1 North San Antonio Road
Los Altos, California 94022-3087

MEMORANDUM
DATE: November 18, 2020
TO: Citizens’ Police Task Force
FROM: City Staff

SUBJECT: TASKFORCE RECOMMENDATIONS ON POLICE OFFICER
FEEDBACK PROCESS

One of the objectives of the Citizens’ Police Task Force is to develop recommendations to the City
Council regarding the City’s Police Officer feedback process. On November 4, 2020 and November
16, 2020, the Task Force began reviewing and finalizing recommendations.

It should be noted that these recommendations are not in any prioritized order and are only
numbered for ease of reference during discussion. The Task Force may reorganize and reorder these
recommendations in any manner that the group sees fit.

Police Officer Feedback Process
Additional options for submission
1. Recommendation: Implement an online complaint submission form, submitted to both Police Department and

an independent third-party

2. Recommendation: In addition to the Police Department, submissions of hard-copy, online complaints and
phone calls may be made to an independent third-party. Police Department and independent third-party will
tmmediately (within 24 hours) share complaints received with the other

Tracking of complaints
1. Recommendation: An independent third-party will be retained by the City to do intake for complaints

about Los Altos Police Officers. The independent third-party will share all complaints received with the
Police Department within 24 hours and will also receive complaints that are initiated at the Police
Department. This third party will track all complaints to not exceed one-year from the submission date,
will receive copies of all reports from the Police Department of the results of their investigation, and
produce an annual report that will include demographic information. The Police Department will collect
additional data about the complainants and the nature of their complaints.

Outreach
1. Recommendation: Consider modifications to the complaint brochure
a.  Recommend that the City Attorney and police department review the language in the
"Civilian Complaint & Commendation Procedure" brochure to determine whether or not
it is appropriate to change "may" to "will" in the following sentences under the heading
"The Complaint Procedure:
i "An internal investigator may (will?) be assigned to investigate the complaint.”



ii.  "If the investigation proves that the employee violated any laws or policy of the Los Altos
Police Department, he/ she may (will2) be subject to the Department's discipline process.
In addition, investigations that disclose potential criminal activity may (will?) be referred
to the District Attorney for criminal prosecution.”

2. Recommendation: Provide outreach education to the community on how to file a complaint and
prominently display information on how to file a complaint

a. Deliver information/education about the existing complaint process to LAHS
students, parents, staff and faculty

b. Prominently display of information on the complaints procedure in all police
premises, particularly in custody areas

c. Display of information in non-police public spaces: city hall, community center,
library, high school

d. Display clearly on the city website the complaint process with a flow chart of
all of the steps involved in different circumstances (Attached)

e. Atevery traffic stop and pedestrian stop, officers give information about how to file
a complaint/commendation on a business card and/or brochure, unless the officer is
unable to do so

Attachments:
1. Draft complaint process flow chart for City website
2. Preliminary Task Force Recommendations with track changes
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1 North San Antonio Road
Los Altos, California 94022-3087

MEMORANDUM
DATE: November 16, 2020
TO: Citizens’ Police Task Force
FROM: City Staff

SUBJECT: PRELIMINARY TASK FORCE RECOMMENDATIONS ON POLICE
OFFICER FEEDBACK PROCESS

One of the objectives of the Citizens’ Police Task Force is to develop recommendations to the City
Council regarding the City’s Police Officer feedback process. At the October 28, 2020 Task Force
meeting, members were charged with sending their preliminary recommendations to City staff. Staff
has compiled those preliminary recommendations and attempted to organize them by categories. All
recommendations provided have been included below.

It should be noted that these recommendations are not in any prioritized order and are only
numbered for ease of reference during discussion. The Task Force may reorganize and reorder these
recommendations in any manner that the group sees fit.

On November 4, 2020, the Task Force began reviewing and finalizing the recommendations.
Those edits are shown in track changes below. In addition, Task Force members Curtis Cole and
Jeanine Valadez were tasked with reviewing recommendation #4 “Record and track all types of
complaints (including informal) and include all complaints (formal and informal) in personnel files.
There work is attached to this memo.

Police Officer Feedback Process
Additional options for submission
1. Recommendation: Implement an online complaint submission form, submitted to both Police Department and an
independent third-party
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3:2. Recommendation: In addition to the Police Department, submissions of hard-copy, online complaints and phone calls

may be made to an independent third-party. Police Deban‘mem‘ and zndebeﬂdem‘ third- Dam/ will zmmedzate/v (within
24 hours) share complaints received with the otherTtize

Tracking of complaints
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about Los Altos Police Officers. The independent third-party will share all complaints received with the Police
Department within 24 hours and will also receive complaints that are initiated at the Police Department. This
third party will track all complaints to not exceed one-year from the submission date, will receive copies of all
reports from the Police Department of the results of their investigation, and produce an annual report that will
include demographic information. The Police Department will collect additional data about the complainants and
the nature of their complaints.




Outreach
6-4. Recommendation: Metee-Consider modifications to the complaint brochures—d-sorsss

a. Recommend that the City Attorney and police department review the language in the
1

'Civilian Complaint & Commendation Procedure” brochure to determine whether or

not it is appropriate to change "may" to "will" in the following sentences under the
heading "The Complaint Procedure":

i "An internal investigator may (will?) be assigned to investigate the complaint.”

ii. "If the investigation proves that the employee violated any laws or policy of the Los
Altos_Police Department, he/ she may (will?) be subject to_the Department's
discipline process. In_addition, investigations that disclose potential criminal activity
may (will?) be referred to the District Attorney for criminal prosecution.”

Z5. Recommendation: Provide ontreach education to the community on how to file a complaint and prominently display
information on how o file a complaint

b-a. Deliver information/education about the exlstlng complaint process to LAHS students,

parents staff and faculty iPhts—weﬁid—beﬂfxé—sepa-ﬁ&e—sesﬂem—fe%eaeh—m&dieﬂee

&:b. Prominently display of information on the complaints procedure in all police premises,
particularly in custody ateas

e=c. Display of information in non-police public spaces: city hall, community center, library, high
school

7d. Display clearly on the city website the complaint process with a flow chart of all of the
steps involved in different circumstances
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kee. At every traffic stop_and pedestrian stop, officers give information about how to file a
complaint/commendation on a business card and/or brochure, unless the officer is unable
to do so
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