Berkley Department of Public Safety

Citizen Complaint Form

Citizen Complaint Information and Investigation Process
To the Complainant
The Berkley Department of Public Safety is committed to maintaining the trust and confidence of
the community we serve. An essential component of that trust is ensuring that all complaints
involving department personnel are handled fairly, impartially, and thoroughly.

The Department has established this complaint process to provide both community members and
Department employees with a professional, objective, and timely method for addressing concerns
regarding employee conduct or Department operations.

Police and public safety services often involve stressful, emotional, and rapidly evolving situations.
While these circumstances may lead to disagreements or concerns regarding an employee's
actions, all Department personnel are expected to perform their duties professionally, lawfully,
and in accordance with Department policies and procedures.

Any complaint alleging misconduct by a Department employee will be taken seriously and
investigated thoroughly. Likewise, knowingly false allegations may also be addressed appropriately
and could result in criminal charges, including filing a false police report when applicable.

Instructions for Filing a Complaint
Please provide a detailed written statement describing the incident that forms the basis of your
complaint.
When preparing your statement:
e Include all information that you believe is relevant to the incident.
e Be as specific as possible regarding dates, times, locations, individuals involved, and any
witnesses.
e Attach copies of any photographs, videos, documents, or other evidence you wish to have
considered.
o Additional pages may be used if more space is required.
¢ Sign and date your complaint before submitting it.

You will receive a copy of your written complaint for your records.
Upon receipt of your complaint, you will be contacted by the assigned investigator or a member of
Department administration to acknowledge receipt and explain the investigative process.

Anonymous Complaints

Individuals may submit complaints anonymously. However, anonymous complaints may limit the
Department's ability to conduct a complete investigation if investigators are unable to contact the
complainant for clarification or additional information.
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While anonymous complaints will be reviewed and investigated to the extent possible, the
Department encourages complainants to provide contact information whenever feasible to assist
with a thorough and accurate investigation.

If a complaint is submitted anonymously, the Department may be unable to provide updates or
final notification regarding the outcome of the investigation.

Notification of Findings

Upon completion of the investigation and after a final determination has been made, the Director
of Public Safety will provide written notification to the complainant regarding the disposition of
the complaint, consistent with applicable laws and personnel privacy requirements.

Complaint Investigation Process
Complaints are investigated through the Department's Internal Affairs process. Depending upon
the nature and complexity of the complaint, investigative steps may be modified as necessary. In
cases involving a potential conflict of interest, the investigation may be referred to an outside
agency for independent review.
The general investigative process includes:
1. The complaint is received and reviewed by a supervisor.
2. The complaint is forwarded to Internal Affairs or an assigned investigator. The complainant
will be notified that the complaint has been received.
3. The investigator reviews the complaint and may contact the complainant for additional
information or clarification.
4. Evidence is collected and reviewed, which may include reports, body-worn camera footage,
in-car video, witness interviews, employee interviews, and other relevant materials.
5. The investigator prepares a findings report and submits it to the Director of Public Safety.
6. The Director of Public Safety reviews the investigation and determines the appropriate
disposition. Corrective action or discipline may be imposed when warranted.
7. The complainant is notified in writing of the investigation's conclusion and disposition, as
permitted by law.
8. The investigation is closed and retained in accordance with applicable records retention
requirements, including Michigan General Schedule #11.

Questions Regarding Your Complaint

If you have questions during the investigation, you may contact the assigned investigator.

The length of an investigation varies depending upon the complexity of the complaint and the
availability of evidence and witnesses. Some investigations may be completed within a few days,
while others may require additional time. The Department's goal is to complete most
investigations within thirty (30) days whenever reasonably possible.

Thank you for bringing your concerns to our attention and allowing the Berkley
Department of Public Safety the opportunity to review the matter.
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BERKLEY CITIZEN COMPLAINT FORM

Name of Complainant:

Contact Phone Number:

Address:

City: State: Zip:

Email Address:

Remain Anonymous? () | Wish to be Contacted by Investigator ()

Date / Time of Incident:

Does not wish to be Contacted? ()

Location where occurred if known:

Additional Witness info:

Case number or Citation #, if known / applicable:

Complaint Summary
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Complaint Summary: (continued / page 2)
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Complaint Summary: (continued / page 3)

The complaint, as stated above, is in my own words and details my personal experience with or
observations of an employee of the Berkley Department of Public Safety. To the best of my
knowledge, the above information is accurate and true and was made in good faith.

l understand that any untrue statements intentionally made or false complaints brought by me,
could result in criminal and/or civil action being taken against me by either the Berkley
Department of Public Safety, the employee subject to this complaint, or both.

Name of Complainant:

Signature of Complainant: Date:

Officers Receiving Complaint: Date:

Assigned to: Date:
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