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MICHIGAN STATE POLICE
BlueTeam Completion Guide

Purpose: This manual provides guidance on how to complete reports and perform
administrative functions using BlueTeam.

Effective Date: September 19, 2022
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Definitions:

Deadly Force: Force which can reasonably be expected to cause death or serious physical injury.

Less-Lethal Force: Any use of force other than that which is considered deadly force that involves
physical effort to control, restrain, or overcome the resistance of another.

Use of Force: Any physical effort used to control or restrain a subject or to overcome the resistance of a
subject.

Section 1: BlueTeam Completion

1.1 LoglIn

a. Enter employee number (do not enter “HO”)
b. Initial passwords are also the employee number (do not enter “H0”)

c. After the initial sign-in, passwords must be entered in ALL CAPS

1.2 Password Resets

a. Go to the main log in page and click the yellow box “Forgot my Password”
b. Follow the instructions and enter your State of Michigan assigned email
c. Remember that passwords default to ALL CAPS

d. If needed, contact the Professional Standards Section for assistance
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1.3 Incident Entry — Applies to All Incidents (Administrative Complaint, Use of Force,
Vehicle Pursuit, Vehicle Accident, and Firearm Discharge)
a. Select “Add New Incident” from the menu screen

b. Select the Incident Type
c. Enter the AICS Incident Number in the “Incident #” field
i. When entering the AICS Incident Number, use the following format, including
hyphens: Post # - Complaint # - Year (e.g., 44-1234-11)
ii. When an address is available, include all address information

iii. If address is unavailable, use the “Street Name” field to capture the incident location
(e.g., 1-96 WB at Lansing Road)

d. Select the District/Unit Assigned to
e. Use the “Location of Occurrence” field to capture the county the incident occurred
f. Select “Next”

g. Enter the summary which is to include the reasons and circumstances that led up to the
actions being recorded in BlueTeam. Most often, portions of the AICS report may be copied and
pasted as space permits (limited to 3,900 characters)

Incident Type INCIDENT # District/Unit Assigned To
v v
Date Received Date of Occurrence Time of Occurrence
Address of Occurrence
Street Number Direction Street Name Street Type
A4 L4

Suite/Apartment Number
Use of Force
Vehicle Pursuit

City State/Province Postal Code Vehicle Accident
Firearm Discharge
Citizen Complaint

Location of Occurrence Administrative Complaint

] |

1.4 Use of Force

All incidents in which a subject offers “Active Resistance” or higher against an enforcement member (as
defined by the MCOLES Subject Control Continuum) or an enforcement member uses “Compliance
Controls,” “Physical Controls,” “Intermediate Controls” (Including use of a Taser), or “Deadly Force” (as
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defined by the MCOLES Subject Control Continuum) shall be documented by completing a Use of Force
BlueTeam Incident Report.

The enforcement member using force shall be the one to complete the BlueTeam Incident Report. If
more than one officer uses force during the same incident, the lead officer shall complete the BlueTeam
Incident Report and they shall include the force used for all officers. Itis not necessary to complete a
different BlueTeam Incident Report for each officer involved.

Accidental discharges involving a department issued Taser shall be documented using a Use of Force
BlueTeam Incident Report.

Use of Force Details
a. Select the Reason for Use of Force and the Service Being Rendered

i.  Select the option that most clearly applies, select “Other” if there is not an applicable
option

ii. If “Other” is selected, provide a description in the notes area when forwarding to your
supervisor

b. Select “Yes” or “No” for injuries to both the Citizen and Members. Select “Yes” in the Citizen or
Member Taken to Hospital field only if the Citizen or the Member were admitted to a hospital
(treated and released will be captured in another area.)

c. Select “Yes” or “No” to indicate whether the Citizen subject was arrested

d. Select “Next”

Reason for Use of Force Sarvice Being Rendered

Weather Condition Lighting Conditian

Citizen-related Information

Citizen Injured More than 1 Citizen Involved
Yes s
Mo NO
Citizen Taken to Hospital Citizen Arrested
Yes Yes
Mo MO
Citizen's Haight Citizen's Build
L L
Distance to Citizen MEMBER Assessment of Citizen Condition During Incident
v L

