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(10.03) INTERNAL INVESTIGATIONS 

 POLICY  
 
It is the policy of the Rockford Police Department that violations of any Federal, State, or City 
statutes or ordinances and/or; City of Rockford, Rockford Police Department, Board of Fire and 
Police Commission rules, regulations, or orders will be investigated as soon as possible after the 
Department becomes aware of the existence of the alleged violation(s).  Investigations will be 
performed in a manner that will assure the community of prompt corrective action when 
Department members conduct themselves improperly and to protect the Rockford Police 
Department and its’ members from unwarranted criticism pursuant to the discharge of their 
official duties. 
 
PURPOSE 
 
The purpose of this Order is to establish procedures for investigating externally and internally 
generated complaints against any employee of the Rockford Police Department. 
 
The provisions of the Uniform Peace Officers Disciplinary Act, 50 ILCS 725/1 et seq., shall 
apply to all disciplinary investigations of officer conduct except to the extent the provisions of 
the Collective Bargaining Agreement between Unit Six of the Police Benevolent and Protective 
Association of Illinois and the City of Rockford, Illinois provide specifically to the contrary. 
 
This Order is comprised of the following numbered sections:  
 
 
I. DEFINITIONS  
II. GENERAL PROCEDURES 
III. INVESTIGATING NON-CRIMINAL FORMAL COMPLAINTS 
IV. INVESTIGATING NON-CRIMINAL INFORMAL COMPLAINTS 
V. INVESTIGATING CRIMINAL COMPLAINTS 
VI. INVESTIGATIVE STANDARDS 
VII. DETERMINATION OF FINDING(S) 
VIII. RECORD KEEPING 
IX. EFFECTIVE DATE 
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APPENDICES  
 

A. Internal discipline Complaint Form 
B. Sworn Affidavit 
C. Officer Advisory Form 
D. Officer’s Report order to respond Form with Garrity Advisory 
E. Compel Interrogation Order Form with Garrity Advisory 

 
I. DEFINITIONS 
 

A. Informal Inquiry:  The meeting of supervisory or command personnel with an 
officer upon whom an allegation of misconduct has been made or an incident has 
occurred that warrants further investigation.  The purpose of this meeting is to 
discuss the allegation or incident with the officer informally.  An informal inquiry 
may result in a formal investigation.  A formal investigation may be the basis for 
filing charges seeking the officer’s termination or unpaid suspension of one (1) 
day or more. 

 
B. Official/Formal Complaint:  A written internal or citizen’s complaint against 

any personnel of the Rockford Police Department which may be the basis for 
filing charges seeking his/her termination or suspension in excess of three (3) 
days.  An official/formal complaint against sworn personnel must be accompanied 
by a sworn affidavit. 

 
C. Formal Investigation:  The process of investigation ordered by a commanding 

officer during which the questioning of an officer(s) are/is intended to gather 
evidence of misconduct which may be the basis for filing charges seeking his/her 
termination or suspension of one (1) day or more. 

 
II. GENERAL PROCEDURES 
 

A. The Chief of Police is charged with the responsibility and has the authority to 
maintain discipline within the Department.  The Chief of Police will be notified 
whenever any member of the Department is under investigation and may initiate 
any investigation deemed appropriate. 

 
B. The Office of Professional Standards, an officer’s supervisor, or a designee of the 

Chief of Police will handle investigations relating to internal discipline 
complaints. 

 
1. The Office of Professional Standards will be a command rank position and 

reports directly to the Chief of Police.  The commander of the Office of 
Professional Standards is delegated the authority by the Chief of Police to 
conduct and direct investigations of misconduct. 

 
2. The Office of Professional Standards or a member of the command staff of 

the Department will conduct all formal internal investigations.  This does 
not prevent an officer of lower rank from assisting with investigations 
when it is deemed necessary and has been approved by the Chief of 
Police.  
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Personnel assigned to assist investigations under this paragraph will 
maintain all information in strict confidence relative to the investigation. 

 
3. No officer assigned to the Office of Professional Standards will become 

involved in any subsequent criminal investigation if the criminal 
investigation is a direct result of the internal investigation the officer was 
assigned to assist with and the suspect officer was the focus of that 
internal investigation. 

 
4. All personnel will assist and cooperate with any member of the 

Department assigned to conduct an internal investigation.  Any member of 
the Department who has, or is alleged to have, knowledge relating to an 
internal investigation, is required to submit a written or verbal response as 
directed.  The response will include all known facts pertaining to the 
investigation. 

