designated mutual aid unit. When an individual is physically combative, a police
officer shall ride in the ambulance.

2.

Transport in a Police Department vehicle is authorized only upon approval of a
supervisor.

3.

The primary officer shall prepare a Petition for Involuntary/Judicial Admission.
This petition will assert that the person is in need of evaluation and must be
completed fully. All behavior and actions that resulted in the decision that the
person was in need of a mental health evaluation must be described in the
petition.

4.

Completed petitions will be submitted to the emergency room attending staff.

D.

A case report must be completed, documenting in detail what occurred on any call
involving any involuntary admission into a hospital.

E.

Mental health incidents that do not involve an involuntary admission do not require a case
report if recorded on the officer(s) body worn camera.

F.

At times, a court order for temporary detention and examination may be issued by a
judge that authorizes a peace officer to take custody of a person in need of mental health
treatment and transport them to a mental health facility. Officers encountering such
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instances shall perform the transport and complete a case report, to include a copy of the
order.
G.

Referrals to community mental health resources will be made to individuals and family
members when, in the best judgment of the officer, the circumstances do not require the
individual be taken into protective custody. Ideally, people should be directed to contact
the Lake County Health Department and Community Health Center in Waukegan or a
local hospital emergency room for individualized referrals. Should the individual needing
assistance be a veteran, such referrals should be made the Veterans Affairs Hospital in
North Chicago.

H.

Pursuant to 430 ILCS 65/8.1 (d)(2), sworn personnel of the Waukegan Police Department
shall report any person who is a clear and present danger to the Illinois State Police
Firearms Service Bureau within 24-hours of the determination using the process
described in OPER.03.5(A), entitled Firearm Concealed Carry Act.

OPER.06.5
A.

B.

OPER.06.6

CRISIS INTERVENTION TEAM (CIT) FUNCTION
The Crisis Intervention Team (CIT) is composed of sworn officers from various divisions
within the Department who have successfully completed a 40-hour certification course. It
is designed to serve as a resource for information and issues relevant to mental illness.
Team members are expected to:
1.

Assist at the scene of mental health crisis incidents whenever possible and
practical.

2.

Answer, research, or appropriately refer mental illness-related questions asked
by Department employees or members of the community.

3.

Possess knowledge of mental health resources and develop relationships with
local providers.

4.

Attend additional training to further their knowledge of mental illness and related
CIT topics. CIT Officers also need to remain aware of current trends in the field
and relevant law updates.

Crisis Intervention Team membership is a collateral assignment and members must
maintain their individual certifications.

ASSISTING WITH A COMBATIVE PATIENT

A.

On occasion, the Waukegan Police Department receives a request for uniformed officers
to accompany a mental health service provider or caseworker to a specific location to
conduct a status-check on a client. The responding officers are solely a precautionary
measure to assure the safety of the responding mental health service provider or
caseworker. Police interaction and/or intervention will only occur on an as needed basis.
Officers in these situations, where no arrest of involuntary admission occur, who have
captured the incident on their body worn cameras, need not complete a case report.

B.

In the event the Waukegan Police Department receives a request for uniformed officers
to accompany a mental health service provider or caseworker to a specific location to
take a person into protective custody for transport to a mental health facility, the situation
will be handled as delineated in this order. The admission of the subject will be handled
by the mental health service provider or caseworker. A case report will be generated.
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C.

OPER.06.7

Officers responding to situations in which a hospital has requested police assistance in
dealing with a combative mentally ill patient in need of restraint shall adhere to the
following guidelines:
1.

A minimum of two officers and a field supervisor will respond. If possible, an
available CIT Officer will be one of the two officers responding.

2.

In compliance with hospital policy, the responding officers and field supervisor
should consider securing their firearms in the hospital safe or security office, prior
to entering a secured ward. Supervisors may override hospital policy regarding
firearms in the secured ward should they deem the weapons necessary.

3.

Responding officers shall make a reasonable effort to obtain voluntary
compliance from the unruly patient.

4.

In the event physical force is required, officers will be governed by General Order
OPER.05 – Use of Force.

5.

A case report is required, and in those incidents requiring physical force, a use of
force entry in Blue Team will be generated.

TRAINING

A.

All sworn officers will receive training on dealing with the mentally ill during recruit training
at the police academy and during the Field Training Program.

B.

Refresher training will be offered every three years. Attendance is mandatory for all
sworn officers.

C.

All Department personnel who routinely interact with the public will be provided guidance
and training in dealing with the mentally ill.

D.

Additional training for CIT Officers may consist of in-house training and/or outside training
as determined by the CIT Coordinator.

This order supersedes all previous written and unwritten policies of the Waukegan Police Department on
the above subject.

By order of:

Wayne Walles
Chief of Police
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – OPER.07
Subject: DOMESTIC VIOLENCE

Effective: June 7, 2017

Revised:
Revised: October 14, 2016
Original: March 18, 2008

PURPOSE
The purpose of this order is to establish policy and procedures for responding to domestic violence calls
as mandated by the Illinois Domestic Violence Act of 1986 as amended (see 725 ILCS 5/112A-27):
"Every law enforcement agency shall develop, adopt, and implement written policies regarding arrest
procedures for domestic violence incidents consistent with the provisions of this Article. In developing
these policies, each law enforcement agency is encouraged to consult with community organizations
and other law enforcement agencies with expertise in recognizing and handling domestic violence
incidents."

OPER.07

POLICY

It is the policy of the Waukegan Police Department to provide immediate, effective assistance and
protection to victims of domestic violence and to take appropriate action against offenders. This
Department and its officers will treat all acts of domestic violence as criminal conduct. Domestic violence
incidents shall be treated in the same manner as all other requests for police assistance in cases where
there has been physical violence or the threat thereof.
DEFINITIONS
Abuse: Physical abuse, harassment, intimidation of a dependent, interference with personal liberty, or
willful deprivation, but does not include reasonable direction of a minor child by a parent or person in loco
parentis.
Adult with Disabilities: An elder or high-risk adult with physical or mental disabilities. Such persons
need not have been adjudicated as incompetent.
Aggravated Battery (Shelter) (720 ILCS 5/12-4(a)(16)): In committing a battery, a person commits
aggravated battery if he or she is within any building or other structure used to provide shelter or other
services to victims and/or dependent children of victims of domestic violence, or if the battered person is
within 500 feet of such a building or structure and going to or from said structure.
Aggravated Domestic Battery (720 ILCS 5/12-3.3): A person who, in committing a domestic battery,
intentionally or knowingly causes great bodily harm, permanent disability, or disfigurement.
Aggravated Stalking (720 ILCS 5/12-7.4): When, while committing the act of stalking, a person also
causes bodily harm or confines/restrains a victim, or violates an order of protection.
Child Abduction (720 ILCS 5/10-5): When a person violates the terms of a valid court order granting
sole or joint custody or the care/possession of children to another person, by concealing or detaining the
child from the jurisdiction of the court.
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Domestic Battery (720 ILCS 5/12-3.2): A person commits domestic battery if he or she intentionally or
knowingly and without legal justification, by any means, causes bodily harm to a family or household
member or makes contact of an insulting or provoking nature with any family or household member
Domestic Violence: The act of committing a criminal offense defined as abuse against a family or
household member.
Elder Adult with Disabilities: An adult, prevented by advanced age, from taking appropriate action to
protect him or herself from abuse by a family or household member.
Exploitation: The illegal, including tortious, treatment of a high-risk adult or the assets or resources of an
elder or high-risk adult with disabilities. Exploitation includes, but is not limited to, the misappropriation of
assets or resources of an elder or high-risk adult with disabilities by undue influence, by breach of a
fiduciary relationship, by fraud, deception, or extortion, or the use of such assets or resources in a
manner contrary to the law.
Family or Household Members: Spouses, former spouses, parents, children, stepchildren and other
persons related by blood or by present or prior marriage, persons who share or formerly shared a
common dwelling, persons who have, or allegedly have, a child in common, persons who share, or
allegedly share, a blood relationship through a child, persons who have or have had a dating or
engagement relationship, persons with disabilities and their personal assistants, and caregivers as
defined in paragraph (3) of subsection (b) of Section 12-21 of the Illinois Criminal Code of 1961. Neither
a casual acquaintanceship nor ordinary fraternization between two individuals in business or social
contexts shall be deemed to constitute a dating relationship. In the case of a high-risk adult with
disabilities, "family or household member" includes any person who has the responsibility for a high-risk
adult as a result of a family relationship or who has assumed responsibility for all or a portion of the care
of a high-risk adult with disabilities voluntarily, or by express or implied contract, or by court order.
Harassment: Conduct which is not necessary to accomplish a purpose which is reasonable under the
circumstances; would cause a reasonable person emotional distress; and does cause emotional distress
to another. Unless the presumption is rebutted by a preponderance of the evidence, the following types
of conduct shall be presumed to cause emotional distress:
1. Creating a disturbance at a person’s place of employment or school;
2. Repeatedly telephoning a person’s place of employment, home or residence;
3. Repeatedly following a person about in a public place or places;
4. Repeatedly keeping a person under surveillance by remaining present outside his or her home,
school, place of employment, vehicle or other place occupied by petitioner or by peering in
petitioner's windows;
5. Improperly concealing a minor child from a parent or guardian, repeatedly threatening to improperly
remove a minor child of the parent or guardian from the jurisdiction or from the physical care of the
custodial parent or guardian, repeatedly threatening to conceal a minor child from the custodial parent
or guardian, or making a single such threat following an actual or attempted improper removal or
concealment, unless the offender was fleeing from an incident or pattern of domestic violence; or
6. Threatening physical force, confinement or restraint.
High-Risk Adult with Disabilities: Any person aged 18 or over, with a physical or mental disability that
impairs his or her ability to seek or obtain protection from abuse, neglect, or exploitation.
Interference with Personal Liberty: Committing or threatening to commit physical abuse, harassment,
intimidation, or willful deprivation in order to compel a person to engage in conduct from which (s)he has
a right to abstain or to refrain from, or in which (s)he has a right to engage.
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Interfering with the Reporting of Domestic Violence (720 ILCS 5/12-6.3): When a person, after
committing an act of domestic violence, prevent the victim or a witness of such act from calling 911,
obtaining medical assistance, or making a report to a law enforcement official.
Intimidation of a Dependent: Subjecting a person who is dependent due to age, health, or disability to
participate in or witness physical force against another or the physical confinement or restraint of another
constituting physical abuse as defined herein, regardless of whether the abused person is a family or
household member.
Neglect: The failure to exercise a degree of care toward a high–risk adult with disabilities which a
reasonable person would exercise in the same or like circumstances, and includes but is not limited to the
failure to take steps to protect a high-risk adult with disabilities from acts of abuse, repeated, careless
imposition of unreasonable confinement, failure to provide food, shelter, clothing, and/or personal hygiene
to a high-risk adult with disabilities, the failure to provide medical or rehabilitative care to a high-risk adult
with disabilities, or the failure to protect a high-risk adult with disabilities from health and safety hazards.
Neglect does not include the failure to provide in those situations where a high-risk adult with disabilities
objects to care in the absence of a court order.
Order of Protection: A judicial order preventing the respondent from abuse of the petitioner. Such
orders contain very specific constraints on behavior of the respondent and remedies from abuse of the
petitioner in order to prevent further acts of Domestic Violence. Orders of Protection are issued as either
Emergency, Interim, or Plenary.
Petitioner: A named person and/or any other person who is a victim of abuse on whose behalf the
petition for an Order of Protection is brought. Also means any other person protected by the Illinois
Domestic Violence Act.
Physical Abuse: Any knowingly reckless use of physical force, confinement, or restraint. Also includes
sexual abuse, or any conduct that creates an immediate risk of physical harm. Repeated and
unnecessary sleep deprivation is also defined as Physical Abuse.
Respondent: An individual to whom an order of protection is directed and remedies imposed upon.
Stalking (720 ILCS 5/12-7.3): Knowingly and without legal justification, on at least two separate
occasions, follows a person or places a person under surveillance or any combination thereof, and, at any
time commits or committed an act of domestic abuse against the victim.
VINE Program (Automated Victim Notification Program: The VINE program provides victims of
domestic violence and other crimes information regarding case and/or custody status of offenders.
Violation of Order of Protection (720 ILCS 5/12-30): When a respondent commits an act which was
prohibited by the court, or fails to commit an act ordered by the court. Such violations can only occur
after the respondent has been served notice of the contents of the protective order.
Willful Deprivation: Willfully denying a person who, because of age, health, or disability requires
medication, medical care, shelter, accessible services, food, therapeutic devices, or other physical
assistance. Such acts expose persons to the risk of physical, mental or emotional harm. This definition
does not apply to medical care or treatment when the dependent person has expressed the intent to forgo
such medical care or treatment.
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OPER.07.1
A.

RESPONSE TO DOMESTIC-RELATED INCIDENTS
Communication Division
1.

B.

Dispatchers, upon receipt of a call for service involving domestic violence, shall
assess the situation as thoroughly as possible and dispatch the necessary units.
Communications personnel will obtain minimal response information, whenever
practical, which shall include, but not be limited to:
a.

Exact location (street, house or apartment number).

b.

Identity of the complainant and the complainant’s involvement.

c.

Nature of the complaint and the extremity of the situation.

d.

If anyone is injured, and if there’s a need for additional emergency
services or equipment.

e.

If weapons are involved and their location and description.

f.

Suspect’s identity and their immediate location.

g.

Complete description of the suspect.

h.

Whether any party is suspected to be under the influence of alcohol or
drugs.

i.

Any other persons at the scene who may be at risk.

j.

If there is an active Order of Protection.

k.

If the suspect has left the scene, the last known direction of travel,
possible destination, and the potential risk to others.

l.

Description of the suspect’s vehicle if used to leave the scene.

2.

Dispatchers will check the name and address reported in the call against
available in-house data to determine whether there were previously reported
incidents involving the same parties and/or same address. This information must
immediately be relayed to the responding officers.

3.

A minimum of two officers will be dispatched to all in progress domestic disputes.

4.

Communication personnel will dispatch all domestic violence incidents as a
"Domestic Dispute" followed by other pertinent facts.

5.

It is the policy of the Waukegan Police Department to retain a copy of all
911, non-emergency calls, and radio traffic for a period of 90 days. Requests for
copies of the emergency (911) or non-emergency calls shall be made to
Communication Supervisory personnel via e-mail.

Police Response
1.

Officers will respond to and investigate complaints of persons who are victims of
domestic violence, in a safe and expeditious manner, without delay.

2.

All such calls should be treated as potentially dangerous high-risk incidents for
the officers’ safety and the safety of any potential victims.

3.

No officer will respond to an in-progress domestic call without a cover officer.
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OPER.07.2

OFFICERS’ RESPONSIBILITIES

A.

The Illinois Domestic Violence Act of 1986, as amended, requires officers to assist the
victim, to arrest the abuser when appropriate, and to make a report of every criminal
incident.

B.

If an officer has reason to believe that a person has been abused by a family or
household member, the officer will immediately take all reasonable steps to prevent
further abuse, including, but not limited to, the following:
1.

Advise Communications of the nature and extent of any injuries and request an
ambulance if necessary, or requested by the victim.

2.

If requested by the victim, transport or arrange for transportation of the victim and
any minors or dependents in the victim's care, to a medical facility if treatment is
necessary and an ambulance will not be responding.

3.

If the Lake County Courthouse is closed, provide or arrange for transportation for
the victim and any minors or dependents in the victim's care, to a judge or other
authority so the victim may file a petition for an emergency Order of Protection, if
requested and deemed necessary.

4.

Accompany the victim to his or her residence for a reasonable period of time to
remove necessary personal belongings and possessions.

5.

When the victim chooses to leave the scene of the offense, it shall be presumed
that it is in the best interest of any minors or dependents in the victim's care to
remain with the victim, or a person designated by the victim, rather than to
remain with the abusing party. If there is a question of neglect or abuse of a
minor child, a Juvenile Officer shall be contacted immediately, along with the
Department of Children and Family Services (DCFS), (1-800-25-ABUSE / 1-800252-2873).

6.

Furnish the victim with the Illinois Domestic Violence Victim/Witness Information
Packet (Attachment A), which advises the victim of his or her rights under the
Illinois Domestic Violence Act of 1986. In cases involving physical violence, the
officer will also provide the victim with the Victim’s Rights form in either English or
Spanish (Attachment B).

7.

Advise the victim of their right to petition for an emergency Order of Protection as
well as referring the victim to an appropriate social service agency.

8.

Providing the victim with the name and badge number of the primary officer
handling the call for service.

9.

In the event the officer does not have Illinois Domestic Violence information in an
appropriate language, they will contact the Victim Assistance Unit of the Lake
County State’s Attorney’s Office to make arrangements to obtain the information
for the victim as soon as possible.

10.

Advise the victim of his or her right to file a criminal complaint at a later date and
where and how such a complaint can be filed.

11.

Advise the victim of the importance of seeking medical attention and preserving
evidence, including photographs of injuries or damage to property.
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12.

Advise the victim to contact A Safe Place/Lake County Crisis Center for
assistance after an incident of domestic violence. The 24-hour hotline number is
1-847-249-4450.

NOTE: It is critical to maintain the confidentiality of the location of a Safe Place in order to protect
their residents. Victims will only be transported to Safe Place after they have been screened,
interviewed, and granted admission by A Safe Place. At no time, will A Safe Place’s address or
geographic area be transmitted over the police radio. All victims must be transported or escorted
to A Safe Place by a police officer.

OPER.07.3
A.

DOMESTIC INCIDENT REPORTING AND DOCUMENTATION
Whenever an officer receives a report or allegation of any criminal offense committed
between family or household members a case report and all required supporting
documentation must be prepared, whether or not an arrest is made. The report shall
include the following:
1.

Description of the offense(s). The reporting officer is required to record, in some
manner, the victim's statement as it pertains to the elements of the crime. The
victim's statement must be complete, accurate, and describe the actions of the
offender.

2.

The case report will include the investigating officer’s observations of the victim,
abuser, visible injuries, the presence of weapons, property damage, and all other
circumstances and facts pertinent to the incident.

3.

The victim’s assessment of the frequency and severity of prior incidents of
abuse, neglect, or exploitation by the same family member.

4.

The number of prior requests for police assistance recorded by the Department
either in a case report or as a call for service.

5.

The investigating officer should interview all parties separately so that the victim
and witnesses can speak freely without being intimidated by the presence of the
offender. The report should include interviews and statements from all other
persons present at the time of the incident, including minor children.

6.

The officer will supply the victims and witnesses the Waukegan Police
Department Victim/Witness Statement form (Attachment C) for the victim to write
a statement describing the incident as indicated above. The investigating officer
will make a diligent effort to obtain a signed written statement from the victim, a
statement that has been transcribed by the officer and signed by the victim, or a
statement recorded by the Officer’s body worn camera (BWC) after obtaining
consent for the recording from the victim. If the BWC is used to record the
statement, the officer will indicate such in the narrative portion of his/her case
report.

7.

The investigating officer will complete the yellow Domestic Violence Supplemental
Report Form (Attachment D). Injuries will be documented in the case report and on
a Domestic Violence Supplemental Report Form’s injury diagram (Attachment E).
Injury diagram forms are available in Male-Female, Male-Male, Female-Female
depending on the gender of the involved parties.

8.

The Domestic Violence Risk Assessment Form (Attachment F) shall be
completed in accordance with the following:
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a.

In the event of an arrest, the arresting officer must complete the
Domestic Violence Risk Assessment Form. A photocopy of this form
and the arrestee’s printed criminal history must be attached to the
charging documents and turned over to the Assistant State Attorney at
the suspect’s initial bond court appearance.

b.

In cases where the suspect is not arrested and further investigation is
being pursued through the Detective Bureau, the responsibility for the
completion of the Domestic Violence Risk Assessment Form is
delegated to the Detective assigned to the case.

c.

In cases where there are no injuries, the diagrams on either the
Domestic Violence Supplemental Report Form or the Domestic Violence
Risk Assessment Form need not be completed.

9.

Any voluntary statement(s) made by the suspect.

10.

In the event a suspect is present, and an arrest is not made, the report must
clearly indicate sufficient reasons for the lack of an arrest.

11.

In determining whether a person is the primary aggressor the officer shall
consider any prior incidents related to the involved parties, the severity of injuries
on each person, the likelihood of future injury to each person, appearance of
defensive injuries.

B.

All reports shall be reviewed by a supervisor for completeness and to assure that the
appropriate action was taken.

C.

Reports will be forwarded through the appropriate channels via the Department’s
reporting system.

D.

In instances of domestic disputes that are verbal in nature, and no physical or other
criminal act has occurred, officers do not need to create a case report.

OPER.07.4
A.

B.

EVIDENCE COLLECTION
If an Evidence Technician is unavailable, officers may photograph, with their Body Worn
Camera (BWC) or Department-issued cellular telephone, any visible injuries or other
evidence of domestic violence (damaged or disturbed furniture, torn or ripped clothing,
etc.).
1.

If an arrest is made, photographs of the victim will be taken regardless of visible
injuries.

2.

Any photographs taken using a Department-issued cellular telephone will be
processed according to General Order OPER.17(J)(2).

An Evidence Technician may respond and process the scene. Processing should include
photographs documenting personal injuries or property damage sustained by the victim.
The Evidence Technician shall collect or photograph any articles that can be used
to corroborate the occurrence of the incident (e.g. pieces of broken glass, torn clothing,
any articles that are bloodstained, or any damaged property).
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C.

OPER.07.5
A.

B.

The lack of physical evidence to substantiate the claims of either the victim or defendant
must also be carefully examined and documented for potential evidentiary value. The
suspect will also be checked for injuries, such as bloody hands, scratches, etc. The
suspect’s injuries, or lack thereof, will also be documented and photographed.

ARRESTS
When probable cause exists, and in the following circumstances, an officer shall make an
arrest for incidents of domestic violence.
1.

When a felony has been committed.

2.

When a misdemeanor has been committed and the victim has visible signs of
injury, or when any weapon has been used to inflict injury or to
intimidate/threaten the victim.

3.

When a misdemeanor has been committed, and there are minor children present
in the home who could be emotionally or physically harmed by further acts of
violence.

4.

When a misdemeanor has been committed, and the officer is aware that the
abuser has committed other acts of domestic violence in the past.

5.

When an offense is committed in the presence of the officer.

6.

When an officer has confirmed that a valid order of protection is in effect, and a
condition of the order has been violated by the offender. Officers must determine
that the offender has been served with a copy of the order of protection or has
actual knowledge of the contents of the order. The officer should check the
victim's copy of the order of protection or verify provisions of the order via
LEADS.

7.

In incidents involving mutual combatants or when both parties allege to be victims,
the responding officer(s) must use their best judgement as to which party was the
primary aggressor. The Lake County State’s Attorney’s Office rarely charges both
parties in a domestic violence incident and it is the responding officer(s)
responsibility to make the initial decisions related to arrest.

All arrests related to domestic violence, felony or misdemeanor, must be screened by the
Felony Review Division of the Lake County State’s Attorney’s Office.
1.

If the Assistant State’s Attorney screening the case denies charges, no officer will
charge a lesser offense related to the incident. This does not prevent the officer
from charging the arrestee with an unrelated charge (warrant, charges stemming
from an unrelated incident, etc.).

2.

The name of the Assistant State’s Attorney approving or denying charges shall
be documented in the case report.

C.

No person arrested for any domestic violence incident shall be issued a recognizance
bond by any officer.

D.

No person arrested for any domestic violence, with charges approved by the State’s
Attorney’s Office, shall be released on bond without attending Bond Court.
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E.

OPER.07.6

Should any arrestee also be a parolee, the arresting officer will contact the Illinois
Department of Corrections (IDOC) to make a notification of arrest in order to allow IDOC
to review the situation and issue a parole violation warrant if necessary.

NON-ARREST SITUATIONS

A.

In incidents where the suspect is not on scene, officers shall make all reasonable efforts
to locate the suspect. The case report shall include all steps that the officer took to locate
the suspect.

B.

If the suspect is not arrested, the officer is required to assure that all steps outlined in
OPER.07.2, OPER.07.3, and OPER07.4, above are followed, as applicable.

OPER.07.7
A.

B.

OPER.07.8
A.

ASSISTS WITH BELONGINGS
When officers are dispatched to an assist with belongings, it is the primary officer’s
responsibility to check the person requesting the assist through LEADS and NCIC to
verify that there is no active order of protection against the requesting party.
1.

Communications personnel shall make every attempt to locate the existence of
orders of protection in assist with belongings requests, when possible, prior to
dispatching the call for service.

2.

Should an active order of protection exist, officers will not perform an assist with
belongings without an active court order dated AFTER the effective date of the
active order of protection.

No officer will conduct an assist with belongings after 10:00 pm unless approved by a
shift supervisor. Persons requesting assist with belongings service after 10:00 pm,
should be advised that the police department only performs that service between 7:00 am
and 10:00 pm.

ORDERS OF PROTECTION
Emergency Orders
1.

A petition for emergency order of protection may be filed whenever the victim
or any minor children have been abused, harassed, or threatened by a family or
household member and there is an immediate and present danger of
further abuse. In situations where the offender is being arrested, the decision to
seek an emergency order of protection should be considered by the victim in
addition to statutory bond provisions.

2.

A Safe Place or the Felony Review Division of the State's Attorney's office may
be contacted for 24-hour assistance in applying for emergency orders of
protection.

3.

Emergency orders of protection can be obtained from the on-call judge during the
night, weekends, or during other non-business hours. The name and address of
the on-call judge is available from the Lake County Sheriff's Office. If an officer
has difficulty reaching the on-call judge, the on-call Assistant State’s Attorney
may be contacted for assistance.
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4.

At no time, will the telephone numbers or addresses of the on-call judge or the
on-duty State’s Attorney be shared with victims/petitioners.

5.

The on-call judge has access to all necessary forms for emergency orders of
protection. The petitioner will fill out the Petition for Order of Protection and the
Emergency Order of Protection forms.

6.

During normal business hours (08:30 – 16:30) A Safe Place maintains an office
in the courthouse adjacent to the domestic violence courtroom. Staff and
volunteers are available to assist in obtaining orders of protection.

7.

If the victim has been taken to A Safe Place, the petition will be completed by
the complainant with the assistance of the victim advocate.

B.

The judge who signs an order of protection will retain the original copies of the petition,
summons, and order so that it may be filed with the Clerk of the Court on the next
business day. The order is effective from the moment it is signed. The respondent
cannot be arrested for Violation of Order of Protection until (s)he has actual notice of the
order.

C.

Immediately after the order of protection is signed by the judge, the officer assigned to
the case must fax a copy of the order to the Lake County Sheriff's Communications
Division. The Lake County Sheriff's Office will enter the Order into LEADS.

D.

Officers shall attempt to serve a copy of the emergency order upon the offender if the
offender can be located and is in close geographic proximity. If service is made upon the
offender, the Communications Division of the Sheriff's office must be notified in order to
indicate the service in LEADS.

E.

When an officer responds to a domestic violence call, Dispatchers should run an inquiry
through LEADS to determine if there is an order of protection in effect if enough identifying
information is available on the suspect. If an order of protection has been issued, the
officer shall determine whether or not the order has been served, when it expires, and what
remedies have been granted.

F.

If the respondent has not been given notice of the order, the officer should read the entire
order to the respondent. The victim's copy of the order must not be given to the
respondent. Where possible, a copy of the order should be given to the respondent.

G.

The State of Illinois recognizes protective orders issued by a competent authority from
any state within the United States. Such orders must be honored and enforced.

OPER.07.9

ORDER OF PROTECTION SHORT FORM

A.

The Order of Protection Short Form Notification (Attachment G) shall be used to serve
orders of protection upon respondents when unserved orders are discovered during
traffic stops or other routine contacts.

B.

Unserved orders of protection are flagged as such in LEADS. The Service Date listed in
the inquiry response will be blank until the order has been served.

C.

When encountering a situation where the respondent needs to be served with an order of
protection, the officer will complete the Short Form as follows:
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D.

E.

F.

1.

Using the information obtained from the LEADS entry, complete the identification
and court sections at the top of the form. If hearing information is not available,
indicate such by checking the Unable to Provide Information box.

2.

Checkmark all of the remedies and restrictions applicable based on the
information provided by the LEADS entry. The numbers indicating each remedy
and restriction on the short form correspond to the numbers in the LEADS entry.

3.

Complete the Affidavit of Service. Notarization of the Affidavit of Service is not
necessary in these situations.

4.

In order to assure that the respondent receives a full copy of the order, add
his/her address information to the Affidavit of Service area of the white copy, so
that the issuing county can mail a copy.

5.

Officers are legally authorized to detain the respondent for a reasonable period of
time in order to complete the short form.

In order to make a legal notification to the respondent, officers must perform the following
steps:
1.

Serve the short form and explain to the respondent what he/she is required to do
or refrain from doing as indicated by the LEADS entry. The law requires officers
to read aloud to the respondent the Notice to Respondent section.

2.

Explain to and show the respondent the important, additional information, on the
back of the form.

Officers shall distribute copies of the short form as follows:
1.

The white copy must be given to the Respondent. If the respondent needs a
Spanish version, the officer shall issue the Spanish version of the white copy
after transferring the information from the English version to the Spanish version.
The final short form used by the Department must be the English version.

2.

The issuing officer will create a case report.

3.

The yellow copy of the short form will be placed in the Unsigned Reports basket
to be filed by the Records Department.

4.

The pink and gold copies of the short form will be placed dropped in the drop box
at the Police Front Desk.

5.

Records personnel will forward the pink and gold copies to the Sheriff’s
Department in the originating county.

Notification of service to originating authority must be done using the following steps:
1.

The notifying officer will advise Communications that the short form has been
served.

2.

Dispatchers are then required to updated the LEADS entry by submitting an addon record indicating that the order of protection has been served by completing
the short form.
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3.

OPER.07.10
A.

B.

C.

Communications will notify the originating agency of the short form service as
soon as practicable as the Service Date field in the LEADS entry can only be
completed by the originating agency.

MANDATORY REPORTING
Officers responding to incidents of domestic violence involving the elderly must report the
incident to the Illinois Department of Aging.
1.

All incidents involving victims over 60 years of age, regardless of the time
elapsed between occurrence and reporting, must be reported.

2.

Qualifying acts to be reported are domestic violence, abuse, neglect, and
financial exploitation.

3.

The Illinois Department of Aging can be reached at 1-800-252-8966.

Incidents of domestic violence, abuse, or neglect involving minor children must be
reported to the Illinois Department of Children and Family Services (DCFS).
1.

Notification to DCFS does not relief the officer from making a case report or
making notifications to the Investigations Division.

2.

Cases involving reasonable discipline of a child by a parent of legal guardian are
excepted from mandatory reporting.

Failure to notify the Illinois Department of Aging or the Illinois Department of Children and
Family Services, or willfully failing to create a case report, is a Class A Misdemeanor 320
ILCS 20/4(e).

This order supersedes all previous written and unwritten policies of the Waukegan Police Department on
the above subject.

By order of:

Wayne Walles
Chief of Police
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Attachment C

WAUKEGAN POLICE DEPARTMENT
101 N. West Street, Waukegan, Illinois 60085
Witness - Victim Voluntary Statement
Case Number: ___________________________
Name: ___________________________________________________

Date of Birth: ______________________

Address: _____________________________________________________________________________________
Phone: ______________________________________________________________________________________
Date - Time : ___________________________
I,______________________________________________ ,am providing this statement of my own free will and it is
true and accurate to the best of my ability.
_________________________________________________________________________________________________________
_________________________________________________________________________________________________________
_________________________________________________________________________________________________________
_________________________________________________________________________________________________________
_________________________________________________________________________________________________________
_________________________________________________________________________________________________________
_________________________________________________________________________________________________________
_________________________________________________________________________________________________________
_________________________________________________________________________________________________________
_________________________________________________________________________________________________________
_________________________________________________________________________________________________________
_________________________________________________________________________________________________________
_________________________________________________________________________________________________________
_________________________________________________________________________________________________________
_________________________________________________________________________________________________________

I have read the above statement and it is true and accurate.
Signed:______________________________________
Witness:_____________________________________ Witness:______________________________________
Page____ of ____
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Case # _________________________

________________________________________________________________________________________________________
________________________________________________________________________________________________________
________________________________________________________________________________________________________
________________________________________________________________________________________________________
________________________________________________________________________________________________________
________________________________________________________________________________________________________
________________________________________________________________________________________________________
________________________________________________________________________________________________________
________________________________________________________________________________________________________
________________________________________________________________________________________________________
________________________________________________________________________________________________________
________________________________________________________________________________________________________
________________________________________________________________________________________________________
________________________________________________________________________________________________________
________________________________________________________________________________________________________
________________________________________________________________________________________________________
________________________________________________________________________________________________________
________________________________________________________________________________________________________
________________________________________________________________________________________________________
________________________________________________________________________________________________________
________________________________________________________________________________________________________
_______________________________________________________________________________________________________
_______________________________________________________________________________________________________

I have read the above statement and it is true and accurate.
Signed: _______________________________________
Witness: ______________________________________
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – OPER.08
Subject: DETENTION OF JUVENILES

Effective: November 10, 2016

Revised:
Revised: September 18, 2019
Original: March 18, 2008

PURPOSE
The purpose of this order is to establish guidelines pertaining to the detention of juveniles and
assure compliance with standards established by the State of Illinois Department of Corrections,
Detention Standards and Services Section and the Illinois Compiled Statutes.

OPER.08

POLICY

It is the policy of the Waukegan Police Department to ensure the safety and humane treatment of
juveniles detained by the Waukegan Police Department, in accordance with Illinois Compiled
Statutes (705 ILCS 405) and the Department of Corrections, Detention Standards and Services
Section.

DEFINITIONS
Jail Cell: A secure detention cell located within the adult jail located in the lower level of the
Department.
Juvenile: Any minor who has not reached their 18th birthday.
Juvenile Police Officer: A sworn officer who has completed the necessary juvenile officer
training as prescribed by the Illinois Law Enforcement Training Standards Board.
Minor: A person under the age of 21 years and subject to the Juvenile Court Act, 705 ILCS
405/5-105.
Secure Custody/Detention: The act of locking an individual in a room or cell, or prohibiting their
movement using handcuffs or other restraints.
Secure Juvenile Detention Room: A room constructed to be a detention cell for a single
arrestee located outside of the adult jail within the lower level of the Department.
Status Offense: An offense or ordinance violation that is illegal if committed by a minor but not
illegal if committed by an adult.

OPER.08.1
A.

DETENTION OF MINORS
State of Illinois Compiled Statutes require that minors shall not be placed in a jail,
municipal lock-up, detention center, or secure correctional facility if they are
charged with an offense that would not be illegal if committed by an adult.
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B.

OPER.08.2

Any minor charged with a violation of an order of the court may be placed in
secure detention, only at the Lake County Juvenile Detention Center.

STATUS OFFENSES

Under no circumstances may a juvenile be locked in a Secure Juvenile Detention Room, a locked
interview room, a locked holding room, or secured by handcuffs to a fixed object for a Status
Offense.

OPER.08.3

SECURE CUSTODY

A.

No minor, under ten (10) years of age, shall be placed or held in secure custody.

B.

No minor, under 13 years of age, shall be admitted, kept, or detained in a
detention facility unless a local youth service provider, including a provider
through the Comprehensive Community Based Youth Services network (CCBYS)
has been contacted and has advised that they are not able to accept the minor

C.

The CCBYS provider to the Waukegan Police Department is:
One Hope United / Rebound
During business hours – (847) 599-3852 Select Option #2 for other on call
workers.
After Hours – Answering service – (847) 813-7300 Request One Hope United,
CCBYS staff member. They have cell phone numbers and will call the on call
worker.

D.

Minors under twelve (12) years of age may be placed into secure custody for up
to six (6) hours.

E.

Minors twelve (12) years of age or over may be placed into secure custody for up
to twelve (12) hours.

F.

A minor twelve (12) years of age or over who commits a crime of violence can be
held in secure custody for up to twenty-four (24) hours.

G.

Officers will determine whether the juvenile is alleged to have been harmed or is
in danger of being harmed. If either is found to be true, officers will take
appropriate action and make the appropriate referrals.

H.

Officers will ensure that the constitutional rights of juveniles are protected.

I.

Officers will immediately make a reasonable attempt to notify a parent, legal
guardian, or person with whom the juvenile resides to inform them that the
juvenile has been taken into custody. Officers will document the date and times
of these attempts in their case report.

J.

If secure custody is being requested at the Lake County Juvenile Detention
Center, officers will transport the juvenile to Juvenile Intake at the Detention
Center without delay, unless the juvenile is in need of emergency medical
treatment. If emergency medical treatment is necessary, officers will refer to
General Order 72.6 – Detainee Medical and Health Care Services.
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OPER.08.4

DETENTION PERIOD

A.

The maximum length of time any juvenile can be held is listed in OPER.08.3.

B.

The detention period begins when the juvenile is securely detained, and
continues uninterrupted, even if he or she is taken out for questioning, line-ups
etc.

C.

Transport time to the station, Juvenile Detention Center, or a temporary
residence is not considered detention time.

D.

Juveniles placed in rooms that are not locked or are in an open area under an
officer’s visual supervision, are not considered to be in secure detention.

OPER.08.5

INITIAL CUSTODY OF JUVENILES

A.

When a juvenile is taken into custody, regardless of the type of detention, it is the
responsibility of the arresting officer to make a reasonable attempt to contact the
juvenile’s parent or legal guardian. Officers will document the times that they
attempted to notify a parent, legal guardian, or person with whom the juvenile
resides.

B.

If an Officer is unable to contact a juvenile’s parent or legal guardian, the juvenile
will be turned over to an on-duty Juvenile Officer and brief the Juvenile Officer as
to the parental information and the steps taken up towards contact up to that
point.

C.

OPER.08.6

1.

If a Juvenile Officer is not on duty, an Investigations Division Supervisor
will be notified.

2.

The Supervisor will assist in facilitating the notification.

A Juvenile Custody / Release Report (Attachment A) must be completed every
time a juvenile is taken into custody.

DETENTION OF JUVENILES TAKEN INTO CUSTODY

A.

When a juvenile is detained in a juvenile holding room, a locked interview room,
or handcuffed to a stationary object, the arresting officer will conduct a thorough
search of the juvenile. All property, and excess clothing (i.e. jackets, hats, etc.)
will be removed from the juvenile and placed in an appropriate property locker.

B.

If the juvenile is a female, a female officer will conduct the search unless exigent
circumstances exist. If a male officer must search a female juvenile, the search
will be conducted in the presence of a Supervisor and will only extend to pockets
and a pat down. If a strip search is necessary it will be done in accordance with
General Order OPER.13 – Strip Searches.

C.

The arresting officer will begin a Juvenile Secure Detention Log (Attachment B)
and turn it over to the Front Desk Officer, who will check the well-being of any
juvenile being held in the Secure Detention Room in the Waukegan Police
Department.
1.

WPD General Orders Manual

Checks will be made, in person, every 15 minutes. The checks will be
documented on the Juvenile Secure Detention Check Log.

OPER.08 – Detention of Juveniles

Page 3 of 9

2.

The Front Desk Officer will log on the Juvenile Secure Detention Check
Log, each time he/she checked the juvenile and the condition of the
juvenile.

3.

If a juvenile is removed from the detention room or interview room, for
whatever reason, (i.e. interview, release him from custody, or transport to
the Juvenile Detention Center), the Front Desk Officer will be notified and
will make the appropriate notations on the Juvenile Secure Detention
Check Log.

D.

No juvenile is allowed to be kept in visual or hearing range of adult offenders,
except during the fingerprinting procedure. Juveniles being processed may
never be left alone in the adult booking room.

E.

Juveniles must be informed of the charge and length of their detention.

OPER.08.7
A.

B.

SPECIAL CONSIDERATIONS
Unconscious or Intoxicated Juveniles
1.

A supervisor shall be notified of any such condition and approve any
course of action to be taken.

2.

If the juvenile is to be treated by medical personnel, a Detainee
Treatment Form (General Order 72.6, Attachment A) shall be completed.

3.

The juvenile shall be kept under constant supervision until his/her
release.

4.

A Detainee Condition Alert Form (General Order 72.6, Attachment B)
shall be completed and attached to the Juvenile Secure Detention Check
Log.

5.

Every attempt shall be made to contact the juvenile’s parents and/or
guardian. Based on the charges against the juvenile, release from police
custody should be considered to allow the parents or guardian to seek
medical treatment for the juvenile.

6.

If the juvenile’s parent or guardian cannot be contacted, the officer will
take temporary protective custody of the juvenile and notify appropriate
medical and/or Social Service Intervention Agencies.

Suicidal or Self-Destructive Tendencies
1.

Any juvenile, arrested for a criminal (delinquent) offense, who exhibits
suicidal or self-destructive tendencies will have his/her clothing removed,
be placed into a paper gown, and be housed in a juvenile holding room.

2.

A supervisor shall be notified of any such condition and approve any
course of action to be taken.

3.

A Detainee Condition Alert Form will be completed and attached to the
Juvenile Secure Detention Check Log.
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C.

D.

4.

The juvenile shall be kept under constant supervision until his release.

5.

If the juvenile is treated by medical personnel or admitted to a medical
facility, a Detainee Treatment Form shall be completed.

6.

Every attempt shall be made to contact the juvenile’s parents and/or
guardian. Based on the charges against the juvenile, release from police
custody should be considered to allow the parents or guardian to seek
medical treatment for the juvenile.

7.

If the juvenile’s parent or guardian cannot be contacted, the officer will
take temporary protective custody of the juvenile and notify appropriate
medical and/or Social Service Intervention Agencies.

Mental Disorder or Condition
1.

A juvenile with a known or obvious mental disorder or condition shall only
be detained temporarily.

2.

A supervisor shall be notified of any such condition and approve any
course of action to be taken.

3.

Every attempt shall be made to contact the juvenile’s parents and/or
guardian. Based on the charges against the juvenile, release from police
custody should be considered to allow the parents or guardian to seek
medical treatment for the juvenile.

4.

If the juvenile’s parent or guardian cannot be contacted, the officer will
take temporary protective custody of the juvenile and notify appropriate
medical and/or Social Service Intervention Agencies.

5.

If the juvenile detainee is not released from custody, A Detainee
Condition Alert Form shall be completed and attached to the Juvenile
Secure Detention Check Log and the juvenile shall be kept under
constant supervision until his release.

6.

If the juvenile is treated by medical personnel or admitted to a medical
facility while in police custody a Detainee Treatment Form shall be
completed.

Violent or Combative Juvenile Detainees
1.

Violent or combative juvenile detainees shall be kept in restraints at all
times prior to placement into a Juvenile Secure Detention Room.

2.

Handcuffs may be removed after placement in the Juvenile Secure
Detention Room through the use of the food door access opening.

3.

Restraints may not be left on a juvenile to confine his/her movements
within the Juvenile Secure Detention Room except to:
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OPER.08.8

MONTHLY POPULATION FORM

A.

The Illinois Juvenile Monitoring Information System Monthly Population Form
(Attachment C) will be filled out when a juvenile accused of a criminal offense is
placed in secure detention (i.e. a Secure Juvenile Detention Room, a Locked
Interview Room, a locked holding room, or secured by handcuffs to a stationary
object).

B.

At the end of each month the Investigations Division will submit the required
documents regarding that month’s juvenile arrests to the State of Illinois Juvenile
Monitoring Information System.

C.

A copy of the Juvenile Monitoring Information System Monthly Population Form
will be kept on file in the Investigations Division.

OPER.08.9

MANDATORY FINGERPRINTING OF JUVENILE OFFENDERS

A.

The Investigations Division is equipped with a LiveScan fingerprint machine and
mugshot camera for the processing of juvenile offenders. Should it become
necessary to process a juvenile during a time outside of the Investigations
Division operating hours, juvenile offenders may be processed in the booking
room commonly used by adults. The booking room must be cleared of adults
prior to bringing the juvenile offender into the processing area. Processing shall
be done immediately and an officer shall remain with the juvenile at all times
during the procedure. (Juveniles can never be secured to a bench, housed, or
left alone in the booking room.) When the processing is completed, the juvenile
will be immediately removed from the booking room.

B.

Juveniles between the ages of 10 and 17 years of age, taken into custody for any
criminal charges (not status offenses) will be fingerprinted by the arresting officer,
using LiveScan or the proper State of Illinois Juvenile Fingerprint Card.
1.

If the State of Illinois Juvenile Fingerprint Card is utilized, it will be
forwarded to the Bureau of Identification to be forwarded to the Illinois
State Police.

2.

Juveniles taken into custody who are under the age of 10 will not be
fingerprinted unless requested by an Investigator.

This order supersedes all previous written and unwritten policies of the Waukegan Police
Department on the above subject.

By order of:

Wayne Walles
Chief of Police
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Attachment A

JUVENILE CUSTODY / RELEASE REPORT

WAUKEGAN POLICE DEPARTMENT
OFFICER / ID#

DATE

REPORT NUMBER

OFFENSES

COURT DATE

DISPOSITION (circle one)

Branch
JUVENILE NAME (Last, First, Middle)

DATE OF BIRTH

ADDRESS

SCHOOL

Station Adj.

Juv.
Referral

Teen
Court

TELEPHONE

Parent/Guardian Information
Name (circle one Mother / Father / Guardian):
________________________________________________

______________________________

Last, First, Middle

Telephone: Cell or Home

________________________________________________

______________________________

Address

Telephone: Cell or Home

Name (circle one Mother / Father / Guardian):
________________________________________________

______________________________

Last, First, Middle

Telephone: Cell or Home

________________________________________________

______________________________

Address

Telephone: Cell or Home

Parent/Guardian Notification
Attempted Notification(s):

1)

_________________

2)

_________________

3)

________________

Dates and Times

Actual Notification Made? ( Yes - No )
Circle one

___________________
Date and Time

Date/Time Released: ____________________

Juvenile Turned Over To: _______________________________________
Name – Printed

__________________
Relationship

_______________________________________
Signature
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Juvenile Holding Cell
Secure Detention Log

Attachment B

Must be checked every 15 minutes

(Each juvenile held in secure detention must have their own detention check log)

Juvenile’s Name: ________________ D.O.B.: ___________ Age: _____
Sex:____ Report #: ______________ Offense:_______________________
**************Note Location Juvenile is Held:***************
LOCATION CODES:

Date

Time of
Check
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1 = Interview 1 2 = Interview 2
3 = Interview 3 4 = Interview 4
5 = Interview 5 O = Other (List in Notes)
HC = Juvenile Holding Cell

LOCATION
(See Codes)

Meal
Y/N
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y

/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/

Condition

Notes

N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
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Officer
ID#

Attachment C

Page

PLEASE complete form at the end of each month
and submit by the 10th day of the following month:

STATE OF ILLINOIS - DOC DHS IJJC

of

JUVENILE MONITORING INFORMATION SYSTEM

MONTHLY POPULATION FORM FOR LAW ENFORCEMENT

TWO copies - Illinois Department of Corrections
Office of Jail & Detention Standards
1301 Concordia Ct. , P.O. Box 19277
Springfield, IL 62794-9277
ONE copy - Facility File

1. FACILITY CODE:

TYPE:

2. NAME OF FACILITY:
3. ADDRESS:
4. REPORTING MONTH:

YEAR:

Date/Time Detained

Date of Birth
Line

Initials

Mo

Da

Yr

Age Sex

Race
Ethn

Offense
Code

Mo

Offense

Da

Yr

Date/Time
Released/Transfered
Hr Mn Mo Da
Yr
Hr
Mn

Released
Trans. To

1
2
3
4
5
6
7
8
9
10
11
12
13

Printed Name of Person Completing Form
Race/Ethn
Codes:

Title

Telephone #

AA- Africian Americian
HI-Hispanic
WH- White
AP- Asian/Pacific Islander NA- American Indian Native American MR- Multi-Racial
OT-Other

DC 1149 (Rev. 4/97)
IL 426-20652
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Date

WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – OPER.09
Subject: POLICE ALL-TERRAIN VEHICLES

Effective: July 24, 2015

Revised:
Revised:
Original: June 14, 2010

PURPOSE
The purpose of this order is to establish policy and guidelines for the operation and use of Department-owned
all-terrain vehicles (ATV’s) and utility task vehicles (UTV’s).

OPER.09

POLICY

It is the policy of the Waukegan Police Department to provide specialized patrol through the use of an AllTerrain Vehicle (ATV) or Utility Task Vehicle (UTV) in areas and at times when such vehicle’s use is warranted
and practical.

OPER.09.1
A.

B.

USE OF POLICE ATV’s/UTV’s
The objectives of the Police ATV/UTV program include, but are not limited to:
1.

Enhance search and rescue capabilities in areas less accessible by a patrol vehicle.

2.

To supplement police patrol in residential, business, or other areas as assigned.

3.

To patrol areas generally less accessible by a patrol vehicle, to enforce state statutes,
traffic laws, and City of Waukegan ordinances.

Authorized Uses
1.

Tactical patrol in problem areas.

2.

Special events.

3.

Traffic control.

4.

Block party appearances.

5.

Training.

6.

Beach patrol.

7.

Any other use authorized by the Deputy Chief of Administration or his designee.
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OPER.09.2

SUPERVISION, LIMITATIONS, AND CONDITIONS OF USE

A.

The Patrol Division Shift Commander has direct supervisory responsibility over any officer
utilizing an ATV/UTV during his/her tour of duty. In the absence of a shift commander, an onduty Patrol Division Supervisor shall have direct supervisory responsibility over any officer
utilizing an ATV/UTV during his/her tour of duty.

B.

The ATV/UTV shall not be operated in a reckless manner or in a manner that obviously
conflicts with training guidelines presented in this policy.

C.

Speed of the ATV/UTV shall be restricted in accordance with training guidelines and shall be
reasonable with respect to weather and traffic conditions. At no time shall the speed of the
ATV exceed 25 mph or a UTV exceed 40 mph.

D.

No more than one officer will ride a single ATV and no more than 4 officers ride a single UTV
equipped with four seats. No more than 2 officers shall ride a UTV equipped with two seats.
If it becomes necessary to transport an arrestee, a patrol squad will be dispatched to a
location as close to the ATV/UTV as practical and the arrestee will be taken to the patrol
vehicle on foot.

E.

Passengers other than authorized personnel are prohibited unless warranted by exigent
circumstances and then only when authorized by a supervisor.

F.

ATV operators will wear protective eyewear and an Illinois Department of Transportation
approved helmet at all times while operating an ATV. UTV operators and passengers will
wear protective eyewear.

G.

When operating the ATV/UTV on City streets, operators remain to the right side of main
portion of the roadway. When driving in off-road areas, officers will practice caution and due
regard for pedestrians and hazards.

H.

Traffic stops will be permitted using ATV’s and UTV’s, however, officers must use sound
judgment in the decision as to the ATV/UTV being appropriate for the location and the
seriousness of the offense committed; and then only if the traffic stop can be accomplished in
a safe manner. ATV/UTV operators shall use emergency warning equipment with special
caution and understand their limitations.

I.

The ATV/UTV shall be considered a specialized police vehicle and NOT an emergency
vehicle.

J.

At no time will officers engage in a vehicle pursuit while operating an ATV/UTV.

K.

Officers will park ATV’s/UTV’s legally and in plain view unless engaged in enforcement action,
or, an emergency situation necessitating other action.

L.

When left unattended, the ATV/UTV ignition key shall be removed and the parking brake will
be set.

M.

The ATV will not be used for personal business, recreation, or for any purpose that does not
serve the legitimate needs of the police department.

OPER.09.3
A.

ATV/UTV MAINTENANCE
The Deputy Chief of Administration is responsible for the overall operation of the Police ATV
program. This includes the procurement and maintenance of all equipment assigned to the
ATV/UTV program.
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B.

1.

Officers assigned an ATV/UTV are responsible for the daily inspection of their vehicle.
Any defects noted should be brought to the attention of the Deputy Chief of
Administration.

2.

The Deputy Chief of Administration shall make the appropriate arrangements to have
defects repaired and/or take the ATV/UTV out of service if such defects pose a safety
hazard or if continued use could cause further damage.

Prior to beginning his/her shift the assigned officer will do a safety check of the vehicle and
equipment including:
1.

Tires.

2.

Braking system.

3.

Throttle cables.

4.

Lights, headlights, taillights, turn signals and emergency lighting.

5.

Horn/Siren.

C.

Officers assigned an ATV or UTV are responsible for the appearance of the vehicle assigned
to them. This includes washing and cleaning when needed.

D.

Requests for ATV/UTV maintenance will be made to the Deputy Chief of Administration and
the Vehicle Maintenance group via the Department e-mail system.

OPER.09.4

STORAGE OF VEHICLES

A.

ATV’s/UTV’s will be stored at the Department garages located at 1721 N. McAree or at the
Water Plant at the North Beach.

B.

Keys for the ATV’s and the storage facility are kept in the Patrol Division C.O.’s office and
shall be returned immediately following the completion of an assigned detail or event.

C.

While being stored, a battery tender should be used to prevent the vehicle batteries from
draining.

OPER.09.5

OPERATOR QUALIFICATIONS

A.

Operating officers shall not have any Class III accidents in the previous 12 months.

B.

Unless specifically authorized by the Deputy Chief of Administration, all officers operating an
ATV/UTV shall be in uniform.

C.

For operation of the Department ATV’s, operators must successfully complete the
Department’s ATV training course and any associated refresher courses.

D.

For operation of the Department UTV’s, operators must have their Illinois Driver’s License on
their person at all times.
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OPER.09.6

TRAINING

A.

The purpose of the ATV training is to provide each officer with an understanding of the
equipment and the operation of the vehicle and to require officers to demonstrate their
competence in operating the ATV prior to being assigned to operate the vehicle.

B.

The ATV training officer will be appointed by the Deputy Chief of Administration.

C.

Prior to being assigned to operate an ATV, each officer must complete the “ATV Training
Checklist” (Attachment A) and demonstrate an understanding and proficiency of each item.

D.

Completed ATV Training Checklists will be forwarded to the Training Division to be filed in the
officer’s training file.

This order supersedes all previous written and unwritten policies of the Waukegan Police Department on the
above subject.

By order of:

Wayne Walles
Chief of Police
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Attachment A

ATV TRAINING CHECKLIST
MAKE:

MODEL:

DATE

General Order 41.13 has been reviewed and understood
The ATV owner manual has been reviewed and understood
Understanding of safety equipment
Use of helmet
Use of eye protection
Understanding of proper vehicle check demonstrated
Oil
Fuel
Hours
Lights/Siren
Equipment
Daily reporting of damage or wear
Transportation and Deployment of ATV
Tie-down straps
Gate operation
Trailer secure to vehicle
Wheel chocks
Safety chains
Trailer lighting test
ATV placement on trailer
Trailer must be attached to vehicle prior to loading ATV.
ATV must be secured with straps
Property and equipment must be secured inside enclosed trailer or towing vehicle.
Safe operation of ATV
Operate at a speed that is proper for terrain, visibility & operator experience
Use caution when approaching hills, turns and obstacles
Use caution when operating on unfamiliar or rough terrain
When carrying cargo, divide weight evenly between front and rear
ATV should NEVER be jumpstarted with another vehicle
When stored, the “battery tender” must be used to prevent the battery from draining.
Demonstrate safe fueling procedures
SIGNATURES

DATE

OFFICER
TRAINING OFFICER
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INITIAL

WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – OPER.10
Subject: Narcan (Naloxone) Administration Program

Effective: April 20, 2015

Revision:
Revision: November 15, 2018
Original: April 1, 2015

PURPOSE:
To establish guidelines and regulations governing utilization of the nasal Narcan (Naloxone) administered
by the Waukegan Police Department.
The objective is to treat and reduce fatalities due to opioid overdoses.

OPER.10

POLICY
It is the policy of the Waukegan Police Department that officers may administer Narcan
(Naloxone) in accordance within the mandated training guidelines as determined and
provided by the Lake County Health Department and pursuant to 20 ILCS 301/5-23
(Public Act 096-0361).

OPER.10.1

PROCEDURE:
1. Officers will use universal precautions and protections from blood borne pathogens
and communicable diseases when administering Narcan (Naloxone); and administer
the medication following the established training guidelines following a patient
assessment; which may include but may not be limited to determining
unresponsiveness and other indications of an opiate induced overdose.
2. Officer(s) will inform communications that the patient is in a potential overdose state
and request an ambulance.
3. Officers shall follow the protocol and training guidelines as provided by the Lake
County Health Department Narcan (Naloxone) training and in compliance with Illinois
Compiled Statutes 20 ILCS 301/5-23.
4. Officers will immediately inform responding EMS/Paramedics that they have
administered Narcan (Naloxone) and the number of doses used.
5. Following any Narcan (Naloxone) administration, the officer shall submit an AEGIS
police report detailing the nature of the incident, the care the patient received and the
fact that the Narcan (Naloxone) was deployed.
6. The administering officer shall then complete the Narcan Form (Attachment A) and
submit the form to the unsigned reports basket.
7. The Records Division will fax the forms to the Narcan (Naloxone) Program
Coordinator at the Lake County Health Department for statistical tracking in
compliance with program guidelines and Illinois Compiled Statutes 20 ILCS 301/5-23.
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OPER.10.2

MAINTENANCE / REPLACEMENT
1. The Waukegan Police Department will ensure Narcan (Naloxone) kits are stored in
manner so that it is immediately available to trained first responder police personnel
and properly safeguarded from extreme temperature changes that may affect the
potency and integrity of the medication.
2. Narcan kits will be carried and maintained in officers’ bags to ensure consistent and
proper temperature levels in order to avoid degrading the medical effectiveness.
Narcan kits must maintain a constant temperature between 59 and 86 degrees for
maximum effectiveness.
3. Narcan (Naloxone) kit inspection is the individual officer’s responsibility.
4. A lost or damaged Narcan (Naloxone) kit will be reported to the officer’s immediate
supervisor and forwarded to the Department’s Narcan Coordinator for replacement.

OPER.10.3

TRAINING
1. Officers shall receive initial training and annual refresher training on the Narcan (Naloxone)
program guidelines and procedures annually. All training will be documented and filed with
the Officer’s training file.
2. No Officer shall carry Narcan (Naloxone) unless they have been through the initial and
annual refresher trainings.

This order supersedes all previous written and unwritten policies of the Waukegan Police Department on the
above subject.

By order of:

Wayne Walles
Chief of Police
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – OPER.11
Subject: BODY WORN & IN-CAR CAMERA PROGRAM
Effective: April 6, 2021

OPER.11.1
OPER.11.2
OPER.11.3
OPER.11.4
OPER.11.5
OPER.11.6
OPER.11.7
OPER.11.8

EQUIPMENT
BWC GENERAL INFORMATION
BWC RECORDING GUIDELINES
BWC OPERATIONAL
PROCEDURES
AXON CAPTURE APPLICATION
AXON VIEW APPLICATION
AXON VIEW XL APPLICATION
IN-CAR MOBILE RECORDING
EQUIPMENT

Revised:
Revised: January 11, 2021
Original: October 15, 2020

OPER.11.9

OPER.11.10

OPER.11.11
OPER.11.12

OPER.11.13
OPER.11.14

TRAINING
OFFICER’S
RESPONSIBILITIES
SUPERVISORY
RESPONSIBLITIES
VIDEO MANAGER
RESPONSIBILITIES

USE AND RESTRICTIONS
VIEWING DIGITALLY
RECORDED DATA

PURPOSE
The purpose of this policy is to establish guidelines for the proper use, maintenance, and deployment of
the Department’s Body Worn Cameras (BWCs) and in-car mobile recording equipment.
OPER.11

POLICY

The Department is committed to protecting the safety and welfare of the public as well as its officers.
Recordings from body worn cameras (BWC’s) and in-car mobile recording equipment can provide officers
with an invaluable instrument to aid in criminal prosecution. Additionally, they can protect officers and
citizens from false accusations through the objective documentation of interactions between officers of
the Department and the public. Officers issued a BWC will use it pursuant to this general order and in
accordance with Illinois state law (50 ILCS 706/Article 10) (Public Act 099-0352). Officers using in-car
mobile recording equipment will use it pursuant to this policy and in accordance with applicable laws.
DEFINITIONS
Audio Recording: Electronic recording of conversation or other spoken words.
Axon Capture App: An Axon software application installed on a mobile communication device for the
purpose of capturing evidentiary digital photographs, audio recordings, audio/video recordings, as well as
the ability to send electronic links to citizens via email or text message for the purpose of the citizen
submitting photographs, audio recordings or audio/video recordings electronically.
Axon View App: An Axon software application installed on a mobile communication device for the
purpose of viewing and tagging metadata information to each BWC video.
Axon View XL App: An Axon software application installed on the police vehicle’s mobile computing
terminal (MCT), used to view, upload and control in-car and BWC video recordings.
Body Worn Camera (BWC): A mobile audio/video recording device worn by officers to document police
related incidents.
Eavesdropping: As outlined in 720 ILCS 5/14. Exceptions to Eavesdropping outlined in 720 ILCS 5/143, specifically 720 ILCS 5/14-3(h).
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Hold – Indefinitely: This setting is for retaining videos of arrests made by Waukegan Police Department
where the arrestee faces criminal charges by the PD. This category may be used for line-ups, interviews,
or training. These videos will be manually deleted by BWC administrators.
Investigation 2 Year: A category setting for any video that may be used for any other situation which an
officer / investigator deems necessary to save the video. An officer may also use this category for
situations where an officer believes it will become evidence criminal or civil actions, or is subject to lawful
action to produce records. Police applicant interviews would be another example. These videos are
automatically purged two years after the date of the video.
Mobile Audio Visual System (MAV): A departmentally provided digital audio/video recording system,
installed in police vehicles.
Outside Warrant / Suspended Revoked Arrest: This setting is for retaining videos of arrests made by
the Waukegan Police Department where the arrestee is arrested for warrant (not from Waukegan Police
Department) and the arrestee faces no local charges. This category also applies to anytime a person is
cited or arrested for a suspended or revoked driver’s license. This These videos will be held for two years
pursuant to State Law.
Recordings: For the purpose of this order, the term “recordings” refers to product produced by the digital
recording equipment.
Surreptitious: Obtained or made by stealth or deception, or executed through secrecy or concealment
(720 ILCS 5/14-1).
Private Conversation: Any oral communication between two or more persons, whether in person or
transmitted between the parties by wire or other means, when one or more of the parties intended the
communication to be of a private nature under circumstances reasonably justifying that expectation. A
reasonable expectation shall include any expectation recognized by law, including, but not limited, to an
expectation derived from a privilege, immunity, or right established by common law, Supreme Court rule,
or the Illinois or United States Constitution (720 ILCS 5/14-1).
Use of Force: This setting is for the retaining of uses of force by officers. Illinois State Law requires
those videos be held for 7 years. This category will be selected by supervisors during their Use of Force
investigations.
Video Recording: Electronic recording of visual images, with or without an audio component.
OPER.11.1
A.

EQUIPMENT
The BWC program will utilize the following:
1.
2.

OPER.11.2

A body worn camera.
Any additional accessories issued as standard equipment associated with the
BWC.

BWC GENERAL INFORMATION

A.

The BWC program will include both visual and audio recording.

B.

There is no expectation of privacy for officers related to incidents of a law enforcement
nature recorded with BWCs. Supervisors and any BWC administrator are authorized to
view all recordings using their unique user access credentials from a department
computer at a department facility in accordance with the language set forth in the
patrolmen’s Police Benevolent Labor Committee collective bargaining agreement
(Section 13.22).
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C.

The surreptitious audio recording of a private conversation is prohibited by law.

D.

Officers will be assigned a specific BWC by serial number that will be utilized by that
officer for the duration of the program.

E.

The BWC is manually activated by the officer wearing the camera. At the conclusion of
an incident, the officer must manually turn off all recording processes.

F.

All recordings require an incident number. If unable to obtain an incident number when
initiating a recording, the officer will obtain one immediately upon disengagement. Only
one incident number will be obtained for each incident.

G.

All digitally recorded data created by the BWC will be retained for a minimum of 90
calendar days in accordance with State law and purged thereafter. BWC system
recordings may be retained for longer periods in the event the video becomes, or it is
reasonable to believe it will become, evidence in a criminal or civil action, is subject to a
lawful action to produce records, or for any other reason as defined by State law.
Whenever any officer has an Axon related video that involves an arrest, the recording
officer must categorize that video(s) as “Hold Indefinitely.” The primary/arresting officer
must send an e-mail to the BWC Administrators e-mail group asking that the video(s) be
flagged for retention. Investigating detectives and supervisors have the ability to assign
the “Hold Indefinitely” category, or any other category to videos. Detectives must assign
“Hold Indefinitely” or “Investigation 2 Year” for videos that need to be saved. Flagged
videos will not be altered or destroyed for a minimum of 2 years after the recording was
flagged. If the flagged video was used in a criminal, civil, or administrative proceeding,
the recording shall not be destroyed except upon a final disposition and order from the
court. See the “Axon Retention Schedule” for current retention periods (Attachment A).
1. Supervisors shall conduct regular audits (consistent with OPER.11.13) of their
personnel to ensure that videos that are needed for arrests are properly saved.

H.

Videos may be retained past the 90 day storage period if a supervisor designates the
video for training purposes. If the recording is designated for training purposes, and the
officer(s) recorded on the video have been notified and have no reasonable objections,
the recordings may be viewed by other officers of the Waukegan Police Department, only
in the presence of a training instructor, for the purposes of instruction, training, or
ensuring compliance with Department policies. The BWC administrator will be
responsible for compiling requests from Department personnel, Branch Court, Hearing
Officers, and the Lake County State’s Attorney’s Office, and distributing as appropriate.

I.

Recordings shall not be used to discipline officers unless:
1.
A formal or informal documented complaint of misconduct has been made, or;
2.
A use of force incident has occurred, or;
3.
The encounter on the recording could result in a formal investigation under the
Uniform Peace Officers' Disciplinary Act, or;
4.
As corroboration of other evidence of misconduct.
5.
Nothing in this subsection shall be construed to limit or prohibit a law
enforcement officer from being subject to an action that does not amount to
discipline.

J.

No officer may hinder or prohibit any person, not a law enforcement officer, from
recording a law enforcement officer in the performance of his or her duties in a public
place or when the officer has no reasonable expectation of privacy. The unlawful
confiscation or destruction of the recording medium of a person who is not a law
enforcement officer may result in potential criminal penalties, as well as any departmental
discipline.
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K.

Cameras must be equipped with pre-event recording, capable of recording in video mode
only, no more than 30 seconds prior to camera activation.

L.

All sworn officers will receive training on the BWC equipment and software. Training
shall include legal aspects, policy, and procedures.

OPER.11.3

BWC RECORDING GUIDELINES

A.

Officers will only use BWC’s issued by the Department.

B.

Officers are permitted to record individuals:
1.
If they are on the public way or in public view.
2.
In private residences or in other places where a reasonable expectation of
privacy exists and there is a lawful reason for the presence of law enforcement
officers, during routine calls for service.
NOTE: In a residence, there is a heightened degree and expectation of privacy.
Officers should normally inform the resident that he or she is being
recorded. If the resident wishes not to be recorded, this request should be
documented by recording the request before the device is turned off.
However, if an officer may enter a dwelling without the consent of the
resident, such as when serving a warrant, or when the officer is there
based on an exception to the warrant requirement, recordings should be
made of the incident until its conclusion. As a general rule, if the officer
must legally ask permission to enter a premises, he or she should also ask
if the resident will allow recording.*
*an excerpt from a publication of the IACP National Law Enforcement Policy Center
3.

C.

Pursuant to State law, the officer must provide notice of recording to any person
if the person has a reasonable expectation of privacy and proof of notice must be
evident in the recording. If exigent circumstances exist which prevent the officer
from providing notice, notice must be provided as soon as practicable.

Officers assigned a BWC will activate the device to record the entire incident for all:
1.
Routine calls for service
a. Officers are not required to utilize a BWC when responding to calls while
driving a vehicle with a Mobile Audio Visual (MAV) unit and the MAV unit
is activated; however, the officer must turn on the BWC upon exiting the
patrol vehicle for law-enforcement related encounters. If responding to a
call without the use of a MAV unit, the BWC must be activated.
2.
Investigatory stops
3.
Traffic stops
4.
Foot and vehicle pursuits
5.
Emergency driving situations (unless MAV is activated)
6.
Emergency vehicle responses to in-progress or just-occurred dispatches
where fleeing suspects or vehicles may be captured on video leaving the crime
scene (unless MAV is activated)
7.
High-risk situations, including search warrants
8.
Situations that may enhance the probability of evidence-based prosecution
9.
Transportation of any prisoner or citizen
10.
Situations that the officer, through training and experience, believes to serve a
proper police purpose, for example, recording the processing of an
uncooperative arrestee
11.
Officers will not unreasonably endanger themselves or another person to
conform to the provisions of this order. If exigent circumstances exist which
prevent the camera from being turned on, the camera must be turned on as soon
as practicable.
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D.

During the recording of an incident, officers will not turn off the BWC until the entire
incident has been recorded or when further recording of the incident will not serve a
police purpose. In the event of an arrest, the incident is concluded when the subject is
transported to the station and arrives inside the building.

E.

Exceptions to recording:
1.

Officers may deactivate BWC’s during non-enforcement activities such as:
a.
b.
c.

d.

F.

Prohibited Recordings
1.

The BWC will not be used to record:
a.
b.
c.
d.

e.

OPER.11.4
A.

Officer to officer conversations about crime charging issues or other
general conversations.
Traffic control at fires, crime scenes, or crash scenes when the officer’s
likelihood of being involved in enforcement activities is low.
If the victim of a crime, a witness, or a confidential informant requests not
to be recorded, the officer will comply with the request and disengage the
BWC. However, an officer may continue to record or resume recording a
victim or witness, if exigent circumstances exist, or if the officer has
reasonable articulable suspicion that a victim or witness, or confidential
informant has committed or is in the process of committing a crime.
Under these circumstances, unless impractical or impossible, the officer
must indicate on the recording the reason for continuing to record
despite the request of the victim or witness.
Officers will verbally state the justification for any disengagement of the
BWC system prior to the entire incident being recorded, before
disengaging the BWC

In locations where a reasonable expectation of privacy exists, such as
dressing rooms or restrooms, unless required for capturing evidence.
Sensitive exposures of private body parts, unless required for capturing
evidence.
Personal activities or other officers during routine, non-enforcementrelated activities.
Inside medical facilities, including the back of an ambulance, except
when a situation arises that the officer believes to serve a proper police
purpose. Officers will be aware of patient privacy rights when in hospital
settings and follow the disengaging procedures of the BWC.
Pursuant to administrative order 16-06 of the Nineteenth Judicial Circuit,
a Law Enforcement Officer appearing in or entering a 19th Judicial Circuit
courtroom or its environs, which include the private and public hallways,
rooms immediately adjacent to said hallways and the jury assembly and
deliberation rooms, shall have the camera in an off or non-functioning
position until the Law Enforcement Officer has left the courtroom and its
environs.

BWC OPERATIONAL PROCEDURES
Officers:
1.
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uniform. For purposes of this policy, the definition of “uniform” will be such as
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2.

Shall ensure that cameras are turned on (recording) at all times when the officer
is in uniform, and is responding to service or engaged in any law enforcement
related encounter or activity that occurs while the officer is on-duty. If exigent
circumstances exist which prevent the camera from being turned on, the camera
must be turned on as soon as practicable.

3.

At the beginning of their tour of duty:
a.
b.

c.
d.
e.

2.

Ensure that the BWC recording equipment is functioning correctly.
Officers shall ensure that the camera is set at the proper angle.
Officers will immediately notify a supervisor if, at any time, the BWC is
missing, lost, inoperable, or damaged. Officers will also send an email to
the BWC Administrator.

During their tour of duty:
a.
b.

c.
d.

e.
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Visually and physically inspect the BWC and ensure that it is fully
charged and operational.
Ensure the BWC is securely attached to the officer’s person.
i.
The camera must be worn vertically on the outside of the uniform
shirt or outer vest carrier.
ii.
If a uniform jacket is worn, the camera will be affixed in a similar
fashion so that the functionality of the camera is not
compromised.
iii.
The Department will provide all equipment and accessories
related to the BWCs.

Record events consistent with this order.
Per State law, the recording officer and his/her supervisor may review
recordings prior to completing incident reports and other documentation,
provided that the officer or his/her supervisor discloses that fact in the
report or documentation.
If seeking approval of felony charges through the State's Attorney’s
Office, inform the ASA that the incident was recorded using a BWC.
Provide communications with an accurate disposition when clearing a
call.
i.
“10-8-06” will be provided to communications when someone
has been arrested. Auto-tagged videos will be classified with a
“Hold Indefinitely” category.
ii.
“10-8-07” will be provided to communications when someone is
arrested for an outside warrant (i.e. county warrant not
originating from Waukegan PD) or a suspended/revoked driver’s
license. Auto-tagged videos will be classified with an “Outside
Warrant / Suspended or Revoked” category.
iii.
“10-8-08” will be provided to communications when an officer
deems that the video needs to be saved for two years (i.e.
potential lawsuit). Auto-tagged videos will be classified with an
“Investigation 2 Year” category.
Process video recordings
i.
The Axon system has the ability to auto-tag videos by comparing
the date, time and officer creating the video with the date, time
and officer assigned to calls in CAD. When the system shows a
match, auto-tagging will automatically fill in the video’s metadata
(ID, Title and Officer, and will assign a retention Category to the
video). Auto-tagging occurs when an officer provides a
disposition.
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ii.

iii.

iv.

v.

3.

At the conclusion of their tour of duty:
a.

C.

Officers should dock their BWC in an Axon charging dock to ensure all
videos are uploaded to Evidence.com, any firmware updates are
downloaded from the system and to charge the BWC battery.

Critical Incident Protocol:
1.

2.

3.

OPER.11.5

If an officer is not assigned to a call in CAD when a video is
created, the video will not be auto-labeled. In this scenario an
officer will need to manually tag the video.
On their next work day, officers should check their videos in
Evidence.com to ensure proper tagging is occurring. Videos can
be viewed and tagged in Evidence.com.
Required tagging fields include the ID (report number), and
Category. Applicable retention “Categories” that apply to a video
should be selected. See definitions and Attachment A for the list
of available Categories.
Officers may choose to manually tag their videos with the
required tags. As long as the system has auto-tagging enabled,
auto-tagging will overwrite the ID and Title tags for six days after
the date of the call.

