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Minutes of the City of Calera Council Meeting November 4, 2024

The Council of the City of Calera met in the Council Chambers of the City Hall at 7901 Highway
31 on Monday, November 4, 2024, at 6:30 p.m. in a regular meeting. Mayor Graham presiding.

Mayor and Council Members Present:

Jon G. Graham, Mayor

Debbie Byers, Council Member

Kenny Dale Cost, Council Member
Ernest Montgomery, Mayor Pro Tem
Calvin Morgan, Council Member

Kay Snowden Turner, Council Member
Alan Watts, Council Member

Attorney:
Brian Kilgore

Guests:

James Fuller, David Hyche, Bill Hilyer, Kelly Ellison, Richard Byers, Jackie Batson, Dennis Torrealba, Sean
Kendrick, Reggie Darden, Stacy Walkup, Alison Powers, Seth Gandy, Amy Sturdivant, Kevin Shirey,
Brianna Gilliland, Blake Atkins, Dawn Cost, Lee Morrison

Mayor Graham called the meeting to order at 6:30 p.m.

Word of Prayer and Pledge of Allegiance:

Council Member Watts opened the meeting with prayer and the Pledge of Allegiance.

Approval of Agenda:
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Council Member Montgomery made a motion to approve the Agenda for the November 4,
2024, Council Meeting. Council Member Byers seconded said motion and upon vote, the results
were as follows:

AYES: Byers, Cost, Graham, Montgomery, Morgan, Turner, Watts
NAYS: None

Motion Passed

Approval of Minutes:

Council Member Watts made a motion to approve and dispense with the reading of the
following minutes:

Regular Meeting — October 21, 2024
Work Session — October 21, 2024

Council Member Morgan seconded said motion and upon vote, the results were as
follows:

AYES: Byers, Cost, Graham, Montgomery, Morgan, Turner, Watts
NAYS: None

Motion Passed

Old Business:

Street Light Request Union Station (13 Street Lights)

Council Member Cost made a motion to approve the Union Station Streetlight Request. Council
Member Byers seconded the motion and upon vote, the results were as follows:

AYES: Byers, Cost, Graham, Montgomery, Morgan, Turner, Watts
NAYES: None

Motion Passed

New Business:
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Resolution No. 2024-52 Adoption of Police Policies, 704 Cash
Handling, Security and Management, 1013 Fitness for Duty, 1001
Performance Evaluations, 1000 Recruitment and Selection, 1002
Special Assignments and Promotions, 801 The Dispatch Center

Council Member Turner moved that unanimous consent of the Council be given for immediate
action upon Resolution No. 2024-52. Council Member Cost seconded said motion and upon
vote, the results were as follows:

AYES: Byers, Cost, Graham, Montgomery, Morgan, Turner, Watts

NAYS: None

Thereupon, the Mayor declared said motion carried and unanimous consent given for the
consideration of said Resolution.

Council Member Morgan moved that Resolution No. 2024-52 is adopted. Council Member
Turner seconded the motion and upon vote, the results were as follows:

AYES: Byers, Cost, Graham, Montgomery, Morgan, Turner, Watts
NAYES: None

Motion Passed- Adopted this 4% day of November 2024

James Fuller, IT Director — Capital Request — Hwy 22 Cameras -
$7,800.00

Council Member Turner made a motion to approve the Capital Request. Council Member
Morgan seconded the motion and upon vote, the results were as follows:

AYES: Byers, Cost, Graham, Montgomery, Morgan, Turner, Watts
NAYES: None

Motion Passed

Guests:
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Jackie Batson, Calera Main Street Update

Public Comments:

Mr. Brian Kilgore — City Attorney — Executive Session — Legal Advice
and Counsel

STATE OF ALABAMA )
CITY OF CALERA )

MINUTE EXCERPTS AND MOTION FOR EXECUTIVE SESSION
PURSUANT TO THE ALABAMA OPEN MEETINGS LAW
A05-0145

WHEREAS, the City Council of the City of Calera, with a quorum being present, was
conducting a regular Council Meeting on the 4" day of November 2024, the time, date, place
and agenda of which were duly announced and notices of which were posted in accordance
with the Alabama Open Meetings Law, Act 2005-40 (Act); and,

WHEREAS, during the course of said meeting, a motion was made by Councilmember
Cost for the Council to go into Executive Session for the purpose of Legal Advice and Counsel,
being one of the following purposes authorized by the Act:

Reputation and Character
Legal Advice and Counsel
Security Plans

State and/or Federal Law
Law Enforcement

Real Estate Transactions

e Trade Secrets

e Public Employee Negotiations
e Quasi-Judicial Deliberations

which motion was seconded by Councilmember Turner; and,

WHEREAS, the City Attorney advised the Council that a declaration was required by the
Act for an Executive Session if it was in regard to any of the following purposes:

e Legal Advice and Counsel
e Law Enforcement

e Trade Secrets

o Employee Negotiations
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WHEREAS, Mr. Brian Kilgore appeared before the Council and stated for the record that
he is an attorney licensed to practice law in the State of Alabama and had the personal
knowledge to provide the requisite declaration that the stated purpose of the Executive Session
is authorized by the Act and informed the Council that an Executive Session was necessary for
the following reasons: Legal Advice and Counsel to discuss with the attorney the legal
ramifications of and legal options.