 
5. The Office of Professional Standards will maintain a record of all 

complaints against sworn and non-sworn personnel. 
 

6. The Office of Professional Standards will compile statistical summaries to 
be included in the Department’s annual report. 

 
C. Complaints against non-sworn personnel of the Department may be investigated 

by the Office of Professional Standards or the Personnel Department of the City 
of Rockford at the discretion of the Chief of Police.  Such investigations will be 
conducted in accordance with the AFSCME collective bargaining agreement if 
the complaint involves a bargaining unit member. 

 
D. All applicable provisions of the collective bargaining agreement between the City 

of Rockford and PBPA Unit 6 as well as the Uniform Peace Officers Disciplinary 
Act shall apply. 

 
III. INVESTIGATING NON-CRIMINAL FORMAL COMPLAINTS 
 

A. All formal complaints of a non-criminal nature filed against personnel of the 
Department shall be submitted on the Citizen Complaint Form (Appendix A) 

 
1. Personnel who are the subject of a formal investigation will not be 

required to respond to allegations of misconduct until the complaint has 
been set forth in writing by the complainant or the person taking the 
complaint and receipt of a sworn affidavit. 

 
2. Anyone filing an official/formal written complaint against a sworn officer 

must have the complaint supported by a sworn affidavit as stated in the 
Uniform Peace Officer’s Disciplinary Act. 

 
3. Anyone filing a false complaint for the purpose of harassing Department 

personnel, the Department itself, or to influence or avoid prosecution of 
criminal charges may be prosecuted for filing a false police report. 
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4. Formal written complaints will not be accepted more than thirty (30) days 
after the complainant was provided with an Internal Discipline Complaint 
Form, with the following exceptions: 

 
a. When the complaint involves a criminal violation, the criminal 

statute of limitations will prevail. 
 

b. When the complainant can show good cause for not filing the 
complaint within the specified time limit. 

 
B. The Office of Professional Standards will complete and forward the appropriate 

forms when an officer is advised that they are the subject of an internal discipline 
complaint and an officer’s report or compel interrogation is ordered. 

 
1. Forms may be forwarded to the officer via their commander or supervisor.  

Any commander or supervisor serving a form must sign and return the 
required receipt of acceptance and service to the Office of Professional 
Standards within five (5) working days. 

 
2. Only an officer under investigation will receive Appendix C and D Forms 

and a Garrity Advisory Form. 
 

3. An officer who is a witness to an incident must complete an Officer’s 
Report or submit to an interview, if requested.  These officer’s will not 
receive a copy of Appendix C, D, or Garrity advisory Form. 

 
4. Any compelled interrogation or Officer’s Report must be a complete 

disclosure of all information known to the officer about the matter under 
investigation.  The Officer’s Report will not be a copy or a ‘cut and paste’ 
of an existing police report. 

 
5. An Officer’s Report must be returned to the Office of Professional 

Standards no later than 5:00p.m. (1700hrs) of the 5th working day after 
receipt of an order. 

 
IV. INVESTIGATING NON-CRIMINAL INFORMAL COMPLAINTS 
 

A. All complaints, including those resolved at the supervisory level, must be 
documented on an Internal Discipline Complaint Form and an Early Warning 
System Incident Documentation Form (General Order 30.04) and forwarded to 
the Office of Professional Standards.  If the complaint was resolved, the 
Complaint Resolved box on the Complaint Form will be marked.  Those not 
resolved will mark the form Forward to OPS box. 
 
1. Complaints will be accepted by any commander, shift commander, 

supervisor or Office of Professional Standards. 
 
2. A complaint may be investigated and/or resolved by a person’s supervisor 

by conducting an informal inquiry when: 
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a. The matter is minor in nature. 
b. All pertinent facts are available. 

 
c. An oral reprimand or corrective action form, ‘green slip’ is 

appropriate for the infraction. 
 

3. If a commander or supervisor has any doubt about an oral reprimand or 
corrective action form’s, ‘green slip’ effectiveness or, with cause, wants 
an incident(s) investigated by the Office of Professional Standards he/she 
may forward the case without resolution for review. 

 
4. In all cases, an Early Warning System Incident Documentation Form will 

be filled out and forwarded in compliance with General Order 30.04. 
 

B. Complaint restrictions. 
 

1. Complaints regarding a difference of opinion between an officer and a 
citizen over the issuance of a traffic citation will not be investigated unless 
there is an allegation of a violation of law or Department rules and 
regulations. 