In the event of a serious incident (officer involved shooting, officer involved
serious injury or death incident, serious police vehicle accident, etc.), BWC users
will not view the recorded data until the personnel responsible for the
investigation arrive on scene.
This does not prohibit officers from viewing the recorded data in the event of an
exigency where viewing will assist with the present investigation (suspect
descriptions, suspect vehicles, direction of travel, etc.).
All videos relevant to a specific incident shall be made available for viewing to all
involved officers for a reasonable time prior to giving a statement or preparing a
report regarding the incident.

AXON CAPTURE APPLICATION

A.

The Axon Capture application may be used to record audio/video, audio only,
photographs, or to send links to citizens for the purpose of electronically submitting video
footage, photographs or audio recordings to Evidence.com.

B.

The BWC is the primary means of recording police interactions in accordance with this
directive and applicable laws. Should a BWC not be available at the time, or tactics
dictate that a more covert method of recording be done, an officer may request to use a
device equipped with the Axon Capture app to record the interaction.

C.

Any evidence captured or recorded on the Axon Capture app needs to be tagged as any
other recording.

D.

After being tagged, all evidence captured on the Axon Capture app must be uploaded
from the device to Evidence.com by using the “Submit” function of the Capture app.

E.

When a link is sent to a citizen using the Axon Capture “Citizen” link function, any
evidence submitted by the citizen through that function must be verified and approved
through Evidence.com by the officer that created and sent that link to the citizen.
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OPER.11.6
A.

OPER.11.7

AXON VIEW APPLICATION
The Axon View application is an application installed on a portable electronic device that
can be used for viewing video footage currently on a BWC (prior to uploading to
Evidence.com), live viewing of the BWC view, and for tagging video recordings (ID, Title
and Category).
AXON VIEW XL APPLICATION

A.

The Axon View XL application is an application installed on a desktop or in-car computer.

B.

Axon View XL is used to control and view the in-car cameras.

C.

The app can also be used to sync the BWC video with the in-car video, and to tag the
videos.

D.

To upload video from the in-car camera system, the squad car must be parked near the
police station building in order to maintain a connection with the Wi-Fi upload network.
Videos will either automatically upload once within Wi-Fi range, or the videos can be
uploaded on demand by manually starting the upload process through the app.

E.

In circumstances where video footage is on a squad computer and the footage needs to
be uploaded immediately, but the squad is not within Wi-Fi range, there is an option to
upload via cellular network.by selecting the “Prioritize Upload” checkbox on the video
submit screen.

OPER.11.8

IN-CAR MOBILE RECORDING EQUIPMENT

A.

Installation and service of the in-car video recording equipment will be conducted
pursuant to manufacturer’s specifications. Installation of the system will include linking of
the following automatic camera activation triggers:
1.
Movement of the in-car emergency lights activation switch to position 2 or 3.
2.
Activation of the rifle unlock button.
3.
Speed: 70 MPH or higher.
4.
Motion, when sensors detect very high sudden changes in acceleration, usually
associated with accidents or crashes.

B.

The in-car camera program will utilize the following:
1.
A front windshield mounted in-car camera.
2.
For police vehicles with an installed prisoner barrier, an infrared rear facing in-car
camera covering the rear seat area of the police vehicle. Police vehicles that do
not have a prisoner barrier will not have a rear facing camera.

OPER.11.9

TRAINING

A.

All sworn officers shall receive training on the in-car mobile recording equipment.

B.

Training shall include, but not be limited to: legal aspects, policies and procedures, voice
recording equipment, and camera equipment.

OPER.11.10

OFFICER’S RESPONSIBILITIES

A.

Log in to the Axon View XL application on the in-car computer using your Evidence.com
user name and password.

B.

At the beginning of each shift, after logging into Axon View XL, officers shall ensure that
the in-car video recording equipment in their squad is functioning correctly. The unit
should automatically be powered on upon starting the vehicle. Officers shall ensure the
camera is set at the proper angle.
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C.

D.

E.

Any damage or defect will immediately be brought to the attention of the officer’s
Supervisor. For tracking and maintenance purposes, all reported problems must be
forwarded, via the department’s in-house email system, to the Body Worn Camera
Administrators at BWCAdministrators@Waukeganil.gov .
In the event a defect or malfunction renders any component of the in-car video system
inoperable, the officer will be reassigned to a squad with a fully operational video
recording system, if one is available.
Each officer shall be responsible for ensuring that the squad is parked at the end of the
shift in an area within range of the video upload system’s Wi-Fi network. These areas
include:
1.
2.
3.
4.
5.

F.
OPER.11.11

The police station’s main parking lot island area.
On West St., adjacent to the police station.
The first six parking stalls of the west parking lot.
The City Hall parking lot on the south side of the police station.
The parking area to the east of Communications.

Log out of Axon View XL when you’re done using that squad.
SUPERVISORY RESPONSIBLITIES

A.

Ensure officers are using the BWC and in-car cameras consistent with this directive.

B.

Ensure an e-mail is sent to the BWC Administrator whenever any officer is unable to use
the BWC or download digitally recorded data due to technical problems.

C.

An investigation is initiated when notified of a missing, lost, or damaged BWC.

D.

The uploading of the BWCs is consistent with this directive.

E.

Monthly, Supervisors may take a random sample of recordings to review in order to assess
officer’s performance, proper usage, and for training purposes, as long as the following
protocols are used:
1.

The Chief of Police, or his designee, may review two (2) BWC or MAV
videos per month, for each sworn employee subject to the police
department’s BWC and in-car video policy.
Once the Chief or Police, or his designee, initiates the random sampling of
videos, all sworn personnel, including supervisors, must have two (2)
videos randomly reviewed by the officer’s immediate supervisor. Utilizing
the same process described herein.
The videos to be reviewed will be selected each month by a random
number generator, mutually agreed upon by the Chief of Police and the
union president.
The reviewing supervisor will record the process of obtaining each random
number by using his or her assigned BWC.
The Chief, or his designee, will keep a log to document this review
process.
The log will only contain the following information, and will be stored and
maintained on the “J” drive as “read-only” files, viewable by all sworn
personnel.

2.

3.

4.
5.
6.

i.
ii.
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iii.
iv.
7.
8.

OPER.11.12
A.

OPER.11.13

reviewed.
The date the video was created, and the report number of the
video.
The day, time and computer number the review was completed on.

The monthly review must be completed within 30 days following the last
day of the month being reviewed.
If a policy violation or lack of productivity is observed, the Chief of Police,
or his designee, may, at the Chief’s discretion, address the violation, in the
spirit of coaching and/or training with the employee. Under no
circumstance will previously noted training or coaching be documented, nor
will it be used for any future discipline or administrative proceeding.

VIDEO MANAGER RESPONSIBILITIES
The Video Manager is responsible for the following:
1.
The maintenance of all in-car recording equipment.
2.
The preparation of copies of BWC and in-car recordings in response to
subpoenas.
3.
The preparation of copies of BWC and in-car recordings in response to internal
requests.
4.
For tracking and maintenance purposes, all reported problems with the video
recording system should be forwarded to the
BWCAdministrators@WaukeganIL.gov.
USE AND RESTRICTIONS

A.

Any use of the recording devices or recorded media shall be done in compliance with 720
ILCS 5.0/14-1 et seq., relating to the videotaping or the recording of oral conversations by
law enforcement personnel.

B.

Video Recording – The in-car mobile video recorder shall be activated on a public
roadway or public place to document the events or circumstances of any investigation
into violations of the Illinois Vehicle Code or Illinois Criminal Code.
1.

This documentation can include the video recording of occurring criminal acts,
the conduct and actions of subjects during police contact and control, and for
documentation of the scene and items taken as evidence.

C.

Officers will not attempt to erase or alter any BWC or in-car recordings or recorders.

D.

Recordings may be stopped or turned off in instances where the squad will be stationary
for an extended period of time (e.g., traffic control details, traffic accident scene control,
etc.).

E.

Absent a subpoena, recordings will not be released to anyone for trial or other reasons
without the permission of the Chief, his designee, and the officer(s) involved.

OPER.11.14
A.

VIEWING DIGITALLY RECORDED DATA
All digitally recorded data created with the BWC and in-car camera is the property of the
Waukegan Police Department. Dissemination of any digitally recorded data outside the
Department is strictly prohibited without specific authorization from the Chief of Police or
his designee. Digitally recorded data will be distributed pursuant to a valid court order,
subpoena, preservation order of the court, or FOIA request.
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B.

Unauthorized duplicating, capturing, or disseminating of audio or video from BWC or incar footage is strictly prohibited. For example, officers and supervisors are authorized to
view their own BWC or in-car footage but may not record this footage with a cell phone,
camera, or other method.

C.

Officers are authorized to view their own recordings using their unique user login
credentials. Officers are reminded not to share their unique login credentials with other
users.

D.

Supervisors are authorized to view all recordings using their unique user access
credentials from a Department computer at a Department facility, provided such viewing
serves a bona fide law enforcement purpose. Supervisors and/or any BWC
administrators shall not troll through BWC or in-car footage in an attempt to discipline
officers for policy violations or for the purpose of evaluating officer productivity.
Supervisors are reminded not to share their unique access credentials with other users.
Officers needing to access a recording that is not their own will request to do so through
their immediate supervisor. The supervisor will evaluate the request and allow the officer
to view the recording if appropriate.

E.

Officers/Detectives are authorized to view recordings pertaining to criminal investigations
to which they are assigned. They are also responsible for notifying the BWC
Administrators to retain such recordings if needed.

F.

For the purpose of redaction, labeling, or duplicating recordings, access to camera
recordings shall be restricted to only those personnel responsible for those purposes.

G.

Civilians shall not be permitted to view any data recorded by a BWC or in-car camera,
unless the video is being shown to the civilian for purposes of mitigating a complaint.
Officers shall advise citizens that they may request a copy of the recording through a
Freedom of Information Act (FOIA) request.

H.

The release of video recordings to any non-law enforcement party requested through a
FOIA request will be handled in accordance with 50 ILCS 706/10 et seq. (Public Act 0990352), and the Illinois Freedom of Information Act, 5 ILCS 140. Prior to the release of
any BWC or in-car camera recording to the public, or any party, the Video Manager or
City Attorney will ensure that proper redactions have been made in accordance with
State law.

I.

Officers who may have inadvertently activated their BWC during a non-law enforcement
related event can tag the video as accidental. The Video Manager will review the video
and if the recording does not have evidentiary or investigative value pertaining to a
criminal case it shall be destroyed. The contents of any such recording shall not be used
in any adverse employment action against an officer.

This order supersedes all previous written and unwritten policies of the Waukegan Police Department on
the above subject.
By order of:

Wayne Walles
Chief of Police
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AXON RETENTION CATEGORIES (as of 01/21/2021)
NAME

RETENTION DURATION

Uncategorized

90 days

Accidental / Disregard

90 days

Admin

ATTACHMENT A

Until manually deleted

Investigation 2 Year

2 years

Hold - Indefinitely

Until manually deleted

Outside Warrant Arrest / Suspended or
Revoked

2 years

Use of Force

7 years
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – OPER.12
Subject: CONSULAR NOTIFICATION and ACCESS

Effective: April 28, 2016

Revised:
Revised:
Original: March 18, 2008

PURPOSE
The purpose of this order is to provide procedural guidance in dealing with the requirements of consular
notification and access.

OPER.12

POLICY

The Waukegan Police Department is legally mandated by terms set forth in the Vienna Convention on
Consular Relations, other international treaties, and the United States Constitution Article VI to assure
that all foreign nationals are afforded their rights to have their respective consular representatives assist
them in the event they have become the subject of arrest or detention.

DEFINITIONS
Consular Officer: is a citizen of a foreign country employed by a foreign government and authorized to
provide assistance on behalf of that government to that government’s citizen in a foreign country.
Dual National: A person who is a citizen of two or more countries, other than the United States who must
be treated in accordance with the rules applicable to each of those countries. If the duality is based on
citizenship between the U.S. and another country consular notification is not required.
Foreign National: is any person who is not a U.S. citizen. The terms “foreign nationals” and “alien” are
used interchangeably. All foreign national regardless of their visa or immigration status are entitled to
consular notification and status.

OPER.12.1
A.

CONSULAR NOTIFICATION AND ACCESS
Foreign Nationals, Consular Notification, and Access
The law enforcement agencies are legally mandated by terms set forth in the Vienna
Convention on Consular Relations, other international treaties, and the United States
Constitution Article VI to notify all foreign nationals of their right to have their respective
consular representatives assist them when the foreign national had become the subject
of arrest or detention. The Department of State does not consider it necessary to follow
consular notification procedures when an alien is detained only momentarily (e.g., during a
traffic stop). Consular notification does not replace requirements set forth pursuant to the
Miranda decision.
When encountering any individual believed to be a foreign national, the following
requirements will be observed:
1.
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2.

In some cases, the nearest consular officials must be notified of the arrest or
detention of a foreign national, regardless of their wishes.

3.

Consular officials have the right to visit a foreign national who is in custody or
detained in order to converse and correspond with him or her and to arrange for
his or her legal representation.

4.

When a government official (police, politicians) becomes aware of the death of a
foreign national, a consular official must be notified.

5.

When a guardianship or trusteeship is being considered with respect to a foreign
national who is a minor or incompetent, consular officials must be notified.

6.

When a foreign ship or aircraft wrecks or crashes, consular officials must be
notified.

B.

The notification process must be conducted as soon as a determination has been made
that the individual is a foreign national. Notification will be made, by fax, to the
appropriate consulate or embassy on a “Notification of Arrest/Detention of a Foreign
National” form (Attachment A). A copy of the fax and the transmittal receipt will be
retained with the incident reports. The originals will be maintained by Communications in
the Consular Notification log.

C.

Additional information may be obtained within the United States State Department
pamphlet on Consular Notification and Access, copies of which are located in the
Booking Room, C/O’s Office, Communications, and the Front Desk. For additional or
updated information on how to contact foreign embassies and consulates in the United
States, as well as the current list of countries requiring mandatory notification, use the
web link http://travel.state.gov/law/consular/consular_753.html

This order supersedes all previous written and unwritten policies of the Waukegan Police Department on
the above subject.

By order of:

Wayne Walles
Chief of Police
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Attachment A

WAUKEGAN POLICE DEPARTMENT
NOTIFICATION OF ARREST/DETENTION
OF A FOREIGN NATIONAL

TO: Embassy/Consulate of ____________________ in_______________, _________
Country

City

State

DATE/TIME: ________________ / ________________
FROM:

Waukegan Police Department
101 N. West St.
Waukegan, Illinois 60085
TELEPHONE: (847) 599-2608
FAX: (847) 360-9164

Our agency has arrested/detained the following foreign national, whom we
understand to be a citizen of your country:
Mr./Mrs./Ms.: ________________________________________________
Date of Birth:

_______________________________________________

Place of Birth: ________________________________________________
Passport Number: _____________________________________________
Date of Passport Issuance: ______________________________________
Place of Passport Issuance: _____________________________________

To arrange for consular access, please call (847) 599-2528 between the hours of 8:00
a.m. and 4:00 p.m. CST. Please refer to case number ______________ when you call.
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – OPER.13
Subject: REPOSSESIONS

Effective: September 7, 2017

Revised:
Revised: March 18, 2008
Original: March 24, 1994

PURPOSE
The purpose of this order is to establish a policy regarding the role of the Waukegan Police Department
relating to the repossession of motor vehicles and other personal property.

OPER.13

POLICY

The Waukegan Police Department recognizes that the repossession of a motor vehicle and other
personal property is a civil action, which, due to its nature, may cause a confrontation or breach of the
peace. Due to the potential for conflict, the policy of the Waukegan Police Department will be to monitor
and document repossession actions to maintain peace and order in the community. Officers are
reminded to exercise discretion and are encouraged to use alternatives to arrest, within certain limits, and
in conformance with the Department mission.
DEFINITIONS
Breach of Peace: Conduct that invites or is likely to invite immediate public turbulence or that leads to,
or is likely to lead to an immediate loss of public order and tranquility.
Repossession: The act of gaining possession of personal property by a financial institution or licensed
agent for said financial institution that has a secured interest in said property.
Repossessor: An agent, licensed by the Illinois Commerce Commission, authorized by a financial
institution to recover personal property for which the financial institution has a secured interest.
Writ of Replevin: A court issued order demanding the exchange of collateralized property from the
debtor to the lien holder or the lien holders authorized agent.

OPER.13.1

AUTHORITY to REPOSSESS

A.

Repossessions are civil in nature but can lead to the commission of criminal offenses.
Illinois law provides that a lien holder retains an interest in sold property until the buyer
tenders full payment for such property. Unless otherwise agreed by the lien holder and
buyer, the lien holder has the right to repossess the property if payment is not recovered
according to the terms of the contract. The lien holder may repossess the property from
the buyer’s land without giving the buyer notice and without judicial approval or court
order if the repossession can be done “without breach of peace” or entering a secured
area (i.e. garage or locked fence).

B.

As defined in 810 ILCS 5/9-609 a lien holder has the right to take possession of collateral
property after default by the debtor.
1.
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OPER.13.2
A.

2.

A lien holder or assigned agent may proceed to repossess property Pursuant to a
Writ of Replevin or without judicial process, if proceeding creates no breach of
the peace.

3.

If so agreed, a lien holder or assigned agent may require the debtor to assemble
the collateral and make it available to the lien holder or assigned agent at a place
to be designated by the lien holder, which is reasonably convenient to both
parties.

PROCEDURE
All persons attempting to repossess a vehicle in the City Of Waukegan must advise the
Waukegan Police Department PRIOR to attempting the repossession. This can be
accomplished in person, by telephone, or by fax. If the repossession attempt is
successful, the repossessor must present paperwork, in-person, identifying the vehicle
that was repossessed, the financial institution, and identification proving that he or she is
an agent of a repossession company that is licensed by the Illinois Commerce
Commission.
1.

2.

B.

Two photocopies of documentation will be made
a.

One set of copies is maintained in the Repossession Log Book at the
Police Desk.

b.

One set will be delivered to Communications.

Communications will enter the following information into the Computer Assisted
Dispatch (CAD) system under the Repossessions Log:
a.

Registered owner’s name.

b.

Vehicle description.

c.

Vehicle identification number.

d.

Reporting officer’s name and ID number.

Should a repossessor request the Waukegan Police Department’s presence at the
location of repossession, officers will establish and confirm the identity of all parties
concerned upon arrival.
1.

If the person possessing the property is at the scene objecting to the
repossession, the repossessor will be advised that they should request a writ of
replevin from a court of proper jurisdiction to enforce their right to repossession.

2.

If the repossessed item has been removed from the property of the person with
possessory interest and said person is voicing an objection, they will be advised
that the repossessor is permitted to retain possession against his or her
objections and that they should seek legal advice regarding any further action.

3.

If other property is attached, (i.e. personal belongings in vehicle), advise the
owner to seek legal assistance to recover that property through civil remedies. If
possible, attempt to mediate the return of personal effects at the scene.
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4.

Officers will not interfere with the civil aspects of repossession and will confine
their activities to keeping the peace.

5.

When a repossessor has obtained a writ of replevin, a member of the Lake
County Sheriff’s Department will enforce the court order as the repossessor
cannot enforce the order without law enforcement personnel on scene.

This order supersedes all previous written and unwritten policies of the Waukegan Police Department on
the above subject.

By order of:

Wayne Walles
Chief of Police
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – OPER.14
Subject: STRIP SEARCHES

Effective: December 21, 2016

Revised:
Revised: March 8, 2008
Original: September 11, 1995

PURPOSE
The purpose of this policy is to establish guidelines for performing strip searches.

OPER.14

POLICY

The Waukegan Police Department recognizes that the use of strip searches and body cavity searches
may, under certain conditions, be necessary to protect the safety of officers, civilians, and other prisoners;
to detect and secure evidence of criminal activity; and to safeguard the security, safety, and related
interests of the Waukegan Police Department’s prisoner detention and holding facilities. Recognizing the
intrusiveness of these searches on individual privacy, however, it is the policy of this Department that all
such searches be conducted only with the proper authority and justification, with due recognition and
deference for the human dignity of those being searched and in accordance with the procedural
guidelines for conducting such searches as set forth in this policy.

DEFINITIONS
Strip Search: Any search of an individual requiring the removal or rearrangement of some or all clothing
to permit the visual inspection of any or all skin surfaces including genital areas, breast, and buttocks.
Body Cavity Search: Any search involving not only visual inspection of skin surfaces but the internal
physical examination of body cavities and, in some instances, organs such as the stomach cavity.

OPER.14.1
A.

STRIP SEARCH PROCEDURE
No person arrested for traffic, regulatory or misdemeanor offenses, except in cases
involving weapons or a controlled substance, shall be strip searched unless there is
reasonable belief that the individual is concealing a weapon or controlled substance.
Note: The Illinois Compiled Statutes does not consider Cannabis a controlled
substance. Refer to Illinois Compiled Statutes 720 ILCS 570/206, Controlled
Substances Act, Enumeration, Schedule II.

B.

All strip searches will be performed by persons of the same sex as the arrested person,
and in or upon, premises where the search cannot be observed by persons not physically
conducting the search.

C.

Every employee of the Waukegan Police Department conducting a strip search shall:
1.

Obtain written permission of an on-duty supervisor prior to conducting the search.

2.

Complete the Strip Search Report Form (Attachment A). The report shall
include:
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3.

a.

The written authorization required by paragraph (1) of this subsection

b.

The name of the person subjected to the search.

c.

The names of the persons conducting the search.

d.

The date, time, and place of the search.

A copy of the Strip Search Report Form will be provided to the person subject to
the search prior to the search.

D.

All strip search authorization forms will be forwarded to the Office of Professional
Standards by the reviewing Supervisor, along with a copy of the full case report, when
complete.

E.

The Commander of the Office of Professional Standards will keep a log of all strip
searches conducted by the Department. The Commander of OPS will review each
incident to ensure that this policy was followed. Any findings inconsistent with
Department procedures will be investigated.

OPER.14.2

LIMITATIONS AND RESTRICTIONS
No search of any body cavity, other than the mouth, will be conducted without a duly
executed search warrant. Any warrant authorizing a body cavity search must specify that
the search will be performed under sanitary conditions and conducted either by, or under
the supervision of, a physician licensed to practice medicine in all of its branches in the
State of Illinois.

This order supersedes all previous written and unwritten policies of the Waukegan Police Department on
the above subject.
By order of:

Wayne Walles
Chief of Police

WPD General Orders Manual

Attachment A

OPER.14 – Strip Searches

Page 2 of 3

ATTACHMENT A

WAUKEGAN POLICE DEPARTMENT
STRIP SEARCH REPORT
Report Number: _________-__________________

Arrestee’s Name: __________________________________________ DOB: ____________________

Sex/Race: ____/____ Charges:_________________________________________________________

Officer(s) Conducting Search:
Name: ___________________________________ Badge #: _______________________ Sex: M / F

Name: ___________________________________ Badge #: _______________________ Sex: M / F

Name: ___________________________________ Badge #: _______________________ Sex: M / F

Name: ___________________________________ Badge #: _______________________ Sex: M / F

Authorization:
I have authorized a strip search of the above listed arrestee pursuant to 725 ILCS 5/103-1.

__________________________________________ _______________________ _________________
Supervisor Signature
Date
Time

Supervisor’s Printed Name and Badge Number:___________________________________________

Date of Search: __________________ Time Begun: _____________ Time Ended: ______________

Acknowledgement:
I have been supplied a copy of this strip search authorization.

____________________________________________ _________________
Arrestee Signature
Date
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – OPER.15
Subject: INFECTIOUS DISEASES / BIOHAZARDS

Effective: October 20, 2016

Revised:
Revised:
Original: October 20, 2016

PURPOSE
The purpose of this policy is to establish guidelines that minimize the transmission of infectious
disease while Department personnel are performing their duties.
The Department recognizes the possibility that employees may come into contact with persons
suffering from communicable diseases. It shall be the policy of the Department to adopt preventive
measures and proper procedural handling of persons, objects, and property, in order to lessen the
risks of exposure to such diseases.

OPER.15

POLICY

It is the policy of the Waukegan Police Department to instruct, encourage, and reinforce safe practices
for handling persons, evidence, and incident scenes in such a manner as to reduce the potential for
transmission of infectious diseases. It is also the intention of the Waukegan Police Department to
establish a policy that is in compliance with the OSHA Blood borne Pathogens standard, 29 CFR
1910.1030.

DEFINITIONS
EXPOSURE INCIDENT: A specific eye, mouth, or other mucous membrane, non-intact skin, or
parenteral contact with blood or other potentially infectious materials that results from the performance
of an employee’s duties.
OCCUPATIONAL EXPOSURE: Reasonably anticipated skin, eye, mucous membrane, or other
parenteral contact with blood or other potentially infectious materials that may result from the
performance of an employee’s duties.
PERSONAL PROTECTIVE GEAR: Any specialized clothing or equipment, worn by an employee to
protect against a biohazard. Appropriate personal protection will not permit blood or other potentially
infectious materials to pass through to or reach the employee’s clothes, undergarments, skin, eyes,
mouth, or other mucous membranes under normal conditions of use and for the duration of time the
personal protective equipment is used. Personal protective equipment provided to employees will
include gloves, gowns, face shields or masks, and eye protection. General work clothes (i.e. uniforms,
pants, shirts, or blouses) are not intended to function as protection against a hazard and are not
considered to be personal protective equipment.
REGULATED WASTE: Liquid or semi-liquid blood or other potentially infectious material,
contaminated items that would release blood or other potentially infectious materials in a liquid or
semi-liquid state if compressed, items that are caked with dried blood or other potentially infectious
materials and are capable of releasing biological waste during handling, contaminated sharps and
pathological and microbiological wastes containing blood or other potentially infectious materials.
UNIVERSAL PRECAUTIONS: An approach to infection control in which all human blood and certain
human body fluids are treated as if known to be infectious for HIV, HBV, and other blood-borne
pathogens.
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OPER.15.1

EXPOSURE POTENTIAL
Job classifications in which Departmental employees have occupational exposure include:
1.
2.
3.
4.

OPER.15.2

Police Officers
Property Custodian
Police Auxiliary Staff
Custodians

METHODS OF COMPLIANCE

A.

All blood and bodily fluids should be considered potentially infectious. Employees should
consistently use appropriate barrier precautions to prevent skin and mucous membrane
exposure when contact with blood or other body fluids of any person is anticipated.

B.

Work Practice Controls

C.

1.

All procedures involving blood or other potentially infectious materials should be
performed in such a manner as to minimize splashing, spraying, spattering, and
generation of these substances.

2.

Contaminated needles and other contaminated sharps should not be recapped,
purposely bent or broken by hand, removed from disposable syringes, or otherwise
manipulated by hand. As soon as possible after use, disposable syringes and
needles, scalpel blades, and other sharp items should be placed in puncture-resistant
containers for disposal. Containers are located in the Evidence Technicians’ Lab and
the Booking Room.

3.

Specimens of blood or other potentially infectious materials shall be placed in a
closeable leak proof container and labeled or color-coded prior to being stored or
transported. If outside contamination of the primary container is likely, then a second
leak proof container that is labeled or color-coded shall be placed over the outside of
the first one and closed to prevent leakage during handling, storage, or transport.

4.

Employees shall not keep food or drink in any refrigerator, freezer, shelf, cabinet, or
on any countertop where blood or other potentially infectious materials are kept.

Personal Protective Equipment
1.

Personal protective equipment shall be available at no cost to the employee. This
equipment is stored in the evidence equipment storage area.

2.

Employees will wear personal protective equipment appropriate for the type of
occupational exposure that can reasonably be anticipated during the normal
performance of their jobs.

3.
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a.

Evidence technicians attending crime scenes involving blood borne
pathogens or bodily fluids shall wear protective clothing, including covers for
shoes.

b.

Accident investigators at accident scenes that could come into contact with
blood borne pathogens shall wear protective clothing, including covers for
shoes.

Gloves shall be worn when contacting blood, bodily fluids, mucous membranes, open
wounds of patients/victims/prisoners, for handling items or surfaces soiled with blood
or body fluids, and for all invasive procedures.
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OPER.15.3

4.

Disposable gloves shall be replaced as soon as practical when contaminated, or as
soon as feasible when they are torn, punctured, or when their ability to function as a
barrier is compromised. Disposable gloves shall not be washed or disinfected for
reuse.

5.

Masks, protective eye wear, or face shields shall be worn whenever splash, spray,
splatter, or droplets of blood or potentially infectious materials may be generated and
eye, nose, or mouth contamination reasonably anticipated.

6.

Masks and protective eye wear or face shields shall be changed and disposed of
properly after each exposure to blood or other potentially infectious material.

7.

Non-permeable gowns should be worn in occupational exposure situations. When
gowns are contaminated, they shall be disposed of as soon as possible after
exposure and replaced with clean gowns.

8.

All personal protective equipment shall be removed immediately upon leaving the
work area and disposed of by bagging the items in a red bio-hazard garbage bag.

9.

To minimize the need for direct mouth-to-mouth resuscitation, mouthpieces or other
ventilation devices should be used when available for personnel trained in rescue
breathing techniques.

HEPATITIS A & B VACCINATIONS

A.

Hepatitis vaccinations are made available to each employee free of charge and at a
reasonable time and location throughout the year.

B.

Pregnant employees should consult with their private physician prior to taking the Hepatitis
vaccines.

OPER.15.4
A.

POST-EXPOSURE EVALUATION AND FOLLOW-UP
Exposure incident
Any exposure must be reported through the chain of command to the Chief of Police as
described in PERS.03 – Work Related Injury or Illness.

B.

Confidential Medical Evaluation
1.

Any employee who has had an exposure will have a confidential medical evaluation at
Vista Corporate Health or an Emergency Room and follow-ups provided at no cost to
the employee.

2.

As part of the medical evaluation, the circumstance of exposure shall be recorded
including: route(s) of exposure, the activity in which the employee was engaged at the
time of the exposure, the extent to which the appropriate work practices and
protective equipment were used, and description of the source of exposure.

3.

The source individual’s blood shall be tested as soon as possible after consent, court
order, or legal authority to do so is obtained, in order to determine HIV and HBV
infectivity. When the source individual’s consent is not required by law, the source
individual’s blood, if available, shall be tested and the results documented.

4.

When the source individual is already known to be infected with HBV or HIV, testing
need not be repeated.
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C.

5.

The results of the HIV and HBV testing of the source individual shall be made
available to the exposed employee.

6.

An exposed employee’s blood shall be collected and tested as soon as feasible after
his/her consent is obtained. Blood draws will be conducted at any approved medical
facility. If baseline blood is drawn, but the employee does not consent to HIV
serologic testing, the employee will have the opportunity to preserve the sample for at
least 90 days. If within 90 days of the exposure incident the employee elects to have
the samples tested, such testing will be done as soon as feasible. Laboratory testing
will be performed at any approved medical facility at no cost to the employee.

7.

Depending upon the nature of the wound or exposure, the employee will be counseled
and treated or referred to an Occupational Medical Group.

Hepatitis B Exposure
The following procedure shall be followed when the source individual is positive for hepatitis B
surface antigen.
1.

2.

D.

Unvaccinated employee
a.

Administer HBV series

b.

Administer a single dose of hepatitis B immune globulin within 7 days of
exposure.

Vaccinated employee
a.

Test for antibody to hepatitis B surface antigen.

b.

Give one dose of vaccine and one dose of immune globulin if antibody level is
inadequate. Administer vaccines in separate sites.

c.

If the source individual is negative for hepatitis B surface antigen and the
employee has not yet been vaccinated, the hepatitis B vaccine series shall be
offered.

d.

If the source individual refuses testing, or cannot be identified, the
unvaccinated employee shall receive the hepatitis B vaccine series. Immune
globulin administration should be considered on an individual basis if the
source individual is known to be or is suspected to be at a high risk for HBV.

HIV Exposure
For any exposure to a source individual who is positive for HIV or who has refused testing, the
employee will be given serologic testing for HIV antibody at any approved medical facility, with
the initial test administered at the time of exposure and with the retests administered at 6
weeks, 12 weeks, and 6 months.

OPER.15.5

COMMUNICATION OF HAZARDS TO EMPLOYEES

A.

Labels: Warning labels (universal biohazard symbol) shall be affixed to containers of
regulated waste.

B.

Information and training: Employees shall participate in training as mandated by Rule 29 CFR
1910.1030.
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OPER.15.6

AVAILABLE AIDS TO PREVENTION

A.

The Department offers masks, resuscitation masks, surgical gloves, protective eye wear, and
non-permeable gowns, to be used for preventive measures when an employee suspects a
person he/she has encountered may be suffering from a communicable disease or the
employee may risk being exposed to blood or other bodily fluids. Containers for needles are
also provided for the disposal of contaminated needles and syringes.

B.

Regardless of the circumstances, preventive measures should go beyond the wearing of
masks and gloves. Employees should practice good personal hygiene. This includes
thorough hand-washing and the bandaging of open cuts, wounds, or lesions prior to the start
of their work day. Immediate attention should also be given to such wounds when they occur.

C.

Pregnant employees should report any direct contact with bodily fluids during to their
physician. Infectious viruses can cause severe problems in newborns.

OPER.15.7
A.

WHEN EXPOSURE TO COMMUNICABLE DISEASE IS SUSPECTED
Disinfection of any unprotected skin surfaces that come into contact with bodily fluids shall be
immediately and thoroughly washed with soap and hot water.
1. Alcohol or antiseptic wipes may be used when soap and water are unavailable.
2. Disposable gloves should be rinsed before removal. The hands and forearms should then
be washed.
3. Hand lotion should be applied after disinfection to prevent chapping and to seal cracks
and cuts on the skin.
4. All open cuts and abrasions shall be covered with waterproof bandages before an
employee reports for duty.

B.

Employees should remove clothing that has been contaminated with body fluids as soon as
practical. Any skin area that has come in contact with this clothing should then be cleansed in
the fashion listed above. Contaminated clothing should be handled carefully and laundered
separately.

C.

An employee, who believes he or she has been exposed to a communicable disease due to
direct, unprotected contact with an infected person, should follow the procedures outlined in
PERS.03 – Work Related Injury or Illness.

OPER.15.8

FOLLOW-UP PROCEDURES

A.

When it is learned through medical diagnostic tests that an arrestee is suffering from a
communicable disease, the Deputy Chief of Operations will immediately notify all personnel
who came into direct contact with the arrestee to make themselves available for medical
examinations and inoculations, if appropriate.

B.

The Deputy Chief of Operations will advise personnel when an arrestee’s medical test results
are negative.
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OPER.15.9
A.

B.

CONTAMINATED POLICE PROPERTY/EQUIPMENT
Any exposure of the building or Department vehicles to bio-hazardous matter shall be reported
to a Shift or Division Commander immediately. The Shift or Division Commander shall take
the following steps:
1.

Place the affected area or vehicle out of service using “BIOHAZARD” signage.

2.

Send a Department-wide e-mail advising of the contamination type and location.

3.

Contact Aftermath (1-866-942-6583) to schedule remediation service.

After the hazard has been remediated, the area or vehicle shall be placed back into service by
an on-duty Command Officer.

This order supersedes all previous written and unwritten policies of the Waukegan Police Department on this
subject.

By order of:

Wayne Walles
Chief of Police
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – OPER.16
Subject: PHYSICAL EVIDENCE – ADMINISTRATION

Effective: December 1, 2016

Revised:
Revised: March 18, 2008
Original: September 7, 1995

PURPOSE
The purpose of this policy is to ensure the availability and utilization of Evidence Technicians, Major
Crime Scene Unit, and Major Traffic Accident Unit. Such specialists shall be utilized to collect, preserve,
analyze, and submit evidence in accordance with recognized standards.

OPER.16

POLICY

It is the policy of the Waukegan Police Department to utilize scientific methods to identify, collect,
and preserve evidence located at a crime scene or a traffic accident, and ensure its proper
storage in evidence or transmission to the crime laboratory.

OPER.16.1

EVIDENCE TECHNICIAN / TRAFFIC CRASH INVESTIGATOR AVAILABILITY

A.

Each Patrol Shift Commander shall schedule at least one Evidence Technician to work
each shift.

B.

The Commander of the Traffic Division shall ensure that Traffic Crash Investigators are
available on a 24-hour, on-call basis.

C.

If an on-duty Evidence Technician or Traffic Crash Investigator is available, that officer
will process the crime or traffic crash scene.

D.

If an on-duty Evidence Technician or Traffic Crash Investigator is not available, the
Commanding Officer of the Patrol shift will contact Communications and request that one
be called in should the need arise.

E.

If an Evidence Technician or Traffic Crash Investigator is unavailable due to unforeseen
circumstances or when specialized assistance is needed, assistance from an outside
agency may be requested by the Patrol shift supervisor in charge.

OPER.16.2

EVIDENCE COLLECTION / COMPARISON

A.

Whenever possible, crime scene personnel shall collect materials and substances found
at crime scenes that may constitute evidence of a criminal offense. Such evidence shall,
when appropriate, be sent to the Northeastern Illinois Regional Crime Laboratory or other
certified crime lab.

B.

Appropriate comparison standards must be submitted in conjunction with the questioned
evidence, to the crime lab, in order to eliminate known victims / witnesses.

C.

Evidence Technicians will follow recognized standards for the submission of control
samples when appropriate. Examples of comparison evidence may include, but are not
limited to:
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1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.

OPER.16.3

Hairs
Fibers
Glass
Paint
Wood
Soil
Fabrics
Tool Marks (photographs or actual object displaying marks)
Foot / Tire impressions (photographs or casts)
Flammable / Combustible Liquids
Latent Fingerprints
Handwriting Samples
Blood/Semen
Potential DNA sources

MAJOR CRIME SCENE UNIT (MCSU) / MAJOR TRAFFIC ACCIDENT UNIT (MTAU)

Major crime scenes and traffic accidents produce an abundance of physical evidence that require
specialized equipment and personnel trained in advanced skills to develop. This requirement has
necessitated the formulation of specialized units to process these scenes. The Major Crime
Scene Unit and the Major Traffic Accident Unit have been established to respond to those
incidents.

OPER.16.4

ORGANIZATION OF THE MAJOR CRIME SCENE UNIT

A.

The MCSU is a voluntary, collateral assignment. Selection of members will be made as
indicated in General order PERS.10 – Specialized Assignments.

B.

MCSU consists of Evidence Technician Supervisors and Evidence Technicians. The
highest ranking supervisor is designated as the Command Officer. The MCSU will be
staffed by enough officers to ensure coverage of all potential incidents.

C.

The Command Officer and Supervisors of the MCSU are appointed by the Chief of Police
or his designee. The selection is based on demonstrated ability in evidence processes,
criminal investigations, management, and organizational skills. The Command Officer
will be responsible for operations, training, and equipment related to the MCSU.

D.

Evidence Technicians assigned to the MCSU will be selected based on the following
criteria:
1.

Demonstrated ability in identifying, preserving, collecting, and packaging
evidence.

2.

Evaluation of general work performance and knowledge.

3.

Amount of experience within the evidence technician program.

4.

Successful completion of an Illinois Law Enforcement Training and Standards
Board approved Evidence Technician Certification course.

5.

Team members will be appointed by the Chief of Police or his designee upon the
council of the MCSU Command Officer and supervisors.
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OPER.16.5

OPERATION OF THE MAJOR CRIME SCENE UNIT

A.

The MCSU is organized to facilitate the identification, collection, and preservation of
evidence at all major crime scenes.

B.

The MCSU, once activated, is under the direction and command of the ranking MCSU
Supervisor on-scene or a designee of the Deputy Chief of Operations.

C.

The MCSU Supervisor in charge is responsible for assigning the necessary manpower to the
crime scene and shall direct, coordinate, and supervisor the team’s evidence collection
efforts.

D.

The MCSU Supervisor in charge shall ensure that the scene is properly processed,
evidence is collected and preserved, reports are completed, and the team's activities are
coordinated with all other divisions.

OPER.16.6
A.

B.

MAJOR CRIME SCENE UNIT ACTIVATION
The MCSU will be activated at the discretion of the Commanding Officer of the Patrol
shift or the Commanding Officer of the Criminal Investigations division for any major
incident involving a forcible felony with great bodily harm or any incident deemed
appropriate by the Deputy Chief of Operations.
1.

When a major incident occurs, it is the responsibility of the Command Officer or
his designee initially responding to the incident, to immediately isolate, protect,
and maintain the crime scene as best as practical given the specific conditions of
the scene.

2.

The Command Officer or designated supervisor shall immediately evaluate the
situation and determine if the MCSU will be activated to process the scene. The
Command Officer will then notify the Patrol Commander of the incident. The
Patrol Commander will notify the Deputy Chief of Operations of the activation of
the MCSU.

3.

When MCSU activation has been requested, the requesting supervisor will notify
an MCSU Supervisor and brief him/her about the incident. The MCSU
Supervisor will advise Communications to call out the appropriate number of
team personnel as well as any necessary supervisory staff.

4.

The Patrol supervisor retains the responsibility for the integrity of the crime scene
until the MCSU Supervisor arrives or until any other time agreed to by both of the
supervisors.

5.

The MCSU Supervisor will assume full responsibility for the crime scene upon
his/her arrival, only after first being completely briefed by the supervisor onscene.

The MCSU has priority status over other Departmental assignments. Any Department
personnel may be assigned directly to the team on the basis of need, training, or
expertise.
1.

The MCSU Supervisor or his designee will notify the supervisor of each team
member or assigned personnel in the event that their crime scene duties will be
in conflict with their normal duty assignments.

2.

The MCSU Supervisor may hold MCSU personnel from their normal duty
assignments after a crime scene has been released to complete evidence
packaging and report writing. Should the MCSU Supervisor hold officers, he/she
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must notify the affected shift or division as soon as reasonably possible in order
for the affected supervisor to back-fill the position.

OPER.16.7

ORGANIZATION OF THE MAJOR TRAFFIC ACCIDENT UNIT

A.

The MTAU is a voluntary, collateral assignment. Selection of members will be made as
indicated in General order PERS.10 – Specialized Assignments

B.

MTAU consists of the Traffic Division Commander, the Traffic Division Supervisor, Major
Traffic Accident supervisors and enough officers to ensure coverage of all potential
incidents.

C.

Major Traffic Investigators assigned to the Team will be selected on the following basis:
1. Demonstrated ability in collecting and preserving evidence.
2. Evaluation of general traffic investigation performance and knowledge.
3. Experience and training in Major Traffic Accident investigation.
4. Any other requirement as determined by the Chief of Police.

D.

OPER.16.8

Assignments will be made by the Traffic Division Commander with the approval of the
Chief of Police or his designee.

OPERATION OF THE MAJOR TRAFFIC ACCIDENT INVESTIGATION UNIT

A.

The MTAU unit exists as an integral part of any major traffic accident investigation to
complement and supplement the activities of the Traffic Division. Its basic function is the
collection and dissemination of physical evidence relating to major traffic accident
investigations.

B.

The MTAU unit, once activated, shall be under the direction and command of the
Traffic Division Commander, the Traffic Supervisor, or any other person designated by
the Deputy Chief of Administration.

C.

The MTAU Supervisor in charge is responsible for assigning the necessary manpower to the
accident scene and shall direct, coordinate, and supervisor the team’s evidence collection
efforts.

D.

The MTAU Supervisor in charge shall ensure that the scene is properly processed,
evidence is collected and preserved, reports are completed, and the team's activities are
coordinated with all other divisions and/or outside agencies.

OPER.16.9

MAJOR TRAFFIC ACCIDENT UNIT ACTIVATION

A.

The MTAU will be activated at the discretion of the Commanding Officer of the Patrol shift
for any major traffic accident involving great bodily harm or death. The MTAU will be
activated at any personal injury accident involving a City-owned vehicle. The Deputy
Chiefs of Administration or Operations may activate MTAU at his/her discretion.

B.

When a major accident occurs, it is the responsibility of the Commanding Officer of the
Patrol shift or the Supervisor initially responding to the accident, to immediately isolate,
protect, and maintain the accident scene as best as practical given the specific conditions
of the scene.
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C.

The Command Officer or designated supervisor shall immediately evaluate the situation
and determine if the MTAU will be activated to process the accident scene. The
Command Officer will then notify the Patrol Commander of the incident. The Patrol
Commander will notify the Deputy Chief of Operations of the activation of the MTAU.

D.

When MTAU activation has been requested, the requesting supervisor will notify an
MTAU Supervisor and brief him/her about the incident. The MTAU Supervisor will advise
Communications to call out the appropriate number of team personnel as well as any
necessary supervisory staff. The MTAU Supervisor will then advise the Deputy Chief of
Administration of the activation.

E.

The Patrol supervisor retains the responsibility for the integrity of the accident scene until
the arrival of the MTAU Supervisor or until any other time agreed to by both of the
supervisors.

F.

The MTAU Supervisor will assume full responsibility for the accident scene upon his/her
arrival, only after first being completely briefed by the supervisor on-scene.

This order supersedes all previous written and unwritten policies of the Waukegan Police Department on
this subject.

By order of,

Wayne Walles
Chief of Police
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – OPER.17
Subject: PHYSICAL EVIDENCE – OPERATIONS

Effective: April 06, 2021

OPER.17.1

OFFICER RESPONSIBILITIES

OPER.17.2

DOCUMENTATION
REQUIRMENTS
EVIDENCE TECHNICIAN
REPORTING
EVIDENCE PACKAGING
LABORATORY SUBMISSIONS
RECOVERY AND
PROCESSING OF STOLEN
VEHICLES
CRIME SCENE
PHOTOGRAPHY
PROCESSING LATENT
FINGERPRINTS

OPER.17.3
OPER.17.4
OPER.17.5
OPER.17.6

OPER.17.7
OPER.17.8

Revised:
Revised: March 18, 2008
Original: February 23, 1995

OPER.17.9
OPER.17.10
OPER.17.11
OPER.17.12

OPER.17.13
OPER.17.14
OPER.17.15
OPER.17.16

COMPUTER EQUIPMENT
CELLULAR DEVICES
VIDEO EVIDENCE
DEOXYRIBONUCLEIC ACID
(DNA) EVIDENCE
COLLECTION AND
PROCESSING
FIREARMS
TRAINING
EQUIPMENT AND SUPPLIES
EVIDENCE/PROPERTY
INSPECTION and INVENTORY

PURPOSE
The purpose of this policy is to establish guidelines and procedures for collecting, processing, preserving
evidence in the field. Additionally, this policy will discuss evidence handling, chain of evidence, and
requests for laboratory analysis.
OPER.17

POLICY

It is the policy of the Waukegan Police Department to outline the responsibilities of various individuals,
including the first officer at a crime scene and the Evidence Technician (ET) in an effort to facilitate the
effective collection, processing, and preserving of physical evidence located at crime scenes. It is also
the policy of the Waukegan Police Department to establish and maintain a system of evidence handling
that ensures the integrity of the chain of evidence that is compliant with legal standards.
DEFINITIONS
B.E.A.S.T. – Barcode Evidence Analysis Statistic and Tracking program: A computerized system of
property and evidence management compatible with the Northeastern Illinois Regional Crime Laboratory
and the State of Illinois Crime Laboratory.
N.I.R.C.L. – Northeastern Illinois Regional Crime Laboratory: The accredited evidence
laboratory routinely utilized by the Waukegan Police Department for processing of evidentiary
articles.
OPER.17.1
A.

OFFICER RESPONSIBILITIES
Initial Responding Officers
1.
Render first aid.
2.
Protect the crime scene.
3.
Establish the outer most perimeter of the crime scene.
4.
Notify Communications that an ET is needed.
5.
Restrict entry to only authorized persons and note persons that have entered the
crime scene using the Waukegan Police Department Crime Scene Log
(Attachment A).
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B.

The primary officer shall ensure that an ET responds to a crime scene where there is the
potential for physical evidence to be recovered, a felony has been committed, or a
domestic battery has occurred.
1.
If, in an officer’s discretion, a situation exists where a lack of evidence of an
alleged crime is equally as important as the existence of evidence of a crime, the
officer may:
a.
b.

Call for an ET to document a lack of evidence supporting the report of a
crime, or
Use department cell phone camera, or body-worn camera to document
the lack of evidence.

C.

The Waukegan Fire Department’s Fire Prevention Bureau has collateral responsibility for
cases of suspected arson. Evidence Technicians must check with Fire Command onscene to make sure that the FPB has been notified.

D.

The initial responding officers shall ensure that the crime scene is protected from
contamination until the evidence technician has arrived on scene. A supervisor should
be notified if there are any difficulties or situations regarding the protection of the scene.

E.

Evidence Technician responsibilities include, but are not limited to the following:
1.

2.
3.

4.

5.

Assure that the equipment necessary to recover fingerprints, take photos, sketch
the scene (or an electronically aided 3D sketch), and collect, and preserve
evidence is available to them at the scene.
Report to the officer in charge of the scene and gather information.
Determine the tasks that need to be completed to properly process the crime
scene. Evidence Technicians should photograph the scene, take video of the
scene (if necessary), sketch the scene (if needed), search for evidence
(footwear, fingerprints, DNA), mark items of evidence, fingerprint the scene,
preserve, collect, and submit crime scene evidence and begin the chain of
custody.
Determine if the particular scene requires specialized expertise or equipment that
is beyond his/her capability and notify the officer in charge of the crime scene. If
necessary, a supervisor will be notified of unique needs by the officer in charge.
Prepare a supplemental report detailing the processing and collection of
evidence. The report shall include how the scene was processed and if the
processing attempts were successful. A list of items collected as evidence will
also be included in the report.

F.

Evidence Technicians may process evidence within the parameters of their training and
experience and to preserve the condition of evidence during its collection, prevent the
introduction of foreign materials to the evidence, and ensure as complete a sample as
possible and practical.

G.

If a crime scene sketch is prepared, basic elements shall include, but not be limited to:
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
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All measurable dimensions.
Relative position to fixed geographical features, buildings, or roads.
Scene address, floor, and room number.
Location of victim(s).
Date and time of preparation.
Name(s) of person(s) preparing the sketch.
Indication of the direction of North.
Location of evidence.
Report Number.
Sketch may be prepared by means of a software based program.
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OPER.17.2
A.

DOCUMENTATION REQUIRMENTS
All evidence or recovered property will be documented on a case report or case
supplemental report and entered into the Department’s computerized property
management software (BEAST). Reports and BEAST entries will be completed by
the officer recovering or submitting the item(s). Information reported will include, but
not be limited to:
1.
2.
3.
4.
5.
6.

B.

Found property or recovered evidence will be entered into the BEAST and
submitted to evidence. Entries shall include, but are not limited to:
1.
2.
3.
4.
5.
6.
7.

C.

OPER.17.3
A.

Intake, inventory, and disposition of property and evidentiary materials.
Entries either creating or continuing the chain of custody for each item.
Tracking of all actions performed upon each item.
Documentation of any releases or returns of property.
Requests for submission of items of evidence to the NIRCL for analysis.
Documentation of court requests for presentation at hearings or trials.
When submitting items in need of laboratory analysis, processing, or
testing, officers will complete the BEAST’s Submissions Document, which
is automatically forwarded to the Evidence Manager.

The Evidence Manager is responsible for ensuring that the items listed in the BEAST
match the items placed into evidence. If a discrepancy is noted, the officer who
placed the evidence will be contacted to correct the discrepancy and document why
the discrepancy occurred on a case supplemental report.

EVIDENCE TECHNICIAN REPORTING
A record of all events transpiring at the scene of an investigation is required. Crime
scene personnel will submit reports to include the following information:
1.
2.
3.
4.
5.
6.
7.
8.
9.

10.
11.
B.

Detailed Description of the item, including make, model, color, number,
size, and serial number, if any.
Source of, and exact location from, which the evidence was obtained.
Name of person collecting the item(s).
Date and time collected.
Collecting officer's signature and identification number.
Receiving personnel’s name.

Case report number.
Name of officer requesting evidence services and the primary case officer.
Date and time of arrival to and from the scene.
Location of the incident.
Description of the crime scene.
Names of victim(s) and suspect(s), if known.
Description of actions taken at the scene.
A detailed list of all physical evidence recovered.
The reason photographs were not taken, if so indicated. The reason evidence
was not recovered, or reason why any deviation from standard accepted
procedures was taken, if so indicated.
Disposition of items collected at the scene.
Crime scene measurement information, if applicable.

Evidence Technician reports will be in the form of a Supplemental Case Report unless
otherwise indicated by a supervisor.
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OPER.17.4

EVIDENCE PACKAGING

A.

Items secured as evidence shall be properly packaged and marked prior to being submitted
into evidence. If no physical evidence is secured from a scene, it shall be noted in the
processing officer's supplemental report, along with an explanation as to why.

B.

If an item is too small, or an evidence tag would diminish the evidentiary value of the item,
the item shall be secured in packaging capable of sufficiently protecting the item. Evidence
tape will be affixed to all openings of the packaging materials and the processing/submitting
officer shall initial and date along the tape to prevent and indicate if tampering occurs.

C.

The ET or officer securing any item of evidence will enter and inventory the item into the
(BEAST). All officers that enter an item into the BEAST shall fill out the appropriate fields
within the program to document the item, where the item was located, who collected the
item, the time and date of collection, and any submission requests to the Northern Illinois
Crime Lab. The ET shall then affix the signed and dated BEAST printed evidence label to
the exterior of the packaging.

D.

When creating a BEAST evidence label, Evidence Technicians must indicate whether the
charge is State or Local.

E.

All evidence placed in evidence lockers must be packaged and labeled.

F.

No items that are wet will be packaged unless they have first been dried in a laboratory
drying cabinet. Items of evidence are placed in a drying cabinet must be entered into the
BEAST and evidence label(s) for the item(s) will be put in folders, which are attached to the
cabinets. Once dried, items of evidence must be packaged and submitted to evidence as
soon as practicable.

G.

All evidentiary property shall be placed into evidence as soon as possible. No officer shall
retain, in their possession, any evidence collected or acquired during their tour of duty in a
location other than a Department’s evidence locker or drop box. Every officer is
responsible for the prompt submittal of evidence to ensure the integrity of the Department's
evidence collection procedures and chain of custody. To this end, all seized and collected
evidentiary items shall be submitted to evidence prior to end of the tour of duty during
which the items were collected. Any exceptions to this policy must be approved in advance
by the officer’s immediate Supervisor and documented in the case report. The Major Crime
Scene Unit and the Major Crash Unit will be advised by the respective unit’s Commanding
Officer or supervisor in-charge as to the necessary submission of evidence.

OPER.17.5
A.

LABORATORY SUBMISSIONS
The primary officer collecting the evidence has the responsibility for requesting
laboratory examinations of the evidence if necessary.
1.

All evidence needing additional processing related to a State charge, must
be sent to the crime lab, and the need for submittal to the lab indicated in the
BEAST entry. If evidence is held for investigative purposes, the hold must
be indicated in the BEAST entry. All requests for laboratory examinations
are electronically submitted to the Evidence Manager who will submit the
items to the most appropriate laboratory. Officers must provide a detailed
description of the collected item(s) in the description and the location “tabs” in
BEAST. This will ensure that the lab has the required information when they
process the item(s).

2.

If evidence is submitted and marked for an investigative hold in the BEAST,
then changes made within the BEAST to submit the evidence to the lab at a
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later date must also be followed up with an e-mail to the Evidence Manager
notifying him/her of the change or the evidence will not be submitted to the
lab.
3.

Should the Evidence Manager have questions regarding items of evidence and
if they should be submitted to the crime lab, he/she shall send an e-mail to the
submitting officer. The submitting officer’s supervisors and the Investigations
supervisors shall be copied on the e-mails.

B.

In instances where the State’s Attorney’s Office is requesting lab results of evidence that
was not submitted to the lab, the Evidence Manager must submit the evidence to the lab
at the earliest opportunity and notify the State’s Attorney’s Office as to the status of their
request.

C.

Perishable items must be submitted to the laboratory as soon as possible after
collection. These items will be preserved in a manner consistent with the guidelines
issued by the American Society of Crime Laboratory Directors/Lab Accreditation Board
(ASCLD/LAB). The Department maintains packaging and submission guidelines in the
Property Room and the Evidence Laboratory.

D.

Should the submission of evidence to the laboratory be delayed beyond necessary
court date(s), the lead investigator will notify the State’s Attorney’s Office explaining
the delay.

E.

Written results will be requested on all laboratory examinations performed. The officer
requesting the lab work will ensure that the written results of the requested laboratory
examinations are forwarded to the Investigations Division. If the results of the
requested examinations have not been received and a court date is within two
weeks, the reporting officer will contact the laboratory for follow-up.
1.

2.
3.

OPER.17.6
A.

RECOVERY AND PROCESSING OF STOLEN VEHICLES
Vehicle Stolen in Waukegan
1.

2.

B.

It is the responsibility of the Evidence Manager and the Investigations Division
to notify personnel involved in the submission of evidence when follow-up
work is necessary to complete any analysis necessary.
Any notifications made by telephone must also be followed-up by an e-mail
sent over the Department e-mail system.
Lab reports are submitted to the Investigations Division. The Investigations
Division will assure that the Records Division is supplied copies of all lab
reports for inclusion in the case report.

When a vehicle is reported stolen to the Waukegan Police Department and is
subsequently located, a reasonable effort shall be made to process the vehicle
for evidence. The Shift Supervisor will make a determination based on the facts
and circumstances associated with the recovery whether to process the
recovered vehicle.
Any stolen vehicle that originated in Waukegan requires the Communications
Division to make all attempts to contact the owner upon its recovery.
Notifications will be made upon approval of a Patrol shift supervisor and
whenever practical, stolen vehicles will be processed at the scene of recovery.

Vehicle stolen outside of Waukegan
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1.

C.

When a vehicle is stolen from another jurisdiction, and is recovered by the
Waukegan Police Department, the originating agency will be notified by
telephone, and a locate message will be transmitted via the Law Enforcement
Agency Data System (LEADS) via Communications personnel. A request will be
made to the originating agency asking them if the vehicle is to be held for
evidence processing, or if it is to be released to the registered owner. The
vehicle may be processed by the Department’s Evidence Technicians at the
request of the originating agency if sufficient personnel are available, or if
criminal charges are to be filed by the Waukegan Police Department.
a.
A shift supervisor will be notified for approval or denial.

Processing location
1.

OPER.17.7

At the request of an ET, the vehicle may be brought to the Department’s garage
bays or other available indoor location for processing. The processing shall be
completed prior to the vehicle being stored at a contracted storage facility.
Recovered stolen vehicles shall be towed by the authorized Department towing
firm. The towing firm will be informed that the vehicle is evidence that needs to
be processed so they will take the necessary precautions not to contaminate the
evidence.
CRIME SCENE PHOTOGRAPHY

A.

Crime scene photography will generally be the responsibility of an ET. The ET, or other
officer qualified in photography, will photograph all aspects of the crime scene using
photographic equipment supplied by the Department. Officers taking photographs will
include the date, time, and location of the photographs in their report. When necessary,
photographs should be taken of items of evidence with and without a scale. All
photographs must be taken using proper exposure and camera settings so that the
photograph(s) accurately document the scene.

B.

Digital photography is the primary method used by the Waukegan Police Department.
Department-issued DSLR evidence cameras are the main cameras to be used for
evidence photography.

C.

Officers may use the cameras built into Department-issued cell phones equipped with
Axon’s Capture application to take the digital images or videos. Officers may photograph
items or conditions related to evidence.
1.

Department cell phones should be avoided in low light conditions or any other
conditions where a lens magnification is required.
a.
b.
c.

2.

The department has dedicated cellular phones that are equipped with Axon’s
Capture application to the patrol division.
a.

b.
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Officers must ensure that the photographs taken on department cell
phones are clear enough and appropriate for court purposes.
Another example would be to document the scene in an emergency or
when documenting evidence that is perishable or may be disrupted.
The officer will document in their report that the photos were taken using
the Axon’s Capture application and uploaded into Evidence.com.

These cellular phones will be kept in the CO’s Office and will remain on
the chargers when the phones are not issued. The cellular phones will be
returned to the CO’s Office at the conclusion of the evidence technician’s
shift.
Any damage to the cellular phones will be immediately reported to a shift
supervisor.
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3.

Digital images/video(s) will be downloaded to Axon’s evidence.com program.
a.
b.

c.
d.
e.

f.

D.

OPER.17.8

The digital images/video(s) will be properly tagged with the incident’s
report number and evidence category.
The photograph(s)/video(s) must be immediately uploaded into
Evidence.com from the cellular phone using the Axon Capture
application.
Evidence images will be stored onto evidence.com server(s).
The photograph(s)/video(s) must then be deleted from the cellular phone
after being uploaded to evidence.com.
Personnel needing copies of photographs/video(s) will make requests via
Department e-mail to a Video Evidence Manager at
videoevidence@waukeganil.gov.
A Video Evidence Manager will process subpoenas requesting digital
photographs or videos. Videos or photographs requested via subpoena
will be placed on the appropriate electronic media and given to the
requesting authority.

Video recordings taken at a crime scene will be submitted as evidence on the appropriate
media.
PROCESSING LATENT FINGERPRINTS

A.

Latent fingerprints can be developed using a variety of methods, such as the use of
powders or chemicals. Evidence technicians must develop fingerprints based on their
ability and training. Evidence technicians must develop fingerprints beginning with the
least destructive method, progressing through to the most destructive method. The first
method for locating latent prints is a visual inspection using oblique lighting. If the item
cannot be collected or the print might be destroyed as part of the collection process, the
fingerprint should be photographed with, and without, a scale in a one-to-one format so
that the print can later be sent for comparison. If the item cannot be collected or the print
might be destroyed as part of the collection process, the fingerprint should be
photographed with, and without, a scale in a one-to-one (RAW) format so that the print
can later be sent for comparison. RAW is the actual setting on the camera.

B.

All fingerprint evidence shall be properly marked with the date, time, case number,
location of the lift, and collecting officer's initials. Fingerprint lifts shall be placed in an
evidence bag or envelope and properly marked.

C.

Fingerprint evidence will be submitted to the laboratory in accordance with the
Northeastern Illinois Regional Crime Laboratory requirements. Otherwise, fingerprint
evidence will be kept in evidence and property storage.

D.

When possible, elimination prints from victims or suspects will be taken and sent to the
crime laboratory with submitted fingerprint evidence.

E.

When processing an item for fingerprints, evidence technicians should consider the
possibility of collecting DNA after collection of latent fingerprints. Conventional black
fingerprint powder does not damage DNA. The Northeastern Illinois Regional Crime Lab
has the ability to recover a DNA profile after fingerprint powder has been used. Evidence
technicians must be aware of the potential of cross contamination between the repeated
use of brushes and powder from one crime scene to the next crime scene. When
fingerprinting an item that will later be processed for DNA the following steps must be
utilized:
1.
2.
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Evidence Technicians must use a new, disposable brush.
Evidence Technicians should use a new container of fingerprint powder and the
container should not be used to load the brush with powder.
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F.

OPER.17.9

3.

Evidence Technicians should pour a small amount of powder onto a clean sheet
of paper to load the brush.

4.

Disposable fingerprint brushes and associated powder must be thrown away
after use.

Items of evidence that may support latent or partial fingerprints that cannot be adequately
processed at the crime scene will be packaged in such a way that the prints are protected
from any action or environment that may destroy or contaminate them for later processing
or submission to the Northeastern Illinois Regional Crime Lab.
COMPUTER EQUIPMENT

A.

When officers become aware or suspect that computer equipment, storage media,
software, or other device capable of storing digital data may contain evidence of criminal
activity, they shall:
1.
Immediately take the action to protect the evidence from alteration or removal.
2.
Prevent the shut-down, start-up, or other interaction with the suspected
equipment.
3.
Prevent the equipment from connection to, or disconnection from a power
source, telephone line, coaxial line, wireless router, computer network, or other
peripheral equipment.
4.
Prevent the removal, destruction, or alteration of digital storage media and
software.
5.
Protect the computer equipment, storage media, software, or other device
capable of storing data in an electronic format from magnetic fields and strong
RF signals such as those that may be found in the trunks of vehicles with trunkmounted radio equipment.
6.
Notify a supervisor and the Criminal Investigations Division of the potential digital
evidence.

B.

Digital hardware/software evidence requires the same protection as other types of evidence
and is generally subject to the same, and often stricter, laws of evidence, search, and
seizure.
1.
Computer equipment, storage media, software, cellular phones, or other devices
capable of storing data in an electronic format cannot be searched without a
warrant or the consent of the owner.
2.
The search of computer equipment, storage media, software, cellular phones, or
other devices capable of storing data in an electronic format will be conducted
only by a person specifically trained in computer forensics. Computer forensic
training will be of a type and from a source authorized by an Investigations
Division supervisor.
3.
Search and seizure of computer equipment, storage media, software, cellular
phones, or other devices capable of storing data in an electronic format will be
conducted in compliance with the Illinois Attorney General’s Internet Crimes
Against Children Task Force Guidelines for Computer Search and Seizure.

C.

Collection and Packaging
1.

2.
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The collection, packaging, and transportation of computer equipment, storage
media, software, cellular phones, or other devices capable of storing data in an
electronic format will be performed only by crime scene personnel or
investigators who have completed specialized training.
The collection, packaging, and transportation of computer equipment, storage
media, software, cellular phones, or other devices capable of storing data in an
electronic format will be performed in compliance with standard established
procedures such as those published by The National Consortium of Justice
Information and Statistics.
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3.

D.

Cellular phones seized or collected as evidence will be packaged in Faraday
bags to prevent any signals from being received or transmitted from/to the
device.

Search of Digital Evidence
1.
2.

The acquisition of forensic image(s) will take place at the Lake County State’s
Attorney’s Cyber Crimes Division Forensic Laboratory.
If exigent circumstances exist, Department personnel who have not received
digital forensics training may conduct the search, provided they have the
necessary computer knowledge and the permission of a Criminal Investigations
Division supervisor.
a.

b.

c.

OPER.17.10
A.

The search will be conducted by at least two personnel, one of which
must be a sworn law enforcement officer. One person will conduct the
search and the second will act as a witness to the search.
A detailed log of every action taken is required. The log will include a
detail of all actions including, turning on the machine, every keystroke or
mouse-click performed, and the date and time of each action. The log
will also include the exact time the search was conducted as recorded by
the Communications Center, as well as the machine’s internal clock.
A video of the search will be created and submitted to evidence when
complete.

CELLULAR DEVICES
Cellular devices may be processed for evidentiary value by those who have been trained in
the recovery process from these types of devices.
1.
2.
3.

When possible, the phone should be placed in a Faraday bag, and or placed in
Airplane mode.
Ideally, the phone should remain on and plugged into a charger.
Attachment B should be used to when submitting a phone for a forensic
examination.

B.

Prior to processing cellular devices, personnel must evaluate the capabilities of
Department-owned forensic software to the specific device to be processed in order to
ensure that they are compatible.

C.

If a cellular device cannot be processed using Department-owned forensic tools, it will be
sent to the Lake County State’s Attorney’s Cyber Crimes Division Forensic Laboratory for
processing.

OPER.17.11
A.

VIDEO EVIDENCE
The primary way officers will collect and store video evidence is by using Axon’s Capture
application or Evidence.com.
1.
2.

Axon’s Capture application or Evidence.com provides a secure platform for
officers to upload and store video evidence.
A secured link can be sent to a victim, witness, or complaint via the Capture app
or Evidence.com.
a.
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The program allows officers to ability to send the link to the subject via
text message or email.
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b.

3.

Sending secured links and uploading videos/digital images can be
performed by any officer and is not the sole responsibility of an evidence
technician.

When officers respond to an incident that involves video evidence they will
supply the victim, witness, or complaint with a secured link from the Capture app
or Evidence.com. The officer may use Evidence.com or Axon’s Capture
application to send the link.
a.
b.

c.
d.
e.
f.

g.

h.

Officers will use the incident report number for the ID number and select
the appropriate category(s) for the incident.
Officers also have the ability to type a description. The victim, complaint,
or witness will be able to view this description when they receive the
secured link. The description can be used to provide a description of the
event and/or provide further instructions to the subject receiving the link.
The type of delivery method (text message or email) will be selected.
Evidence.com will then populate several additional information boxes
under the Community Member Information section.
The information boxes that have a red asterisk are mandatory fields that
have to be properly entered by the officer.
After all of the required information has been entered the officer will
select the submit button. This will prompt Evidence.com to send the link
to the subject.
The Officer will document in their AEGIS report that a link was sent to the
victim, witness, or complainant via Evidence.com via text message or
email.
Links sent from the Capture app or Evidence.com expire after three (3)
days. If the evidence is still needed, another link will need to be sent to
that person.

4. When the victim, complainant, or witness sends the video and/or digital
photograph back to the officer via the secure link the officer will receive an email
from Evidence.com notifying the officer that there is a video and/or photograph
ready for their review.
a.
b.

c.

The originating officer will log into Evidence.com and review the
submitted video and/or photographs under the Citizen Evidence tab.
If the video and/or photographs relate to the incident and provide
evidentiary value the officer, will select the check mark tab and accept
the submitted evidence.
If the video or photographs do not relate to the incident the officer will
click the “X” to not accept the evidence. They will then contact the
subject that submitted the evidence and attempt to get the correct video
and/or photograph.

B. If a subject provides a CD-R disc or thumb drive containing video surveillance or digital
image(s) the Officer receiving the evidence will complete the following steps:
1. Ask the subject if they want the CD-R disc or thumb drive returned after the
evidence is downloaded.
2. The video or photographs will then be uploaded into Evidence.com using the
import evidence feature.
3. The video or digital image will be selected and added to the “Drag and Drop” box.
WPD General Orders Manual
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4. The case report number (ID number), category, and title will be entered.
5. The Officer will then upload the video or photograph.
6. Once all of the evidence is uploaded into Evidence.com the Officer will return the
thumb drive or CD-R disc to the subject if requested. If the subject did not want
the item returned the item can be disposed.
C.

OPER.17.12
A.

The authorized department Video Archivist will be in charge of providing copies of videos to
the Lake County States Attorney’s Office or authorized third parties.
DEOXYRIBONUCLEIC ACID (DNA) EVIDENCE COLLECTION AND PROCESSING
DNA evidence may be present at crime scenes. It can be readily located in the form of
visible blood or other body fluid stains. It may also be present in trace amounts, not
readily visible to the naked eye at the time of a preliminary examination of the crime
scene. DNA evidence can be collected from nearly any surface, but, by its nature, is a
fragile form of evidence. Therefore, special care should be taken when collecting DNA
evidence.
1.

2.

3.

B.

The first responding officer must protect areas at a crime scene both with
obvious biological materials and areas of the crime scene that have the potential
to containing microscopic/trace amounts of DNA evidence.
Precautions should be taken as listed in General Order OPER.15 to protect
personnel from biological hazards and to prevent the contamination of the DNA
evidence.
In order to prevent contamination of DNA evidence, Evidence Technicians shall
take the following precautions:
a.
Evidence Technicians shall wear disposable Nitrile gloves when
collecting DNA samples. Gloves will be changed when collecting
samples from different areas of a crime scene.
b.
When collecting DNA samples, Evidence Technicians must avoid any
unnecessary physical interaction in areas where DNA may be located,
such as talking, coughing, or sneezing. Evidence Technicians must
always avoid touching their own face, nose, mouth, mucous membranes,
and any open areas of skin when processing potential DNA evidence.
c.
When possible, Evidence Technicians should wear disposable masks
when collecting DNA samples.
d.
Evidence Technicians will use disposable instruments when collecting
DNA samples or thoroughly clean instruments in an autoclave before
and after collecting DNA samples. A ten percent (10%) bleach solution
is necessary to clean instruments that cannot be exposed to an
autoclave or when an autoclave is unavailable.

Due to the fragile nature of DNA evidence, only Evidence Technicians trained in DNA
collection procedures will process and collect DNA evidence at crime scenes.
1.
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DNA evidence will be collected in the following manner:
a. Swabs will be used to collect one sample from one area only. If taking
swabs from different areas, new swabs must be used for each additional
area.
b. If the stain is visible and wet, but the item or location of the stain is
unable to be collected, use two dry, sterile swabs and rub the cotton tips of
the swabs over the stain in a fashion which absorbs the stain. Evidence
Technicians shall attempt to collect the entire stain, if it is possible to do so.
c. If the stain is visible and dry, but the item or location of the stain is
unable to be collected, moisten two sterile swabs using one or two drops of
sterile water and rub the cotton tips of the swabs over the stain to absorb the
stain. Evidence Technicians should attempt to collect the entire stain, if it is
possible to do so.
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d. If the stain is not visible to the naked eye, but is an area touched by the
suspect (touch DNA) and the item or location of the stain is unable to
be collected, two sterile swabs will be utilized. The first swab is to be
moistened with one or two drops of sterile water and rubbed over the area of
the sample. The second swab will be dry and rubbed over the same area.
e. If an item containing possible DNA evidence can be collected, the entire item
containing the sample should be collected.
f. All swabs should be air dried prior to packaging in swab boxes.
2.

3.

4.
5.

C.

Procedures for submitting DNA evidence to an accredited laboratory will follow General
Order OPER.18. In addition, prior notification to the crime laboratory may be necessary
depending on individual case evidence.
1.
2.

3.
4.

OPER.17.13

The collection of DNA standards is necessary for comparison to DNA evidence
collected at a crime scene. Buccal swabs will be collected for this purpose. Any
officer or crime scene personnel familiar with the directions supplied in the buccal
swab collection kit may collect the DNA standard.
Upon collection of DNA evidence, care should be taken not to expose the
evidence or standard to extreme temperatures or prolonged exposure to ultraviolet lighting.
All DNA evidence will be thoroughly dried before being submitted to evidence for
storage.
DNA evidence will be packaged in paper envelopes or bags. If the DNA
evidence is collected using swabs, the swabs will be packaged in swab boxes
and placed in an envelope. DNA evidence will be packaged individually to
prevent cross-contamination. DNA evidence will never be packaged in plastic
containers or sealed using staples.