WHEREAS, the Presiding Officer directed the City Clerk to enter said motion, purpose
and declaration, if made, into the minutes of the meeting and called for a vote on said motion;
and,

WHEREAS, said vote in regard to the motion for Executive Session was taken with the
“yeas” and “nays” being recorded into the minutes as follows:

Yeas Nays

Montgomery
Watts
Morgan
Graham

Cost

Byers

Turner

No ks wNeE

and the Presiding Officer declared that a majority of the votes being in favor of the motion, that
such motion had therefore passed, and the Council would forthwith recess into Executive
Session for the purpose as stated in said motion and no other purpose, in accordance with the
Act. The Council Meeting will adjourn from Executive Session.

Mayor Graham included the following individuals in the executive session: Ernest Montgomery,
Alan Watts, Calvin Morgan, Debbie Byers, Kay Snowden Turner, Kenny Dale Cost, Connie
Payton, Mr. Brian Kilgore

The meeting went into executive session at 6:56 p.m.

Council Member Cost made a motion to adjourn both the Executive Session and meeting at
7:34 p.m,

Approved this 18" day of November 2024.

Jon G. Graham, Mayor
ATTEST:

Connie B. Payton, City Clerk

05120019.1 5



Union Station Street Light Request

100 Union Station Drive
117 Union Station Drive
145 Union Station Drive
173 Union Station Drive
201 Union Station Drive
217 Union Station Drive
249 Union Station Drive
281 Union Station Drive
309 Union Station Drive
564 Union Station Place
532 Union Station Place
372 Union Station Way
332 Union Station Way
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Mayor Graham introduced the following Resolution:
RESOLUTION NO. R-2024-52
BE IT RESOLVED BY THE MAYOR AND COUNCIL OF THE CITY OF CALERA, AS FOLLOWS:

WHEREAS, the Calera Police Department is reviewing and adopting New Department
Policies and Procedures through Lexipol

WHEREAS, during the Fiscal Year needs may arise to amend the Calera Police
Department’s Policies and Procedures; and

WHEREAS, these new Policies and Procedures are needed for the day-to-day operations
of this department; and

NOW, THEREFORE, BE IT RESOLVED by the Mayor and Council of the City of Calera that
the following policies, as attached to this Resolution and incorporated herein, are approved and
adopted, to take effect immediately;

704  Cash Handling, Security and Management

1013 Fitness for Duty

1001 Performance Evaluations

1000 Recruitment and Selection

1002 Special Assignments and Promotions

801 The Dispatch Center
Council Member Turner moved that unanimous consent of the Council be given for immediate
action upon Resolution No. R-2024-52. Council Member Cost seconded said motion and upon
vote, the results were as follows:
AYES: Byers, Cost, Graham, Montgomery, Morgan, Turner, Watts
NAYS: None

Council Member Morgan moved that Resolution No. R-2024-52 be adopted. Council Member
Turner seconded said motion and upon vote, the results were as follows:

AYES: Byers, Cost, Graham, Montgomery, Morgan, Turner, Watts
NAYS: None
Mayor Graham declared Resolution No. R-2024-52 adopted.

Adopted this 4™ day of November 2024.
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Connie B. Payton, City Clerk Jon G. Graham, Mayor
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Calera Police Department
704 Calera Police Department Policy Manual

Cash Handling, Security and Management

704.1 PURPOSE AND SCOPE
This policy provides guidelines to ensure department members handle cash appropriately in the
performance of their duties.

This policy does not address cash-handling issues specific to the Property Division and Informants
policies.

704.2 POLICY

Itis the policy of the Calera Police Department to properly handle and document cash transactions
and to maintain accurate records of cash transactions in order to protect the integrity of department
operations and ensure the public trust.

704.3 PETTY CASH FUNDS
The Chief of Police shall designate a person as the fund manager responsible for maintaining and
managing petty cash funds.

Each petty cash fund requires the creation and maintenance of an accurate and current transaction
ledger and the filing of invoices, receipts, cash transfer forms and expense reports by the fund
manager.

704.4 PETTY CASH TRANSACTIONS

The fund manager shall document all transactions on the ledger and any other appropriate forms.
Each person participating in the transaction shall sign or otherwise validate the ledger, attesting to
the accuracy of the entry. Transactions should include the filing of an appropriate receipt, invoice
or cash transfer form. Transactions that are not documented by a receipt, invoice or cash transfer
form require an expense report.

704.5 PETTY CASH AUDITS

The fund manager shall perform an audit no less than once every six months. This audit requires
that the fund manager and at least one command staff member, selected by the Chief of Police,
review the transaction ledger and verify the accuracy of the accounting. The fund manager and
the participating member shall sign or otherwise validate the ledger attesting to the accuracy of all
documentation and fund accounting. A discrepancy in the audit requires documentation by those
performing the audit and an immediate reporting of the discrepancy to the Chief of Police.

Transference of fund management to another member shall require a separate petty cash audit
and involve a command staff member.

