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PURPOSE 
 

The purpose of this policy is to establish guidelines for identifying factors that may negatively affect performance and 
assist employees by intervening to ensure any significant underlying cause is addressed.  The most important asset 
of the Elgin Police Department is our personnel.  The department must ensure that factors which impede the 
performance and well-being of personnel are addressed promptly, fairly and with the understanding of each 
individual’s needs.   
 

POLICY STATEMENT 
 

It is the policy of the Elgin Police Department to establish a system for tracking and reviewing incidents of risk to our 
agency and the involved personnel.  The early warning system (EWS) shall be used as a means to identify and 
assess an employee’s performance in areas having the potential to create a risk or liability and intervene where 
appropriate. 
 

PROCEDURES 
     

35.2.1 PERSONNEL RECORDS & REVIEW 
 

The deputy chief or designee is responsible for monitoring each component of the early warning system.  All 
supervisors are responsible for continually assessing the employee’s work performance and have discretion when to 
initiate a further review of the employee’s performance.  The criteria that shall automatically prompt a review of the 
employee’s performance are outlined below. However, any combination of these factors or other substandard 
performance issues may be cause for further review of the employee’s performance.   
 

A. Performance Evaluations.  Any performance evaluation with two or more areas rated as below acceptable 

performance.   
 

B. Reports of Inquiry (Internal Investigations). Employees receiving three or more complaints of the 

same/similar nature in a rolling 12 month period, to include serious policy violations.    
 

C. Response to Resistance Incidents.  Employees engaging in four or more use of force actions in a rolling 

six month period.   
 
D. Employee Injuries.  Incidents involving three reports of employee injuries and or/traffic crashes in a rolling 

12 month period.     
 
E. Excessive Sick Time Usage.  Employees using more than 12 days of sick time in a rolling 12 month period.  

  
F. Any incident of a serious violation or unusual circumstance. 

 
35.2.2 REPORTING REQUIREMENTS  
 

In addition to the criteria outlined in section 35.2.1, supervisors have the responsibility to observe and document 
conduct and behavior of employees consistent with the Rules & Regulations and policies of the Elgin Police 
Department and the City of Elgin.  This responsibility is to ensure that a comprehensive record of the employee's 
performance is documented. Supervisors may use informal counseling, but should take formal documented action if a 
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repeated adverse behavior cannot be corrected, or is necessary based on the seriousness of a single incident.  
 

35.2.3 REVIEW OF COLLECTED DATA 
 

A. When outlined thresholds for the automatic criteria are met, the deputy chief will notify the commander within 
the employee’s chain of command who will review the information with the employee’s supervisors.    

 

B. Once the review is complete, the commander shall meet with the deputy chief to discuss what actions, if 
any, will be taken.  

 

C. When the employee’s supervisor initiates a further review of the employee’s performance, the review shall 
be conducted through the employee’s chain of command to the deputy chief.   

 

35.2.4 FOLLOW UP WITH THE EMPLOYEE 
 

If it is determined that action will be taken to address performance criteria in the early warning system, the involved 
supervisors shall ensure the action taken is appropriate.  Such actions may include: 
 

A. Counseling. 
 

B. Supplemental or remedial training. 
 

C. Referral to the Employee Assistance Program (EAP). 
 

D. Recommendation for a fitness for duty evaluation. 
 
E. Performance Improvement Plan (PIP) and Performance Improvement Evaluation. 
 
F. Discipline. 
 
35.2.5 PERFORMANCE IMPROVEMENT PLAN 
 

A. The chief of police shall be notified anytime an employee is being placed on a Performance Improvement 
Plan, in addition to other items relevant to the early warning system.   

 
B. A Performance Improvement Plan is generally in effect for a period up to 12 months.  Employees must 

demonstrate improvement in the identified areas by the end date specified in the plan.  Requests for an 
extension must be approved by the deputy chief through the chief of police.  

 

C. Supervisors shall use the designated police department template; refer to Appendix A to view said template. 
 

D. At least monthly, supervisors will conduct meetings with the employee throughout the duration of the 
Performance Improvement Plan time period; these meetings shall be documented.   

 

35.2.6 PERFORMANCE IMPROVEMENT EVALUATION 
 

A. Employees having a Performance Improvement Plan are subject to a quarterly performance evaluation 
throughout the duration of the time period specified in the plan.  The guidelines established in Standard 
Operating Procedure 35.1 Performance Evaluations shall be followed.     

 

B. Completed evaluations shall be signed through the chain of command and forwarded to the chief’s 
administrative assistant.  Refer to Appendix B to view the evaluation.   

 

35.2.7 EVALUATION OF SYSTEM 

 
The deputy chief shall conduct an annual review of the early warning system and submit the review to the chief of 
police.  
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APPENDIX A:  PERFORMANCE IMPROVEMENT PLAN 
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APPENDIX B:  PERFORMANCE IMPROVEMENT EVALUATION 
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