MEMBER related Information

MEMBER]{S) Injured MEMBER5) Taken to Hospital

Vs s

No O




MICHIGAN STATE POLICE | PROCEDURE MANUAL Page 4 of 23

Citizen Details
a. Enter Citizen’s (Suspect’s) Name

i If the citizen was previously entered into BlueTeam, select their name from the search
results. If the citizen does not show up in the search results, click “No Match.”

ii. Enter all known information for a new citizen entry or update the existing entry, if
necessary.

iii. Select “Finished”

Use of Force Incident links

Enter Resistance

Important g
For each invalved citizen, you should add any resistances and injunes using the citizen hyperinks Offered b}r Citizen
For eacl ; 4 acd any force wSed and injuries using the memiber hyperinks and ||'|juries Caused
to Citizen
Involved Citizen © Add Involved Citizer
ﬁ BAD GUY, JOE - MALE # Edit o Removi
Rale Resistance Offered by Citizen
Charges njuries Caused o CIDZen

b. Enter all citizen information
i Enter all levels of Resistance Offered by Citizen
1. Asyou select each level of resistance, it will automatically add to the right
ii. Enter any Injuries Caused to Citizen
1. Asyou select each injury sustained, select “Add”
iii.  Select the most appropriate arrest charge if citizen was arrested
c. Select “Return to the Incident” (top, left-side corner) after each of the above is entered

d. You can also change the role of the citizen and witnesses in the citizen witness section

Add Resistance Offered By JOE BAD GUY m..,m('....;mm

13t this Individual used agairst he involved members

NAl Wers eniared In amor

=ned, click on Return to Incident

Add Resistance

Resistance Typse: L Resisiance Type

(1} INACTIVE RESISTANCE ® Dpdele
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Involved Member Details

a. Enter the Involved Member(s) — the “Next” button will be disabled unless you select at least one
member and the involved citizen is added

i If more than one member used force, add all involved members in one incident
ii. Select “Add Me” if the entering member is the Involved Member

iii. Select “Add Involved Member” to add an Involved Member. The employee database
can be searched by either employee name or employee ID number (HRMN number
without the “H0”)

b. Enter the Involved Member Information

i Enter all levels of force used by each member (verbal direction, compliance controls,
etc.)

ii.  Choose yes or no if the force was effective

iii. Each force will be automatically added to the right

iv.  Select “Return to Incident” after each use of force is entered
c. Enter all types of force used (chemical spray, expandable baton, etc.)
d. Enter any injuries caused to member

e. Attop where it says, NOTE: to add less lethal force used by this member click here to add TASER
use information

Involved MEMBER O Add Me As Involved MEMEER oA volved MEMBER
Enter all levels of force
a Unknown # Chamge to Knosm imemibe used b'f each Dﬁ‘lcer
-Verbal
Rola Force Used by Officer -Handcuffs
-Baton

Injunes Causad To Officer

1.5 Less Lethal Force

a. To enter TASER information, select at top, Note: to add less lethal force used by this member
click here

b. Select the TASER-Less Lethal type
c. Check the box if the TASER deployment was effective

d. If the TASER deployment was the only type of Control (as defined by the Officer-Subject Control
Continuum) applied indicate so by selecting the “Was the device deployed only?” option

e. Select the “Arc Display” option if the TASER was intentionally activated and not deployed (per
MSP training standards this is not permitted)

f. Select “Citizen was painted with laser” option if the laser dot for the TASER was on the citizen in
preparation for discharge, but due to citizen compliance, the TASER was not fully activated.
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g. Complete all fields, checking boxes when appropriate and filling in all information
i Number of Cartridges used means number of times a new TASER cartridge was fired

ii. Number of dart hits means number of TASER projectiles that hit/attached to intended
target

iii. Total number of darts fired only includes projectiles that successfully are discharged by
the TASER (i.e., one or two projectiles ejected per cartridge fired)

Existing Less Lethal Force Types
- g less lelhal ite
|
Less Lethal Force Used
Acd the less lethal force used by this member and the Catads sssoceated with ¢
Less Lethal Force Type Serial Number

Cartridge Number
Was the force effective in achisving the desired result?

Was this an sccidental discharge?
Was the device displaysd only?
Was thes an Arc Gsplay?

a Cinzen was painted with laser

a WWas this 8 diect contactidrive stun contact? | Didt the spplication causs injury?

Number of Drnive Stuns Area of Body Where Device Applied

Was thes 8 projectilefprobe contsct?