A separate audit of each petty cash fund should be completed on a random date, approximately
once each year, by the Chief of Police or the City.
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Calera Police Department

Calera Police Department Policy Manual

Cash Handling, Security and Management

704.6 ROUTINE CASH HANDLING
Members who handle cash as part of their regular duties (e.g., evidence custodians, the Narcotics

Unit supervisor, those who accept payment for department services) will discharge those duties
in accordance with the procedures established for those tasks (see the Property Division and
Informants policies).

704.7 OTHER CASH HANDLING

Members who, within the course of their duties, are in possession of cash that is not their
property or that is outside their defined cash-handling responsibilities shall, as soon as practicable,
verify the amount, summon another member to verify their accounting, and process the cash for
safekeeping or as evidence or found property, in accordance with the Property Division Policy.

Cash in excess of $1,000 requires immediate notification of a supervisor, special handling,
verification and accounting by the supervisor. Each member involved in this process shall
complete an appropriate report or record entry.
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Calera Police Department

Calera Police Department Policy Manual

Fitness for Duty

1013.1 PURPOSE AND SCOPE

Monitoring members’ fitness for duty is essential for the safety and welfare of the members of the
Department and the community. The purpose of this policy is to ensure that all members of this
department remain fit for duty and able to perform their job functions.

1013.2 POLICY

The Calera Police Department strives to provide a safe and productive work environment and
ensure that all members of this department can safely and effectively perform the essential
functions of their jobs. Under limited circumstances, the Department may require a professional
evaluation of a member’s physical and/or mental capabilities to determine his/her ability to perform
essential functions.

1013.3 MEMBER RESPONSIBILITIES

It is the responsibility of each member of this department to maintain physical stamina and
psychological stability sufficient to safely and effectively perform the essential duties of his/her
position.

During working hours, all members are required to be alert, attentive and capable of performing
their assigned responsibilities.

Any member who feels unable to perform his/her duties shall promptly notify a supervisor. In the
event that a member believes that another department member is unable to perform his/her duties,
such observations and/or belief shall be promptly reported to a supervisor.

1013.4 SUPERVISOR RESPONSIBILITIES
All supervisors should be alert to any indication that a member may be unable to safely perform
his/her duties due to an underlying physical or psychological impairment or condition.

Such indications may include:
(@)  An abrupt and negative change in the member’s normal behavior.
(b) A pattern of irrational conduct, hostility or oppositional behavior.
(c) Personal expressions of instability.
(d) Inappropriate use of alcohol or other substances, including prescribed medication.
(

e) A pattern of questionable judgment, impulsive behavior or the inability to manage
emotions.

(f)  Any other factor or combination of factors causing a supervisor to believe the member
may be suffering from an impairment or condition requiring intervention.

Supervisors shall maintain the confidentiality of any information consistent with this policy.
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Calera Police Department

Calera Police Department Policy Manual

Fitness for Duty

1013.4.1 REPORTING

A supervisor observing a member, or receiving a report of a member, who is perceived to be unable
to safely or effectively perform his/her duties shall promptly document all objective information
and/or observations.

The supervisor should attempt to meet with the member to inquire about the conduct or behavior
giving rise to the concerns.

If a meeting does not resolve the supervisor's concerns or does not take place, the supervisor
shall promptly document his/her observations and actions in a written report and inform the Patrol
Sergeant or the member’s Lieutenant.

1013.4.2 DUTY STATUS
In conjunction with the Patrol Sergeant or the member’s Lieutenant, the supervisor should make
a preliminary determination regarding the member’s duty status.

If a determination is made that the member can safely and effectively perform the essential
functions of his/her job, the member should be returned to duty and arrangements made for
appropriate follow-up.

If a preliminary determination is made that the member’s conduct or behavior represents an
inability to safely and effectively perform the essential functions of his/her job, the Patrol Sergeant
or the member’s Lieutenant should immediately relieve the member of duty pending further
evaluation.

Employees relieved of duty shall comply with the administrative leave provisions of the Personnel
Complaints Policy.

The Chief of Police shall be promptly notified in the event that any member is relieved of duty.

1013.5 FITNESS-FOR-DUTY EVALUATIONS
A fitness-for-duty evaluation may be ordered whenever circumstances reasonably indicate that a
member is unfit for duty or following an officer-involved shooting or death-in-custody incident.

1013.5.1 PROCESS
The Chief of Police, in cooperation with the City Clerk, may order the member to undergo a fithess-

for-duty evaluation.

The examining practitioner will provide the Department with a report indicating whether the
member is fit for duty. If the member is not fit for duty, the practitioner will include the existing
restrictions or conditions in the report.

[n order to facilitate the evaluation of any member, the Department will provide all appropriate
documents and available information.

All reports and evaluations submitted by the examining practitioner shall be part of the member’s
confidential medical file.
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Calera Police Department

Calera Police Department Policy Manual

Fitness for Duty

Any member ordered to undergo a fitness-for-duty evaluation shall comply with the terms of the
order and cooperate fully with the examining practitioner. Any failure to comply with such an order
and any failure to cooperate with the practitioner may be deemed insubordination and shall subject
the member to discipline, up to and including termination.