 
2. Complaints regarding a difference of opinion between a citizen and an 

arresting officer about the guilt or innocence of the citizen will not be 
investigated.  However, if there are allegations that the arrest was 
malicious and/or illegal, the complaint may be forwarded to the Office of 
Professional Standards for review. 

 
3. Complaints involving a citizen’s misunderstanding of policy, which is 

resolved by a supervisor where the citizen is satisfied, will not be 
investigated. 

 
4. Complaints regarding a difference of opinion between a citizen and an 

investigating officer about the contributing factors listed on a crash report 
will not be investigated. 

 
V. INVESTIGATING CRIMINAL COMPLAINTS 
 

A. Complaints of criminal activity by Department personnel or violations of 
Department rules, regulations, General Orders, or policy, may be conducted 
concurrently as two separate investigations. 

 
1. One investigation will be criminal in nature. 
 

a. The Deputy Chief of Investigative Services or designee, will 
conduct the investigation. 

 
b. The Office of Professional Standards will be advised and kept 

current of all information developed and the case status. 
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2. One investigation will be non-criminal and disciplinary in nature. The 
Office of Professional Standards will conduct this investigation. 

 
B. Criminal complaints may be initiated in the same manner as internal complaints 

or after receipt of a completed incident report. 
 
C. Criminal investigations of Rockford Police Department personnel will be 

conducted in accordance with the investigative standards in section VI of this 
Order. 

 
VI. INVESTIGATIVE STANDARDS 
 

A. All investigations will be conducted in a courteous and professional manner. 
 

1. Interviews of Department personnel will be done at the discretion of the 
investigator; however, every effort will be made to conduct an interview 
during the person’s normal working hours. 

 
2. Prior to an interview commencing, personnel being investigated will be 

allowed to read the allegations. 
 

3. The person being investigated, if a sworn officer, will be advised of their 
Garrity rights prior to the start of a compelled interrogation. 

 
4. Personnel being investigated must answer all questions put to them that 

are pertinent and directly relate to the investigation, or be subject to 
disciplinary action. 

 
a. Responses are mandated by Rockford Police Department Rules 

and Regulations, Section III, Paragraph 38. 
 
5. Questioning will be restricted to circumstances pertaining to the incident 

under investigation, and at no time will abusive or threatening language be 
used by the interviewer. 

 
6. An officer under investigation will not be required to provide testimony 

before any non-government group or agency, defined as a group or agency 
not having power to issue subpoenas or compel a person’s appearance. 

 
7. An officer suspected of criminal activity will be advised of their Miranda 

rights prior to questioning.  
 

8. No ‘off the record’ questioning will be allowed in any investigation. 
 

9. Whenever possible, all interviews and/or questioning will be conducted at 
the Public Safety Building or at a location designated by the Office of 
Professional Standards. 

 
10. Final disposition of an investigation will be based on just cause after a 

thorough investigation.  Investigations will take no longer than sixty-five 
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(65) days after receipt of the complaint unless exceptional circumstances 
exist. 

 
B. A complainant will be informed of the final disposition of their complaint in 

writing within seven (7) days of final disposition. 
 

1. An exception to this will be if every reasonable effort to reach the 
complainant has failed. 

 
C. An officer who is the subject of a formal investigation will receive a written 

report by the Office of Professional Standards of the final findings regarding non-
criminal matters prior to the imposition of disciplinary action, if any, by the Chief 
of Police. 

 
D. An officer who is the subject of a formal investigation may be required to submit 

to and/or cooperate with one or more of the following: 
 

1. Medical and/or laboratory examinations. 
 
2. Taking a current photograph of the officer 

 
3. Participating in a line-up. 

 
4. Submission of a financial disclosure statement(s). 

 
 
VII. DETERMINATION OF FINDING(S) 
 

A. Findings of fact will be reported as one or more of the following classifications: 
 

1. Sustained:  A preponderance of the evidence demonstrated conduct in 
violation of one or more Department rule, regulation, or procedure;  City, 
State, or Federal statute;  Fire and Police Commission rule or regulation;  
and/or City personnel code section substantiating the original allegation. 

 
2. Sustained – Not Based on the Original Complaint:  A preponderance of 

the evidence demonstrated conduct in violation of one or more 
Department rule, regulation, or procedure;  City, State, or Federal statute;  
Fire and Police Commission rule or regulation;  and/or City personnel 
code section.  Investigation substantiated this finding not based on the 
original allegation. 

