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VSP-DIR-132 

Administrative Leave and Administrative Duty Status 

 

1.0 Purpose 
 

1.1 This policy addresses administrative leave and duty status of members 
involved in a critical incident. 

 
2.0 Definitions 

 
2.1 Critical Incident – An unusually challenging event that has the potential to 

create significant human distress and can overwhelm one’s usual coping 
mechanism.  A work-related event leading to notification of the Members 
Assistance Team (MAT) Commander in accordance with the VSP DIR 614 
Members Assistance Policy shall be considered the threshold by which a 
department member or employee is deemed to have been involved in a 
critical incident. Any use of lethal force or use of force resulting in serious 
bodily injury or death of an individual will also be deemed a critical incident.  

  
2.2 Administrative Leave with Pay – A designation where a member is placed 

on a leave status with no change to their personal leave balances.  
 

2.3 Administrative Leave Status – Duty status (with pay) of a member 
immediately following involvement in a critical incident.  A member placed 
on such status shall not engage in or initiate enforcement functions other than 
in exigent circumstances. 

 
2.4 Administrative Duty Status – The work status of a member returning to duty 

following involvement in use of lethal force or use of force resulting in serious 
bodily injury or death of an individual.  A member placed on this status shall 
not engage in or initiate enforcement functions other than in exigent 
circumstances.  Administrative duty status is a separate designation from 
administrative leave status.  A member will only be placed on administrative 
duty status following a prescribed period of administrative leave with pay 
and with clearance from the department clinician.  A member(s) will remain 
on this status until the Attorney General and State’s Attorney Offices have 
completed their review of the investigation performed by the Criminal 
Division and the investigation performed by the Internal Affairs Unit is 
complete.  

https://powerdms.com/link/VSP/document/?id=193575
https://powerdms.com/link/VSP/document/?id=193575
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3.0 Policy 

 
3.1 The Vermont State Police shall require that member(s) involved in a critical 

incident related to the use of lethal force or use of force resulting in serious 
bodily injury or death of an individual be placed on administrative leave 
status immediately following the event. 
  

3.2 Member involvement in critical incidents related to the use of lethal force or 
use of force resulting in serious bodily injury or death shall result in an 
investigation by the Internal Affairs Unit, in addition to the investigation by 
the Criminal Division. See also VSP-DIR-702 Reporting Use of Lethal Force.  
 

3.3 A member involved in a critical incident related to use of lethal force or use 
of force resulting in serious bodily injury or death of an individual will 
remain on administrative leave status for 5 calendar days and until a formal 
interview is completed.  

 
3.4 A member and/or employee(s) involved in a critical incident not related to 

the use of force, may be placed on administrative leave with pay at the 
discretion of the Director.  

 
4.0 Procedure 

 
4.1 Administrative leave with pay shall be granted by the Director following a 

critical incident.   
 

4.2 Member(s) involved in a critical incident related to use of force: 
 

A. Immediately following a critical incident, the member will be placed on 
administrative leave status. 

  
B. While on administrative leave status, a member will perform tasks related 

to the critical incident as required, will meet with the department 
clinician, and complete the formal interview for any pending 
investigation. During this time, the member on administrative leave 
status shall not engage in or initiate enforcement action other than in 
exigent circumstances.  Efforts will be made to keep the member on the 
same shift schedule as prior to the incident.  

 
C. Upon completion of the formal interview and after 5 calendar days from 

the incident, the member is authorized to return to administrative duty 
status in accordance with 4.2(E) of this policy. The period of 

https://powerdms.com/link/VSP/document/?id=193673
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administrative leave with pay may be extended at the discretion of the 
Director.  

 
D. The duration of leave shall include the member’s regular days off. 

 
E. The member shall meet with a department clinician for debriefing and 

counseling services prior to returning to duty. Communications between 
the member and a department clinician shall be confidential.  However, 
the clinician shall report to the Director his/her conclusions as to the 
member’s fitness to return to work.   
 

F. Upon the conclusion of the prescribed period of administrative leave, 
with clearance from the department clinician, and the approval of the 
Director, the member is eligible to return to work on an administrative 
duty status.   

 
G. With the goal of normalizing activity, a member assigned to 

administrative duty status will return to work in business attire, carrying 
his/her duty weapon, and operating an unmarked cruiser. During this 
time, the member on administrative leave status shall not engage in or 
initiate enforcement action other than in exigent circumstances.    

 
H. A member will remain on administrative duty status until the Attorney 

General and State’s Attorney Offices complete a review of the 
investigation performed by the Criminal Division.  At this stage, the 
Director will determine the duty status of the member.   

 
4.3 Member(s) or employee(s) involved in a critical incident not related to use of 

force by the member: 
 

A. With the approval of the Director, a member or employee involved in a 
critical incident shall be immediately placed on administrative leave with 
pay for no less than five (5) calendar days.  

 
B. The duration of leave shall include the member’s or employee’s regular 

days off.  
 

C. The member or employee shall meet with a department clinician for 
debriefing and counseling services prior to returning to duty. 
Communications between the member and a department clinician shall 
be confidential.  However, the clinician shall report to the Director his/her 
conclusions as to the member’s or employee’s fitness to return to work. 
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D. Upon the conclusion of the authorized period of administrative leave, 
with the clearance by the department clinician, fulfillment of any training 
needs, and the approval of the Director, the member or employee may 
return to work on a regular duty status.  

 
4.4 Supervisor Responsibilities 

 
A. The commanding officer of a member placed on administrative leave 

status or administrative leave with pay must send email notification to 
Human Resources, Payroll, and the Director’s Office with the following 
information: 

 
1. Date the member is starting administrative leave 

 
2. Where the incident took place 

 
3. The anticipated amount of time the member will be on administrative 

leave with pay.  
 

B. If the administrative leave with pay is extended, the commanding officer 
of the member must notify Human Resources and Payroll of the 
additional time the member will remain on administrative leave with pay.  

 
Effective January 23, 2016 
Revised June 28, 2018 
Revised September 19, 2019 
Revised July 27, 2022 
 
The Vermont State Police Manual provides only internal Vermont State Police guidance.  It is not intended to, does not, 
and may not be relied upon to create any rights, substantive or procedural, enforceable at law by any party in any civil, 
criminal, or administrative matter.   It is not intended to and does not apply in any criminal or civil proceeding outside 
of internal Department proceedings. No policy included in this publication should be construed as creating a higher 
legal standard of safety or care in an evidentiary sense with respect to third party claims. 