Determinations regarding duty status of members who are found to be unfit for duty or fit for duty
with limitations will be made in cooperation with the City Clerk.
1013.6 LIMITATION ON HOURS WORKED
Absent emergency operations or unusual circumstances, members should not work more than:
. 16 hours in a one-day (24 hours) period
. 30 hours in any two-day (48 hours) period
. 84 hours in any seven-day (168 hours) period

Except in unusual circumstances, members should have a minimum of eight hours off between
shifts. Supervisors should give consideration to reasonable rest periods and are authorized to
deny overtime or relieve any member who has exceeded the above guidelines to off-duty status.

Limitations on the number of hours worked apply to shift changes, shift trades, rotation, holdover,
training, general overtime and any other work assignments.

1013.7 APPEALS
Employees disputing the application or interpretation of this policy may submit a grievance as
provided in the Grievances Policy.
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Calera Police Department

Calera Police Department Policy Manual

Performance Evaluations

1001.1 PURPOSE AND SCOPE

This policy provides guidelines for the Calera Police Department performance evaluation system.

1001.2 POLICY

The Calera Police Department shall use a performance evaluation system to measure, document,

and recognize work performance. The performance evaluation will serve as an objective guide for
the recognition of good work and the development of a process for improvement.

The Department evaluates employees in a non-discriminatory manner based upon job-related
factors specific to the employee’s position, without regard to actual or perceived race, ethnicity,
national origin, religion, sex, sexual orientation, gender identity or expression, age, disability,
pregnancy, genetic information, veteran status, marital status, and any other classification or
status protected by faw.

1001.3 TYPES OF EVALUATIONS

The Department shall use the following types of evaluations:

Regular - An evaluation completed at regular intervals by the employee's immediate supervisor.
Employees who have been promoted should be evaluated as established by the City Clerk or,
minimally, on the anniversary of the date of the last promotion.

When an employee transfers to a different assignment in the middle of an evaluation period and
less than six months has transpired since the transfer, the evaluation should be completed by the
current supervisor with input from the previous supervisor.

Special - An evaluation that may be completed at any time the supervisor and Lieutenant or
the authorized designee determine an evaluation is necessary to address less than standard
performance. The evaluation may include a plan for follow-up action (e.g., performance
improvement plan (PIP), remedial training, retraining).

1001.3.1 RATINGS

When completing an evaluation, the supervisor will identify the rating category that best describes

the employee's performance. The definition of each rating category is as follows:

Outstanding - Performance is well beyond that required for the position. It is exceptional
performance, definitely superior or extraordinary.
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Calera Police Department

Calera Police Department Policy Manual

Performance Evaluations

Exceeds standards - Performance is better than demonstrated by a competent employee. It
is performance superior to what is required, but is not of such nature to warrant a rating of
outstanding.

Meets standards - Performance of a competent employee. It is satisfactory performance that
meets the standards required of the position.

Needs improvement - Performance is less than the standards required of the position. A needs
improvement rating shall be thoroughly discussed with the employee.

Unsatisfactory - Performance is inferior to the standards required of the position. It is inadequate
or undesirable performance that cannot be allowed to continue.

Supervisor comments may be included in the evaluation to document the employee's
strengths, weaknesses and requirements for improvement. Any job dimension rating marked as
unsatisfactory or outstanding shall be substantiated with supervisor comments.

1001.3.2 PERFORMANCE IMPROVEMENT PLAN

Employees who receive an unsatisfactory rating may be subject to a PIP. The PIP shall

delineate areas that need improvement, any improvement measures and a timetable in which to
demonstrate improvement. The issuing supervisor shall meet with the employee to review his/her
performance and the status of the PIP at least monthly.

1001.4 EVALUATION PROCESS

Supervisors should meet with the employees they supervise at the beginning of the evaluation

period to discuss expectations and establish performance standards. Each supervisor should
discuss the tasks of the position, standards of expected performance and the evaluation criteria
with each employee.

Performance evaluations cover a specific period and should be based upon documented
performance dimensions that are applicable to the duties and authorities granted to the employee
during that period. Evaluations should be completed by each employee’s immediate supervisor.
Other supervisors directly familiar with the employee’s performance during the rating period should
be consulted by the evaluating supervisor for input.

Assessment of an employee'’s job performance is an ongoing process. Continued coaching and
feedback provides supervisors and employees with opportunities to correct performance issues
as they arise and to acknowledge good work. Periodic discussions with the employee during the
course of the evaluation period are encouraged. Supetrvisors should document all discussions in
the prescribed manner.

Non-probationary employees demonstrating substandard performance shall be notified in writing
as soon as possible in order to have an opportunity to remediate the issues. Such notification
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Calera Police Department

Calera Police Department Policy Manual

Performance Evaluations

should occur at the earliest opportunity, with the goal being a minimum of 90 days' written notice
prior to the end of the evaluation period.

All supervisors shall receive training on performance evaluations within one year of a supervisory
appointment.

1001.5 EVALUATION FREQUENCY

Supervisors shall ensure that all employees they supervise are evaluated at least once every year

on the anniversary of the employee’s date of appointment or hire.

Those employees who are required to successfully complete a probationary period should be
evaluated monthly.

