Utah Law Enforcement Professional Standards User
Resource Guide in PowerDMS

The Utah Accreditation Alliance (UAA) has teamed up with PowerDMS to provide Utah Law
Enforcement Accreditation Professional (ULEAP) standards in an electronic format through
PowerDMS Standards. These are best practice recommendations and, if followed, can enhance
the review process for both the agency and UAA assessors.

The ULEAP Standards Manual

Your ULEAP Standards Manual must be downloaded to your PowerDMS site. Only one user should
download the standards manual under which you are seeking accreditation. Once downloaded,
the standards manual will populate in PowerDMS for all designated users. This is a two-step
process. You must download the manual before you can build your first assessment.

Step 1:

a. Navigate to your Administration Menu, located in the “Welcome, Name” dropdown menu.
b. Locate “Standards Manual Communities” in the list of items in the Administration Menu.

C. Click “Standards Manual Communities” and locate the UAA community on the table (you

may need to navigate through the pages. All accrediting bodies are in alphabetical order).

d.  Click

A representative from PowerDMS will approve your access request to the UAA Community,
which will trigger an email informing you that your request for membership has been
approved. Please allow up to 24 hours or the next business day for completion of Step 1.
Step 1 must be completed before advancing to Step 2.

Step 2:

a. Navigate to your Administration Menu, located in the “Welcome, Name” dropdown menu.
b. Locate “Standards Manual Communities” in the list of items in the Administration Menu.

C. Click “Standards Manual Communities” and locate the UAA community, which will be at the

top of the list on the first page.
d. Click © then click | subscribe | next to the manual.

Click HERE for a Video on Subscribing to your Standards Manual or HERE for an article.

Click HERE for how to open a new assessment.


https://success.powerdms.com/success/s/article/Part-1-of-8-Standards-Series-Accessing-Your-Standards-Manual-and-Beginning-an-Assessment
https://success.powerdms.com/success/s/article/subscribing-to-standards-manuals
https://success.powerdms.com/success/s/article/creating-assessments

Naming of Assessments

When naming your assessment, add the manual acronym and the start and end month/year of
your assessment cycle.

Examples: ULEAP 07/2020 — 07/2023 (Initial Assessment)
ULEAP 07/2020 — 07/2025 (Reaccreditation)

Naming Conventions, Definitions, and Labels

1. Attachments

All attachments should have a prefix and a brief description of the document. Prefixes act as
“keywords” that benefit you as you build your assessment. First, they inform your assessors about
the type of document under review. Second, they simplify searching, filtering, and copying
attachments from one assessment cycle to the next. Agencies should select a prefix for their
documents that guide practices (i.e., policy and procedures) and a prefix for those documents that
prove compliance to the standards (i.e., annual report). The key is to be consistent in how you use
prefixes throughout your assessment. To assist you, PowerDMS has developed the following
attachment prefix examples:

e WD — Written Directive (i.e., policy, procedures, training curricula, laws, statutes, etc.)
e PROOF — Proof of Compliance (executed documentation, reports, pictures, etc.)

Prefixes for Simple Notes make searching, filtering, and copying these simple notes easier.
PowerDMS recommends using the following prefixes for Simple Notes:

INT — Interview

OBSV - Observe

NO — Non-occurrence

WAIVED — Waived, Not Applicable

REPAIRED - For any returned standard identified by the UAA assessors for corrective
action.

2. Definitions

e Written Directive — A written directive can be a policy, plan, procedure, rule or regulation,
general or special order, training directive, contracts, City / County personnel rules, Utah
Laws and Statutes, or other documents that are binding upon agency personnel. The
objective of a written directive standard is to require written policy. The form of that written
policy can be what the agency has determined best fits its written directive system.
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e Proof — A proof can be Intra-departmental memorandum, computer printouts, screen shots,
job descriptions, letters from citizens, photographs, videos, rosters, forms, investigative
reports, newspaper clippings, budget documents and logs, and any proof that the agency
practices the procedures outlined in the written directive system. Care should be taken to
redact confidential names, dates of birth, or social security numbers.

e Required Documentation — The required documentation assists the accreditation manager
with identifying which documents the UAA assessor will want to review during the file audit.
Required documentation should be on the agency’s approved forms or format, completed
in full, and display the appropriate dates of the accreditation cycle.

