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 If an investigator varies from their assigned schedule, the individual's supervisor, or an 

alternate supervisor, will be advised.  
 
 If an investigator will be more than 15 minutes late for their assigned shift, the 

individual's supervisor, or an alternate supervisor, will be advised.   
 
 If an investigator calls in sick or needs to use emergency time off, the investigator's 

supervisor, or an alternate supervisor will be advised. 
 
 Time off requests will be made through the member's supervisor, and posted on the 

Time Off calendar, if approved.  This calendar should also include all planned 
vacations, training, etc.  The minimum staffing for the unit will be one sergeant and 
two officers.  Any exception to this rule will be cleared by the Unit Commander. 

 
 Officers responding to the field will make note of their task on the status board.  If the 

officers anticipate being gone longer than two hours, they should apprise their 
supervisor of their itinerary.  If their supervisor is unavailable, the officers will clear 
their activity through the other unit supervisor. 

 
 Unless prior arrangements with a supervisor have been made, all officers are expected 

to complete their 10.5-hour shift before leaving the office. 
 
OVERTIME 
 
 Any pre-planned overtime will be approved by a supervisor. In the event an 

investigator’s accumulated compensatory time exceeds 240 hours, the Unit 
Commander will be notified, and a reduction plan will be formulated. Regardless, all 
unit members will abide by the current Memorandum of Agreement (MOA) and 
comply with all overtime reductions as specified in MOA Section 13.6.5. 

 
 All FVU paid overtime of more than ten hours will be approved by the Unit 

Commander. Due to the variety of overtime shifts available throughout the department, 
members will be cognizant of their FVU duties.  Overtime assignments will not conflict 
with the member’s FVU work hours or responsibilities.   

 
 To this end, a Unit member working City-funded pay jobs must obtain the correct VIS 

code that identifies the overtime fund from which the funds will be derived and include 
the number on the applicable timesheet. 

 
 
 
 
STAFF MEETINGS 
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Unassigned cases may be closed by using the appropriate RMS Code including “X” 
transfers to cooperating agencies, i.e., YWCA, C.P.S., Probation, Parole, Social 
Services, Victim/Witness Assistance, Adult Probation, and Pacific Bell. 

 
When a case is assigned to an investigator, the supervisor will be responsible for 
tracking the progress of the case .  

 
The supervisor will monitor the caseload of each of the investigators under his/her 
supervision. 

 
 The supervisor will monitor cases in his/her handle for quality assurance, timeliness, 

and completeness.  
 
 The investigator will document his/her follow-up in “text” form or in the case notes i  

 
 
 The investigator will document the status of his/her cases. 
 
 When the investigator closes a case, he/she will ensure the DA complaint sheet is 

scanned and attached to the case. 
 
 When a case has been closed, the investigator will complete the clearance block and 

submit the case to his/her supervisor for approval. 
 
Cases will be assigned in the following priority: 
 
 In-custody 
 Major injuries with witnesses 
 Major injuries with no witnesses 
 High profile with potential community interest 
 Minor injuries with witnesses 
 Minor injuries with no witnesses 
 Other factors considered in determining priority of case assignments include: 

• Presence of children 
• Pattern of abuse 
• Weapons involved or registered 
• Discernable pattern of abuse 
• Cases will be assigned to the appropriate investigator based on the following 

parameters: 
 Prior incident involving the survivor 
 Prior incident involving the suspect 
 Necessary language skills 

 
INVESTIGATIVE GUIDELINES 


