DNA evidence may be submitted to either the Northeastern Illinois Regional
Crime Lab or the State of Illinois Crime Laboratory.
Other laboratories may be utilized for the analysis of DNA evidence, only if the
laboratory is American Society of Crime Lab Directors accredited and the Deputy
Chief of Operations gives prior approval.
Handling procedures specific to the lab performing the DNA analysis will be
followed.
When submitting DNA evidence to the Northeastern Illinois Regional Crime
Laboratory, a CODIS form (Attachment C) must be completed for each
submission. The form must be completed by the original Evidence Technician
assigned to the case. Blank CODIS forms are located in the Waukegan Police
Department Evidence Laboratory and on the Department’s network on the
shared, Forms drive. Completed CODIS forms will be placed in the Completed
CODIS Form pocket file in the lab to be collected by the Evidence Manager. The
Evidence Manager will retain a copy of completed CODIS forms for Department
records and submit a copy to the Northeastern Illinois Regional Crime Lab.

FIREARMS

A.

Officers who remove a firearm from a person or residence shall record the firearm make,
model, and serial number in both the Incident Report and the BEAST evidence inventory
system. All firearms removed by the Waukegan Police Department shall be submitted to
evidence.

B.

In all situations where a State, Local, or Federal criminal offense has been committed,
any firearms involved shall be submitted to the Northern Illinois Police Crime Lab (NIPCL)
for ballistic testing.

C.

In situations where firearm(s) were removed for safekeeping or pursuant to a completed
Request for Safekeeping of Firearms form, the firearms shall not be submitted to the
NIPCL.
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D.

Those firearms that are removed for safekeeping shall be turned over to their owner upon
verification of a valid FOID card. In such cases, the return shall be documented by the
Evidence Custodian.

E.
OPER.17.14
A.

TRAINING
It is the responsibility of the Evidence Technician Program Supervisor to ensure that
Evidence Technicians are appropriately trained. Evidence Technicians will complete
initial training to include the collection and handling of DNA evidence. Additional training
may include, but is not limited to the following sources:
1.
2.
3.
4.
5.

6.

B.

OPER.17.15
A.

Initial training consists of a forty (40) hour basic evidence technician class
certified by the Illinois Law Enforcement Training and Standards Board.
Training supplied by outside agencies.
Individual crime laboratory alerts, newsletters, or publications.
Forensic organizations and publications.
The Department will provide an in-service training course to evidence technicians
who complete the 40-hour basic course. This training will be focused on
teaching new evidence technicians the department’s policy and procedure about
the processing of crime scenes and evidence collection.
Upon completion of the Basic Evidence Technician instruction, a new Evidence
Technician will complete four (4) day training cycle with an experienced Evidence
Technician.

Additional specialized training will be provided to Evidence Technicians as designated by
the Evidence Technician Supervisors supplied by either in-service training or outside
agencies.
EQUIPMENT AND SUPPLIES
The Department will maintain evidence processing equipment necessary for the
collection and processing of crime scenes by trained personnel. The amount and type of
equipment is dependent upon budget considerations, justifiable need, frequency of use,
and expertise required. Equipment maintained shall include, but not be limited to:
1.
2.
3.
4.
5.
6.
7.
8.

Latent fingerprint recovery equipment.
Scene markers.
DSLR cameras and related accessories.
DNA collection equipment and supplies.
Measuring equipment and devices.
Crash investigation supplies.
Evidence packaging supplies.
Personal protective equipment.

B.

Requests for additional supplies must be made to the supervisor in charge of the
Evidence Technician program.

C.

All personnel will ensure that the Waukegan Police Department Evidence Laboratory and
storage areas are maintained in a clean, neat, and sanitary manner.

D.

No officer will remove supplies from storage areas for the sole purpose of “hoarding” or
otherwise limiting their availability to other officers.

OPER.17.16
A.

EVIDENCE/PROPERTY INSPECTION and INVENTORY
The Waukegan Police Department maintains a high-degree of evidentiary integrity
with regard to Department-controlled property and evidence by conducting
documented inspections, inventories, and audits as follows:
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1.
2.

3.

4.

5.

B.

The Evidence Manager will conduct semi-annual inspections to determine
if procedures for the control of property are being adhered to.
At least once per year, the Chief of Police or his designee, will order
an unannounced inspection of all property and evidence storage
areas.
Annual audits of property and evidence held by the Department will be conducted
by a supervisor of the rank of Lieutenant or above, who is not associated with the
evidence and property function.
An inventory of property and evidence will occur whenever the position of
Evidence Manager is reassigned. The inventory will be conducted jointly by
the Chief of Police or his designee, the outgoing Evidence Manager, and the
newly appointed Evidence Manager.
Upon appointment of a Chief of Police, an inventory of property and evidence
will be performed by a supervisor of the rank of Lieutenant or above, who is
not associated with the evidence and property function.

Any discrepancies found during property and evidence audits involving criminal
evidence, will be reported to the Chief of Police and the Lake County State’s Attorney’s
Office. Discrepancies related to non-evidentiary property will be reported to the Chief
of Police.

This order supersedes all previous written and unwritten policies of the Waukegan Police Department on
the above subject.
By order of:

Wayne Walles
Chief of Police
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Attachment A

Waukegan Police Department – Crime Scene Investigation Report
Major Crime Scene Unit (MCSU)

Crime Scene Log
Page 1 of 1

Reporting Officer Name / P#

TITLE & NAME

Location of Incident

Incident Type

AGENCY

DATE / TIME IN

/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
Submitting Officer’s Signature / P Number

Date of Incident

DATE / TIME OUT

Time of Incident

Report Number

REASON FOR ENTRY

/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
Supervisor Approval

Rev. 2/15/21

Attachment B

CITY OF WAUKEGAN

DEPARTMENT OF POLICE
Digital Forensic Intake Form & Examination Request

Date of Request

Offense Date

Requesting Officer

Case Number

Did you provide us with a copy of the warrant or consent form? YES
NO
Was verbal consent given on a Body Worn Camera or a Video Taped Interview? YES
Urgent Request
YES
NO

Related Case Number/s

NO

Reason for Urgent Request

Is the phone in Airplane mode: YES NO
Is this a Juvenile case: YES NO
Type of Case:
Homicide Child Pornography Sexual Abuse Narcotics Financial Traffic
Other___________________________________________________________
Device Owner:_______________________________
Known Passwords: ___________________________
Service Provider:_____________________________
Evidence #

Device/Make

Forensic Examiner:

Model

Serial Number

Date Received:

Memory Card

SIM Card

Yes

No

Yes

No

Yes

No

Yes

No

Yes

No

Yes

No

Yes

No

Yes

No

Time:

Make sure the phone is in AIRPLANE MODE, REMAINS ON and PLUGGED INTO A CHARGER.

Notes:

Submit with phone. Attach to report

Attachment C

CODIS ENTRY
CASE/SAMPLE INFORMATION FORM
Case Information:
1. Qualifying Offense:
2. Offense Date:
3. Agency Case #:
4. Case Officer:

Badge/ID #:

5. Victim Name:
6. Suspect Name (if known):
7. Case Scenario (brief description):

Burglary/Theft/Criminal Damage/Murder Case Information:
1. Evidence Type (ex: blood, other):
2. Location Evidence was Recovered:
(ex: inside residence/business):
3. Can the Victim be Eliminated as a Source of the Evidence?: YES

NO

4. How Can the Victim be Eliminated?:
(ex: standard, statement, circumstance)

Sexual Assault Case Information
1. Did the Victim have Consensual Sex within 72-hours of the Assault?: YES
2. If so, is there an Elimination Standard?: YES

NO

NO

3. If the Victim and Suspect are Related, how are they Related?:
(ex: husband/wife, etc.)
4. If the Profile was Found in any Place other than a Body Orifice or Victim’s Clothing, could the Stain have
been Deposited by the Suspect through Non-Criminal Means?: YES
NO
(ex: stain from the victim’s sheet inside of the suspect’s house)
This evidence is being submitted by the WAUKEGAN POLICE DEPARTMENT in connection to a prior or
current criminal investigation.
____________________________________________________
Signature
Badge/ID #

_____________________________
Date

W aukegan Police Departm ent –

M ajor Crim e Scene Unit

Protocol for processing a vehicle for physical evidence

1. Obtain all information regarding the vehicle in question. (who,what,how,where). If possible meet with
detectives to be briefed and inquire on what they would like done with the vehicle. If the vehicle is wet or
contains snow, allow to dry prior to processing.
2. If feasible two ETs should be assigned to process the vehicle. Each ET should be assigned one side of the vehicle
(passenger/driver side).
3. Obtain information of whether it is a search warrant or consent to search, or if the offender has standing in the
vehicle.
4. Examine the vehicle to verify it is the correct vehicle and make thorough notes of your observations of the
exterior and interior condition of the vehicle.
5. Photograph the exterior of the vehicle to include vehicle ID and all tire patterns.
6. Using flashlight and oblique lighting search for patent which may contain friction ridge detail, smudges, smears.
7. Process entire exterior of vehicle for physical evidence and latent prints
8. Placard/sticker any latent prints that are developed
9. Lift any developed latent prints and properly mark the backer cards with exhibit number, case information and
where the lift was recovered. Indicate on lift with an arrow the direction of up or away from you for proper
viewing orientation.
10. Swab exterior door handles for touch DNA, if previously developed latent lift on door handle swab area away
from lift. Use sterile brush and powder (we have bunch in the closet).
11. Swab any reasonable smudge or latent print once it’s been lifted for possible touch DNA
12. Swab any blood/tissue evidence on exterior of vehicle (package swabs separately / listed detailed location on
beast label) (placard)
13. If there is no prints or smudge indicate in your report (i.e. dust, rain, etc)
14. Once the exterior is completed move to the interior of the vehicle
15. Photograph interior of vehicle to include the engine bay, trunk / cargo area (use placards to identify evidence)
16. If related to hit and run photograph the chassis with use of tow truck. If it is vehicle, verse a person look for
blood, hair, skin, clothing, etc.
17. Recover trace evidence by taping (lint roller) the vehicle’s seats, floor, and trunk. Use a separate roller sheet for
each surface and package separately.
18. Swab important areas for touch DNA to include the following; interior door handles, steering wheel, gear shift,
door pockets / pulls – utilized to close door when entering
i.
Blood marks, patterns
ii.
Seminal or Vagina Fluid
iii.
Other suspicious stains.
Iiii.
Process interior of vehicle for latent and patent prints.
19. Identify if a Chemical process is needed to develop blood patterns and latent prints. Photograph appropriately
for that process. This include the use of paint by light or long exposure photography. Seek help if you have any
questions.
20. Search vehicle for items of evidence. When processing vehicle with two officers, each officer should be assigned
a side (driver / passenger). Start at the front of the interior and move to the rear. Once complete, search the
other officers side of the vehicle. Once the safety check of the other officer’s assigned area is checked, go over
your assigned area again. This third attempt will allow you to view the area looking for hidden compartments or
areas built into the area for storage.
21. Be sure to placard items of evidence and photograph prior to collection
1

22. Be sure to collect any related open beverages for DNA. Swab the rim of the container, and Empty any liquid
contents prior to placing into evidence. Take a photograph of the container before and after the contents are
emptied. Document what how full the container was and attempted to identify what liquid (if possible) was
inside of the container (i.e. Odor of alcoholic based beverage).
23. If there are, any bullet holes in the vehicle take photos. The use of trajectory rods helps document the path of the
projectile through the car. There is a set of rods in the MCSU van. If you need help with using them, ask a
supervisor. Take photographs of the rods at a 90-degree angle. Use the angle calculator in the kit. Attempt to
recover any projectiles. If you are unable to remove the projectile explain why in your report.
24. Once vehicle is thoroughly complete, notify a supervisor. If the vehicle is remaining in our custody be sure to
follow the vehicle to cold storage at city yards. Relay any relevant evidence that was located to CID.
25. Once the vehicle is complete – conduct any chemical processes to recover / develop evidence
26. The vehicle should be transported to a location and not driven.
27. The vehicle to be processed must be secured properly to preserve the integrity of the evidence.
28. Package all evidence in paper, properly mark and seal and complete an Evidence Inventory list or Search
Warrant evidence inventory list depending how entry was made
29. Write a thorough report detailing how you processed the vehicle and what evidence you located.
30. Create an evidence log to document what evidence was recovered.
Elimination prints (Major case prints) must be obtained from those who have legal access to the
vehicle and if bodily fluid is found then elimination DNA should also be collected.
This list is to assist in guiding you through processing of a vehicle and should not be deemed the only methods,
processing may change on a case by case basis.
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – OPER.18
Subject: EVIDENCE HANDLING
Effective: November 28, 2016

Revised:
Revised: March 18, 2008
Original: October 5, 1995

PURPOSE
The purpose of this policy is to establish procedures associated with the chain of custody and requests
for laboratory analysis and assign specific responsibilities related to evidence handling.

OPER.18

POLICY

It is the policy of the Waukegan Police Department to establish and maintain a system of evidence
handling that ensures the integrity of the chain of evidence that is compliant with legal standards.

DEFINITIONS
B.E.A.S.T. – Barcode Evidence Analysis Statistic and Tracking program: A computerized system of
property and evidence management compatible with the Northeastern Illinois Regional Crime Laboratory
and the State of Illinois Crime Laboratory.
N.I.R.C.L. – Northeastern Illinois Regional Crime Laboratory: The accredited evidence laboratory
routinely utilized by the Waukegan Police Department for processing of evidentiary articles.

OPER.18.1
A.

DOCUMENTATION REQUIRMENTS
All evidence or recovered property will be documented on a case report or case
supplemental report and entered into the Department’s computerized property
management software (BEAST). Reports and BEAST entries will be completed by the
officer recovering or submitting the item(s). Information reported will include, but not be
limited to:
1.

Description of the item, including make, model, color, number, size, and serial
number, if any.

2.

Source of, and location from, which it was obtained.

3.

Name of person collecting the item(s).

4.

Date and time collected.

5.

Collecting officer's signature and identification number.

6.

Receiving personnel’s name.
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B.

C.

OPER.18.2
A.

Every item of found property or recovered evidence will be entered into the BEAST and
submitted to evidence. Entries shall include, but are not limited to:
1.

Intake, inventory, and disposition of property and evidentiary materials.

2.

Entries either creating or continuing the chain of custody for each item.

3.

Tracking of all actions performed upon each item.

4.

Documentation of any releases or returns of property.

5.

Requests for submission of items of evidence to the NIRCL for analysis.

6.

Documentation of court requests for presentation at hearings or trials.

7.

When submitting items in need of laboratory analysis, processing, or testing,
officers will complete the BEAST’s Submissions Document, which is
automatically forwarded to the Evidence Manager.

The Evidence Manager is responsible for ensuring that the items listed in the BEAST
match the items placed into evidence. If a discrepancy is noted, the officer who placed
the evidence will be contacted to correct the discrepancy and document why the
discrepancy occurred on a case supplemental report.

LABORATORY SUBMISSIONS
The primary officer collecting the evidence has the responsibility for requesting laboratory
examinations of the evidence if necessary.
1.

2.

B.

When creating a BEAST evidence barcode label, officers must indicate whether
the related charge is State or Local.
a.

All evidence needing additional processing related to a State charge,
must be sent to the crime lab, and the need for submittal to the lab
indicated in the BEAST entry. If evidence is held for investigative
purposes, the hold must be indicated in the BEAST entry. All requests
for laboratory examinations are electronically submitted to the Evidence
Manager who will submit the items to the most appropriate laboratory.

b.

If evidence is submitted and marked for an investigative hold in the
BEAST, then changes made within the BEAST to submit the evidence to
the lab at a later date must also be followed up with an e-mail to the
Evidence Manager notifying him/her of the change or the evidence will
not be submitted to the lab.

Should the Evidence Manager have questions regarding items of evidence and if
they should be submitted to the crime lab, he/she shall send an e-mail to the
submitting officer. The submitting officer’s supervisors and the Investigations
supervisors shall be copied on the e-mails.

In instances where the State’s Attorney’s Office is requesting lab results of evidence that
was not submitted to the lab, the Evidence Manager must submit the evidence to the lab
at the earliest opportunity and notify the State’s Attorney’s Office as to the status of their
request.
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C.

Perishable items must be submitted to the laboratory as soon as possible after collection.
These items will be preserved in a manner consistent with the guidelines issued by the
American Society of Crime Laboratory Directors/Lab Accreditation Board (ASCLD/LAB).
The Department maintains packaging and submission guidelines in the Property Room
and the Evidence Laboratory.

D.

Should the submission of evidence to the laboratory be delayed beyond necessary court
date(s), the lead investigator will notify the State’s Attorney’s Office explaining the delay.

E.

Written results will be requested on all laboratory examinations performed. The officer
requesting the lab work will ensure that the written results of the requested laboratory
examinations are forwarded to the Investigations Division. If the results of the requested
examinations have not been received and a court date is within two weeks, the reporting
officer will contact the laboratory for follow-up.

OPER.18.3
A.

B.

1.

It is the responsibility of the Evidence Manager and the Investigations Division to
notify personnel involved in the submission of evidence when follow-up work is
necessary to complete any analysis necessary.

2.

Any notifications made by telephone must also be followed-up by an e-mail sent
over the Department e-mail system.

3.

Lab reports are submitted to the Investigations Division. The Investigations
Division will assure that the Records Division is supplied copies of all lab reports
for inclusion in the case report.

EVIDENCE/PROPERTY INSPECTION and INVENTORY
The Waukegan Police Department maintains a high-degree of evidentiary integrity with
regard to Department-controlled property and evidence by conducting documented
inspections, inventories, and audits as follows:
1.

The Evidence Manager will conduct semi-annual inspections to determine if
procedures for the control of property are being adhered to.

2.

At least once per year, the Chief of Police or his designee, will order an
unannounced inspection of all property and evidence storage areas.

3.

Annual audits of property and evidence held by the Department will be conducted
by a supervisor of the rank of Lieutenant or above, who is not associated with the
evidence and property function.

4.

An inventory of property and evidence will occur whenever the position of
Evidence Manager is reassigned. The inventory will be conducted jointly by the
Chief of Police or his designee, the outgoing Evidence Manager, and the newly
appointed Evidence Manager.

5.

Upon appointment of a Chief of Police, an inventory of property and evidence will
be performed by a supervisor of the rank of Lieutenant or above, who is not
associated with the evidence and property function.

Any discrepancies found during property and evidence audits involving criminal evidence,
will be reported to the Chief of Police and the Lake County State’s Attorney’s Office.
Discrepancies related to non-evidentiary property will be reported to the Chief of Police.
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This order supersedes all previous written and unwritten policies of the Waukegan Police Department on
the above subject.
By order of:

Wayne Walles
Chief of Police
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – OPER.19
Subject: HONOR GUARD Unit

Effective: January 4, 2017

Revised:
Revised:
Original: March 18, 2008

PURPOSE
The purpose of this order is to establish policy and guidelines for the operation and deployment of the
Honor Guard Unit.

OPER.19

POLICY

The Waukegan Police Department operates an Honor Guard Unit deployed for law enforcement or fire
services funerals or for funerals of significance to the law enforcement community. The Chief of Police
may elect to have Members of the Honor Guard represent the Waukegan Police Department at other
functions of law enforcement significance throughout the United States.

OPER.19.1
A.

B.

OPER.19.2
A.

ORGANIZATION OF THE HONOR GUARD UNIT
The Honor Guard Unit is managed by Supervisory staff and consists of volunteers. It is a
collateral assignment and staffed outside of Unit members’ regular duties.
1.

The Chief of Police selects the Commanding Supervisor.

2.

The Commanding Supervisor reports to the Deputy Chief of Administration.

3.

The Deputy Chief of Administration approves Honor Guard members
recommended for the Unit by the Commanding Supervisor.

The responsibilities of the Commanding Supervisor of the Honor Guard Unit and his/her
Supervisors include, but are not limited to, the following:
1.

Directing policy to ensure the efficient and effective operation of the Honor Guard

2.

Reporting to the Chief of Police, or his designee, in writing, on the status and
activities of the unit

3.

Approving all honor guard operations, unless such authority has been delegated
to another competent authority

4.

Ensuring that all members are meeting unit and Department standards at all
times

HONOR GUARD RESPONSIBILITIES
Representing the Waukegan Police Department at funerals of police and fire personnel
as authorized by the Deputy Chief of Administration.
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B.

The Honor Guard may be deployed for parades, special events, and ceremonies as
determined by the Deputy Chief of Administration.

C.

Honor Guard members may be deployed for funeral details as authorized by the Deputy
Chief of Administration in the following situations:
1.

D.

OPER.19.2

Funerals of a deceased officers of the Waukegan Police or Fire Department, if
a.

Requested by the family.

b.

The deceased was active, or retired, in good standing.

2.

When requested, the funeral of a police officer killed in the line of duty.

3.

Funerals for non-duty-related deaths of significance to the law enforcement community.

4.

Honor Guard members may choose to represent the Waukegan Police
Department at other functions of law enforcement significance, elsewhere in the
state, provided they obtain permission from the Deputy Chief of Administration.

Deployment of the Honor Guard must not negatively affect the daily operations of the
Department.

SELECTION OF PERSONNEL

A.

Honor Guard candidates must meet and follow the criteria established in the Selection
Process section of the Specialized Assignments General Order.

B.

Honor Guard members must be in good physical condition.

C.

Honor Guard members are selected based upon their demonstrated high standard of
personal appearance, ability to learn and perform intricately coordinated military drill and
ceremony movements, and competent performance in their regular duty assignment.

OPER.19.3

TRAINING

A.

Every Honor Guard member will receive training in military bearing, close order drill, flag
etiquette, and funeral details.

B.

The U.S. Marine Corps Drill and Ceremonies Manual, MCO P5060.20 is the standard for
training and performance for the Honor Guard Unit. Additional instructional material may
be used as approved by the Deputy Chief of Administration.

OPER.19.4
A.

UNIFORMS
Members of the Honor Guard Unit will be provided the following uniform items at the expense fo
the Department:
1.

Two long-sleeved, white, uniform shirts.

2.

One pair of uniform pants.

3.

One navy blue dress blouse.
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B.

OPER.19.5

4.

One black campaign hat with appropriate badge affixed.

5.

One pair of black high-shine or Clarino™ dress boots or shoes or other highshine or Clarino™ footwear approved by the Honor Guard Unit Commanding
Supervisor.

6.

One pair white dress gloves

Supervisory personnel must affix the appropriate rank insignia to their uniform shirts.

COMPENSATION

Deployment of the Honor Guard must be on straight time and adjustments in Unit members’
regular work hours may be necessary, subject to the staffing needs of their respective duty
assignments. Approval of overtime and/or compensatory time will be at the discretion of the
Deputy Chief of Administration.

OPER.19.6

TRANSPORTATION

Authorized Honor Guard details will be provided clean, fully marked Waukegan Police
Department vehicles.

This order supersedes all previous written and unwritten policies of the Waukegan Police Department on
this subject.

By order of:

Wayne Walles
Chief of Police

WPD General Order Manual

OPER.19 – Honor Guard Unit

Page 3 of 3

WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – OPER.20
Subject: SEXUAL ASSAULT AND SEXUAL ABUSE INVESTIGATIONS

Effective: November 1, 2013

Revised:
Revised: January 2, 2018
Original: November 1, 2013

PURPOSE
The purpose of this policy is to establish guidelines for sexual assault and sexual abuse investigations for
the officers of the Waukegan Police Department. The trauma of sexual assault and sexual abuse often
leads to significant emotional, physical, and economic consequences for the victim. The diminished ability
of victims to recover from their sexual assault or sexual abuse has been directly linked to the response of
others to their trauma. The response of law enforcement can directly impact a victim's ability to heal as
well as his or her willingness to actively participate in the investigation by law enforcement. Victim
participation is critical to the successful identification and prosecution of sexual offenders, which can
prevent new victimization. For this reason, improving the response of the criminal justice system to
victims of sexual assault and sexual abuse is critical to protecting public safety.
OPER.20

POLICY

It is the policy of the Waukegan Police Department to handle sexual assault and sexual abuse
investigations in the following manner; treat sexual assault and sexual abuse as criminal conduct,
respond to calls for assistance without unnecessary delay, and take all reasonable steps to prevent
further retraumatization of sexual assault victims and to ensure referrals for follow-up services are
provided to victims and witnesses.
DEFINITIONS
Consent: Means a freely given agreement to the act of sexual penetration or sexual conduct in question.
Lack of verbal or physical resistance or submission by the victim resulting from the use of force or threat
of force by the accused will not constitute consent. The manner of dress of the victim at the time of the
offense will not constitute consent. A person who initially consents to sexual penetration or sexual
conduct is not deemed to have consented to any sexual penetration or sexual conduct that occurs after
he or she withdraws consent during the course of that sexual penetration or sexual conduct.
Evidence-based, trauma-informed, victim-centered: Means policies, procedures, programs, and
practices that have been demonstrated to minimize retraumatization associated with the criminal justice
process by recognizing the presence of trauma symptoms and acknowledging the role that trauma has
played in a sexual assault or sexual abuse victim's life and focusing on the needs and concerns of a
victim to ensure compassionate and sensitive delivery of services in a nonjudgmental manner.
Law enforcement agency having jurisdiction: Means the law enforcement agency in the jurisdiction
where an alleged sexual assault or sexual abuse occurred.
Sexual assault evidence: Means evidence collected in connection with a sexual assault or sexual abuse
investigation, including, but not limited to, evidence collected using the Illinois State Police Sexual Assault
Evidence Collection Kit as defined in Section 1a of the Sexual Assault Survivors Emergency Treatment
Act or a urine sample collected when there is reasonable cause to believe that a person has consumed a
controlled substance without his or her consent.
Sexual assault or sexual abuse: Is defined in Section 1a of the Sexual Assault Survivors Emergency
Treatment Act. An act of nonconsensual sexual conduct or sexual penetration, as defined in Section 110.1 of the Criminal Code of 2012, including, without limitation, acts prohibited under Sections 11-1.20
through 11-1.60 of the Criminal Code of 2012.
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OPER.20.1

COMMUNICATIONS

A.

Assess immediate safety of victim and need for emergency medical services.

B.

Gather vital information for responding officers.

C.

Provide information to the victim on preserving evidence.

D.

Provide a trauma-informed response to victims in accordance with standards established
by the Office of the Statewide 9-1-1 Administrator pursuant to 20 ILCS 2605/260553(a)(1).

OPER.20.2

INITIAL RESPONDING OFFICER DUTIES

A. Contact victim as soon as possible and address safety concerns.
B. Assess need for hospital emergency and forensic services and summon emergency medical
assistance if needed or offer to provide or arrange for transportation if needed. It should be
noted medical forensic evidence collection must be offered by the hospital to the victim up to
7 days after the assault.
C. Provide victim or third-party reporter with the following information and document in the
narrative of the report that the information was provided.
1. Mandatory Notice for Survivors of Sexual Assault Form (Attachment A)
2. Statement of Crime Victims’ Rights (Attachment B)
D. Assist victim.
1. Offer to provide or arrange accessible transportation for the victim to the nearest
available circuit judge or associate judge so the victim may file a petition for an
emergency civil no contact order under the Civil No Contact Order Act or an order of
protection under the Illinois Domestic Violence Act of 1986 after the close of court
business hours, if a judge is available.
2. Contact agency social worker or victim advocate, if available.
E. Assess for drug- or alcohol-facilitated sexual assault. If suspected, it is recommended that
urine is collected from the victim as soon as possible. However, urine collection should be
offered up to 120 hours (5 days) after the assault.
F. Notify a supervisor and the investigating officer, if other than the responding officer.
G. Ensure evidence collection, crime scene processing, and chain of custody.
H. Conduct preliminary/initial victim interview.
1. Interviews of victims in Sexual Assaults shall generally not be conducted by the initial
responding Patrol Officer. In some emergency situations, or when another source of
information may not be available, some limited interviewing of the victim may be
necessary.
2. Any initial interview of the victim should be conducted in the most private,
comfortable setting available.
3. The interview should be limited in scope to only the information that is absolutely
critical to the initial assessment of the situation.
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4. Any interview of this type should be kept as brief as possible and thoroughly
documented.
5. Determine primary language of victim and translation needs.
6. Victim will not be required to submit to an interview.
7. Secure a private location, if possible.
8. Accommodate the victim’s request for a person, advocate, or attorney for the purpose
of support or consultation, if possible.
9. Utilize evidence-based, trauma-informed, victim-centered interview questions and
techniques.
10. Utilize a Children’s Advocacy Center for a forensic interview of a child victim, when
available, in accordance with the Children’s Advocacy Center’s written operational
protocol as required by Section 3(c) of the Children’s Advocacy Center Act.

I.

Identify and interview all possible witnesses.

J.

Ascertain and report the location of the suspect.

K. Fulfill mandatory reporting requirements.
1. Report suspected abuse or neglect of any child immediately to the Department of
Children and Family Services.
2. Report sexual assault or abuse, which has occurred within the previous 12 months,
of an adult with disabilities aged 18 through 59 or a person aged 60 or older who
resides in a domestic living situation, who because of a disability or other condition or
impairment is unable to seek assistance for himself or herself. The officer will report
this suspicion, within 24 hours, to a local social service agency designated to receive
such reports or the Department on Aging.
3. Report any long-term care facility resident subjected to abuse or neglect, with whom
the officer has had direct contact, immediately to the Department of Public Health.
L. Complete written report.
1. A law enforcement officer will complete a written report upon receiving a report of
sexual assault or sexual abuse, regardless of the jurisdiction where the offense
occurred.
2. If the incident occurred in another jurisdiction, a copy of the written report will be sent
to the law enforcement agency having jurisdiction in person or via fax or email within
24 hours of receiving the reported information. Confirmation of Transfer of Sexual
Assault Report to Law Enforcement Agency Having Jurisdiction Form (Attachment E)
The initial agency should receive confirmation of receipt from the receiving agency
within 24 hours. P.A. 99-0801 – Form D may be used. If confirmation is not received,
follow up with the law enforcement agency having jurisdiction.
OPER.20.3

MANDATORY REPORT WRITING

A. A written report must be completed when receiving information about a sexual assault or
sexual abuse from the following:
1. A victim.
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2. Hospital or medical personnel.
3. A witness.
4. A third-party reporter who has the consent of the victim.
a. Document the name and contact information of the third-party reporter in
the report.
b. Document the reporter’s affirmation that they are reporting with the
consent of the victim.
B.

Documentation of facts in the report.
1. The written report shall include the following, if known:
a. the victim's name or other identifier;
b. the victim's contact information;
c. time, date, and location of offense;
d. information provided by the victim;
e. the suspect's description and name, if known;
f.

names of persons with information relevant to the
time before, during, or after the sexual assault or sexual abuse,
and their contact information;

g. names of medical professionals who provided a
medical forensic examination of the victim and any information
they provided about the sexual assault or sexual abuse;
h.

whether an Illinois State Police Sexual Assault
Evidence Collection Kit was completed, the name and contact
information for the hospital, and whether the victim consented
to testing of the Evidence Collection Kit by law enforcement;

i.

whether a urine or blood sample was collected and
whether the victim consented to testing of a toxicology screen
by law enforcement;

j.

information the victim related to medical
professionals during a medical forensic examination which the
victim consented to disclosure to law enforcement; and

k.

other relevant information.

2. Any aggravating factors present.
3. Document signs of physical and psychological trauma to the victim.
4. Document the victim’s subtle and overt actions indicating consent or lack of consent.
Silence should not be construed as consent.
5. As accurately as possible, use the victim’s, witness’s, and/or suspect’s own words in
written reports. Do not sanitize or clean up the language used by the victim.
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OPER.20.4

DUTIES OF OFFICERS INVESTIGATING SEXUAL ASSAULT AND SEXUAL ABUSE

A.

The Waukegan Police Department’s Criminal Investigations Division must receive a briefing
from the on-scene officer or Patrol supervisory staff prior to proceeding with any of the
following procedures in order to coordinate efforts and assure that victims are not
repeatedly subjected to traumatic questioning or unnecessary interactions with law
enforcement. By January 1, 2019, all investigations of sexual assault and sexual abuse will
be assigned to an officer who has completed training in evidence-based, trauma-informed,
victim-centered investigations.

B.

Interview victim.
1. Conducted at the Lake County Children’s Advocacy Center if the victim is a minor.
Alternatively, the interview should be conducted in the most private, age appropriate,
and comfortable setting available only after consultation with the Lake County State’s
Attorney’s Office and the CID Commander.
2. Interviews should be conducted at a reasonable time of day.
3. Conducted in a setting and manner that accommodates any special needs.
4. If the victim is a child, the interview must be conducted only by investigators who are
trained in the accepted protocols and established guidelines for interviewing children.
5.

Conducted with the least possible number of personnel present in the interview
facility and by one designated primary interviewer.
6. Conducted by an interviewer who is fluent in the same primary language of the
victim. The use of a translator is only acceptable in emergency situations and if
used, the translator must not be associated in any way with the subject(s) being
interviewed.
7. All interviews should be video and audio recorded, with proper consent, and properly
and accurately documented. In interviews with children, the written consent of a
parent should be obtained prior to the interview.
8. In interviews that cannot be conducted on camera or audio recorded, the primary
investigator must thoroughly document the interview in detail.
9. Utilize evidence-based, trauma-informed, victim-centered interview questions and
techniques, including allowing a victim to complete at least 2 full sleep cycles before
an in-depth interview, when possible.
10. If the victim is both physically and mentally capable of doing so, they should be asked
to provide a detailed, written statement.
11. Victim will not be required to submit to an interview.
12. Victim will not be asked or required to submit to a polygraph examination or any form
of a mechanical or electrical lie detector test.
13. Take into consideration the concerns or needs of specific communities/populations.
14. Secure a private location, if possible.
15. Accommodate the victim’s request for a person, advocate, or attorney to be present
in the interview for the purpose of support or consultation, if possible. Viii. Provide
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guidance regarding drug- or alcohol-facilitated sexual assault considerations. See
Section 6.
C. Identify and interview individuals with information relevant to the sexual assault or sexual
abuse.
D. Investigate and interview possible suspects, focusing on suspect conduct, behavior, and
statements made before, during, and after the assault.
E. Arrange for suspect medical forensic exam, if appropriate. A search warrant may be
needed.
OPER.20.5
A.

OPER.20.6
A.

SUPERVISOR DUTIES
Supervisors will ensure that officers responding to and investigating sexual assault and
sexual abuse utilize evidence-based, trauma-informed, victim-centered policies,
procedures, programs, and practices. Supervisors will ensure responding and
investigating officer training requirements are met.
EVIDENCE COLLECTION, CRIME SCENE PROCESSING, AND CHAIN OF CUSTODY
The identification and preservation of evidence is critical to these types of cases and the
collection process shall follow the below guidelines as closely as possible.
1. In those cases where a crime scene is fresh and evidence identifiable, the Evidence
Technician must assure that he/she has the appropriate equipment and manpower to
efficiently and methodically collect all items of evidentiary value while maintaining
scene security.
2. Crime scenes must be photographed regardless of the recency of the incident. For
those incidents involving a fresh crime scene, a diagram must also be completed.
3. The first items of evidence that must be collected are any biological samples that are
at risk of degradation or destruction. Any biological evidence that may potentially be
on the victim must be collected at a medical facility by professionals trained in the
processing of sexual assaults (SANE Nurses).
4.

A law enforcement officer from the agency having jurisdiction will take
possession of sexual assault evidence collected by hospital personnel within 5 days
of the completion of the medical forensic exam and shall document the possession of
the evidence in the report.

5. If a victim declines to consent to testing the evidence, the evidence will be stored for
a minimum of 5 years from completion of the medical forensic exam or 5 years from
the victim’s 18th birthday, whichever is longer, to give the victim time to consent to
testing.
a. The agency will provide the following information to the victim or their
designee pursuant to the agency’s protocol. Storage and Future Testing
of Sexual Assault Evidence Form (Attachment C)
1. Storage location of evidence.
2. How to provide consent for testing at a later date.
a. At law enforcement agency having jurisdiction.
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b. By working with a sexual assault advocate.
c.

Through verbal consent with follow-up verification.

3. Contact information for law enforcement agency having
jurisdiction.
4. Contact information for local rape crisis center.

b. The agency will develop a protocol to ensure that victims who want to be
notified or have a designee notified prior to the end of the storage period
for sexual assault evidence are provided notice.
c.

If the agency adopts a policy that exceeds the required storage policy, the
victim or victim’s designee must be notified of the extended storage policy.

6. If a victim consents to testing the sexual assault evidence:
a. Submit the evidence for testing within 10 days of receipt of the consent
pursuant to the Sexual Assault Evidence Submission Act and document
the submission in the report. No law enforcement agency having
jurisdiction may refuse or fail to send sexual assault evidence for testing
that the victim has consented to be tested.
b. Provide the victim or victim’s designee with written information informing
the victim of his or her right to request information regarding the
submission and results of the testing. Mandatory Notice of Victim’s Right
to Information Regarding Sexual Assault Evidence Form (Attachment D)

7. Drug- and alcohol-facilitated sexual assault.
a. If there is reasonable cause to believe that a person has been delivered a
controlled substance or alcohol without his or her consent, the law
enforcement officer will advise the victim about seeking medical treatment
and preserving evidence. An officer will not require that a urine sample be
provided.
b. If a drug- or alcohol-facilitated sexual assault is suspected, it is
recommended that urine is collected from the victim as soon as possible.
However, urine collection should be offered up to 120 hours (5 days) after
the assault. The urine sample must be refrigerated.
c.

No sample analysis may be performed unless the victim returns a signed
written consent form after the sample is collected. The victim has five
years after the sample was collected to consent to testing.

d. If samples are taken by the hospital for medical purposes, the officer may
not request that the hospital test a victim’s blood or urine without consent
of the victim.

e. With victim consent, any urine samples collected should be sent to the
Northeastern Illinois Regional Crime Laboratory for analysis.
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f.

OPER.20.7

Notify a victim that once a written consent form for analysis is signed, he
or she has 48 hours to revoke consent.

VICTIMS’ RIGHTS AND VICTIM NOTIFICATION

A. Victims have rights provided by the Illinois Constitution, the Rights of Crime Victims and
Witnesses Act, and the Crime Victims Compensation Act. Law enforcement agencies must
provide the Statement of Crime Victims’ Rights to victims within 48 hours of initial contact.
(Attachment B)
B. Agencies will provide information concerning the availability of crime victim compensation
and advise the victim to contact the Attorney General’s office for more information and to
file a claim.
C. Agencies will advise the victim of the right to information regarding the status of the
investigation from the law enforcement agency having jurisdiction unless disclosure of such
information would unreasonably interfere with the investigation.
D. Victims have the right to request information regarding the submission and testing of
forensic evidence.
1. Upon the request of the victim who has consented to the testing of sexual assault
evidence, provide the following information in writing:
a. The date the sexual assault evidence was sent to the Northeastern Illinois
Regional Crime Laboratory, within 7 days of submitting the evidence to a
laboratory;
b. Test results provided to the law enforcement agency by the laboratory,
within 7 days of receipt of the results by the agency, including, but not
limited to whether:
1. a DNA profile was obtained from the testing of the sexual assault
evidence from the victim's case;
2. the DNA profile developed from the sexual assault evidence has
been searched against the DNA Index System or any state or
federal DNA database;
3. an association was made to an individual whose DNA profile is
consistent with the sexual assault evidence DNA profile,
provided that disclosure would not impede or compromise an
ongoing investigation;
4. any drugs were detected in a urine or blood sample analyzed for
drug-facilitated sexual assault and information about any drugs
detected
2. When a victim has signed a consent form to test sexual assault evidence, provide the
victim with written information informing the victim of his or her right to request this
information. Mandatory Notice of Victim’s Right to Information Regarding Sexual
Assault Evidence Form (Attachment D)
OPER.20.8

WORKING WITH THE PROSECUTOR

A. Develop a relationship with the county state’s attorney’s office to create procedures for
investigations, arrests, and prosecution decisions.
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OPER.20.9

CONSIDERATION FOR SPECIFIC POPULATIONS / COMMUNITIES

A. Each agency should commit to making sure all officers have the best training and skills
necessary to provide services to every community. Each community must feel that their
needs are understood and respected or their confidence in law enforcement personnel to
meet these needs may be diminished. Lack of confidence in law enforcement can
adversely impact cooperation in reporting and providing information regarding sexual
assault and sexual abuse.

B. Resources regarding specific populations/communities can be found at
http://www.illinoisattorneygeneral.gov/victims/improvingresponsetosa_il.html.
OPER.20.10

AGENCY PARTNERSHIPS WITH VICTIM ADVOCATES AND SEXUAL ASSAULT
RESPONSE TEAMS (SART’s)

A. Agencies are encouraged to partner with community organizations and advocates to create
a more supportive atmosphere for victims throughout the reporting and investigation
process.

This order supersedes all previous written and unwritten policies of The Waukegan Police Department on the
above subject.
By order of:

Wayne Walles
Chief of Police
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Attachment A

MANDATORY NOTICE FOR
SURVIVORS OF SEXUAL ASSAULT*

MEDICAL AND FORENSIC SERVICES
Survivors of sexual assault should seek medical attention as soon as possible. You may request
transportation to the hospital.
Services Available
If you request medical forensic services, the hospital must offer a general medical exam, treat
injuries, evaluate the need for medications, and collect forensic evidence. Upon request, a
hospital must perform a forensic exam and complete an evidence kit up to 7 days after the assault
regardless of your age.
Evidence Preservation
You may not be sure whether or not you want to participate in the criminal justice process right
now, but it is important to know that critical evidence may be lost if you change clothes; bathe,
shower or douche; use the restroom; eat; smoke; or brush teeth or gargle, depending on the
nature of the attack.
The sooner the medical forensic exam is performed, the more evidence is available for
collection.
Storage of Evidence
If evidence is collected from you, but you are unsure about allowing law enforcement to test the
evidence, the evidence will be stored for 5 years or, if you are under the age of 18, until your 23rd
birthday. You can consent to test the evidence at any time during this period.
You will NOT be billed for any services provided in the emergency room. In addition, if you
are eligible, the hospital will give you a voucher for 90 days of follow-up care.
HOSPITAL INFORMATION
The nearby hospital below provides emergency medical and forensic services for sexual assault
survivors:
Hospital Name

Hospital Address

This hospital employs a Sexual Assault Nurse Examiner:

Yes / No / Unknown

(Circle One)

*This form must be provided by the responding law enforcement agency at time of initial contact
pursuant to 725 ILCS 203/25(a). This requirement is effective January 1, 2017.
P.A. 99-0801 Form A

12/21/2016

Attachment A
CIVIL NO CONTACT ORDERS / ORDERS OF PROTECTION
Survivors of sexual assault may petition for a Civil No Contact Order (CNCO) or an Order of
Protection (OP) that can order the offender to:
 Stay away from you and away from specific locations, such as your residence, your
work, and your school
 Have no contact with you
The CNCO or OP can be obtained in civil court at a local courthouse. You will not pay a fee for
requesting the order. While you can obtain a CNCO or OP on your own, it is best done with the
assistance of an advocate or attorney. If the courthouse is closed but a judge is available, you
may request that the officer provide or arrange transportation to the judge.
You may be able to obtain sexual assault support services for free. These services include
advocacy, counseling, assistance with information about the medical forensic exam,
understanding the criminal justice system, and obtaining a Civil No Contact Order or an
Order of Protection. You are encouraged to contact:
Rape Crisis Center Name

Hotline Number

RESPONDING LAW ENFORCEMENT AGENCY
Responding Officer’s Name

Star/Badge Number

Responding Law Enforcement Agency Name

Agency Phone Number

Report Number

Date

LAW ENFORCEMENT AGENCY WHICH WILL COMPLETE INVESTIGATION
Law Enforcement Agency Name

Law Enforcement Agency Address

Law Enforcement Agency Phone Number

P.A. 99-0801 Form A

12/21/2016

OFFICE OF THE ATTORNEY GENERAL
STATE OF ILLINOIS
Crime Victim Services Division
Lisa Madigan
ATTORNEY GENERAL

Attachment B

STATEMENT OF CRIME VICTIMS’ RIGHTS

If you are the victim of a violent crime, the Illinois Constitution and Rights of Crime Victims and
Witnesses Act give you the following rights:
1.

The right to be treated with fairness and respect
for your dignity and privacy and to be free from
harassment, intimidation, and abuse throughout
the criminal justice process.

2.

The right to notice and to a hearing before a
court ruling on a request for access to any of the
victim’s records, information, or communications
which are privileged or confidential by law.

3.

The right to timely notification of all court
proceedings.

4.

The right to communicate with the prosecution.

5.

The right to be heard at any post-arraignment
court proceeding in which a right of the victim is
at issue and any court proceeding involving a
post-arraignment release decision, plea, or
sentencing.

6.

The right to be notified of information about
the conviction, sentence, imprisonment, and
release of the accused.

7.

The right to timely disposition of the case
following the arrest of the accused.

8.

The right to be reasonably protected from the
accused throughout the criminal justice process.

9.

The right to have the safety of the victim and the
victim’s family considered in denying or fixing the
amount of bail, determining whether to release
the defendant, and setting conditions of release
after arrest and conviction.

10. The right to be present at the trial and all other
court proceedings on the same basis as the
accused, unless the victim is to testify and the
court determines that the victim’s testimony
would be materially affected if the victim hears
other testimony at the trial.
11. The right to have present at all court proceedings,
subject to the rules of evidence, an advocate and
other support person of the victim’s choice.
12. The right to restitution.

While police are investigating the crime, you can ask them for information about the status of the investigation.
You can also request to meet with the prosecutor, if the police forward the case to the State’s Attorney’s Office.
For more information about your rights after criminal charges are filed, call the Attorney General’s Crime Victims
Assistance Line at 1-800-228-3368 (TTY: 1-877-398-1130) or contact your local State’s Attorney’s Office.

Financial Assistance
You may be eligible for financial assistance for your out-of-pocket expenses under the Illinois Crime Victims Compensation Act. For information and applications, contact the Attorney General’s toll-free Crime Victims Assistance Line at 1-800-228-3368 (TTY: 1-877-398-1130) or visit the Attorney General’s website at
www.illinoisattorneygeneral.gov/victims/cvc.html.
Acknowledgment of Rights
Signature:

Date:
Revised 12/15. Provided by the Office of the Attorney General pursuant to 725 ILCS 120/4(b). This material is available in alternate format upon request.

Attachment C

STORAGE AND FUTURE TESTING OF SEXUAL ASSAULT EVIDENCE*
A consent form to test the sexual assault evidence collected today must be signed before law
enforcement can send this evidence to a laboratory to be tested. You have indicated that you do
NOT want to sign the consent for testing at this time.
If you are an adult, this evidence will be stored by law enforcement for five (5) years from
today’s date, ____________________.
If you are under 18 years of age, this evidence will be stored until your 23rd birthday.
You may request to be notified prior to the destruction of the evidence at the end of the storage
period. This evidence will be stored at the law enforcement agency list below.
A consent form for the testing of this evidence may be signed at any time during the storage
period. This can be done by contacting the law enforcement agency listed below or by working
with an advocate from a rape crisis center.
Law Enforcement Agency

Address

Phone Number

Report Number

Rape Crisis Center

Address

Phone Number

*This form shall be provided by a law enforcement officer to a victim who has not signed a
consent form to test evidence at the hospital, either at the hospital or during the investigating
officer’s follow-up interview, pursuant to 725 ILCS 203/30(e). This requirement is effective
January 1, 2017.
P.A. 99-0801 Form C

12/21/2016

Attachment D

MANDATORY NOTICE OF VICTIM’S RIGHT TO INFORMATION
REGARDING SEXUAL ASSAULT EVIDENCE TESTING*
You have consented to the testing of sexual assault evidence collected in your case.
This law enforcement agency must provide you with the following information regarding the
testing of the evidence, at your request. You may designate another person to receive this
information on your behalf.
You are entitled to the following information:
1. The date the sexual assault evidence was sent to an Illinois State Police Crime
Laboratory or other appropriate laboratory by this agency. If you request this
information, it must be provided to you within seven (7) days of the transfer of the
evidence to a lab by this law enforcement agency.
2. Test results provided to this agency by the laboratory, including, but not limited to:
 DNA test results, and
 whether any drugs were detected in a urine or blood sample and information
about any drugs detected.
If you request this information, it must be provided to you within seven (7) days of this
law enforcement agency receiving the results from the laboratory.
Requesting the Information
You may submit a request for this information at this time or by contacting this law enforcement
agency at the address or phone number below at a later date.
Law Enforcement Agency

Address

Phone Number

Email (if available)

Report Number

You or your designee must keep the law enforcement agency informed of the name, address,
phone number and email of the person to whom information should be provided and any changes
to that information.
* This form must be provided by a law enforcement officer to a victim who has signed a consent form to
test evidence at the hospital, either at the hospital or during the investigating officer’s follow-up
interview. This form must also be provided to a victim who signs a consent form to test sexual assault
evidence at the law enforcement agency or with the assistance of a rape crisis advocate pursuant to 725
ILCS 203/35(c). This requirement is effective January 1, 2017.
P.A. 99-0801 Form B

12/21/2016

Attachment E

Confirmation of Transfer of Sexual Assault Report
to Law Enforcement Agency Having Jurisdiction

Within 24 hours of receiving a sexual assault report of an incident in your jurisdiction from another law
enforcement agency, you must provide that agency with the following information.
Law Enforcement Agency That Received the Initial Sexual Assault Report
Initial Agency Name: _______________________________________ Case Number: ___________
Initial Agency Contact Name: ________________________________________________________
Title: ___________________ Phone: _____________________ Fax: _________________________
Email: _______________________________________
Date Transferred: __________________________

Time Transferred: _____________________

Confirmation of Receipt of Sexual Assault Report to be completed by
Law Enforcement Agency with Jurisdiction Receiving Report
Agency with Jurisdiction Name: _____________________________ Case Number: ____________
Name of Person Receiving Report: ____________________________________________________
Title of Person Receiving Report: _____________________________________________________
Date Received: ___________________________

Time Received: _________________________

Law Enforcement Agency Having Jurisdiction Contact Information to be Provided to Victim
Agency with Jurisdiction Name: _____________________________ Case Number: ____________
Name of Contact Person: ____________________________________________________________
Title: ________________________________________ Phone: ______________________________
Email: _______________________________________ Fax: ________________________________

This written confirmation shall be delivered in person or via fax or email to
the law enforcement agency that received the initial report.
P.A. 99-0801 Form D

12/22/16

WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – OPER.21
SUBJECT: WPD RESPONSE TO LAKE COUNTY BUILDINGS WITHIN
WAUKEGAN

Effective: May 17, 2018

Revised:
Revised:
Original: May 17, 2018

PURPOSE
The purpose of this policy is to establish guidelines for officers to follow when responding to a
call(s) for service at any Lake County owned and/or operated building within the city limits of
Waukegan.
OPER.21

POLICY

It is the policy of the Waukegan Police Department to safeguard the lives, persons and property
of the Lake County owned and operated buildings within the City of Waukegan. At no time will
a Waukegan Police Officer neglect his/her responsibility to take enforcement action or render
aid because of a jurisdictional conflict.
OPER.21.1

STATEMENT OF RESPONSE EXPECTATIONS

This policy is in recognition of the fact that occurrences may result in situations that require a
Waukegan Police response to Lake County owned and operated buildings within the corporate
boundaries of the City of Waukegan. The Waukegan Police Department will respond to calls for
service to all Lake County owned and/or operated buildings.
OPER.21.2

ACTIVATION

A. The Waukegan Police will conduct the initial investigation when responding to a call for
service at any Lake County owned and/or operated building. In most cases, responding
officers will be able to handle the call and resolve the issue at hand.
B. If further investigation or enforcement is required, the Waukegan Police Department will
request assistance from the Lake County Sheriff’s Department for further assistance
and/or to assume responsibility for the call.
OPER.21.3

LAKE COUNTY OWNED/OPERATED LOCATIONS

Belvidere
Medical Building

2400 Belvidere Rd

M-Th 7:30 a.m. - 7:30 p.m.. F 7:30 a.m. - 5 p.m., Sa
8 a.m. - 5 p.m.
1

Belvidere
Medical Building
Annex

2303 Dodge Av.

TB Clinic

515 Keller Ave.

Group home
Health Dept.
Health Dept.
Health Dept.

2410 Belvidere Rd.
3002 Grand Ave.
3004 Grand Ave.
3008 Grand Ave.

Health Dept.

3010 Grand Ave.

Lake County
Courthouse
Lake County
Courthouse
Lake County Jail
OPER.21.4

18 N. County St.

Staff present M-F, 8:30 a.m. - 5:00 p.m. Visitors by
Appt.
M/W/F 8:00 a.m.-5:00 p.m., Tu/Th 8:00 a.m.-6:30
p.m.
24/7
24/7
M-F, 8:30 a.m. - 5:00 p.m.
M-F, 8:30 a.m. - 5:00 p.m.
M-F 8 a.m. - 5 p.m. for general offices, M-Th until 8
p.m. for Outpatient Counselling
M-F, 8:00 a.m. - 5:00 p.m.

301 Washington St. M-F, 8:00 a.m. - 5:00 p.m.
20 S. County St.

M-F, 8:00 a.m. - 5:00 p.m.

CONTACT INFORMATION

A. If a keyholder is required because of damage to one of Lake County’s facilities, or due to
an alarm, contact will be made to the Lake County Sheriff’s Office 911 Communications
at (847) 549-5200. 911 Communications will have the keyholder information for each
building.
B. If a Deputy is needed at the location, contact will be made to the Lake County Sheriff’s
Office 911 Communications at (847) 549-5200. A deputy will be dispatched to assist.
This order supersedes all previous written and unwritten policies of the Waukegan Police
Department on the above subject.

Wayne Walles
Chief of Police
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – OPER.22
Subject: A WAY OUT PROGRAM

Effective: January 14, 2019

Revised:
Revised:
Original: January 14, 2019

PURPOSE
Drug overdose is one of the leading cause of accidental death in Illinois. To help reduce the number of
fatal and nonfatal overdoses in Lake County, we are changing the way we handle substance users who
request help with their addiction to narcotics. There are many resources available in Lake County, Illinois
to help with this disease, but many people do not know how to access these services. With strong
community support, the Waukegan Police Department will be adopting the following policy to address the
needs of any person who comes into the station requesting help with substance use disorder.

OPER.22

POLICY

Any person who enters the police station and requests help with his/her substance use disorder will be
screened into the A Way Out Program, when an officer becomes available. If a person who has
requested help with his/her substance use disorder is in possession of drugs and/or drug equipment
(needles, etc.), such person will not be criminally charged. The officer will collect the item(s) and submit
them for destruction. The officer will notify a shift supervisor that a potential A Way Out Program
candidate is requesting help with his/her substance use disorder.
This policy sets forth the protocol for Waukegan Police Department police officers. Officers shall abide by
this policy and not the protocol suggested by the official A Way Out Program.

OPER.22.1
A.

PROCEDURE
The reporting officer or shift supervisor will take the following steps:
1.

All officers will be professional, compassionate and understanding, when having
contact with anyone requesting help with his/her substance use disorder.

2.

If the initial contact is made on the street, officers will continue to exercise
discretion. This program is specifically for, and exclusively applies to, persons
who voluntarily seek assistance.

3.

All citizens requesting the program will agree to a search of his/her person and
his/her belongings. If the search is denied, the interaction is complete and
Officers shall not proceed further with program screening.

4.

All citizens requesting the program will wait in the police lobby unless otherwise
instructed by an officer.

5.

Ensure that the A Way Out Program waiver (Addendum A) is completed.

6.

Assign an officer to assist the citizen and contact the Lake County Health
Department hotline at 1-847-377-8088.
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OPER.22.2
A.

7.

A criminal history (CQH) check through LEADS/NCIC will be conducted on the
person requesting A Way Out Program assistance.

8.

Once an assessment has been conducted by an officer and Health Department
employee, recommendations should be made to the participant (inpatient requests
will be evaluated and honored, if appropriate).

9.

If outpatient care is needed, provide the participant with an appointment date
(received from Lake County Health Department).

10.

An incident number will be generated on all incidents where a person comes in
requesting the A Way Out program, whether or not he/she is accepted into the
program. The citizen’s information will be added into the call notes.

11.

If any drugs and/or drug equipment is recovered, it/they shall be documented in a
case report and entered into evidence for destruction.

12.

If inpatient care is required, the officer will transport the participant to the hospital
for medical screening if necessary, only if the facility is within Lake County. The
participant will be discouraged from getting a ride from friends and/or family, etc.
once he/she has entered the program; however, may be necessary if the hospital
and/or gateway is outside Lake County.

13.

The Health Department may assign a volunteer to meet the officer at the hospital.

14.

If medical screening is needed, inform the hospital that we have a candidate for
the A Way Out Program, and that we are requesting evaluation of the candidate.
The nurse in-charge will communicate specific instructions as to where the patient
should go at the emergency room (ER), and the officer will communicate as to
whether there is any history or concern of potential violence with the patient.

15.

If medical screening is not needed, the officer may transport the participant
directly to the treatment provider if the provider is within Lake County.

16.

If the candidate is unable to be placed, after exhausting all possible methods, the
candidate shall be afforded every courtesy to find a safe place upon departure.

17.

Officers will make the shift supervisor aware of any issues or concerns.

18.

Once cleared, the officer will debrief the shift supervisor of any issues or
concerns.

19.

A copy of the police report, if generated, pertaining to A Way Out Program
participant may be made available to the Lake County Health Department.

20.

All protected patient health information will be held in strict confidence and only
disclosed to persons or entities authorized by HIPPA, and pursuant to 42 CFR,
part 2, or as permitted by written consent of a Gateway client or a client’s
representative.

21.

All communications to the media, or otherwise, involving any aspect of the A Way
Out Program shall go through the Communications Subcommittee of the Lake
County Opioid Initiative.

EXCEPTIONS
Officers shall document by means of incident notes or an incident report all subjects
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ineligible for the program. A person seeking help with substance use disorder to opiates
may be deemed ineligible to participate in the Lake County A Way Out Program if:
1.

The subject has an outstanding arrest warrant.

2.

The subject has three or more drug-related convictions on record; if at least one
of those convictions was from a possession with intent to deliver, trafficking, or
drug violation in a school zone.

3.

The officer, only with shift supervisor approval, expresses the reasonable belief
that the citizen should be deemed ineligible as a result of the citizen having
motives other than voluntary sobriety.

4.

The subject is under the age of 18 years, and does not have a parent or guardian
present.

5.

If the subject presents with any signs or symptoms of severe withdrawal or any
other clear medical condition(s), or if the participant requests at the time of
intake, he or she will be immediately transported to the hospital for evaluation.

6.

The supervisor has the discretion to determine the constraints and level of
service based on staffing and/or travel distance required for admissions.
a. In these cases, the subject must be made aware of the wait time.
b. Delays should be discouraged but understandable based on call load.

This order supersedes all previous written and unwritten policies of The Waukegan Police Department on the
above subject.

By order of:

Wayne Walles
Chief of Police
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ADDENDUM A
A WAY OUT PROGRAM WAIVER
This is to certify that I,
, am over the age of 18 AND I
DO NOT HAVE ANY PENDING CRIMINAL CHARGES AGAINST ME.
Or…
This is to certify that
is under the age of 18
and participant’s parent/legal guardian
hereby authorizes the minor’s participation in the A Way Out program and, further, said
parent/legal guardian agrees to be bound by this waiver both individually and on behalf of the
minor.
I further agree and understand that I am voluntarily turning over any drugs (legal and illegal) as
well as any drug paraphernalia in my possession to the Waukegan Police Department, who will
arrange for its destruction and in exchange for working towards my sobriety through the A Way
Out program, the Waukegan Police Department and/or the Lake County State’s Attorney’s office
will not file criminal charges against me for use and/or possession of these items.
I agree and understand that I remain responsible for any and all charges and expenses related to
the treatment I may receive as a result of this program.
I agree that an officer from the Waukegan Police Department may contact the Lake County
Health Department on my behalf to start the intake program for the A Way Out program.
I agree to allow a volunteer screener to accompany me during my intake to a hospital and to
discuss my care and treatment at the facility with hospital staff and physicians.
I agree that if there is any exchange of contact information (phone numbers, email addresses,
physical addresses, etc.) with the screener, this will be done only with mutual agreement
between the screener and me.
I further understand that at any time, if I no longer feel comfortable with the volunteer
screener, I can request a new volunteer screener (if available) or to not have a volunteer
screener assigned to me.
I also agree to be contacted in the future by the Waukegan Police Department and/or Lake
County Health Department to tell them about my experience in the program. I understand that
the information I provide may be used by these agencies to help improve the program.
I also agree to allow any and all treatment centers that I attend as part of this program to
update the Waukegan Police Department and/or the Lake County Health Department on the
status of my treatment and/or any other issues deemed relevant. This is done purely for
statistical reasons and will be used for follow up on the program. These updates will be secure
and strictly confidential.
I understand that I am assuming all risk for any and all claims arising from my participation in
the A WAY OUT program and that on behalf of myself and my heirs, I do hereby RELEASE the
Lake County Health Department, the Lake County State’s Attorney’s Office, the Waukegan
Police Department, as well as the volunteer screener, and their assigns, successors,
employees, volunteers, participants, and any other person(s) or entity involved in the
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operation, organization, sponsorship, supervision, training or participation in the A WAY OUT
program from any and all liability, losses, claims, demands, suits, damages and/or causes of
action for personal injuries and/or property damage I may have, suffer or sustain while I am
participating in the A WAY OUT program, whether arising from my own acts, actions,
activities, and /or omission or those of others.
I agree that Illinois Law will govern any and all legal disputes arising from this Release and
further agree that any and all litigation arising from said dispute(s) will be filed and litigated in
the 19th Judicial Circuit of Lake County, Illinois.
I have read the foregoing and I agree to be bound by the terms and conditions of the Release.

Printed Name

Signature

Printed Name of Guardian if under 18

Signature

Address

Date of Birth
Date
Please Fax this Form (Addendum A) to Lake County Crisis Care Program at 847-984-5638
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – OPER.23
Subject: Unmanned Aerial System (UAS) Operations

Effective: January 28, 2019

Revised:
Revised:
Original: January 28, 2019

PURPOSE
The purpose of this policy is to establish guidelines under which unmanned aerial systems (UAS) may be
used, and the storage, retrieval and dissemination of images and data captured by such systems.

OPER.23

POLICY

Unmanned aerial systems may be utilized to enhance the department’s mission of protecting lives and
property when other means and resources are not available or are less effective. Any use of a UAS will
be in strict accordance with constitutional and privacy rights, Federal Aviation Administration (FAA)
regulations, and Illinois State Law (725 ILCS 167/).

OPER.23.1

PRIVACY

The use of the UAS potentially involves privacy considerations. Absent a warrant or exigent
circumstances, operators and observers shall adhere to FAA altitude regulations and shall not
intentionally record or transmit images of any location where a person would have a reasonable
expectation of privacy (e.g., residence, yard, enclosure). Operators and observers shall take reasonable
precautions to avoid inadvertently recording or transmitting images of areas where there is a reasonable
expectation of privacy. Reasonable precautions can include, for example, deactivating or turning imaging
devices away from such areas or persons during UAS operations.

OPER.23.2

DEFINITIONS

A.

Digital Multimedia Evidence (DME): Digital recording of images, sounds, and
associated data.

B.

Model Aircraft: A remote controlled aircraft used by hobbyists that is built, produced,
manufactured, and operated for the purposes of sport, recreation, and/or competition.

C.

Unmanned Aircraft (UA) or Unmanned Aerial Vehicle (UAV): An aircraft that is
intended to navigate in the air without an on-board pilot. Also alternatively called
Remotely Piloted Aircraft (RPA), Remotely Operated Vehicle (ROV), or Drone.

D.

Unmanned Aircraft System (UAS): A system that includes the necessary equipment,
network, and personnel to control an unmanned aircraft.

E.

Small Unmanned Aircraft Systems (sUAS): UAS systems that utilize UAVs weighing
less than 55 pounds and are consistent with Federal Aviation Administration (FAA)
regulations governing model aircraft.

F.

UAS Flight Crewmember: A pilot, visual observer, payload operator or other person
assigned duties for a UAS for the purpose of flight or training exercise.

G.

Unmanned Aircraft Pilot: A person exercising control over a UA/UAV/UAS during flight.

OPER.23.3

PROCEDURES

A. Program Coordinator. The Chief of Police will appoint a program coordinator who will be
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responsible for the management of the UAS program. The program coordinator will ensure
that policies and procedures conform to current laws, regulations and best practices and will
have the following additional responsibilities:
1.

To ensure that the UAS shall be used in accordance with 725 ILCS 167, all
applicable FAA regulations, and the Manufacturer’s recommendations.

2.

The UAS shall be used in accordance with 725 ILCS 167, all applicable FAA
regulations, and the Manufacturer’s recommendations.

3.

Developing uniform protocol for submission and evaluation of requests to deploy
a UAS, including urgent requests made during ongoing or emerging incidents.

4.

Developing an operational protocol governing the deployment and operation of a
UAS including, but not limited to, safety oversight, use of visual observers,
establishment of lost link procedures and secure communication with air traffic
control facilities.

5.

Developing a UAS inspection, maintenance and record-keeping protocol to
ensure continuing airworthiness of a UAS, up to and including its overhaul or life
limits.

6.

Developing protocols to ensure that all data intended to be used as evidence
follows current Waukegan Police Department policy as it pertains to the
collection and storage of such data (OPER.17).

7.

Recommending program enhancements, especially regarding safety and
information security.

8.

Ensuring that established protocols are followed by monitoring and providing
periodic program reports to the Chief of Police.

B. Equipment
1.

WPD will maintain and register all UAS’s pursuant to FAA regulations.

2.

A Maintenance/Flight Log will be maintained for each UAS.

3.

When not in use, each UAS will be stored in a locked container in the authorized
user’s police vehicle or in a locked area of the police department that has been
approved by the Chief or the UAS Program Coordinator.

C. Deployment

1.

Only authorized operators from the Waukegan Police Department, who have
completed the required training, shall be permitted to operate the UAS.

2.

The UAS shall be used in accordance with 725 ILCS 167, all applicable FAA
regulations, and the Manufacturer’s recommendations.

3.

Any use of the UAS that is not specifically related to the operation or mission of
this department shall require the express authorization of the Chief of Police or
an authorized designee. The Waukegan Police Department may not use the
UAS to gather information except as outlined in 725 ILCS 167/15.
a. To counter a high risk of a terrorist attack by a specific individual or
organization if the United States Secretary of Homeland Security determines
that credible intelligence indicates there is a risk.
b. To obtain crime scene and traffic crash scene photography in a
geographically confined and time-limited manner. The use of the UAS under
this paragraph on private property requires either a search warrant or lawful
consent to search.
c.
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To obtain information necessary for the determination of whether a disaster
or public health emergency should be declared, to manage a disaster by
monitoring weather or emergency conditions, to survey damage, or to
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coordinate response and recovery efforts.
d. To locate a missing person while not also undertaking a criminal
investigation.
e. Upon reasonable suspicion that under particular circumstances, swift action
is needed to prevent imminent harm to life, forestall the imminent escape of a
suspect or prevent the destruction of evidence. The use of a UAS under this
paragraph is limited to a period of 48 hours. Within 24 hours of UAS initiation
under this paragraph, the Chief of Police or his designee must report its use,
in writing, to the State’s Attorney.
f.

Pursuant to a search warrant based on probable cause. The warrant must be
limited to a period of 45 days, renewable by a judge upon showing good
cause for subsequent periods of 45 days.

4.

Meeting the above criteria, a Supervisor will authorize the deployment of a UAS.

5.

The authorized user deploying the UAV will be responsible for the procedures
listed in the AGENCY UAS Operations Manual.

6.

A Waukegan Police Department Flight Report will be referred to at the scene
prior to and after deployment of an UAS.

7.

Any time that a UAV is deployed (except for training), a case report or
supplemental report will be written and a copy will be forwarded to the Program
Coordinator.

8.

All UAS imagery captured during a flight and a Waukegan Police Department
Flight Report shall be submitted as evidence.

D. PROHIBITED USE
1.

The UAS video surveillance equipment shall not be used:
a. To conduct random surveillance activities.
b. To target a person based solely on individual characteristics, such as, but not
limited to race, ethnicity, national origin, religion, disability, gender or sexual
orientation.
c.

To harass, intimidate or discriminate against any individual or group.

d. To conduct personal business of any type.
2. The UAS shall not be equipped with weapons of any kind.

OPER.23.4

TRAINING

A.

The UAS may be used for training purposes in accordance with 725 ILCS 167, all applicable
FAA regulations, and the Manufacturer’s recommendations.

B.

Completion of FAA Part 107 knowledge training course.

C.

Successful completion of the Remote Pilot Knowledge Examination Part 107 Test.

1. The physical FAA Remote Pilot License, or a copy of the license, shall be kept with
the pilot at all times while flying.

2. The Waukegan Police Department shall require and maintain a copy of the pilot’s
FAA Remote Pilot License.

D.

Completion of an Waukegan Police Department approved flight training which consists of
hands-on flight time and deployment procedure training.
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OPER.23.5

DME RETENTION AND MANAGEMENT

A.

All DME shall be handled in accordance with existing policy on data and record retention,
where applicable.

B.

All DME shall be securely downloaded at the completion of each mission. The UAScertified operators will record information for each file that shall include the date, time,
location, and case reference numbers or other mission identifiers—and identify the UAS
personnel involved in mission.

C.

Officers shall not edit, alter, erase, duplicate, copy, share, or otherwise distribute in any
manner UAS DME without prior authorization and approval of the Chief of Police or his or
her designee.

D.

Files should be securely stored in accordance with agency policy and state records
retention laws and retained no longer than necessary for purposes of training or for use in
an investigation or prosecution.

OPER.23.6

REPORTING

A. The Program Coordinator shall report annually, by April 1, to the Illinois Criminal Justice
Information Authority the number of UAS’s owned by the Waukegan Police Department (725
ILCS 167/35).

This order supersedes all previous written and unwritten policies of The Waukegan Police Department on the
above subject.

By order of:

Wayne Walles
Chief of Police
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – OPER.24
Subject: Extended Range Kinetic Energy Impact Munitions

Effective: January 28, 2019

Revised:
Revised:
Original: January 28, 2019

PURPOSE
To establish guidelines for the utilization of Extended Range Kinetic Energy Impact Munitions, to include
the training and certification of officers who will be authorized to deploy and utilize these munitions.
OPER.24

POLICY

The Waukegan Police Department recognizes that combative armed and/or violent subjects create
handling and control problems that require special training and equipment. It shall be the policy of the
Waukegan Police Department to equip, train, and certify a number of officers in the utilization of
Extended Range Kinetic Energy Impact Munitions to assist with the de-escalation of these potentially
violent confrontations. The use of Extended Range Kinetic Energy Impact Munitions constitutes Use of
Force. Any use of such weapons shall be used under the guidelines and procedures established in
General Order OPER.05 Use of Force.
OPER.24.1

DEFINITIONS

Extended Range Kinetic Energy Impact Munitions: Munitions which can be propelled for the purpose
of encouraging compliance, overcoming resistance, or preventing more serious injury without posing a
significant potential of causing death (commonly referred to as less-lethal munitions).
40mm Impact Baton: Non-Flexible Spin Stabilized Kinetic Energy Impact Baton.
Less Lethal Deployment Officer (LLDO): Officers who have successfully completed the Department
approved training course and are certified/authorized to deploy Kinetic Energy Munitions.
Deadly Force: That force which is intended or likely to cause death or great bodily harm. Illinois
Compiled Statutes 720 ILCS 5/7-8 lists inclusions within the statute.
Great Bodily Harm: A bodily injury that creates a substantial risk of death, causes serious permanent
disfigurement, or results in long-term loss or impairment of any bodily member or organ.
Less-Lethal Force: Any use of force other than that which is considered deadly force. This includes any
physical effort used to control or restrain another, or to overcome the resistance of another.
Less-Lethal Weapon: A less-lethal weapon includes all authorized chemical sprays, batons (impact
weapons), Tasers®, and chemical/impact munitions.
Reasonable Belief: When facts or circumstances the officer knows, or should know, are such as to
cause an ordinary and prudent officer to act or think in a similar way under similar circumstances.
Subject: The person who is at the focus of the police operation.
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OPER.24.2

PROCEDURE

The utilization of Extended Range Kinetic Energy Impact Munitions can assist in achieving the protection
of life, property, or the restoration of order. They should be considered whenever their use would assist in
enabling arrest, restoring order, protecting a subject from self-inflicted injury, or reducing the risk of more
serious injury. When deployed, the probability of causing serious physical injury or death is low, but the
level of energy necessary to cause incapacitation does create the potential for injury. Because there is
this potential for causing serious physical injury or death when utilizing these projectiles, only officers who
have completed the approved training course, conducted by certified instructors, shall be authorized to
deploy these munitions.
A. Authorized Munitions and Delivery Systems
1. Specifically designated and marked Department issued/owned 40mm launchers are the
only authorized delivery system.
2. Department issued 40mm Impact Batons are the only Extended Range Kinetic Energy
Impact Munitions authorized for use by trained Department personnel.

B. Less Lethal Deployment Officer Qualifications:
1.

To become certified to deploy Extended Range Kinetic Energy Impact Munitions, officers
must complete the following:
a. The Department approved training course.
b. Pass the written test with a score of 90% or better.
c. Review the state statute regarding less-lethal munitions.
d. Pass the Department approved qualification course.
e. Patrolman must be off probationary status.

2. To maintain certification, officers must complete an annual recertification course. This
will include a written test, which must be passed with a score of 90 % or better, and a
Department approved qualification course.

OPER.24.3

TARGET AREAS

A. The Extended Range Kinetic Energy Impact Munitions will be delivered to the Department
established target areas based upon the circumstances and the level of force authorized.
B. The Department designated target areas have been divided into four categories: (See Attachment
‘A’)
1. Green Areas - These areas will be considered when incapacitation is necessary and
a minimal potential for injury is the appropriate response.
2. Yellow Areas – These areas will be considered when an escalation of force above
the green areas is necessary and appropriate, acknowledging an increase in the
potential for serious physical injury or death.
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3. Red Areas – These areas will be considered when an escalation of force above the
yellow areas is necessary and appropriate; acknowledging an increase in the
potential for serious physical injury or death.
4. Head and Neck – Intentional impacts to these areas will be avoided unless the use of
deadly force is justified, necessary, and appropriate; acknowledging the high
potential for serious physical injury or death.