NOTE: The agency should refer to the Required Documentation for each standard to

determine the WDs and PROOFs need for each standard.

1.1 DEPARTMENT AUTHORITY AND JURISDICTION Standard
Statement
Bullet Points
aof the
Standard Standard
Statement [ A written directive/policy requires all personnel, prior to assuming sworn status, to take an oath of office containing, at a minimum, the
elements found in the oath of office set out in the Utah Constitution Article IV § 10.
& written directive/policy states the Department's Code of Ethics.
)mmred Documentation
v * Copy of written directive/policy that states that the Oath of Office is required and lists the elements mentioned in the standard.
Tellyou
exacn‘yghe type * Copy of Oath of Office, preferably one that has been executed or proof of same.
(s)of * Copy of Code of Ethics adopted by the department.
documentation
needed to proof
3. Order of Presentation . o R
WD: Qath of Office Policy and Procedures

The order of presentation should be in a logical order in terms of
attachment types and the year of the assessment cycle.

TIP: Present WD documentation first then PROOFS (by year with
most recent on top) then Simple Notes.

Order of Document Presentation
1. Written Directive

2. Proofs of Compliance
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Accreditation Manager
a. Dath of office for all swom personnel
a. Dath prior to assuming sworn status

a. In accordance with Utah Constitution
Article IV Section 10

(2 wD: Department Code of Ethics
Accreditation Manager

b. Code of Ethics adopted by department

[ PROOF: Executed Oath of Office
Accreditation Manager
a. Sworn Officer Oath for appropriate
office per Utah Constitution Article IV
Section 10

a. Date




3. Simple Notes

4. Labels

Label attachments with the agency’s preferred prefixes and a brief description of the
document.

Example of a Written Directive (without bullets): ——w ce

Example of a Written Directive (with multiple bullets): ==

Procedures
Accreditation Manager

Established system for written
directives

Adherence requirements
a. Periodical reviews and updates
a. Policy manual reviews

b. Authority to issue, modify, and
approve policy

b. Authority to modify written directives

c. Position authorized to issue written
directives when authorized

d. Available to all members of
department

a

w Enforcement Authority Policy anc

Accreditation Manager
Peace Officer powers
Interstate Peace Officer powers
Jurisdictional arrest authority

Non-Jurisdictional arrest authority

Example of a Written Directive (with multiple written Documents):

a

>

Labels for Proofs of compliance should include the assessment
year of the documentation, and Labels for bulleted standards should

include the bullet point letter.

Example of a standard proof (without bullets):

ACC

PROOF: Posted in agency

reditation Manager

Visibly posted

"

Example of a standard proof (with multiple bullets):
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WD: Use of Force Policy and Procedures

Accreditation Manager
Reporting use of force
Injury or death of another person
Discharge of a firearm
Supervisory responsibilities

b. c. Reporting use of force to
supervisor

WD: Use of Force Review Boards
Accreditation Manager

Use of force reviews

Review board procedures

Review board composition

Responsibilities of the board

fficer-Involved Shootings and

Accreditation Manager
Use of Force investigation
requirements

Use of force investigation

Administrative investigation into use of
force

Involved officer Use of force reporting
Investigation protocols

Uninvolved officer reporting procedures




rearm
Accreditation Team
a. Qualification date

a. Inspection by qualified personnel

e Label highlights with language that informs the assessor what information is contained in
the highlighted material.

e For bulleted standards, the WD should have highlight labels with the bullet letter. Proofs
should have the bullet point and a brief description of highlighted material.

2 wD: Firearms Policy and Procedures
Accreditation Manager
a. Authorized weapons on and off duty

Authorized ammunition

w

Authorized handgun and ammunition
Personally owned duty firearms

Authorized patrol rifles

W oW om

Authorized secondary handgun

a. Off-duty handguns

a. Ammunition

b. Autherity to carry firearm out of state
b. Authority to use firearm in destruction
of animals

b. Authority to use firearm for injured
animals

Firearm
Accreditation Team
a. Qualification date

a. Inspection by gualified personne

e Label Simple Notes with a prefix identified above and any justifications or additional
information that the assessor may need.

OBSVY The location of the mission
statement during the on-site
Accreditation Team

Bulleted Standards
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PowerDMS recommends attaching a document only once to the standard. When you add the
attachment, you will see checkboxes next to the standard statement and each bullet point. You
must select at least one box to “anchor” the attachment to the standard. PowerDMS recommends
anchoring the document to the standard statement and “mapping” applicable highlights to each
applicable bullet point of a bulleted standard.

