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Introduction

POST-C has teamed with PowerDMS to provide the POST-C Accreditation Standards in an electronic format through the POSTC/PowerDMS Accreditation Management Tool.  Agencies might choose to move to the full version of PowerDMS to include other tools for managing documents, and training personnel if they choose.

POST-C has developed the following Best Practices for linking “Proofs-of-Compliance” against POST-C Standards.  These are recommended guidelines and can enhance the assessment process for both the agency and POST-C Assessors. Please note that this document is intended to be a guide, however the labeling suggestions are highly recommended so as to create a seamless assessment process for the agency and the assessors.

Naming/Labeling


Naming Your Assessments:

Use a standard naming convention and stay with it.  It is suggested that the assessment be named to reflect the time period which it covers.  This makes identifying a particular assessment possible simply be its name.

An example would be to use the following (Start Month/Year of Accreditation Cycle – End Month/Year of Accreditation Cycle).  This example would look like one of these;

1. POSTC 08/2016 - 08/2020

OR

2. POSTC Aug16-Aug 20

Bullet Naming Convention:
The most important rule of labeling “proofs” is consistency in naming attachments.  This will be helpful if various individuals are building files.  This practice will also assist when a new Accreditation Manager or team takes over responsibility for the agency’s accreditation.  Consistency will assist all stakeholders to understand the structure of attachments, locate or identify specific proofs, and expedite the assessment process.


It is highly recommended that the following acronyms be used when naming your bullets in PowerDMS.  Please be sure to be as specific as possible when naming attachments and highlights (i.e. clarify what needs to be conveyed).

Acronym Legend
1. WD = Written Directive
Definition- Any written document used to guide or affect the performance or conduct of agency employees.  The term includes policies, procedures, rules and regulations, general orders, special orders, memorandums, and instructional material.
2.  Proof = Proof of Compliance

3.  Note = any other entry
4.  INT = Interview

5.  OBSV = Observation

6.  N/A = Not Applicable by Function

7.  NO = No occurrence (did not occur during specified time period)
Order of Attachments

Highlights ordering based on bullets:

Order of Presentation

1. WD

2. Proof

3. Note(s)


Order of highlights for proofs with multiple bullets

1. Bullet Letter
2. Written Directive (WD)
3. Note: INT, OBSV, N/A, NO

a. List proofs from newest to oldest


Examples

Standard that has no bullets

WD.1
WD.2
Proof.2016(1)
Proof.2016(2)
Proof.2017
Proof.2018
Proof.2019
Standard with multiple bullets and attachments

A.WD.1 (For Highlight naming)


(Example)

A. WD.1 SOP 7-3 Vehicle Pursuits
A. WD.2 SOP 8-15 Use-of-Force
A. Proof.2016
B. Proof.2017
C. Proof.2018
D. Proof 2019
A. Note. INT HR Director
D. Note. NO 2018
E. Note. OBSV
F. Note. N/A

Attaching one document to multiple bullets - We recommend attaching to the stem statement
of the standard, and use the highlights to map to specific bullets within the standard.  Also, group highlights by bullet, instead of compliance year.

Closing Assessments


It is recommended that you keep your most recent assessment open until the final report is received from POST-C.  Multiple assessments can be open at one time in PowerDMS.
Signatures on Documents


There is no requirement for physical signatures on documents in order to demonstrate
compliance.  This prevents printing, signing, and scanning specific reports.  Agencies can use
electronic signatures or denote the author of the document where appropriate. 

Visual Examples
Bulleted Standard

1.7.15 (1.3.66) A written directive establishes procedures for emergency response and the use of emergency equipment to include:

a. Distinguish between levels of response and provide guidelines for the level of response to be used;

b. The circumstances under which violations of traffic regulations are authorized; and

Require the use of lights and sirens when appropriate.
WD.1 Agency Policy SOP 7-1 Operation of Police Vehicles - Response Codes (attachment)
WD.2 Connecticut General Statute or CGS 14-283 (attachment)

Bullet A
A. WD.1 Agency Policy SOP 7-1 Operation of Police Vehicles - Response Codes (attachment)

A. Proof 2016 Incident report 16-1245 (as attachment)
A. Proof 2016 Incident Report 17-128
A. Proof 2 2017 CAD screen

A. Proof 2018 Incident Report 18-12
A. Proof 2019 Incident Report 19-243
A. Note INT(1) Shift Supervisor
A. Note INT(2) Dispatcher


Bullet B
WD.2 General Statute 14-283 (attachment)

B. Proof 2016 Incident report 16-824 

B. Proof 2017 Incident Report 17-1552
B. Proof 2018 Incident Report 18-1256
B. Proof 2019 Incident Report 19-23
Non-Bulleted Standard

1.7.16 (1.3.67) A written directive requires the use of seat belts and appropriate child restraint systems in all agency vehicles.


WD.1 SOP 7-3 Safety Belts (attachment)
WD.2. General Statute 14-100(a) (attachment)

Proof 2016 Officer involved accident report (attachment)
Proof 2017 Counseling memorandum of violation (attachment)
Proof 2018 Officer involved accident report (attachment)

Proof 2019 Incident report Officer using car seat for transport (attachment)
Note INT(1) Shift Supervisor
Note OBSV Officers on-duty
​Final Comments
In review, it is most efficient for all involved to follow a few simple guidelines.  Use a standard naming convention and stay with it, consistency in the labeling of proofs-of-compliance will assist all stakeholders to understand the structure of attachments and expedite the assessment process.  Follow the acronym listing in this guide for naming proofs-of-compliance.  Place your attachments in the same order as you would have on a traditional ISSR.  It would be helpful to maintain the same order for attachments from Standard to Standard to retain the desired consistency throughout your assessment.  A major advantage to using Power DMS is the elimination of excessive amounts of paper used for accreditation.  Remember, there is no requirement for physical signatures on documents in order to demonstrate compliance.  Agencies can use electronic signatures or denote the author of the document where appropriate.
Any questions can be directed to the Accreditation Program Manager at POST through any of the following methods;

Via US Mail;

Police Officer Standards and Training Council

Accreditation Division

285 Preston Avenue

Meriden, Connecticut 06450
Via telephone or fax;

Phone: 203 427-2602

Fax: 
203-238-6643

OR

Email at;

Accreditation.Compliance@ct.gov  
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