OPER.24.4

STORAGE AND INSPECTION

A. The 40mm launchers will be stored in a protective case accompanied by at least six (6)
40mm standard energy rounds (in case or designated bag/pouch/sling).
B. The 40mm launchers will be stored in the shift supervisor’s patrol vehicles. Care should be
taken to limit the launchers from extended exposure to extreme temperatures and damage
from loose storage. The shift supervisors and LLDOs are responsible for regular inspections
of the 40mm launchers and munitions.
C. Any defects or damage will be reported to the shift supervisor by the LLDO who will make the
determination if the launcher and/or munitions should be taken out of service. Notifications
will be made to the Training Officer and/or Department Less Lethal Instructors.
D. AT NO TIME WILL ANY 40MM IMPACT BATONS/MUNITIONS OTHER THAN
DEPARTMENT AUTHRORIZED/ISSUED MUNITIONS BE STORED WITH OR INSERTED
INTO THE LAUNCHERS.

OPER.24.5

DEPLOYMENT REQUIREMENTS AND TECHNIQUES

A. The 40mm launchers may be deployed when the situation dictates that the utilization of
40mm impact batons is possible, or when called upon to do so by a supervisor.
B. When deploying the 40mm launcher, the LLDO shall consider the level of force being
confronted and the proximity/access of the subject(s) to the officer. There should always be a
second officer to act as lethal cover for the LLDO. However, a situation may arise when the
LLDO will determine that the second officer is not necessary or the situation may dictate that
the LLDO cannot wait for the second officer to arrive. When utilizing a second officer as lethal
cover, the LLDO must verbally direct and/or confirm that the cover officer knows that he or
she is the lethal cover officer.
C. Officers designated as lethal cover officers are responsible for the protection of the LLDO
should the situation escalate to immediate deadly force. Lethal cover officers should maintain
a position near the LLDO, which will allow them to cover the LLDO at all times.
D. The LLDO should announce via radio and/or verbally, “I have less-lethal.” This ensures that
the other officers on the scene are aware that the 40mm has been deployed.
E. If there is time and the tactical situation allows it, the decision to utilize impact batons against
a subject will be announced over the radio. The LLDO or his/ her cover officer will announce
that impact batons will be utilized at the next available opportunity
F. When engaging a subject, the LLDO should evaluate the effectiveness of each round.
Compliance and/or incapacitation is the desired goal. Alternative target areas/response
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considerations will be based on the circumstances the officer is encountering and the level of
force authorized. The situation and circumstances shall dictate the actions taken by the
LLDO, not the manufacturer’s specifications.
G. When engaging a subject, the LLDO or his cover officer will establish voice contact with the
subject, giving verbal commands and directions.

OPER.24.6

HANDLING OF PERSON STRUCK BY IMPACT BATONS

A. Persons who are successfully engaged and struck by an impact baton(s) will be transported
to the hospital for examination by a physician. The LLDO will report to the hospital and
provide the hospital staff with the printed impact baton technical data sheet (See Attachment
‘B’). If possible, the LLDO will also be available to brief the staff on the approximate distance
of engagement, number of impacts, and location of impacts.

OPER.24.7

NOTIFICATION AND REPORTING PROCEEDURES

A. The deployment of Extended Range Kinetic Energy Impact Munitions against a subject
constitutes a use-of-force and shall be documented and investigated as outlined in OPER.05
Use of Force.
B. Each impact area must be photographed with a camera. Photographs must include a full
body shot exposing any wound(s), and a close-up of each impact.
C. The spent impact batons shall be gathered and collected as evidence, unless otherwise
directed by a supervisor.
D. The Chief of Police or his designee will be notified whenever impact batons are utilized.

OPER.24.8

TRAINING

A. Selected Police Department members shall receive training at least annually on
the information contained in this General Order.
B. Additional training shall be designated for members with sustained complaints
against them for any violation of this General Order.
C. Selected Police Department members shall take a written test annually to demonstrate their
comprehension of this General Order.

By order of:

Wayne Walles
Chief of Police
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – OPER.25
Subject: CANINE UNIT ORGANIZATION AND OPERATIONS

Effective: September 21, 1995

Revised: February 8, 2019
Revised: March 18, 2008
Original: September 21, 1995

PURPOSE
The purpose of this order is to establish objectives and procedures for the organization, operation,
responsibilities, and use of canine teams.
OPER.25

POLICY

It is the policy of the Waukegan Police Department to maintain and operate Canine (K-9) teams. A
Canine team consists of a Handler/Officer and a Police Working Dog trained together and certified as a
"Canine Team." The Canine teams are used to supplement the police department in the apprehension of
criminal suspects, maintenance of civil order, tracking, drug and article searches, and public relations.
Canine teams are trained and certified to the standards set-forth by the Illinois Law Enforcement Training
and Standards Board.
OPER.25.1

DEFINITIONS

Canine Unit: That component of the Waukegan Police Department encompassing canines, handlers,
and their K-9 supervisor.
Canine Team (K-9 Team): One officer and one canine assigned together as part of the Waukegan
Police Department Canine Unit.
Handler: A sworn police officer, who has successfully completed an Illinois Law Enforcement Training
and Standards Board approved K-9 training course, and has been assigned to work with a canine as part
of a canine team.
Canine (K-9): A trained canine utilized by the Waukegan Police Department and assigned to a handler
as part of a canine team.

OPER25.2

OWNERSHIP OF CANINES

A.

All dogs accepted for training and use by the Waukegan Police Department are the
property of the City of Waukegan. Expenses incurred in the care and feeding of the
canine are the responsibility of the Waukegan Police Department. Proper care and
maintenance of the canine are the responsibility of the handler.

B.

Canines will be purchased through a reputable source as determined by the Chief of
Police or his designee. The designated handler and dog will be afforded a period of initial
training in preparation for fulfilling the duties of a Police Canine Team.

C.

Canines will not be used for any purpose other than official duties, unless authorized by
the Chief of Police or his designee. Prohibited uses include, but are not limited to:
1.
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Entry in any dog show or exhibition, or registration with any society or
organization without authority of the Chief of Police or his designee.
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2.
D.

OPER25.3
A.

OPER.25.4

Using or permitting the use of canines for stud purposes

The city shall transfer ownership of a canine to the last handler when it becomes
necessary to retire a canine from active duty and the handler wishes to keep the canine
at the handler's own expense. Upon transfer, the department will assume no liability for
any future actions or incidents involving the dog. The handler will agree to keep the
canine as a pet. The handler will also agree not to give, rent, lease, or sell the canine to
any person or agency as a condition of this agreement. Should the last handler decline
the canine; the Canine Unit Supervisor shall make arrangements for the disposition of the
canine.
CANINE OPERATING BUDGET
The Canine Unit Supervisor will develop budget requests as needed. Budgetary items
may include acquisition of new dogs, training, equipment, medical needs, food, veterinary
costs, equipment, or any other items as determined by the Canine Unit Supervisor.
Canine Unit Supervisor will work on all K9 related grants and submit such for approval by
the organization regarding the grants.
CANINE UNIT SUPERVISOR

A.

The Canine Unit Supervisor will be a sworn Waukegan Police Department Supervisor
designated by the Chief of Police and will report directly to the Chief of Police or his
designee regarding all canine-related issues.

B.

Responsibilities

OPER.25.5
A.

1.

Canine and canine equipment inspections

2.

Coordination of training

3.

Maintenance of training records for canine teams assigned to the canine unit

4.

Equipment inventory and purchases

5.

Coordination of canine unit demonstrations

6.

Other duties as required

CANINE HANDLER – REQUIREMENTS AND SELECTION
Service as a canine handler is a voluntary collateral assignment. Selection is based on
the following criteria:
1.
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Prospective handlers should:
a.

Show strong interest and commitment to the program

b.

Show job proficiency as a police officer

c.

Acknowledge commitment to engage in regular and rigorous training

d.

Realize that canine handlers must devote more than assigned on-duty
time to the care and training of the dog

OPER.25 – Canine Unit Organization and Operations

Page 2 of 14

2.

C.

OPER25.6

e.

Have no history of sustained incidents of excessive use of force as
indicated by the Office of Professional Standards

f.

Realize that, due to the time and expense involved in the training of a
handler and dog, changes in duty assignments will not ordinarily be
considered.

Prospective handlers will be required to:
a.

Have a minimum of two years law enforcement experience

b.

Have consent of his/her spouse, if applicable, to become a canine
handler

c.

Live at a residence with adequate interior and exterior space necessary
to provide a safe and healthy environment for the care and maintenance
of a canine

d.

Make personal contact with all adjacent neighbors advising them of the
intent to board a canine

e.

Have off-street parking available at his residence for a canine vehicle

Removal of Handler from Assignment
1.

Canine handlers may be removed from the unit at the discretion of the Chief of
Police upon recommendation from the Canine Supervisor.

2.

The canine assigned to a handler who is administratively removed from the unit
will be disposed of at the discretion of the Chief of Police or his designee.

CANINE HANDLER – ASSIGNMENTS AND DUTIES

A.

Canine handlers will be assigned to the Patrol Division and will function operationally as
patrol officers or assigned to special divisions as designated by the Chief of Police.

B.

When manpower permits, canine teams may serve as roving units to provide directed
patrol and respond as back-up units as needed.

C.

All rules, regulations, policies and procedures pertaining to patrol officers also apply to
canine handlers.

D.

Specific Canine Handler duties include, but are not limited to:
1.

Physical fitness and cleanliness of the canine

2.

Maintenance of canine equipment, including canine vehicle

3.

Maintenance and cleaning of department purchased kennel at handler's
residence

4.

Providing Canine Unit Supervisor with written requests for equipment, equipment
repair, and canine supplies as needed.

5.

Complete an electronic record of all training.
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E.

OPER25.7

6.

Maintenance of a department issued cellular phone for use and call-out
purposes.

8.

Keeping the canine in the locked kennel or within the handler's home whenever
he is away from his residence

9.

Maintaining the dog's condition to match the seasonal weather changes

10.

The ability to pick up and carry the dog as needed

Hours of Assignment
1.

Canine teams will be assigned to the current Operating Patrol Shift, Power Shift,
or Specialty Unit.

2.

For an 8-hour shift, one hour of each day that the canine unit serves in this
function will be used for maintenance of the dog, kennel, and vehicle assigned to
the canine handler. For a 12-hour shift, 1.5 hours will be allotted. The Canine
team will either come in early or leave early for this time period at the discretion
of the shift supervisor, or Canine Supervisor. If the Canine team does not get to
use this time off, it will be credited to the Officers Compensatory Time at one time
and a half.

3.

This provision will also be in effect when the canine handler is on sick leave or
vacation and when individually responsible for the care of the canine.

MANDATORY CANINE TRAINING

A.

Initial training of a handler and the canine will be conducted under the supervision of a
reputable trainer skilled in the applications of canines to law enforcement, or at a canine
training facility of a Federal, State or local law enforcement agency with similar
qualifications that has been approved by the Illinois Law Enforcement Training and
Standards Board.

B.

In no case will a Canine Team be used for drug searches until such time as they have
been certified by a canine MTU (Mobile Training Unit) facility approved by the Illinois Law
Enforcement Training and Standards Board.

OPER.25.8
A.

CANINE TRAINING
All Canine training will be approved by the Canine Unit Supervisor.
1.

B.

All training will be documented in the Canine Officers training file electronically,
which will be inspected by the Canine Unit Supervisor quarterly.

Canine Training
1.

It will be the responsibility of the handler and Supervisor to ensure
proper training is done to keep the canine proficient in all areas of training.
Deficiencies will result in the development of a training plan, which will be used by
handlers during training to return the canine to proficient standards.

2.

Canine handlers shall conduct a minimum of 16 hours monthly maintenance
training with their canines to maintain proficiency in all areas of use.
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C.

D.

OPER.25.9
A.

3.

North East Multi-Regional Training – NEMRT offers canine training annually.
Canine teams will request this training through the Canine Unit Supervisor. The
Canine Supervisor may also put the canine team in for such training as well.
Other training classes outside of NEMRT will be utilized in the same manner as
above.

4.

Work assignments do not constitute training. Lack of controlled conditions
prevents proper evaluation of the canine.

5.

Electronic training files will be completed and reviewed by the Canine Unit
Supervisor regarding maintenance training. These files will include all activities of
the day, action taken on training plans, any problems encountered and remedies
to same. Should a problem persist, it will be noted and attention given to that
area at the next training session.

Informal Training
1.

Canine handlers shall utilize, whenever possible, at least 30 minutes of regular
shift time each day to conduct additional training in the areas in which the canine
team may be utilized.

2.

It will be the responsibility of the handler to assure that proper training is done to
keep the canine proficient in all areas of training.

Canine Evaluations
1.

Canine teams must maintain an acceptable level of proficiency to assure they are
performing within acceptable professional standards. Proficiency assessments
are given by TOPS (current K9 training provider) randomly to assess the
proficiency of the canine teams.

2.

Annual Certifications will be done in accordance with the Illinois Training and
standards Board in the area of Drug Detection by a certified training MTU.

3.

Failure to meet certification requirements will result in remedial training to correct
the deficient areas – to meet the Illinois Training and standards Board
requirements. Re-certification will be required upon completion.

4.

Police canine teams may be placed on restricted duty should the deficiencies
center on control aspects.

5.

The canine team will be re-evaluated and removed from any restricted duty when
the elements previously deemed deficient are corrected.

6.

In the event that deficiencies are not rectified, the canine team will be removed
from service until such time as the requirements are met.

CARE OF CANINES
Veterinary Service
1.
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Handlers will have their canines examined or treated by a department-approved
service only.
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B.

C.

D.

OPER25.10
A.

2.

All medical arrangements are to be made by the handler and veterinarian, with
notification to the Canine Unit Supervisor prior to scheduled treatment.

3.

In cases of extreme emergency, the closest emergency veterinary service may
be used without prior approval and the Canine Unit Supervisor shall be notified
as soon as possible.

4.

Copies of medical bills will be forwarded to the Canine Unit Supervisor.

Kennels
1.

Canines will be kept only in department-approved kennels. Police canines will not
be kept in public canine shelters or the City of Waukegan Animal Shelter.

2.

The handler will advise the Canine Unit Supervisor of intentions of boarding a
canine.

3.

The kennel will not release the canine to anyone except the handler without the
written authorization of the Canine Unit Supervisor, the Chief of Police, or his
designee.

Sick Leave – Handler or Canine
1.

If the handler is ill and neither the handler, nor another member of the canine unit
or member of the handler's family, can care for the canine, it will be kept in a
department-approved kennel.

2.

The Canine Unit Supervisor should be notified anytime a dog cannot be used
due to illness. The canine handler will make the final determination as to the
capabilities and sickness of his/her dog. In any case, the handler will report for
normal duty.

Vacation
1.

A canine will not accompany a handler on vacation without the prior approval of
the Chief of Police or his designee.

2.

If a handler is on vacation or going out of town for a period exceeding 24 hours,
and no family member or other member of the canine unit is available to properly
care for the canine, a department-approved kennel will be used.

3.

No officer will work a department canine other than the assigned handler.

CANINE HANDLER – UNIFORMS AND EQUIPMENT
Uniforms
1.
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Canine handlers will wear the Uniform of the Day for the current assignment they
are in, or appropriate assigned K9 Unit attire unless working conditions exist that
require the use of other approved uniform working clothes, or they have been
called in from an off-duty status.
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B.

Equipment
1.

OPER.25.11

Handlers will be issued the necessary equipment to perform their duties.
Equipment will include, but not be limited to, food/water bowls, leads, metal
training collars, leather collars, protective equipment, or any other training
equipment as deemed necessary by the Canine Unit Supervisor.

CANINE VEHICLES

A.

Each canine team will be assigned a marked, unmarked, or semi-marked canine vehicle
for its use. That vehicle will be used exclusively by the canine team to whom it has been
assigned.

C.

The vehicle will be equipped to facilitate the most efficient use of the canine.
1.

The vehicles may be equipped with a release mechanism allowing the canine to
be released from the unit by remote control.

C.

Only canine unit dogs will be transported in canine vehicles. Transporting other animals
in canine vehicles will increase the potential of the canines contracting various diseases.

D.

Leaving Vehicles Unattended

OPER.25.12
A.

1.

In all cases where it is necessary to leave the canine unattended in the vehicle
for any length of time, the vehicle must be locked. The center access door shall
be closed and locked, so that the canine will not be able to access the front seat
area of the vehicle, prior to the handler leaving the vehicle. The handler will
make periodic checks of the canine for the canine's welfare.

2.

Canine unit vehicles will be left idling when necessary to keep the best climate
control of the canine. When the temperature exceeds 75 degrees Fahrenheit the
vehicle should be parked in the shade, with the rear windows down, and the
auxiliary fans running (if applicable). When it is necessary to idle the vehicle in
cold weather, the rear windows will be rolled down to allow the canine maximum
ventilation and safeguard against carbon monoxide asphyxiation.

3.

In cases of temperature extremes, handlers will make every effort to relocate the
canines to a more temperate environment.

4.

No arrestee will be transported by the canine unit, only police personnel or
authorized persons will be allowed inside the K9 vehicle.

REQUESTS FOR CANINE TEAMS
Request for a Canine Team by Waukegan Police Department Personnel
1.

Requests will be made to Communications.

2.

If the request is granted, a back-up officer should be assigned.

3.

The canine handler will notify the Canine Unit Supervisor via department email of
all uses of the K9 team.
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B.

C.

OPER25.13
A.

Request for a Canine Team from an Outside Agency
1.

Requests will be directed to the on-duty Shift Supervisor.

2.

Every effort should be made to accommodate reasonable requests from outside
agencies. However, the decision will be at the discretion of the on-duty Shift
Supervisor.

3.

If the request is granted, a back-up officer from the department could be
assigned, if available, or a back-up will be provided from the outside agency. If
the outside agency is unable to provide a backup Officer, the Canine Handler will
have the discretion of performing the task or not.

4.

The canine handler assigned to assist the outside agency will complete a canine
report or notification regarding his activity with that agency.

5.

A department email of the request and activity will be sent to the Canine Unit
Supervisor by the handler.

Off-Duty Call-Out for this department or an Outside Agency:
1.

Call-outs must be approved by the on-duty Shift Supervisor or K9 Unit
Supervisor.

2.

A K9 Team opposite of the current shift should be contacted first. If that team is
not available a different team will be contacted.

4.

The handler may respond directly to the scene from home.

5.

A back-up officer will be assigned or requested as specified above.

6.

The handler will complete a canine report or make notification of the incident and
canine activity to the Shift Supervisor and K9 Unit Supervisor.

7.

Outside agency requests for an off-duty call-out should be carefully screened and
granted only for cases involving serious felonies.

CANINE OPERATIONAL PROCEDURES
Canine teams are trained to track, search open areas, search enclosed structures,
capture persons, protect their handler or another, and to detect drugs. The canine
handler will review the circumstances of each situation and make a determination as to
whether or not a canine team should be utilized.
1.

B.

The use of a trained canine by its handler may, in certain circumstances, be
considered use of force. The canine handler will refer to OPER .05 for guidance
on the application of canines when the circumstances dictate the use of the
police canine as a force option.

Handler Control
1.

Handlers should keep their canines on lead or under voice control at all times.

3.

Handlers may release their canine from lead while maintaining verbal control,
when it is believed necessary to:
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C.

D.

a.

Protect a citizen or police officer from physical attack.

b.

Pursue and stop a fleeing felon or person whom the handler has
probable cause to believe has committed a felony.

c.

Search a structure, enclosure, or area believed uninhabited by innocent
parties for the purpose of locating a hidden offender.

d.

Prevent an arrest from being defeated by resistance.

e.

Guard and restrain an arrested person to prevent flight.

f.

Canine handlers will issue a verbal warning, where feasible, indicating
the impending use of the canine where there is a risk of the suspect
being bitten.

g.

To exercise the canine and/or give the canine a break.

3.

Handlers may release their canine from lead at other times and locations when
the canine handler reasonably believes that the use of the canine is, under the
circumstances, known to the handler to be the safest and most effective tool
available.

4.

Before any search, when practicable, the handler will attempt to notify all known
police personnel in the area that a canine team is being deployed. This
notification may be made by radio transmission, personal communication, or any
other method determined appropriate under the circumstances.

5.

Handlers will emphasize the canine's function as a working dog and discourage
persons from playing with or otherwise coming in contact with the dog.

6.

Handlers will discourage persons from attempting to pet, touch, or otherwise
come in contact with the dog.

Assignment of Back-Up Officers
1.

In incidents concerning the apprehension of persons wanted for criminal acts, the
canine handler, whenever possible, shall utilize a back-up officer who will
accompany the handler on the search or track. This back-up officer shall
maintain a position and follow instructions as directed by the canine handler.

2.

The Shift Supervisor should make every effort to supply a back-up officer, and
the canine handlers should make this request of other agencies when they are
assisting them. If staffing permits, a field supervisor may allow an officer of this
department to accompany a canine team to assist another agency.

Building Search
1.

The perimeter should be secured and no one allowed to enter.

2.

Department personnel, as well as all other persons in the area, should remain
clear of the suspected point of entry while awaiting the arrival of a canine team.

3.

Attempts should be made to contact a key holder to determine if there are any
authorized occupants, or any special conditions the canine handler should be
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advised of, such as chemicals, poisons, or other items potentially dangerous to
the handler or canine.

E.

F.

G.

4.

A back-up officer will be assigned.

5.

Prior to releasing the canine, the handler shall make an announcement of the
intent to use a trained canine to search the building, and provide adequate time
for any suspect to surrender prior to releasing the dog.

6.

This announcement will be repeated as needed when different areas of a large
building are encountered or where the initial announcement may not have been
heard.

7.

The announcement will be made unless it is tactically inappropriate and the
announcement may cause the handler and back-up officer to disclose their
location and jeopardize their safety.

Field Search
1.

The area should be secured to the extent possible and no one allowed to enter.

2.

The handler will determine the method and direction of the search.

3.

A back-up officer will be assigned.

4.

At the time of the search, the handler will determine whether the search will be
conducted on or off lead.

5.

The handler will advise police personnel when the canine is being deployed.

6.

The handler will encourage perimeter support units to remain in their vehicles
with the ignitions off, if upwind from the search area.

Article Search
1.

When searching an area for an article (lost/discarded), the area should be
secured to the extent possible and no one allowed to enter.

2.

The search will be conducted as determined by the canine handler.

3.

Any evidence located on the search will be recovered by the canine handler, or
an Evidence Technician will be directed to the location of the evidence for the
recovery.

Track
1.

Unless a suspect is in the sight of investigating officers and is being followed or
pursued maintaining visual contact, officers should not attempt to follow a
believed trail or search an area. Officers should particularly remain clear of the
area where the suspect was last seen.

2.

The area involved should be secured to the extent possible, a perimeter
established, and no one allowed to enter.

3.

Perimeter units positioned upwind of the search area shall shut their vehicles off
to eliminate the exhaust fumes.
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H.

I.

4.

A back-up officer will be assigned.

5.

The search will be conducted as determined by the canine handler.

Searches for Controlled Substances and Cannabis
1.

Waukegan Police canine teams have been trained to detect illegal and/or
controlled substances and cannabis.

2.

All requests for use of a canine team for the purpose of a drug search will be
made through Communications.

3.

Canine handlers will evaluate the request and determine if the use of the dog will
comply with current constitutional conditions governing searches.

4.

Generally, canine teams can search/sniff an area that an officer could search.
The advantage is that the dog can detect hidden substances that might be
overlooked by an officer.

Requests for School Searches
1.

“School searches” is a term that applies to the action of the canine "sniffing" for
controlled substances and cannabis. It is understood that this action is not
technically a search as defined under the Fourth Amendment.

2.

Requests by local school districts for school searches for the purpose of
searching for and seizing controlled substances and cannabis shall only be
authorized after the following criteria have been met.

4.

a.

The request must be made to the Chief of Police requesting a canine
search of the school.

b.

The request must state that the search is directed toward maintaining a
safe and secure school environment.

c.

Once approved by the Chief of Police or his designee, the K9 Unit
Supervisor will coordinate the school search, determine how many
canine teams will be needed, and request additional assistance from
outside agencies if necessary.

d.

The request must state that the school officials will take either
administrative or criminal action against those determined to be in
possession of illegal drugs. All illegal drugs, contraband, or evidence will
be taken into custody by the Canine team, or evidence technician and
placed into evidence. An official department report will be created, and
the K9 Unit supervisor notified via department email.

e.

Use of canines to detect drugs on school district property will
comply with 105 ILCS 5/10-22.6(e).

Canine Team School Search Procedures
a.
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J.

J.

K.

b.

Administrative Action - The canine handler will mark or notate the locker
number of lockers or areas where the canine gives indications; the
canine handler will not open or pry into these areas, without assistance
from school personnel. If an arrest is not made, corrective action will be
performed by the school administration.

c.

Criminal Prosecution - The canine handler shall mark or notate the locker
number of the lockers or areas where the canine makes indication.
School Personnel should be notified to open the locker. If school officials
do not opt to open the locker, police personnel should secure the area
until a search warrant is obtained. If applicable, an arrest will be made at
the discretion of the handler.

Outside schools, businesses, or any entity requesting Waukegan Police Canine
Services.
1.

Requests will be made to the Chief of Police or K9 Unit Supervisor detailing the
type of K9 service requested and why. The K9 Supervisor will discuss this with
the Chief of Police or his designee and determine the best course of action.

2.

Once Approved the K9 Unit Supervisor will coordinate the service.

3.

If the Canine Service is outside of the City of Waukegan, that jurisdiction will be
notified prior to any services are provided.

4.

The Canine Handler who is assigned the canine task will notify the Canine
Supervisor via email of the canine activity used. A Waukegan police report will
be generated, evidence collected, and arrests made if applicable.

Crowd Control
1.

If conditions exist making use of a canine reasonable, the canine unit may be
used to control crowds. The psychological impact of a canine team’s presence
may assist in deterring acts of violence. If a Shift Supervisor authorizes the
canine team, every effort will be made to notify the Chief of Police or his
designee, and advise them of the situation. This should only be considered as a
final resort to protect the safety of officers and the public. The K9 Unit Supervisor
will be notified that the canine team was used for crowd control via department
email.

2.

If a canine team is requested to control a large crowd at a predetermined
location, then the canine team and K9 Unit Supervisor should be considered and
ideally involved in the planning stage prior to deployment. The Chief of Police, or
his designee, will authorize all requests for the use of a canine unit.

3.

Crowd control use of a canine team by an outside agency will be permitted only
with the express approval of the Chief of Police or his designee.

Community Relations and Demonstrations
1.
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Public demonstrations are encouraged as an avenue for community relations and
community education.
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L.

M.

OPER.25.14

2.

Demonstrations must have prior approval of the Chief of Police, or his designee.
These events will be coordinated and implemented by the Canine Unit
Supervisor.

3.

Canine unit appearances will not be permitted if publicized for the purpose of
selling admission to an event, unless such activity or event is performed for a
non-profit organization.

4.

Canine unit demonstrations will not be authorized at any event where alcoholic
beverages are served.

5.

Public demonstrations will be documented in the canine team training file. The
K9 Unit Supervisor will be notified as soon as possible upon any problems
occurring during the demonstration.

Canine Bite
1.

Prompt medical attention should be provided to the victim.

2.

The K9 Supervisor will be notified via department email, text, or phone call as
soon as possible. A written report of the incident will be completed by the
handler of the canine involved and copies forwarded to the Canine Unit
Supervisor.

3.

The Canine Handler will follow the proper use of force guidelines and reporting
procedures currently in place. The Canine Handler will complete a use of force
report using the required form or method of reporting such instances that are in
place at the time the force was used.

4.

The Canine Unit Supervisor will ensure that arrangements are made for the
canine to comply with local and state laws governing such occurrences.

5.

The department veterinarian will be notified in the event of a dog bite. The canine
handler will document the contact and follow the recommendations of the
veterinarian concerning observation, quarantines, etc.

6.

The Canine Handler will ensure that notification is made to Lake County Animal
Control.

Mistreatment of Canines
1.

Department personnel are directed to refrain from teasing, harassing, or agitating
any canine, unless specifically directed to do so by the handler as part of a
training exercise.

2.

Observed mistreatment of department canines by any employee of the
department will immediately be reported in writing to the Canine Unit Supervisor.
The Canine Unit Supervisor will forward the report to the Office of Professional
Standards for investigation.

3.

All applicable state laws and city ordinances concerning the treatment and/or
mistreatment of "Police Work Dogs" shall be enforced.

CANINE HANDLER – KILLED OR INJURED
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A.

In the event a handler is killed, injured, or otherwise unable to properly control the canine,
and it becomes necessary to remove a canine from a scene, the Canine Unit Supervisor
or another handler will be notified as soon as possible.

B.

It will be the Canine Unit Supervisor's, or other handler's, responsibility to determine the
method of removing the canine.

C.

In the event neither the Canine Unit Supervisor, nor other handler can be contacted, an
animal control officer should be contacted to make arrangements for the canine's
disposition. A Shift Supervisor or Shift Commander shall assume responsibility and
provide assistance to the animal control officer.

D.

Any attempt to remove a canine, which may result in the canine being harmed or
destroyed, should be considered only as a last resort.

E.

The safety of the handler, other officers, and the public is of paramount concern
regarding the method of removing a canine.

F.

In the event the canine is injured, medical attention should be sought by the departmentapproved veterinarian or the emergency veterinary clinics.

G.

If the canine is not injured, the canine may be turned over to a member of the handler's
family, or housed at a department approved kennel.

H.

Notification to the Canine Unit Supervisor will be made by a Shift Supervisor in any case
concerning an unusual occurrence.

This order supersedes all previous written and unwritten policies of the Waukegan Police Department on
this subject.
By order of:

Wayne Walles
Chief of Police
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – OPER.26
Subject: Tobacco and Alcohol Compliance Checks

Effective: March 18, 2008

Revised:
Revised: March 15, 2019
Original: March 18, 2008

PURPOSE
The purpose of this order is to describe the manner in that the Police Department will monitor
businesses licensed to sell alcoholic beverages and/or tobacco products.
OPER.26 POLICY
It is the policy of the Waukegan Police Department to ensure compliance of State Laws and Local
Ordinances pertaining to alcohol and tobacco consumption. The Department has been awarded a
grant from the Illinois Department of Human Services to administer the Tobacco Enforcement
Program (TEP). The contractual agreement requires the Department to conduct three (3) checks
annually at prescribed times. Studies show that businesses that are inspected regularly tend to
have better compliance rates.
DEFINITIONS
Body Worn Camera (BWC): A mobile audio/video recording device worn by officers to document
police related incidents.
Compliance Check: The process by which a Special Agent working in conjunction with a police
officer checks the compliance of a licensed establishment by attempting to purchase alcohol or tobacco.
Licensee: The holder of a license to sell alcoholic beverages or tobacco or both.
Official Identification: Picture identification issued by a state agency in the form of a driver’s
license or state identification card.
Sales Clerk: The employee of the licensee who actually concludes the sales transaction with the
Special Agent for tobacco or alcohol products.
Special Agent: A citizen under the legal age to purchase alcohol or tobacco products who assists
the Waukegan Police Department with a compliance check.
Surveillance Officers: Two or more police officers that will be in charge of observing violations and
of safety of the Special Agent.
Tobacco Enforcement Program (TEP): A grant that has been issued to the Waukegan Police
Department by the Illinois Department of Human Services for the purpose of ensuring compliance
with state and local ordinances pertaining to tobacco possession and consumption.
Tobacco Enforcement Program Coordinator: A supervisor, selected by the Chief of Police or
their designee, to run the Tobacco Enforcement Program and make sure the department complies
with the state grant.
TEP Team: Two or more police officers and a Special Agent assigned to work together.
OPER.26.1

LICENSEE MONITORING OPERATIONS

WPD General Orders Manual

OPER.26 – Tobacco and Alcohol Compliance Checks

Page 1 of 10

A.

It is the policy of the Waukegan Police Department to uniformly enforce the City of
Waukegan Liquor Commission Rules and Regulations governing the sale of alcoholic
beverages and tobacco products. The Waukegan Police Department routinely
monitors businesses licensed to sell alcoholic beverages and/or tobacco products.
The Department may employ any of several methods to ensure licensees are in
compliance with Liquor Commission Rules and Regulations.

B.

A list of all alcoholic beverage and/or tobacco product licensees will be provided to the
Department by the City License Administrator’s office.

C.

A supervisor will be responsible for establishing a schedule to monitor liquor
and tobacco licensees in the City.
1.

The Illinois Department of Human of Services will provide a yearly calendar
with the dates in which each compliance check must be completed by to be in
compliance with the grant. Compliance checks for alcohol may be conducted
at any time throughout the calendar year.

2.

Monitoring operations may also be conducted in response to citizen
complaints of underage purchases of alcoholic beverages or tobacco
products with the approval of the Chief of Police or their designee.

OPER.26.2
D.

COMPLAINCE CHECKS
The Tobacco Enforcement Program Coordinator or supervisor in charge of the detail
will select the Special Agent(s).
1.

A copy of the Special Agent’s birth certificate or state identification card shall
be furnished to the department prior to the operation commencing.
a.

Tobacco enforcement agents will be between 15 and 17 years of age.

b.

Liquor enforcement agents will be between 18 and 20 years of age.

c.

Special Agents are required to have or acquire a valid photo ID. The
ID may be purchased at the Department’s expense.

2.

All Special Agents shall be of good character with no record of liquor or
tobacco-related violations or attempts to unlawfully purchase these items. An
in-house records check and a criminal history check must be conducted.

3.

Special Agents will have the physical appearance, demeanor, and
mannerisms appropriate to their age, will dress appropriately for their age
group, and will not alter their appearance in any way as to conceal their true
age (e.g., heavy make-up, false facial hair, excessive jewelry, etc.).

4.

The supervisor in charge of the detail will approve the Special Agent’s
appearance, and a photo will be taken of the agent on the day of the operation.
The Special Agent’s appearance will then remain unchanged until the
conclusion of the operation.

5.

Special Agents under the age of 18 will be required to complete a TEP
Consent form (Attachment A), Youth Participation Guidelines (Attachment B)
and review the Program Summary (Attachment C) prior to receiving
Departmental approval of their participation in any operation.

6.

Special Agents 18 years of age or older will complete a Special Agent
Consent form (Attachment D) and review the Program Summary
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(Attachment C) prior to receiving Departmental approval of their
participation in any operation.
7.

Agents will be available for testimony at administrative hearings, branch court,
state court, or proceedings at the request of the City Prosecutor. When
possible, the same clothing will be worn for these proceedings as was worn on
the date of the operation(s).

8.

When conducting an inspection of sales of alcoholic beverages, the Special
Agent will be administered a Breath Test before and after the operation.

E.

The Tobacco Enforcement Program Coordinator or supervisor in charge of the detail,
will hold a briefing prior to the operation and will verify that the Special Agent has
proper identification showing their true date of birth. If carried, this will be the only form
of identification carried or presented throughout the course of the operation.

F.

The Patrol Shift Commander and Communications will be notified prior to the
commencement of the operation.

G.

The supervisor in charge of the detail has the authority to terminate the operation at any
time for safety or integrity of the operation.

OPER.26.3

OPERATIONAL INSTRUCTIONS

H.

The type of licensed premise will dictate the method of execution of the
compliance check.

I.

The Special Agent will receive the following instructions:
1.

Upon entering the business, the Special Agent will:
a.

Go directly to the targeted item, make a selection, and proceed
directly to the check-out counter.

b.

Order an alcoholic beverage or request a tobacco product.

2.

The Special Agent will not lie or attempt to persuade the licensee or sales clerk
to complete the sale and will speak only as necessary. The Special Agent will
not ask a sales clerk a second time.

3.

If asked about age, the Special Agent will reply with their correct age.

4.

If asked for identification and the display of identification the Special Agent
will present only the approved ID.

5.

If a transaction is completed and the sales clerk provides a receipt to the
special agent, they will take the receipt and give it to the officers working
the detail.

6.

The success of the operation and/or the continued use of the Special Agent
is not dependent upon successfully making illegal purchases.

7.

The Special Agent will not use or consume the product (tobacco or
alcohol) purchased.

8.

The Special Agent will return all department buy money at the
conclusion of the detail.
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J.

Tobacco Licensees
The Surveillance Officers will assume a position where the transaction can be
observed without obstruction. One officer shall be responsible for maintaining
perimeter security and visual contact of the Special Agent. The surveillance
officer(s) should not appear to be with the Special Agent.

K.

Package Liquor Licensees
The surveillance team will station itself at a point where the transaction can be
observed without obstruction. The surveillance team should not appear to be with the
Special Agent. The Special Agent will enter the establishment alone, select a specified
item for purchase, and proceed to the checkout counter to attempt to make the
purchase.

L.

Restaurants and Bars
The surveillance team will station itself inside the establishment when possible or
practicable, at a point where the transaction can be observed without obstruction. The
surveillance team should not appear to be with the special agent. Otherwise, the
surveillance team will take up a position outside the establishment where the
transaction can be viewed without obstruction. The agent will be seated alone, order an
alcoholic beverage. Agents may make additional purchases as necessary to complete
their “undercover” role.

OPER.26.4
M.

N.

COMPLETED TRANSACTIONS
Tobacco Licensees and Package Liquor licensees
1.

If the transaction occurs, the agent will exit the store and immediately turn
the item purchased and any receipts over to a member of the surveillance
team.

2.

A member of the surveillance team will re-enter the store and ask to speak with
the sales clerk and/or on-duty manager. The officer will have their Body Worn
Camera (BWC) activated during the interaction.

3.

The member of the surveillance team will try to make an effort to conduct
interaction with the sales clerk and on-duty manager in a manner that will not
disrupt the businesses business.

4.

The Officer will explain the violation(s) to the manager and/or sales clerk and
answer any questions they may have pertaining to the transaction.

5.

A citation will be issued to the sales clerk and manger charging the
delivery/sale of tobacco/alcohol to a minor. If a citation is not issued, the
supervisor in charge of the detail must be notified.

6.

The purchased items (alcohol or tobacco) will be handled as evidence and held
pending the administrative hearing or court date. At the conclusion of the
administrative hearing or court date, the evidence can be destroyed.

7.

All Body Worn Camera (BWC) videos will be saved under the detail’s report
number and saved in accordance to department policy (OPER.11).

Restaurants and Bars
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OPER.26.5

1.

If served, the Special Agent will not consume any alcoholic beverage.

2.

If the beverage appears to contain alcohol, the agent shall use the
prearranged signal to notify the surveillance team of the delivery/sale of
alcohol to the Special Agent. A member of the surveillance team will
approach the Special Agent and verify the alcoholic content. The Special
Agent will leave the premise.

3.

If necessary, the Special Agent will identify the person with whom the
beverage order was placed and the person who served the beverage. A
member of the surveillance team will escort the Special Agent from the
establishment.

4.

A member of the surveillance team will re-enter the store and ask to speak
with the sales clerk and/or on-duty manager. The officer will have their Body
Worn Camera (BWC) activated during the interaction.

5.

The violations will be explained to the manager and any questions the
manager may have pertaining to the transaction should be answered.

6.

The member of the surveillance team will try to make an effort to conduct
interaction with the sales clerk and on-duty manager in a manner that will not
disrupt the businesses business.

7.

Whenever possible, a sample of the beverage will be collected as
evidence.

8.

A citation will be issued to the person delivering the alcoholic beverage,
charging the delivery/sale of alcohol to a minor. If a citation is not
issued the supervisor in charge of the detail will be notified.

9.

All Body Worn Camera (BWC) videos will saved under the detail’s
report number and saved in accordance to department policy.

10.

A sworn member of the TEP Team will verify the display of current
business license and other required notices on all establishments
checked.

SPECIAL AGENT SAFETY

While conducting all alcohol and tobacco compliance enforcement inspections, nothing
will be more important than the safety of the Special Agents. If at any point the Special
Agent feels uncomfortable with entering or maintaining in an establishment, that
establishment will not be inspected at that time with that Special Agent. If a Surveillance
Officer feels the establishment is unsafe for any Special Agent on that day, it will be
reported to the supervisor in charge of the detail. The supervisor in charge of the detail
will forward any unsafe conditions to the Chief’s Office. Other Local Ordinances or State
Laws may be used at that time to increase the safety if it is found that the safety problem
is actually a violation of law.
If a Special Agent enters a business and recognizes any patrons, clerks, employees or
managers, it shall be deemed temporarily unsafe for that Special Agent. Another team of
Surveillance Officers and Special Agent will be sent to check compliance.
If the supervisor in charge of the detail deems the day in question to be unsafe, all of the
teams will be recalled until it is safe or it shall be cancelled for the day.
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OPER.26.6

REPORTING

A.

A case report will be completed detailing the events of the compliance
checks.

B.

A copy of the case report will be forwarded to the Chief’s Office.

This order supersedes all previous written and unwritten policies of the Waukegan Police
Department on the above subject.
By order of:

Wayne Walles
Chief of Police
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Attachment A

TOBACCO ENFORCEMENT PROGRAM
YOUTH PARTICIPANT GUIDELINES

As a participant of the Tobacco Enforcement Program, I agree to adhere to the
following guidelines. I understand that my participation in the Tobacco
Enforcement Program is considered as temporary employment. I will conduct
myself in a professional manner at all times. My failure to comply with these
guidelines can and will result in my termination from the program.
1.

I will wear casual attire that is acceptable at school; that does not
indicate any gang or school affiliation; or endorse the use of alcohol,
tobacco or other drugs.

2.

I understand that if at any time I feel uncomfortable at any location I
can indicate this concern to the Enforcement Officer and the location
will be passed.

3.

I will not use profanity.

4.

I will arrive promptly at my scheduled work time to ensure a timely
departure. Failure to arrive on time will be considered “Tardy.”

5.

I will contact my Enforcement Officer no less than 24 hours before my
scheduled work time in the event of an expected absence.

6.

I understand that excessive absences or tardiness can result in my
termination from the program.

7.

My participation in this program will not have a negative affect on
my academic or household responsibilities.

8.

I understand that on my eighteenth birthday I am no longer eligible to
participate in this project.

By signing this document, I understand the terms of this project and agree to abide
by the terms.

Participant Signature:

Date:

Parent/Guardian Signature:

Date:
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Attachment B

TOBACCO ENFORCEMENT PROGRAM
PROGRAM SUMMARY
The Illinois Department of Human Services is the state agency designated to
develop strategies to reduce the illegal sale of tobacco products to minors as
prescribed in the Synar Amendment of the U.S. Public Health Service Act. To
facilitate this endeavor, the Commission is awarding grants to communities willing
to conduct a comprehensive tobacco control program that includes retail
education and compliance checks.
Illinois must ensure that a minimum of 80% of its tobacco retailers refuse to
sell tobacco products to minors under the age of 18 when tested through
compliance checks that utilize underage youth. Failure to achieve this 80%
compliance rate can result in the state’s loss of $27 million in Substance
Abuse Prevention and Treatment funding.
Enforcement Officers will carry out these compliance checks through the following
steps:
1.

The Enforcement Agency will identify youth participants willing to
participate in the compliance checks program. Youth Participants and
their parent(s) must sign a consent form prior to participating.

2.

Youth Participants will receive training prior to conducting any compliance
checks.

3.

Enforcement Officers will transport the Youth Participants to the
designated tobacco retailers. The Youth Participant will be under the
direct supervision of the Enforcement Officer at all times.

4.

Compliance checks will result in the purchase of tobacco products by
the youth participants. Tobacco products will be treated as evidence
and maintained by the Enforcement Agency. Tobacco retailers in
violation of minimum-age tobacco laws can receive citations that result
in warning letters, monetary fines, license suspension or revocation.
Youth Participants may or may not be required to participate in the
judicial process of violations.

5.

After the completion of the scheduled compliance checks, Youth
Participants will be dismissed at their residence. Youth Participants
will not be dismissed at any other location unless prior approval is
received from their parent.
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Attachment C

TOBACCO ENFORCEMENT
PROGRAM
Consent Form
Youth Participant’s Name:
Address:
City:

Zip:

Home Phone Number :
Social Security Number:

DOB:
Gender:
Race:

Parent/Guardian Name:
Parent Work Number:
In case of emergency contact:

at

List any allergies or medical conditions:
I have read the Program Summary and Youth Participant Guidelines. I understand my participation is
voluntary and I will be under the supervision of an Enforcement Officer at all times.
I understand it is essential to maintain the confidential nature of the program, therefore ensuring the
effectiveness, accuracy and validity of the outcome.
I understand my participation in the project can be terminated at any time by either myself, a parent, or the
Enforcement Officer.
I understand that compliance checks can result in the purchase of tobacco products. I understand that
tobacco products will be treated as evidence and maintained by the Enforcement Agency. I understand
that tobacco retailers in violation of minimum-age tobacco laws can receive citations that result in warning
letters, monetary fines, and license suspensions or revocations and I may be asked to participate in the
judicial process of the violations.
My signature on this document verifies my willingness to participate in this project and to follow the rules
and procedures outlined in the training.
Youth Signature:

Date:

Parent/Guardian Signature:

Date:

Program Coordinator:

Date:

WPD General Orders Manual

OPER.26 – Tobacco and Alcohol Compliance Checks

Page 10 of

Attachment D

CITY OF WAUKEGAN

DEPARTMENT OF POLICE
WAYNE WALLES

PROUDLY SERVING THE COMMUNITY SINCE 1859

Chief of Police

SAM CUNNINGHAM
Mayor

SPECIAL AGENT CONSENT FORM
Release and Hold Harmless Agreement

I
, am voluntarily agreeing to assist the Waukegan Police
Department in a compliance check operation. I am doing this freely and not part of any plea
agreement or in lieu of any other legal action. In exchange for my assistance to the Waukegan
Police Department, the City of Waukegan has agreed to pay me a stipend of $60.00 for each day
I assist in the compliance check operation.
In consideration of the foregoing, the undersigned hereby releases and holds the City of
Waukegan, its Police Department, its officers and/or its employees, harmless from any liability,
causes of action, suits, injuries, damages, or demands of whatsoever nature arising out of the
operation of the City of Waukegan’s Police Department. In addition, the undersigned intends, by
executing this release and holds harmless, to waive all claims the undersigned has whatsoever
against the City of Waukegan, its Police Department, if officers and/or its employees.
I understand that my participation in this compliance check operation does not endow me with
any police powers, and I will not take enforcement action of any kind, including, but not limited
to arrest, search, seizure of property, or use of force; unless directed to do so and in the
immediate aid of a Waukegan Police Officer.
I also understand, I may be requested to appear in administrative proceedings before an
Administrative Hearing Officer, the City of Waukegan Liquor Commissioner, and/or the 19th
Judicial Circuit Court of Lake County and will comply with all such requests to appear.

Special Agent Signature

Date

Parent/Guardian Signature (if Agent is under 18 years old)

Waukegan Police Department | 101 N. West Street | Waukegan, Illinois 60085 | (847) 599-2500
www.WaukeganIL.gov

WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – OPER.27
Subject: Pushing Disabled Vehicles – Push Bumper
Effective: May 4, 2021

OPER.27
OPER.27.1
OPER.27.2
OPER.27.3

Revised:
Revised: May 3, 2021
Original: April 4, 2019

POLICY
PROCEDURE
DISABLED DRIVER BRIEFING
DOCUMENTATION

PURPOSE
To provide department personnel guidelines for the use of push bumpers attached to the
front of department vehicles. This option is made available to prevent injuries to department
members and remove hazards from roadways in order to re-establish the regular flow of
traffic. The presence of push bumpers on a department vehicle does not mandate their use in
all cases.

OPER.27
A.

POLICY

A department vehicle equipped with push bumpers may be used to push another
vehicle out of the roadway if the following conditions occur:
1.

The disabled vehicle must be moved because it presents an immediate
hazard to other vehicular or pedestrian traffic.

2.

The driver of the disabled vehicle understands and acknowledges that the
department vehicle will be used to relocate the vehicle to a position of safety.

3.

The driver of the disabled vehicle receives instructions from the assisting
department member regarding the tactics to be employed in the relocation.

4.

The department vehicle must be equipped with push bumpers.

B.

Department vehicles will only be used to relocate passenger vehicles and light trucks
(pickup & SUV trucks).

C.

When pushing another vehicle, the department vehicle's emergency lights and in-car
camera will be activated.

D.

While pushing a vehicle, the department vehicle will not exceed 10 miles per hour.
This is intended to prevent the accidental activation of the department vehicle's air
bag.

E.

The disabled vehicle will be pushed to the closest area of safety. An area of safety
includes the shoulder of a roadway, a driveway, or a parking lot.

F.

Pushing a disabled vehicle with a department vehicle is not intended to replace
assistance of tow truck operators.
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G.

A department vehicle will not be used to push another vehicle around a corner. The
department vehicle should disengage and allow the disabled vehicle to coast around
the corner.

H.

Department vehicles will not be used to push another vehicle over a curb where there
is a likelihood that the push bumper/bumper alignment will be altered and damage will
be incurred to any vehicle.

I.

The drivers and passengers in the vehicle being pushed and the department vehicle
will wear a fastened and properly adjusted seatbelt.

J.

The department member will ensure their Body Worn Camera (BWC) is activated
according to the BWC policy. The officer should ensure that the BWC captures the
condition of the disabled vehicle’s bumper prior to pushing it, showing the push
bumper alignment with the disabled vehicle, and the condition of the disabled vehicle
bumper after the vehicle pushing is complete.

K.

An officer, employee, or volunteer for the Waukegan Police Department must not
attempt to push a vehicle by any other means.

OPER.27.1

PROCEDURE

A.

A department member that intends to push a vehicle will position the vehicle as close
as possible to the disabled vehicle to determine if the push bumper will be aligned with
the disabled vehicle's bumper.

B.

The department member operating the department vehicle will physically inspect this
alignment by exiting his/her vehicle and viewing the bumpers directly. The driver of the
department vehicle is responsible for the relocation effort outcome. If the department
member on the scene of a disabled vehicle believes that damage may occur, a tow
truck should be summoned.

C.

The driver of a department vehicle will creep (1-2 miles per hour) up to the disabled
vehicle until contact between the push bumper and the disabled vehicle's bumper is
established.

D.

The department member may then slowly accelerate to no faster than 10 miles an
hour to push the disabled vehicle to a position of safety.

E.

When the vehicle being pushed applies its brakes or begins to steer around a corner,
the department vehicle should be slowed or stopped until contact is broken between
the disabled vehicle and the department vehicle.

F.

If after the disabled vehicle comes to a complete stop, and it is necessary to reestablish contact with the disabled vehicle to continue the relocation effort, the
department vehicle will again creep up to the disabled vehicle until contact is
established and then slowly accelerate to no faster than 10 miles per hour.

OPER.27.2
A.

DISABLED DRIVER BRIEFING

Prior to pushing a disabled vehicle, a department member will brief the driver of the
disabled vehicle of the hazards related to the relocation effort.
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B.

The driver of the disabled vehicle will be advised of the following:
1.

If the disabled vehicle's engine is not running, the driver of the vehicle will be
warned that power assist will not be provided to the vehicle's steering and
brakes. This will make steering and stopping the vehicle more difficult.

2.

The driver of the disabled vehicle will be instructed not to make any abrupt
changes in steering or braking.

3.

The driver of the disabled vehicle will be advised that the department vehicle
will not push a vehicle around a corner or up an incline.

4.

The driver of the disabled vehicle will be advised of the route to be used to
relocate the vehicle.

5.

The driver of the disabled vehicle will be advised that the speed of the
relocation will be slow and that if the vehicles disengage, the department
vehicle will not attempt to re-establish contact with the disabled vehicle's
bumper until the disabled vehicle has stopped and contact is re-established.

6.

The driver of the disabled vehicle will be asked if he/she understands the
instructions provided.

C.

The Department member pushing the disabled vehicle will ensure that the disabled
vehicle's driver has received and understands the instructions before attempting to
push the vehicle.

D.

The reporting officer will ensure the motorist assist waiver is completed (Appendix A).

OPER.27.3

DOCUMENTATION

A.

Any Department member assisting a disabled motorist will create an incident report
number.

B.

If a department vehicle equipped with push bumpers is used to relocate a disabled
vehicle, it will be noted in the remarks of the CAD incident.

C.

The vehicle registration and driver’s license of the driver of the disabled vehicle will be
recorded in the appropriate fields of the CAD incident.

D.

If the disabled vehicle is damaged during the pushing of the vehicle an evidence
technician should be dispatched to photograph the damage. Furthermore, an incident
report should be created documenting the damage

This order supersedes all previous written and unwritten policies of the Waukegan Police
Department on the above subject.
By order of:

Wayne Walles
Chief of Police
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CITY OF WAUKEGAN

DEPARTMENT OF POLICE
PROUDLY SERVING THE COMMUNITY SINCE 1859

Motorist Assist Waiver of Liability
Request and Release for Police Assisted Vehicle Push
I, the undersigned, in consideration of the assistance rendered to me by an officer or employee of the city
of Waukegan, do hereby discharge and hold harmless said city, its officer or employees, from any and all
claims for property damages or otherwise which I or third parties now have or may hereafter have by
reason of such assistance rendered on this date.
Date: ____________________ Time: ____________________
Printed Name: ___________________________________________
Signature: _______________________________________________
Address: ______________________________________________________________________________
City/State/Zip Code: ____________________________________________________________________
Driver’s License Number: ___________________________

State: _____

Phone Number: ________________________________

Reporting Officer/P#: __________________________ Approved By: ____________________________
____________________________________________________________________________________
Waukegan Police Department | 101 N. West Street | Waukegan, Illinois 60085 | (847) 599-2500
www.WaukeganIL.gov

Report Number: ______________________

Date of Birth: __________________________

WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – OPER.28
Subject: WATER RESCUE

Effective: August 30, 2019

Revised:
Revised:
Original: August 30, 2019

PURPOSE
The purpose of this policy is to describe the use of the “Life Line” (throw bags) and personal flotation
devices placed in marked police vehicles and provide instructions for their use and deployment.
OPER.28

POLICY

Due to the City of Waukegan’s proximity to Lake Michigan, its significant amount of shoreline, the number
of public and private beaches, and other bodies of water within its jurisdiction, it is the policy of the
Waukegan Police Department to provide officers with life saving resources in the event of water
emergencies.
OPER.28.1

PROCEDURE

A. Throw Bags
1. Throw Bags will be placed in police department patrol vehicles and consist of a weighted bag
with 75’ of polypropylene rope. The bottom of the bag is weighted with foam enabling it to be
easily thrown to a victim. Instructions for deployment are as follows:
a. Slightly open the draw cord opening.
b. Remove 3-4 feet of rope from the bag and grasp firmly in your non-throwing hand.
c.

Ensure the victim has visual contact with you before throwing the bag and gain the
victim’s attention as you prepare to throw.

d. Use an underhand or side arm swinging motion to throw the bag to the victim.
e. If the throw misses the victim, pull the line in, being careful not to tangle the line and rethrow the line and bag. DO NOT REPACK in between throws.
2. Throw bags will be placed in protective storage bags inside of patrol division vehicles and will
be inspected during regular vehicle inspections.
3. Notification will be made via police radio in the event of a deployment.
B. Personal Flotation Devices (vests)
1.

Personal Flotation Devices will be placed in patrol police vehicles for use by personnel when
on the shoreline at lakefront (or other bodies of water) calls for service. Vests are not
intended for the performance of water rescues.
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2.

The personal flotation device (vest) is designed to provide a stable face-up position in calm
water for a wearer floating with head tilted back.

3. The personal flotation device (vest) is provided to police personnel, for all water
emergencies or rescues. Police personnel are strongly encouraged to don a vest when
involved in a water emergency/rescue.
4. The personal flotation device (vest) may also be deployed to swimmers in distress near the
shoreline or other bodies of water within the city of Waukegan.
5. Vests will be placed in protective bags inside of police vehicles and will be inspected during
regular vehicle inspections for rips, tears, holes etc.

C. Care of Equipment

1. The water rescue device should be dried, to the extent possible, following its deployment and
prior to being stored in the vehicle.
2. Care should be taken when repacking the rope of the throw bag to avoid tangling or knotting
of the rope to ensure that the equipment will work properly upon its next deployment.

This order supersedes all previous written and unwritten policies of the Waukegan Police Department
on the above subject.
By order of:

Wayne Walles
Chief of Police
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – OPER.29
Subject: ONLINE REPORTING

Effective: August 30, 2019

Revised:
Revised: September 11, 2019
Original: August 30, 2019

PURPOSE
The purpose of this policy is to establish guidelines for officers to follow with regard to online citizen
reporting.
OPER.29

POLICY

It is the policy of the Waukegan Police Department that officers respond on-scene or to the police station
to meet with a victim, witness or complainant in order to receive crime and incident report information.
However, there are times when a victim, witness or complainant to a crime or incident, are no longer
available to meet with an officer, but still wish to file a report. In such cases the online reporting system
will allow citizens to file minor incident reports via online reporting without having to respond to the station
or meet with an officer.
OPER.29.1

PROCEDURE

A. The online police reporting system is accessed through the internet via the city of Waukegan
website (www.waukeganil.gov), or www.wpdonlinereports.com. Either website allows the user to
access the online reporting form to submit a report.
B. When referring this service to a reporting party, officers will ensure the person has internet
access, and will direct the person to either of the websites mentioned above.
C. Reports currently allowed by the system include:
1. Abandonded vehicle
2. Accidental damage to vehicle
3. Criminal damage to property
4. Lost property
5. Theft
6. Shoplifting
7. Unlawful harrassment by phone or other means of communication
8. Vacation house watch
9. Vandalism/graffiti/defacement of property

WPD General Orders Manual

OPER.29 – Online Reporting

Page 1 of 4

D. Online reporting will not be recommended or used in the following circumstances:
1. When a citizen requests the presence of a police officer.
2. Where there is evideince to be collected.
3. Crimes in progress.
E. Citizen Responsibilities
1. To file a report online, citizens must provide the same identifying information (name, address,
telephone #, date of birth, etc.) as if they were filing a report with an officer. In addition, they
must have an email address and phone number so that notifications regarding their report
can be made. This is required in all incidents.
2. To receive a copy of an online report, the citizen will have to request the report from the
Records Division, either in person or through the mail. There is a fee to obtain a copy of the
report.
F. Referring a Citizen to Online Reporting
1.

2.

Desk Personnel Responsibility: When desk personnel receive a call from a citizen
wishing to report an incident, they will determine if the call falls within the scope of an
online report. If so, the desk personnel will:
a.

Determine if the citizen has internet access.

b.

Explain the online reporting process and the requirements of the party filing the
report.

c.

Ensure citizens are aware that there is no cost to file a report online, but there is
a cost to purchase an online (or any) report.

d.

Advise the caller of the online reporting website address:
www.wpdonlinereports.com

f.

If the citizen wishes to file a report with an officer, or if a citizen calls back and
states that they are having difficulty filing the report online, the incident will be
reported through normal procedures.

Communications Personnel Responsibility: When communications receives a call from a
citizen wishing to report an incident, communications personnel will determine if the call
falls within the scope of an online report. If so, communications personnel will:
a.

Determine if the citizen has internet access.

b.

Explain the online reporting process and the requirements of the party filing the
report.

c.

Ensure citizens are aware that there is no cost associated with filing an online
report, but there is a cost to purchase a copy of any police report.

d.

Advise the caller of the online reporting website address:
www.wpdonlinereports.com.
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f.

If the citizen wishes to have an officer dispatched, or if the citizen calls back and
states that they are having difficulty filing the report online, an officer will be
dispatched through normal procedures.

G. Responding Officer Responsibilities
1.

Unless the below criteria are met, officers who are dispatched to a call will not refer
citizens to the online reporting system.

2.

An officer will not refer the citizen to the online system unless the online system is
discussed and agreed upon by the citizen.

3.

Acceptable criteria for officer referral of reports allowed to be reported online are:
a.

Upon officer arrival, the citizen states that they no longer have time to meet with
the officer and will have to file the report later; the responding officer can advise
the citizen of the online reporting system as one of the options for filing the
report. At no time will this system be utilized if the citizen requests an
officer’s presence.

b.

All officer referrals will be captured on the officer’s BWC when applicable.

H. Review of Online Reports

I.

1.

Reports will be reviewed by the deputy chief of operations, or his designee(s).

2.

The reviewing administrator will review the reports and import approved reports in the
online reporting system queue in a timely manner.

3.

If the citizen report is misclassified, (such as lost property, instead of theft), the reviewing
adminstrator may reject it back to the citizen for clarification and resubmital.

4.

A reviewing administrator may reject a report if the incident does not fall within the scope
of the online reporting system. Reports will be rejected if they did not occur within
jurisdictional boundaries.

5.

If the adminstrator rejects a report, the reason for rejection will be appropriately and
professionally noted in the e-mail sent to the citizen.

6.

The administrator may issue a follow-up request to the reporting citizen in-lieu of
approving or rejecting an online report.

7.

If, in the reasonable judgment of the administrator, the online report requires follow up;
the administrator will forward the online report to the investigations supervisor to be
reviewed and assigned if necessary.

Administrative Review Procedures
1.

The deputy chief of operations will periodically review the online reporting system. This
review will assess the system, community use, police personnel use, modifications,
problems, and improvements.
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This order supersedes all previous written and unwritten policies of the Waukegan Police Department
on the above subject.
By order of:

Wayne Walles
Chief of Police
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – OPER.30
Subject: Outdoor Warning Siren System
Effective: December 27, 2019

Revised:
Revised:
Original: December 27, 2019

PURPOSE
To provide guidance for the activation of the community outdoor warning siren system, and to serve as a
foundation on which a common approach can be used to provide warning of impending danger to the
community.

OPER.30 POLICY
It shall be the policy of the Waukegan Police Department to use all resources available to warn citizens of
possible hazardous or dangerous situations within the city of Waukegan and the village of Beach Park.
DEFINITIONS
1. Alert (Tornado/Severe Weather) Warning (Long Steady Tone): This signal is defined as a
three (3) to five (5) minute steady signal from the warning sirens. When this tone is sounded, it
means that life threatening weather, in the form of a tornado, has been detected by the National
Weather Service (NWS) on Doppler radar, or a sighting of a tornado / funnel cloud has been
made by a trained weather spotter. In addition to any other meaning or requirement for action as
determined by local government officials, the “Alert Warning” signal will indicate to all persons to
turn on their televisions or radios and monitor them for essential emergency information.
2. Attack Warning (Fast Wailing Tone): This signal is defined as a wavering tone that rises for six
(6) seconds and falls for six (6) seconds over a three-minute timeframe. The “Attack Warning”
signal means that an actual attack or detected missile launch against the United States has been
detected and protective action should be taken immediately. The “Attack Warning” will be
repeated as often as deemed necessary by local government authorities to obtain the required
response by the population, including taking protective action related to the arrival of “fallout” per
Federal guidance. This signal will be used for no other purpose and will have no other meaning.
All persons are encouraged to turn on their televisions or radios and monitor them for essential
emergency information.
3. Confirmed Sighting: A tornado or funnel cloud sighting or report made by a city employee,
village of Beach Park employee, National Weather Service, news media, a trained “SKYWARN”
Weather Spotter, Law Enforcement Agencies Data System (LEADS) terminal, law enforcement
agency, weather bureau, or any other credible source.
4. Evacuate / HAZMAT Warning (Slow Wailing Tone): This signal is defined as a wavering tone
that rises for sixteen (16) seconds and falls for eight (8) seconds over a one and one-half minute
timeframe. The “Evacuate Warning” means that there is a threatening condition present such as
a chemical spill or leak, and people should immediately evacuate the area. If possible, people
should seek on-scene emergency personnel for further information.
5. Tornado Warning: A notice issued when a tornado is indicated by radar or sighted by spotters;
therefore, people in the affected area should seek safe shelter immediately. This can be issued
without a tornado watch being already in effect. They are usually issued for a duration of around
30 minutes. Weather warnings are generally issued by the National Weather Service; however,
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the department may receive warnings in other ways such as sightings broadcast over police or
fire frequencies, or by telephone from other agencies, certified severe weather spotters, Law
Enforcement Agencies Data System (LEADS), Emergency Management Network (EMNET),
National Oceanic and Atmospheric Administration (NOAA) or by facsimile transmission from the
Lake County Emergency Management Service.
6. Tornado Watch: A notice issued by the National Weather Service when conditions are favorable
for the development of tornadoes in and close to the watch area. It is usually issued for a
duration of four to eight hours. During the watch, people should review tornado safety rules and
be prepared to move to a place of safety if threatening weather approaches.
7. Unconfirmed Sighting: A report that is received from one or more members of the general
public.
OPER.30.1 OUTDOOR WARNING SIREN SYSTEM COVERAGE AREAS
A. The outdoor warning siren system operated by the city of Waukegan provides for control of
the warning sirens for both the city of Waukegan and the village of Beach Park.
OPER.30.2 OUTDOOR WARNING SIREN SYSTEM TESTS
A.

It is imperative that the outdoor warning siren system is tested on a periodic basis to ensure
the system is operating properly and to assist the public in learning to recognize warning
signals.
1. Testing of the outdoor warning siren system shall be in compliance with federal and state
guidelines.
2. Regularly scheduled system-wide testing of the outdoor warning siren system shall occur
at a minimum of once a month, and when possible, should be accompanied by advanced
notification through the city’s electronic messaging/notification program, currently known
as Blackboard Connect CTY, to inform the public of the test.
3. The Illinois Emergency Management Agency Act (20 ILCS 3305/12) states, “Testing of
Disaster Warning Devices. The testing of disaster warning devices, including outdoor
warning sirens, shall be held only on the first Tuesday of each month at 10 o'clock in the
morning, or during exercises that are specifically and expressly approved in advance by
the Illinois Emergency Management Agency.”

OPER.30.3 OUTDOOR WARNING SIREN SYSTEM ALERT TYPES
A. There are three alert types available for use on the outdoor warning siren system:
1. Tornado / severe weather alert
2. Attack warning alert
3. Evacuation / HAZMAT alert
OPER.30.4 TORNADO / SEVERE WEATHER SIREN ACTIVATION
A. It shall be the responsibility of the communications supervisor and communications personnel
to constantly monitor the following information sources in preparation to immediately activate
the outdoor warning siren system, if necessary.
1. National Weather Service (i.e. radar, website, etc.)
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2. LEADS teletypes
3. NOAA weather radio
4. EMNET system, if applicable
B. During a severe weather incident, the outdoor warning siren system shall be activated if:
1. A confirmed sighting of a tornado or funnel cloud is reported within thirty (30) miles, in
any direction, from the city of Waukegan (police station). See “Addendum A” for a list of
cities within that thirty-mile radius.
2. For unconfirmed sightings, a Waukegan police officer shall be dispatched to investigate
any unconfirmed report and determine whether the report is valid or not. Confirmation of
the sighting will result in a confirmed sighting report by the police officer.
C. Siren Activation Procedure
1. The occurrence of a weather event meeting the above criteria and/or upon the direction
of the on-duty shift supervisor, a communications supervisor or their designee shall
activate the outdoor warning siren system.
2. Activation of the outdoor warning siren system shall be performed by authorized
personnel only and shall be in accordance with the instructions and training provided by
the system supplier.
3. During a tornado / severe weather siren activation, all siren sites will be activated at the
same time. There should be no consideration of site-specific siren activation.
4. Once activated, the outdoor warning siren system shall not be re-sounded for the same
storm or sighting.
5. The outdoor warning siren system may be re-sounded for any new confirmed sighting
that meets the above activation criteria.
6. Communications shall broadcast a weather update over the radio notifying law
enforcement personnel that the siren system has been activated.
7. Dispatch a patrol division supervisor or his designee to a far western location, either
within or outside of the city limits, for the purpose of monitoring incoming weather
systems or fronts until such time as the threatening weather conditions have dissipated.
D. Automatic Emergency Notification and Activation Zones
1. The outdoor warning siren system has an automated notification and activation
component to the system, which is triggered by National Weather Service (NWS) weather
polygons.
a. Automatic Notification Zone
(1) When a NWS tornado warning polygon touches anywhere within a radius of 10miles to 30-miles of the Waukegan Police Department, an email notification will
automatically be sent to various Waukegan and Beach Park personnel notifying
them of such activity. Personnel receiving this notification should actively
monitor weather conditions to determine if the outdoor warning siren system
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should be manually activated based on the weather conditions and direction of
travel at the time.
(2) When a NWS thunderstorm warning polygon touches anywhere within a radius of
30-miles of the Waukegan Police Department, an email notification will
automatically be sent to various Waukegan and Beach Park personnel notifying
them of such activity. Personnel receiving this notification should actively
monitor weather conditions to determine if the outdoor warning siren system
should be manually activated based on the weather conditions and direction of
travel at the time.
b. Automatic Siren Activation Zone
(1) When a NWS tornado warning polygon touches anywhere within a radius of 10miles of the Waukegan Police Department the outdoor warning siren system will
automatically trigger a tornado warning siren activation. An email notification will
automatically be sent to various Waukegan and Beach Park personnel notifying
them of such activation. Personnel receiving this notification should actively
monitor weather conditions to determine if further action needs to be taken.
E. “All Clear” Procedure
1. In conformance with the policy of the National Weather Service, the issuance of an “all
clear” statement shall not be issued by communications.
2. Citizens requesting “all clear” information shall be advised to monitor commercial radio
and television for further weather information.
F. Patrol Division Responsibilities
1. The on-duty shift commander shall continuously monitor the weather system or front until
such time as the threat of tornado expires.
OPER.30.5 ATTACK WARNING SIREN ACTIVATION
A. Generally, the attack siren should be activated in the following violent situation:
1. When an actual attack or detected missile launch against the United States has been
detected and protective action should be taken immediately.
a. The attack warning will be repeated as often as deemed necessary by local
government authorities to obtain the required response by the population, including
taking protective action related to the arrival of “fallout” per federal guidance. This
signal will be used for no other purpose, and will have no other meaning.
B. Siren Activation Procedure
1. When possible, prior to activation of the attack warning siren, the communications
supervisor, or person in charge of the dispatch room at the time, should consult with one
or more of the following personnel:
a. Chief of police
b. Fire chief
c.
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OPER.30.6 EVACUATE / HAZMAT SIREN ACTIVATION
A. Generally, the Evacuate / HAZMAT siren should be activated in the following situation:
1. When there is a threatening condition present, such as a chemical spill or leak, when
people should immediately evacuate the area.
B. Siren Activation Procedure
1. Prior to activation of the Evacuate / HAZMAT siren, the director of communications, or a
communications supervisor should be consulted to determine if site specific siren
activation should be performed instead of entire system siren activation.
a. The outdoor warning siren system allows for activation of individual, or various
combinations of individual siren sites.
(1) See “Addendum B” for a list of the siren sites by location.
b. Consideration of site-specific siren activation should be based on the recommended
evacuation radius/distance made by the agency or department in command of the
incident scene. If necessary, consult with the on-scene incident commander.
OPER.30.7 SIREN ACTIVATION NOTIFICATIONS
A. In the event that the outdoor warning siren system is activated for any reason other than
scheduled testing, the following personnel shall be notified as soon as possible:
1. On-duty police personnel (via radio announcement)
2. On-duty police & fire shift commanders (radio or telephone notification)
3. Director of communications (telephone notification)
4. Chief of police
5. Fire chief
6. Waukegan mayor
7. Beach Park city manager
B. Unless otherwise noted above, email notification to the above listed personnel shall be
sufficient notification, unless otherwise directed by a superior or the individual named.
1. An email group titled, “Warning Siren” has been created for the purpose of the above
described email notification. Using this email group will send an email to all of the above
named personnel, except on-duty police and fire shift commanders.
C. As soon as feasibly possible, after activation of the outdoor warning siren system, a message
should be created and sent via the city’s public messaging/notification program, currently
known as Blackboard Connect CTY, explaining why the outdoor warning sirens have been
activated, in order to reduce the number of telephone calls to communications inquiring about
why the sirens were activated.
1. The following personnel are authorized to use the messaging system:
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a. Director of communications
b. Communications supervisors
c.

Commander of administrative services

OPER.30.8 SIREN ACTIVATION FAILURE
A. When it is determined that one or more of the outdoor warning sirens failed to activate in any
given area of the city, police and fire personnel should be dispatched to that area to
broadcast the appropriate warning message via loud speaker.
B. If the computer or computer program used for activating the outdoor warning siren system
fails, communications personnel will use the manual activation method for triggering siren
activation, which is using the wall-mounted controls in the telephone room.
C. The director of communications shall be notified of any siren failures as soon as possible
after determining a failure has occurred.

This order supersedes all previous written and unwritten policies of the Waukegan Police Department on
the above subject.
By order of:

Wayne Walles
Chief of Police
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ADDENDUM A
TORNADO / SEVERE WEATHER WARNING 30 MILE RADIUS OF WAUKEGAN*
NORTH (WISCONSIN)
BRISTOL
GENOA CITY
KENOSHA
LAKE GENEVA
NEW MUNSTER
RACINE
SALEM
TREVOR
STURTEVANT
UNION GROVE
WILMOT
WOODRIDGE

WESTERN (ILLINOIS)
ANTIOCH
ARLINGTON HEIGHTS
BARRINGTON
BARRINGTON HILLS
BENSENVILLE
CARY
CARPENTERSVILLE
CRYSTAL LAKE
DEERFIELD
DES PLAINES
EAST DUNDEE
ELK GROVE VILLAGE
FOX LAKE
NORTH (ILLINOIS)
GLENVIEW
BEACH PARK
GRAYSLAKE
ROSECRANS
GURNEE
RUSSELL
HOFFMAN ESTATES
WADSWORTH
INVERNESS
WINTHROP HARBOR
ISLAND LAKE
ZION
ITASCA
LAKE IN THE HILLS
SOUTH (ILLINOIS)
LAKE ZURICH
EVANSTON
LIBERTYVILLE
GLENCOE
LINDENHURST
HIGHLAND PARK
MC HENRY
HIGHWOOD
MOUNT PROSPECT
KENILWORTH
NILES
LAKE BLUFF
OAKWOOD HILLS
LAKE FOREST
PALATINE
LINCOLNWOOD
RICHMOND
NORRIDGE
ROLLING MEADOWS
NORTHBROOK
ROUND LAKE
NORTH CHICAGO
ROUND LAKE BEACH
PARK RIDGE
ROUND LAKE HEIGHTS
ROSEMONT
ROUND LAKE PARK
SKOKIE
SCHAUMBURG
WILMETTE
SPRING GROVE
WINNETKA
STREAMWOOD
VOLO
WAUCONDA
WHEELING
WOODSTOCK
*The above list of towns is not an all-inclusive list of all towns within the 30-mile radius. The 30mile radius is from the police department, not the boundaries/limits of the city.
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ADDENDUM B
OUTDOOR WARNING SIREN SYSTEM – SIREN LOCATIONS
SITE NUMBER

SITE NAME

SITE ADDRESS

1

Waukegan Fire Station #2

4505 McGaw Rd.

2

McClory Bike Path North

1138 Beach Rd.

3

McClory Bike Path South

1000 Low Ave.

4

Le Baron St.