You may change any highlight mapping as needed to ensure correct highlights are mapped to
correct bullet points.

SNIGEWN  Assignment  History Tasks (1) Statuses Attachm|
» ../ Chapter1-Stand.. / Section5-Perso.. / 1.5.11-Reserve.. © Add New Attachment
Example: One attachment that |
applies to only one bullet point ~ Filters: None Applied
1.5.11 - Reserve Officers [ WD 203 Hiring of Personnel
Accreditation Manager
he function and at a minimum, includes the followin 5 WD 311 Reserve Officers
Example: One attachment that Accreditation Manager
applies to multiple bullet points Bulletb
Bullet ¢
\ > Bulletd
* Bullete
@ Bullet f
Eﬁ. 3 2 " i B WD 206 Uniforms and Equipment
Purpose: That the reserve officer program be reduced to writing and to ensure that agencies employing reserve officer programs meet statutory - - Accreditation Manager
requirements as outlined in Oregon Revised Statutes, and as established by best practices

6. Best Practice for Attaching Uploaded Files

PowerDMS allows for any file type (i.e., Word, Excel, PowerPoint, PDF, PNG, etc.) to be
attached to a standard as an “Upload File” attachment type. However, Word, Excel, and
PowerPoint file types will not be viewable as documents in the assessment. In fact, your
assessor will see:

Your File is Ready!

This kind of file must be opened in its native
application. Click the button below to open it.

Open

Clicking the “open” button will launch the computer’'s Word, Excel, or PowerPoint application
and open the document. You will not be able to use PowerDMS’ highlighting tool, and you risk
the assessor downloading your proprietary and possibly a confidential document.

PowerDMS recommends you convert these file types to a PDF format as you attach them to
the assessment by following these steps.

1. Click “Add New Attachment”
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Select “Upload File” from the dropdown list

Select the file by browsing your computer files or dragging and dropping the file into the
box indicated

If a Word, Excel, or PowerPoint file is uploaded, a pop-

up box appears. Select “Convert to PDF” as seen in the Word documents are difficult to manage and
« ” might not be displayed inside the browser.
pop-up box below. When you select “Convert to PDF, For easier viewing would you like your

document to be converted to Adobe PDF or

the box will expand and “I Agree” appears at the bottom HTML?
in blue lettering. You MUST select “| Agree” to continue. O3 No conversion

(@ Convert to PDF
(") Convert to HTML

Select “I Ag ree” Canverting a document from one format to

another may not always yield the desired
results. PowerDMS is in no way responsible or
If the title of the document needs editing to adhere to the et ohanee
UAA best practices for prefixes and labeling, edit the text Femerinebetasn flefamate Flosssarsve
that appears in the NOTES field, directly below the & | Agree

conversion pop-up box. Notes

PROOF I*
Ensure the uploaded file is attached to the standard
statement (see section 5. Bulleted Standards). p

Click “Save” F:arcei

Your Word, Excel, or PowerPoint document will now display correctly and allow you to use
the PowerDMS highlight tool.

Best Practices for Simple Notes

In PowerDMS, a simple note is an attachment type that can be used to provide UAA
Assessors with additional information about the WD or PROOFs used to document
compliance with the standard.

UAA approves the use of Simple Notes in lieu of Memoranda for:

Not Applicable by Function

Guidance for UAA Assessors on Interviews (i.e., phone numbers / email addresses)
Guidance for UAA Assessors on key Observations during the onsite visit

To identify deficient proofs of compliance or to communicate that a standard was returned
by the assessment team for corrective action.
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Simple notes allow accreditation managers to

explain, justify, or detail anything they wish to e e .
communicate to the Assessor. If a standard is | .~~~ " -
not applicable and was waived, the accreditation | rooiment o ;
manager must provide a full explanatory | idzorecorders

justification using a simple note. Accreditation Manager

8. Helpful Links

e How to Highlight documents
e How to Archiving past assessments
e How to Copy attachments and tasks to a new assessment

Best Practice for Assessment Roles

PowerDMS has four Roles for use in a ULEAP assessment: Accreditation Manager, Accreditation Team, Mock
Assessor, and UAA Assessor. These Roles provide you with the ability to create “show or final files” and “working
or dummy files” in a single location. When you add attachments to your assessment, you MUST select a Role
before PowerDMS will save the attachment. We do this so you can control which attachments you want your
UAA assessor to review during your assessment.