1001.6 EVALUATION INTERVIEW

When the supervisor has completed his/her evaluation, a private discussion of the evaluation

should be scheduled with the employee. The supervisor should discuss the evaluation ratings
and respond to any questions the employee may have. The supervisor should provide
relevant counseling regarding advancement, specialty positions and training opportunities. Any
performance areas in need of improvement and goals for reaching the expected level of
performance should be identified and discussed. If the employee has reasonable objections to any
of the ratings, the supervisor may make appropriate adjustments to the evaluation. The reason
for such adjustments shall be documented.

Employees may write comments in an identified section of the evaluation. The supervisor and
employee will sign and date the evaluation.

1001.7 APPEAL

An employee who disagrees with his/her evaluation may provide a formal written response that

will be attached to the evaluation, or may request an appeal.

To request an appeal, the employee shall forward a written memorandum within three days to the
evaluating supervisor's Lieutenant or the authorized designee. The memorandum shall identify
the specific basis for the appeal and include any relevant information for the reviewer to consider.

1001.8 CHAIN OF REVIEW

The signed performance evaluation and any employee attachment should be forwarded to the

evaluating supervisor's Lieutenant or the authorized designee. The Lieutenant or the authorized
designee shall review the evaluation for fairness, impartiality, uniformity and consistency, and shall
consider any written response or appeal made by the employee.
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Calera Police Department

Calera Police Department Policy Manual

Performance Evaluations

The Lieutenant or the authorized designee should evaluate the supervisor on the quality of ratings
given.

1001.9 RETENTION AND DISTRIBUTION

The original performance evaluation and any original correspondence related to an appeal shall

be maintained by the Department in accordance with the Personnel Records Policy.

A copy of the evaluation and any documentation of a related appeal shall be provided to the
employee and also forwarded to the Calera City Clerk.
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Calera Police Department

Calera Police Department Policy Manual

Recruitment and Selection

1000.1 PURPOSE AND SCOPE
This policy provides a framework for employee recruiting efforts and identifying job-related

standards for the selection process. This policy supplements the rules that govern employment
practices for the Calera Police Department and that are promulgated and maintained by the City
Clerk.

1000.2 POLICY

In accordance with applicable federal, state, and local law, the Calera Police Department provides
equal opportunities for applicants and employees regardless of actual or perceived race, ethnicity,
national origin, religion, sex, sexual orientation, gender identity or expression, age, disability,
pregnancy, genetic information, veteran status, marital status, and any other classification or
status protected by law. The Department does not show partiality or grant any special status to
any applicant, employee, or group of employees unless otherwise required by law.

The Department will recruit and hire only those individuals who demonstrate a commitment to
service and who possess the traits and characteristics that reflect personal integrity and high
ethical standards.

1000.3 RECRUITMENT
The Operations Lieutenant shall employ a comprehensive recruitment and selection strategy to
recruit and select employees from a qualified and diverse poo! of candidates.

The strategy shall include:
(a) Establishment of a written recruitment plan.

1. The plan shall include an outline of steps for recruiting candidates who are
representative of the community. This should include candidates who live in
or are from the community, if appropriate and consistent with applicable laws
and collective bargaining agreements, memorandums of understanding, and
employment agreements.

(b) Identification of racially and culturally diverse target markets.
(c) Use of marketing strategies to target diverse applicant pools.

(d) Expanded use of technology and maintenance of a strong internet presence. This may
include an interactive department website and the use of department-managed social
networking sites, if resources permit.

(e) Expanded outreach through partnerships with media, community groups, citizen
academies, local colleges, universities, and the military.

(f)  Employee referral and recruitment incentive programs.

(9) Consideration of shared or collaborative regional testing processes.
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Recruitment and Selection

The Operations Lieutenant shall avoid advertising, recruiting, and screening practices that tend
to stereotype, focus on homogeneous applicant pools, or screen applicants in a discriminatory

manner.

The Department should strive to facilitate and expedite the screening and testing process, and
should periodically inform each candidate of their status in the recruiting process.

1000.4 SELECTION PROCESS

The Department shall actively strive to identify a diverse group of candidates who have in some
manner distinguished themselves as being outstanding prospects. Minimally, the Department
shall employ a comprehensive screening, background investigation, and selection process that
assesses cognitive and physical abilities and includes review and verification of the following:

()

(b)
(c)
(d)

(e)

(
(0

A comprehensive application for employment (including previous employment,
references, current and prior addresses, education, military record)

Driving record
Personal and professional reference checks

Employment eligibility, including U.S. Citizenship and Immigration Services (USCIS)
Employment Eligibility Verification Form 1-9 and acceptable identity and employment
authorization documents. This required documentation should not be requested until
a candidate is hired. This does not prohibit obtaining documents required for other
purposes.

Information obtained from public internet sites

1. This review should include the identification of any activity that promotes or
supports unlawful violence or unlawful bias against persons based on protected
characteristics (e.g., race, ethnicity, national origin, religion, gender, gender
identity, sexual orientation, disability).

Financial history consistent with the Fair Credit Reporting Act (FCRA) (15 USC § 1681
et seq.)