Le Baron St. & Washington St.

5

Clearview School

1700 Delaware Rd.

6

Industrial Park

Northwestern Ave. & Sunset Ave.

7

McCall School

3215 N.McAree Rd.

8

Little Fort School

1775 Blanchard Rd.

9

Sheridan Rd.

Sheridan Rd. & Washington St.

10

River Rd.

River Rd. at Des Plaines River Trail

11

Midlane Estates

Maple Tree Ln.

12

Lakeside Dr.

Lakeside Dr. & Burwood Dr.

13

Bowen Park

Sheridan Rd. & Greenwood Ave.

14

Dugdale Park

Dugdale Rd. & Washington Park

15

Benton Township Office (Beach Park Siren)

40020 N. Green Bay Rd.,
Beach Park

16

Sheridan Rd. (Beach Park Siren)

38170 N. Sheridan Rd.,
Beach Park

17

Waukegan Fire Station #5 (Beach Park Siren)

3221 N. Green Bay Rd.
Waukegan
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – OPER.31
Subject: HOLDING FACILITY - MANAGEMENT
Effective: 10/07/2021
OPER.31.1
OPER.31.2
OPER.31.3
OPER.31.4
OPER.31.5
OPER.31.6
OPER.31.7
OPER.31.8
OPER.31.9
OPER.31.10
OPER.31.11
OPER.31.12
OPER.31.13

HOLDING FACILITY TRAINING
ACCESS TO HOLDING FACILITY
DETENTION ROOM / CELL
SECURITY CHECK
FIREARMS IN THE HOLDING
FACILITY
TOOLS AND UTENSILS
DETAINEE S U R V E I L L A N C E
DETAINEE ESCAPES
CONTROL OF KEYS
HOLDING FACILITY OPERATION
AND MAINTENANCE
HOLDING FACILITY DOORS
HOLDING FACILITY CONDITIONS
FIRE PREVENTION PRACTICES
EMERGENCY EVACUATION EXIT
PLAN

OPER.31.14
OPER.31.15
OPER.31.16
OPER.31.17
OPER.31.18
OPER.31.19
OPER.31.20
OPER.31.21
OPER.31.22

Revised:9/24/2021
Revised: 2/22/2021
Original:
HOLDING FACILITY SECURITY
INSPECTIONS
SANITARY INSPECTION OF
HOLDING FACILITY
INSPECTION AND TESTING OF
FIRE EQUIPMENT
INSPECTION AND TESTING OF
FIRE DETECTION SYSTEM
STATE OF ILLINOIS JAIL
INSPECTION
FIRE EQUIPMENT LOCATION
FIRE ALARM SYSTEM APPROVAL
REPORT OF EXTRAORDINARY OR
UNUSUAL OCCURRENCES
RESPONSIBILITY FOR
ADMINISTRATION

PURPOSE
The purpose of this order is to provide guidelines, facility conditions, describe practices and procedures
for the safety and sanitation, security and control, and assign responsibility for the operation and
maintenance of the Waukegan Police Department’s Holding Facility.
OPER.31.0 POLICY
It is the policy of the Waukegan Police Department to maintain the Waukegan Police Holding Facility to
the standards sets by Illinois Department of Corrections, State of Illinois and the City of Waukegan.
DEFINITION
Sworn Officer: For the purpose of this directive, the term "sworn officer" refers to all ranks of police
officers.
OPER.31.1
A.

OPER.31.2
A.

HOLDING FACILITY TRAINING
Police Department employees will receive training on the operation of the
Holding Facility as needed.
1.
All new police officers will receive instruction in the operation of the
Holding Facility during their field training period.
ACCESS TO HOLDING FACILITY
The Holding Facility is considered to be a high security area of the Waukegan
Police Department. Access to the Holding Facility will be granted to essential
persons with provisions for restricted access to non-essential persons.
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B.

To ensure that detainees, detained in the cellblock’s individual cells, do not have an
opportunity to take keys and escape, employees shall not enter occupied cells alone
unless there are exigent circumstances and the prisoner’s life is in danger.

C.

Essential personnel are designated as:
1.

Sworn Officers
a.

D.

For their safety, sworn officers must have their police radio with them while
entering or operating within the holding facility.

2.

Firefighter/Paramedics

3.

Facility maintenance staff

Provisions for restricted access by non-essential persons are as follows:
1.

2.

All visitors will be required to provide photo identification to verify their
identity and are subject to being searched.
Civilian visitors
a. Civilian visitors participating in tours who are allowed to enter the Holding

Facility will be escorted at all times. The employee escorting the civilian
visitors will be responsible for:

b. Receiving prior supervisory approval so as not to impede Holding Facility
operations.
c. Not allowing tour participants to have any type of contact with
detainees.
3.

Detainee Visitors
a. Detainee visitors are not allowed into the Holding Facility. Detainee
visitation procedures are identified in General Order OPER 32.0.

4.

News Media / Representatives
a. News media representatives will only be allowed access to the Holding
Facility with permission from the Chief of Police.

5.

Contractors/Repairmen
a. Contractors/Repairmen working in the Holding Facility will be escorted at all
times. The employee escorting the contractors/repairmen will be present to:
b. Conduct an inspection of tools and/or equipment brought into the
Holding Facility.
c. Ensure that no tools and/or equipment are left behind.
d. Prevent breaches in security and ensure the security of the
person(s) performing the work.

6.

Social Workers
a. Social workers representing county mental health or other
governmental agencies may occasionally require access to the
Holding Facility.
b. Social workers are allowed to use the interview rooms.
c. Social workers will be escorted and all detainee movements shall
be handled by a sworn officer or authorized personnel.
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E.

OPER.31.3

7.

Attorneys
a. An arrestee or person in custody will be notified as soon as
practicable upon the arrival at the police facility of his or her legal
representative.
b. An arrestee or person in custody may agree to or decline a
visitation while in police custody.
c. An attorney must provide photo identification as well as their
valid Attorney Registration Card.
d. Attorneys may be allowed to use interview rooms.
e. The attorney shall be subject to a pat down search prior to seeing the
detainee. A refusal by the attorney will be grounds to prohibit them
from seeing the detainee.
f. The only things that the attorney may take into the interview room is
paper and a writing instrument (preferably a pencil).
g. Attorneys will be escorted and all detainee movements shall
be handled by a sworn officer or authorized personnel.
h. Disruptive, combative, or escape risks, may not be allowed to
see visitors. A shift supervisor should be contacted prior to a
denial.

8.

Other Civilian Employees
a. Employees not essential to the operation of the Holding Facility are not
granted general access. These employees may participate in orientation
sessions or tours of the Holding Facility while escorted.

Emergency Situations
1.
During an emergency situation, as referred to in General Order OPER.32, all
non- essential persons are prohibited from entering the Holding Facility.
DETENTION ROOM / CELL SECURITY CHECK

A.

A security check shall be made prior to placing a detainee in a cell. The purpose of
this security check is to search for contraband or weapons, and to check for any
damage. This search shall be made by the employee incarcerating the detainee in
the cell.

B.

A security check will also be made by the employee releasing/transferring a detainee
from a cell. If damage, contraband, or weapons are found, the on-duty Command
Officer shall be notified so he may document the damage and/or take any further
action that is required.

OPER.31.4

FIREARMS IN THE HOLDING FACILITY

A.

Firearms are not allowed into the Holding Facility. Firearms lockers have been
provided at entrances to the Holding Facility as a security and safety feature.

B.

Exceptions to this rule may be made in certain emergency situations, such as:
1.
2.
3.

OPER.31.5

Escape
Officer needs assistance
Hostage situations

TOOLS AND UTENSILS

A.

Culinary equipment shall not be allowed in the Holding Facility, including plastic utensils.

B.

Also see General Order OPER.31.1.2, Access to the Holding Facility.
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OPER.31.6
A.

DETAINEE S U R V E I L L A N C E
To supplement supervision of detainees, the Holding Facility is equipped with system
to facilitate the e l e c tr o n i c monitoring (video and audio) (including detainee
emergency needs) of the Holding Facility by front desk personnel There is also a
monitoring system for the juvenile holding cell.
1.
2.

3.
4.

OPER.31.7
A.

DETAINEE ESCAPES
In the event of that a detainee escapes from the Holding Facility, immediate efforts shall
be made for apprehension. The following steps shall be taken at the discretion of the onduty Command Officer, though not necessarily in the given order:
1.
2.
3.
4.

5.

6.
7.
8.

B.

OPER.31.8

The monitoring system must be activated at all time.
The electronic monitoring (video and audio) for the booking room audio and the
juvenile holding cell audio must be monitored at all times. The audio/video for
the juvenile holding cell must be enabled on one computer while the booking
room audio/video must be enabled on another computer to allow for
simultaneous monitoring.
The volume must be maintained at a level that will allow the front desk
personnel to monitor activity in the Holding Facility at all times.
The front desk personnel will be responsible for continuous monitoring the
Holding Facility.

The employee discovering the escape shall notify Communications and the onduty Command Officer.
Communications shall notify the Chief and Deputy Chiefs as soon as
time permits.
Determine if anyone was injured during the escape and summon medical
assistance, if appropriate.
The person detecting the escape attempt shall immediately lock and secure all
doors under his control. Sufficient personnel shall be dispatched to secure the
Holding Facility and Police Department, if necessary.
The escapee's descriptions, identities, and offenses for which the escapee was
incarcerated shall be dispatched, via Waukegan Police local radio frequency,
Illinois State Police Radio Network (ISPERN) and the Law Enforcement
A g e n c y Data System (LEADS), along with any other pertinent information to
aid in the capture of the escapee.
Once the Holding Facility is secure, sworn officers shall check to see that
the cellblock is secure and conduct a check of all remaining detainees.
A complete search of the entire Police Department may be necessary.
Upon apprehension of the escapee, Communications will be advised and
necessary notifications will be made.

The on-duty Command Officer shall initiate an investigation into the circumstances
surrounding the escape and submit a written report, which will be routed to the Chief of
Police. (OPER.32)

CONTROL OF KEYS

A.

The key for the Holding Facility’s cellblock is kept locked in a lockbox on the west wall of
the Booking Room. Access to that box is gained with the use of a “P” key.

B.

Additional Cellblock keys are kept in the Shift Commander’s Office, Deputy Chief of
Services, and in the Investigation Division.
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C.

In the event a key is misplaced or discovered missing, the on-duty shift supervisor will be
immediately notified. If the key is not found, a written report will be submitted by the onduty Command Officer to the Deputy Chief of Services. The on-duty Command Officer
will notify the Deputy Chief of Services of the loss.

D.

An employee losing a Holding Facility key may be subject to disciplinary action.

OPER.31.9
A.

HOLDING FACILITY OPERATION AND MAINTENANCE
The Waukegan Police Department Holding Facility is a short-term facility designed and
operated to maintain custody of detainees for only short periods of time (normally less
than 24 hours), pending release, arraignment, adjudication, or transfer to another facility.
1.

OPER.31.10

The Waukegan Police Department shall adhere to the State of Illinois Municipal
Jail and Lockup Standards.

HOLDING FACILITY DOORS

A.

Exterior Doors
1.
All doors leading into the holding facility must remain closed and locked at all
times.

B.

Corridor Doors
1.
The south corridor door leading to cells 5-9 shall remained locked.
2.
The north corridor door leading to cells 10-12 may remain open.
3.
The corridor door leading to the female cells may remain open.

C.

Sally Port
1.
The doors leading from the sally port to the Booking Room will remain closed
and locked at all times.

D.

Cells
1.

2.

OPER.31.11

Cell doors are to be closed and locked when the cell is not in use. Dirty and/or
damaged cells shall be posted as, “Out of Service” on the Booking Room Board
until the condition has been corrected.
Any deficiencies, damage, or unsanitary conditions shall be documented by the
shift supervisor and then routed to the Deputy Chief of Services for immediate
repair or replacement.

HOLDING FACILITY CONDITIONS

A.

The plans and specifications of the Waukegan Police Holding Facility were approved by
the Illinois Department of Corrections and the City of Waukegan.

B.

The Waukegan Police Holding Facility conforms to the building, fire, safety and health
requirements of the City of Waukegan and State of Illinois.

C.

The Holding Facility provides the following minimum conditions for detainees:
1.
Lighting consistent with the standards of the Illinois Department of Correction.
2.
Circulation of fresh or purified air and a seasonally adjusted heating and cooling
system
3.
Access to a toilet and drinking water
4.
A fire retardant bed and bedding for each detainee held in a cell in excess of
eight hours

D.

Exceptions to these conditions may be implemented when dealing with suicidal
detainees.
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E.

OPER.31.12

Detainee uniforms (paper gowns) shall be provided to detainees in the
following situations:
1.
Seizure of clothing as evidence
2.
Extremely soiled or unsanitary clothing
3.
For suicidal detainees
4.
Other situations as deemed necessary by an officer and a Shift Supervisor.
FIRE PREVENTION PRACTICES

A.

The Holding Facility is equipped with an automatic fire alarm and sprinkler system.
It is also equipped with heat, smoke, and carbon monoxide detection system. Fire
prevention practices and procedures in the Holding Facility include, but are not be
limited to, the following.
1.
Regularly scheduled inspections and testing of the fire equipment (OPER.31.14).
2.
Regularly scheduled inspections and testing of the fire detection
system (OPER.31.17).
3.
Smoking prohibition.
4.
Flame-retardant mattresses provided for each cell.
5.
All lighters and matches will be removed from detainees during intake
search procedures.
6.
In the event of a fire, all detainees are to be moved to a secure area (see
OPER.31.13).
7.
In the event of a fire, the Waukegan Fire Department shall be notified
immediately. If the fire is small, attempts may be made at suppression with
fire extinguishers.

B.

The Waukegan Police Department will request fire prevention and protection
services from the Waukegan Fire Department. These services will include but not
be limited to:
1.
An annual fire inspection of the Holding Facility.
2.
A review of the fire plans and procedures.
3.
Testing of all firefighting and fire detection equipment at least semi-annually.

OPER.31.13

EMERGENCY EVACUATION EXIT PLAN

A.

There shall be an emergency exit plan posted in various locations within the
Holding Facility for the evacuation of persons from the facility to safe areas.

B.

The procedure for removal of detainees from the Holding Facility in fire, disaster, or
other emergency situations shall conform, if possible, to the following:
1.
2.
3.
4.
5.

6.
7.
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In case of fire, immediately pull the fire alarm.
In any fire, disaster or other emergency situation, immediately notify
Communications of the nature and extent of the emergency.
Notify the on-duty shift supervisor of the situation.
In case of fire, access to the Holding Facility will be provided by manually
unlocking the cellblock corridor doors.
A minimum of two employees shall be present prior to detainees being
released from the cells. If possible, first priority shall be given to removing any
juvenile detainees.
Detainees removed from cellblocks shall be taken to some other place of
safety within the building, with the first choice being the east sally port.
Detainees are not to be removed from the building unless the structure itself
is in danger. If this danger exists, the detainees are to be removed from the
building through the nearest available exit.
a.
Detainees may be temporarily held in the detainee transport vehicle,
or in police vehicles equipped with detainee screens.
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C.

In the event of a fire, disaster, or other emergency:
1.
When detainees may have been injured, they shall receive immediate medical
attention and/or be transported to a medical treatment center. Transportation
shall be by Fire Department ambulance.
2.
When detainees are unable to be returned to the Holding Facility,
arrangements shall be made by the on-duty Command Officer to transfer the
detainees to the Lake County Jail. If possible, detainees held for minor
offenses are to be released on individual bond.

OPER.31.14
A.

OPER.31.15
A.

B.

HOLDING FACILITY SECURITY INSPECTIONS
The Day Shift Commander is responsible for ensuring that a security inspection of the
Holding Facility is performed twice a month and documented on the Holding Facility BiMonthly Inspection Report. The twice-monthly security inspection shall include a search
for weapons and contraband. The inspection shall include:
1.
All locks, walls, floors, ventilation covers, light fixtures, access plates, doors, and
other security devices shall be checked carefully for proper function, operational
wear, and detainee tampering. All holding areas and other areas that are
accessible to detainees will be searched for weapons and contraband.
2.

The completed security inspection report shall be approved by the on-duty
Command Officer and routed to the Deputy Chief of Services, via the
Records Division Supervisor.

3.

Any deficiencies in the security of the Holding Facility shall be submitted in
writing and routed to the Deputy Chief of Services for immediate repair or
replacement.

4.

The inspection shall take place on the first and third Saturday of the month.

SANITARY INSPECTION OF HOLDING FACILITY
A twice-monthly inspection of the Holding Facility will be conducted for proper sanitation
and cleanliness. The inspection will be documented on a Holding Facility Inspection
Report (Attachment A).
1.
This inspection shall be completed as part of the bi-monthly documented
security inspection.
2.
The Commander performing the inspection shall be responsible for
ordering supplies with approval from the Deputy Chief of Services.
In order to eliminate any condition conducive to harboring or breeding insects, rodents,
or other vermin, the Holding Facility shall be inspected and, if necessary, treated by a
pest control professional.

OPER.31.16
A.

INSPECTION AND TESTING OF FIRE EQUIPMENT
All fire suppression equipment in the Holding Facility shall be inspected bi-monthly to
verify the presence of the equipment and detect any damage or tampering.
1.
This inspection shall be completed as part of the weekly documented security
inspection and documented on the Holding Facility Inspection Report.
2.
Fire extinguishers shall be examined and tagged with the date of
inspection and initials of the inspector.

OPER.31.17

INSPECTION AND TESTING OF FIRE DETECTION SYSTEM

A.

The automatic fire detection and fire alarm system located in the Holding Facility shall be
inspected daily by the building maintenance staff to verify the presence of equipment and
to detect any damage or tampering.
1.
Employees shall visually inspect the system prior to placing
a detainee in a detention room on weekends or holidays.
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B.

OPER.31.18
A.

OPER.31.19

Yearly testing of the automatic fire devices and fire alarm system in the Holding
Facility will be conducted to determine that the equipment is functional. The
yearly testing will be conducted by Fire Marshall and the results will be
documented.
STATE OF ILLINOIS JAIL INSPECTION
In September of every odd numbered year, the highest-ranking sworn
supervisor in charge of the Records Division, shall notify the State of Illinois,
Office of Jail & Detention Standards for an inspection of the holding facility.
FIRE EQUIPMENT LOCATION

A.

All fire equipment located in the Holding Facility shall be approved, in writing, by
officials of the Waukegan Fire Department.

B.

Fire equipment in the Holding Facility can be found in the following locations:
1.
Fire extinguishers:
a.
Booking Room
b.
Sally port
c.
South wall of the Ready Room
d.
Stairwell leading from the Ready Room to the Holding Facility

OPER.31.20
A.

OPER.31.21
A.

2.

Fire alarm pull stations:
a.
Booking Room on the northwest wall
b.
Inside the utility access door in the north corridor of the men’s cellblock
c.
Ready Room on the south wall

3.

Fire detection sprinklers:
a.
Throughout the entire holding facility, including cellblocks

4.

Smoke and heat detection devices:
a.
Booking Room and corridors

5.

Stand pipe:
a.
Outside of the sally port doors

FIRE ALARM SYSTEM APPROVAL
The Waukegan Police facility, including the Holding Facility, has an automatic fire alarm
and heat, smoke and carbon monoxide detection system, which is approved by the
Waukegan Fire Department.
1.
The fire alarm system is connected directly to Communications.
2.
The fire alarm system has the capability to alert employees to its activation, both
audibly and visually.
REPORT OF EXTRAORDINARY OR UNUSUAL OCCURRENCES
Pursuant to Section 720.130 of the Illinois Municipal Jail and Lockup Standards, all
extraordinary or unusual occurrences, which involve or endanger the lives or physical
welfare of employees or detainees in the Holding Facility, shall be documented in
writing.
1.
Extraordinary or unusual occurrences shall include:
a.
Death, regardless of cause
b.
Attempted suicide (if hospitalization or medical treatment is required)
c.
Serious injury, to include accidental or self-inflicted
d.
Escape
e.
Attempted escape
f.
Fire
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g.
h.
i.
j.
k.
l.
B.

OPER.31.22
A.

B.

Riot
Battery to an employee by a detainee
Battery to a detainee by an employee
Battery to a detainee by another detainee (only if hospitalization
or extensive medical treatment is required)
Sexual assaults
Occurrences of serious infection, disease, or illness

The on-duty shift supervisor at the time of the incident is responsible for completion of
all required reports. A copy of the Report of Extraordinary or Unusual Occurrences
must be completed and sent to the Office of Jail & Detention Standards. A copy of
the report shall be attached to the report and forwarded to the Records Division. The
original shall be placed in the signed reports basket. Notifications shall be made to
the Deputy Chief of Operations as soon as practicable that the incident occurred.
1.
A copy of the report will be maintained by the Records Division.
RESPONSIBILITY FOR ADMINISTRATION
The Deputy Chief of Services is responsible for the overall administration and
operation of the Holding Facility. These responsibilities include:
1.
Maintenance and inspection of the facility
2.
Facility safety and security
3.
Records maintenance and security
4.
Training of personnel
The on-duty shift supervisor is responsible for the daily operation and supervision of
the Holding Facility. The on-duty shift supervisor may delegate certain duties to
individuals on the watch for specific operations of the Holding Facility. The on-duty
shift supervisor responsibilities include the following:
1.
Providing supervision and appropriate assistance to police officers and
authorized non-sworn personnel involved in the detainee handling process.
Ensuring that the process is consistent with established Department procedure.
2.
Assuming daily responsibility for compliance with the State of Illinois Municipal
Jail and Lockup Standards.
3.
Filing required reports on all extraordinary or unusual occurrences, which involve
the lives or physical welfare of employees or detainees.
4.
Designate personnel to conduct the weekly documented security inspection,
approving it, and routing it to the Deputy Chief of Services.
5.
Management, care, and feeding of detainees.

This order supersedes all previous written and unwritten policies of the Waukegan Police Department on
the above subject.
By order of:

Wayne Walles
Chief of Police
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WAUKEGAN POLICE DEPARTMENT

Appendix A

HOLDING FACILITY
BI-MONTHLY INSPECTION REPORT
DATE/TIME

_

INSPECTING OFFICER_

_

FORWARD COMPLETED REPORTS TO DEPUTY CHIEF OF SERVICES AND ADMINISTRATIVE
SERVICES
AREA INSPECTED

OK

DEFECT

YES

NO

YES

NO

DESCRIBE PROBLEM/ISSUE

DATE/TIME REPORTED CORRECTION
REPORTED
TO
CONFIRMED

SALLYPORT:
General Cleanliness
Gun Lockers
Security of storage
cabinets
Any improperly stored
items? (circle one)

BOOKING ROOM:
Lighting
Doors
Emergency Lighting/ Exit
sign
Sprinkler heads
Fire Extinguishers
Date to recharge
Smoke Detectors
Telephones
First Aid Kit
Personal Hygiene Items
Toilet Tissue
Feminine hygiene
products
Paper Gowns
Blankets
In each cell or available
Mandatory signage
Notices of rights
Cell Key Box & contents
Property lockers
AED and storage lockers
Any unauthorized
storage? (circle one)
Computers
Printers
Breath testing equipment
& supplies
Bench and security rings
Booking Room video
camera
B of I Digital camera
Fingerprint equipment
Reports and Forms
Interior stairwell gun
lockers
Stairwell fire extinguisher
General cleanliness
WPD General Orders Manual
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AREA INSPECTED

OK

DEFECT

YES

NO

YES

NO

DESCRIBE PROBLEM/ISSUE

DATE/TIME REPORTED CORRECTION
REPORTED
TO
CONFIRMED

Ceiling tiles

CELL BLOCK:
Intercom system
Signage
Cell Walls
Cell Floors
Cell Doors
Cell Bars
Cell Plumbing
Operating toilet / fountain
Cell Shower
Blankets
In each cell or available
Mattresses
Not stained or torn
Exit Doors
Lighting corridor and
individual cells
Temperature
Maintained at (67-85
degrees)
Pest /Vermin issues (circle
one)

JUVENILE HOLDING:
Cell Door
Cell Walls
Cell Floors
Video Camera/monitor
Lighting
Mattress & Blanket
Pest /Vermin issues (circle
one)

COMMENTS

_
_

_

__

_

_

_

_

INSPECTING OFFICER SIGNATURE

ADMINISTRATIVE SERVICES:
REVIEWED BY:

DATE RECEIVED

DATE COMPLETED

FORWARDED TO:
Deputy Chief of Administrative Services

Distribution: Office of Jail & Detention Standards
Reporting Facility
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Appendix B
ILLINOIS DEPARTMENT OF CORRECTIONS

Report of Extraordinary or Unusual Occurrences
Report all extraordinary or unusual occurrences involving detainees in writing within three business days to the Office of Jail &
Detention Standards. When a delay in the written report is unavoidable, make the report by telephone and submit the written report as
soon as possible to:
Office of Jail & Detention Standards
1301 Concordia Court, P. O. Box 19277
Springfield, Illinois 62794-9277
Telephone: (217) 558-2200, ext. 4212
Fax: (217) 558-4004

Facility Name:

Address:

Check one:

County
Municipal (except Chicago)
Chicago Police Department, include
R.D. Number:

Waukegan Police Department

Telephone #:

101 N. West Street

Waukegan

Street

847-599-2608

State

Time of Occurrence:
Suicide (method)

60085

IL
City

Date of Occurrence:
Type of Occurrence:

N/A

Zip Code
a.m.

p.m.

Suicide Attempt (method)

Homicide

Homicide Attempt

Escape

Escape Attempt

Fire

Battery

Riot or Rebellion

Sex Offense

Assault on Staff

Assault among Detainees

Restraints Used

OC Spray Used

Other (specify):

Fighting among Detainees

Serious Injury

Detainees Involved
Name

Any injuries?

No

Any resulting death?

Date of Birth

Date Confined

Arresting Charge

Yes, (briefly describe):
No

Yes, attach coroner’s report or forward upon completion and explain below:

Name of deceased:
Specific cause of death:
Date & time of death:
Was deceased on suicide watch at or immediately before time of death?

Yes

No

Reported by:
Was deceased examined by a physician?

No

Yes, on:

Did deceased display signs of illness?

No

Yes, describe:

Distribution: Office of Jail & Detention Standards
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Detainees Interviewed
Name

Date of Birth

Date Confined

Arresting Charge

Officials Interviewed
Name

Title

Principal cause of occurrence:

Summary of specific details of occurrence (include date and time):

Recommendations to prevent future occurrences:

Print Reporting Officer’s Name

Badge #

Reporting Officer’s Signature

Date

Print Shift Commander’s Name

Badge #

Shift Commander’s Signature

Date

Note: Use of this form is required; please do not alter format. Where available, this form may be completed and submitted on-line as directed by the
Office of Jail and Detention Standards.
The Illinois Department of Corrections is requesting disclosure of information necessary to accomplish the statutory purpose as outlined in 730 ILCS 5/3-15-2. Disclosure of information is MANDATORY.
Failure to provide the information could result in a court order requiring compliance with 20 Ill. Adm. Code 701, 702, or 720.
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – OPER.32
Subject: DETAINEE PROCESSING
Effective: February 8, 2022

OPER.32.1
OPER.32.2
OPER.32.3
OPER.32.4
OPER.32.5
OPER.32.6
OPER.32.7
OPER.32.8

OPER.32

SEARCHING DETAINEES
DETAINEE PROPERTY
HOLDING FACILITY FORMS
SEGREGATING DETAINEES
SPECIAL CONSIDERATION
DETAINEES
IDENTIFICATION OF
DETAINEES
MASS ARRESTS
RETURNING PROPERTY TO
DETAINEES

Revised:
Revised:
Original:

OPER.32.9
OPER.32.10

OPER.32.11
OPER.32.12
OPER.32.13
OPER.32.14

MEDICAL ASSISTANCE
FIRST AID KIT and
AUTOMATIC EXTERNAL
DIFIBRULATOR (AED)
OBTAINING MEDICAL
ASSISTANCE
PHARMACEUTICALS
DETAINEE RIGHTS
DETAINEE MAIL AND
PACKAGES

POLICY

It is the policy of the Waukegan Police Department to document the process of taking an individual into
custody, maintain accurate records verifying the arrest, safeguard arrestee property, provide 24-hour
supervision of all detainees, ensure that detainees have access to medical assistance, and to conduct a
screening upon their detention. Arrestees shall be segregated based upon gender identity. Procedures
shall be outlined for dealing with mass arrests situations.
PROCEDURES
OPER.32.1
A.

SEARCHING DETAINEES
As soon as practical, after being brought into the booking area, detainees will be properly
searched. An officer of the same sex, when available, should be used for detainees
unless the delay would jeopardize officer safety or result in the destruction of evidence.
1.

Prior to a detainee being left unattended, belts, shoelaces, watches, ties,
scarves, matches, lighters, jewelry, and any other items that may cause
harm to the detainee, or officer, will be removed.
a.
In the event that a detainee has cash valued at $500.00 or more, a
supervisor shall witness the inventory. The cash shall be placed in an
evidence envelope, sealed, and placed with the detainee’s property.

2.

Strip searches and body cavity searches will only be conducted in accordance
with ILCS 725/5103-1 and General Order OPER.14 Strip Searches.
When searching subjects prior to placement in a cell, the officer should remove all
but one outer-garment covering the groin and one outer-garment covering the
torso. Example, one layer of undergarment and one outer layer of clothing.
a.
Clothing with drawstrings, belts, or other items that could be used by a
detainee to harm themselves, should be removed.
b.
Glasses, hearing aids, and prosthetics are allowable in a cell providing
the detainee is not suicidal/self-destructive (see OPER32.5.C.)

3.

OPER.32.2

DETAINEE PROPERTY
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A.

An itemized inventory of inmate property shall be done after the detainee is searched. All
property in the possession of the detainee shall be documented on the Detainee
Possession Listing and hung on the Booking Room Board. The property shall then be
secured into a property locker. All property seized as evidence shall have a separate
receipt.
1.
The following items should be documented on the inventory sheet as being in the
arrestee’s property:
a. Jewelry
b. ID/Driver’s License
c. Keys
d. Phone
e. Anything of significant intrinsic value

B.

Officers shall seize any contraband located on the detainee. Criminal charges may be
placed against the detainee at the officer’s discretion.

C.

Inmates shall be asked to sign the detainee property receipt to verify that their property is
on the Detainee Possession Listing. If the detainee refuses to do so this should be noted
on the form. The Detainee Possession Listing shall remain with the detainee’s property
or hung on the Booking Room Board until that time that the detainee is released or
transferred. A copy of the receipt shall then be forwarded to the Department’s Records
Division.

D.

OPER.32.3
A.

1.

If the prisoner has an excessive amount of property and is going to bond court,
the arresting officer will make arrangements to place the property in evidence for
storage or to have the property turned over to a person chosen by the prisoner.

2.

If the prisoner is going to Lake County Jail and has any of the items listed below,
those items are not allowed and other arrangements must be made (turned over
to another individual, etc.):
a.
Any item containing THC or CBD.
b.
Vaping materials, or equipment
c.
Drug-related paraphernalia

3.

This will include entering the property into the BEAST© program and affixing
labels to the property (see OPER.17).

If the prisoner has property exceeding the capacity of a property locker and is NOT going
to bond court, the arresting officer will make arrangements to do either of the following:
1.

Place the property in evidence for storage. This will include entering the property
into the BEAST© program and affixing labels to the property (see OPER.17). The
arresting officer must give the prisoner instructions on how to return to the
Waukegan Police Department upon their release, and retrieve their property held
in evidence

2.

Have the property turned over to a person chosen by the prisoner. If property is
turned over to someone chosen by the prisoner, the person’s name, and property
transferred shall be documented in their report, or the booking program.

3.

Place the excess property in an unused cell and denote the placement on the
booking sheet.

HOLDING FACILITY FORMS
The Department uses a computerized booking system form entitled Booking Card, which
will be completed on every person booked into the Holding Facility. The Booking Card
contains arrest and identification information on each detainee.
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B.

The Department utilizes a Detainee Screening Form (See, Attachment A) which is
completed in its entirety for every person placed into a cell. This form documents the
arresting/booking officer’s observations and inquiries as to the detainee's health, state of
consciousness, mental status, medications, and general well being. Any medications,
illness, injury, deformity, other signs of injury or risk factors shall be noted on the booking
sheet. A Prisoner Treatment/Special Alert Form will be generated as necessary (See
OPER32.3.F).

C.

The “Copy #3 Circuit Clerk Copy” of the State Arrest Card must be paper- clipped to the
original charging documents (non-traffic and traffic citations).

D.

If the prisoner is to be transported to the Lake County Jail, the arresting officer must
complete a Lake County Booking Card (Attachment B).

E.

Prisoner Treatment/Special Alert Form. A Prisoner Treatment/Special Alert Form
(Attachment C), shall be completed for any detainee that requires special consideration.
That includes detainees who are under the extreme influence of drugs or alcohol to an
incapacitating degree; exhibit suicidal or self-destructive tendencies; suffers from mental
defects or disorder; are violent or combative; any detainee who is treated by the
Waukegan Fire Department (WFD) Paramedics and/or transported to the Emergency
Room for treatment; situations where W.F.D. Paramedics respond and the detainee
refuses treatment; or require medication
1.
The Prisoner Treatment/Special Alert Form shall be paper-clipped to the booking
sheet posted in the Booking Room.
2.
In the event the detainee is being transferred to the custody of another agency,
the transferring officer shall provide a copy of the Prisoner Treatment/Special
Alert Form. The officer handling the transfer will provide the receiving agency
with the copy.
a.
The transferring officer should make reasonable attempts to and obtain
the name of the receiving officer. At a minimum, the transferring officer
shall obtain the agency name, date and time for entry into a report or
booking computer.
In Custody Information Report for Bond Court. Subjects arrested with charges approved
by the State’s Attorney Office (SAO); or on existing warrants that require an appearance
in Bond Court; or an arrest pending a Bond Court appearance on charges that do not
require SAO approval; require this form.
1.
Arresting officers are required to fill out the In Custody Information Report for
Bond Court (Attachment I) and email it to Pretrial-PolicePortal@lakecountyil.gov.
Officers emailing the form MUST carbon copy detectives@waukeganil.gov when
the email is sent.
2.
This form must be completed and emailed as soon as possible and prior to the
arrestee attending Bond Court.

F.

OPER.32.4

SEGREGATING DETAINEES

A.

All detainees processed for arrest shall be separated by the gender the detainee
identifies with. If males and females are detained at the same time, separate cellblocks
shall be used for males and females, ensuring complete segregation. Transgender or
non-conforming detainees will be placed in cells 5-9.
1.
If a need arises, a shift supervisor may adjust those cells as necessary.

B.

Adults and juveniles shall be separated. Persons under the age of 18 shall not be
housed or secured in the Holding Facility.

OPER.32.5

SPECIAL CONSIDERATION DETAINEES
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During the booking process detainees shall be screened for, special needs, medical and mental illness.
Detainees classified as “at risk” may need additional supervision or treatment. A Supervisor shall be
notified whenever the officer believes the safety of the detainee or staff may be at risk. Detainees that
display threatening or violent behavior may be held, without processing, until such time as it is safe to do
so (a supervisor must be notified).
A.
Detainees with Mental Disorders. Any detainee with a known history of mental
disorders or mental defects or who exhibits evidence of such condition, shall be detained
only temporarily and transferred, as soon as possible.
1.
The detainee shall be admitted to bond, either cash or recognizance, if
applicable.
2.

B.

Combative Detainees. Combative detainees should remain in restraints at all times
prior to their placement into a cell.
1.
A shift supervisor should be notified immediately.
2.
Restraints may be removed after the detainee is placed in the cell through the
use of the cell door food access area.
3.
Restraints may not be left on a detainee to confine his/her movements within a
cell, except to:
a.
Prevent the detainee from injuring himself/herself or others.
b.
Prevent the detainee from damaging or destroying property.
4.
The front desk officer should be notified. The subject will be put on a 15 minute
check until the restraints are removed.
5.

C.

A Prisoner Treatment/Special Alert Form shall be completed by the arresting
officer, observing officer or Holding Facility personnel if restraints are left on.

Self-Destructive / Suicidal Detainees
1.
A shift supervisor shall be notified.
2.
Any detainee who exhibits suicidal or self-destructive tendencies shall:
a.
Have his/her clothing removed and placed in a paper gown.
b.
Be housed in the Booking Room Holding Cell or the juvenile holding cell.
c.
Be admitted to bond, either cash or recognizance, if applicable.
d.
Shall be transported to a medical facility if deemed necessary by the onduty supervisor.
3.

4.
5.

D.

A Prisoner Treatment/Special Alert Form shall be completed by the arresting
officer, observing officer, or Holding Facility personnel, if medication is
administered.

Any detainee exhibiting self-destructive or suicidal tendencies shall be physically
checked every 15 minutes. Documentation will be recorded on the Adult Cell
Check register.
A Prisoner Treatment/Special Alert Form shall be completed by the arresting,
observing officer or Holding Facility personnel.
Glasses or any other items that the detainee may use to harm themselves should
be removed from the cell.

Detainees Under Extreme Alcohol and/or Drug Intoxication. A detainee with a tested
blood alcohol content of .30% or greater, or who is unconscious, or who is otherwise
deemed by an officer to be intoxicated by drugs and/or alcohol to a degree that medical
attention appears to be necessary shall be transported to a medical facility for treatment.
1.
The Shift supervisor shall be notified immediately.
2.
The detainee shall be admitted to bond, either cash or recognizance, if
applicable.
3.
The detainee shall be transported to the medical facility by Waukegan Fire
Department rescue squad.
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a.
b.
c.

OPER.32.6

The decision to notify a rescue squad will be made by the shift supervisor
A police officer shall ride in the back of the rescue squad with the
detainee if requested to do so by Fire Department personnel.
If the detainee is not admitted to bond, he/she shall be placed in restraints
if the restraints do not hinder required medical attention.

IDENTIFICATION OF DETAINEES

A.

When receiving a detainee from another agency, the officer conducting the booking
procedure shall verify the identity of the person presenting the detainee, and his/her
authority to do so.

B.

Some individuals will attempt to conceal their actual identity to avoid prosecution. As a
means of positively identifying detainees, the Department utilizes photographs and
fingerprints.

C.

Any person who cannot be positively identified shall be held until such time as his/her
release is approved by a Supervisor, a Judge, the State’s Attorney’s Office, or in
accordance with the Illinois Compiled Statues. Prior to release, a computer check
through the local system and the Law Enforcement Agency Data System (LEADS) shall
be conducted on every detainee to ensure they have no outstanding warrants.
1.
See attachment D for sending requests to the FBI for fingerprint verification.

OPER.32.7

MASS ARRESTS

In the event of a mass arrest situation, the west sally port may be used to temporarily hold the
additional arrestees. This area may be used only as a temporary holding area until detainees can
be processed and moved to an individual cell or released from custody. All detainees must be
searched prior to being placed in the sally port and continuously monitored.
OPER.32.8
A.

OPER.32.9
A.

RETURNING PROPERTY TO DETAINEES
All property of detainees documented on the Detainee Possession Listing shall be
accounted for and released to the detainee upon his/her release, or transfer to another
agency. The detainee shall be asked to sign the appropriate place on the property form.
1.
If the detainee refuses to sign the Detainee Possession Listing the officer shall
note it on the form. If at any time a detainee reports that property is missing, a
Supervisor shall be notified. This does not include the seizing of property for
evidence, which the detainee may dispute through the proper judicial channels.
2.
The Shift Supervisor shall document and investigate claims of missing detainee
property.
MEDICAL ASSISTANCE
In cases of detainees who complain of, or appear to have minor injuries or illness, an onduty Patrol Supervisor will be contacted. The Supervisor will determine the course of
action to be taken.

B.

In cases of detainees who have serious visible injuries or illness, or complain of an
emergency nature, an ambulance shall be immediately summoned and the on- duty
Supervisor notified.

C.

If the responding paramedics deem that the detainee requires transport to a medical
facility, an officer will be assigned to accompany or follow the ambulance to the facility
and remain with the detainee until released, or hospital detaining arrangements are made
and authorized by a Supervisor.
1.
Police vehicles shall not be used for transportation of detainees for medical
treatment except in an emergency approved by a Shift Supervisor.
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D.

Detainees charged with ordinance or misdemeanor offenses shall be admitted to bail.
1.
Exceptions to this requirement are those crimes whereby bail may not be granted
(Domestic Battery, VOOP, etc.).

E.

In the event a detainee charged with a misdemeanor, to which a Recognizance Bond is
not an option, or a felony, requires medical treatment or is admitted to the hospital the
Deputy Chief of Operations, or a designee, shall be notified.
1.
The on-duty shift supervisor shall apprise the Deputy Chief of Operations of the
situation and a determination will be made as to the need for a police hold and/or
24 hour security.
2.
If after conferring with the Deputy Chief of Operations, and a determination has
been made that 24-hour security is necessary, the Shift Supervisor may place a
police hold on the detainee.
3.
The accompanying officer will document the approval for treatment and/or
admission in the incident report.

F.

A Prisoner Treatment/Special Alert Form shall be completed. A Prisoner
Treatment/Special Alert Form (Attachment C) shall be completed for any detainee that
requires special consideration.

G.

Waukegan Police officers may not authorize a medical provider to bill the City for an
arrestee’s medical costs.
1.

Officers may offer no advice on billing to a medical provider. The officer is
merely present because the patient is in the City’s custody. All billing
arrangements need to be resolved between the patient and the medical provider.

2.

If it is safe to allow, prisoners should be afforded the opportunity to access
insurance cards or health information prior to being transported for medical care.

OPER.32.10
FIRST AID KIT and AUTOMATIC EXTERNAL DIFIBRULATOR (AED)
A first aid kit and AED will be maintained in the Holding Facility in a visible and accessible
location. No sharp or bladed instruments shall be contained therein, nor shall any aerosol
containers.
A.
First aid should be administered as necessary. First aid training will be provided as part
of the Department’s training.
B.

The first aid kit shall be inspected twice a month as part of the Holding Facility
Inspection Report.

OPER.32.11
OBTAINING MEDICAL ASSISTANCE
A sign written in English and Spanish shall be posted in the main detainee processing area with
instructions on how to obtain medical care.
OPER.32.12
A.

PHARMACEUTICALS
If a detainee advises that they are in need of medication for a serious illness, injury, or life
maintenance condition, such medication shall only be dispensed with the approval of the
prescribing physician (i.e.per medication label).
1.
Medication shall be dispensed to a detainee only if it is prescribed to the detainee
by a physician and is in the original container clearly marked with dosage
information.
2.
All administration of medication shall be witnessed by a police officer.
3.
All administration of medication shall be noted on the Prisoner Treatment/Special
Alert Form located with the detainee documents,.
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4.

OPER.32.13
A.

If the medication requires subcutaneous injection, an officer and a Paramedic
shall witness it.
a.
The Paramedic shall handle the disposal of the needle.

DETAINEE RIGHTS
Whenever an individual is in the custody of the Waukegan Police Department, it shall be
the responsibility of the Shift Supervisor, arresting officer, and front desk personnel to
ensure that the following conditions are met:
1.
The detainee, if unable to post bond or be released, shall be afforded a timely
appearance in court.
2.
The detainee’s opportunity for posting bond shall not be impeded.
3.
The detainee shall have confidential access to an attorney.
4.
The detainee has access to a telephone within a reasonable time after arrival.
5.
The detainee is allowed to attempt telephone contact with the appropriate
consulate office.
6.
Signs shall be posted alerting the detainee to any audio monitoring.
7.
Three meals a day shall be provided to all in-custody detainees. Special diets as
prescribed by a doctor will be followed as possible.

OPER.32.14
DETAINEE MAIL AND PACKAGES
Detainees shall not be permitted to receive mail or packages while in the custody of the
Waukegan Police Department.
This order supersedes all previous written and unwritten policies of the Waukegan Police Department on
the above subject.
By order of:

Keith Zupec
Chief of Police - Interim

Attachments A, B, C, D, E, F, G, H, and I
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Attachment A

CITY OF WAUKEGAN

DEPARTMENT OF POLICE
DETAINEE SCREENING FORM

Date
Time
Report Number
Detainee Name
DOB
Street Address
City
State
ZIP
Detainee Emergency Contact Name
Detainee Emergency Contact Address
Officer Observed Behavior Belligerent
Disoriented
Escape attempt
Other (describe)
Visible injuries
Special Consideration Detainees
Combative
Suicidal / Self –
REQUIRES SPECIAL ALERT FORM
Destructive
Check all that apply
Refused Medical Treatment

Bond Court
US Citizen
Gender
Phone
Phone

Extreme
Extreme
Intoxication
Drugged
Required Medical Treatment

Prosthetics

Glasses/Contacts

Diagnosed Heart Condition
Contagious disease (list)
Current Medications (list)
Serious allergies (list)
Other conditions (list)
Arresting
Officer

HIV/AIDS

Tuberculosis
Hepatitis
Diagnosed Mental Condition (list)

Booking
Officer

NO
NO
F

Uncooperative

Medical Questions for Officer to Ask
Check all that apply

ID#

YES
YES
M

Diabetes

Pregnant

ID#
Original to Records

Waukegan Police Department | 101 N. West Street | Waukegan, Illinois 60085 | (847) 599-2500 www.WaukeganIL.gov

ATTACHMENT F

BOOKING PROCEDURE
1.
2.
3.
4.
5.

Log into AEGIS LERMS/Records
Cover Booking tab (on left) with curser and select “add booking”
Click okay “DO NOT ENTER REPORT NUMBER”
Type in subjects name and click the black binoculars to the right
At the bottom of the screen search and see if your subject is already in the system.
a. If the subject is already in the system double click on their name.
i.
If there are multiple entries for the same subject select the name that has an image of a
camera to the left of their name (means they have a photo already in the system).
b. If the subject is not in the system click “new” at the top
i.
Select subject type and click okay.
ii.
Skip to step 7.

6. If the subject is already in the system click on the yellow file folder to the right of the subjects name.
a. Update all the subjects information (top half of screen) or enter anything that is missing: name,
address, telephone number, SSN, Driver’s license number, ethnic origin, race, sex, height,
weight, eyes, hair.
b. Update all the subjects additional information (colored tab portion, bottom half of screen)
i.
Complete as much of the pertinent information as you can.
ii.
The following “NEEDS” to be completed or it may cause errors:
1.
Under Physical Characteristics: Complexation
2.
Under Other Characteristics: Place of Birth
iii.
Once all the information has been updated and added click save and close out of the
screen.
iv.
Skip to step 8.
7. If the subject is not already in the system add all of the subject’s information (top half of screen.
a. Add all the subjects additional information (colored tab portion, bottom half of screen).
i.
Complete as much of the pertinent information as you can.
ii.
The following “NEEDS” to be completed or it may cause errors:
1.
Under Physical Characteristics: Complexation
2.
Under Other Characteristics: Place of Birth, Occupation
iii.
Once all the information has been updated and added click save and close out of the
screen.
8. Complete the top portion of the screen: shift, prisoner type.
a. For shift use PD1 for day shifts and PD 2 for night shifts.
9. Complete the tab portion of the screen (bottom portion of the screen).
a. Origin/Procedures:
i.
Brought In By
ii.
Case ORI: IL0492100 or click the square to the right and select Waukegan Police
Department.
iii.
Case Number
iv.
Procedures: click new
1.
Enter your name or officer that is completing the procedure.
2.
Select procedure: booking, deloused, fingerprinting, mugshots, search, strip
search.
3.
Select Save/New if other procedures need to be added.
a.
For every procedure being conducted it must be entered.
4.
On the last procedure entered click save and not save/new.
b. Charges Tab
i.
Click New
ii.
Click the square next to Statute/Violation
1.
Under field name: select how you want to look up the statue.
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2.
Under Value: type in how you are searching for the statue.
3.
Click Filter at the top to locate statue.
4.
Once the proper statue is located double click on it.
iii.
Click on the blue User Defined tab next to the charges tab NOT the possessions tab.
There are two Charges tabs, select the User Defined tab next to the bottom Charges
tab.
1.
Click the value box next to Arrest Type and select the appropriate category.
2.
Click on the value box next to Charge Penalty Class and select the appropriate
category.
3.
Click Save
4.
Go back and click the Charges tab
iv.
Complete:
1.
Attempt/Commit
2.
Case Tracking ORI
3.
Case Tracking Number/Report Number
4.
Click Save
v.
Add any additional charges utilizing the steps above.
vi.
For each charge the User Defined tab/section needs to be completed or the
booking information will not transfer to “LiveScan!”
c. Housing Tab
i.
Click on cell number the prisoner will be placed in.
ii.
Click “select” at the top.
d. Possessions Tab
i.
Click new
ii.
Complete Possession type: cash, clothing, jewelry, other personal items
iii.
Complete Condition
iv.
Type in the description of the item
1.
If entering cash place the cash value in the description box NOT THE VALUE
BOX.
v.
Complete Location: ROM 1 for booking room
1.
Click the square to the right of Location for other options.
vi.
Complete Container/locker the possessions were placed.
1.
Click the square right to select the proper format needed for the box.
e. User Defined tab (different from the charges user defined tab)
i. Click the value box next to Arrestee Armed With and select the appropriate category.
ii. Click Save
10. Click Save at the top left.
11. Click the”LiveScan” icon.
a. Select the state charges that you want sent to the state (all misdemeanors and felonies).
b. Do not send local ordinance charges or petty offenses to the state.
12. Go back and click the “Possessions” tab.
a. Click on the >> icon and select print to print the subjects possessions page.
i.
On the right to the left of the “help” icon there is the >> icon.
ii.
Print 3 copies: 1 copy for the front desk, 1 copy placed on the cell board, 1 copy
submitted to records
13. Close out of the screen.
14. Complete photos and fingerprinting.

Attachment C
Waukegan Police Department

Prisoner Treatment / Special Alert Form
Report #_______________________

Prisoner name:

Sex:

Date of Birth:

Name of emergency contact for prisoner:

Relation to prisoner:

Phone number:

Date/Time of arrest:

Offense:

Reported injury, illness, medical condition, or indication of mental health episode: (e.g. pregnant, suicidal, heart
condition, etc.)

Action taken:

Name of supervisor notified:

Date/Time:

Officer making notification:

Date/Time:

Treated at Hospital?
Y
N
Officer transporting:

Hospital name:

If treatment refused, check here

From:

To:

Date/Time:

Method of transport

Officer transporting:

From:

To:

Date/Time:

Method of transport

Officer transporting:

From:

To:

Date/Time:

Method of transport

Officer transporting:

From:

To:

Date/Time:

Method of transport

Final release:
Final Release Date/Time:
Released at WPD
Transferred to other LE
agency
Officer releasing/transferring from
Receiving Officer
Waukegan PD:

Receiving Officer Agency

**Copy of this form goes to agency of transfer**
This prisoner has a condition that warrants specific instructions:

This prisoner has prescribed medications: (list medications)

List date/time administered
Original goes to Records

Supervisor’s Signature: ______________________________
WPD General Orders Manual
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Attachment D

CITY OF WAUKEGAN

DEPARTMENT OF POLICE
FAX
To:

PROUDLY SERVING THE COMMUNITY SINCE 1859

F.B.I. Special Processing

Fax #: 304-625-5587

Date:

Time:
Fingerprint ID Division

Attn:
From:

Waukegan Police Department

Phone: 847-599-2608
WPD Fax: 847-360-9164

Officer:
___
___
___
_X_

Urgent
Per Your Request
Original Being Mailed
Request For Information

___ For Your Information
___ Routine Report
___ Call Sender Upon Receipt

Number of pages including this cover sheet:
Message: I respectfully request assistance with identifying the
subject whose fingerprints are attached. Suspected identity is as
follows:
Name:
Date of Birth:
Case Number:
Agency ORI: 0492100

Original to Records

____________________________________________________________________________________
Waukegan Police Department | 101 N. West Street | Waukegan, Illinois 60085 | (847) 599-2500
www.WaukeganIL.gov

ATTACHMENT D

FBI VERIFICATION PROCEDURE
1.

Subject needs to be ink printed on yellow card or if subject is booked and printed on
Identix/Live Scan the Identix/Live Scan fingerprint print out can be used. Ink prints are
usually clearer for the FBI to classify.

2.

Take the fingerprints to the front desk or lineup room copier.

3.

Scan and email the fingerprints to your work email.
a. Place the fingerprints face down on the copier glass.
b. Press the FAX/SCAN button.
c. Find your email address in the ADDRESS BOOK tab or type your email address in by
selecting the DIRECT INPUT tab. If using DIRECT INPUT select the email icon, enter
your work email address and select OKAY (bottom right of screen).
d. Press start

4.

Remove fingerprints from the copier and check your work email.
a. Open and save the emailed fingerprints onto the computer desktop or “H” drive.

5.

Complete FBI Fax Form located on the “J” drive (Waukegan Documentation, Forms) and
save it onto the computer desktop or “H” drive.

6.

Send an email to SPC@LEO.GOV stating “I am attempting to confirm the identity of the
attached subject. Please confirm you have received this email with attachments”.
a. Attach the completed FBI Verification Fax Form
b. Attach the fingerprints

7.

Once the fingerprints are verified the FBI will fax the FBI fingerprint verification form to
Communication’s.

8.

If the FBI fingerprint verification form is not received in two hours send an email to
SPC@LEO.GOV asking for a status update on your request.

ATTACHMENT F

BOOKING PROCEDURE
1.
2.
3.
4.
5.

Log into AEGIS LERMS/Records
Cover Booking tab (on left) with curser and select “add booking”
Click okay “DO NOT ENTER REPORT NUMBER”
Type in subjects name and click the black binoculars to the right
At the bottom of the screen search and see if your subject is already in the system.
a. If the subject is already in the system double click on their name.
i.
If there are multiple entries for the same subject select the name that has an image of a
camera to the left of their name (means they have a photo already in the system).
b. If the subject is not in the system click “new” at the top
i.
Select subject type and click okay.
ii.
Skip to step 7.

6. If the subject is already in the system click on the yellow file folder to the right of the subjects name.
a. Update all the subjects information (top half of screen) or enter anything that is missing: name,
address, telephone number, SSN, Driver’s license number, ethnic origin, race, sex, height,
weight, eyes, hair.
b. Update all the subjects additional information (colored tab portion, bottom half of screen)
i.
Complete as much of the pertinent information as you can.
ii.
The following “NEEDS” to be completed or it may cause errors:
1.
Under Physical Characteristics: Complexation
2.
Under Other Characteristics: Place of Birth
iii.
Once all the information has been updated and added click save and close out of the
screen.
iv.
Skip to step 8.
7. If the subject is not already in the system add all of the subject’s information (top half of screen.
a. Add all the subjects additional information (colored tab portion, bottom half of screen).
i.
Complete as much of the pertinent information as you can.
ii.
The following “NEEDS” to be completed or it may cause errors:
1.
Under Physical Characteristics: Complexation
2.
Under Other Characteristics: Place of Birth, Occupation
iii.
Once all the information has been updated and added click save and close out of the
screen.
8. Complete the top portion of the screen: shift, prisoner type.
a. For shift use PD1 for day shifts and PD 2 for night shifts.
9. Complete the tab portion of the screen (bottom portion of the screen).
a. Origin/Procedures:
i.
Brought In By
ii.
Case ORI: IL0492100 or click the square to the right and select Waukegan Police
Department.
iii.
Case Number
iv.
Procedures: click new
1.
Enter your name or officer that is completing the procedure.
2.
Select procedure: booking, deloused, fingerprinting, mugshots, search, strip
search.
3.
Select Save/New if other procedures need to be added.
a.
For every procedure being conducted it must be entered.
4.
On the last procedure entered click save and not save/new.
b. Charges Tab
i.
Click New
ii.
Click the square next to Statute/Violation
1.
Under field name: select how you want to look up the statue.
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2.
Under Value: type in how you are searching for the statue.
3.
Click Filter at the top to locate statue.
4.
Once the proper statue is located double click on it.
iii.
Click on the blue User Defined tab next to the charges tab NOT the possessions tab.
There are two Charges tabs, select the User Defined tab next to the bottom Charges
tab.
1.
Click the value box next to Arrest Type and select the appropriate category.
2.
Click on the value box next to Charge Penalty Class and select the appropriate
category.
3.
Click Save
4.
Go back and click the Charges tab
iv.
Complete:
1.
Attempt/Commit
2.
Case Tracking ORI
3.
Case Tracking Number/Report Number
4.
Click Save
v.
Add any additional charges utilizing the steps above.
vi.
For each charge the User Defined tab/section needs to be completed or the
booking information will not transfer to “LiveScan!”
c. Housing Tab
i.
Click on cell number the prisoner will be placed in.
ii.
Click “select” at the top.
d. Possessions Tab
i.
Click new
ii.
Complete Possession type: cash, clothing, jewelry, other personal items
iii.
Complete Condition
iv.
Type in the description of the item
1.
If entering cash place the cash value in the description box NOT THE VALUE
BOX.
v.
Complete Location: ROM 1 for booking room
1.
Click the square to the right of Location for other options.
vi.
Complete Container/locker the possessions were placed.
1.
Click the square right to select the proper format needed for the box.
e. User Defined tab (different from the charges user defined tab)
i. Click the value box next to Arrestee Armed With and select the appropriate category.
ii. Click Save
10. Click Save at the top left.
11. Click the”LiveScan” icon.
a. Select the state charges that you want sent to the state (all misdemeanors and felonies).
b. Do not send local ordinance charges or petty offenses to the state.
12. Go back and click the “Possessions” tab.
a. Click on the >> icon and select print to print the subjects possessions page.
i.
On the right to the left of the “help” icon there is the >> icon.
ii.
Print 3 copies: 1 copy for the front desk, 1 copy placed on the cell board, 1 copy
submitted to records
13. Close out of the screen.
14. Complete photos and fingerprinting.

ATTACHMENT G

PHOTOGRAPH PROCEDURE
1.

Locate dry erase board and write down:
a. Report number
b. Last name, first name
c. Date of birth

2.

Remove camera from case and turn it on.

3.

Have subject stand in front of the blue background. The picture could be used for
identification and photo line-up purposes in the future so make sure the picture is taken with
these considerations in mind.
a. Do not take picture if subject is uncooperative
b. No jewelry
c. No mask/face covering
d. No hair covering their face
e. Normal front and side facial expression
f.
If subject wears glasses take a front and side picture with glasses and a front and side
picture without the glasses.

4.

Three photographs will be taken.
a. Photo 1: subject facing forward holding the labeled dry erase board in front of their
chest.
b. Photo 2: subject facing forward without dry erase board.
c. Photo 3: subject turned to their left for a side profile photograph.

5.

Turn off camera and place it back in the case.

6.

Clean off dry erase board.

ATTACHMENT H

FINGERPRINT PROCEDURE
1. If needed log into fingerprint computer
a. Username: wpd
b. Password: fingerprint
2. Locate your subjects name and double click on the name.
3. Click Start
4. Make sure all the yellow boxes are completed.
5. Click “Arrest” on the right of the screen or press the F3 key.
6. Make sure all the yellow boxes are completed.
7. Click “Charge” on the right of the screen or press the F4 key.
8. Make sure all the yellow boxes are completed.
9. Click “Additional Info” on the right of the screen or press the F5 key.
10. Make sure all the yellow boxes are completed.
11. Click “Save” or press the F11 key.
12. Follow the prompts for fingerprinting
a. Use the mouse or the foot pedals to enter.
13. Palm print sequence:
a. Palm
b. Upper Palm
c. Side of palm
d. Once completed click “Confirm”.
14. Right hand fingerprint sequence:
a. Flat right thumb
b. Flat right four fingers
c. Roll right index, middle, ring and little fingers (use bottom left corner of fingerprint
glass screen)
15. Left hand fingerprint sequence:
a. Flat left thumb
b. Flat left four fingers
c. Roll left index, middle, ring and little fingers (use bottom left corner of fingerprint
glass screen)
16. Click “Confirm”
17. Click “Send”
18. Click “Print” and select:
a. Arrest Agency
b. States Attorney
c. Circuit Clerk
d. State police Bureau of Identification
19. Leave program open or click “Logout”

19TH

Judicial Circuit Court
Adult Probation & Pretrial Services
Lake County, Illinois

Attachment I

215 West Water Street
Waukegan, Illinois 60085
Main: 847-377-4506
847-377-4509
TDD: 847-360-2783

Law Enforcement Agency
In Custody Information Report for Bond Court
Booking Date:

Booking Time:

Defendant Name:
Last Name

First Name

MI

Defendant Cell Phone Number :
Defendant Gender:

Defendant Race/Ethnicity:

Choose M/F

Choose Ethnicity

Defendant Date of Birth:

Does Defendant require Interpreter? :

Select

If Yes, specify language :
All charges for which the defendant will be appearing:

Please save the Law Enforcement Agency(LEA) form to your device and attach it to
an email and send to: Pretrial-PolicePortal@lakecountyil.gov. Please contact the PreTrial
Office at 847-377-4506 or 847-377-4509 with any questions.
Thank you for your cooperation.
Officer:

Agency:

Please indicate the location of defendant for hearing :

Choose Location

WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – OPER.33
Subject: Front Desk Operations
Effective: June 28, 2021

OPER.33.1
OPER.33.2
OPER.33.3
OPER.33.4
OPER.33.5
PURPOSE

Desk Officer Responsibilities
Prisoner / Cell Checks / Booking
Room
Prisoner Meals
Front Desk Reports
Vehicle Releases

Revised: June 17, 2021
Revised: January 14, 2021
Original: October 1, 2020

OPER.33.6
OPER.33.7
OPER.33.8
OPER.33.9
OPER.33.10

Visitor Sign-in
Civilians at the Front Desk
Citizen Complaints
Information Regarding People in
Custody
Shift Supervisor Responsibilities

Provide quality customer service to walk-in and phone-in customers while ensuring that the holding facility
is monitored for safety and proper processing.

OPER.33.1
A.
B.

C.
D.
E.

Desk Officer Responsibilities

The first priority of the front desk officer is to ensure that the jail area and its prisoners are being
monitored properly.
Health and safety of the detainees.
1.
Prisoner meals
2.
Prisoner/cell checks
Second priority is walk-in reports.
The third priority is answering the phone calls.
Other duties include, but are not limited to:
1.
Booking log (New World LERMS).
2.
Vehicle releases (see OPER.33.5).
3.
Visitor check-in (see OPER.33.6)
4.
Civilians at Front Desk(see OPER.33.7)
5.
Proper routing of Citizen Complaints (see OPER.33.8).
6.
Providing appropriate prisoner information over phone (see OPER.33.9).
7.
Take, secure, and deposit bonds (see OPER.32).
8.
Provide for the housing of outside agency holds.

OPER.33.2

Prisoner / Cell Checks / Booking Room

A.

Arrestees should not be handcuffed to the bench and left unattended for more than 15 minutes.
The arrestee must be placed in a jail cell if being left unattended for more than 15 minutes. If a
situation arises where an arrestee might need to be handcuffed for longer than 15 minutes,
notification must be made to a supervisor.

B.

Prisoners are checked to ensure their safety (medical needs, fed, blanket, etc.) every 30 minutes.
Officers must complete the Cell Check Log (see Appendix A).

C.

To supplement the supervision of detainees, the holding facility is equipped with a system to
facilitate the electronic monitoring (video and audio) (including detainee emergency needs) of the
holding facility by the front desk officer. There is also a monitoring system for the juvenile holding
cell. Front desk officers shall follow the Detainee Surveillance section of General Order
OPER.31.6.
1.
When a subject is placed in a cell(s), the front desk officer will monitor the occupied
cell(s) on the monitor, when feasible. This will be in addition to the required cell checks.

D.

Suicidal Subject or Juvenile Prisoner checks will be checked every 15 minutes using the Juvenile
/ Suicidal Form (see Appendix B and C).

E.

If a prisoner requests medical treatment, a supervisor shall be contacted immediately. If rescue
is called to booking room, a Prisoner Treatment / Special Alert Form (see Appendix D) shall be
WPD General Orders Manual
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completed. If the prisoner is transported by WFD, the form must be completed by the officer who
is accompanying the prisoner to and from the hospital.
1. If prisoner is admitted for extended treatment and officer is not staying with arrestee, the
form will be returned and placed on the booking room Prisoner Board. The completed
form and copies of medical discharge paperwork must be turned in to a shift supervisor
when prisoner is returns from hospital. Original Medical Discharge paperwork will be
placed in with the prisoner’s property.
2. Hospital Hold property will be held in a locker within the booking room until the subject is
released. A magnet labeled “hospital hold” will be placed in that locker.
F.

The officer placing an arrestee into a cell is responsible for ensuring that prisoner has a clean
blanket and toilet paper. Clean blankets and toilet paper will be stored in cell 16.

G.

During the prisoner check, the booking area shall be checked ensuring prisoner property or
unauthorized items (OPER.31) are not left on desks or on the floor. In the event of found
property or unauthorized property, the items must be properly handled or a supervisor notified.

H.

The prisoner board shall be checked, to make sure the amount of paperwork matches the amount
of prisoners housed.

I.

The prisoner locker area shall be checked, making sure prisoner property is not left outside the
lockers.

OPER.33.3
A.

Prisoner meal times
1.
Breakfast is ordered at 0900 hours.
2.
Lunch is ordered at 1300 hours.
3.
Dinner is ordered at 1830 hours.
4.
Extra meals may be ordered under unique circumstances and should have supervisor
approval.
5.
Prisoner meals should be ordered from McDonald’s. If McDonald’s is closed, supervisor
permission is needed to order from other available options.
a.
Officers must sign their name and P number to the receipt.
6.
Contact should be made with the restaurant to ensure delivery.
a.
Meals will only be picked up by an officer if no other arrangements can be made
or the restaurant does not provide delivery service.
7.
The receipt shall be checked to ensure the correct number of meals have been
delivered and the delivery fee is accurate.
a.
If an officer picked up the meal, the receipt shall be checked to ensure the
delivery fee WAS NOT added. If it was, notification to a shift supervisor should
be made.
b.
Forward receipt to the Chiefs’ Office.

OPER.33.4
A.

Prisoner Meals

Front Desk Reports

Walk-in reports. This responsibility is the second priority while working the front desk. Walk-in
reports shall be taken by the officer assigned to the front desk for the current shift.
1.

2.

3.

If there are three or more customers, each waiting to make a separate report, the front
desk officer may notify a supervisor. The supervisor may assign an additional officer to
assist.
In the event a time consuming report comes into the front desk (Domestic Violence where
both parties are present, Sexual Assault, Sexual Abuse, Warrant, etc.), the front desk
officer may notify a shift supervisor about having an additional officer assist.
Some reports should not be taken at the front desk. An example of a report that should
not be taken is a residential burglary since photographs need to be taken and the area
needs to be canvassed. Several factors should be considered:
a.
b.

Can the desk officer coordinate with the officer at the scene?
Is there evidence that needs to be collected?

WPD General Orders Manual
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c.

The recency of the incident.

B.

Phone-in reports. If the front desk officer has multiple people waiting and/or multiple reports
waiting to be completed, the front desk officer shall still answer the phone. The front desk officer
may suggest using the online reporting system if the report qualifies (see OPER.29). If the
complainant is unable to make an online report, the front desk officer will ask for a name and
phone number to call the subject back. The officer taking the phone message shall make every
attempt to call the subject back.
1.
If the front desk officer is unable to call the subject back, it will be that officer’s
responsibility to pass the information to the next front desk officer.

C.

Online Reporting. Front desk officers will follow OPER.29.1.F.1 in reference to referring citizens
to online reporting.
1.
A sign is posted at the entrance (door #5) of the front desk detailing the online reporting
guidelines.
2.
If a person is unwilling or is unable to make and online report, officers working the front
desk will take the report.
a.
In some cases, the officer working the front desk may receive a request for a
report that would not normally be completed by an officer. In those cases, the
officer should make notification to a supervisor.

OPER.33.5
A.

The Front Desk Officer will have the paperwork and procedures to released vehicles from City
Tow Yards when the Traffic Division is closed, but when the tow yards are open for business.
The release procedure will be on Saturday’s from 0900 hours until noon, or special holidays when
tow companies are open. All other requests for Vehicle Releases should be sent to the traffic
division.

OPER.33.6
A.

B.
C.
D.

Information regarding people in custody

If someone calls to inquire about a subject who is in custody the only information that may be
passed along is:
1.
Yes. If “Yes” and if there is bond, that may be relayed.
2.
No. In that case, no further action needed.

OPER.33.10
A.

Citizen Complaints

If a citizen or prisoner wants to file a complaint on an officer, request a shift supervisor to come to
the station while subject waits. The front desk officer cannot take complaint, or turn a complaint
away. Complainants can also be directed to the City website where they may file a complaint.
That link is http://www.waukeganil.gov/index.aspx?nid=438

OPER.33.9
A.

Civilians at the Front Desk

No civilians may be left unattended at front desk, unless approved by front desk officer or shift
supervisor.
Do not leave personal items out in plain view when civilians are present (phone, books, food,
etc.).
Civilians shall wait in lobby when possible (waiting for detectives, reports, complaints, bonds, etc.)
Video monitoring of prisoners should not be visible to civilians.

OPER.33.8
A.

Visitors

Any civilian that is entering the Police Department will need to be escorted by a Police
Department employee to the area they have business with. Outside law enforcement personnel
are not required to be escorted but may be escorted as a courtesy.

OPER.33.7
A.

Vehicle Releases

Shift Supervisor Responsibilities

At the beginning of each patrol shift, an on-coming shift supervisor will:
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1.

Check the front desk area for any property.
a.
If property is found, the supervisor will attempt to determine whose property it is
and if the property should be placed into evidence.

2.

Check for, and properly complete, any bonds left from the previous shift.

3.

Perform a walk-through of the booking area to ensure no property is left on the desks or
the floor.
a.
If property is found, the supervisor attempt to determine whose property it is and
if the property should be placed into evidence for storage.

B. At the end of each patrol shift, an out-going shift supervisor will:
1.
2.
3.
4.
5.

Complete the tasks listed in OPER.34
Verify currently housed prisoners have been entered into New World LERMS/Booking.
Verify prisoners that have been released have been released in New World
LERMS/Booking.
Sign the Cell Check Log for the shift and forward it to the Chiefs’ Office.
Check the prisoner lockers to ensure the following:
a.
DCNs on citations.
b.
If prisoner is going to bond court:
i.
Lake County Booking sheet completed.
ii.
Copies of domestic forms are in locker.
iii.
Fingerprint copy #3 is in the locker.
iv.
All property is bagged.

This order supersedes all previous written and unwritten policies of The Waukegan Police Department on the
above subject.

By order of:

Wayne Walles
Chief of Police
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Appendix A

Adult Cell Check Log
Must be checked every 30 minutes
Date: __________
Actual Time
of Check

# of
Males

# of
Females

Meals
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N

Condition

Notes

Officer Name
& ID#

Day Shift
Supervisor: ____________________
Original in Chief’s Basket
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Adult Cell Check
Must be checked every 30 minutes
Actual Time
of Check

Date:

# of
Males

# of
Females

Meals
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N

Condition

Notes

Officer Name
& ID#

(00:00 – 06:00)
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N

Night Shift
Supervisor: ____________________
Original in Chief’s Basket
WPD General Orders Manual
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Appendix B

Self-destructive/Suicidal Detention Check Log
Must be checked every 15 minutes
(Each Self-destructive/Suicidal detainee held in secure detention must have own detention check log)

Detainee’s Name: ____________________
D.O.B.: __________
Age: _____ Sex: _____ Report #: __________
Date

Actual Time
of Check

Meals
Y/N

Condition

Notes

Officer Name
& ID#

Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N
Y/N

Supervisor: ____________________
Original in Chief’s Basket
WPD General Orders Manual
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Appendix C

Juvenile Holding Cell
Secure Detention Log

Must be checked every 15 minutes

(Each juvenile held in secure detention must have their own detention check log)

Juvenile’s Name: ______________ D.O.B.: ___________ Age: _____
Sex:____ Report #: __________ Offense:_______________________
**************Note Location Juvenile is Held:***************
LOCATION CODES:

Date

Time of
Check

1 = Interview 1 2 = Interview 2
3 = Interview 3 4 = Interview 4
5 = Interview 5 O = Other (List in Notes)
HC = Juvenile Holding Cell
LOCATION
(See Codes)

WPD General Orders Manual

Meal
Y/N
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y

/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/

Condition

Officer
ID#

Notes

N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
OPER.34 – Front Desk procedures
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Y / N
Y / N

Page 2 – Complete reverse side first
Date

Time of
Check

LOCATION
(See Codes)

Meal
Y/N
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y

/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/

Condition

Officer
ID#

Notes

N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N
N

Supervisor: ____________________

Rev. 9/19

Original in Chief’s Basket
WPD General Orders Manual
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Waukegan Police Department

Appendix D
Prisoner Treatment / Special Alert Form
Report #_______________________

Prisoner name:

Sex:

Date of Birth:

Name of emergency contact for prisoner:

Relation to prisoner:

Phone number:

Date/Time of arrest:

Offense:

Reported injury, illness, medical condition, or indication of mental health episode: (e.g. pregnant, suicidal, heart
condition, etc.)

