Illinois Law Enforcement Accreditation Program

(ILEAP)
Instructions for Accreditation Managers
Application 

Application for participation in the ILEAP accreditation process is formalized with the submission of a completed ILEAP Application Form and the application fee. These forms are available through the Illinois Law Enforcement Accreditation Program section of the Illinois Chiefs website at www.ilchiefs.org.  It is the responsibility of the applicant agency to appoint an Accreditation Manager who will serve as liaison with the ILEAP accreditation staff.

Self-Assessment 

Applicant agencies initiate a self-assessment to determine compliance with applicable standards. The agency compares existing policy to applicable ILEAP standards and determines the level of compliance. The self-assessment phase is the most time consuming part of the accreditation process. Assistance in developing policy and proving compliance is available through the Illinois Law Enforcement Accreditation Program, other ILEAP accredited agencies, and the International Association of Chiefs of Police. Further information is available by visiting the ILEAP section on the Illinois Chiefs website at www.ilchiefs.org. 
Accreditation Files
To help facilitate a smooth file review process the Accreditation Managers should prepare a file for each standard in a uniform and consistent manner.  Each folder should be labeled with the standard number and title on the tab.  
Each folder should contain the following documents in order as listed:

· ILEAP Assessor’s Form with notations indicating relevant written directives and/or proofs of compliance will be the top page of the file folder.
· Only the applicable pages of the Written Directive that covers the standard, with the relevant sections that correspond to each bullet point highlighted, with the bullet point written or typed in the margin.

·  Proofs of compliance, if any.
All written directives and proofs of compliance should be should be labeled in the upper right hand corner with the standard number.  The Assessor’s Form, written directive(s) and proof(s) should be separated with a colored sheet paper.  It is recommended the Accreditation Manager check with the Assessment Team Leader or other ILEAP staff member to determine proper file set up procedures.
Written Directives

A written directive can be a general order, policy, procedure, federal law, state statue, local ordinance, or other written documentation setting a mandate to comply with the corresponding standard.  Only the applicable pages of the written directive, with the relevant sections highlighted should be included in the file.
Proofs of Compliance

A proof can be any document, memo, or observation on the part of an assessor that will show compliance with the standard.  For a standard requiring a written directive the most obvious item is a copy of the applicable pages of the written directive, with the relevant sections highlighted may be the single proof needed to show compliance.  In some cases, additional documentation may be needed to show that the written directive is being followed, such as a mandated report, review or analysis.
Other examples include, but are not limited to:

· Written Documentation- This can include  memos, sign-off sheets, attendance rosters, training certificates, qualification reports, weapon registration forms, e-mail messages, newspaper articles, etc.  
· Other Documentation-This can include photographs, booklets, pamphlets, audio etc.  

· Interviews-Assessors may question department members and other persons and simply ask them what they do in particular cases where a standard is implicated.  

· Observations-Compliance with standards may also be accomplished through direct observation by an assessor. 
An Example, Use of Force
ADM.05.01 A written directive states: 

a. That officers shall use only the force necessary to effect lawful objectives; 

b. That officers will follow a force “continuum” or use of force alternative protocols in responding to perceived threats with all issued lethal or non-lethal weapons authorized by the agency; 

c. That officers may use deadly force only under a reasonable belief that the action is in defense of human life, or in defense of any person in imminent danger or facing a significant threat of serious physical injury; 

d. The guidelines for the use of deadly force against a fleeing felon; and 

e. That the discharge of warning shots is prohibited. 

COMMENTARY: 

This directive may encompass the use of all kinds or types of force, whether deadly or not. The purpose of this standard is to provide officers with guidance in the use of force in threatening or life-or-death situations, and to prevent the loss of life. The agency might include in its orders definitions of “reasonable belief,” “serious physical injury,” and “excessive force,” per rulings of the United States Supreme Court. The force “continuum” and alternative force protocols refers to levels of threat perceived by the officer with corresponding, authorized modes of force to oppose the threats. In a written directive, this reference may include, with examples, every non-lethal weapon authorized by the agency. 
In the accreditation file labeled “ADM.05.01 Use of Force” we will see the Assessor’s Form for this standard as the top page.  Only the relevant pages of the department directive(s) covering Use of Force will be next with each section labeled and highlighted pertaining to each of the “bullets” (a through e).  Next will be the “proofs” for each of the “bullets”.  The Assessor’s Form, directive(s), and proofs should be separated by a blank contrasting page.  Each item should be stacked with the most recent addition to the file on top.