Note: Roles are not job titles or agency job functions! A good way to understand assessment roles is
to think of them as a separate set of files. Each role is a virtual set of files that you build for your
assessment (i.e., show files, working files).

When you assign users, Mock or UAA Assessors, or yourself to an assessment, you select a Role and
participation rights to that Role. This means you are granting these individuals permission to either add or
observe attachments in that Role.

To assist you with understanding Roles, we have provided the following definitions:

1. Accreditation Manager (“show” or “final” files): Attachments made to the Accreditation Manager role
are attachments that you want your UAA Final Assessor to review during a final assessment.

2. Accreditation Team (working files): Attachments to this role are not reviewed by the Mock or UAA
Assessors, but act as a repository for compliance documentation that may be used to show
compliance during the assessment. Below are some reasons to use this role:

a. You have other people collecting documentation for you and you will need to review the
compliance document before approving it for the assessment,

b. You collect extra documentation for your final assessment, just in case the assessor asks for
another proof of compliance
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https://success.powerdms.com/success/s/article/Part-5-of-8-Standards-Series-Highlighting-Standard-Attachments
https://success.powerdms.com/success/s/article/Closing-Your-Assessment
https://success.powerdms.com/success/s/article/Copying-Standard-Attachments
https://success.powerdms.com/success/s/article/Copying-Tasks-to-Different-Assessments-on-the-Same-Standards-Manual

C. You do not want other users assigned to the assessment to access the documentation your
Mock or UAA Assessors will review.

Ultimately, the use of Roles is your choice. However, PowerDMS recommends the following:

1. Select Accreditation Manager role for all written directive attachments you want your Mock or UAA
Assessors to review.

2. Only assign agency users who are responsible for the agency’s assessment to the Accreditation
Manager role to participate. You may wish to give Observe rights to other agency personnel so they
can see which attachments will be shown to the Mock or UAA Assessors. Your Mock and UAA
Assessors MUST have observe rights to the Accreditation Manager role.

3. Have agency users who help you collect documentation add attachments to the Accreditation Team
role. Once you review the attachments and approve them for the assessment, change the role of the
attachment to the Accreditation Manager role.

Attachments in this

WD Use of Force Review 5o role are reviewed
[Fecreanation Manager jegem] Dy the Mock and

Remaval from line of duty UAA assessors

= PROINF :-’-_-;-'L'f_ nner Timeshee

IECCFEE itation Team I

Dates
Administrative leave

Aftachments in this
role are NOT
reviewed by the
Mock or UAA
Assessors

Preparing for Assessments

To prepare for your Mock or UAA assessment, you will need to add your Assessors to your
PowerDMS assessment. In PowerDMS, it is also a best practice to use groups to manage your users,
even users that will be in your site temporarily (i.e., mock or UAA assessors).

To add a new user for the UAA assessment:

e Create a group for your final assessors (if one has not been created already). The name of the
group is your agency’s decision. Navigate to the NEW create dropdown menu at the top of your
homepage and select Group. Give the Group a name and click SAVE.

Example: Mock Assessment Team; UAA Assessor Team
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e Using the triple dot menu to the right of the group’s name, select Add User from the
dropdown menu.

Find Anything h 4

& Advanced Search X Unpin

- Accreditation Program

*JAA Assessment Team

Assessor Groups # Manage

5 New Group

& New User

Subject Matter Expe ARG IELS

Industries

e Complete the required fields on the New User page. Required fields include First Name,
Last Name, and Username. You will need to create a password for your assessors. You
also have the option of entering an END DATE. The end date will archive the user
automatically, freeing up a user license. These steps will create the user directly into the
appropriate group.

& New User

| General

Information
R —

* First Name: fiddle Name:

* Last Name: Email:

* Usemame: Password

Job Title: v Location: v

Password Exp Days: Password Exp Date

Start Date: =] End Date:

gian a0 T
inbesx Sign All: )T

e You will need to email the Mock and/or UAA Assessors and provide the login credentials
(Username and password) as well as your agency’s PowerDMS site key.