Local, state, and federal criminal history record checks
Polygraph

Medical and psychological examination (may only be given after a conditional offer
of employment)

Review board or selection committee assessment
Relevant national and state decertification records, if available
Any relevant information in the National Law Enforcement Accountability Database

1000.4.1 VETERAN PREFERENCE
The Department will provide veteran preference points as required (Ala. Code § 36-26-15).
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Recruitment and Selection

1000.5 BACKGROUND INVESTIGATION

Every candidate shall undergo a thorough background investigation to verify the candidate's
personal integrity and high ethical standards, and to identify any past behavior that may be
indicative of the candidate’s unsuitability to perform duties relevant to the operation of the Calera
Police Department (e.g., disciplinary history) (Ala. Code § 36-21-55.3; Ala. Admin. Code r. 650-
X-1-.16; Ala. Admin. Code r. 650-X-2-.05). Candidates are required to sign a written release for
the Department to conduct the background check required under state law.

The Department shall comply with the Alabama Law Enforcement Agency and the FBI rules when
conducting criminal background checks, and any results shall be confidential unless authorized
for disclosure under the Alabama Open Records Act (Ala. Code § 36-21-55 et seq.).

1000.5.1 NOTICES
Background investigators shall ensure that investigations are conducted and notices provided in
accordance with the requirements of the FCRA (15 USC § 1681d).

1000.5.2 REVIEW OF SOCIAL MEDIA SITES

Due to the potential for accessing unsubstantiated, private or protected information, the
Administration Lieutenantshould not require candidates to provide passwords, account
information or access to password-protected social media accounts.

The Operations Lieutenant should consider utilizing the services of an appropriately trained
and experienced third party to conduct open source, internet-based searches and/or review
information from social media sites to ensure that:

(@) The legal rights of candidates are protected.
(b)  Material and information to be considered are verified, accurate and validated.

(c) The Department fully complies with applicable privacy protections and local, state and
federal law.

Regardless of whether a third party is used, the Operations Lieutenant should ensure that
potentially impermissible information is not available to any person involved in the candidate
selection process.

1000.5.3 RECORDS RETENTION
The background report and all supporting documentation shall be maintained in accordance with
the established records retention schedule.

1000.5.4 DOCUMENTING AND REPORTING

The background investigator shall summarize the results of the background investigation in a
report that includes sufficient information to allow the reviewing authority to decide whether to
extend a conditional offer of employment. The report shall not include any information that is
prohibited from use, including that from social media sites, in making employment decisions.
The report and all supporting documentation shall be included in the candidate’s background
investigation file.

Copyright Lexipol, LLC 2024/10/22, Ali Rights Reserved. ***DRAFT*** Recruitment and Selection - 3
Published with permission by Calera Police Department



Calera Police Department

Calera Police Department Policy Manual

Recruitment and Selection

1000.6 DISQUALIFICATION GUIDELINES

As a general rule, performance indicators and candidate information and records shall be
evaluated by considering the candidate as a whole, and taking into consideration the following
(Ala. Admin. Code r. 650-X-2-.05):

. Age at the time the behavior occurred

. Passage of time

, Patterns of past behavior

. Severity of behavior

. Probable consequences if past behavior is repeated or made public
. Likelihood of recurrence

. Relevance of past behavior to public safety employment

. Aggravating and mitigating factors

. Other relevant considerations

A candidate’s qualifications will be assessed on a case-by-case basis, using a totality-of-the-
circumstances framework.

1000.7 EMPLOYMENT STANDARDS

All candidates shall meet the minimum standards required by state law. Candidates will be
evaluated based on merit, ability, competence and experience, in accordance with the high
standards of integrity and ethics valued by the Department and the community.

Validated, job-related and nondiscriminatory employment standards shall be established for
each job classification and shall minimally identify the training, abilities, knowledge and skills
required to perform the position’s essential duties in a satisfactory manner. Each standard should
include performance indicators for candidate evaluation. The City Clerk should maintain validated
standards for all positions.

1000.7.1 STANDARDS FOR OFFICERS

Candidates shall meet the requirements, restrictions, and exceptions for employment established
by law and any regulations adopted by Alabama Peace Officers' Standards Training Commission
(APOSTC) (Ala. Code § 36-21-46; Ala. Code § 36-21-55 et seq.; Ala. Admin. Code r. 650-X-2-.01
et seq.).

1000.8 PROBATIONARY PERIODS
The Operations Lieutenant should coordinate with the Calera City Clerk to identify positions
subject to probationary periods and procedures for:

(a) Appraising performance during probation.

(b) Assessing the level of performance required to complete probation.
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(c) Extending probation.

(d) Documenting successful or unsuccessful completion of probation.
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1002.1 PURPOSE AND SCOPE
The purpose of this policy is to establish guidelines for promotions and for making special
assignments within the Calera Police Department.

1002.2 POLICY

The Calera Police Department determines assignments and promotions in a non-discriminatory
manner based upon job-related factors and candidate skills and qualifications. Assignments and
promotions are made by the Chief of Police.