Action taken:

Name of supervisor notified:

Date/Time:

Officer making notification:

Date/Time:

Treated at Hospital?
Y
N
Officer transporting:

Hospital name:

If treatment refused, check here

From:

To:

Date/Time:

Method of transport

Officer transporting:

From:

To:

Date/Time:

Method of transport

Officer transporting:

From:

To:

Date/Time:

Method of transport

Officer transporting:

From:

To:

Date/Time:

Method of transport

Final release:
Final Release Date/Time:
Released at WPD
Transferred to other LE
agency
Officer releasing/transferring from
Receiving Officer
Waukegan PD:

Receiving Officer Agency

**Copy of this form goes to agency of transfer**
This prisoner has a condition that warrants specific instructions:

This prisoner has prescribed medications: (list medications)

List date/time administered in medication log

Original goes to Records

Supervisor’s Signature: ______________________________
WPD General Orders Manual
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Appendix E

Frequently Used Phone Numbers
City of Waukegan
Code Compliance--------Public Works-------------Graffiti Hotline----------Fire Dept.----------------Maintenance---------------

847-625-6860
847-360-0944
847-604-2841
847-599-6336
847-376-0394
City Hall

Outside Misc
Aftermath----------------866-942-6583
Safe Place----------------847-249-5147
Center for Disease Control—888-232-6348
Cook County Jail-------312-443-0587
DCFS ------------------800-25abuse
Kenosha Sheriff----------262-605-5001
Rape Hotline-------------847-872-7799
Vista East-----------------847-360-3000
North Chicago PD-------847-596-8774
Zion PD------------------847-872-8000
Gurnee PD---------------847-599-7000
Park City PD------------847-662-2135
Lake County
Branch Court-------------Circuit Clerk-------------Coroner-------------------Depke Center------------Eviction Division-------Felony Review-

Prisoner Meals
Sunset House(CO approval) 847-336-7773
GoJos-------(CO approval) 847-623-1300
McDonalds -------------847-244-6280
Taxi
303 -------------I Ride-------------------Yellow Cab ------------Speedy Cab -------------Flash Cab-----------------

847-249-8294
847-689-1050
847-662-4114
847-623-6332
847-693-4211

Towing
Lake County Towing--Whitmore’s Towing----Wreckers------------------

847-623-3020
847-623-7080
847-249-3377

847-377-3500
847-377-2400
847-377-2200
847-377-7875
847-377-4400

B4 5pm 847-377-3025
After 5pm 847-309-4908

Health Dept.-------------Jail Booking-------------Police only---------Parole---Adult----------Juvenile---------LCSO Dispatch----------State’s Attorney---------Warrant’s Division ------

WPD General Orders Manual

847-377-8000
847-377-4188
847-377-4491
847-377-4504
847-377-7800
847-377-5200
847-377-3000
847-377-4300
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – OPER.34
Subject: Application of Spit Hood
Effective: October 7, 2021
OPER.34.01
OPER.34.02
OPER.34.03

Revised:
Revised:
Original: July 22, 2021

SPIT HOOD DESCRIPTION
SPIT HOOD UTILIZATION
SPIT HOOD LIMITATIONS

PURPOSE
The objective of this General Order is to establish a policy for the utilization of spit hoods/masks used on
persons when they exhibit spitting or biting behavior, or threaten or attempt to spit or bite.
DEFINITION
Spit Hood: Temporary devices designed to prevent the wearer from biting and or transferring fluids such
as saliva and mucous to others.
OPER.34.01
SPIT HOOD DESCRIPTION
A.
The Waukegan Police Department utilizes the MTR Spit Hood. A spit hood is made of a mesh
material as to not impede breathing or sight.
OPER.34.02
SPIT HOOD UTILIZATION
A.
Spit hoods may be placed upon persons in custody when the subject demonstrates a spitting or
biting behavior, or threatens or attempts to spit or bite someone.
1.
They are generally used during application of a physical restraint, while the person is
restrained, or during or after transport.
2.
The spit hood may be left on as long as the officer reasonably believes that the subject
remains a spitting hazard.
B.
When a spit hood is utilized, a Prisoner Treatment Form will be completed.
C.
A subject may not be left unattended while wearing a spit hood.
1.
Officers should provide assistance during the movement of restrained individual(s)
wearing a spit hood.
2.
Nothing other than the elastic in the spit hood should be used to hold the spit hood in
place (no ropes, strings, hands, etc.).
OPER.34.03
SPIT HOOD LIMITATIONS
A.
Spit hoods should not be used when in situations where the subject is bleeding profusely from the
area around the mouth or nose.
B.
Spit hoods should not be used when the subject has difficulty breathing or vomiting.
1.
If the subjects vomits while wearing a spit hood, the spit hood should be promptly
removed and discarded.
2.
If the subject again demonstrates a spitting or biting behavior as defined above, a new
spit hood may be applied.
C.
Officers should not grab the neck area while the subject is wearing a spit hood.
D.
Spit hoods may not be reused.
This order supersedes all previous written and unwritten policies of The Waukegan Police Department on the
above subject.
By order of:

Wayne Walles
Chief of Police
WPD General Orders Manual
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – OPER.41
Subject: COURT APPEARANCES / NOTIFICATION
Effective: October 7, 2021

OPER.41
OPER.41.1
OPER.41.2
OPER.41.3
OPER.41.4

POLICY
COURT LIAISON
COURT NOTIFICATION SYSTEM
COURT APPEARANCES
REMOTE COURT
APPEARANCES

Revised: August 25, 2021
Revised: May 1, 2009
Original: March 1, 2002

OPER.41.5
OPER.41.6
OPER.41.7

COURT NOTIFICATION FORM
COURTROOM ATTIRE
FEES FOR COURT
APPEARANCES

PURPOSE
The purpose of this order is to establish guidelines and procedures for court appearances, court attire, and
weapons in the courtroom.
OPER.41
POLICY
It is the policy of the Department to ensure that members who are notified to appear in court for
prosecution of cases do so without unnecessary appearances. It is also the policy of the Department to
maintain a standard procedure for notification of members for court appearances.
OPER.41.1
A.

COURT LIAISON
The Chief, or the designee, will assign a sworn or civilian member of the Police Department
to the position of Court Liaison. The duties of the Court Liaison include, but are not limited
to:
1.
Act as a liaison between the Department, the Lake County State’s Attorney’s
Office and the City Attorney.
2.
Work in conjunction with Records Division personnel to assure the timely
notification of required court appearances and dissemination of subpoenas.
3.
Receive and log the Court Notification Forms (Attachment A).
4.
Follow policy on disciplinary procedure for infractions of court policies.

OPER.41.2
A.

COURT NOTIFICATION SYSTEM
The State’s Attorney’s Office will direct all notifications for court appearances to the Court
Liaison and/or his/her designee. In the event that the State’s Attorney’s Office bypasses the
Court Liaison, and the officer receives the subpoena without the e-mail confirmation, the
officer will deliver the subpoena to the Court Liaison or designee for entry into the system.

B.

Officers will acknowledge the receipt of subpoenas, e-mails, and other notices of court
appearances via e-mail on the date of receipt.

C.

Officers will follow the instructions that are on the subpoena.

OPER.41.3
A.

COURT APPEARANCES
Officers will appear in court at their appointed time. Unexcused tardiness will not be
tolerated.

B.

Signing in and out of Branch Court will take place at the Branch Courtroom.

C.

Off duty officers who are attending court, after being subpoenaed or notified of a court
appearance will notify the communications upon arrival at court and upon completion of their
court appearance.

WPD General Orders Manual
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D.

Shift supervisors will conduct periodic inspections of officers reporting to court.

E.

To ensure that proper procedures are maintained and followed, the Shift supervisors may use
the Court Attendance Log to confirm attendance.

F.

Should extenuating circumstances exist that prevent an officer from following the above
listed procedures, that officer will, as soon as possible, contact Shift supervisor(s) explaining
the details for the deviation from procedure.

OPER.41.4

A.

REMOTE COURT APPEARANCES
Officers will appear for court at their appointed time. Unexcused tardiness will not be tolerated.

B.

Officers should follow the procedures specified by the Courts to log in for their court appearance
including but not limited to:
1.
Proper Courtroom attire (see OPER.41.6).
2.
If attending in a vehicle, the vehicle must be stationary and not in operation.
3.
The electronic device used for the remote court appearance must be on and the officer
must be available to testify.
4.
If attending a remote court appearance in a public or in a common area, a headset with a
microphone should be used.

C.

Should extenuating circumstances exist that prevent an officer from following the listed
procedures, that officer will, as soon as possible, contact Shift supervisor(s) explaining the
details for the deviation from procedure.

OPER.41.5

COURT NOTIFICATION FORM

A.

If an officer is going to be on vacation/holiday and not available for his/her court date(s) it is
his/her responsibility to complete the Court Notification Form (Attachment A) and forward it to
the Court Liaison at least two weeks prior to the date they are unavailable.

B.

The Court Notification Form is to be completed in cases of vacation/holiday, sickness, Family
Medical Leave (FMLA), duty injury, or any foreseen emergency that would prevent the officer
from attending court. In the case of Day Shift personnel, if they are working and busy on a
call, it is the officer’s responsibility to notify a shift supervisor and make him/her aware that
he/she is supposed to be in court.

C.

In the event that an officer needs to use benefit time on short notice, it will be the
responsibility of the officer to make the proper notification to the State’s Attorney’s office or
the prosecutor handling their case.

OPER.41.6

COURTROOM ATTIRE

A.

All Waukegan Police Department personnel will comply with the standard courtroom attire.
Officers who are notified of an emergency appearance where no previous notification was made
will be able to wear their “uniform of the day” or plain clothes in order to comply with the court
appearance.

B.

Courtroom attire, as indicated below, will be worn for all court appearances whether onduty or off-duty.
1.

Male Personnel
a.
Uniform of the day
i.
Class A
ii.
Class B
iii.
Inner belt, firearm, and handcuffs may be worn in lieu of the duty belt.
b.
Professional business attire.
i.
Suit and Tie.
ii.
Sport coat, dress slacks, shirt and tie.
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C.

OPER.41.7
A.

2.

Female Personnel
a.
Uniform of the day
i.
Class A
ii.
Class B
iii.
Inner belt, firearm, and handcuffs may be worn in lieu of the duty belt.
b.
Professional business attire.
i.
Dress
ii.
Dress blouse with skirt or slacks, and coat
iii.
Suit

3.

Specialty division personnel will have to comply with the above courtroom attire and
may not wear their division specific attire unless called to testify while working an
assignment. Officers who are notified of an emergency appearance where no
previous notification was made will be able to wear their division specific attire or
plain clothes in order to comply with the court appearance.

4.

Officers working in special divisions shall maintain a Uniform of the Day in their
Department-assigned locker for situations that dictate proper courtroom attire.

All Supervisors are to follow through on inspections of their officers to ensure compliance
with this order.
FEES FOR COURT APPEARANCES
Any officer receiving court appearance fees, witness fees, or deposition fees from any
attorney, law firm, or insurance company, as a result of his/her official duties as a
Waukegan Police Officer, shall immediately turn all such fees over to the Office of the
Chief of Police.

This order supersedes all previous written and unwritten policies of the Waukegan Police Department
on the above subject.
By order of:

Chief of Police
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Attachment A

CITY OF WAUKEGAN

DEPARTMENT OF POLICE
PROUDLY SERVING THE COMMUNITY SINCE 1859

COURT NOTIFICATION FORM
Date:
To:

Lake County State’s Attorney’s Office
Lake County Court – Branch 1
WPD Records Division

From:
Re: Court Absence Period
Please be advised that I will be unavailable for any court appearances during the dates listed
below. All cases scheduled for this time period should be rescheduled if I am needed to testify.
I can be contacted before the effective date of my absence at:
(primary phone) or
Specific cases only:
Court Date:

Defendant:

Court Room:

Court Date:

Defendant:

Court Room:

Court Date:

Defendant:

Court Room:

Reason for Absence: Illness / Injury
Training / School
Benefit Time
Officer’s signature:

Received by:

Dates unavailable:
Dates unavailable:
Dates unavailable:
Date:

Date received:

Note: It is the officer’s responsibility to make proper notification at least 2 weeks in advance of
either the affected court date or the scheduled time-off. Notification must be made for specific
cases where the officer has been subpoenaed and will be absent. Officer on light-duty are not
exempt from court appearances. Non-departmental phone numbers are not required but may be
helpful.
Waukegan Police Department | 101 N. West Street | Waukegan, Illinois 60085 | (847) 599-2500
www.WaukeganIL.gov

Attachment B

CITY OF WAUKEGAN

DEPARTMENT OF POLICE
PROUDLY SERVING THE COMMUNITY SINCE 1859

Instructions for Branch Zoom
From Squad Car or Department Computer:


Remove tape covering the camera (centered above screen) and make sure the lens is clean.

Using Google Chrome, use the following website:
https://19thcircuitcourt.state.il.us/2217/Daily-Remote-Court-Session-Schedule-PCA

____________________________________________________________________________________
Waukegan Police Department | 101 N. West Street | Waukegan, Illinois 60085 | (847) 599-2500
www.WaukeganIL.gov

Click on the “Windows” icon to see if Zoom is already downloaded on the computer. If you
scroll down you should see “Zoom”. You will launch the app, put in the Meeting ID and
Password when asked.

If you do not see Zoom, you will have to download the app by clicking “Join Now”

At the bottom of the page will be a link to download the app. Once downloaded, follow the
directions above to join the meeting.
If you are using your home computer or your cell phone, the directions are the same, with the
exception of removing the tape from the camera.
When asked, put in your name, “Join with Video”, and “Use Computer Audio”. Open up the
chat, find the city prosecutor’s name, and let the city prosecutor know you are present.

WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – OPER.42
Subject: PATROL ADMINISTRATION
Effective: April 4th, 2022
OPER.42.01
OPER.42.02
OPER.42.03
OPER.42.04
OPER.42.05
OPER.42.06
OPER.42.07

Revised: March 21, 2022
Revised: November 10, 2021
Original: March 18, 2008

PATROL COVERAGE
PATROL ASSIGNMENTS
ROLL CALL PROCEDURES
PATROL VEHICLES
SPECIAL PURPOSE VEHICLES
DEPARTMENT OWNED VEHICLES
WORK BREAKS (LUNCH/POST)

PURPOSE
The purpose of this policy is to establish guidelines for providing continuous patrol coverage,
dissemination of information to patrol shifts, and general administrative responsibilities for patrol shifts.

POLICY
It is the policy of the Waukegan Police Department to recognize patrol as the primary law enforcement
function of the Department. Patrol is a generalized function in which officers engage in a wide variety of
activities. The manner in which patrol officers carry out their responsibilities affects, not only the quality of
justice, but also because patrol operations generally involve uniformed personnel in conspicuously
marked vehicles, citizen perceptions of law enforcement, local government, and the criminal justice
system are impacted as well.
OPER.42.01

PATROL COVERAGE

A.

To provide continuous 24-hour patrol coverage, the Department overlaps shift changes. Officers
attend roll call at the beginning of their tour of duty, and are available for immediate assignment
as necessary.

B.

There are four (4) shifts for the Police Department. The Dayshift 1 (D1) and the Dayshift (D2)
start at 0500 and 0600. The Nightshift 1 (N1) and Nightshift (2) start at 1530 and 1800. The
0500 officers are considered early cars and the 1530 officers are considered Power Shift cars.

OPER.42.02
A.

B.
C.
D.

PATROL ASSIGNMENTS

Patrol Shift assignments will be chosen by patrol officers, and supervisors (excluding
commanders) in seniority order, by rank, once a year, in the month of April, for one full year
period (May through April). Such assignments will be allowed to the extent that departmental
operations will not be adversely affected. This provision does not apply to probationary officers.
Patrol hours shall be determined by contractual agreement between the City and the sworn
officers bargaining unit(s) and may vary according to the needs of the community.
In an effort to determine any necessary transfers or rotations of shifts, the Deputy Chief of
Operations shall evaluate the patrol schedules on an on-going basis.
The Department authorizes Shift Supervisors to make assignments based upon need. If a
Supervisor believes a particular area is in need of extra attention, the Supervisor may modify
normal scheduling of zone assignments and provide additional or saturation coverage as
necessary.
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42.1.03 ROLL CALL PROCEDURES
A.

All patrol personnel are required to attend roll call on each scheduled day of patrol duty.
Personnel attending roll call sessions may be required, and should be prepared, to handle
emergency incidents that may occur during roll call training.

B.

Roll call should include, but is not necessarily limited to the following topics:
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.

OPER.42.04
A.

Report briefing from the prior 24 hours.
Areas/situations requiring special attention.
Zone and squad assignments.
Uniform and grooming inspections.
Schedule changes and new assignments.
Reviewing procedures, directives, and memos, along with legal and legislative updates.
Investigative updates from detectives as required.
Hazardous, weather, and road conditions.
Bulletins and computer messages, including, but not limited to: stolen vehicles, wanted
subjects, etc.
Employee safety.
BOLO’s
Training.
Incident debriefing.
PATROL VEHICLES

Inspections of patrol vehicles.
1.

2.

Officers are required to perform inspections of the patrol vehicles they will be using for
their shift. An inspection checklist (Attachment A) is included to assist officers with their
inspection.
In the event that the officer detects there is a deficiency or a defect with the vehicle
during the inspection, the officer will do their best to remedy the defect. Those remedies
may include but are not limited to the following options.
a.
Notifying (via email) their supervisor, AND the Vehicle Maintenance group
(VehicleMaintenance@waukeganil.gov) for defects or deficiencies. For example:
i.
ii.
iii.
iv.
b.

Lights that are out.
Odd noises coming from the vehicle.
Missing spare tires
Non-functioning vehicle equipment
Notifying the on-duty supervisor, of equipment/supply deficiencies so that they
may be replenished.
Notifying (via email) their supervisor, AND the IT helpdesk
(ITHelpDesk@waukeganil.gov) of problems with the in-car camera as well as the
mobile laptops.
Notifying a supervisor of squad damage. The supervisor will investigate to
determine when the damage may have occurred and take appropriate steps to
address the damage. The supervisor will notify the Vehicle Maintenance group
for repairs.

c.

d.

i.

The squad car damage report will be kept and updated in the J: drive
under J:\WaukeganDocumentation\Patrol\Squad Damage.
Attachment B will be utilized for the Squad Damage Report.
Updated Squad Damage Reports shall be forwarded to the Deputy Chief
of Services for review.

ii.
iii.
e.

Notifying a supervisor if contraband is located. The processing of the item is
dependent on the circumstances surrounding the location of the item and the
type of item.
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f.

3.

4.

OPER.42.05

Bio-hazards should be addressed by notifying a supervisor of the issue. The
Shift Commander will make the determination if it is necessary to contact an
outside agency to clean the bio-hazard or if it can be done by City personnel
using proper universal precautions.
Officers shall not use vehicles for their patrol shift without a functioning laptop and in-car
camera unless approved by the Shift Commander or their designee.
a.
Officers should remain logged into Aegis with the AVL active and the laptop shall
remain on when the vehicle is not parked at the station.
Upon completion of the patrol officer’s shift, the officer will notify a supervisor to replenish
any items used from the patrol vehicle. Any defects or deficiencies will be addressed as
delineated above. As a courtesy to other officers:
a.
The gas tank should be no less than a quarter (1/4) of a tank.
b.
All garbage shall be removed from the vehicle.
SPECIAL PURPOSE VEHICLES

Any Department vehicle that has a primary purpose that limits its use on a daily basis, to include, the
Mobile Command Post, Canine squads, unmarked patrol vehicles, UTVs, Evidence Technician vehicle,
Police Bicycles, Prisoner Transport Vehicle, and Utility Vans. The Department owns and maintains a fleet
of vehicles, including several vehicles that are designated for special use. All officers assigned to vehicles
are responsible for their basic care and inspection. Problems with vehicles should be reported
immediately to an on-duty supervisor and the problem emailed to the Department’s Vehicle Maintenance
email group. The Department’s Vehicle Maintenance Group shall be responsible for repair and
maintenance of all department vehicles. The designations, requirements, and purposes of specialized
vehicles are as follows:
A.

Canine Squads
1.

2.
3.

4.
B.

Unmarked Patrol Vehicles: These vehicles have no distinctive, identifiable marking. However,
they do have emergency warning lights and sirens.
1.
2.
3.

C.

The primary purpose of the canine squad is to provide safe and effective transportation of
the canine handler and dog for use during patrol activities, special call outs, and training
activities.
A canine car will be used only by the canine officer to whom it is assigned.
The canine car will be equipped the same as general patrol cars. In addition, the canine
cars will be equipped for particular needs of a canine unit as directed by the canine
supervisor.
The canine officer is authorized to bring the canine unit home, and keep it at their house
when it is not in use.

Unmarked patrol vehicles have been assigned to the Patrol Division. These vehicles are
available for specialized patrol use.
The Shift Commanders have the authority to make the assignments for the utilization of
these vehicles.
Unmarked Patrol vehicles that are not equipped with a prisoner transport screen should
not be used for the transport of prisoners.

Prisoner Transport Van
1.

2.
3.
4.
5.

The purpose of the prisoner transport van is for actual or anticipated transports of
prisoners. The van should generally only be used for this purpose. Any sworn officer may
use the prisoner transport van.
Officers using the prisoner transport van shall be knowledgeable in the use of the
specialized restraint and passenger control devices used in the van.
The transportation of prisoners in the van shall comply with the standards outlined in
General Order OPER.36.
The prisoner transport van may only be used for general patrol use when authorized by a
Supervisor.
The prisoner transport van shall not be used for pursuits.
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D.

Police Bicycles
1.

2.
3.
4.
5.

E.

Evidence Technician Vehicle(s)
1.
2.
3.

4.
F.

The Patrol Division shall maintain a vehicle for the purpose of transporting specialized
equipment to be used by the Evidence Technicians (E.T.s).
The E.T. utility vehicle contains specialized equipment as specified by the MCSU
Supervisor, and authorized by the Deputy Chief of Operations.
Officers beginning their shift and officers completing their shift are responsible for the
inventory of the E.T. vehicle. If, during the restocking of the vehicle, the officer discovers
that the department needs more supplies, an MCSU supervisor should be notified to
order more of said supplies.
Only Evidence Technicians are allowed to drive the vehicle unless otherwise instructed
by the Shift Commander or his/her designee.

Command Vehicle(s)
1.

2.

3.
4.

G.

The purpose of police bicycles is to allow officers to patrol specific areas of a zone,
weather permitting. The bicycle allows officers to interact more closely with the
community.
Police bicycles will be used by bike certified members of the Police Department.
Police bicycles shall have “Police” lettering written on the frame. Reflective devices and
tape shall also be installed.
During times of darkness, officers shall ride properly equipped bicycles in pairs, unless
otherwise authorized by a Supervisor.
Bicycle uniforms and protective equipment (helmets) shall be worn while officers engage
in bicycle patrol.

The Patrol Division shall maintain a vehicle for the purpose of transporting specialized
equipment to be used by the shift’s personnel. The daily assignment of that vehicle may
be made by the Shift Commander.
The Supervisor assigned to a Command vehicle shall be responsible to assure that
regular maintenance checks are performed on the vehicle and to assure that the vehicle
is properly equipped with the necessary specialized equipment. All supervisory personnel
shall ensure that corrective measures are immediately taken when deficiencies or
problems are discovered.
Only Shift Supervisors are allowed access to the vehicle unless otherwise instructed by
the Shift Commander or his/her designee.
The Command Utility Vehicle contains specialized equipment as specified by the Deputy
Chief of Operations.

Mobile Command Post: The Mobile Command Post is a support vehicle used for critical
incidents, public engagements, or other purposes as deemed a Deputy Chief.
1.

2.

3.

4.
5.

The Mobile Command Post may be used for incidents where officers may be subjected to
weather extremes or prolonged incidents where officer fatigue and well-being are of
concern.
Only those officers trained in the operation of the Mobile Command Post may operate the
Mobile Command Post. The Commander of Administrative and Support Services or
designee will maintain a list of those officers trained in the operation of the Command
Post.
The Mobile Command Post contains a bathroom for use by officers. Officers must follow
the specific directions for its use as described in the bathroom and as indicated by the
operator of the Mobile Command Post.
The Mobile Command Post must be cleaned after use.
Any deficiencies or defects must be reported immediately to the Vehicle Maintenance
group via email.
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H.

UTV’s
1.
2.

3.
4.
5.

OPER.42.06

The department owns and operates UTV’s to be utilized for special events or incidents
requiring the use of this specialized vehicle.
Only those officers trained in the operation of the UTV’s may operate the UTV’s. The
Commander of Administrative and Support Services or designee will maintain a list of
those officers trained in the operation of the UTV’s.
UTV’s must be utilized in a safe and efficient manner as the vehicle is not equipped with
many of the same features as regular vehicles.
UTV’s may not be utilized for pursuits of vehicles.
Any deficiencies or defects must be reported immediately to the Vehicle Maintenance
group via email and notification made to Commander of Administrative and Support
Services.
DEPARTMENT-OWNED VEHICLES

A.

Once a month inspections will be carried out as delineated in PERS.08.04

B.

Tobacco use is prohibited in department-owned vehicles. Electronic products that can be used to
simulate smoking in the delivery of nicotine or other substances to the person inhaling from the
device are also prohibited.

C.

No unoccupied departmentally owned vehicle, marked or unmarked, shall be left running/idling at
or around the police department except in freezing weather.

D.

Departmentally owned vehicles may be left running/idling under the following circumstances
1. Canine vehicles
2. Blocking traffic to protect a crime scene.
3. At an accident scene directing traffic.
4. Taking a report with witnesses in the vehicle.
5. While on the scene of a call.

E.

In those instances where the vehicle is allowed to be left running/idling, it is the officer’s
responsibility to ensure that the vehicle is properly locked or secured to prevent theft.

OPER.42.07

WORK BREAKS (LUNCH/POST)

A.

Patrol work breaks (working 12-hour shifts) shall not exceed forty-five (45) minutes in length. Officers
will be provided fifteen (15) minutes for travel to break for a total of sixty (60) minutes. The officer shall
be dispatched by Communications. The officer must notify Communications immediately upon arriving
at the break location.

B.

Officers shall not contact communications to schedule work breaks. Officers shall utilize the chain of
command regarding any work break issues.

C.

Patrol work breaks (working 6 or 8 hours shifts) shall not exceed thirty (30) minutes in length. Officers
will be provided fifteen (15) minutes for travel to break for a total of forty-five (45) minutes.

D.

Officers working Patrol who choose to work out during their work break may add an additional thirty (30)
minutes to their break to work out for a total of ninety (90) minutes.

E.

The employee will be back en route to his/her assigned zone/area at the conclusion of the work break.
The employee shall notify Communications at the conclusion of the work break.

F.

The officer will be required to leave his or her radio on, and respond to any radio call that may be
necessary.

G.

Work breaks may be taken at any commercial establishment whose principle business is not the sale of
alcoholic beverages, any non-commercial establishment, or the employee’s home, if located within the
Waukegan city limits and meeting the above requirements.

H.

There is no implied right to a work break due to the nature of public safety work. Department members
who begin a work break may be called back into service if the need arises.
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I.

Department members may not go on a work break during the first two hours of a shift, nor begin a work
break in the last two hours of a shift unless mutually agreed upon between the officer and the on-duty
Shift Commander.

OPER.42.08

BEGINNING/ENDING SHIFTS

A.

Supervisors shall assign officers responsible for evidence collection, photography, specialty weapons,
and other specialized duties during roll call. Officers assigned these duties shall place the appropriate
equipment in their assigned vehicle prior to beginning their tour of duty.

B.

Upon completion of roll call, department members shall locate their assigned patrol vehicle as soon as
possible. After pre-duty inspections are complete and assigned equipment has been placed in the
vehicle, the member shall notify Communications of their radio number, car number, and that they are
in-service. If a member is not in service, a Shift Supervisor shall be notified.

C.

Upon completion of a tour of duty, department members shall notify Communications when they are out
of service. The Communications Operator working the police channel shall make attempts to locate
officers who have not called out of service. If the Communications Operator cannot locate an officer, a
Shift Supervisor shall be notified. The Shift Supervisor shall be responsible for determining the status
of the member.

This order supersedes all previous written and unwritten policies of The Waukegan Police Department on the
above subject.
By order of:

Keith Zupec
Chief of Police-Interim
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Attachment A

Squad Car Use inspection guide
EXTERIOR
FRONT BUMPER
GRILL
HOOD
DRIVER’S SIDE FRONT
FENDER
DRIVER’S DOOR
DRIVER’S SIDE REAR
DOOR
DRIVER’S SIDE REAR
QUARTER
REAR HATCH/TRUNK LID
REAR BUMPER
PASSENGER SIDE REAR
QUARTER
PASSENGER SIDE REAR
DOOR
PASSENGER DOOR
ROOF
PASSENGER SIDE FRONT
FENDER
TIRES/WHEELS
SIREN/ EMERG. LIGHTS
SPOTLIGHT

Any damage should be reported to a
supervisor for notification. The squad
damage report will be filled out if
applicable.
Any non-functioning equipment should
be referred to
vehiclemaintenance@waukeganil.gov
Any contraband should be reported to a
supervisor for notification.

INTERIOR
DRIVER SEAT/FRONT AREA
REAR SEAT/DETAINEE
AREA
FUEL > ¼ tank
GENERAL CLEANLINESS

Any damage should be
reported to a supervisor for
notification. The squad
damage report will be filled
out if applicable.
Above ¼ of a tank
Free of trash/debris

EQUIPMENT
LIFE VEST/THROW ROPE
SPARE TIRE
FLARES
BLANKET
FIRE EXTINGUISHER
LAPTOP
IN-CAR CAMERA
TRAFFIC CONES (4)
CRIME SCENE TAPE
SPIT HOOD
CEW probe removal tool

Training
Public Works
CO / Public Works
CO / Public Works
CO / Public Works
IT
IT
CO
CO / ET Lab
CO / Training
CO / Training

Officers should check the above features as soon as practicable. Preferably before utilizing the squad.

Attachment B

SQUAD DAMAGE REPORT
SQUAD:
VIN:
DATE:

Misc. Front & Driver side

Misc. Top or Rear

Misc. Passenger side

Interior damage/additional comments

Cosmetic damage is not required to be reported.

Attachment B

SQUAD DAMAGE REPORT
SQUAD:
VIN:
DATE:

Misc. Passenger side

Misc. Driver side

Misc. Front or Rear

Interior damage/additional comments

Cosmetic damage is not required to be reported.

WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – OPER.43
Subject: PATROL OPERATIONS
Effective: April 4, 2022
OPER.43.01
OPER.43.02
OPER.43.03
OPER.43.04
OPER.43.05
OPER.43.06

Revised:
Revised: March 10, 2022
Original: March 18, 2008

NON-EMERGENCY AND EMERGENCY DRIVING
PURSUIT DRIVING AND DOCUMENTATION
FIELD INTERVIEWS
EMERGENCY NOTIFICATIONS
MISSING PERSONS INVESTIGATIONS
SAFETY RESTRAINING DEVICES

PURPOSE
The purpose of this policy is to establish guidelines for non-emergency driving, emergency driving, and
basic patrol operations by members of the Waukegan Police Department.
POLICY
It is the policy of the Waukegan Police Department to safely drive during emergency and non-emergency
response. All members are, according to their assignment, responsible for the safe operation of motor
vehicles belonging to the Department.
Therefore, the Waukegan Police Department hereby adopts General Order OPER.43, these minimum
standards for driving, emergency driving, and basic patrol operations. Additional guidelines regulating
pursuit driving are found in General Order 41.5. These standards are designed for the safety of the
officer, suspect, and community.
DEFINITION
Authorized Emergency Vehicles: Illinois Vehicle Code, Illinois Compiled Statutes 625 ILCS 5/11-205,
Public Officers and Employees to Obey Act-Exceptions when responding to an emergency call.
Catch-up Driving: Driving where a police officer, using emergency warning devices, may use privileges
set forth in Illinois Vehicle Code 625 ILCS 5/11-205. Catch-up driving shall not be confused with pursuit or
emergency driving. If it is obvious that the suspect(s) are trying to flee or elude the officer, then the officer
may engage in emergency driving. Most traffic law violators may be stopped using catch-up driving.
There is no need to notify Communications until the stop is initiated or upgraded to emergency driving.
Emergency Driving: Driving during the use of emergency warning devices or in accordance with 625
ILCS 5/11-205.
Emergency Warning Devices: Flashing lights, horn, siren, or any combination thereof located on or
within police department vehicles.
Marked Police Unit: Any police vehicle that is identifiable by a specialized color scheme, department
seal, and specialized lettering.
Non-Emergency Driving: Routine driving, without the use of emergency warning devices, which shall
generally be performed by all members.
Unmarked Police Vehicle: Any police vehicle, which has no distinctive identifiable markings.
OPER.43.01
NON-EMERGENCY AND EMERGENCY DRIVING
A.
Department members will drive Department motor vehicles in accordance with all traffic
regulations and laws. Members of the Department are among the most visible parts of
government and must understand that as representatives of local government and charged with
enforcing the law, their actions will be subject to intense scrutiny from the community.

WPD General Orders Manual

OPER.43 – Patrol Operations

Page 1 of 4

Furthermore, many police crashes occur during this type of driving. It is essential that members
not become complacent or disregard simple rules of the road. To be effective and efficient,
members will drive in a courteous manner and practice defensive driving techniques.
B.

Routine incidents do not require a quick response necessary for the preservation of human life.
During these responses, emergency-warning devices will generally not be used. The officer will
obey traffic control devices. Emergency warning devices may be used at the scene of an incident
to increase members’ visibility, safety, and to facilitate traffic flow.

C.

When engaged in catch-up or emergency driving, members are allowed by state law to violate
many traffic regulations. However, State law does not relieve the members of their duty of driving
with due regard for the safety of all persons. State law does not protect the members from the
consequences of their reckless disregard for the safety of others.

D.

Members may reasonably exceed the speed limit when responding to an emergency. However,
members shall drive at a speed, which enables them to maintain full control of their vehicle at all
times and under all conditions.

E.

Even when emergency warning devices are employed, members will slow down and yield, if
necessary, at all red traffic signals, yield signs, and stop signs to ensure that it is safe to proceed.
When the member is certain the cross traffic has stopped, the member may proceed into the
intersection against the light.

F.

Officers shall consider the following factors while engaged in emergency driving:
1. Weather.
2. Road traffic conditions.
3. Day of the week.
4. Time of day.
5. Severity of the incident.
6. Distance from the incident.
7. Number and location of additional responding officers.
G. When engaged in emergency driving members shall:
1. Use emergency warning lights at all times, unless otherwise dictated by the tactical
situation.
2. Use the horn, spotlight, and P.A. system as needed to expedite safe movement to the
scene.
H. Illinois law (625 ILCS 5/12-610.2) allows law enforcement officers to utilize an electronic
communication device while operating an emergency vehicle while performing his or her official
duties. Except when safe to do so, employees should not operate mobile data terminals or
electronic communications devices while operating a police vehicle in motion. An exception to
this is the use of the officer’s portable police radio.

OPER. 43.02 SAFETY RESTRAINING DEVICES
A.

While operating a department vehicle, all employees of the Waukegan Police Department are
expected to wear a properly adjusted and fastened seat belt.

OPER. 43.03 FIELD INTERVIEWS
A.
Officers engage in citizen contacts on a daily basis. Most of these contacts are non-intrusive in
nature, however they may require BWC activation and report number for a citizen contact.
However, some contacts are initiated with the intent to uncover or prevent criminal activity. The
purpose of this section is to provide guidelines regarding these types of contacts.
B.
Officers conducting field interviews should notify Communications when initiating such interviews
and provide the following information:
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1.

C.

D.

E.

The location of the contact, general nature of the contact, and description of the suspect
or preferably, his/her name if known.
2.
Request a report number for a citizen contact.
Temporary Questioning without Arrest. Pursuant to Illinois Compiled Statutes 725 5/107-14,
Temporary Questioning Without Arrest, officers may temporarily stop any person in a public place
for a reasonable period of time when the officer reasonably infers from the circumstances that the
person is committing, is about to commit, or has committed an offense.
1.
Upon completion of any stop of a pedestrian in a public place, involving a frisk, search,
summons, or arrest, the officer shall complete the Pedestrian Stop Data Sheet (625 ILCS
5/11-212(b-5)).
2.
Pursuant to 725 ILCS 5/107-14(b), when a stop involves a frisk or a search, a receipt
should be provided to the pedestrian unless it is impractical, impossible, or under exigent
circumstances. The receipt shall contain the reason for the stop, the officer’s ID number,
and the officer’s name.
It is important that the officer be able to articulate the basis for the suspicion. The following are
examples or factors, which may be taken into consideration when establishing reasonable
suspicion for temporary questioning or field interview. One factor is usually not enough to create
reasonable suspicion to stop a suspect:
1.
The suspect conceals objects.
2.
The suspect is unusually nervous.
3.
The suspect abandons property.
4.
The suspect is “casing” a place.
5.
The suspect is looking back and forth suspiciously.
6.
The suspect is wearing a disguise.
7.
The suspect is at or near a crime scene.
8.
The suspect flees.
9.
The suspect lies.
Pursuant to Illinois Compiled Statutes 725 ILCS 5/108-1.01, Search During Temporary
Questioning, an officer may frisk an individual for weapons if the officer reasonably suspects that
he or another is in danger of attack.
1. Although it is normal to hear the term “Stop and Frisk”, these are two separate events.
First there must be a lawful stop as outlined in OPER42.03 (C), and reasonable suspicion
that the person detained is armed and dangerous. (Terry v Ohio, Ybarra v Illinois)
2. The authority to search for and seize weapons is for the limited purpose of allowing an
officer to protect himself and others from attack. The authority is clearly not for the
purpose of searching for and seizing evidence, although, during the course of a frisk,
evidence may on occasion, be discovered and become the basis for an arrest. It is
important that the officer be able to articulate some reason for suspecting that he or
another is in danger. (In addition to the situation encountered, this articulation may
include reliance upon the training, education, and experience of the officer.)

OPER. 43.04 EMERGENCY NOTIFICATIONS
A.
The Department has obligations to make notification to other agencies in the event of certain
emergencies. These notifications serve to meet statutory obligations, restore essential services,
effect emergency repairs, resolve situations, and keep the public informed.
B.
Certain situations will require the assistance of outside non-law enforcement agencies at hours
other than during the daytime. The Communications Division will maintain accurate and up-todate business and after-hours telephone numbers to enable prompt notifications to be made.
C.
When approaching a dangerous or emergency situation, the first responding officer must keep in
mind officer safety. Distance needs to be kept in hazardous materials situations, along with other
situations where there is a danger to the officer.
D.
When it is safe to do so, the first responding officer will attempt to safe guard life and property.
E.
The first responder will immediately notify Communications and the on-duty Command Officer of
the scope of the emergency, and additional assistance needed to remedy or alleviate these
situations. Communications will make notification to appropriate personnel, including but not
necessarily limited to:
1.
Street/Highway Department
2.
Public Utilities
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3.

F.
G.

If necessary, traffic information will be relayed to the appropriate news media sources to
inform the public of traffic delays, alternate routes, etc. with the approval of the Chief of
Police, or his designee.
The first responder will also take care of directing responding units to the appropriate locations
until relieved by a Supervisor or staging officer.
In the handling of any incident where an outside agency may be requested/required, the on-duty
Command Officer shall evaluate the situation. The Deputy Chief of Operations, or his designee,
will be notified and the situation will be appraised. A determination will be made as to what
agency or additional assistance is needed for a particular incident or problem. Communications
will be notified to make the appropriate notification.

This order supersedes all previous written and unwritten policies of The Waukegan Police Department on the
above subject.
By order of:

Keith Zupec
Chief of Police-Interim
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – OPER.50
Subject: MISSING PERSONS

Effective: November 10, 2020

OPER.50.1 Definitions
OPER.50.2 Notifications
OPER.50.3 Responsibilities

Revised:
Revised:
Original: August 30, 2019

OPER.50.4 Missing Person Investigations
OPER.50.5 Unidentified Persons

PURPOSE
The purpose of this order is to establish uniform guidelines in the handling of all missing persons
investigations.
OPER.50. POLICY
It is the policy of the Waukegan Police Department to thoroughly investigate and document all
reports of missing persons. Particular care will be exercised in cases of persons who may be
“high-risk” until significant information to the contrary is confirmed. The Waukegan Police
Department will accept, without delay, any report of a missing person. Acceptance of a missing
person report will not be refused on any grounds (50 ILCS 722). All unidentified persons,
whether living or deceased, located within the City of Waukegan will be investigated to the fullest
ability of this department, and all means to identify such persons will be made.
OPER.50.1 DEFINITIONS
“Missing Person” A person is considered “missing” when his/her whereabouts are unknown and
unexplained for a period of time that is considered unusual or suspicious in relation to that person’s
normal behavior patterns or routines.
A person 21 years of age and older that is reported missing, but appears to be physically and mentally
healthy, and has left home voluntarily will not routinely be considered as a missing person. In these
instances, the reporting officer should explain to the complainant that the police have no authority to act in
such cases or compel the adult to return home. A case report will be completed in any event.
High Alert refers to subjects who meet the State of Illinois guidelines for “high-risk” but are of extra concern
for their ability to take care of themselves. In these cases, a more extensive search may be warranted.
“High-Risk” refers to a person whose whereabouts are not currently known and whose circumstances
indicate the person may be at risk of injury or death (50 ILCS 722/10). The circumstances include, but are
not limited to:
A.
B.
C.
D.
E.
F.
G.
H.
I.
J.

Missing as a result of a stranger abduction, or
Missing under suspicious circumstances, or
Missing under unknown circumstances, or
Missing under dangerous circumstances, or
Missing more than 30 days, or
The person has already been designated as a high-risk missing person by another lawenforcement agency, or
Out of the zone of safety for his/her age, developmental stage, physical or mental
condition, or
A history of self-destructive behavior, or has threatened suicide, or
A potential victim of foul play or sexual exploitation.
There is evidence the person is at risk because;
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1.

K.

OPER.50.2

The person is in need of medical attention, including but not limited to dementialike symptoms, or prescription medication, or
2.
The person does not have a pattern of running away or disappearing, or
3.
The person may have been abducted by a non-custodial parent, or
4.
The person is mentally impaired, such as a developmental disability, or the
person has an intellectual disability, both defined by the Mental Health and
Developmental Disabilities Code, or
5.
The person is under the age of 21, or
6.
The person has been the subject of past threats or acts of violence, or
7.
The person has gone missing from a nursing home, or
8.
The person is a veteran or active duty member of the United States Armed
Forces, National Guard, or Reserves, who is believed to have a physical or
mental health condition that is related to their service, or
9.
Any other factor that may, in the judgement of a law enforcement official, indicate
the missing person may be at risk.
If missing person meets the criteria above, notification shall be made to a supervisor to
determine the level of response. One single factor above may or may not determine the
level of response. Other factors to consider can include if the missing person is a harm to
themselves, others, or in harm’s way.

NOTIFICATIONS

A.

A Shift Supervisor will be immediately notified of a “high-risk” missing person case by the
reporting officer. The on-duty Command Officer will determine whether the situation
warrants further notification to appropriate command personnel.

B.

If outside law enforcement assistance is necessary in cases regarding a “high-risk” missing
person case, the on-duty command officer, with the approval of the Deputy Chief of
Operations, may elect to request the assistance of the Illinois Law Enforcement Alarm
System (I.L.E.A.S.) and should refer to I.L.E.A.S. guidelines.

OPER.50.3

RESPONSIBILITIES

A.

Initial Officer
1.
Respond promptly to the scene of the report.
a.
If the missing is ward of the state or resides at a “group home” in
Waukegan, the complainant should come to the front desk to make the
report.
2.
Follow the procedures in OPER.50.4 below.

B.

Shift Supervisor
1.
In incidents involving a “high-risk” missing person, the Shift Supervisor will obtain
a briefing from the initial officer and other agency personnel at the scene to
determine the scope and complexity of the case and develop an appropriate
response. This briefing should be done in a confidential manner away from family,
friends, or other persons involved with the missing person. The Shift Supervisor
will notify the on-duty Patrol Command Officer of the details of the situation.
2.
Determine if additional personnel are needed to assist in the initial investigation. If
necessary, additional assisting patrol units might be needed in securing a scene
or initiating a coordinated search of a large area. Based on circumstances
surrounding the missing person (i.e. mental disability, suicidal tendencies, medical
condition, etc.) an area search may be deemed necessary.
3.
In the event circumstances warrant the activation of the AMBER Alert system
and/or other immediate community notification methods (see AMBER Alert
procedures in section OPER.50.4.C., 1-7), the on-duty Patrol Command Officer
will make the appropriate notifications.
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4.

5.
6.

C.

OPER.50.4
A.

B.

In the event circumstances warrant the activation of the Endangered Missing
Person Advisory program (see Endangered Missing Person Advisory in section
OPER.50.4.D), the on-duty Patrol Command Officer will make the appropriate
notifications.
Ensure all required notifications have been made.
Confirm that all departmental policies and procedures are followed. This includes
verifying that assigned personnel complete reports and the reports are reviewed
for accuracy and omissions. It is also the Supervisor’s responsibility to ensure the
reporting officer notifies Communications and the missing person is entered into
Law Enforcement Agency Data System (LEADS) as soon as the required
information is obtained.

Investigator
1.
The Investigator assigned to conduct follow-up activities will establish a liaison
with the victim family and maintain routine ongoing contact with the missing
person’s closest relative(s) concerning the progress of the investigation.
2.
Consult with other officers and verify the accuracy of all descriptive information.
3.
Follow investigative procedures as outlined below.
MISSING PERSON INVESTIGATIONS
Initial Response. Officers taking the initial Missing Person Report will obtain sufficient
information from the person making the report to properly classify the incident and initiate
an appropriate response. This should include:
1.
The name, age, and physical description of the missing, the clothing description, the
relationship of the complainant to the missing, and a vehicle description if applicable.
2.
The name of the person who last saw the missing and the location where the missing
was last seen.
3.
Whether the missing subject has been missing on prior occasions and where the
subject was located.
4.
Whether they were recently involved in a crisis or traumatic situation, such as an
altercation or domestic incident.
5.
The current description of the physical condition of the missing and if he/she is on
medication, including the reason for the medication.
6.
A summary of the mental state and general physical health of the missing.
7.
Provide the complainant with a Report Information Card.
8.
A “be on the lookout” or BOLO should be sent to other officers via the in-car computer
system.
Preliminary Investigations
1.
The preliminary investigation will be conducted to gather sufficient information to
aid in searching for and locating the missing. The preliminary investigating officer
should obtain the following:
a.
A recent photograph of the missing if available.
b.
A description of the habits, routines and personal interests of the
missing.
c.
A list of any personal belongings, money and other valuables that might
also be missing.
d.
A determination, by the officer taking the report, whether or not there is
the possibility of foul play or an accident is suspected or can be inferred
through the investigative process.
e.
Signs of behavioral problems.
f.
Previous runaway reports.
g.
Signs that may indicate an abusive home environment or a dysfunctional
family situation.
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h.

2.

3.

4.

5.

6.

7.

8.

9.

C.

The name and location of the school attended by the missing and or
place of employment.
Reporting officers shall complete a LEADS Entry Form - Missing Person (Appendix
A), as well as a missing person report in AEGIS. Officers will attempt to obtain a
photograph of every missing person. Officers can explain to the complainant how
to submit a photograph through the citizen’s portal in evidence.com.
The following must be done if officers have determined an incident involving a
missing fits the above listed description of a ”high-alert:”
a.
Verify the missing is in fact missing. Get permission from the
homeowner and search the residence thoroughly (hiding places).
b.
Conduct a canvass of the area where the missing was last seen
Reporting Officers must indicate whether the missing person is a ward of the State
of Illinois. When this occurs Communications will note “WARD of IL DCFS.
Regardless of age shall be released only to DCFS custody. Contact 24-hr hotline 1866-503-0184” in the MIS field.
At the time of first contact with the complainant, Officers shall provide information
about the National Center of Missing and Exploited Children and the National
Runaway Safeline when the missing person is under the age of 18. This information
is included on the Waukegan Police Department report information card.
Reporting officers shall, as soon as possible, enter every missing person into the
LEADS and National Crime Information Center (NCIC) systems by delivering the
missing person leads entry form to Communications. The LEADS number will be
listed on the LEADS Entry Form - Missing Person (Appendix A) by
Communications.
Reporting officers will explain to the parent or legal guardian of a missing that if the
missing is located outside the geographic boundaries of the City of Waukegan,
parent or legal guardian will be obligated to arrange and subsidize the costs of
transporting the missing home. The reporting officer will obtain the signature of the
parent or legal guardian on the Missing Person Report to acknowledge their
agreement with this requirement.
Reporting officers will, when applicable, provide Communications with the
appropriate information for a local broadcast for the purpose of alerting all other
police units when the missing person falls under the high risk category.
The Patrol Division is responsible for ensuring that the investigation of high-risk
missing is thoroughly carried out. An Investigator from the Criminal Investigations
Division will be assigned when the Patrol Division has exhausted all leads.

America’s Missing Broadcast Emergency Response: AMBER Alert Notification Plan in
Illinois pursuant to 20 ILCS 2605/2605-480.
1.
To activate the AMBER Alert Notification Plan in Illinois, law enforcement agencies
must ensure the following two criteria are met:
a.
The child is under the age of 16 or with a proven mental, or physical
disability, and
b.
Police must believe the child is in danger of serious bodily harm or death.
2.
The AMBER Plan will be activated by a shift supervisor in the following manner:
a.
A shift supervisor will confirm that an abduction has taken place and the
above criteria have been met.
b.
The AMBER Facsimile Transmission Packet (Appendix C) will be
completed.
c.
A current photograph of the abducted child will be submitted with the
packet, either by fax or e-mailed to missing@isp.state.il.us after being
scanned.
d.
The shift supervisor, will immediately contact the Illinois State Police
Springfield Area Communications (ISP SAC) at 217-786-6677 and
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3.

4.

5.
6.

7.

D.

E.

confirm that they have received the packet. Contact will be documented
in the incident report.
ISP SAC will disseminate the information over ISPERN and will send a copy of the
packet to the Illinois Emergency Management Agency (IEMA). IEMA will contact
all broadcasting companies and release the information and photograph.
The broadcasting companies will rebroadcast the alert at a minimum of every 30
minutes for at least four hours (not to exceed eight hours) after the notification
was received. The decision to continue rebroadcast after the eight hours will be up
to each individual broadcasting station.
The investigation into the abduction will continue as outlined in OPER.50.4.
If the child is found or the case is closed within eight hours of activating the
AMBER Alert, the Cancellation Form (Appendix D) will be completed by the lead
investigator and submitted to ISP SAC who will notify IEMA. ISP, in turn, will notify
the broadcasting companies.
After eight hours of the abduction, any updates should be made by the
Investigations Division. Cancellations should be made by the officer verifying the
return, directly to the Illinois State Clearinghouse for Missing and Exploited
Children Manager (800-843-5763).

Endangered Missing Person Advisory
1.
The “Endangered Missing Person Advisory” is a voluntary partnership between law
enforcement and local broadcasters for notifying the public about a missing and
endangered person. The Endangered Missing Person Advisory can be used when
the circumstances do not fit the criteria of an AMBER Alert.
a.
Criteria. In order to be considered for an Endangered Missing Person
Advisory, the missing must meet at least one of the criteria below:
i. The person is missing under unexplained or suspicious circumstances
ii. The person is believed to be in danger because of age, health, mental
or physical disability, environment, weather conditions, or in the
company of a potentially dangerous person, or some other factor that
may expose the person to possible harm or injury.
iii. Public information is available that could assist in the safe recovery of
the person.
iv. The circumstances do not fit the criteria of an Amber Alert.
b.
The Endangered Missing Person Advisory will be activated by a shift
supervisor.
i. The criteria will be verified according to Appendix E.
ii. The Endangered Missing Person Advisory form will be completed and
faxed to IPS SAC at 217-786-7191. The person sending the form
should call 271-786-6677 to confirm receipt of packet.
Ongoing Investigations may include:
1.
Contacting local hospitals and the Coroner’s Office.
2.
Interviewing friends and associates of the missing person.
3.
Providing identification and related information to other law enforcement agencies
(i.e. Critical Reach).
4.
Providing information to local news media, or use of the Department’s Social Media,
if necessary.
a.
Approval must be obtained from the Public Information Officer.
5.
Preparing a flyer/bulletin with a picture of the missing child and descriptive
information if necessary.
6.
Preparation of the NCIC Missing Person File (Appendix F).
7.
Illinois State Police Zone Investigations
8.
STIC/Clearinghouse for Missing Persons 1-800-843-5763
9.
National Center for Missing and Exploited Children 1-800-843-5678
10.
A Child is Missing 1-888-875-2246
11.
The National Runaway Switchboard 1-800-786-2929
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F.

Notification and Investigation
1.
The investigator assigned shall notify the complainant, a family member, or other
person in a position to assist the law enforcement agency in its efforts to locate the
missing person of the following:
a.
General information about the handling of the case.
b.
That the person should contact the investigator to provide additional
information and materials that will aid in locating the missing person such
as the missing person's credit cards, banking information, social media
accounts and cellular telephone records.
c.
Inform the complainant of one of two resources, based upon the age of
the missing person. If the missing person is under 18 years of age, contact
information for the National Center for Missing and Exploited Children. If
the missing person is age 18 or older, contact information for the National
Missing and Unidentified Persons System (NamUs) organization.
2.
If the missing person remains missing after 30 days, the investigator shall attempt
to obtain:
a.
DNA samples of the missing, or the missing persons family members
along with any needed documentation, including consent forms, required
for the use of State or federal DNA databases.
b.
An authorization to release dental information and/or x-rays of the missing
person.
c.
Fingerprints or skeletal x-rays of the missing.
d.
The attempt to obtain DNA and/or dental record information shall be
provided by the assigned investigator to Communications within 30 days
of the missing being entered into LEADS, for a LEADS update.
3.
Investigators may reference the NCIC Data Collection Entry Guide
https://missing.dc.gov/sites/default/files/dc/sites/mpdc/publication/Appendixs/Mis
sing_Person_File.pdf if filling out the NCIC Missing Person File (Appendix F).

G.

Return of Missing Children and Case Closure
1.
In all cases, reporting parties will be informed of the well-being of a located missing
persons.
2.
In incidents where the missing child returns home on their own, Communications
will dispatch an officer to verify the return. The returned missing child will be
questioned to establish the circumstances surrounding their disappearance, the
child’s whereabouts, and whether criminal activity was involved. That information
will be documented in a supplemental report. This should be accomplished at the
earliest possible time.
3.
In incidents where the missing child is picked up and brought to the station, the
child will be questioned by the reporting officer to establish the circumstances
surrounding their disappearance, the child’s whereabouts, and whether criminal
activity was involved. That information, and how and where the child was located,
will be documented in the form of a supplemental report. If the child has been
turned over to Juvenile Officers, they will conduct the questioning and handle the
documentation. This should be accomplished at the earliest possible time, prior
to the child’s release.
4.
If indicated, the appropriate social service agency will be contacted to assist with
intervention, including but not limited to, mental and/or physical health
examinations and arrangements for family counseling.
5.
The reporting officer or investigator will request that Communications cancel the
LEADS and NCIC entries for the returned missing person by submitting a returned
missing persons form to Communications (Appendix B).
6.
If an AMBER Alert has been issued, appropriate cancellation procedures will be
followed (see OPER.50.4.C, 6-7).
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7.
8.

OPER.50.5
A.

B.
C.

Arrangements for the missing child to be reunited with his/her family will be made
immediately.
Upon the return of a missing who is a ward of the State of Illinois, the officer or
investigator must notify DCFS by calling 1-866-503-0184 and provide that the
person has returned, and where the person was returned to. No returned missing
who is a ward of the State of Illinois shall be turned over to any other entity except
for DCFS or their agent (group home or social service agency designated by
DCFS).

UNIDENTIFIED PERSONS
An officer who is assigned to the investigation of an Unidentified Person, whether living or
deceased, shall be responsible for:
1.
Obtaining a complete description utilizing the Unidentified Person Report For NCIC
Record Entry form .
2.
Ensure Communications enters the information into LEADS.
3.
Notifying the on-duty Command Officer, who will determine what, if any further
notifications are required.
4.
Attempt to identify the person using any available resources, National Center for
Missing and Exploited Children, Coroner, missing person posters distributed by
other agencies, etc.
Investigators assigned to this type of case shall utilize all necessary investigative
procedures to attempt to identify the person.
In the event identification is made, notification to the person’s family will be done as soon
as possible.

This order supersedes all previous written orders and unwritten policies of the Waukegan Police
Department on the above subject.
By order of:

Wayne Walles
Chief of Police
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APPENDIX A
WAUKEGAN POLICE DEPARTMENT

LEADS ENTRY FORM - MISSING PERSON

OCCURRED LOCATION

REPORT #

DATE / TIME LAST CONTACT

DATE / TIME REPORTED

OFFICER ID

NAME (LAST, FIRST, MIDDLE)

SEX

RACE

DOB:

SCARS, MARKS, TATTOO’S

HEIGHT

WEIGHT

HAIR

EYES

CLOTHING, PIERCINGS, PROSTHETICS, GLASSES

IS THE MISSING A WARD OF DCFS?

☐ Yes

☐ No

→

IF “YES”, ENTER FOLLOWING INTO ‘MISC’ LEADS FIELD:
“THIS INDIVIDUAL IS A WARD OF THE ILLINOIS DEPARTMENT OF CHILDREN AND FAMILY SERVICES AND REGARDLESS OF AGE
SHALL BE RELEASED ONLY TO THE CUSTODY OF DCFS. CONTACT THE 24-HOUR HOTLINE: 866-503-0184”

High Risk Classifications (check all that apply)
□
□
□
□

High Risk and High Alert
□ Intellectually Disabled
□ Suspicious Circumstances
□ Missing From a Nursing Home
□ Dementia/Alzheimer's
□ Severe Medical Issues
□ Abducted
□ Under 13

□ High Risk by other PD
Under 21
□ Severe Physical Disability
Under 18
□ Mental Health Issues
Suicidal
Severe Medical or Physical Disability

□
□
□
□

Other Classifications
Missing
Catastrophe Victim
Accident Victim
Habitual Runaway

Non Mandatory Fields for LEADS entry:
SS NUMBER

PLACE OF BIRTH

DL / NUMBER

DL / STATE

FBI NUMBER

SID NUMBER

Authorization:
I certify that everything in this report is true and accurate. I further understand the above mentioned
person will be entered into the law enforcement computer, missing person file.
I will immediately contact the Waukegan Police Department in the event the person returns or the
report is unfounded for any reason.
Autorización:
Yo certifico que todo lo que esta en este reporte es verdadera y exacta. Además, entiendo que la
persona mencionada se introduce en la computadora de la ley, personas desaparecidas archivo.
De inmediato se comunicará con el Departamento de Policía de Waukegan en el caso de que la
persona regresa o el reporte es infundado por cualquier motivo.

X

/

SIGNATURE (Firma)

RELATION TO MISSING (Relación con la persona desaparecida)

LEADS ENTRY
LEADS #

ENTERED BY DISPATCHER:

DATE AND TIME OF ENTRY:

ORIGINAL FORM TO COMMUNICATIONS
SEE POLICE REPORT FOR ADDITIONAL INFORMATION

Appendix B

WAUKEGAN POLICE DEPARTMENT

RETURNED MISSING PERSON REPORT

RETURN LOCATION

ORIGINAL REPORT #

DATE / TIME MISSING LOCATED

Returned
Missing

DATE / TIME REPORTED

OFFICER ID

NAME (LAST, FIRST, MIDDLE)

SEX / RACE

STREET ADDRESS

CITY

HOME PHONE #

CELL PHONE #

OCCUPATION / SCHOOL

STATE

WORK PHONE #

DL NUMBER / STATE

DOB:

HEIGHT

ZIP

WEIGHT

SOCIAL SECURITY NUMBER

HAIR

EYES

PLACE OF BIRTH

MISSING LOCATED IN THE COMPANY OF: (NAMES AND DOB)

JUVENILE TURNED
OVER TO:

NAME (LAST, FIRST, MIDDLE)

SEX / RACE

STREET ADDRESS
HOME PHONE #

CITY
CELL PHONE #

DOB:

STATE

WORK PHONE #

ZIP

DL NUMBER / STATE

SIGNATURE:

RELATION TO MISSING

Original complainant contacted and advised of return of missing?

Yes

No

OFFICER’S NARRATIVE
Include details regarding where the missing person was while reported missing. If a juvenile, identify friend’s names and addresses.

REVIEWED BY

LEADS #

Removed By Dispatcher #

Original to Communications

Date and Time of Cancellation:

Page_____ of _____
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State of Illinois

AMBER ALERT
Notification Plan
(Public Act 92-0259)
FACSIMILE TRANSMISSION PACKET
Date:

Time:

To:

Illinois Springfield Communications Center
Telephone #: 217-786-6677
Facsimile #: 217-786-7191

From:

(Department)
(Contact)

Telephone #:

Facsimile #:

OCA (LEADS/NCIC) Number:

Subject:

AMBER ALERT
CHILD ENDANGERMENT/ABDUCTION
EMERGENCY NOTIFICATION
MESSAGE

PHOTOGRAPH OF THE CHILD, ABDUCTOR, OR VEHICLE SHOULD BE SENT TO:
scc@isp.state.il.us and missing@isp.state.il.us
If you have any questions regarding this transmission, please call the sender at the telephone number listed above.

This facsimile contains CONFIDENTIAL INFORMATION which may also be legally privileged and is
intended only for the use of the individual or entity to which it is addressed. Unauthorized disclosure or
dissemination may be prohibited by state and federal statutes. If you have received this communication in
error, please contact the sender immediately.

Page 1 of 2

EMERGENCY NOTIFICATION MESSAGE CRITERIA
The child is under the age of 16 or has a proven mental or physical disability
and,
Police must believe the child is in danger of serious bodily harm or death.
ABDUCTION INFORMATION
Date Abducted:

Time Abducted:

Location/Place of Abduction:

City:

Vehicle Description

Color:

License Plate:

State of Issue:

State:

Make:

Year:

County:

Zip:

Model:

Style:

Direction of Travel/Destination:

Incident Details:

CHILD INFORMATION (Complete an additional page for each additional child abducted)
Last Name:

First Name:

Date of Birth:

Age:

Height:

Clothing

MI:

Race:

Gender:

Weight:

Eyes:

Shirt:

Choose M/F
Hair:

Pants:

Shoes:

Outerwear:

Identifying Features:

Photo Emailed:

ABDUCTOR INFORMATION (Complete an additional page for each additional abductor)
Last Name:

First Name:

Date of Birth:

Age:

Height:

Clothing

MI:

Race:

Gender:

Weight:

Eyes:

Shirt:

Shoes:

Hair:

Pants:

Outerwear:

Identifying Features:

Photo Emailed:

LAW ENFORCEMENT CONTACT INFORMATION
Department:

Department ORI:

Media Inquiry #:

Contact Phone #:

Contact Email:

Although each case has its own set of circumstances, police must follow the abduction criteria as closely as possible.
This process should not replace departmental policy/procedure on conducting follow-up investigation to include collecting photographs
of any missing or abducted child.
For ISP Use ONLY:

Clearinghouse notified Yes No

IDOT notified Yes No
Page 2 of 2

District 15 notified

Yes No
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State of Illinois

AMBER ALERT
Notification Plan
(Public Act 92-0259)
FACSIMILE TRANSMISSION PACKET
Date:

Time:

To:

Illinois Springfield Communications Center
Telephone #: 217-786-6677
Facsimile #: 217-786-7191

From:

(Department)
(Contact)

Telephone #:

Facsimile #:

OCA (LEADS/NCIC) Number:_________________________________________________

Subject:

CANCELLATION
CHILD ENDANGERMENT/ABDUCTION
EMERGENCY NOTIFICATION MESSAGE

Name:

DOB:

Reason for Cancellation:

If you have any questions regarding this transmission, please call the sender at the telephone number listed above.
This facsimile contains CONFIDENTIAL INFORMATION which may also be legally privileged and is
intended only for the use of the individual or entity to which it is addressed. Unauthorized disclosure or
dissemination may be prohibited by state and federal statutes. If you have received this communication in
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Appendix E

Endangered Missing Person Advisory
(Instructions)

CRITERIA
• The person is missing under unexplained or suspicious circumstances.
• The person is believed to be in danger because of age, health, mental or physical disability, environment,
weather conditions, or in the company of a potentially dangerous person of some other factor that may
expose the person to possible harm or injury.
• Public information is available that could assist in the safe recovery of the person.
• The circumstances do not fit the criteria of an AMBER Alert.
The “Endangered Missing Person Advisory” is a voluntary partnership between law enforcement and local
broadcasters for notifying the public about a missing and endangered person. The advisory is initiated by the
local law enforcement agency utilizing the criteria for an Endangered Missing Person as stated above.
Local law enforcement agencies must follow intra-departmental policy regarding the actual investigation
process of any endangered missing person which takes place within their jurisdiction.
I.

PURPOSE
To rapidly disseminate information about a missing and endangered person to law enforcement
agencies, broadcasters, and the public.

II.

PROCEDURES
Immediately enter the missing person information into the Law Enforcement Agencies Database System
(LEADS) and the National Crime Information Center (NCIC). Be sure to cross reference others
involved, as well as vehicle information, if available.
After verifying the criteria, complete the “Endangered Missing Person Advisory” available on the
Illinois AMBER Alert Task Force website at www.amberillinois.org or i n t h e L E A D S f o r m s
s e c t i o n o f L E A D S 2 0 0 0 , a n d fax to Illinois State Police (Springfield Communication
Center) for distribution to the media and other approved public outlets wishing to receive notification.
If appropriate, an ISPERN message should be coordinated through the ISP District of occurrence.
Additionally, information should be disseminated to other law enforcement agencies via a
LEADS/NLETS broadcast message by the requesting agency.

III.

ADDITIONAL RESOURCES
These resources are available to assist in the location and recovery of missing persons. Please consider
contacting them for additional assistance.
Illinois State Police Zone Investigations – contact ISP District of occurrence.
STIC/Clearinghouse for Missing Persons – 1-800-843-5763
National Center for Missing and Exploited Children – 1-800-843-5678
A Child is Missing – 1-888-875-2246
The National Runaway Switchboard – 1-800-786-2929

IV.

SUMMARY
The “Endangered Missing Person Advisory” provides yet another valuable tool for law enforcement
agencies to protect the citizens of Illinois.

State of Illinois

Endangered Missing
Person Advisory
Facsimile Transmission

Date:

Time:
Illinois Springfield Communications Center
Telephone #: 217-786-6677
Facsimile #: 217-786-7191

To:

From: (Department)
(Contact)
Telephone #:

Facsimile #

OCA (LEADS/NCIC Number): ____________________________________________________

Endangered Missing Person
Advisory Alert

PHOTOGRAPH OF THE MISSING PERSON, COMPANION, OR VEHICLE SHOULD BE SENT
TO: scc@isp.state.il.us and missing@isp.state.il.us
If you have any questions regarding this transmission, please call the sender at the telephone number listed above.
This facsimile contains CONFIDENTIAL INFORMATION which may also be legally privileged and is intended only for the
use of the individual or entity to which it is addressed. Unauthorized disclosure or dissemination may be prohibited by state
and federal statutes. If you have received this communication in error, please call us immediately at the number listed above.
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ENDANGERED MISSING PERSON ADVISORY NOTIFICATION CRITERIA
•
•
•
•

The person is missing under unexplained or suspicious circumstances.
The person is believed to be in danger because of age, health, mental or physical disability, environment, weather conditions,
or in the company of a potentially dangerous person of some other factor that may expose the person to possible harm or
injury.
Public information is available that could assist in the safe recovery of the person.
The circumstances do not fit the criteria of an AMBER Alert.

INCIDENT INFORMATION

Date of Incident:

Time of Incident:

Location/Place of Incident:

City:

Vehicle Description

Color:

Year:

License Plate:

State:
Make:

State of Issue:

ZIP:

Model:

County:
Style:

Direction of Travel/Destination:

Incident Details:

MISSING PERSON INFORMATION (Complete an additional page for each endangered missing person)

Last Name:

Date of Birth:

Age:

Height:

MI:

Race:

Gender:

Weight:

Eyes:

Shirt:

Clothing

Hair:
Pants:

Shoes:

Additional Significant Identifiers

First Name:

Outerwear:

Photo emailed:

:

COMPANION INFORMATION (Complete an additional page for each additional companion)

Last Name:

Date of Birth:

Age:

Height:

MI:

Race:

Gender:

Weight:

Eyes:

Shirt:

Clothing
Shoes:

Additional Significant Identifiers

First Name:

Pants:
Outerwear:

Photo emailed:

:

LAW ENFORCEMENT CONTACT INFORMATION

Department:

Hair:

Contact phone:

Department ORI:

Media Inquiry number #:

Contact Email:

This process should not replace departmental policy/procedure for conducting follow-up investigation
to include collecting photographs, dental records, etc. of any missing person.
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Appendix F
NCIC Missing Person File
Data Collection Entry Guide

Agency Case #

NCIC Initial Entry Report
Message Key (MKE) (See Categories, page 2)

Date

Disability (EMD)
Juvenile (EMJ)

Catastrophe Victim (EMV )
Involuntary (EMI)

Endangered (EME)

Caution

Other (EMO)
Reporting Agency (ORI)

Name of Missing Person (NAM)
Sex (SEX)

Male (M)

Female (F)

Aliases

Race
(RAC)

Place of Birth (POB)

Asian or Pacific Islander (A)
American Indian/Alaskan Native (I)
Black (B)
White ( W )

Date of Emancipation (DOE)

Height (HGT )

Unknown (U)
Weight ( WGT )

Eye Color (EYE)
Black (BLK)
Blue (BLU)

Hair Color (HAI)
Brown (BRO)
Black (BLK)
White ( WHT )
Skin Tone (SKN)
Albino (ALB)
Black (BLK)
Dark (DRK)

Sandy (SDY )
Gray or Partially Gray (GRY )
Red/Auburn (RED)
Blond/Strawberry (BLN)

Blue (BLU)
Green (GRE)
Orange (ONG)
Pink (PNK)

Lt. Brown (LBR)
Medium (MED)
Medium Brown (MBR)
Olive (OLV )

Yellow ( YEL)
Dk. Brown (DBR)
Fair (FAR)
Light (LGT )

Date of Birth (DOB)

Has the missing person ever been fingerprinted?
No

Purple (PLE)
Unknown or
Completely Bald
(XXX)
Ruddy (RUD)
Sallow (SAL)

Brown (BRO)
Gray (GRY )
Green (GRN)

Hazel (HAZ)
Maroon (MAR)
Pink (PNK)

Unknown (XXX)
Multicolored (MUL)
FBI Number (FBI)

Ethnicity (ETN)
Hispanic or Latino (H)
Not Hispanic or Not Latino (N)

Scars, Marks, Tattoos, and Other Characteristics
(SMT ) (See Checklist, page 8)

Other Identifying
Numbers (MNU)

Yes, by whom?
Fingerprint Classification (FPC)*

Social Security Number (SOC)

Operator’s License Number (OLN)

Date of Last Contact (DLC)

Missing Person (MNP)
Missing Person (MP)
Child Abduction (CA)

Operator’s License State (OLS)

Catastrophe Victim (DV )
AMBER Alert (AA)

Originating Agency Case Number
(OCA)

Miscellaneous (MIS) Information such as build, handedness, any illness or diseases, clothing description, hair description,
should be included. If more space is needed, attach additional sheet.**

License Plate Number (LIC)

State (LIS)

Year Expires (LIY )

Vehicle Identification Number ( VIN)

Make ( VMA)

License Expiration (OLY )

Missing Person Circumstances (MPC)
Abducted By Stranger (S)
Runaway (R)
Abducted By Non-custodial
Parent (N)

License Plate Type (LIT )

Year ( VYR)

Model ( VMO)

Style ( VST )

Color ( VCO)

Rev 04/13 *

Fingerprints, if available, may be submitted electronically via the CJIS Wide Area Network or in hard copy to the FBI, CJIS Division,
Post Office Box 4142, Clarksburg, West Virginia 26302-9929.
** All dental information should be recorded on the NCIC Missing Person Dental Report and entered into NCIC as supplemental information.
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NCIC Missing Person File
Data Collection Entry Guide
Caution and Medical Conditions (CMC)
Code
Description
00
Armed and dangerous
05
Violent tendencies
10
Martial arts expert
15
Explosives expertise
20
Known to abuse drugs
25
Escape risk
Has the missing person
ever donated blood?
(MIS)
Yes

Agency Case #

Code
30
40
50
55
60

A Positive (APOS)
A Negative (ANEG)
A Unknown (AUNK)

B Positive (BPOS)
B Negative (BNEG)
B Unknown (BUNK)

Circumcision?
(CRC)

AB Positive (ABPOS)
AB Negative (ABNEG)
AB Unknown (ABUNK)

Footprints available?
(FPA)

Was (C)

Was Not (N)

Unknown (U)

Yes ( Y )

Does the missing person have corrected vision? (SMT )
Yes
No

Code
65
70
80
85
90
01

Description
Epilepsy
Suicidal
Medication required
Hemophiliac
Diabetic
Other

Blood Type (BLT )

No

DNA Profile Indicator (DNA)

O Positive (OPOS)
O Negative (ONEG)
O Unknown (OUNK)

Unknown (UNKWN)

Body X-Rays?
(BXR)

No (N)

Full (F)

Partial (P)

None (N)

Corrective Vision Prescription
(VRX)

Glasses
Con Lenses

Jewelry Type (JWT ) (See Checklist, page 20)

Yes ( Y )

Description
Sexually violent predator - contact
ORI for detailed information
International Flight Risk
Heart condition
Alcoholic
Allergies

Jewelry Description (JWL) (See Checklist, page 20)

DNA Location (DLO)

No (N)

Complainant’s Name

Complainant’s Address

Complainant’s Telephone Number

Relationship of Complainant to Missing Person

Missing Person’s Occupation (MIS)

Missing Person’s Address

Close friends/relatives

Places Missing Person Frequented (MIS)

Possible destination (MIS)

Reporting Officer

Complainant’s Signature

Rev 4/13

Reporting Agency Telephone
Number

Investigating Officer and Telephone Number
(MIS)
Date

NCIC Number (NIC)
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – PERS.01
Subject: RECRUITMENT PROGRAM

Effective: April 28, 2016

Revised:
Revised:
Original: March 18, 2008

PURPOSE:
The purpose of this order is to create and maintain a formal recruitment process in the Waukegan Police
Department. The goal of the Department’s recruitment process is to actively seek out and employ the
best police officer candidates available; not merely eliminate the least qualified.