Number of Air Cartridges Used Number of Dart Hits

Number of Cycles Through Probes Total Number of Darts Fired

Did the spplication cause injury?
[Ovd dart contacts panatrate the subject's skan?
Was the subject wearing heavy clothing?

Area of Body Where Projectiles/Probes Made Contact

Attach Files

Upon completion of all Use of Force information, click “Next” to attach any files, including pictures,
TASER downloads, and any other pertinent information.

i. To attach animage or document, select “Browse” to locate the file
il. Select the desired file

iii. Enter a description for the attached file
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iv. Select “Attach File” and use same method to attach any other files

After all necessary files are attached, see “Forwarding to Supervisor” on page 18 for further
instructions.

Aftach Files

« Mazimaim file saze i3 80 MB. Larger Ties will b= erled Puegos check e e sEe before alae g
+ Pl=ase be patisnt. Laege fies may ks some lime fo upload
You ifach mulple fles, but they must be atiached

S3ep 1 - Choose the file 1o el

Browse.

Biep 2 - Emter a description for the attachment

Step 1 - Select 3 folder for the Tile [opbanal)

1.6 Firearm Discharge

A Firearm Discharge BlueTeam Incident Report is required for all incidents in which a department
member discharges a firearm at a suspect or animal (other than the dispatch of a domestic or wild
animal as a result of injuries due to a traffic crash) as well as all accidental discharges of a department
issued firearm.

The worksite commander of the member who discharges the firearm shall complete the Firearm
Discharge BlueTeam Incident Report and submit it to their district or division commander, with a copy to
the Professional Standards Section (email: MSP-BlueTeam@michigan.gov) within 24 hours of the
incident.

Firearm Discharge Incident Details
a. Select “Add New Incident”

b. Select “Firearm Discharge” in the Incident Type field (at perpetrator, animal, accidental, or
other)

c. Enter the number of members involved
d. Select the member assessment of citizen condition at time of incident in the dropdown
e. Select type of response to incident choosing the option that most loosely applies.

i.  Select “Other” if there is not an applicable option

ii. If “Other” is selected, provide a description in the notes area when forwarding to your
supervisor

f. Select “Next



file:///C:/Users/ZontsC1/Desktop/Procedure%20Manuals/MSP-BlueTeam@michigan.gov
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Firearm Discharge Incident Details

Select the Type of Firearm Discharge Humbsr of MEMBERS Invalved
(] Al perpefralor
At animal
Accidertal MEMBER Asiesament of Citizen Condition at Time of incident
Cother
w
Type of Responss 1o Incicent

W
Citizen Details

a. Enter Citizen’s (Suspect’s) Name

i If the citizen was previously entered into BlueTeam, select their name from the search
results. If the citizen does not show up in the search results, click “No Match.”

ii. Enter all known information for a new citizen entry or update the existing entry, if
necessary

iii. Select “Finished”

b. Enter Citizen Age, Number of Shots Fired by Citizen (if applicable), any injuries to the citizen, and
arrest information

c. Select “Next”

Type of Citizen Invalvment
Type Citizen Age when Incident was Received Mumber of Shots Fired by Citizen

Suspect or ofencer
Ciizen

Citizen Condition Information
CHizen Condition Party Causing ihe Injury

Ml injured e
Injured
Hibed

Citizen Amest Informafion

Cilizen was Amested Charges Brought Againsi Ciizen m

Yes
L]

Citizen Options
a. Enter the citizen information under “citizen options”
i Enter any weapons used by the citizen

ii. Enter any injuries sustained by the citizen
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iii. Select the most appropriate arrest charge

b. Select “Return to Incident” (top, left-side corner) after each of the above is entered

Involved Citizens

[+]

‘- BAD GUY, JOE - MALE # Edil % Remove

Eirearm Dischanpe Data Hole

Charpes Imjunies Cavsed o Citizen

ri'.'HE"LII 15

Click on each to enter the weapons,
charges, injuries sustained, etc.