1002.3 SPECIAL ASSIGNMENT POSITIONS
The following positions are considered special assignments and not promotions:

a) Crisis Response Team member
Investigator

)

c) Canine handler
) Accident investigator
)

School Resource and

(f)  Crime scene technician

1002.3.1 GENERAL REQUIREMENTS
The following requirements should be considered when selecting a candidate for a special

assignment:
(a) Off probation

(b)  Possession of or ability to obtain any certification required by Alabama Peace Officers'
Standards Training Commission (APOSTC) or law

(c) Exceptional skills, experience or abilities related to the special assignment
1002.3.2 EVALUATION CRITERIA
The following criteria will be used in evaluating candidates for a special assignment:
(a) Presents a professional, neat appearance.
(b)  Maintains a physical condition that aids in his/her performance.
(c) Expressed an interest in the assignment.
(d) Demonstrates the following traits:
1. Emotional stability and maturity
2. Stress tolerance

3. Sound judgment and decision-making
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Personal integrity and ethical conduct
Leadership skills

Initiative

Adaptability and flexibility

Ability to conform to department goals and objectives in a positive manner

© N o o A

1002.3.3 SELECTION PROCESS
The selection process for special assignments will include an administrative evaluation as
determined by the Chief of Police to include:

(a)

(b)

(c)

Supervisor recommendations - Each supervisor who has supervised or otherwise
been involved with the candidate will submit a recommendation.

1. The supervisor recommendations will be submitted to the Lieutenant for whom
the candidate will work.

Lieutenant concurrence - The Lieutenant will review candidates and consult with
supervisors on each.

1. Based on supervisor recommendations and those of the Lieutenant candidate
reviews the Lieutenant will submit his/her recommendations to the Chief of
Police.

Assignment by the Chief of Police.

The selection process for all special assignment positions may be waived for temporary
assignments, emergency situations, training and at the discretion of the Chief of Police.

1002.4 PROMOTIONAL REQUIREMENTS
Requirements and information regarding any promotional process are available at the Calera City

Clerk.
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801.1 PURPOSE AND SCOPE

This policy establishes guidelines for the basic functions of the Dispatch Center. It addresses the
immediate information needs of the Department in the course of its normal daily activities and
during emergencies.

801.2 POLICY
It is the policy of the Calera Police Department to provide 24-hour telephone service to the public

for information and for routine or emergency assistance. The Department provides two-way radio
capability for continuous communication between the Dispatch Center and department members
in the field.

801.3 THE DISPATCH CENTER SECURITY

The communications function is vital and central to all emergency service operations. The safety
and security of the Dispatch Center, its members and its equipment must be a high priority. Special
security procedures should be established in a separate operations manual for the Dispatch
Center.

Access to the Dispatch Center shall be limited to the Dispatch Center members, the Patrol
Sergeant, command staff and department members with a specific business-related purpose.

801.4 RESPONSIBILITIES

801.4.1 COMMUNICATIONS SUPERVISOR

The Chief of Police shall appoint and delegate certain responsibilities to a Communications
Supervisor. The Communications Supervisor is directly responsible to the Patrol Licutenant or the
authorized designee.

The responsibilities of the Communications Supervisor include, but are not limited to:

(a) Overseeing the efficient and effective operation of the Dispatch Center in coordination
with other supervisors.

(b)  Scheduling and maintaining communications operator time records.
(¢)  Supervising, training and evaluating communications operators.
(d) Ensuring the radio and telephone recording system is operational.

1. Recordings shall be maintained in accordance with the established records
retention schedule and as required by law.

(e) Processing requests for copies of the Dispatch Center information for release.

(f)  Maintaining the Dispatch Center database systems.
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(9)

(h)

(i)

Maintaining and updating the Dispatch Center procedures manual.

1. Procedures for specific types of crime reports may be necessary. For example,
specific questions and instructions may be necessary when talking with a victim
of a sexual assault to ensure that his/her health and safety needs are met, as
well as steps that he/she may take to preserve evidence.

2. Ensuring communications operator compliance with established policies and
procedures.

Handling internal and external inquiries regarding services provided and accepting
personnel complaints in accordance with the Personnel Complaints Policy.

Maintaining a current contact list of City personnel to be notified in the event of a utility
service emergency.

801.4.2 COMMUNICATIONS OPERATORS
Communications Operators report to the Communications Supervisor. The responsibilities of the
communications operator include, but are not limited to:

(a)

(b)

Receiving and handling all incoming and transmitted communications, including:
1. Emergency 9-1-1 lines.
2. Business telephone lines.

3. Telecommunications Device for the Deaf (TDD)/Text Telephone (TTY)
equipment.

4. Radio communications with department members in the field and support
resources (e.g., fire department, emergency medical services (EMS), allied
agency law enforcement units).

5. Other electronic sources of information (e.g., text messages, digital
photographs, video).

Documenting the field activities of department members and support resources (e.g.,
fire department, EMS, allied agency law enforcement units).

Inquiry and entry of information through the Dispatch Center, department and other law
enforcement database systems (e.g., Alabama Criminal Justice Information Center,
the Alabama Law Enforcement Agency, Alabama Department of Transportation
(ALDOT), NCIC).

Monitoring department video surveillance systems.

Maintaining the current status of members in the field, their locations and the nature
of calls for service.