 
3. Not Sustained:  Insufficient information was developed or available to 

prove or disprove the allegation. 
 

4. Exonerated:  An act occurred, but actions were justified within the scope 
of current Department rules, regulations, and procedures;  City, State, or 
Federal statutes; and/or Fire and Police Commission rules and regulations. 

 
5. Unfounded:  The alleged act(s) did not occur. 



 

(10.03) INTERNAL INVESTIGATIONS – Page 8 of 8 

 
 
 
 
VIII. RECORD KEEPING 
 

A. The Office of Professional Standards will maintain all records and reports 
pertaining to formal internal investigations and inquiries in a secure area for an 
indefinite period of time. 

 
B. A written log will be maintained showing when copies were made of internal 

investigation files and the reason for copies being produced, i.e. court order, 
subpoena, legal review, etc.  No copies will be produced without approval of the 
Chief of Police or designee. 

 
C. No copies will be released under court order or subpoena without the knowledge 

of the Chief of Police and the City of Rockford Legal Department. 
 

D. Disciplinary letters issued after an internal investigation will be placed into the 
persons personnel file. 

 
1. A person will receive written notification of the finding and duration of 

placement. 
 
2. The duration the information will remain in file will be determined by the 

Chief of Police and/or the Board of Fire and Police Commissioners. 
 

E. A person may review information contained in his/her personnel or internal 
investigation file after a matter has been resolved. 

 
1. A written request must be forwarded to the Chief of Police or designee, 

who will arrange a viewing time and place. 
 
2. The commander of the Office of Professional Standards will remain in the 

room with the person who is reviewing his/her file.  Nothing is allowed to 
be added to, removed from, or copied from the file being reviewed. 

 
 
IX. EFFECTIVE DATE 
 

A. The effective date of this Order is July 25, 2007 
B. Revised March 31, 1988 
C. Revised July 15, 1977 
D. Issued June 30, 1975 
 
 
 
BY ORDER OF 
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______________________________  
Chet Epperson 
Chief of Police 
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APPENDIX “A” 
 

ROCKFORD POLICE DEPARTMENT 
INTERNAL DISCIPLINE COMPLAINT FORM 

 
Date      

 
Rockford Police Case Number      Internal Affairs File Number     
Address of Incident             
Officer(s) Involved (include badge number if possible)         
              
Supervisor Receiving Complaint            
 

COMPLAINT INFORMATION 
 

Name         Age   DOB     
Address         Phone        
 
 

WITNESS INFORMATION 
List additional witness on separate sheet of paper and attach to this form 

 
Name         Age     DOB     
Address         Phone        
 
 

NATURE OF COMPLAINT 
Abusive Language    Excessive Force         False Arrest   
Other               
 
 

DESCRIPTION OF COMPLAINT 
(Use the backside of this form or use additional paper if more is needed) 

 
             

             

             

             

             

             

             

              

 
 

SUPERVISOR’S ACTION 
   Complaint Resolved 
   Sent to Internal Affairs for more investigation 
   NOTE:  Supervisor receiving complaint must mark one of the status boxes before  
   complainant signs report. 
 
 
Persons found to have filed a false complaint for the purpose of harassing an officer,  the department,  or attempting to avoid 
prosecution of criminal charges may be prosecuted for filing a false police report. 
 

Complainant’s Signature         
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APPENDIX “B” 
 

Sworn Affidavit 
 

County of Winnebago  ) 
                                        ) 
State of Illinois              ) 
 
 
Affidavit in Support of the Uniform Peace Officer Disciplinary Act (50 ILCS 725/3.8(b)  

 
 

After first being duly sworn on oath I, _______________________________ do depose and 
state the following: 
 
That I am filing an Internal Discipline Complaint Form with the City of Rockford Police 
Department regarding an incident that alleges that a member(s) of the City of Rockford Police 
Department has violated an ordinance of the City of Rockford, law of the State of Illinois, or law 
of the United States of America including any Rockford Police Department Policy, Orders, Rules 
and/or Regulations. 
 
That I, _________________________________ affirm under oath that the attached Internal 
Discipline Complaint Form is true and factual, under the penalty of filing a false police report or 
perjury. 
 
SUBSCRIBED AND SWORN TO before me _______ day of ______________, 200X. 
 