Involved Member Details

a. Enter the Involved Member(s) — If more than one member used force, add all involved members
in one incident.

i Select “Add Me” if the entering member is the Involved Member

ii. Select “Add Involved Member” to add an Involved Member. The employee database

can be searched by either employee name or employee ID (HRMN number without the
IIHOII

b. Enter the Involved Member Information
i Enter all weapons used by each member (handgun, rifle, etc.)
ii. Enter any injuries caused to officer

c. Select “Return to Incident” after each of the above is entered

Involved MEMBER O Add Me As | Or
& Unknown # Change to Known membes % Remove
Role injunies Caused To Officer

Weapons s
Click on each to enter the
Role, Weapons, and Injuries
Caused to Officer

Attach Files

a. To attach an image or document, select “Browse” and locate the file

b. Select the desired file

c. Enter a description for the attached file
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d. Select “Attach File”

e. Once the attached file is displayed, select “Next” and add any other files using the same method

Attach Files

+ Maximum file size is 80 MB. Larger fles will b= regeched. Please check (he file Sie before Slaching
teane e patenl. Lage fies may Lake some lime o uphsad

Tou Can altachn muliple S Dul P2y imiesl D2 3ESCNEd ane 3l & Wme

Step 1 - Choose the file to attach
Browse

Step 2 - Enter a description for the attachment

Step 3 - Select a folder for the file (optional)

Ll

After all necessary files are attached, see “Forwarding to Supervisor” on page 18 for further
instructions.

1.7 Department Vehicle Accident

A Vehicle Accident BlueTeam Incident Report is required any time a department vehicle is involved in a
traffic crash. Note that intentional collisions, such as ramming, or use of Precision Immobilization
Technique (PIT) are not traffic crashes that must be reported in BlueTeam. These incidents shall be
reported using the Pursuit BlueTeam Incident Report.

The supervisor of the department member involved in a traffic crash shall complete the Vehicle Accident
BlueTeam Incident Report. The member involved in the crash shall not complete the Incident Report.

Vehicle Accident Details
a. Enter the Time of Accident, Cause of Accident, and Weather Condition
b. Enter if the member or others were injured
c. Complete the “Member was at Fault” section
i.  This will be used to determine award levels for the Oscar G. Olander safe driver program

ii. If the post or district commander is not the original author of the vehicle accident
incident and does not agree with the “at fault” assessment, the incident shall be “not
approved” and sent back to the original author to change

d. Enter the type of vehicle, year, make, model, and color of the vehicle
e. Enter the vehicle’s registration plate number (ex. 1101) in the “Vehicle ID” field

f. Enter a damage summary
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Other Driver Information
a.

b.

g. Complete the “Amount of Vehicle Damage” section if the amount is known, otherwise, include a

h. Complete the secondary vehicle section, if applicable

Page 11 of 23

good faith estimate of the amount of damage

Select “Next
Accident Information

Time of Acchdent Cause of Actident Weather Condition

Amount of Damage

Departmental Vehicle Damape 5 Cher Vehache(s) Involved Damage 5

Mijury impormmianon

MEMBER was Injured Others were Injured MEMBER was at Fault
Yes TES Ves
] Hao

No

Fleet Mumber

Wehicle Details

Type of Vehicle Year Plate S1ate Flate Mumber
Make Model Caolor

Damage Summary

If another driver was involved, select “Yes”

Enter Citizen’s Name

i If the citizen was previously entered into BlueTeam, select their name from the search
results. If the citizen does not show up in the search results, click “No Match”

ii. Enter all known information for a new citizen entry or update the existing entry, if
necessary

iii. Select Finished
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Search for Citizen

= The dalabase will b= searthed 1o delermine il the Clizen nformation s already recorded

+ YOur Searches are logged and morsiongd

Las1 Mame Firsi Mame {opdicnal)

Skip his sbep if you do not know Bhe idenlity of the cilizen

Search Results

+ Possible mabeRfes) bo the clizen you emered were found
ol 588 3 malch ¢ick the Sslact link bo the kel af the cilizen's name
« I naot, click the No Match bution below

White Make 123 N main Streed, paotone, IL 60468 (234) B87-2382

Seker] wagner, ryan Am1880

Seket] Wiags, Jonhnme ArXM196T 1 Mk 1234 8 \Walkk Sareet, Joliel, IL 60432 (815) 174-5874

c. Enter any charges citizen received

d. Enter any injuries caused to citizen

Involved Citizens

a BAD GUY, JOE - MALE # Edit ® Remove

Fiirgsarm Dischangs DEia Bobs

Charpes Injuries Caused fo Citizen

Weapons

Department Driver Information
a. Select “Add Me as Involved Member” or “Add Involved Member”
i Do not add an “Involved member” if the patrol vehicle was parked
ii.  Only add the operator of the patrol vehicle in the “Involved Member” area
iii.  Add member passengers in the “Member Witness” area and citizen passengers in the