Notifying the Patrol Sergeant or field supervisor of emergency activity, including, but
not limited to:
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1. Vehicle pursuits.
2. Foot pursuits.

3. Assignment of emergency response.

801.5 CALL HANDLING
This department provides members of the public with access to the 9-1-1 system for a single
emergency telephone number.

When a call for services is received, the communications operator will reasonably and quickly
attempt to determine whether the call is an emergency or non-emergency, and shall quickly
ascertain the call type, location and priority by asking four key questions:

. Where?
. What?

. When?
. Who?

If the communications operator determines that the caller has a hearing and/or speech impairment
or disability, he/she shall immediately initiate a connection with the individual via available
TDD/TTY equipment or Telephone Relay Service (TRS), as mandated by the Americans with
Disabilities Act.

If the communications operator determines that the caller is a limited English proficiency (LEP)
individual, the communications operator should quickly determine whether sufficient information
can be obtained to initiate an appropriate response. If language assistance is still needed, the
language is known and a language-appropriate authorized interpreter is available in the Dispatch
Center, the communications operator should immediately connect the LEP caller to the authorized
interpreter.

If no authorized interpreter is available or the communications operator is unable to identify
the caller's language, the communications operator will contact the contracted telephonic
interpretation service and establish a three-party call connecting the communications operator,
the LEP individual and the interpreter.

Communications Operators should be courteous, patient and respectful when dealing with the
public.

801.5.1 EMERGENCY CALLS

A call is considered an emergency when there is an immediate or potential threat to life or serious
property damage, and the timely arrival of public safety assistance is of the utmost importance. A
person reporting an emergency should not be placed on hold until the communications operator
has obtained all necessary information to ensure the safety of the responding department
members and affected individuals.
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Emergency calls should be dispatched immediately. The Patrol Sergeant shall be notified of
pending emergency calls for service when department members are unavailable for dispatch.

801.5.2 NON-EMERGENCY CALLS

A call is considered a non-emergency call when there is no immediate or potential threat to life or
property. A person reporting a non-emergency may be placed on hold, if necessary, to allow the
communications operator to handle a higher priority or emergency call.

The reporting person should be advised if there will be a delay in the communications operator
returning to the telephone line or when there will be a delay in the response for service.

801.6 RADIO COMMUNICATIONS

The police radio system is for official use only, to be used by communications operators to
communicate with department members in the field. All transmissions shall be professional and
made in a calm, businesslike manner, using proper language and correct procedures. Such
transmissions shall include, but are not limited to: '

(@) Members acknowledging the communications operator with their radio identification
call signs and current location.

(b)  Communications Operators acknowledging and responding promptly to all radio
transmissions.

() Members keeping the communications operator advised of their status and location.

(d) Member and communications operator acknowledgements shall be concise and
without further comment unless additional information is needed.

The Communications Supervisor shall be notified of radio procedure violations or other causes
for complaint. All complaints and violations will be investigated and reported to the complainant’s
supervisor and processed through the chain of command.

801.6.1 FEDERAL COMMUNICATIONS COMMISSION COMPLIANCE
Calera Police Department radio operations shall be conducted in accordance with Federal
Communications Commission procedures and requirements.

801.6.2 RADIO IDENTIFICATION

Radio call signs are assigned to department members based on factors such as duty assignment,
uniformed patrol assignment and/or member identification number. Communications Operators
shall identify themselves on the radio with the appropriate station name or number, and identify
the department member by his/her call sign. Members should use their call signs when initiating
communication with the communications operator. The use of the call sign allows for a brief pause
so that the communications operator can acknowledge the appropriate department member.
Members initiating communication with other law enforcement or support agencies shall use their
entire radio call sign, which includes the department station name or number.
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801.7 DOCUMENTATION
It shall be the responsibility of the Dispatch Center to document all relevant information on calls

for service or self-initiated activity. Communications Operators shall attempt to elicit, document
and relay as much information as possible to enhance the safety of the member and assist in
anticipating conditions that may be encountered at the scene. Desirable information would include,
at a minimum:

. Incident control number.

. Date and time of request.

. Name and address of the reporting person, if possible.

. Type of incident reported.

. Involvement of weapons, drugs and/or alcohol.

. Location of incident reported.

. Identification of members assigned as primary and backup.
. Time of dispatch.

. Time of the responding member’s arrival.

. Time of member’s return to service.

. Disposition or status of reported incident.

801.8 CONFIDENTIALITY

Information that becomes available through the Dispatch Center may be confidential or sensitive
in nature. All members of the Dispatch Center shall treat information that becomes known to them
as confidential and release that information in accordance with the Protected Information Policy.

Automated data, such as ALDOT records, warrants, criminal history information, records
of internal police files or medical information, shall only be made available to authorized
law enforcement personnel. Prior to transmitting confidential information via the radio, an
admonishment shall be made that confidential information is about to be broadcast.

801.9 TRAINING AND CERTIFICATION
the Dispatch Center members must meet the minimum training standards as established by the

Alabama Statewide 911 Board (Ala. Code § 11-98-4.1; Ala. Admin. Code r. 585-X-1-.02).
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