 
                                                                             
                                                                                           ________________________ 
                                                                                          Affiant 
 
 
                                                                                           ________________________ 
Notary Seal:                                                                       Notary 
 
 
 
 
 
 
 
Internal Affairs use: 
 
Date Received __________________ 
Received By____________________ 
IA Number_____________________ 
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APPENDIX “C” 
 

Officer Advisory Form 
 

 
ROCKFORD POLICE DEPARTMENT 

INTERNAL INVESTIGATION ADVISORY NOTICE 
 
 

         Date 
To:  Officer____________      Badge Number 
 
 
This letter is to inform you that a complaint has been lodge against you.  The complaint arises 
from your actions in Rockford Police Department Incident Case Number  __________ on 
_______________, involving _______________________. 
 
Copies of the complaint and sworn affidavit are also enclosed. 
 
After review by our office, you will be contacted to arrange an Officer’s Report and/or a 
personal interview.  This report and/or interview will allow you to disclose all information 
known to you about the incident and your participation in it.  If you have further questions, 
please contact our office. 
 
 
 
      Sincerely, 
 
 
 
      __________________________________________  
      (Name, Rank) 
      Office of Professional Standards 
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APPENDIX “D” 
 

MEMO 
 

TO:   
 
FROM:  (name), Chief of Police 
 
DATE:   
 
SUBJECT: Internal/Citizens Complaint 
 
 
 
Brief description of Incident. (date, time, event, etc.) 
 
You are ordered to leave a detailed Officer’s Report in response to the aforementioned allegations and your 
involvement in the (described incident). The report must be a complete disclosure of all information available or 
known by you about the incident under investigation.   
 
NOTE: 
 
IN ADDITION, you are to answer the following questions at the conclusion of your Officer’s Report. 
 
The following questions are to be numbered on your Officer’s Report, as shown, and answered at the conclusion of 
your report.  You do not need to restate the question as a part of you answer, but your answers must be numbered in 
order, as they appear. 
 
Questions: 
 

Garrity Advisory 
 

You are advised that an Officer’s Report is required from you as a part of an official internal investigation by the 
Rockford Police Department. You are entitled to all the rights and privileges guaranteed by the laws and the 
Constitution of this State and the Constitution of the United States, including the right not to be compelled to 
incriminate yourself.  You are further advised that if you refuse to provide the requested Officer’s Report which 
relates to the performance of your duties and/or fitness for duty, you will be subject to departmental charges which 
could result in your dismissal from the Rockford Police Department. If you do submit the required report, neither 
your statements nor any information or evidence which is gained by reason of such statements can be used against 
you in any subsequent criminal proceeding. However, these statements may be used against you in relation to 
subsequent departmental charges. 
 
I, (name), as Chief of Police of the Rockford Police Department,  hereby order you to prepare and submit an 
Officer’s Report answering truthfully the allegations set forth in this memo.  Your Officer’s Report is to be delivered 
to my office or the office of Professional Standards no later than 1700 hours on the fifth working (Change to 7th 
day if contract is changed) day after actually being served this order. 
 
 

By order of,     
 

                                           (name)    
Chief of Police     

 
 

By       
(Name, Rank)   
Office of Professional Standards  
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APPENDIX “E” 
 

Compelled Interrogation Order  
(on department letterhead) 

 
Date: 
 
Officer: 
 
Pursuant to the provisions of the Uniform Peace Officer’s Disciplinary Act (50 ILCS 725/1), you 
are ordered to appear at (location), (date and time). 
 
You are advised that your cooperation is mandatory.  This investigation concerns the allegation 
that you have (describe allegation). 
 
I will be conducting the interrogation with the assistance of (names).  A complete record will be 
tape recorded and/or transcribed. 
 
Garrity Advisory 
 
You are entitled to all the rights and privileges guaranteed by the laws and the Constitution of the 
State of Illinois and the Constitution of the United States, including the right not to be compelled 
to incriminate yourself.  I further wish to advise you that if you refuse to answer questions 
relating to the performance of your official duties or fitness for duty, you will be subject to 
departmental charges that could result in your dismissal from the Rockford Police Department.  
If you do answer, neither your statements nor any information or evidence which is gained by 
reason of such statements can be used against you in any subsequent criminal proceeding.  
However, these statements may be used against you in relation to subsequent departmental 
charges. 
 
Furthermore, you have the right to have a union representative present and counsel of your 
choosing to advise you during the interrogation. 
 
 
      By order of, 
      (name) 
      Chief of Police 
 
 
 
      By_______________________________ 
      (Name, Rank) 
      Office of Professional Standards 

 
 
 
 
 
 



 

 

 
 
 