“Citizen Witness” area

Invelved MEMBER © Add Me As Involved MEMBER © Add Invoived MEMBER

Mo Irvohved M

b. Search member by employee name or HRMN # (without the “H0”)
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c. Select the member involved from the dropdown

d. Select Add
Add Involved MEMBER

* Begin typing the kst name of an individual, select their name from the list and click Add

Search MEMEBER If the: memiber is curmently unidentified, click the button below,

e. Enter any other member witnesses or citizen witnesses
f. Select Next
Attach Files
a. To attach an image or document, select “Browse” and locate the file
b. Select the desired file
c. Enter a description for the attached file
d. Select “Attach File”

e. Once the attached file is displayed, select “Next” and add any other files using the same method

Step 1 - Choose the file to attach

Browse

Step 2 - Enter a description for the attachment

Ftep 3 - Select a folder for the fike (optional)

L

Aftach File

After all necessary files are attached, see “Forwarding to Supervisor” on page 18 for further
instructions.

1.8 Vehicle Pursuit

The enforcement member who initiated, or first became involved in the pursuit, shall complete the
Vehicle Pursuit BlueTeam Incident Report along with their BlueTeam Incident Report. The BlueTeam
Incident Report shall then be forwarded to the enforcement member’s supervisor.

Pursuit Details
a. Complete all fields of this section

b. Select “Stop device was used” only if stop sticks were used
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NOTE: The system treats all unchecked boxes as “No.” Thus, failure to check a box next to an
area will result in a “no” for that area (e.g., pursuit was not justified, pursuit was not within
policy.) Therefore, please ensure that all appropriate boxes are checked

c. If the pursuit was called off, indicate so by selecting the “The pursuit was aborted” option and
indicate the individual that called off the pursuit

d. If an accident occurred, select the “An accident occurred” option and complete the “Type of
e. Property Damaged” and “Parties Injured” fields
i Select “None” if there were not any injuries or damaged property

ii. Enter vehicle damage and property damage amounts if the amount is known, otherwise,
include a good faith estimate of the amount of damage

f. Complete the required “Offender Details” fields
g. Select “Next

Pursuit Information

Reason Pursuit was Initiated Time of Day of Pursuit Duration in Minutes
v v
Initial Viciation Weather Conditions Maximum Speed (MPH)
v v
Pursuit Distance Type of Vehicle Pursued Event that Concluded Pursuit
v v v
Beginning Location Ending Location DUI Factors
v v v
Agency Initiating Pursuit Agency Ending Pursuit
v v
ehcopier Ind an ing 3100 Device Ind
Helicopter available Alrcran available Stop device was used
Helicopter used Alrcral used
" 1
Camers Video 10D Numbes

In.car camera available
Incar camera used

DN arrest Pursull was justified The pursult was aborted

Liabiiny ciaim filed Pursuit was within polcy
Pursiust Aborted By

An accident occurmed

Type of Property Damange Parties Injured

Suspect Vehicle 5 Police Vehicle § Parked Vehicle § Property Damage $ Other 5
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Involved Driver Information
a. If the driver is unknown, select “Skip this Step” and enter the member information

Search for Citizen

The database wil be searched to éet

« Your séarches are logoed and montared

Last Name First Name (cptional)

Skip this step i you do not know Ihe identlty of the cilizen

b. If the involved driver is known, enter their last and first name

i If the citizen was previously entered into BlueTeam, select their name from the search
results. If the citizen does not show up in the search results, click “No Match”

ii. Enter all known information for a new citizen entry or update the existing entry, if
necessary

iii. Select Finished

Search Results

Apgsibie maichies) o the ciipen you entered were found
« Iyou see @ match cick the Select ink i3 the ket of the cilizen's name
+ If nat, chck the Mo Matel bittan belo

M 00.B. Race  Ethnicity Gender Address Phone
Sedeci Adams, Becky 1M BET Asian Female 100 M Morth Sireed, Daly City, CA 34015 {123) 1231234 |
| Sedet Adams, Pabricia 1751965 WWhile Female 144 E Marina Sweel, Presooll, A7 86301 {111} 1234567 |
K Malch