PERS.01

POLICY

It is the policy of the Waukegan Police Department to have a work force representative of the available
work force within the City of Waukegan relative to its ethnic and gender composition while hiring those
applicants who possess the skills and desire to perform their job functions to the greatest benefit of the
citizens of the City of Waukegan.

PERS.01.1

EQUAL EMPLOYMENT OPPORTUNITY
The Waukegan Police Department prohibits discrimination against any person in
recruitment, examination, appointment, training, promotion, retention, discipline,
specialized assignment, or any other matter of personnel management for reasons of
political choice, religious choice, religious affiliation, race, color, national origin, sexual
orientation, or gender.

PERS.01.2

RECRUITMENT PLAN

A.

The Department's recruitment plan must be created to ensure equitable competition with
other law enforcement agencies to recruit the highest caliber personnel available.
Recruitment is conducted in cooperation with the City of Waukegan Civil Service
Commission and the City’s Human Resources Department.

B.

The Deputy Chief of Administration and the Training Division are responsible for the
development and administration of the Department's Recruitment Plan. The Recruitment
Plan is an ever-evolving document and must be revised at least every three years in
order to maintain demographics, recruitment sites, materials, and personnel
requirements. The Recruitment Plan shall include the following elements:

C.

1.

A statement of measurable objectives.

2.

A listing of specific actions to be taken to achieve the designated objectives.

3.

Parameters used to evaluate progress towards achieving the objectives.

4.

Ability to revise and reissue the plan as needed.

The Department will utilize credible sources of reliable information and valid statistics in
its development of a recruitment plan. These are identified as those available through
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the United States Department of Community Development and the United States Census
Bureau.
D.

The current ethnic and gender composition of sworn officers will be disseminated to
management staff with the goal of replicating the demographic composition of the City of
Waukegan within the sworn ranks of the Department.

E.

All employees are expected to support the Recruitment Plan and work together to further
the principles of equal employment opportunity.

PERS.01.3
A.

B.

PERS.01.4
A.

RECRUITMENT TEAM
The Chief of Police, or his designee, shall appoint both sworn and non-sworn personnel
to the Recruitment Team.
1.

Appointment to the Recruitment Team requires a recommendation from the
applicant’s Division Commander and a copy of the employee’s most recent
performance evaluation.

2.

Subsequent appointment to the team will require the same items as listed in (1)
above.

3.

Appointments to the Recruitment Team are for a duration of three years.

The Recruitment Team is responsible for working in conjunction with the City of
Waukegan Civil Service Commission and City Human Resources Department to perform
the following activities:
1.

Notifying local media, Chicago-Metro area press, and other City departments of
current vacancies.

2.

Conducting personal interviews with, and providing information to, potential
candidates.

3.

Notifying civic organizations such as the Exchange Club, Rotary Club, League of
Women Voters, etc. of recruitment activities.

4.

Participating in job fairs and career days.

5.

Maintaining communications with the faculty of state universities and colleges
that offer criminal justice education.

6.

Making presentations to local schools and organizations expressing an interest in
the criminal justice field.

RECRUITMENT TEAM TRAINING
Personnel assigned to the recruitment team will be trained in the following areas:
1.

The Department's Recruitment Plan.

2.

The Department's career opportunities, salary structure, benefits, working
conditions, requirements related to the position.

3.

City of Waukegan benefits programs.
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B.

PERS.01.5

4.

Federal and State equal employment opportunity compliance guidelines.

5.

Cultural awareness; to create an understanding of different ethnic groups and
cultures.

6.

The Illinois Law Enforcement Physical Fitness Standards Program.

7.

City of Waukegan demographic data, community organizations, educational
institutions, and community service organizations.

8.

The application and selection process for sworn police positions.

9.

Characteristics and background that would disqualify candidates.

The Deputy Chief of Administration is responsible for the identification of other training
that would prove beneficial to aid in achieving the goals outlined in the Recruitment Plan.

RECRUITING STRATEGY

A.

The Recruitment Team will perform outreach to community and faith-based
organizations, colleges, and universities in order to reach those persons that are of the
gender, race, and ethnicity that are underrepresented within the Department
demographics.

B.

The Recruitment Team will conduct recruitment activities both inside and outside the
jurisdictional boundaries of the City of Waukegan. It shall be normal practice to recruit in
the Chicago metropolitan area as well as the greater Midwest. Nationwide recruitment
may be utilized if necessary.

C.

The Department's Recruitment Team will conduct on-site recruitment visits at educational
institutions, career/job fairs, and community organizations, where the likelihood of
attracting qualified, minority group applicants is greatest.

D.

In all presentations, job fairs, and career day participation, a concerted effort will be made
to utilize officers from the Department's recruitment team who are representative of the
population served, as well as representing a cultural cross-section of the personnel within
the Department.

E.

The Training Division budget will include funding for recruitment. These funds will be
utilized for brochures and advertising, pre-employment contact cards, travel expenses for
on-site visits, training, and other items as deemed necessary by the Deputy Chief of
Administration.

F.

The Recruitment Team will make use of Potential Applicant Contact Cards in order to
document persons interested in a career with the Waukegan Police Department for
further outreach.
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This order supersedes all previous written and unwritten policies of the Waukegan Police Department on
the above subject.

By order of:

Wayne Walles
Chief of Police
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – PERS.02
Subject: FIELD TRAINING PROGRAM

Effective: June 6, 2017

Revised:
Revised:
Original: March 18, 2008

PURPOSE
The Field Training Program provides post-academy, on-the-job training and evaluation of Probationary
Officers. The program is designed to present the Probationary Officer with an environment and the necessary
assistance to apply the academic training of the police academy to the practical needs of the solo patrol
officer.

PERS.02

POLICY

It is the policy of the Waukegan Police Department that all full-time probationary police officers successfully
complete the Department's Field Training Program prior to being assigned to solo status.
DEFINITIONS
Field Training Coordinator: The Field Training Coordinator is responsible for the general control and
evaluation of the Field Training Program. The Field Training Coordinator shall assume staff monitoring of all
probationary patrol officers for the duration of their 18-month probationary period. The Field Training
Coordinator is designated by the Chief of Police
Field Training Sergeant (FTS): A first-line supervisor with dual responsibility for field supervision and
supervision of the training and evaluation of Probationary Officers assigned to his/her shift. All Field Training
Sergeants receive training in the supervision of the Field Training Program. Field Training Sergeants are
designated by the Field Training Coordinator.
Field Training Board: Composed of the Deputy Chief of Operations, Field Training Coordinator, and Field
Training Sergeants. The board oversees the Field Training Program to ensure that all facets are in compliance
with the program guidelines.
Field Training Officer (FTO): A sworn officer who evaluates the Probationary Officer based upon valid,
standardized, and documented observation and measurement of on-the-job performance. The FTO serves as
an instructor and mentor to Probationary Officers in their acquisition of skills, knowledge, and abilities. The
FTO is an observer and evaluator of the Probationary Officer's performance. All Field Training Officers are
certified after receiving training in the principals of the Field Training Program. Field Training Officers are
designated by the Field Training Board.
Field Training Unit: Composed of the Field Training Coordinator, Field Training Sergeants, and Field
Training Officers. The Field Training Unit is responsible for the coordination of the program’s training activities
and monitors the day-to-day progress of Probationary Officers in the FTO Program. Members of the Field
Training Unit will assist the Field Training Coordinator with the overall coordination, administration, and
evaluation of the Field Training Program.
ILETSB Certification: Certification by the Illinois Law Enforcement Training and Standards Board that a
person has met the minimum selection and training requirements and is eligible to continue employment as a
police officer.
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Probationary Officer: Refers to an individual who is ILETSB certified as a police officer, has been sworn in as
an officer of the Department, and is currently in a probationary employment status.

PERS.02.1
A.

B.

FIELD TRAINING PROGRAM GOALS
The Waukegan Police Department's Field Training Program is a continuation of the
Probationary Officer selection process that uses objective evaluations to ensure that the
standards of a competent police officer are met by establishing provisions for the following:
1.

Minimum field training of fifteen weeks duration.

2.

Competitive Field Training Officer selection process.

3.

Supervision of Field Training Officers.

4.

Liaison with academy staff, as applicable.

5.

Training of Field Training Officers.

6.

Rotation of recruits’ field training assignments.

7.

Guidelines for the evaluation of Recruit Officers.

8.

Reporting responsibilities of Field Training Officers.

The goal of the field training process is to improve the overall effectiveness and efficiency of
police services delivered to the citizens of Waukegan by:
1.

Improving the overall officer screening process
The Field Training Program is one stage of the Department's overall applicant
screening process designed to facilitate on-the-job observations and performance
assessment.

2.

Establishing and maintaining a Probationary Officer appraisal system
The program is designed to provide job-related, post-academy, evaluation of
Probationary Officer performance. The process utilizes a standardized and systematic
approach to documenting a Probationary Officer’s performance.

3.

Establishing a program review procedure
The program provides an appraisal system to measure the effectiveness of the
Department's selection and training processes by allowing feedback regarding the
Probationary Officer’s strengths and weaknesses.

4.

Improving the Probationary Officer's training process
The program provides post-academy on-the-job training to Probationary Officers.
Field Training Officers serve as role models and mentors for Probationary Officers in
their development of the skills, knowledge, and abilities needed to perform patrol
functions and the application of the knowledge that they acquired during basic
academy training.

5.

Establishing career opportunities within the Department
The Field Training Program is one of several career paths within the Department. It
provides incentive for demonstrating proficiency in the skills, knowledge, and abilities
needed to perform patrol functions. While performing the duties of the Field Training
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Officer, the officer gains experience and knowledge that increases leadership,
training, and evaluation; skills which may enhance career opportunities.
6.

Establishing an improved in-service re-training program
The program provides re-training and orientation to sworn officers returning to the
patrol division after absences of more than six months, or returning to the patrol
division from working in another division within the department.

PERS.02.2
A.

B.

FIELD TRAINING PROGRAM ORGANIZATION
Field Training Program Instructional Manual
1.

At least once per calendar year, the Field Training Program Instructional Manual will
be issued via Special Order.

2.

The Field Training Program Instructional Manual has been developed for the purpose
of providing a standard and comprehensive study plan for the Field Training Program.
The Manual also provides a mechanism for evaluating and monitoring the
Probationary Officer's progress in the program.

3.

The Field Training Program Instructional Manual is the primary guide in the
Probationary Officer's progressive training and development. While in the Field
Training Program, the manual must be utilized. Probationary Officer's will be
responsible for having the Field Training Manual immediately accessible at all times
while involved in the Field Training Program.

4.

Probationary Officers are expected to become thoroughly familiar with the contents of
the Field Training Program Instructional Manual and adhere to all material it contains.

5.

The requirements outlined in the Field Training Program Instructional Manual shall be
met in a timely manner. The FTO and Field Training Sergeant are charged with the
responsibility of ensuring compliance with this manual.

Field Training Coordinator
1.

Whenever possible, the Field Training Coordinator will preside over quarterly FTO
training meetings held to exchange firsthand information concerning Probationary
Officers’ performance and to evaluate the instructional techniques of the Field Training
Officers.

2.

The Field Training Coordinator shall assure that evaluations of Probationary Officers’
development and progress are prepared and submitted to the Chief of Police with a
recommendation to retain or remove Probationary Officers from the program. These
evaluations should be performed at least once for each Probationary Officer.

3.

Formally requesting basic academy information pertaining to the officer's training
performance and disseminating such information as necessary.

4.

Monitoring and evaluating the overall development of all Probationary Officer's during
their probationary period for purposes of identifying any deficiencies and resolving
them through the training and re-training process.

5.

Maintaining a complete training file and monitoring the Probationary Officer's progress
throughout the program.
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C.

6.

Working closely with the field supervisors of Probationary Officers during and after the
completion of Field Training Program assignments to determine and correct any
training deficiencies.

7.

Facilitating the dissemination of information relating to a Probationary Officer’s
progress to the appropriate command officers. Ensuring that the training and
evaluation processes are completed on a timely basis.

Field Training Sergeant
1.

D.

The Field Training Sergeant shall ensure that the training process is properly
administered and evaluated. Various sources of information should be utilized to
achieve these goals, including, but not limited to:
a.

Daily Observation Reports (DOR).

b.

Weekly evaluations.

c.

Verbal communications with the FTOs.

d.

Personal observations of the Probationary Officer's performance.

2.

The Field Training Sergeant is responsible for the weekly review of the Probationary
Officer's Field Training Program Instructional Manual to determine if it is up to date
and properly completed. If it is not current, the Field Training Sergeant should
ascertain the reason and give special attention to the possible need for remedial
training.

3.

Reports written by Probationary Officers will serve to identify deficiencies, especially in
spelling, grammar, neatness, attention to detail, and the general organization of
thought. The Field Training Officer and, whenever possible, the Field Training
Sergeant, are responsible for the review of these reports.

4.

The Field Training Sergeant will assure that the Weekly Summary Report is
completed via the Field Training Officer software.

5.

The Field Training Sergeant shall monitor the overall training of Probationary Officers
assigned to his or her shift to ensure that Field Training Program standards are being
met.

Field Training Officer
1.

The Field Training Officer is responsible for the training and evaluation of the
Probationary Officer assigned to him/her and will report to the Field Training
Sergeant concerning any field training matters.

2.

All Field Training Officers shall receive specialized FTO training consistent with the
standards of the Field Training Program.

3.

The Field Training Officer serves three primary roles:
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a.

A Police officer assuming full patrol responsibilities.

b.

Trainer and evaluator of Probationary Officers.

c.

Role model for Probationary Officers and others.
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4.

PERS.02.3
A.

The Field Training Officer may be released from field training and evaluation duties for
reasons including, but not limited to
a.

Upon his/her request to leave the program.

b.

Due to his/her transfer to another division.

c.

At the direction of the Field Training Coordinator and with the approval of the
Deputy Chief of Operations.

ASSIGNMENT OF PROBATIONARY POLICE OFFICERS
Orientation
Probationary Officers receive a minimum of 40-hours of in-house orientation and training
before assignment to the Field Training Program.

B.

C.

Assignment
1.

Probationary Officers will be assigned to the Patrol Division. Each Probationary
Officer shall be placed in the Field Training Program under the supervision of a Field
Training Sergeant and Field Training Officer.

2.

The field training assignment will be predetermined and will be varied only when a
Probationary Officer needs retraining.
a.

Probationary Officers may be rotated through various shifts and FTOs in order
to expose them to a variety of police functions and performance styles while
with a Field Training Officer.

b.

The Field Training Coordinator may continue the field training assignment of a
Probationary Officer beyond the predetermined time if deemed beneficial to
the training of the Probationary Officer.

Field Training
1.

The Field Training Program for Probationary Officers shall consist primarily of on-thejob training and shall be a minimum of 15 to 16 weeks in duration. This time is in
addition to the required academy training and in-house orientation and training.

2.

The Field Training Program is separated into two phases:
a.

b.

WPD General Orders Manual

Phase I is divided into four cycles.
1.

The Probationary Officer shall be assigned to a different Field Training
Officer during cycles one, two, and three.

2.

The Probationary Officer shall return to the Field Training Officer from
cycle one when entering the fourth cycle.

Phase II is the balance of the Probationary Officer's probation period.
1.

The Probationary Officer shall be assigned to Patrol operations for a
minimum of 125 days of solo status patrol.

2.

Probationary Officers in Phase II will have a monthly evaluation report
completed by a Field Training Sergeant.
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PERS.02.4
A.

FIELD TRAINING EVALUATION PROCESS
Daily Observation Report (DOR)
DORs will be completed by the Field Training Officer.

B.

Weekly Evaluation Report
Completed by the assigned Field Training Sergeant for each 40-hour increment of training
and evaluation period.

C.

Monthly Evaluation Report
Shall be completed on solo status Probationary Officers by the assigned Field Training Sergeant
and will be reviewed by the Field Training Coordinator. All Monthly Evaluation Reports will be
made available to the Field Training Board for review and discussion.

PERS.02.5

SELECTION PROCESS OF FIELD TRAINING OFFICERS

A.

The Field Training Coordinator will post notices via department email requesting
applications from those officers interested in the being a Field Training Officer.

B.

Field Training Officer minimum qualifications:

PERS.02.6
A.

B.

1.

Non-probationary employment as a sworn officer with the Waukegan
Police Department and a minimum of two years police experience.

2.

Recommendations from the applicant's immediate supervisor and Shift Commander.

3.

Commitment to the program for a minimum two-year assignment unless reassigned or released from service by the Field Training Coordinator.

EMPLOYMENT STATUS PROCESS
If at any time during the probationary period a Probationary Officer is not
performing at a satisfactory level, a recommendation for removal from the
department may be initiated.
1.

The Field Training Sergeant reviewing the Probationary Officer will gather
all relevant memoranda, evaluations, reports, and all other supporting data.
All of the documentation will be attached to the recommendation for
removal from the Department.

2.

The Field Training Sergeant will prepare a detailed report and forward it to
the Field training Coordinator.

3.

The Field Training Coordinator will prepare a detailed report and forward it
to the Chief of Police.

The Chief of Police will have the final decision on all recommendations for removal of
Probationary Officers.
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PERS.02.7
A.

B.

PERS.02.8

DISPOSITION OF FIELD TRAINING EVALUATIONS
Upon completion of the Probationary Officer's training, the related field training reports will be
maintained as follows:
1.

The Field Training Coordinator shall maintain field training files until such time as
successful completion of the Filed Training Program is completed, at which point the
files will be turned over to the Training Division.

2.

Field training files are confidential and are to be released only in compliance with
applicable Freedom of Information Act requests or by order of a court with standing.

Field training records will be kept separate from other training data for every officer.

PATROL RETRAINING PERIOD

A.

An officer returning to uniformed field duties after an absence of six months or more shall
undergo an in-service re-training process.

B.

The in-service retraining process will consist of assignment to a Field Training Officer for the
purpose of retraining the returning officer to solo patrol duties.
1.

The period of retraining will be determined on an individual basis. Factors to be
considered shall include, but are not limited to, the individual’s length of time away
from patrol and their individual ability. The Field Training Program Instructional
Manual will be utilized as a training guide; however, the DORs will not be utilized.

2.

During the retraining period, the patrol unit will be functioning as a two-officer unit.

This order supersedes all previous written and unwritten policies of the Waukegan Police Department on
this subject.

By order of:

Wayne Walles
Chief of Police
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – PERS.03
Subject: WORK RELATED INJURY or ILLNESS

Effective: October 20, 2016

Revised:
Revised:
Original: March 18, 2008

PURPOSE
The purpose of this policy is to ensure that proper procedure is followed in the event an employee is
injured or becomes ill as a result of the performance of his/her duties as an employee of the Waukegan
Police Department.

PERS.03

POLICY

It shall be the policy of the Waukegan Police Department to follow the guidelines established by the Risk
Management Personnel of the City of Waukegan in matters concerning work related injury or illness
reporting.

PERS.03.1
A.

PROCEDURE FOR REPORTING WORK RELATED INJURY OR ILLNESS
Any Police Department employee who is injured or becomes ill during the course of the
employee's performance of duties shall report the injury to his or her immediate
Supervisor as soon as possible.

B.

Required Forms
1.

The Duty Injury Reporting Packet (Attachment A), consisting of the following
forms, must be completed by a Supervisor for any duty-related injury or illness
that is reported to a Supervisor and medical attention is sought.
a.

Employee Accident Report

b.

Supervisor’s Accident Investigative Report

c.

Witness Statement Form (as required)

d.

Attending Physician Status Report

e.

Authorization to Obtain Medical Information Form

f.

Illinois Form 45: Employer’s First Report of Injury

2.

In instances where the employee complains of injury or illness and medical
treatment is not immediately rendered, the Supervisor shall complete the Incident
Notice Only report (Attachment B).

3.

All required forms must be forwarded to the Office of Professional Standards as
soon as practicable.

4.

In the event the injured employee is unable to complete the Employee Accident
Report, the Supervisor will indicate why the employee was unable to complete
the report in an e-mail to the Commander of OPS. The Employee Accident
Report will then be completed by the injured employee when he/she is physically
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able to do so. The injured employee may have another person complete the
report on their behalf if they so choose.
C.

Supervisors shall record the attendance for any employee who is absent from work as a
result of a work-related injury as “Worker’s Comp. Waiting” for the first three work days
missed. Any days absent as a result of a work-related injury in excess of three shall be
recorded as “Worker’s Comp.” for scheduling purposes.

D.

Employees that return to work with medical restrictions after suffering a work-related
injury will be assigned to a light duty position by the Chief of Police or the OPS
Commander. Such positions will be chosen based on the medical restrictions imposed
as well as the needs of the Department.

E.

Employees assigned to a light duty position are prohibited from driving Departmentowned vehicles.

F.

If no light duty positions matching the employee’s medical restrictions are available, the
employee will remain off-duty on Worker’s Comp.

This order supersedes all written and unwritten policies of the Waukegan Police Department on this
subject.

By order of:

Wayne Walles
Chief of Police
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – PERS.04
Subject: PEER SUPPORT PROGRAM

Effective: March 3, 2014

Revised:
Revised:
Original: March 3, 2014

PURPOSE
The purpose of this order is to establish direction for an in-house Peer Support Team for all
Department members and their families and to outline both the capabilities of the team as well as how
to access the team.
PERS.04

POLICY

The Waukegan Police Department recognizes the value of providing an in-house resource for
employees and their family members to support them in managing both professional and personal
crises. It must be recognized that the Peer Support Team is an important component of the
Waukegan Police Department but shall not replace professional services if they are deemed
necessary by the employee or recommended by a member of the Peer Support Team.

PERS.04.1

FUNCTION

The Peer Support Team is intended to be a resource available to the Department in the event of a
critical incident or crisis situation. The Peer Support Team will be available to:
1. Listen to another employee’s feelings after a critical incident or crisis situation;
2. Respond to any employee’s request for peer support or assistance regardless of cause
or topic;
3. Facilitate or assist in diffusing critical incidents;
4. Conduct Critical Incident Stress Management (CISM) debriefings;
5. Provide information or referrals to other resources available (Employee Assistance
Program (EAP), Alcoholic Anonymous, financial support, Clinician’s or
Psychiatrist/Psychologist, etc.);
6. Provide Peer Support orientations to new employees.

PERS.04.2

CHIEF OF POLICE DISCRETION

The Peer Support Team shall be available to support and assistance on any incident outside of
Waukegan or other Department at the discretion of the Chief of Police or his designee. Further,
nothing shall prevent the Chief of Police (or his designee) from seeking outside resources (EAP,
Clinicians, outside Peer Support Groups, Psychiatrist/Psychologist, etc.) to assist and supplement the
Peer Support Team during critical incidents.
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PERS.04.3

PEER SUPPORT TEAM RESPONSIBILITIES

A. Peer Support Team Availability
The Peer Support Team is available 24 hours a day 7 days a week to all Department employees.
There is a list of current Peer Support Advisors and their contact information on the Department
computer system’s “J” drive in Wellness Folder and also posted on the Chief’s Bulletin Board.
B. Critical Incidents
A critical incident is any event that causes an unusually intense stress reaction. The distress
people experience after a crucial incident can limit their ability to cope, impair their ability to
adjust, and negatively impact their work environment. Critical Incidents that may require a Peer
Support Team response may include, but are not limited to:
1. Officer involved shootings;
2. Witnessing another employee’s death or serious injury;
3. When the employee is a witness to a violent death or serious injury;
4. Involved or witnessing an infant/child death;
5. When an employee is witness to a suicide;
6. Any other incident deemed by the requesting employee to be distressing or deemed
appropriate by the Chief of Police or his designee.
C. Debriefings
It shall be at the discretion of the Chief of Police or his designee when a critical incident debriefing
will occur. Further, nothing shall prevent the Chief of Police or his designee from seeking outside
resources (clinicians, outside Peer Support Groups, Psychiatrists/Psychologists, etc.) to assist
and supplement the Peer Support Team during debriefings of critical incidents.

PERS.04.4

PEER SUPPORT TEAM ORGANIZATION

A. Peer Support Team Coordinator:
The program coordinator should be of the rank of Sergeant or higher. The Peer Support Team
Coordinator shall be responsible for the Peer Support Program and coordinating the training
needs of the Peer Support Team Members.
B. Peer Support Advisor:
Any Department member who, by virtue of prior experience, training or interest, has expressed a
desire and has been selected to provide support for peers.
C. Peer Support Team Selection
The Department shall maintain an organized Peer Support Team Program and to that end must
maintain a selection process as follows:
1. The Peer Support Coordinator shall be selected by the Chief of Police;
2. Peer Support Advisors shall be selected by the Peer Support Coordinator with the
approval of the Chief of Police;
3. The Peer Support Team is a voluntary collateral assignment;
4. The Team selection process will be as described in general order 16.2.
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PERS.04.5

PEER SUPPORT TEAM OPERATIONS

A. Role of Peer Support Advisors
The Peer Support Advisor provides support and assistance to employees in times of stress and
crisis. The Peer Support Advisors responsibilities are as follows:
1. Convey trust, anonymity and assure confidentiality within policy guidelines to employees
who seek assistance from the Peer Support Program;
2. Provide assistance and support;
3. Assist the employee by referring them to the appropriate outside resource when
necessary;
4. Be available to employees for additional follow-up support;
5. Agree to be contacted and if necessary, respond at any hour to assist an employee in
need;
6. Attend quarterly training or training as directed by the Peer Support Team Coordinator or
Chief of Police.
B. Confidentiality
The acceptance and success of the Waukegan Police Department Peer Support Program within
the Waukegan Police Department will be determined, in part, by the observance of strict
confidentiality. It is imperative that each Peer Support Advisor maintain strict confidentiality of all
information obtained about any individual within the guidelines of this program. The Department
will respect the confidentiality of conversations between Peer Support Advisors and Department
members, with the following exceptions:
1. If you disclose the Employee is a danger to themselves or others;
2. Disclose perpetrating child abuse or allowing it to occur with the Employee’s knowledge;
3. Disclose perpetrating elder abuse or allowing it to occur with the Employee’s knowledge;
4. Disclose perpetrating domestic violence or allowing it to occur with the Employee’s
knowledge, unless the employee is the victim;
5. Disclose perpetrating a narcotics offense.
Disclosures under any of these exceptions shall be made by the Peer Support Advisor directly to
the Chief of Police or Department approved Clinician, Psychiatrist/Psychologist, or EAP
.
C. Internal Affairs Investigations
It may occur that a Peer Support Advisor is assisting an individual who is, or becomes, the
subject of a disciplinary investigation. The Peer Support Advisor should be guided by Section B,
Confidentiality (above). The Peer Support Advisor should not volunteer any information received
in confidence; however, Peer Support Advisors may not hamper or impede any investigation, nor
may they attempt to shelter an individual from the Department’s investigation.
The Peer Support Advisor’s role in disciplinary situations is one of support and assistance to the
peer during the stress they may face during the disciplinary process. If the Peer Support
Advisors have any questions or concerns regarding these situations, they should consult with the
Peer Support Coordinator for guidance and assistance. Should the Peer Support Coordinator
need direction, (s)he shall contact the Chief of Police or his designee.
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D. Training
The Waukegan Police Department recognizes the importance of having trained Peer Support
Advisors. Peer Support Advisors should receive training in the following areas:
1. Effective listening;
2. Critical incident stress;
3. Debriefing and diffusing techniques;
4. Post-traumatic stress;
5. Problem solving skills;
6. Relationship termination (death, divorce, etc.);
7. General assessment skills;
8. Referral and follow-up.
Quarterly training, or training deemed necessary by the Peer Support Coordinator or Chief of
Police, will be scheduled to enhance problems solving skills, provide group sharing, and allow for
exchange of information and ideas.

PERS.04.6

NEW EMPLOYEE ORIENTATION PROGRAM

All new employees will be given a Peer Support team introduction and a Peer Support informational
packet. All new employees will participate in the Department’s family orientation program.
Depending on the number of new employees, the orientation will be given as a group or one-on-one
presentation.

PERS.04.7

CHAPLAIN PROGRAM

The Waukegan Police Department recognizes that in times of trauma, crises, and emotional turmoil
resulting from the cumulative, emotional effects of the Police Profession, it is often important to be
able to offer spiritual counseling to employees interested in obtaining it. Accordingly, the Department
may include qualified members of the clergy as volunteers in the Department Peer Support Program
and who also serve on the Peer Support Team as Police Chaplains. The Chaplains follow the same
chain of command as Peer Support Team members.
The Chaplain program is intended to be a resource to the Department and the Peer Support Program
Team members. Chaplains’ duties include, but are not limited to:
1. Officiate at Department events;
2. Officiate at Department funerals (if requested by the family);
3. Conduct or participate in Critical Incident Debriefings;
4. Attend line-ups and ride-along with personnel if requested;
5. Provide pastoral support and confidential counsel to Department employees when
needed;
6. Respond to an employee’s request for Peer Support or spiritual support;
7. Assist with annual new employee orientation;
8. Work within the Peer Support team;
9. Furnish referrals or resource assistance;
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10. Be called to the scene of a traumatic incident, or to provide assistance in death or serious
injury notifications;
11. Counsel Department employees and their families undergoing stressful situations if
requested;
12. Visit sick or injured Department employees if requested;
13. Organize and conduct events designed to enhance morale and the well-being of
Department members and their families;
Chaplain personnel shall also be available for support on any other incident at the discretion of the
Chief of Police.
A. CHAPLAIN SELECTION PROCESS
Potential Chaplain candidates shall be ordained and/or preside over a parish. Chaplain
candidates must be residents of Waukegan or Lake County and have an interest in volunteering
for the Waukegan Police Department. Prospective candidates will be interviewed by at least two
members of the Peer Support Team and a recommendation will be made to the Chief of Police.
The Chief of Police will approve and appoint all Chaplains. Chaplains will be chosen based on
their ability to:
1.

Complete and pass a background check;

2.

Maintain confidentiality;

3.

Be empathetic and possess interpersonal communication skills;

4.

Be motivated to support employees in stressful and/or traumatic situations;

5.

Appropriately serve a diverse employee and community population;

6.

Willingness to be called out after hours to respond to a critical incident.

B. CHAPLAIN TRAINING
Chaplains shall possess training and credentials certifying their position and training as a member of
the clergy. Further education in critical incident stress management is helpful. The following course
work is recommended for chaplains. These classes are offered through the International Critical
Incident Stress Foundation.
1. Individual Intervention and Peer Support
2. Pastoral Crisis Intervention
3. Group Crisis Intervention
4. Pastoral Intervention II
5. Advanced Group Crisis Intervention

This order supersedes all previous written and unwritten policies of the Waukegan Police Department on
the above subject.
By order of:

Wayne Walles
Chief of Police
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – PERS.05
Subject: SOCIAL MEDIA

Effective: April 28, 2016

Revision:
Revision:
Original: April 28, 2016

PURPOSE
This policy establishes the Waukegan Police Department’s position on the utility and management of social
media and provides guidance on its management, administration, and oversight. This policy is not meant to
address one particular form of social media, rather social media in general, as advances in technology will
occur and new tools will emerge.

PERS.05

POLICY

Social media provides a valuable means of assisting the Waukegan Police Department and its personnel
in meeting community outreach, problem-solving, investigative, and related objectives. This policy
identifies potential uses that may be explored or expanded upon as deemed reasonable by administrative
and supervisory personnel. The Department also recognizes the role that these tools play in the personal
lives of some Department personnel. The personal use of social media can have bearing on
Departmental personnel in their official capacity. As such, this policy provides information of a
precautionary nature as well as prohibitions on the use of social media by Department personnel.

DEFINITIONS
Blog: A self-published diary or commentary on a particular topic that may allow visitors to post
responses, reactions, or comments. The term is short for "Web log."
Page: The specific portion of a social media website where content is displayed, and managed by an
individual or individuals with administrator rights.
Post: Content an individual shares on a social media site or the act of publishing content on a site.
Profile: Information that a user provides about himself or herself on a social networking site.
Social Media: A category of Internet-based resources that integrate user-generated content and user
participation. This includes, but is not limited to, social networking sites (Facebook, MySpace),
microblogging sites (Twitter, Nixle), photo- and video sharing sites (Flickr, YouTube), wikis (Wikipedia),
blogs, and news sites (Digg, Reddit).
Social Networks: Online platforms where users can create profiles, share information, and socialize with
others using a range of technologies.
Speech: Expression or communication of thoughts or opinions in spoken words, in writing, by expressive
conduct, symbolism, photographs, videotape, or related forms of communication.
Web 2.0: The second generation of the World Wide Web focused on shareable, user-generated content,
rather than static web pages. Some use this term interchangeably with social media.
Wiki: Web page(s) that can be edited collaboratively.
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PERS.05.1
A.

USE OF SOCIAL MEDIA BY THE DEPARTMENT
Department Sanctioned Use
1.

2.

3.

Strategy
a.

Where possible, each social media page shall include an introductory
statement that clearly specifies the purpose and scope of the
Department’s presence on the website.

b.

Where possible, the page(s) should link to the Department's official
website at http://www.waukeganil.gov/index.aspx?nid=428.

c.

Social media page(s) shall be designed for the target audience(s) such
as youth, citizens, or potential police recruits.

Procedures
a.

All Departmental social media sites or pages shall be approved by the
Chief of Police or his/her designee and shall be administered by the
Division Commander for which the page or site is created.

b.

Except for those pages created for investigative use, social media pages
shall clearly indicate they are maintained by the Waukegan Police
Department and shall have Department contact information prominently
displayed.

c.

Social media content shall adhere to applicable laws, regulations, and
policies, including all information technology and records management
policies as listed in the Waukegan Police General Orders Manual or the
City of Waukegan Employee Handbook.
Content of Department-created sites or pages are subject to
Freedom of Information Act laws. Relevant records retention
schedules apply to social media content.

2.

Content must be managed, stored, and retrieved in a manner
compliant with open records and electronic discovery laws.

3.

Social media pages shall state that…“the opinions expressed by
visitors to the page(s) do not reflect the opinion(s) of the
Waukegan Police Department.”
i.

Pages shall clearly indicate that posted comments will
be monitored and that the Department reserves the right
to remove obscenities, off-topic comments, and personal
attacks.

ii.

Pages shall clearly indicate that any content posted or
submitted for posting is subject to public disclosure
under Freedom of Information Act statutes.

Department-Sanctioned Use
a.
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1.

Department personnel representing the Department via social media
outlets shall:
1.

Conduct themselves at all times as representatives of the
Department and, accordingly, shall adhere to all Department
standards of conduct and observe conventionally accepted
protocols and decorum.

2.

Identify themselves as an employee of the Department.
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B.

3.

Not make statements about the guilt or innocence of any suspect
or arrestee or comments concerning pending prosecutions, nor
post, transmit, or otherwise disseminate information, including
photographs or videos, related to Departmental training,
activities, or work-related assignments without express written
permission from the Chief of Police or his/her designee.

4.

Not conduct political activities or private business.

b.

The use of Department computers by employees to access social media is
prohibited without authorization.

c.

Use of personally owned devices to manage the Department's social
media activities or in the course of official duties is prohibited without
express written permission of the Chief of Police or his/her designee.

d.

Employees shall observe and abide by all copyright, trademark, and
service mark restrictions in posting materials to electronic media.

Potential Uses
1.

Social media is a valuable investigative tool when seeking evidence or
information about:
a.
b.
c.
d.
e.

2.

Social media can be used for community outreach and engagement by:
a.
b.
c.
d.

3.

Missing persons
Wanted persons
Gang participation
Crimes perpetrated online (cyberbullying, cyberstalking, financial crimes)
Photos or videos of a crime posted by a participant or witness

Providing crime prevention tips
Offering online-reporting
Sharing crime maps and statistics
Soliciting tips about unsolved crimes

Social media can be used to make time-sensitive notifications related to:
a.
b.
c.
d.

Road closures
Special events
Weather emergencies
Missing or endangered persons

4.

The Waukegan Police Department has an obligation to include Internet-based
content when conducting background investigations of job candidates.

5.

Internet searches on candidates for employment will be conducted by the officer
assigned to perform a background investigation on the candidate. For applicants
applying for a civilian position, searches are strongly encouraged. At no time will
resulting information related to protected class data be used in employment
decisions.

6.

Search methods shall not involve techniques that are a violation of existing law
and shall be applied uniformly to all candidates for employment.

7.

Every effort must be made to validate Internet based information considered
during the hiring process.
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PERS.05.2
A.

PERSONAL USE OF SOCIAL MEDIA
Precautions and Prohibitions
Barring state law or binding employment contracts to the contrary, Department personnel shall
abide by the following when using social media.
1.

Department personnel are free to express themselves as private citizens on social
media sites to the degree that their speech does not impair working relationships of this
Department for which loyalty and confidentiality are important, impede the performance
of duties, impair discipline and harmony among co-workers, or negatively affect the
public perception of the Department.

2.

As public employees, Department personnel are cautioned that speech on/or off-duty,
made pursuant to their official duties, that owes its existence to the employee's
professional duties and responsibilities, is not protected speech under the First
Amendment and may form the basis for discipline if deemed detrimental to the
Department. Department personnel should assume that their speech and related
activity on social media sites will reflect upon their office and this Department.

3.

Department personnel shall not post, transmit, or otherwise disseminate any
information to which they have access as a result of their employment without written
permission from the Chief or his/her designee.

4.

For safety and security reasons, Department personnel are cautioned not to disclose
their employment with this Department nor shall they post information pertaining to any
other employee of the Department or City without their permission. As such,
Department personnel are cautioned not to do the following:

5.
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a.

Display Department logos, uniforms, or similar identifying items on personal
web pages.

b.

Post personal photographs or provide similar means of personal recognition
that may cause them to be identified as a police officer or civilian employee of
the Waukegan Police Department.

c.

Officers who are, or who may reasonably be expected to work in undercover
operations, are cautioned on posting any form of visual or personal
identification.

When using social media, Department personnel should be mindful that their speech
becomes part of the worldwide electronic domain. Therefore, adherence to the
Department's code of conduct is required in the personal use of social media. In
particular, Department personnel are prohibited from the following:
a.

Speech containing obscene or sexually explicit language, images, or acts and
statements or other forms of speech that ridicule, malign, disparage, or
otherwise express bias against any race, any religion, or any protected class of
individuals.

b.

Speech involving themselves or other Department personnel reflecting
behavior that would reasonably be considered reckless or irresponsible.

c.

Engaging in prohibited speech noted herein by sworn officers, may provide
grounds for undermining or impeaching an officer's testimony in criminal
proceedings. Department personnel thus sanctioned are subject to discipline
up to and including termination of office.
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d.

B.

Department personnel may not divulge information gained by reason of their
authority; make any statements, speeches, appearances, and endorsements;
or publish materials that could reasonably be considered to represent the views
or positions of this Department without express authorization.

Security and Sanctions
1.

Department personnel should be aware that they may be subject to civil litigation for:
a.

Publishing or posting false information that harms the reputation of another
person, group, or organization (defamation).

b.

Publishing or posting private facts or personal information about someone
without their permission that has not been previously revealed to the public, is
not of legitimate public concern, and would be offensive to a reasonable
person.

c.

Using someone else's name, likeness, or other personal attributes without that
person's permission for an exploitative purpose; or

d.

Publishing the creative work of another, trademarks, or certain confidential
business information without the permission of the owner.

2.

Department personnel should be aware that privacy settings and social media sites are
constantly in flux, and they should never assume that personal information posted on
such sites is protected.

3.

Department personnel should expect that any information created, transmitted,
downloaded, exchanged, or discussed in a public, online forum may be accessed by
the Department at any time without prior notice.

4.

Any employee becoming aware of or having knowledge of a posting or of any website
or web page in violation of the provision of this policy shall notify his or her supervisor
immediately.

This order supersedes all previous written and unwritten policies of the Waukegan Police Department on the
above subject.

By order of:

Wayne Walles
Chief of Police
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – PERS.06
Subject: PROFESSIONAL WORK ENVIRONMENT

Effective: December 19, 2016

Revised:
Revised:
Original: March 18, 2008

PURPOSE
The purpose of this policy is to establish guidelines for maintaining a professional work environment at
the Waukegan Police Department.

PERS.06

POLICY

The Waukegan Police Department is committed to maintaining a diverse workforce and providing an
inclusive work environment that is free of discrimination and unlawful harassment. Harassment based on
an individual’s gender, race, color, national origin, ancestry, age, religion, sexual orientation, veteran
status, physical/mental disability, or any other legally protected characteristic (as determined by State and
Federal law), will not be tolerated in the workplace or in other work related setting including, business
trips, seminars, and work-related social events. Additionally, employees should consider their conduct,
via social media platforms, where they may interact with co-workers as well. This policy also applies to
vendors, contractors, customers, and visitors.

DEFINTIONS
Hostile Work Environment: An abusive environment created by any person who subjects another to
harassment because of their gender, race, color, national origin, ancestry, age, religion, sexual
orientation, veteran status, physical/mental disability or any other legally protected characteristic (as
determined by State and Federal law).
Sexual Harassment: Any unwelcome sexual advances or requests for sexual favors, or any conduct of
a sexual nature when:
1. Submission to such conduct is made a term or condition of an individual’s employment, or
2. Submission to or rejection of such conduct by an individual is used as the basis for employment
decisions affecting such an individual, or
3. Such conduct has the purpose or effect of substantially interfering with an individual’s work
performance or creating an intimidating, hostile or offensive working environment.

PERS.06.1

PROHIBITED ACTIVITY

A.

No employee shall, neither explicitly or implicitly, ridicule, mock, deride, or belittle any
person.

B.

Employees shall not make offensive or derogatory comments to any person, either
directly or indirectly, based on gender, race, color, national origin, ancestry, age, religion,
sexual orientation, veteran status, physical/mental disability, or any other legally
protected characteristic (as determined by State and Federal law). Such harassment is a
prohibited form of discrimination, (hostile work environment), and is considered
misconduct subject to disciplinary action.
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C.

PERS.06.2

City of Waukegan policy strictly prohibits any employee, vendor, contractor, or customer
from sexually harassing an employee by:
1.

Making unwelcome sexual advances, requesting sexual favors, or engaging in
other verbal/non-verbal, or physical conduct of a sexual nature.

2.

Either explicitly or implicitly establishing a term or condition of on and employee’s
response to sexual advances, requesting sexual favors, or other verbal/nonverbal, or physical conduct of a sexual nature.

3.

Creating an intimidating, hostile, or offensive working environment or interfering
with an employee's work performance with sexual advances, requests for sexual
favors, or other verbal/non-verbal, or physical conduct of a sexual nature.

4.

Examples of conduct of a sexual nature include, but are not limited to:
a.

Sexual innuendos, sexually suggestive comments, insults or threats
based on sex, jokes about gender specific traits, or sexual proposition.

b.

Making suggestive or insulting noises, leering, whistling, or obscene
gestures.

c.

Inappropriate physical contact.

d.

Repeated offensive sexual flirtations, advances or propositions.

e.

Display of sexually suggestive objects or pictures.

f.

Graphic or degrading comments about an individual or his/her
appearance.

g.

Subtle pressure for sexual activity.

EMPLOYEE RESPONSIBILITY

A.

All employees are responsible for ensuring that no form of unlawful harassment occurs in
the workplace. If an employee has knowledge of, or experiences, such conduct, they
must report it to a supervisor, Department Head, or Director of Human Resources.

B.

Employees may report allegations to a Commanding Officer, Deputy Chief of Police,
Chief of Police, the Mayor, or his assistant, without first reporting the allegations to their
direct supervisor. Any employee who believes that he or she has been subjected to
harassment by anyone, including supervisors, coworkers, clients, visitors, etc., should, if
possible, make it clear to the offender that he or she finds such behavior offensive.
1.

Employees are also not required to confront the person they are accusing of
harassment, and in fact, should refrain from doing so if they are concerned for
their safety.

2.

Harassment must be reported even if an alleged victim, or the alleged source of
the harassment, is not an employee of the City of Waukegan.
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PER.06.3

SUPERVISOR RESPONSIBILITY

A.

If a supervisor observes or has knowledge of any incident that may be construed as
harassment, they are required to report that incident immediately to a Commander,
Deputy Chief, Chief, or Director of Human Resources who will initiate an investigation
into the matter.

B.

Supervisors shall report allegations of harassment, even in situations where the
complaint appears questionable, where the complainant has requested confidentiality,
when the person being subjected to the conduct does not, or refuses to complain about
the conduct, or when the incident involves the conduct of non-employees or employees
who are not their subordinates.

PERS.06.4

COMPLAINT INVESTIGATION PROCESS

A.

Employees are required to report promptly, under the procedures adopted by the City of
Waukegan, any conduct that appears to violate the Waukegan Police Department
policies against harassment.

B.

Any employee encountering harassment must immediately notify their direct supervisor,
Commanding Officer, Deputy Chief, Chief, or Director of Human Resources encouraged
to inform the person that his/her actions are unwelcome and offensive. The employee
shall thoroughly document all incidents of harassment as support for the investigation in
accordance with the complaint process outlined in this section.

C.

The complaint investigation process is as follows:
1.

Any employee who believes that he or she has been subjected to either sexual
harassment or other discriminatory treatment, in violation of State or Federal
equal employment laws, should immediately file a written complaint with the
Office of Professional Standards and the Director of Human Resources.

2.

In cases involving complaints of sexual harassment, if an employee who has
encountered sexual harassment wants to report it to someone of the same sex,
the employee may do so by making their request to the Director of Human
Resources.

3.

The Office of Professional Standards and the Human Resources Department will
conduct separate investigations. The investigations will be prompt and thorough.
In addition, if warranted, interim measures will be taken to prevent continued
harassment from occurring during the investigative process. In all cases, the
investigation will be conducted by persons not involved in the alleged
harassment or discrimination. The Office of Professional Standards and the
Human Resources Department will endeavor to keep matters confidential to the
maximum extent possible by limiting the dissemination of information only to
those with a strict need to know.

4.

In the event the allegations are being made against a Command Officer, or any
other, higher-ranking officer, the complaint must be made directly to the Director
of Human Resources.
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PERS.06.5

RETALIATION PROHIBITED
The law prohibits retaliation against an employee who, in good faith, reports harassment,
assists, or cooperates in the investigation of a harassment complaint. Those individuals
will not be subjected to retaliation for their cooperation in the investigation. Any threat of
retaliation or attempt to do so should be reported immediately to the Director of Human
Resources or the Chief of Police.

This order supersedes all previous written and unwritten policies of the Waukegan Police Department
on the above subject.

By order of:

Wayne Walles
Chief of Police
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – PERS.07
Subject: OVERTIME ASSIGNMENTS

Effective: November 13, 2017

Revised: January 14, 2019
Revised: November 1, 2018
Original: November 13, 2017

PURPOSE
The purpose of this policy is to establish guidelines for the fair distribution of overtime assignments for the
officers of the Waukegan Police Department.
PERS.07

POLICY

It is the policy of the Waukegan Police Department to provide a detailed process on how the department
assigns overtime to its officers.
DEFINITIONS
Department Overtime: Overtime that is requested from the department (i.e., patrol hire back, bond court,
traffic grants, etc.) and is paid at time and one-half rate.
Off-Duty Overtime Jobs: Overtime that is requested by an outside entity (i.e., parks, banquet halls,
apartment complexes, etc.) requesting police security or assistance that is paid at an established rate, as
determined by the city and the 7g agreement with the bargaining units..
Immediate Fill Overtime Jobs: Overtime jobs that need an officer(s) which has not been filled, or the
request for an officer(s) is less than 24 hours before the start of the overtime job. Immediate Fill Overtime
Jobs are generally filled on a first come, first served basis.
PERS.07.1

Posting and Scheduling of Overtime

A.

Every time there is a need for department overtime or off duty overtime job, the
information will be posted and assigned in the department scheduling program with the
exception of immediate fills. Hours of work, location or specifics of the overtime job will be
included in the posting.

B.

Officers interested in volunteering for an overtime assignment must submit via the
department scheduling program prior to the posted cutoff day.

C.

Officers selected for an overtime assignment are required to dress in the patrol division
uniform of the day unless authorized by the Chief of Police.

D.

Officers working overtime jobs are considered on duty and as such are subject to the
Waukegan Police Department General Orders unless otherwise authorized by the Chief
of Police.

E.

Officers that are unable to work a scheduled overtime job are required to notify the
assigning supervisor no less than two hours prior to the job. If the assigning supervisor
cannot be reached, notifications will be made to a patrol shift supervisor.

F.

In the event the patrol shift supervisor is notified that an officer working an overtime job is
unable to work, the patrol shift supervisor will be responsible for attempting to locate an
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officer(s) to fill the vacancy. The patrol shift supervisor will also make notifications to the
assigning supervisor via email. The patrol shift supervisor will indicate what officer was
unable to work the assigned duty, the detail affected and what officer was selected to
work the overtime job.
G.

Work hours for all department overtime and off duty overtime jobs must be scheduled in a
manner that does not conflict or interfere with the officer’s regular duty assignment.

H.

No officer may work department overtime, or an off duty overtime job, if they are on a
suspension day from the department.

PERS.07.3
A.

Selection for Overtime Jobs
Selection Criteria
1. Once an officer requests to work an overtime job, selection must be based on the
following criteria in the following order:
a. If supervision is needed for the job, or if special skills or special needs of
the assignment are required, as determined by the Chief of Police
b. Total number of overtime hours worked for the fiscal year.
c.

Department seniority, without regard to rank.

d. Illustration of selection process: Officers A, B, & C all request to work an
overtime job that requires two officers. Officers A & C both have the same
total of overtime hours worked. Officer B has less total overtime hours
worked. The first officer selected for assignment is Officer B. Officer C is
senior to Officer A. Officer C is the second officer selected based on their
department seniority.
2. All officers that have applied to work an overtime job will receive an email
confirmation through the department scheduling program granting or denying the
assignment.
3. Once an officer is sent an email confirmation granting the assignment, the officer
will be required to report for duty.
4. Officers that applied for and were not accepted for an overtime job assignment
will have their names placed on a list of candidates in case of a vacancy.
5. Vacancies that occur less than 24 hours before the start of an overtime job will
be immediate fill and filled at the discretion of the assigning supervisor. A
reasonable effort will be made so that officers that have submitted their names
for the overtime job will be given the first opportunity to work the vacant job.
B.

PERS.07.4

Selection Procedure – Supervisors must use the procedures described in attachment A
when assigning overtime that is not an immediate fill.
Overtime Job Time Banks

A.

An accurate total number of overtime job hours worked for each officer will be maintained
in the department scheduling program. This list will also be posted on the “J” drive in a
folder designated Payroll Timesheets for personnel to review.

B.

The total number of overtime hours worked will consist of the sum of all overtime worked
per fiscal year, less court time.
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C.

On May 1 of each year, the number of overtime job hours worked by each officer will reset
to zero.

D.

Officers will not work more than 18 hours in a 24 hours period. The Chief of Police may
authorize an extension to this limitation.

PERS.07.5

Submission & Approval of Overtime

A.

Officers must submit their overtime for overtime jobs worked through the department
scheduling program no more than 5 calendar days after the completion of the overtime job
worked.

B.

Supervisors that schedule department overtime or off duty overtime jobs, will approve the
overtime in the department scheduling program. All overtime must be approved within 2
working days of being submitted.
1. Shift overtime should only be approved by the supervisors on the shift where the
officer worked the overtime.
2. Extra Duty overtime should only be approved by the supervisor in charge of that
Extra Duty Job.
3. If the supervisor in charge of a particular detail works overtime for the detail that
they are in charge of, then that person must have their overtime approved by
their immediate supervisor. No one is permitted to approve his or her own
overtime, unless approved by the Chief of Police.
4. If the approving supervisor is going to be absent for more than two working days,
they should designate another supervisor or the Police Finance Coordinator to
approve the overtime in their absence.
5. If an Extra Duty Job is cancelled or the officer does not work that job, the detail
supervisor and the officer must notify the Police Finance Coordinator.

This order supersedes all previous written and unwritten policies of The Waukegan Police Department on the
above subject.
By order of:

Wayne Walles
Chief of Police
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Attachment A
Assigning Open Shifts
A. Click on “Award Open Shifts”
B. Click on the “Open Shift” that needs to be assigned
C. Click on “Use Replacement Policy” button
1. Mode is set to Advanced
2. Rules are set to Voluntary Overtime
D. Click “Run Policy” (this may take a few minutes, you may need to click the button twice)/The
officers names will then be sorted and the officer with the least amount of hours will be on top of
the list.
E. Click on the name of the officer
F. Click the “Award” button

Assigning Extra Duty Jobs
A. Open the “Extra Duty Billing” module
B. Open the job you want to assign
C. Click on the “Use Fairness Rotation” button
D. Put a checkmark in the box for “Include Regular Overtime”
E. Make sure there is a checkmark in the “Total Extra Duty Worked” box
F. Make sure Selection Dates are for current fiscal year (May 1st to April 30th)
G. Make sure there is a checkmark in the “Highlight Requested” box
H. Click the Retrieve button (this may take up to 2 minutes)
1. A list will populate, showing all officers in ascending order of overtime hours
worked(Approved overtime and future scheduled Extra Duty Jobs)
2. Scroll down to the first highlighted officer (highlighted names are officers who requested
the job)
3. Make a note of the requesting officer(s) and their number of hours
4. Close the Overtime Selection window
I.

Using the “Assign Extra Duty Overtime” window, click the Show Requested button
1. Put a checkmark in the Show Requested Only box
2. Click the “Retrieve List” button
3. Uncheck names of the officers NOT assigned the detail
4. Click the “Copy Selections to Assignment” button, which brings you back to the “Assign
Extra Duty Overtime” screen
5. If the number of officers needed for the extra duty job has been met, click the box for
“Lock-Out Requests.” If the number of officers needed has not been met, leave the box
unchecked
6. Click “Save”

WPD General Orders Manual

PERS.07 – Overtime Assignments

Page 4 of 5

7. If there were officers that requested the extra duty job, but were not assigned to the extra
duty job, click the “Email Not Assigned” button
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – PERS.08
Subject: LINE INSPECTIONS

Effective: March 15, 2018

Revised: April 12, 2018
Revised: March 15, 2018
Original: January 14, 2018

PURPOSE
The purpose of this policy is to establish guidelines for officers to follow with regard to the
department uniform, equipment, personal appearance and vehicle inspections.
PERS.08.1

POLICY

It is the policy of the Waukegan Police Department to utilize a system of line inspections as a
means of ensuring compliance with standards, rules and regulations.
PERS.08.2
A.

B.

C.

Line Inspections (Sworn Personnel)
Line Inspections shall be conducted by personnel in control of persons, facilities,
procedures, or other elements being inspected. Line Inspections may be carried
out by any Supervisor within the chain of command who may be responsible for
ensuring that department standards, procedures, guidelines, rules, regulations,
and orders are being followed.
All organizational components, functions, facilities, equipment, property,
activities, and personnel are subject to Line Inspections.
1.
All personnel are subject to visual inspections to ensure that their physical
appearance complies with the uniform and grooming standards.
2.

Buildings, facilities, equipment, vehicles, supplies, lockers, desks, etc. will
be examined to ensure that usage conforms with department guidelines,
are in good condition, and are adequately maintained.

3.

Direct and indirect observation of employee activity will be utilized to
ensure compliance with department standards.

Supervisory Responsibility
1.

Line Inspections of personnel, equipment, and activities is a basic
supervisory responsibility that will be conducted on a continuous basis.

2.

All Supervisors are responsible for conducting inspections, at least
quarterly (May, August, November & February), of personnel, equipment,
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property, and activity that falls within the scope of their immediate
command or control, unless otherwise specified.

PERS.08.3

3.

When conducting Line Inspections, Supervisors who discover an infraction
will initiate immediate corrective or disciplinary action. Serious infractions
will be documented on departmental correspondence and forwarded, via
the chain of command, to the appropriate Deputy Chief. Included in this
correspondence will be the date, a description of the infraction, and a
statement of the corrective action to be taken or needed.

4.

Supervisors who take or recommend corrective measures will be
responsible for making follow up checks to ensure that the infraction has
been resolved satisfactorily and in a timely manner.

Uniform Inspections

A.

Shift Supervisors have, as one of their daily responsibilities, the duty to ensure
that their personnel are in compliance with uniform guidelines and appearance.

B.

The Shift Commander, or his/her designee, will conduct an inspection of his/her
personnel to ensure that the grooming and uniforms of those personnel meet the
standards of the Department. The inspection will include an inspection of each
officer’s firearm and other equipment to ensure that it is serviceable and clean
and that the officer is carrying only authorized ammunition. This inspection will be
conducted bi-monthly.

C.

A Personnel Inspection Checklist (Attachment A) will be completed for each
employee and forwarded to the appropriate Deputy Chief. Supervisors who take
or recommend corrective measures will be responsible for maintaining a copy in
order to follow up on the infraction.

D.

Inspection Procedures - Uniformed Personnel
1.

All personnel shall line up shoulder to shoulder approximately 12 inches
apart in the roll call room or other area designated by the inspecting
Supervisor.

2.

The Supervisor will then review each officer individually, checking for
proper appearance and compliance with department standards.

3.

Firearm inspections will be performed on the shooting range.
a.
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PERS.08.4
A.

b.

Officers’ weapons will be held in a safe downward position as to
not point it at any other person. Weapons will have the slide locked
to the rear, no round in the chamber and the magazine removed.
The weapon will then be inspected.

c.

Upon completion of the inspection, the supervisor will monitor the
loading and holstering of officers’ weapons.

Vehicle Inspections
Patrol Division
1.

All vehicles assigned to the patrol division shall be inspected twice a
month. Documentation of that inspection shall be submitted on the first
and the fifteenth of each month. A Vehicle Inspection Checklist
(Attachment B) will be completed for each squad car and forwarded to the
Deputy Chief of Operations.

2.

Each shift Sergeant shall be responsible for a specifically assigned number
of squad cars.

3.

Vehicle assignments shall include take home cars that are assigned to
members of the Patrol Division.
a.

B.

The supervisory member completing the Vehicle Inspection Sheet
is responsible for ensuring that corrective action is taken for
deficiencies found during the inspection.

Prior to driving any Department owned vehicle, all employees shall check
emergency equipment and perform a basic visual inspection of the vehicle’s
interior and exterior, reporting any damage, missing equipment, or contraband to
a shift supervisor.
1.

Undocumented squad damage
Undocumented damage is to be immediately reported to a Shift
Supervisor. The Squad Damage Log will be checked to see if the damage
has been reported. In the event that the damage has not been reported,
the Shift Supervisor will complete a Squad Damage Report and have the
damage photographed. The Squad Damage Report will be filed
appropriately in the Squad Damage Log. Copies of the Squad Damage
Report will be forwarded to the Deputy Chief of Operations.

2.
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In the event contraband is located, the member shall immediately notify a
Shift Supervisor. The processing of the item is dependent on the
circumstances surrounding the location of the item and the type of item.
In those instances where the item, by its very nature is illegal, or can be
used for illegal purposes, a general report shall be generated and the
item(s) shall be processed as evidence and secured accordingly. A copy of
the “found item” report will be directed to the Deputy Chief of Operations.
C.

Specialty Division
1.

At least once per month, Supervisors in special divisions shall inspect
personnel, equipment and vehciles.

2.

Inspection sheets will be forwarded to the appropriate Deputy Chief.

This order supersedes all previous written and unwritten policies of the waukegan Police
Department on the above subject.

Wayne Walles
Chief of Police
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Attachment A

WAUKEGAN POLICE DEPARTMENT PERSONNEL INSPECTION CHECKLIST

Date:

Officer:

Assignment:

Inspected by:

Hair
Facial Hair
Overall
Appearance

Shirt
Pants
Shoes
Name Tag
Vest carrier

Belt & Keepers
Handcuffs/Case
Baton & Holder
Radio & Holder
BWC & Holder
CEW Holster
Pen & Notebook
Badge
OC Spray/Holder

Acceptable

Acceptable

Acceptable

Not
Acceptable

Not
Acceptable

Not
Acceptable

Appearance
Comments

Uniform Clothing
Comments

Duty Belt & Misc.
Comments

Date of
Remediation

Date of
Remediation

Date of
Remediation

Weapon
Make, Model & Caliber

Condition
Ammunition
Extra Ammo

Serial Number

Acceptable

Not
Acceptable

Comments

Supervisor’s Signature_____________________________________

Date of
Remediation

WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – PERS.10
Subject: Fitness Facility

Effective: March 12, 2013

Revised:
Revised:
Original: March 12, 2013

PURPOSE
The purpose of this order is to define the rules and regulations for using the City of Waukegan’s fitness
facility.

PERS.10

POLICY

It is the policy of the Waukegan Police Department to provide members access to fitness
equipment at no cost in order to aid them in maintaining a healthy lifestyle and fitness level.
PERS.10.01

FITNESS FACILITY
The facility maintains an assortment of equipment for both weight training and
cardiovascular training. The facility is located in the basement of Waukegan City Hall
and access is gained via coded keypad. Only those City employees who have agreed to
abide by the rules of use and have signed the “Workout Center User Agreement”
(Attachment A) and the “Fitness Room Rules” form (Attachment B) will be allowed
access.

PERS.10.02

FITNESS FACILITY ADMINISTRATION
The Commander of the Patrol Division, or his designee is responsible for the
administration of the Fitness Facility to include, but not limited to:
1.
2.
3.
4.
5.
6.
7.

PERS.10.03

Managing user door-code access
Assuring that Workout Center User Agreements are on file for all users.
Weekly inspections of the equipment
Repair or replacement of faulty or broken equipment
Weekly inspections of the facility for cleanliness and sanitary conditions.
Manage complaints of broken equipment
Manage complaints of rules violations

FITNESS FACILITY RULES FOR USE

A.

Use of the Fitness Facility is limited to only employees of the City of Waukegan. No other
persons shall be allowed access, including family members, guests, former employees,
or retired employees.

B.

Police sworn and emergency dispatch personnel may use the workout facility on a 24/7
basis as long as such use does not interfere Police Department operations. Civilian
personnel may use the facility before or after the work day, or during their lunch break,
only on days where City Hall is open to the public and as long as such use does not
interfere with their departmental operations.
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C.

While not mandatory, employees are encouraged to provide a medical certification that
they are physically capable of using the facility.

D.

All authorized users will be required to register at the center entrance to the facility by
swiping their badge or entering their key-code. Once in the facility, users must sign in
and out of the Fitness Room Log Book.

E.

Proper attire shall be worn at all times to include shoes and shirts. Bare feet or sandals
are not allowed in the fitness facility.

F.

All personnel must maintain workplace standards while in the fitness facility, including no
profanity, off-color jokes, or harassment.

G.

Users are responsible for wiping down the equipment they use and putting the equipment
back in its proper place.

H.

There shall be no eating, gum chewing, or drinking from glass containers while in the
fitness facility.

I.

Users must fill out the Damaged or Broken Equipment Log when they discover a piece of
equipment malfunctioning. The on-duty command officer must also be notified
immediately. The on-duty command officer shall place the equipment out of service and
notify the Patrol Commander of the damage.

J.

Users must report all injuries to their immediate supervisor as soon as possible.

K.

Dropping of bumper plates must be done within the designated area. Do not drop
bumper plates with less than 25 pounds on the bar to avoid damage to the smaller plates.

L.

Collars must be used on all free-weight exercises.

This order supersedes all previous written and unwritten policies of the Waukegan Police Department on
the above subject.

By order of:

Daniel Greathouse
Chief of Police
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Attachment A

City of Waukegan
Workout Area User Agreement
I, _______________________________, understand that I am voluntarily using the City of Waukegan workout area for personal
benefits and at my own risk. I state and agree as follows:
1.

I am not aware of any health condition or injury which restricts or precludes my participation in any physical fitness activity
that I will engage in while in the workout area and I agree to cease use of the facility should I become afflicted by such
injury or physical condition.
2. I accept all risks of injury arising out of my use of the equipment in the workout center including known or anticipated risks
and unanticipated risks. I understand that voluntary use of the workout area is not covered by workers’ compensation
even if I use it while on duty. I further understand that municipalities in the State of Illinois are not liable for injuries
incurred during voluntary recreational activities. I understand that any injuries or disability that occurs while I am using the
facility are purely my responsibility.
3. I understand that the City of Waukegan is not providing any instruction or training on the use of the equipment in the
workout facility. I understand that this equipment is only available to those who certify that they know how to safely use
it. I understand that it is solely my responsibility to use only equipment that I have proper training on and that I am solely
responsible for using equipment in a safe and appropriate manner.
4. I understand that the City will not operate an inspection program and does not warrant that equipment is in proper or safe
working order. I warrant that I am capable of evaluating all equipment I will use to assure that it is in proper and safe
working order and I further warrant that I will inspect the equipment before using it. I agree not to use any equipment that
I have determined is not in a safe condition to use.
5. I understand that the City of Waukegan is not providing supervision during workout periods. I accept all risks that could
result from unsupervised use of the facility including injuries to me caused by the negligence of other users.
6. I am responsible for my own personal property that I bring into the workout area. The City will not reimburse me for any
personal property that is lost, stolen or damaged in the facility.
7. I understand that only authorized users are allowed in the workout area and that each person must enter his/her access
code. I agree not to allow anyone else in the facility with my access code. I understand that no visitors or observers are
allowed at any time.
8. I understand that no employee is authorized to provide instruction or training on any aspect of physical training or
conditioning to another user or instruction on how to use the facility equipment. If I offer such assistance, I am acting on
my own and I agree to be personally liable for any injury or damage that arises from faulty, improper or incomplete
instructions.
9. I understand and agree that no person is authorized by the City to provide instruction to me and I agree to hold the City
and all its actual or apparent officers, agents, employees and assignees harmless for any injuries or damage that result
from faulty, improper or incomplete instructions provided by another user.
10. I understand that I must pay to repair any damage I cause while using the facility.
11. I understand that facility users are responsible for maintaining the facility and agree to restore all equipment I use to the
proper storage area and to clean all equipment I use and to restore it to a hygienic condition.
12. I agree to abide by the rules the City establishes for workout area users and understand that the City may, entirely at its
own discretion, revoke my user privileges if, in the City’s judgment, I fail to comply with the rules.
In consideration for the City of Waukegan making the work out are available to me, I hereby acknowledge and agree with all
terms stated above. I certify that my use of the workout facility is totally voluntary and that nobody has represented to me that use
of the facility is mandatory or that it will enhance my employment status in any way. I agree to hold the City of Waukegan, all its
actual or apparent officers, agents, employees and assignees harmless for any injury that results or is related to my use of the
facility. I further agree to indemnify the City from any claim made against the City by any other party as a result of my use of the
facility.
_______________________________________________
Workout Area User
Date
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Attachment B

City of Waukegan
Fitness Room Rules
1. Use will be restricted to active City of Waukegan employees-no family, friends, former employees, etc.
2. Employees are encouraged to provide medical certification that they are physically capable of using
the facility.
3. Employees will sign the City approved release before using the facility.
4. Only authorized users (those who have signed the release and are in good standing) should be
permitted in the facility.
5. All authorized users will be required to register at the center entrance by using their badge or code
number and sign in and out of the Fitness room log book.
6. The Police Department Patrol Division Commander will be responsible for the overall operation of the
facility and should be designated to:
a. Managing user access (securing release form, managing door access coding)
b. Weekly inspections of the facility for cleanliness and sanitary conditions
c. Weekly inspect equipment to assure that it is in proper working order
d. Handle complaints of broken equipment by determining if equipment should be taken out of
use, repaired or removed.
e. Handle complaints of user rule violations (i.e. not wiping down equipment, not putting
equipment away, improper language, and dress behavior)
7. The following rules must read, understood and signed off on by employees understanding that if they
do not follow the rules their workout privileges will be revoked:
a. Proper attire (shoes and shirts, no sandals or bare feet) required.
b.The same decorum required while on the job is required during the use of the workout area (i.e.
no profanity, off color jokes, etc.)
c. Users are responsible for housekeeping; this includes wiping down all equipment they use and
putting everything they use back in its proper place.
d. No eating, drinking or gum chewing in the workout area other than water.
e. User must fill out the damaged or broken equipment log and notify the on-duty shift
commander of damaged or malfunctioning equipment immediately. The shift commander will
put the equipment in question out of use and notify the Patrol Commander of the situation.
f. Users must report all injuries to the designated person (immediate supervisor) immediately.
g. Dropping of the bumper plates is permitted but should only be done in the designated areas.
Do not drop the bumper plates with less than 25 lbs on the bar to avoid damage to the smaller
plates.
h. Collars must be used on all free weight exercises.
I have read the above rules and I understand that violations of these rules may result in losing the
privilege of using the facility.
Signature:______________________________

Witness:_____________________________

Date:______________
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – PERS.11
Subject: Volunteers in Policing

Effective: September 28, 2011

Revised:
Revised:
Original: July 1, 2011

PURPOSE
The purpose of this order is to define the role of volunteers working alongside members of the Waukegan
Police Department and to ensure the safety and integrity of any volunteer selected to participate in the
program.

PERS.11

POLICY

It is the policy of the Waukegan Police Department to provide the best available service to the
public and to deliver the service in a manner that is cost effective, yet efficient. Therefore, it is in
the best interest of both the public and the Waukegan Police Department to utilize the services of
citizen volunteers to perform with and in cooperation with Waukegan police officers. The
volunteer program shall be titled Volunteers In Policing (VIP).
PERS.11.01

ELIGIBILITY REQUIREMENTS
All volunteers must:
1.
2.
3.
4.
5.
6.
7.

PERS.11.02

Be at least 18 years of age.
Complete and sign a Volunteer In Policing application package, including a
liability waiver and confidentiality agreement. (Attachment ‘A’).
Pass both personal background and criminal history checks.
Be fingerprinted and photographed.
Possess good moral character, a positive attitude, and be in good physical
condition.
Pass an oral interview.
Possess a valid driver’s license and vehicle insurance if applicable.

PROGRAM ADMINISTRATION

A.

The Administrative Services Division shall be responsible for scheduling volunteers as
the quantity of work necessitates. All volunteer applicants and duties must be approved
by the Deputy Chief of Administration prior to implementing them.

B.

All hours worked by volunteers shall be recorded and documented annually by the
Administrative Services Division in a report to the City of Waukegan Department of
Human Resources.

C.

The Training Officer shall issue a Department identification card to all volunteers who
have been approved by the Administrative Services Division.

D.

All volunteers shall attend an orientation session prior to assuming any assignment.
Orientation sessions shall give volunteers a general understanding of Department
functions including:
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1.
2.
3.
4.
5.
D.

E.

ADMIN.11.03
A.

Volunteers In Policing scheduling
Department organizational structure
Department scheduling and divisional functions
Patrol zone familiarization
Familiarization with Department policies and procedures

Volunteer Supervision
1.

Volunteers shall be supervised and answer to the Shift/Division supervisors on
that shift or division to which they are assigned.

2.

Volunteers are responsible to conduct themselves professionally at all times.
Supervisors shall report any infractions or work quality issues to the Deputy Chief
of Administration for review.

3.

Supervisors shall ensure that volunteers are treated with courtesy and respect by
Department members assigned to their shift/division.

4.

Shift or Division Supervisors shall have the authority to dismiss volunteers
assigned to their respective shift/division if the volunteer is determined to be unfit
for duty (intoxicated, ill, or in violation of Department policy). Supervisors may
only dismiss the volunteer for the duration of the shift and immediately report the
infraction to the Deputy Chief of Administration.

The Chief of Police shall maintain the right to dismiss a volunteer from the VIP program
at any time without cause. Participation in the program does not constitute a contractual
or employment agreement.

DUTIES AND RESPONSIBILITIES
Volunteers will be assigned non-law enforcement duties within any division of the Police
Department where there has been an identified need for their services by the Deputy
Chief of Administration.
1.

Duties deemed to be necessary by the Chief of Police or his designee.

2.

Only those volunteers with prior experience with prisoner/arrestee contact shall
be allowed in the jail facility or contact with arrestees.

B.

Volunteers may be assigned a duty that requires the use of Department vehicles.
Department vehicles shall be operated with due regard to all laws of the State of Illinois
and policies of the Waukegan Police Department. No volunteer shall be authorized to
perform law enforcement functions.

C.

No volunteer will be authorized to carry firearms.

D.

Non-Lethal weapons such as pepper spray or batons may be authorized for carry by
volunteers only after being certified to deploy them by the Training Officer/Coordinator
and approved to do so by the Chief of Police or his designee.

PERS.11.04
A.

TRAINING
Volunteers shall be trained for the specific duties to which they are assigned. Training
shall be supplied by a Field Training Officer (FTO), a sworn supervisor, the Training
Officer/Coordinator, or a civilian employee in the case of clerical duties.
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B.

All volunteers shall be eligible for NEMRT (Northeast Multi-Regional Training) training
that directly pertains to their duties. No NEMRT training will be supplied that is not
authorized by the Training Officer/Coordinator and specifically related to the volunteer
function.

C.

No volunteer will be required to perform duties that (s)he is not comfortable with or for
which (s)he has not received the appropriate training.

PERS.11.05

UNIFORM
Volunteers will be supplied embroidered shirts which shall clearly distinguish them from
sworn members of the police department. Volunteers are required to supply black pants
or cargo shorts typical for the season in which they are wearing them.

PERS.11.06

RULES OF CONDUCT FOR VOLUNTEERS

A.

Volunteers will be provided with a copy of this policy, which they are to review and retain.

B.

Volunteers must present a neat appearance and wear the issued uniform shirts whenever
they are assigned to work.

C.

Volunteers will obey all instructions from the officer/employee that (s)he is assigned to
work with.

D.

Volunteers assigned duties where a police radio is required must be familiar with all radio
procedures of the Waukegan Police Department and maintain a professional speaking
demeanor while transmitting over the police frequency.

E.

Volunteers shall sign in and sign out on the daily log located at the police desk.

F.

Volunteers shall always display their Department issued identification card while working
as a volunteer. Identification cards are the property of the Waukegan Police Department
and must be returned upon termination of service.

This order supersedes all previous written and unwritten policies of the Waukegan Police Department on
the above subject.