The following steps outline best practices for adding your Mock and/or UAA Assessors to your
assessment. These practices are necessary to ensure the assessor can review your final proofs
of compliance while having the ability to add simple notes and set a final compliance status to
your assessment.

Step 1: Navigate to your assessment and click on the root of the assessment.
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ULEA Initial Accreditatio

Utah Law Enforcement Agency Professional Stal

Rootofthe |
Assessment
cedures - Edition 3: August 29,2019

ion: Edition 3: A...

Utah Law Enforcement Agency Professional Standards Acc
» 2 CHAPTER 1 Law Enfo

User / Group

Amy Riggs (ariggs)

Role

Accreditation Manager

-u.w History Tasks Standards  Attachments

Responsibility

Participate

Step 2:
Step 3:

Step 4:

Step 5:

Step 6:
Step 7:
Step 8:

Step 9:

Step 10:
Step 11:

Step 12:

Click on the “Assignments” tab
Click Add New Assignment

In the User / Group dropdown field, type the group name you created for your
Mock or UAA Assessors and select the group from the dropdown menu to
populate the field.

In the Role dropdown field, select Mock Assessor or UAA Assessor from the list,
depending on the type of assessment being conducted.

In the Responsibility dropdown field, select Participate from the list.
Click SAVE
Click Add New Assignment

In the User / Group dropdown field, type the group name you created for your
Mock or UAA Assessors and select the group from the dropdown menu to
populate the field. This is the same group you added to the Mock Assessor or
UAA Assessor role in steps 4 — 6 above.

In the Role dropdown field, select Accreditation Manager from the list.
In the Responsibility dropdown field, select Observe from the list.

Click SAVE

User / Group

Amy Riggs (ariggs)
*JAA Assessment Team

*UAA Assessment Team

Role
Accreditation Manager
Accreditation Manager

& Utah Accreditation Alliance Assessor

Responsibility
Participate
Observe

Participate

v

Your UAA Assessors MUST have the ability to participate in their role to set status, clear tasks,
and add simple notes. Your UAA Assessors MUST have the ability to OBSERVE the role all
your attachments are in, which is recommended to be the Accreditation Manager’s role.

For more information on adding your Mock or UAA Assessors to your assessment is found in the
article, Preparing for Mock and Final Assessments, located within the PowerDMS Success

Community.
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https://success.powerdms.com/success/s/article/preparing-for-mock-and-final-assessments?language=en_US

Archiving the Assessment

Do not archive the assessment until the final report is delivered from UAA. If your agency has only
one assessment license, consider using your folders to house your compliance documents until
you can archive your assessment and open a new assessment.

To Archive and Assessment refer to the article, Archiving your Assessment, in the PowerDMS Success
Community.

Tips for Empowering Assessment Continuity

One of the most difficult job functions within an agency is to establish continuity for an accreditation
program. As agency accreditation managers change, the accreditation process used to achieve an
award of accreditation changes. PowerDMS has the tools, regardless of the modules your agency
purchased, to establish continuity for your accreditation process. Use the PowerDMS features
below as suggestions to maintain continuity for your agency’s accreditation program.

1. Folders. You have the freedom to build a folder structure not only to house your policy
manual but also to house your proofs of compliance. Housing your proofs of compliance
within PowerDMS serves many functions to promote accreditation program continuity.
Below are a few examples:

a. Encourage agency personnel upload the proof as a document into an assigned
folder in lieu of email or using a shared drive. ALL PowerDMS agencies have
access to house as many documents as desired in PowerDMS!

b. Create historical records for your compliance documentation using folders. This
will enable users to reference previous compliance documentation without
providing administrative rights to an archived assessment.

2. Certificates. Use this versatile feature to track equipment, driver’s license, fleet vehicles,
etc. Or use them as a reminder to document a time sensitive standard.

3. Review Workflows. Review workflows not only remind policy writers to review
documents for validity but also remind accreditation managers of time sensitive
standards.

4, Courses. Accreditation Manager training can be built specific to an agency’s

accreditation program using PowerDMS courses. These courses may be assigned to any
user. You can also create trainings on how to upload a proof to a folder and how to identify
a good proof of compliance.

Survey. Surveys are great instruments for gathering input for policy development.

Tests. Tests may be attached to a policy to test document knowledge. Tests promote
policy knowledge and are another step for agency indemnification when faced with
complaints or legal action.
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