Department Driver Information
a. Select “Add Me” or “Add Involved Member”

NOTE: Only add the operator of the patrol vehicle in the “Involved Member” area. Add member
passengers in the “Member Witness” area.
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Involved MEMBER O Add Me: As Involved MEMBE O Add Invor MEM

mvolved MEMBER

Citizen Witnesses CA titey Widnesn

Zan witnesses

MEMBER Witnesses © Add MEMBS

b. Select either “employee name” or “employee #” to search for and select the involved member

Add Involved MEMBER

* Begin typing the kast name of an individual, select their name from the: st and click Add

Search MEMBER It the memib=er 18 currently unidentified, chick the buthon bedow.

c. Click the select option next to the involved member’s name
d. Select “Next”
Attach Files

Any pictures of the pursuit as well as any UD-010s and any incident reports or memoranda shall be
attached as files to the Vehicle Pursuit BlueTeam Incident Report.

a. To attach an image or document, select “Browse” and locate the file
b. Select the desired file

c. Enter a description for the attached file

d. Select “Attach File”

e. Once the attached file is displayed, select “Next” and add any other files using the same method
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Attach Files

+ Maximum file size |5 B0 MB. Larger flles w
. Plezse B Lawme e e Sald

Step 1 - Choose the file to attach

Browse

Step 2 - Enter a description for the attachment

Step 3 - Sebect a folder for the file (optional)

After all necessary files are attached, see “Forwarding to Supervisor” on page 18 for further

instructions.

1.9 Administrative Complaint / Citizen Complaint

An Administrative Complaint is a complaint member to member. A Citizen Complaint is a complaint
received by a citizen against a member. An Incident Report is required for all citizen complaints and
administrative complaints made to a commander or supervisor against another member for alleged
violations of rules and regulations, written directives, Code of Conduct, or law.

a. Add new Incident, enter your summary, and select the type of complainant.

Reporting Party

e choose whether the reporting party is an officer of a citizen

L] Cibzen
OMficer

b. Enter citizen or employee information for complainant, then click “Finished”

If the citizen was previously entered into BlueTeam, select their name from the search

i
results. If the citizen does not show up in the search results, click “No Match”

Enter all known information for a new citizen entry or update the existing entry, if

necessary
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Citizen Information

+ Click Finished 1o link this citizen to the incident

James Bad

Address: 1734 8 Quest Stresl, Joliet, IL B0432
Phone: (515) T35-2174

Add New Address | Add New Fhone 2

| |

c. Search for the member involved using “Add Me as Involved Member” or “Add Involved
Member”

Invelved MEMEBER O Add Me As Ir ol MEMBER © Add I o MEME

Mo Invoheed MEMBER

d. Select any Citizen Witnesses or Member Witnesses
e. Select “Next”

f. Attach documents, then click “Next”
Attach Files

HERse check Ihe Tee size before atlaching

13 hme

Step 1 - Choose the file to attach
Browse

Step 2 - Enter 3 description for the sttachment
Forward Incident
a. Select the “Forward Incident” button
Hete:

fommard

Fonvaed Incident

b. Select “Add Recipient” from the “To” line and enter “Internal Affairs” as the last name. Select
“Internal Affairs, MSP”
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Select a Recipient

Option 1 Option 2
Begin typing the name of an ndmdual, select thes name from the kst and cick Select 2 group msdbox ¥ send NS Incioent 10 for review
Adgd

e ||

c. Select “Add Recipient” from the “CC” line and enter individuals required to be aware of this
incident at this stage of the review and approval process. At a minimum, the following
personnel shall be included:

i.  Worksite commander, if applicable
ii. Division or district commander
iii.  Assistant division or district commander
d. Select the intended recipient from the displayed list

e. Forward the incident for review

Forward the Incident for Review

Ta: #Aid Recipent

Qg <. Add Cc.>

From: Captain Raymond Eisenburg
Instructions:

1.9 All Incidents (Except Citizen Complaints/Administrative Complaints) Forwarding to
Supervisor

a. Select “Add Recipient” from the “To” line to enter the supervisor who will be approving and
forwarding this incident

i Search the employee database by either employee name or employee ID number
(HRMN number without the “H0”)
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b. Select “Add Recipient” from the “CC” line to enter individuals required to be aware of this
incident at this stage of the review and approval process

c. In“Instructions,” include further descriptions for those items marked as “other” if necessary as
well as other instructions to the supervisor

d. Select “Forward” to forward the incident up the chain of command

Forward the Incident for Review

Ta: * <. Add Recipient >

Ce: = Add e =

From: Caplain Raymond Eisenbimg
Instructons.:

Bl coco [ISRERE o |

1.10 BlueTeam Incident Review
Select Incident to Review

a. Loginto BlueTeam - this will be your dashboard

b. Select “Chain of command incidents pending your review/approval”

Add New Incident

Take Action

“Chain of command ncidents e pending yous
revissiapproal

Chain of command incidents CCd o you

I'm]

Read only Thain of command incicents assigned o
WO ROETS

A +

Incidents ane Fssigred o you

0
0
0
0

i1
&

Dashboard Menu
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c. Select the date of the incident to be reviewed by clicking on the date
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Chain of Command ltems

Pending Your Review and Approval

« The Dedow (l2ms are pending your réview and approval

« Click the sendt date 1o review the cham routing and mcdent nfomation

Sent Sent By Involved Officer 1A Incident Type Instructions Group
No Routing

I Officer John Boone Oficer Brian Fanoell (none)  Ciizen compsaint TEST No
V82017
@ Oficer Thomas VWison Officer Jose Averilla (ncne) Chrizen compéaint Please review and No

17 recommend
[ Lieutenant Robert Batten {Not provided) {none) Crzen compiaint For your review No
2017
o Offcer Charles Brown Sergeant Danny Brabham  (none)  Clizen compiant please review this incicent No
82017
Py Detective Michael Sousa Delective Samuel Johnson  (none)  Crizen compiant 1or your review No

d. Also displayed on the dashboard are incidents that were “CC’d” to you - these can be viewed
and printed only

Add New Incident
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Review Incident

a. Select a chain of command incident pending your review/approval. Once the date is selected,
the incident to be reviewed is displayed

Incident Summary

B view Incident Dedails (redd-only )

Incidant Type: Citioen complain
Received Date: L2017

Entered By: Officer John Boone
Summary; Compiar of nele Behaviar

& View Incideni Summary

File Attachments

Date Attached  Attachment Description  Attachment Type Folder % Add Aftachment

| % | 3T pichure of evend P (not set) | & Downioad

| S | AT (151 (nok &) | @ View Page

Sender Information

From: Oficer John Boone{original enlry person)
Ta: Caplain Raymond Esenbung
Date and Teme; 36207 801 Al

Instructions from Sender: TEST

Comments/Response

After reviewing the Incident, please take an action below,
* & pproved
Mot approved

Commants:

b. Select “View Incident Details/View Incident Summary” to view the details of the incident

i Ensure all required information has been included based on the type of incident — see
individual sections for required information

ii. If all required information has not been included, the incident shall be returned to the
original entering member for correction

c. Both views are read only and cannot be modified

d. If needed, attachments can be added (documents, images, etc.)
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Approve and Forward Incident

Incidents shall only be approved and forwarded after all required information has been entered
completely and accurately. If not, see the section “Send Incident back for correction.”

a. To approve an incident, select the “Approved” option

b. Reviewing supervisors shall indicate whether or not they believe the enforcement member’s
actions complied with department policy in the “Comments/Response” area before forwarding
the incident up the chain of command

c. Select “Forward” to send the incident for further review and approval

d. After the incident is forwarded, the summary is available to be printed
Comments/Response
After reviewing the incident, please take an action below.

¥ Approved

Not approved

Sending an Incident Back for Corrections
a. Toindicate an incident is not approved, select the “Not Approved” option
b. Select the reason for not approving

c. Enterinstructions to the person that submitted the incident for review

Comments/Response

After reviewing the incident, please take an action below.
Approved
= Mol approved
Reason for nol approving
d. Select “Forward Incident” to select the recipient

Forward the Incident for Review

To: Agd Recipien
[+ = Bl o
From. Caplan Raymoand Eisenburg

Instructions:

Ed] oo | | coe |
e. Enterinstructions for the individual to make corrections and select “Forward”

f. The summary of the incident will now be displayed and can be printed if needed

Review Responsibility: Professional Development Bureau; Professional Standards Section

Accreditation Standards: CALEA