Examples of Directives
· For bullet “a” the agency could include a copy of the section of the State statute that governs use of force
· For bullet “b” there could be a the agency’s use of force protocol.
· For bullet “c” there could be another section of the State statute or use of force protocol.
· For bullet “d” the agency could include a Supreme Court ruling on the use of deadly force against a fleeing felon.
· Bullet “e” could be a department policy prohibiting warning shots.
Examples of Proofs

· For bullet “a” there could be a case report related to a use of force incident with narrative that clearly indicates the reason and amount of force used in a particular situation.  
· For bullet “b” there could be a case report or use of force report (recommended) that indicates an escalation and de-escalation in the use of force by an officer in a given situation. 
· For bullet “c” there would be a case report involving a use of force incident involving deadly force or a memo to the file by the chief stating that there have been no such incidents within the last assessment period.  
· For bullet “d” a case report concerning the apprehension of a feeing felon that was consistent with policy.
· For bullet “e” a memo to the file by the Chief stating that no officer has discharged an warning shots in the last assessment period.  
Mock Assessment/File Review

After completion of the self assessment and prior to the actual on-site, the applicant agency will host a mock assessment or file review by someone outside of the agency who is knowledgeable about state or national accreditation.  Mock assessments are the responsibility of the applicant agency; however, ILEAP staff will, if requested assist with arranging the mock assessment/file review.
Required Agency Information

The CEO or Accreditation Manager shall submit the following information electronically to the Assessment Team Leader at least 30 days prior to the on-site.  It should contain the following information:  

· Community and Agency history

· CEO Profile

· Population and Demographics

· Type of Government (including the names of local elected and appointed executive and legislative officials)

· Department’s Organizational Chart

· Number of full-time, part-time, civilian, and volunteers, if applicable

· Mission, Value, or Goal Statements, if any

· Crime and calls for service*

· Traffic Stop Data* 

· Bias-based Policing Complaints, Vehicle Pursuits, Grievances, Use of Force, and Formal Citizen Complaints* 

· Significant Cases, Events and Programs

· General Law Enforcement focus and future issues facing the agency.

*For initial accreditation, only one year of data is required.  For reaccreditation, four years of data is required.

The agency is responsible for the standards in effect at the time the on-site is requested.
Off Site File Review

The applicant agency should submit their files to the Assessment Team Leader at least 30 days prior to the on-site date.  The Assessment Team Leader may then distribute the files to the other members of the assessment team for review.  During the review process, assessors are encouraged to communicate with the CEO/accreditation manager for clarification and/or to make suggestions for additional “proofs” of compliance where necessary in order to facilitate a smooth on-site assessment.  

The on-site date may be postponed if necessary for additional policy development work or file maintenance if necessary but the file review process for all standards requiring written documentation is to be completed prior to the on-site date.  

The On-Site Assessment  

Once the agency receives notice the off-site file review is complete, it is the responsibility of the agency CEO or Accreditation Manager to notify the Assessment Team Leader that the agency is ready for its on-site assessment.  

On Site Scheduling
When the file review has been successfully completed the actual on-site assessment and public forum can be scheduled.  This usually will be a two day event during which time the assessment team will conduct interviews of the CEO, Accreditation Manager and department staff.  They will ride a-long with officers on shift, meet with elected and other city officials and moderate a public forum where any interested individuals may comment by telephone, e-mail or written correspondence, on department operations related to the standards. The various On-site events are scheduled by the CEO or Accreditation Manager in advance.  The Accreditation Manager and Assessment Team Leader will work together to select the on-site assessment dates that work best for both parties.
Department Tour

The CEO, Accreditation Manager, or other staff member will escort the Assessment Team on a tour of the facility.  The Assessment Team can use the tour to confirm observable standards and begin to meet department members.  It is not necessary for the department to prepare a static display.
Public Forum

It is the responsibility of the Accreditation Manager to prepare and distribute a public notice to the media and through other public forums announcing the event.  The public notice will provide the times during which comments may be received by telephone, e-mail or written correspondence.  The public notice will provide instructions to the public how to make such comments.  The ILEAP standards should be made available for public review on line at the ILEAP section of the Illinois Chiefs website. www.ilchiefs.org.  A copy of the public notice shall be provided to the Assessment Team Leader.
Assessor Work Space
The agency shall provide a private work space where assessors can conduct interviews and perform other duties associated with the on-site.  The area should be equipped with the department’s written directives (paper or electronic), the ILEAP standards (manual or on-line) and other resources as requested.  The following is a list of suggested items to provide to the assessors.
· Map of the agency’s jurisdiction

· Board of Fire and Police Commissioners Rules and Regulations

· Human Resource Manual, if applicable

· Collective Bargaining Agreements, if applicable

· Pens, Pencils, Note Pads, Post-it Notes, etc…

· Telephone or other means to contact the CEO or Accreditation Manager

· Basic Refreshments.

Staff Interviews/Ride a-longs

The Accreditation Manager will need to arrange for agency personnel and government officials to be interviewed at the discretion of the assessment team.  The assessment team will usually attend shift meetings, ride a-long with officers, inspect vehicles, audit key areas of operation (evidence, records, range).
Exit Interview
The on-site assessment concludes with an exit interview with the CEO and any department members the CEO invites to attend.  The Assessment Team Leader will provide the CEO with the on-site findings and any recommendations regarding accreditation status that will be made to the ILEAP Council.