By order of:

Daniel Greathouse
Chief of Police
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Attachment A

WAUKEGAN POLICE DEPARTMENT
VOLUNTEER APPLICATION
Name:____________________________________________
Last
First
MI

Date of Birth:_____________________

Address:________________________________________________
Street
City
State
Sex:_______

Race:_______

Telephone:_________________

Social Security Number:_______________________________________

Current School/Employer/Affiliated Organization:_____________________________________________
Position(s) you are applying for:
(Areas of expertise or interest) ___________________________________________________________
Have you ever been arrested or convicted of a crime?

Yes

No If ‘YES’, explain:____________

_____________________________________________________________________________________
NOTE
The Waukegan Police Department observes the Drug Free Workplace Act and does not discriminate
on the basis of sex, race, or age.
The Waukegan Police Department will complete a background check on you before you are admitted
to the Waukegan Police Department’s Volunteer in Policing program. We need the following
information to help us complete the background check.
Personal references (must not be relatives):
Name:________________________________________________
Last
First
MI

Telephone:_________________

Address:______________________________________________________________________________
Street
City
State
Zip Code
Name:________________________________________________
Last
First
MI

Telephone:_________________

Address:______________________________________________________________________________
Street
City
State
Zip Code
By signing this application, I recognize that representatives of the Waukegan Police Department will
investigate me. They will evaluate my character and work experience. I agree to abide by the
Waukegan Police Department’s policies, procedures, and overall mission.
__________________________________________________
Signature
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Attachment A

VOLUNTEER IN POLICING
CONFIDENTIALITY AGREEMENT
This Agreement is made on the ______ day of ____________________. 20____ between
_______________________________, a Volunteer in Policing program participant and the Waukegan
Police Department.

For valuable consideration, the above Volunteer in Policing participant agrees as follows:
1.

To keep confidential any and all information learned through contact with any of the Waukegan
Police Department’s electronic, paper, or filmed reports, memos, e-mails, computer documents
and/or files, photographs, videos, criminal history reports and/or arrest cards, NCIC and/or
LEADS reports, conversations both direct, indirect or overheard or any other information of
active or inactive cases, arrests, victims, suspects, persons of interest, Waukegan Police
Department employees and/or any policies and/or procedures of the Waukegan Police
Department.

2.

Violation of this Confidentiality Agreement will result in immediate termination from the
Waukegan Police Department’s Volunteer in Policing program and could result in criminal
and/or civil charges being filed against the participant.

________________________________________
Signature of Volunteer

_______________________________________
Date

Signed and sworn before me on this _______ day of ____________________, 20____
________________________________________
Notary
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – PERS.12
Subject: UNIFORM, PERSONAL APPEARANCE AND EQUIPMENT

Effective: February 8, 2018

Revised:
Revised: May 9, 2018
Original: February 8, 2018

PURPOSE
The purpose of this policy is to establish guidelines for officers to follow with regard to the
department uniform and equipment, as well as personal appearance.
PERS.12

POLICY

It is the policy of the Waukegan Police Department to provide employees with the necessary
equipment to efficiently and safely perform their duties and to establish guidelines for
additional equipment that the employee may be responsible to supply.
All employees are expected to present a professional appearance and adhere to accepted
standards of good personal hygiene and grooming. The Department has established guidelines
for uniform and personal appearance of which the specifications are delineated in this policy.
The Waukegan Police Department relies on the recommendations of the Uniform Committee to
maintain the professional appearance of the entire department, however, all decisions related
to uniforms and appearance shall be approved by the Chief of Police.
All employees, sworn and civilian, shall adhere to the guidelines established for uniform,
personal appearance, and equipment for their respective unit or division.
PERS.12.1
A.

Class A Uniform (Sworn Personnel)
Police Hat and Star
1.

Regular “bus driver” style hat with Waukegan Police hat badge displayed
on the front. This hat is issued by the department.

2.

Dark navy baseball style cap (Flexfit brand fitted or adjustable) with
Embroidered Waukegan Police star #1075 on the front. Officers who
currently have the 5.11 brand baseball hat are permitted to continue to
wear this hat until the time for replacement. At that time officers will be
required to purchase the Flexfit cap.
1

3.

Black knit ski hat plain or with Waukegan Police badge #1075 embroidered
on the front, consistent with rank.

4.

Black fur covered hat with Waukegan Police hat badge displayed on the
front.

B.

C.

Uniform Pants
1.

Tactical 6-pocket

2.

Dress 4-pocket

Uniform Long-sleeve Shirt
1.

Tie (Blue LAPD or dark navy)
-Silver tie clip-patrol officers
-Gold tie clip-supervisors

2.

Metallic dress buttons on the flap pockets and epaulets are optional.

3.

In place of tie; black crewneck T-shirt worn underneath uniform shirt with
top button left open.

4.

In place of tie; black mock turtleneck underneath uniform shirt with top
button left open.

5.
D.

Socks
1.

E.

G.

Black nylon accompanied by black nylon accessories.

Footwear
1.

Boots/shoes must be all black with brand name subdued.

2.

Clarino/Chlorofram is acceptable.

Inner Belt
1.

H.

Socks must be all black unless completely covered by boots.

Utility/Gun Belt
1.

F.

Department patch sewn on both sleeves.

Must be of same material as utility/gun belt where practical.

Department Authorized Handgun
1.

See General Order 1.3, attachment B.
2

I.

J.

K.

L.

M.

Outer Ballistic Vest Carrier
1.

Embroidered badge (#1075) on left chest.

2.

Embroidered last name only on right chest.

3.

Officers have the option of two inconspicuous, flapless, interior slit pockets
added to the lower half of the front vest carrier, in vertical alignment with
breast pockets.

4.

Officers may add Molle strips horizontally across the front of the carrier.
Strips must not extend higher than the bottom of the chest pockets.
Generally 2 to 3 Molle strips will fit in this space.

5.

Officers may have a combination of Molle strips on one side of the carrier
and slit pocket on the other side.

6.

Optional 11”X4” “POLICE” patch may be attached to the back of the outer
carrier. Lettering must be in all capitals and coincide with the officer’s rank.

7.

If an officer is wearing plain clothes, with the outer vest carrier, the officer
must display the 11”X4” “POLICE” patch.

Black Nylon Winter Jacket (As issued)
1.

Embroidered badge (#1075) on left chest.

2.

Embroidered last name on right chest.

3.

Department patch sewn on both sleeves.

Black Leather Winter Jacket
1.

Department patch sewn on both sleeves.

2.

Name plate affixed to right chest.

3.

Police star affixed to left breast.

Fleece Jacket or Shell (Spiewak Brand)
1.

Embroidered badge (#1075) on left chest.

2.

Embroidered last name on right chest.

3.

Department patch sewn on both sleeves.

Optional Sweater (5.11 Brand)
1.

Must be black and of knitted material.

2.

Embroidered badge (#1075) on left chest.

3.

Embroidered last name on right chest.
3

4.
N.

O.

PERS. 12.2
A.

B.

C.

D.

Name Plate
1.

Must be utilized if not wearing outer ballistic vest carrier.

2.

Engraved with last name only.

Award and Certification Pins
1.

Officers have the option of displaying approved award certification
ribbons/pins.

2.

Award and certification insignia must be worn in accordance with
diagrams displayed at end of policy.

Class B Uniform (Sworn Personnel)
Police Hat
1.

Regular “bus driver” style hat with Waukegan Police hat badge displayed
on the front. This hat is issued by the department.

2.

Dark navy baseball style cap (Flexfit brand fitted or adjustable) with
embroidered Waukegan Police star #1075 on the front. Officers who
currently have the 5.11 brand baseball hat are permitted to continue to
wear this hat until the time for replacement. At that time officers will be
required to purchase the Flexfit hat.

Uniform Pants
1.

Tactical 6-pocket

2.

Dress 4-pocket

Uniform Short Sleeve Shirt
1.

Metallic dress buttons on the flap pockets and epaulets are optional.

2.

Black crewneck T-shirt worn underneath uniform shirt with top button
open.

3.

Elbeco UVS102 short sleeved shirt in midnight navy is approved for duty
wear year round. This shirt must be worn under the outer vest carrier and
may not be worn without the outer vest carrier.

4.

Department patch sewn on both sleeves.

Socks
1.

E.

Department sewn patches on both sleeves.

Socks must be all black unless completely covered by uniform boots.

Utility/Gun belt
1.

Black nylon and accompanied by black nylon accessories.
4

F.

G.

Footwear
1.

Boots/shoes must be black with brand name subdued.

2.

Clarino/Chorfram is acceptable.

Inner Belt
1.

H.

Department Authorized Handgun
1.

I.

J.

K.

L.

Must be of same material as utility/gun belt where practical.
See General Order 1.3, attachment B.

Outer Ballistic Vest Carrier
1.

Embroidered badge (#1075) on left chest.

2.

Embroidered last name only on right chest.

3.

Officers have the option of two inconspicuous, flapless, interior slit pockets
added to the lower half of the front vest carrier, in vertical alignment with
breast pockets.

4.

Officers may add Molle striping horizontally across the front of the carrier.
Striping must not extend higher than the bottom of the chest pockets.
Generally 2 to 3 Molle strips will fit in this space.

5.

Officers may have a combination of Molle strips on one side of the carrier
and slit pocket on the other side.

6.

Optional 11”X4” “POLICE” patch may be attached to the back of the outer
carrier. Lettering must be in all capitals. Coloring must be consistent with
rank.

Fleece Jacket or Shell – Spiewak Brand
1.

Embroidered badge (#1075) on left chest.

2.

Embroidered last name on right chest.

3.

Department patch sewn on both sleeves.

Optional Sweater (5.11 Brand)
1.

Must be black and of knitted material.

2.

Embroidered badge (#1075) on left chest.

3.

Embroidered last name on right chest.

4.

Department sewn patches on both sleeves.

Name Plate
1.

Must be utilized if not wearing outer ballistic vest carrier.

2.

Engraved with last name only.
5

M.

PERS. 12.3
A.

B.

C.

D.

Award and Certification Pins
1.

Officers have the option of displaying approved award certification
ribbons/pins.

2.

Award and certification insignia must be worn in accordance with diagrams
displayed at PERS. 12.13.

Class C Uniform (Sworn Personnel, Optional Summer & Special Detail Uniform –
May 1 through September 30)
Summer Polo Shirt (5.11 Brand-dark navy)
1.

Embroidered “POLICE” on both sleeves.

2.

Embroidered Waukegan Police badge (#1075) on left chest.

3.

Embroidered last name only on right chest.

4.

Reflective “POLICE” on back of shirt.

5.

Coloring of embroidered items must be consistent with rank.

Optional Summer Short Sleeve Shirt
1.

Elbeco Brand UVS102 – midnight navy color.

2.

This shirt is approved for duty wear year round. This shirt must be worn
under the outer vest carrier and may not be worn without the outer vest
carrier.

3.

Department patch sewn on both sleeves.

Shorts (5.11 Brand)
1.

Tactical Nylon shorts – dark navy color.

2.

Shorts must not be altered from original length.

T-Shirt
1.

E.

F.

Ballistic Vest
1.

Ballistic vests must be worn under the Uniform Summer Polo Shirt.

2.

The outer ballistic vest may be worn over the Elbeco UVS102 shirt
referenced in B above.

Inner Belt
1.

G.

Black crewneck to be worn underneath uniform shirt.

Must be of the same material as the utility/gun belt where practical.

Utility/Gun Belt
1.

Black nylon and accompanied by black nylon accessories.
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H.

Socks
1.

I.

Shoes
1.

J.

A.

Black sneaker style with brand name subdued.

Optional Baseball Hat
1.

PERS. 12.4

Black ankle high quarter socks.

Dark navy baseball style cap (Flexfit brand fitted or adjustable) with
embroidered Waukegan Police star #1075 on the front. Officers who
currently have the 5.11 brand baseball hat are permitted to continue to
wear this hat until the time for replacment. At that time officers will be
required to purchase the Flexfit cap.

Insignia
Field Training Officer
1.

Single chevron placed on both collars of shirt.

2.

Chevron to be placed on collar so that the center tip of the collar bisects
the center of the chevron.

3.

Chevron is to be centered on the collar and is approximately ½ inch from
the sides of the collar.

4.

Tips of chevron should be placed on the inside stitching seam of the collar.

Field Training Officer Class A uniform

B.

Field Training Officer Class B uniform

Sergeant of Police
1.

Triple chevron placed on both collars of shirt.
7

2.

Chevron to be placed on collar so that the center tip of the collar bisects
the center of the chevron.

3.

Chevron is to be centered on the collar and is approximately ½ inch from
the sides of the collar.

4.

Tips of chevron should be placed on the inside stitching seam of the collar.

Sergeant Class A uniform

C.

Sergeant Class B uniform

Lieutenant of Police
1.

Single gold bar placed on both collars of shirt.

2.

Single gold bar to be placed on collar so that the side of the bar is vertical
and aligned with the inside edge of the collar.

3.

Bar should be one inch from the inside of the collar edge and centered
between the tip of the collar and the top of the neck.

Lieutenant Class A uniform

Lieutenant Class B uniform

8

D.

Commander of Police
1.

Gold Oak Leaf insignia placed on both collars.

2.

Single Gold Oak Leaf to be placed on collar so that the upper tip of the oak
leaf is facing towards the neck.

3.

Gold Oak Leaf should be one inch from the inside collar edge and centered
between the tip of the collar and the top near the neck.

Commander Class A uniform

E.

Commander Class B uniform

Deputy Chief of Police
1.

Gold Eagle insignia placed on both collars of the shirt.

2.

Gold Eagle to be placed on collar so that the top of the wings run parallel
with the top of the collar near the neck.

3.

Gold Eagle wing tip should be one inch from the inside collar edge and
centered between the tip of the collar and the top near the neck.

Deputy Chief Class A uniform

Deputy Chief Class B unifrom
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F.

PERS 12.5
A.

Chief of Police
1.

Single Star insignia placed on both collars of the shirt.

2.

Single Star insignia to be placed on collar so that the insignia is centered
horizontally between the collar edges.

3.

Single Star insignia should be one inch in from the inside collar edge and
centered between the tip of the collar and the top near the neck.

4.

The Chief may alter the insignia displayed by the Chief, at his/her
discretion.

Specialty Units
Gang Intelligence Unit/Neighborhood Policing
1.

B.

Honor Guard
1.

C.

PERS 12.6
A.

B.

Due to tactical situations and operational restrictions, the supervisor in
charge of the unit is responsible for dictating proper attire.
The Deputy Chief in charge of the Honor Guard is responsible for dictating
proper attire.

Optional Dress Uniform (at officer’s expense)
1.

White Elbeco dress shirt.

2.

Dark navy Elbeco Single Breasted Dress Blouse Coat with badge displayed.
Metallic dress buttons on the flap pockets (4), Epaulets (2) and coat
buttons (4) to correspond with officer’s rank.

3.

Tie (Blue LAPD or dark navy) with corresponding tie clip.

4.

Pants - 4 pocket dress pant.

5.

Footwear – Chlorofram or shoe with a shined toe.

6.

Hat – department issued “bus driver” style hat with hat badge displayed.

Parking Enforcement
Class A Uniform
1.

Gray long sleeved uniform style shirt.

2.

Black uniform pants.

3.

Black footwear (same as police).

4.

Black nylon utility belt accompanied by black nylon accessories.

5.

Black all-weather nylon jacket.

Class B uniform
1.

Gray short sleeved polo shirt.
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C.

PERS. 12.7
A.

2.

Black uniform pants.

3.

Optional black 5.11 shorts.

4.

Black footware (same as police).

5.

Black socks.

6.

Black nylon utility belt accompanied by black nylon accessories.

Outer Ballistic Vest Carrier – Gray colored
1.

Parking Enforcement badge on left chest.

2.

Name plate on right chest.

3.

Officers have the option of two inconspicuous, flapless, interior slit pockets
added to the lower half of the front vest carrier, in vertical alignment with
breast pockets.

4.

Officers may add Molle strips horizontally across the front of the carrier.
Strips must not extend higher than the bottom of the chest pockets.
Generally 2 to 3 Molle strips will fit in this space.

5.

Officers may have a combination of Molle strips on one side of the carrier
and slit pocket on the other side.

6.

11”X4” “PARKING ENFORCEMENT” patch ON the back of the outer carrier.
Lettering must be in all print capitals.

Communications Division Uniform
Uniform
1.

Identification badge to be made available when requested.

2.

Employees shall wear issued uniform polo shirt.

3.

Black or khaki colored casual/dress pants.

4.

Prohibited clothing:

5.
PERS. 12.8
A.

a.

Sweatpants.

b.

Jogging pants.

c.

Spandex/Yoga pants.

d.

Denim jeans (except Holidays and weekends, must be appropriateno holes, no rips, not worn below waist, etc)

e.

Short pants.

Business clothing will be allowed upon Director’s approval.

Civilian Dress Code
Clothing
11

PERS. 12.9
A.

1.

Shoes must provide safe, secure footing. Flip-flops or open toed footwear
is prohibited.

2.

Tank tops, tube tops, and halter tops are prohibited.

3.

Shorts, culottes, skirts, and dresses more than 3 inches above the knee are
prohibited.

4.

Revealing clothing of any type is prohibited.

5.

Denim jeans are prohibited.

6.

Clothing should reflect the professional atmosphere of a workplace
environment.

Animal Control Officers
Class A Uniform
1.

B.

PERS. 12.10
A.

Black long sleeved uniform shirt.
a.

Tie and clip.

b.

In place of tie; optional Turtleneck/Dickey.

c.

In place of tie; Black Crew Neck T-shirt with top button left
open.

2.

Black uniform pants.

3.

Black footwear (same as police).

4.

Black nylon utility belt accompanied by black nylon accessories.

Class B Uniform
1.

Black short sleeved uniform shirt.

2.

Black uniform pants.

3.

Black footware (same as police).

4.

Black nylon utility belt accompanied by black nylon accessories.

Personal Appearance Standards
Male-Uniformed
1.

Hair is to be neatly trimmed and styled so as not to look excessively bushy
or exotic in style.

2.

Hair may only touch the top of the ear when combed. Hair may not extend
below the bottom edge of the collar.

3.

Hair will not conceal or touch the eyebrows in front.

4.

Hair will not have any visible foreign objects attached to it or covering it.
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5.

B.

Facial Hair
1.

2.
C.

D.

Sideburns, if worn, must be neatly trimmed and end in a straight line (no
flares). Sideburns will not extend beyond the bottom of the ear lobe.
Sideburn hair will not exceed ¼ inch in length.
Non-probationary personnel will be allowed to have facial hair in the form
of beards, goatees, and mustaches, but must conform to the following
guidelines.
a.

Hair grown on the face shall not exceed ¼ inch in length.

b.

Mustaches must be neatly trimmed, will not extend below the
bottom edge of the upper lip, and will not be excessively bushy or
rolled.

c.

Beards must be tapered or shaped neatly just below the cheekbone
on the face above the Adam’s Apple and just below the jaw line. All
areas outside the grown hair will be cleanly shaven.

d.

Goatees must comply with the mustache and beard guidelines and
will be shaped and/or tapered in a conservative manner.

e.

The employee will not have an unkempt, unshaped, or un-tapered
beard or goatee. The beard or goatee will not contain designs or be
of a patchy appearance (uneven growth).

The commanding officer of the officer’s assigned shift or division shall be
the arbiter of compliance with this section.

Female-Uniformed
1.

Hair will be neatly styled so it does not extend below the bottom edge of
the shirt collar.

2.

Hair must allow for the proper wearing of authorized hat (if applicable).

3.

Excessive fullness, extreme height, or exaggerated styles are not
permitted.

4.

Hair accessories must be similar in color to the individual’s hair and not
visible when wearing a hat.

5.

Hair nets will not be worn unless authorized for a specific reason.

Non-uniformed Personnel
1.

Male and female officers, when assigned to a division within the police
department that does not traditionally wear a prescribed uniform, will
conform to the current dress code appropriate to that assignment. Dress
codes for non-uniformed divisions shall be determined by the Chief of
Police with input from the Division Commander and City of Waukegan
guidelines.
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E.

Jewelry
1.

F.

Sworn personnel may wear the following listed items while on-duty and in
uniform:
a.

Wristwatch.

b.

Single concealed necklace.

c.

Earrings may not be worn by male employees.

d.

Earrings worn by female officers cannot be of the dangling type,
but shall be of the stud or single post type on the earlobe.

e.

Only one set of earrings (one in each ear) may be worn while on
duty.

f.

Rings may be worn but must be tasteful in design and must not
affect job performance.

g.

A bracelet may be worn on the wrist.

h.

Nothing in this policy shall prevent any employee from wearing a
necklace or bracelet designating a medical condition.

Tattoos and Body Piercings (Sworn employees only)
1.

2.

Tattoos
a.

No tattoos of an offensive nature may be visible.

b.

No facial, head, hand, finger or neck tattoos are allowed.

c.

Officers with tattoos that are found to be offensive by the
administration, must cover them while on duty.

d.

Officers that are considering getting a tattoo and have a question
if it would be offensive should seek approval from administration
prior to getting tattooed.

Body Piercing
a.

No body piercing is allowed if exposed to the public while on-duty
to include, but not limited to:
(1) Nose piercings.
(2) Eyebrow piercings.
(3) Tongue piercings.

b.

Exception:
(1) When covert operations are authorized and the officer’s
identity cannot be compromised, the above restrictions do not
apply.
14

3.
G.

Bluetooth devices
1.

PERS. 12.11
A.

Ear piercings are described in section E – Jewelry, above.
Uniformed officers will not be allowed to wear a bluetooth headset, or
similar device, while on duty. Unless part of issued radio equipment.

Utility/Gun belt & equipment (sworn personnel)
Wearing of equipment
1.

The holster, cuff case, magazine pouch, baton holder, flashlight holder,
chemical spray holder, CEW holster, and radio holder are mandatory
equipment and shall be worn on the utility/gun belt or outer ballistic vest
carrier. If an officer is carrying a CEW, the chemical spray becomes
optional.

2.

The utility/gun belt shall be secured to an under belt that is secured
through the belt loops on the uniform pants.

3.

The utility/gun belt shall be secured to the under belt with belt keepers
and have sufficient tension to ensure the utility/gun belt does not ride
above or below the under belt. The utility/gun belt must be secured in a
manner that restricts the lateral movement of the utility/gun belt about
the waist. There shall be a minimum of four belt keepers attaching the
uniform belt.

4.

For all classes of uniforms, an approved straight draw holster shall be worn
on the strong side and centered on the seam of the pant leg.

5.

For all classes of uniforms, officers must carry their CEW in a department
approved holster on their person. Officers are prohibited from carrying
their CEW on their strong side and using their strong hand to draw. Officers
may wear their CEW on their strong side and cross draw with their off
hand. The CEW holster may be attached to the Molle striping on the outer
ballistic vest carrier.
a.

The approved CEW holster is the Blackhawk X2 holster.

6.

The primary duty ammunition magazine pouch shall be worn on either the
same side as the holster, between the buckle and holster, or on the
support side between the buckle and the trouser seam, or attached to the
outer ballistic vest carrier. A minimum of two pistol magazines and a
maximum of four pistol magazines are permitted on the utility/gun belt or
outer ballistic vest carrier.

7.

Handcuff case(s) can be equipped as follows:
a.

Single cuff case.

b.

One double handcuff case.

c.

Two single handcuff cases.
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d.

PERS. 12.12
A.

Two double handcuff cases.

8.

Belt keepers shall be black with black snaps.

9.

Black suspenders may only be worn underneath the uniform shirt or vest
carrier.

Ribbons and Awards
Medal of Honor Ribbon
Awarded to an officer who has shown significant courage in the face of danger or
life threatening circumstances, whereby the officer risked or sacrificed his/her
own life to save the life of another; requires a recommendation from the Awards
Committee and approval from the Chief of Police.

B.

Medal of Valor Ribbon
Awarded to an officer who performed a life saving act considered to be above and
beyond the call of duty; requires a letter from a commanding officer, fellow
officer, or civilian directed to the Awards Committee recommending the officer
and what deed was done and approval from the Chief of Police.

C.

Meritorious Conduct Ribbon
Awarded to an officer who continuously gives of him/her self and produces above
standard work for the Police Department and community. Requires a letter from
a commanding officer directed to the Awards Committee recommending the
officer and summarizing his conduct as well as approval from the Chief of Police.

D.

Purple Heart
Awarded to an officer, who during the course of his/her actions on or off-duty,
sustained an injury. Consideration for the award will be based upon the extent of
the injury and approval of the Awards Committee and the Chief of Police.

E.

Officer of the Year Ribbon
Awarded to officers who have been recognized by the Exchange Club as Officer
or Supervisor of the Year.

F.

Educational Achievement Ribbon
Issued to officers who have attained a Bachelor’s degree from a college or
University.

G.

Significant Incident Ribbon
Awarded to an officer who has been nominated by the Awards Committee for
bringing credit upon himself and the City of Waukegan.

H.

Instructor’s Ribbon
Issued to an officer who is either State certified or Department approved in
instructing police related classes within the Department.
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I.

Field Training Officer Ribbon
Previously issued to those officers who have been certified, and are active Field
Training Officers. The single chevron has since been designated as the identifying
insignia of Field Training Officers. Those officers previously issued the Field
Training Officer Ribbon are allowed to continue to display the ribbon.

J.

Evidence Technician Ribbon
Issued to officers certified as evidence technicians and officers assigned to
collateral units, such as the Major Crime Scene Unit and the Major Traffic Accident
Unit.

K.

Honor Guard Ribbon
Issued to those officers actively assigned to the Honor Guard Unit.

L.

Canine Officer Ribbon
Issued to those officers specifically trained and actively assigned to the
Department’s Canine Unit.

M.

Mounted Patrol Ribbon
Issued to those officers specifically trained and previously assigned to the
Department’s Equestrian Unit.

N.

Bicycle Officer Ribbon
Issued to those officers specifically trained and certified to ride Departmental
bicycles.

O.

Motorcycle Officer Ribbon
Issued to those officers specifically trained and certified to operate the
Department motorcycles.

P.

School Resource Officer Ribbon
Issued to those officers that have been certified as School Resource Officers or
DARE instructors.

Q.

FBI National Academy Ribbon
Issued to those officers that have graduated from FBI National Academy.

R.

Northwestern Staff and Command Ribbon
Issued to those officers that have graduated from the Northwestern University
School of Staff and Command.

S.

Lake County Major Crimes Task Force Ribbon
Issued to those officers actively assigned to the Lake County Major Crimes Task
Force.
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T.

Crisis Intervention Team Insignia
Issued to those officers that have completed Crisis Intervention training; can only
be displayed on the right pocket flap of the uniform shirt or outer ballistic vest
carrier.

U.

SWAT Team Insignia
Issued to those officers that are assigned to the SWAT Team; can only be
displayed on the right chest area of the uniform shirt, above the ribbons. Officers
who are not active members of the SWAT Team shall not display the insignia.

V.

Fitness Awards
Issued to those officers that achieve a score greater than 79 percent on the
Waukegan Police Department’s physical fitness test; can only be displayed on the
right pocket flap of the uniform shirt. Authorization to display this pin is only valid
for the most recent fitness score achieved.

W.

Military Pins
May be worn by officers who have served in the Armed Forces. Must be displayed
on the right pocket flap of the uniform shirt or outer ballistic vest carrier.

X.

Fraternal Order of Police Pins
These include the FOP Memorial and Police Fraternal Pins. Must be displayed on
the right pocket flap of the uniform shirt.

T.

United States Flag Pin
May be worn centered on the left pocket flap of the uniform shirt, or outer ballistic
vest carrier, and must not be larger than 3/4 of an inch square.

PERS. 12.13

Rules for Display of Ribbons / Awards / Pins on the Uniform

A.

Ribbons will be worn centered, above the nametag.

B.

Ribbons will be worn in-line, with a maximum of three across. With the exception
of the SWAT Team Insignia, no other pin or award may be displayed above the
ribbons as described herein.

C.

A maximum of two pins may be worn below the ribbons on the right pocket flap
of uniform shirt or outer ballistic vest carrier. If only one pin is worn it must be
centered on the right pocket flap between the nameplate and the pocket button.
Two pins shall be displayed, one on either side of the pocket button centered
between the nameplate and the button.

D.

The following diagram depicts the only authorized ribbon configurations,
dependent on the number of ribbons worn.
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Note: Elbeco, 5.11 Tactical, Spiewak, and Blauer (long sleeve polyester Armorskin undervest shirt
only) are the only brands of uniform authorized for wear by members of the Waukegan Police
Department, unless otherwise noted. Authorized colors are LAPD Blue or Dark Navy. All
embroidered items must be silver for the rank of Patrol Officer and gold for Supervisory ranks.
Officers will have the year around option of wearing the long-sleeved Class A uniform shirt or the
short-sleeved Class B uniform shirt.
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The badge pictured below is the only approved badge to be used for all embroidered uniform
apparel. It is model number (#1075) and is available through American Outfitters, Ink-n-Tees, and
Streicher’s.

All embroidered names shall be a (½) one-half inch, plain, san-serif font using all capital letters.
The color of embroidered items must be consistent with an officer’s rank.

This order supersedes all previous written and unwritten policies of the waukegan Police
Department on the above subject.

Wayne Walles
Chief of Police
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – PERS.14
Subject: Secondary Employment
Effective: January 28, 2022
PERS.14.01

Revised:
Revised: January 27, 2022
Original: March 18, 2008

SECONDARY EMPLOYMENT PROCEDURES

PURPOSE
The purpose of this policy is to establish guidelines for secondary employment.
POLICY
It is the policy of the Waukegan Police Department to ensure that secondary employment held by
employees does not interfere with Department employment. Department employees shall be familiar with
the agencies requirements and restrictions relating to secondary employment. Such employment shall not
interfere with the employee's health, welfare, reputation, or job performance.
PERS.14.01
A.

SECONDARY EMPLOYMENT PROCEDURES

It is the policy of the Waukegan Police Department to ensure that secondary employment held by
employees does not interfere with Department employment. Department employees shall be
familiar with the agency’s requirements and restrictions relating to secondary employment. Such
employment shall not interfere with the employee's health, welfare, reputation, or job
performance.
1.

Secondary employer's name, address, telephone number, and type of business.

2.

A complete description of the type of work and duties to be performed.

3.

The maximum number of days and hours to be worked within a single week.

4.

Such other information as may be deemed necessary from time to time by the Chief of
Police.

B.

A Secondary Employment information (PERS.14.01(A)(1-4)), must be submitted to the
employee’s appropriate Deputy Chief prior to beginning any secondary employment. Requests
shall be resubmitted to the Deputy Chief(s) by January 31st of each year for renewal
consideration and approval from the Chief of Police.

C.

Members may engage in approved secondary employment, which meets but is not limited to the
following criteria:
1.

Employment must be of a non-police nature in which the exercising of police powers is
not a condition of employment and the work performed does not involve the real or
implied performance of law enforcement duties, nor is it performed during a member’s
regular duty hours.

2.

The employment shall not present a conflict or potential conflict of interest between the
member's duties as a department member and their obligations, loyalties, or duties to a
secondary employer. Examples of employment posing a conflict include, but are not
limited to:
a.

Process server or repossessor.

b.

Bill collector

c.

Towing operator or supervisor

d.

Dressing in a police uniform, except as authorized by the Chief of Police
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e.

Serving, dispensing, or selling alcoholic beverages

f.

Any position requiring the member to have access to police information, files,
records, equipment, or facilities as a condition of employment.

g.

Employment that assists in the case preparation for defense in any civil, criminal,
or other court proceedings that involves the City of Waukegan, its agents, or
employees in any way.

h.

Employment that threatens the status or dignity of the member, the Department,
or the City.

D.

In order to be eligible for secondary employment, a member must be in good standing with the
department. Continued departmental approval of a member's secondary employment is
contingent upon the member's acceptable work performance within the department, including
attendance and productivity.

E.

If a member's performance is deemed unsatisfactory or requiring improvement, and the member
does not demonstrate improvement, the approval for secondary employment may be suspended
or revoked by the Chief of Police.

F.

Members on medical or sick leave shall not be eligible for secondary employment except under
special and unique circumstances when authorized by the Chief of Police.

G.

Members may work a maximum of 20 hours per week performing secondary employment.

H.

Work hours for secondary employment shall be scheduled solely upon the member's availability
based upon their work schedule with the department. No schedule changes or adjustments shall
be made to accommodate a member's secondary employment, and the needs of the department
shall always take precedence.

I.

Any member engaged in secondary employment is subject to call out by the department in case
of emergency.

J.

Employees who abuse sick time will not be eligible for secondary employment.

K.

Department members are prohibited from soliciting any person, business, or other entity for
secondary employment while on duty.

This order supersedes all previous written and unwritten policies of The Waukegan Police Department on the
above subject.
By order of:

Keith Zupec
Chief of Police-Interim
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WAUKEGAN POLICE DEPARTMENT
Special Order 17-2
Subject: Approved Equipment List
TO: Police Department
FR: Chief Walles
DATE: March 22, 2017
RE: Approved Equipment List (OPER.05)

Effective immediately, the following are the approved equipment makes and models listed by
category as they relate to General Order OPER.05 – Use of Force.

This order supersedes all previous written and unwritten policies of the Waukegan Police
Department on the above subject and will remain in full force and effect until that time that it is
replaced or reissued at least annually.

Wayne Walles
Chief of Police
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Waukegan Police Department
Approved Duty Equipment

Duty Handguns
1. Beretta Models:
a. 92 series (8 or 15 shot)
b. 96 series (8 or 13 shot)

9mm
.40 caliber

2. Glock Models:
a.
b.
c.
d.
e.

17
19
22
23
21

9mm
9mm
.40 caliber
.40 caliber
.45 caliber

3. Sig Sauer Models:
a. 226
b. 229
c. 220

9mm / .40 caliber
9mm / .40 caliber
.45 caliber

4. Smith and Wesson Models:
a. M & P

9mm / .40 caliber / .45 caliber

5. Heckler and Koch (H&K) Models:
a. USP 40
b. USP 45

(Full or Compact)
(Full or Compact)

.40 caliber
.45 caliber

6. Springfield Models:
a.
b.
c.
d.
e.
f.

WPD Special Order

XD pistol
Tactical Response Pistol
Operator
1911 A1
XDM
XD Mod 2

9mm / .40 caliber / .45 caliber
.45 caliber
.45 caliber
.45 caliber
9mm / .40 caliber / .45 caliber
9mm / .40 caliber
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Duty Handguns: Continued
7. Kimber Models:
a. Warrior
b. Custom II & TLE

.45 caliber
9mm / .45 caliber

Approved Duty Ammunition
The following ammunition has been approved for duty use. All primary and secondary weapons must be
loaded with the approved ammunition on this list.

1. Handgun Ammunition:
a. Speer Gold Dot
1. 380 auto
2. .38 special
3. 9mm
4. .40 caliber
5. .45 caliber
6. .32 caliber
7. .25 caliber
8. .22 caliber

2. Rifle Ammunition:
a. Speer Gold Dot

1. .223 Remington 64 grains (24448)
b. Federal Tactical Bonded
2. .223 Remington 55 grains (LE223T1)
3. .223 Remington 62 grains (LE223T3)
c. Barnes VOR-TX
1. .223 Remington 55 grains (21520)
d. Federal Full Metal Jacket (Ball)
1. .223 Remington 55 grains

NOTE: Officers must carry a minimum of 60 rounds from categories a, b, and c. Ammunition beyond 60
rounds may come from category d. The Officer should expend their first 60 rounds from
categories a, b, and c before expending rounds from category d, unless a particular tactical
situation calls for the use of ball ammunition as a first option.
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Approved Duty Holsters
The following holsters have been approved for use with personally owned department approved
handguns. The holster finish must be consistent with the Officer’s duty gear finish.

1. Bianchi Accumold

a. Enforcer SLR Holster

Accumold

2. Blackhawk

a. Serpa Level 2
b. Serpa Level 3

Plain Black
Plain Black

3. Safariland
a.
b.
c.
d.
e.
f.
g.
h.
i.

SS III Holster (Nylok)
SS III Holster
SLS 6280 Series
SLS 6280 Series
SLS 6280 (Nylok)
6200 Series Duty Holster
6200 Series Duty Holster
6300 Series Duty Holster
6300 Series Duty Holster

STX Tac Black
High Gloss
High Gloss
STX Tac Black
STX Tac Black
STX High Gloss
STX Tac Black
STX High Gloss
STX Tac Black

4. Uncle Mikes
a. Pro 2
b. Pro 3

Cordura / Nylon
Cordura / Nylon

Approved Batons
1. Monadnock Expandable Baton
2. Any Department issued Riot Baton

Approved Oleoresin Capsicum Aerosol Projectors
1. Sabre Defense Brand:

a. MK 3 10% OC Spray – 1.8 oz (non-flammable electronic immobilization device
compatible)
b. MK 4 10% OC Spray – 4.4 oz (non-flammable electronic immobilization device
compatible)
c. MK 6 (non-flammable electronic immobilization device compatible)
d. MK 9 (non-flammable electronic immobilization device compatible)
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Approved CEW Holsters
1. Blackhawk
a. X2 Holster
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WAUKEGAN POLICE DEPARTMENT
Special Order 17-4
Subject: Removal, Towing, Seizure, and Disposition of Vehicles
TO: Police Department
FR: Chief Walles
DATE: 5-3-2017
RE: Tow Company Change

Effective at 00:01 on Thursday, May 4, 2017, the Waukegan Police Department will no longer be utilizing
Lake County Towing for vehicle tows. The following will be the approved towing vendors moving
forward:
All of Glen Flora Avenue and South of Glen Flora Avenue: JR’s Wrecker Services, 847-249-3377.
North of Glen Flora Avenue, not to include Glen Flora Avenue: Whitmore’s, 847-623-7080.
These geographical assignments will apply for ALL towed vehicles, to include City-owned vehicles. We
will still honor customer requests for specific tow companies related to Accidents or Disabled Vehicles.

This order supersedes all previous written and unwritten policies of the Waukegan Police Department
on the above subject and will remain in full force and effect until that time it becomes incorporated to
the General Orders Manual.

Wayne Walles
Chief of Police

WAUKEGAN POLICE DEPARTMENT
Special Order 17-6
Subject: Department Vehicles
TO: Sworn Personnel
FR: Chief Walles
DATE: 7-3-2017
RE: Department Vehicles

Effective immediately, and until further notice, any officer working on a Light-Duty status is authorized
to drive an UNMARKED squad car during their work shift. These officers may only drive after supplying
a physician’s note clearly indicating that they are not limited by their physical condition from driving an
automobile. Physician’s notes must be presented to the OPS Commander, in-person, prior to driving a
Department vehicle. Officers on Light-Duty status are NOT authorized to take home any Department
vehicle.

This order supersedes all previous written and unwritten policies of the Waukegan Police Department
on the above subject and will remain in full force and effect until that time it becomes incorporated to
the General Orders Manual or rescinded.

Wayne Walles
Chief of Police

WAUKEGAN POLICE DEPARTMENT
Special Order 17-8
Subject: “Crisis Go” App on Department Cellphone
TO: Sworn Personnel
FR: Chief Walles
DATE: 11-14-2017
RE: Crisis Go App

The Waukegan School District has partnered with a cellphone app called “Crisis Go.” The app allows for
emergency notifications, access to Waukegan School District building maps, various checklists and
student rosters. All personnel with a department issued cellphone are required to download and sign in
to the app using your assigned user account name and password. Department personnel that do not
have a department issued cellphone are not required to download the app, but are encouraged to do
so.
This order supersedes all previous written and unwritten policies of the Waukegan Police Department
on the above subject and will remain in full force and effect until that time it becomes incorporated to
the General Orders Manual.

Wayne Walles
Chief of Police

WAUKEGAN POLICE DEPARTMENT
Special Order 18-1
Subject: Travel for Training
TO: Sworn Personnel
FR: Chief Walles
DATE: 1-16-18
RE: Travel for Training

Effective 01-16-18, and until further notice, any officer traveling to and from department related
training outside the Waukegan city limits should use department vehicles only unless otherwise
approved by a Deputy Chief prior to the training.
Should you choose to travel to training in your personally owned vehicle without the approval of a
Deputy Chief you will not be reimbursed for mileage or gas throughout said training.

This order supersedes all previous written and unwritten policies of the Waukegan Police Department
on the above subject and will remain in full force and effect until that time it becomes incorporated to
the General Orders Manual or rescinded.

Wayne Walles
Chief of Police

WAUKEGAN POLICE DEPARTMENT
Special Order 18-3
Subject: Shots Fired Investigations
TO: Sworn Personnel
FR: Chief Walles
DATE: 6/13/18
RE: Shots Fired Investigations

Effective 6/14/18, and until further notice; When either of the Patrol Division Night Shifts responds to a
call of shots fired (during the evening/darkness) and a crime scene is not located, the following day shift
supervisor will assign the zone officer to further investigate the call and search for a crime scene. If a
crime scene is located, the scene will be processed accordingly.
This order supersedes all previous written and unwritten policies of the Waukegan Police Department
on the above subject and will remain in full force and effect until that time it becomes incorporated into
the General Orders Manual or rescinded.

Wayne Walles
Chief of Police

WAUKEGAN POLICE DEPARTMENT
Special Order 18-4
Subject: Waukegan Public School Key Card
TO: Sworn Personnel
FR: Chief Walles
DATE: 9/24/18
RE: Waukegan Public School Key Card

The Waukegan Public School District has agreed to issue every officer a key card for access to school
buildings throughout the district. The purpose of the card is to enter school buildings in emergency
situations.
Each card is registered by officer name and the name is logged electronically when used. Each officer is
accountable for the security of their card. Keep it in an accessible location on your person. If it is lost or
damaged notify your supervisor immediately so it can be deactivated, and a new card can be
issued. Key cards are for emergencies only. If you need to access a building for a non-emergency
situation, you must enter the building by buzzing the main door and identifying who you are. For nonemergency situations, go to the office and notify an administrator of your purpose. If a key card is used
after-hours to enter a building for an emergency, complete a report and notify your supervisor before
the end of your shift.
This order supersedes all previous written and unwritten policies of the Waukegan Police Department
on the above subject and will remain in full force and effect until that time it becomes incorporated into
the General Orders Manual or rescinded.

Wayne Walles
Chief of Police

WAUKEGAN POLICE DEPARTMENT
Special Order 18-5
Subject: Electronic Smoking Devices
TO:

Sworn Personnel

FR:

Chief Walles

DATE: October 16, 2018
RE:

Electronic Smoking Devices

Effective 10-16-18, and until further notice, any use of an electronic product that can be used to
simulate smoking in the delivery of nicotine or other substances to the person inhaling from the device,
including but not limited to, an electronic cigarette, an electronic cigar, electronic cigarillo, electronic
pipe, or any cartridge or other component of the device or related product, is strictly prohibited in any
city owned police vehicle and/or place where smoking of tobacco products is prohibited by law.
This order supersedes all previous written and unwritten policies of the Waukegan Police Department
on the above subject and will remain in full force and effect until that time it becomes incorporated to
the General Orders Manual or rescinded.

Wayne Walles
Chief of Police

WAUKEGAN POLICE DEPARTMENT
Special Order 18-6
Subject: Intern Scheduling & Eligibility
TO:

Sworn Personnel

FR:

Chief Walles

DATE: November 29, 2018
RE:

Intern Scheduling & Eligibility

Intern Scheduling and Eligibility
1. The shift CO will create an intern eligibility list, which shall consist of all regular duty patrolmen
assigned to each shift the intern has been scheduled to visit.
2. The shift CO working on the day that an intern is scheduled will be responsible for assigning the
intern to a patrolman.
3. The intern will be assigned to a patrolman in seniority order.
4. Each time a patrolman is assigned an intern said patrolman’s name will be stricken from the
intern eligibility list.
5. Each day an intern needs to be assigned to a patrolman, the most senior patrolman remaining
on the intern eligibility list shall be given the opportunity to take the intern.
6. If an eligible senior patrolman chooses to forgo the responsibility of the intern the next eligible
senior patrolman will be given the opportunity.
7. If every patrolman on any given shift should refuse to take the intern, the intern will be
mandatorily assigned to the least senior patrolman working on said shift.
8. Once a patrolman is forced to take the intern his name will be stricken from the intern eligibility
list and he will not be forced again until every patrolman on the shift has been forced to take the
intern.
9. Compensation for the intern assignment shall be one (1) hour of compensatory time or overtime
paid at time and one half the patrolman’s hourly pay.
This order supersedes all previous written and unwritten policies of the Waukegan Police Department
on the above subject and will remain in full force and effect until that time it becomes incorporated to
the General Orders Manual or rescinded.

Wayne Walles
Chief of Police

WAUKEGAN POLICE DEPARTMENT
Special Order 20-5
Subject: Tattle Tale / Varda Alarm Locations Given Over the Police
Radio
To:

Sworn Personnel & Communications Personnel

From: Chief Wayne Walles
Date:

July 15, 2020

Effective immediately, upon the activation or tripping of a Tattle Tale alarm or Varda alarm the address
or location of such alarm shall be given over the police radio when an officer is dispatched to the call.
This order supersedes all previous written and unwritten policies of the Waukegan Police Department
on the above subject and will remain in full force and effect until that time it becomes incorporated to
the General Orders Manual or rescinded.

Wayne Walles
Chief of Police

CITY OF WAUKEGAN

DEPARTMENT OF POLICE
WAYNE WALLES

PROUDLY SERVING THE COMMUNITY SINCE 1859

Chief of Police

ANN B. TAYLOR
Mayor

SPECIAL ORDER 21-06
PROHIBITION OF DECEPTIVE TACTICS - JUVENILES

TO: Sworn Personnel
FROM: Chief Walles
SUBJECT: Prohibition of Deceptive Tactics - Juveniles
DATE: 12/7/2021

The Illinois Legislature amended the Juvenile Court Act of 1987 prohibiting the use of
deception during a custodial interrogation of a minor, who at the time of the offense was
under eighteen (18) years of age (705 ILCS 405/5-401.6 and 725 ILCS 5/103-2.2).
Deception is defined as “knowing communication of false facts about evidence or
unauthorized statements regarding leniency by a law enforcement officer or juvenile
officer to a subject of custodial interrogation.”
Effective Immediately, when dealing with a subject that was under 18 years of age, at
the time of an offense, the State of Illinois prohibits the use of deception as defined
above, in obtaining a statement. Furthermore, the burden of proof that a statement was
voluntary lies with the State.
This order supersedes all previous written and unwritten policies of the Waukegan
Police Department on the above subject and will remain in full force and effect until that
time it becomes incorporated into the General Orders or rescinded.

Wayne Walles
Chief of Police
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CITY OF WAUKEGAN

DEPARTMENT OF POLICE
WAYNE WALLES

PROUDLY SERVING THE COMMUNITY SINCE 1859

Chief of Police

ANN B. TAYLOR
Mayor

SPECIAL ORDER 22-01
RIGHT TO COMMUNICATE WITH ATTORNEY AND FAMILY
TO: Sworn Personnel
FROM: Chief Walles
SUBJECT: Right to communicate with attorney and family law.
DATE: 1/10/2022
The Illinois Legislature repealed 725 ILCS 5/103-3 “Right to communicate with attorney
and family;” law and replaced it with 725 ILCS 5/103-3.5 “Right to communicate with
attorney and family; transfers; presumption of inadmissibility. This new law regulates
communication rights of persons in police custody.
725 ILCS 5/103-3.5(a) allows for a person in police custody to communicate, free of
charge, “with an attorney of their choice and or members of their family as soon as
possible upon being taken into custody, but no later than three hours after arrival at the
first place of detention.”
725 ILCS 5/103-3.5(a) mandates access to use a telephone or cellular phone to make
three phone calls. Section (2) which mandated access to retrieve phone numbers
contained in their contact list on their cellular phones was removed.
725 ILCS 5/103-3.5(c) mandates that a telephone call to a public defender or other
attorney must not be monitored, eavesdropped upon, or recorded.
725 ILCS 5/103-3.5(d) requires that when a subject in custody is transferred to new
place of detention, the right to make three phone calls is renewed.
725 ILCS 5/103-3.5(e) asserts that statements made by a person who is detained in
police custody in violation of this section are presumed inadmissible in court as
evidence.
725 ILCS 5/103-3.5(f) shall not apply while the person in police custody is asleep,
unconscious, otherwise incapacitated or an exigent circumstance prevents the officers
from timely complying with this section. All of these factors must be detailed in the
officer’s report and the right for three phone calls resumes when possible.
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725 ILCS 5/103-3.5(g) requires the following records to be maintained. (i) the number of
phone calls the person made while in custody. (ii) the time or times the person made the
phone calls. (iii) if the person did not make any phone calls, a statement of the reason
or reasons why no calls were made.
“Place of Detention” means a building or a police station that is a place of operation for
a municipal police department of county sheriff department or other law enforcement
agency, other than a courthouse, that is owned and operated by a law enforcement
agency, or other building, such as a school or hospital, where persons are being held in
detention in connection with criminal charges against those persons.
Effective January 20th, 2022, all persons in custody must be afforded the
aforementioned rights in compliance with State Law.
If the person in custody requests a phone call, officers must ask whom they are calling.
If the person states they are calling an attorney, the person shall be placed into an
interview room to make their call. In order to prevent accusations of wrongdoing, the
interview room shall be recorded. However, the audio MUST BE masked. This is done
by selecting the “Mask Audio” button after starting an interview. A cordless department
phone was placed near interview rooms seven (7) and eight (8) if needed for this use.
No additional privacy requirements are needed when calling family members, unless the
family member is an attorney. If so, see the requirements above.
This order supersedes all previous written and unwritten policies of the Waukegan
Police Department on the above subject and will remain in full force and effect until that
time it becomes incorporated into the General Orders or rescinded. Specifically,
Special Order 21-07 has been rescinded.

Wayne Walles
Chief of Police

CITY OF WAUKEGAN

DEPARTMENT OF POLICE
KEITH ZUPEC

PROUDLY SERVING THE COMMUNITY SINCE 1859

Chief of Police- Interim

ANN B. TAYLOR
Mayor

SPECIAL ORDER 22-03
BRIDGING DOCUMENT

TO: All WPD Personnel
FROM: Interim Chief of Police Keith Zupec
SUBJECT: Department Organization
DATE: 1/19/2022
This directive addresses the policy and procedures for the Department when there is a
change of command for the position of Chief of Police.
This directive will serve as a reminder that all Department directives, policies, and
orders enacted by previous Chief(s) will remain in effect until such time they are revised
or rescinded under the authority of the Chief of Police.
All Department members are reminded of their responsibility to be knowledgeable of all
current directives, policies, and orders.
This order supersedes all previous written and unwritten policies for the Waukegan
Police Department regarding the subject listed above. This order will remain in full force
until the time it becomes incorporated into the General Orders or rescinded.

Keith Zupec
Chief of Police-Interim
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CITY OF WAUKEGAN

DEPARTMENT OF POLICE
KEITH ZUPEC

PROUDLY SERVING THE COMMUNITY SINCE 1859

Chief of Police- Interim

ANN B. TAYLOR
Mayor

SPECIAL ORDER 22-05
INTERROGATION OF MINORS
TO: All WPD Personnel
FROM: Interim Chief of Police Keith Zupec
SUBJECT: Interrogation of Minors
DATE: 3/08/2022
The Illinois Compiled Statutes (ILCS) defines the following terms:
Delinquent minor - “any minor who prior to his or her 18th birthday has violated or attempted to violate,
regardless of where the act occurred, any federal, state, county or municipal law or ordinance” (705 ILCS
405/5-105).
Custodial interrogation - “any interrogation during which (i) a reasonable person in the subject’s position
would consider himself or herself to be in custody and (ii) during which a question is asked that is
reasonably likely to elicit an incriminating response” (725 ILCS 5/103-2.1).
Parent – father or mother of a child and includes any adoptive parent. (705 ILCS 405/1-3).
Effective immediately, no delinquent minor (as defined above) may be interviewed without the presence of
a parent, guardian, or attorney. If an officer is unable to notify a parent, guardian, or attorney, a custodial
interrogation may not take place.
The current policy INV.02.10 Interrogation of Juveniles, states that one of the requirements for interviewing
juveniles is to have an “advocate” present. The Waukegan Police Department feels that the only recognized
advocate for a juvenile being questioned for his or her involvement in a crime is the parent, legal guardian,
or the attorney of the juvenile being questioned. Therefore, INV.02.10(B)(4) “Two officers shall be involved in
the interrogation, one of which will be a certified Juvenile Officer (Advocate).” Is no longer in effect. This
section will be removed in an upcoming policy revision. All other sections of INV.02 are still in effect.
All Department members are reminded of their responsibility to know all current directives, policies, and
orders.
This order supersedes all previous written and unwritten policies for the Waukegan Police Department
regarding the subject listed above. This order will remain in full force until it becomes incorporated into the
General Orders or rescinded.

Keith Zupec
Chief of Police-Interim
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CITY OF WAUKEGAN

DEPARTMENT OF POLICE
KEITH ZUPEC

PROUDLY SERVING THE COMMUNITY SINCE 1859

Chief of Police- Interim

ANN B. TAYLOR
Mayor

SPECIAL ORDER 22-06
ARRESTS OF MINORS/STUDENTS
TO: All WPD Personnel
FROM: Interim Chief of Police Keith Zupec
SUBJECT: Arrests of Minors/Students
DATE: 3/09/2022
The Illinois Compiled Statutes defines a delinquent minor as “any minor who prior to his or her
18th birthday has violated or attempted to violate, regardless of where the act occurred, any
federal, state, county or municipal law or ordinance” (705 ILCS 405/5-105).
Effective immediately, when probable cause exists for a crime that is not in progress,
delinquent minors (defined above) and adult students will NOT be taken into custody while in
attendance at school. This prohibition applies to school-related activities and functions, including
but not limited to sports, band, or clubs while on school grounds. If there is an in-progress crime
involving a delinquent minor, on school grounds, during school hours, and on school days, a
supervisor will be notified before leaving the school property.
All Department members are reminded of their responsibility to know all current directives,
policies, and orders.
This order supersedes all previous written and unwritten policies for the Waukegan Police
Department regarding the subject listed above. This order will remain in full force until it
becomes incorporated into the General Orders or rescinded.

Keith Zupec
Chief of Police-Interim
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – TRAFF.01
Subject: REMOVAL, TOWING, SEIZURE, AND DISPOSTION OF VEHICLES

Effective: September 21, 1995

Revised: July 15, 2018
Revised: March 14, 2018
Original: September 21, 1995

PURPOSE
The purpose of this order is to set forth standardized guidelines for the removal, towing, seizure, and
disposition of vehicles.
DEFINITIONS
Abandoned Vehicle: Any motor vehicle in a state of disrepair rendering the vehicle incapable of being
driven in its current condition; or any motor vehicle that has not been moved or used seven or more
consecutive days from a public roadway and is apparently deserted.
Accident Tow: The towing of a vehicle involved in an accident being investigated by this Department
when the vehicle is disabled or drivable, but cannot be secured or safely relocated from the accident
scene; or when the vehicle should be towed in order to protect the property interests of injured parties.
Arrest Tow: The towing of a vehicle belonging to, or used by, a lawfully arrested subject when
conditions exist which prohibit the custodial transfer of the vehicle to a lawfully eligible person at the
scene; or the safe legal relocation of the vehicle from the scene.
Authorized Towing Agency: The current list of city approved towing agents that are responsible for
providing all types of tows.
Delayed Abandoned Tow: The towing of an abandoned vehicle from the roadway after application of a
7-day notice sticker, and the expiration of that period of time without appropriate response from the
owner.
Emergency Tow: The towing of a vehicle which has been disabled in the roadway and is causing a
traffic hazard, and the owner either cannot be reached or refuses to authorize the police tow after a
reasonable period of time.
Evidence/Impoundment Tow: The towing of any vehicle for evidentiary purposes, i.e., evidence
processing, impoundment, recovered vehicle.
Illegally Stopped/Standing or Parked Vehicles in Tow-Away Zones: The towing of a vehicle in a
marked tow-away zone on City property or the public roadway.
Immediate Abandoned Vehicle Tow: The towing of an abandoned vehicle on the roadway, which
constitutes a health hazard or danger to citizens in the area or has been involved in a hit and run traffic
crash.
Private Property Vehicle Tows: Inoperable vehicles towed from private property are covered by City
Ordinance and are handled by the City’s Code Compliance Department. Police action is normally not
required unless the type of tow is covered in any of the previous definitions. Supervisor approval is
always required.
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TRAFF.01.1
A.

REMOVAL AND TOWING OF VEHICLES
Immediate Abandoned Tows
1. A vehicle, which by its position on the roadway, by its physical condition causes a
hazard, is needed for investigation, or has been involved in a hit and run traffic crash,
may be towed immediately without any notice to the owner.
2. When a vehicle is towed without prior notice, the towing officer, or designee, shall
attempt to notify the vehicle’s last registered owner by personal contact or telephone
communication. If personal or telephone notification cannot be made, the Traffic
Division shall provide written notice to the last registered owner and any of the
vehicle’s lessors or security interest holders. This information may be obtained from
the Illinois Secretary of State or the applicable governmental agency for vehicles
registered outside the State of Illinois. The written notice shall be sent within 48
hours (when reasonably possible) of the vehicles towing, excluding holidays and
weekends. The notice shall be sent by certified mail, return receipt requested. The
written notice shall include:
a.

The date and time the vehicle was towed

b.

The location from which it was towed

c.

The case number

d.

Reference to the statute, ordinance, or Department rule authorizing the tow

e.

A statement that the vehicle is subject to towing and storage charges

f.

A statement that the vehicle and its contents may be immediately
reclaimed upon proof of ownership

g.

The name, address, and telephone number of the storage facility where the
vehicle can be claimed upon payment of towing and storage fees.

3. When a person’s vehicle is involved in an immediate tow and the person feels that
the Department towed the vehicle by mistake or without following Department
Guidelines or State Law, that person may request a hearing before the Traffic
Division Hearing Officer. The request for a hearing must be in writing and directed to
the Traffic Division Commander. The hearings shall be conducted in accordance with
the following guidelines:
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a.

The hearing must occur within 24 hours of receiving written notice
(excluding weekends and holidays). The time of the hearing may be
extended by agreement by both parties.

b.

At the hearing, the person may contest the validity of the tow.

c.

The Department shall have the burden of proving by a preponderance of
the evidence that the vehicle was towed in accordance with Department
guidelines. The Department may present evidence by either testimony of
officers involved in the tow or by presenting signed police reports. If the
Hearing Officer cannot make a determination based on the signed police
reports, the hearing may be continued for a reasonable time until the
necessary information is gathered.

d.

If the Traffic Division Hearing Officer determines that the towing of the
vehicle was proper, he shall complete a supplemental report affirming the
validity of the tow and finding the person(s) withstanding for the vehicle
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liable for all towing and storage charges.

B.

e.

If the Traffic Division Hearing Officer finds that the towing of the vehicle
was improper, he shall complete a supplemental report detailing his
findings. In addition, an order shall be given to the Traffic Division
Supervisor to ensure the vehicle is released and the person(s)
withstanding for the vehicle are not charged any towing or storage fees.

f.

If the person requesting a hearing does not appear at the scheduled date
and time, the Traffic Division Hearing Officer may make a finding to support
the tow. All applicable towing and storage fees would be assessed to the
person(s) withstanding for the vehicle.

Abandoned or Junk Vehicle on Private Property.
1. A vehicle abandoned or junked and not posing a hazard may be towed at the request
of the property agent, owner, or by the City of Waukegan Code Compliance
Department upon proper notice.

C.

Abandoned or Junk Vehicles on the Highway
1. Abandoned or Junk Vehicles located on a public highway may be towed after seven
(7) days from the issuance of a Notice of Violation and a Pre-Tow Notice from the
Department to the last registered owner, subject to the provisions of the Waukegan
Municipal Code.
2. Notice may also be accomplished by personal service to the registered owner or to
the person lawfully in possession of the vehicle, or by the officer affixing a Tow Notice
in a conspicuous place on the vehicle.
3. After towing an abandoned vehicle on a public highway, the last registered owner
shall be sent a Post-Tow Notice as prescribed under the Waukegan Municipal Code.
The notice shall inform the registered owner or person legally entitled to possession
of a vehicle impounded, the name, location, telephone number of the firm holding the
vehicle, the date and time the vehicle was towed, the reason the vehicle was towed,
the location from which it was towed, the officer authorizing the vehicle to be towed,
and the case number. The owner or other person legally entitled to the vehicle shall
also be informed of the provisions of the Waukegan Municipal Code relating to the
disposition and sale of unclaimed vehicles. The Post-Tow Notice shall also specify
the disposition alternatives and time limits applicable, if the owner or other person
legally entitled to the vehicle fails to take steps to satisfy the towing and storage
charges applicable, or otherwise attempts to lawfully reclaim the vehicle.
4. Officers may, in addition to removal of abandoned or junk vehicles, issue citations
where appropriate.
5. An Incident Report shall be completed whenever any abandoned or junk vehicles are
towed.

D.

Arrest Tows
1. When an arrest is made and a vehicle was used in the commission of the crime, the
vehicle shall be towed and impounded if needed for evidentiary purposes. In cases
where a person is arrested and the vehicle does not represent a tool or instrument of
the crime for which the person is being arrested, the vehicle should not be towed.
2. Any vehicle impounded as the result of an arrest, shall be inventoried at the scene, or
as soon as practical thereafter.
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3. In order to search a vehicle for evidence, absent a signed search warrant, the officer
must have legal justification.
4. The officer, when considering whether to impound a vehicle as the result of an arrest,
shall consider the following factors:
a. The location of the vehicle (roadway versus private property) and whether
or not it presents a hazard.
b. If the officer is statutorily justified in removing the vehicle, i.e. City seizure,
State seizure.
c.

If the operator agrees to take responsibility for leaving the vehicle at the
arrest location. If the operator does not agree, the vehicle shall be
impounded.

d. If the vehicle is not impounded and located outside the City limits, the
appropriate jurisdiction should be notified.
5. When a vehicle is towed as the result of an arrest, an Incident Report shall be
completed.
E.

Authorized Towing Companies
1. Communications maintains a list of towing agencies that have been approved by the
City Council. The towing services must meet the Department’s need for continuous
service and provide a secured impoundment area.
2. Completed Incident Reports shall include the reason for any “holds” placed on the
vehicle and the name of the Officer requesting the “hold” for the tow company.
3. A Towed or Seized Records form shall be used to track the towing, removal, and
storage of all vehicles caused to be towed by the Department.

TRAFF.01.2
A.

VEHICLE SEIZURES
Seizures and Forfeitures on State Charges
1. Seizures are authorized by Illinois law according to 720 ILCS 5/36-1, 720 ILCS
550/12, 720 ILCS 570/505 and 725 ILCS 150/6 of the Illinois Compiled Statutes.
2. The Division responsible for the internal processing of vehicle seizures is dependent
on the nature of the criminal charges. The Traffic Division Commander, or their
designee, will be responsible for the internal processing of vehicle seizures.
3. The processing of State vehicle seizures shall be coordinated with the State’s
Attorney’s Office.
a. Approval from the State’s Attorney’s office is needed to seize a vehicle for
a State Seizure.
b. A notification must be made and all paperwork needs to be forwarded to a
supervisor in GIU.

B.

City Seizures
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1. By City Ordinance, any vehicle used in the commission of the below enumerated
offenses is civilly liable to the City of Waukegan for a penalty of $500.00 and the
subsequent towing and storage
a. A motor vehicle that is knowingly used in the commission of possession or
attempted possession of "Cannabis" or a controlled substance as defined
in section 15-3 of this chapter, or "attempt" as defined in section 15-1 of
this chapter; or as provided in the Illinois Criminal Code of 1961, Chapter
720 ILCS, paragraphs 550/2 et seq. and 570/101 et seq., may be subject
to seizure and impoundment under this section.
1. Motor vehicle seizures for cannabis are only authorized when the
quantity/weight of cannabis is ten (10) grams or more.
b. A motor vehicle that is being operated by a driver having a suspended or
revoked driver's license in violation of the Illinois Vehicle Code 625 ILCS
5/6-303, may be subject to seizure and impoundment under this section.
c.

A motor vehicle that is being operated by a driver who does not have a
valid driver's license or permit, or a restricted driving permit in violation of
the Illinois Vehicle Code 625, ILCS 5/6-101 (a) (b) (c) (d) and is not
excepted by 5/6-102, may be subject to seizure and impoundment under
this section.

d. A motor vehicle that is used in the commission of the offense of driving
under the influence of alcohol, drugs and/or intoxicating compounds as
defined in section 21-46 of this Code or as provided in Section 5/11-501 of
the Illinois Vehicle Code, may be subject to seizure and impoundment
under this section.
e. A motor vehicle that is being operated on a city street and is not covered
by a liability insurance policy in violation of Section 5/7-601 and/or 5/7-602
of the Illinois Vehicle Code or similar provision of this Code, and is also
used in the commission of one of the following offenses: (i) driving on a
suspended or revoked license in violation of Section 5/6-303 of the Illinois
Vehicle Code or similar provision of this Code when the driver's driving
privileges are suspended or revoked, or (ii) driving without a valid license
or permit in violation of Section 5/6-101 of the Illinois Vehicle Code or
similar provision of this Code, shall be subject to seizure and impoundment
under this section.
f.

A motor vehicle that is being used in the commission of the offense:
Unlawful use of weapons, as described in Section 5/24-1 of the Illinois
Criminal Code of 1961; Unlawful use or possession of weapons by felons
or persons in the custody of the department of corrections facilities, as
described in Section 5/24-1.1 of the Illinois Criminal Code of 1961;
Aggravated discharge of a firearm, as described in Section 5/24-1.2 of the
Illinois Criminal Code of 1961; Aggravated discharge of a machine gun or a
firearm equipped with a device designed or used for silencing the report of
a firearm, as provided in Section 5/24-1.2-5 of the Illinois Criminal Code of
1961; Reckless discharge of a firearm, as described in Section 5/24-1.5 of
the Illinois Criminal Code of 1961; or Aggravated unlawful use of a
weapon, as described in Section 5/24-1.6 of the Illinois Criminal Code of
1961, may be subject to seizure and impoundment under this section

g. A motor vehicle that is being used in the commission of the offense of
fleeing, aggravated fleeing, or attempt to elude a peace officer, as
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provided in Sections 5/11-204 and 5/11-204.1 of the Illinois Vehicle
Code, may be subject to seizure and impoundment under this section
2. Officer’s Responsibilities
a. Issuance and service of the appropriate citations;
b. Completion of a Towed or Seized Record;
c.

The driver must be advised of the steps required to recover the vehicle

d. Offer to assist the subject in finding an alternative mode of transportation.
Under no circumstance will the driver and/or occupants of a vehicle be left
stranded without an offer of assistance. The offer of assistance and
subsequent action will be documented in the incident report;
e. The officer will remain at the scene until the vehicle has been removed;
f.

The completed required reports and forms will be placed in the report
basket in the Line-up Room for review by a Supervisor prior to being
forwarded to the Traffic Division for appropriate distribution.

3. Traffic Division Responsibilities
a. The distribution of reports and forms related to a seized vehicle.
b. Collection of the $500.00 penalty. Front desk officer will perform the duty
on the weekends.
c.

TRAFF.01.3

The scheduling of a hearing with a hearing officer within seven (7) days of
receiving a request for hearing and the collection of the $500.00 penalty
fee that must be posted at the time of the request.

VEHICLE DISPOSITIONS

A. All vehicles not claimed by persons lawfully entitled to possession and/or ownership of same
shall be disposed of at public sale or destroyed in accordance with the provisions of the
Illinois Compiled Statutes or the Waukegan Municipal Code.
B. Persons claiming vehicles from authorized tow companies shall be required to produce
evidence of ownership or authorization to take possession of the vehicle in a manner
acceptable to the Department and the authorized tow company. In cases of conflict or
confusion, the State’s Attorney’s Office or the City Attorney shall be contacted.
C. All requests for relief from applicable tow and storage charges for any tow situation, as
described in this directive, shall be referred to the Traffic Division.
This order supersedes all previous written and unwritten policies of the Waukegan Police Department on
this subject.
By order of,

Wayne Walles
Chief of Police
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WAUKEGAN POLICE DEPARTMENT
GENERAL ORDER – TRAFF.02
Subject: Crash Review
Effective: October 7, 2021
TRAFF.02.1
TRAFF.02.2
TRAFF.02.3

OBJECTIVES OF THE CRASH
REVIEW
CRASH REPORTING
PROCEDURE
CRASH REVIEW PROCESS

Revised: August 17, 2021
Revised: March 14, 2018
Original: September 21, 1995

TRAFF.02.4

RESPONSIBILITIES OF THE
CHIEF OF POLICE

PURPOSE
The purpose of this Order is to establish, within the Waukegan Police Department, a Crash Review and to
define its objectives and function. In addition, this Order also establishes the department's crash reporting
procedures. The Traffic Supervisor(s) will review all crashes involving Police Department vehicles to
make a determination as to whether or not the crash was preventable and whether or not the crash
warrants disciplinary action.
TRAFF.02

POLICY

It is the policy of the Waukegan Police Department to determine and curtail the causes of crashes
involving Police Department vehicles and to implement safe driving habits through a fair and impartial
analysis of each crash.
TRAFF.02.1
A.

OBJECTIVES OF THE CRASH REVIEW
To eliminate and/or reduce the frequency of crashes involving Police Department vehicles.

B.

To ensure that Police Department personnel comply with state and local traffic laws, and
with the Waukegan Police Department Rules and Regulations as they pertain to the
proper operation of police vehicles.

C.

To ensure the proper, safe, and efficient use of vehicles.

D.

To reduce the City's potential liability for vehicular crashes.

TRAFF.02.2
A.

CRASH REPORTING PROCEDURE
Officer’s Responsibilities
1.
Anytime an officer becomes involved in a crash involving a city owned vehicle,
the officer will be responsible for the following:
a.
Immediately notify the Communications Division and then summon a
Supervisor to the scene.
b.
Summon medical assistance, if needed.
c.
Protecting the scene of the crash to ensure that the vehicle(s) involved are
not disturbed.
d.
Locating and detaining all witnesses, if any.
e.
Give an oral statement, and make a written report to the Supervisor
conducting the investigation as soon as practical, relating the officer's version
of how the crash occurred and any other pertinent facts.
2.

Whenever an officer is involved in a crash in a city-owned vehicle outside of the city's
jurisdiction the officer will notify the proper outside police agency and file a report. An
attempt will be made to obtain a copy of the crash report. The officer will notify the
on-duty Command Officer as soon as possible after the crash. Once the officer
returns to Waukegan, they will immediately submit a report concerning the crash to
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3.

B.

their immediate Supervisor, along with any copies of the crash report they may have
received.
The involved officer may request a readily available union representative, to come
and view the scene.

Supervisor – Upon being notified of an crash, the Supervisor will be responsible for the
following:
1.
2.
3.
4.
5.
6.
7.
8.
9.

Immediately responding to the scene.
Conducting a thorough investigation of the crash.
In the event of any degree of personal injury, the Deputy Chief of Operations
shall be immediately notified.
Notifying the Traffic Investigators to process the scene whenever anyone
involved in the crash has been injured, no matter how minor the injury.
If there are no complaints of injuries the on-duty shift Evidence Technician will be
requested to process the scene, which shall include photographs.
Interviewing and obtaining statements from all witnesses to the crash.
Submitting a memorandum through “Blue Team” as to the findings and
conclusions of the investigation.
Complete all necessary reports.
Forwarding all completed reports through “Blue Team.”

C. The OPS Commander will then review the documentation submitted and forward the same to
the Chief of Police.
D. The Chief of Police will then review the submitted documentations and then forward them to
the Board.
TRAFF.02.3

CRASH REVIEW PROCESS

A.

Traffic Supervisor(s) will review the incident reports.

B.

The Traffic Supervisor(s) will review all reports concerning a crash.

C.

The Traffic Supervisor(s) may review any available video footage of the incident.

D.

The Traffic Supervisor(s) will examine all Police Department vehicle crashes to determine
the classification. Classification shall be determined according to the following criteria:
1.

CLASSIFICATION I (Non-Chargeable Non-Preventable) applies when the police
officer:
a.
Legally parked, standing, or stopped.
b.
Operating a departmental vehicle in a safe and reasonable manner, obeying
both state and local traffic laws.
c.
Adhering to Waukegan Police Department's policies and procedures.
d.
Perhaps was unavoidable.
e.
A crash, which results in no damage to the police vehicle or the object
struck.

2.

CLASSIFICATION II (Chargeable) applies when the police officer:
a.
b.

E.

Was indifferent, inattentive or careless with regard to his or her driving.
Failed to observe agency policy, procedure, or training and/or failed to
exercise due caution or defensive driving techniques.

After the reports have been reviewed, the Traffic Supervisor(s) will decide the crash’s
classification.
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F.

Recommendation Guidelines
1.
In addition, the Traffic Supervisor(s) may inspect each crash for safety hazards
and to make recommendations to reduce all types of crashes.
2.

TRAFF.02.4

The Traffic Supervisor, having classified a crash as Classification II
(Chargeable), should notify the Chief of Police of the following:
a.
Seriousness of the crash.
b.
The last three (3) years of the police officer's driving record.
c.
Whether or not the officer violated Waukegan Police Department policies
or procedures.
d.
The nature of the call-for-service for which the officer was responding.
e.
The other driver's, if any, culpability and degree of negligence.
f.
The speed of the police vehicle.

RESPONSIBILITIES OF THE CHIEF OF POLICE

A.

The Chief of Police may review all reports and recommendations submitted from the
Traffic Supervisor(s).

B.

Action by the Chief of Police may be based on consideration of the Traffic Supervisor(s)’
recommendations. However, final disposition and disciplinary action rests with the Chief
of Police, and/or the Waukegan Civil Service Commission. Consequently, the Chief of
Police can follow the Traffic Supervisor(s)’ recommendation, reject it, or modify it.

C.

The Chief of Police will then issue a written letter to the officer involved in the crash,
which contains his determination as to whether or not he concurs with the Traffic
Supervisor(s)’ decision:
1.
2.

If the crash is found to be Classification I, that is Non-Chargeable, the
investigation of the crash is closed.
If the crash is found to be a Classification II, the Chief of Police will address the
findings, corrective action, and any discipline in a letter.

This order supersedes all previous written and unwritten policies of the Waukegan Police Department on
this subject.
By order of,

Wayne Walles
Chief of Police
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