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•  Introduction

Mission Statement

Audit Authority and Responsibilities

Confidentiality and Independence

•  •  Mission Statement

The mission of the Audit and Accountability Bureau (AAB) is to provide an
independent, objective, thorough analyses designed to assess and
improve our policies, procedures, and practices.  AAB supports the
Department in accomplishing its objectives by undertaking systematic
disciplined audits and non-audit functions in the effectiveness of the
Department’s risk management, internal controls, and governing
processes.  In doing so, AAB assists in bringing transparency and
accountability to the Department’s operations and management.

 

Manual of Policies and Procedures, Section 3-04/040.00, Audit and
Accountability Bureau

•  •  Authority and Responsibilites

AAB is granted Departmental internal oversight authority by, and reports
directly to, the Sheriff.  AAB is granted complete access to all Department
records (manual or electronic), physical properties, and personnel relevant
to audits and non-audit functions, including but not limited to all search
warrants, confidential informant packages, arrest and incident reports,
complaint inquiries, criminal investigations, administrative investigations,
use of force investigations, electronic communications, personnel
records, and any documents deemed necessary.  All documents and
information provided to internal auditors during an audit will be handled
with confidentiality and due consideration.
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Manual of Policies and Procedures, Section 3-04/040.10, Authorization

 

The Audit and Accountability Bureau shall, at the direction of the Sheriff or
his designee: Conduct Law Enforcement Performance Audits;

Develop an annual audit plan;

Be guided by Generally Accepted Government Auditing Standards;

Conduct non-audit functions, examinations, reviews, agreed upon
procedures, and special projects;

Serve as a resource to other Department units in conducting audits;

Review established systems, policies, and procedures to evaluate
compliance with laws and regulations;

Evaluate plans and actions taken to correct reported issues and
concerns; and

Convene Shooting Analysis Committee meetings and assess
employee involved shootings and critical incidents when called upon
by policy and/or the Critical Incident Review Panel.

 

Manual of Policies and Procedures, Section 3-04/040.30, Responsibilities

•  •  Confidentiality and Independence

The Audit and Accountability Bureau (AAB) adheres to the Department’s
Manual of Policy and Procedures (MPP), Unit Orders, and Generally
Accepted Government Auditing Standards (GAGAS) pertaining to audits or
other related projects, including requests from external entities.  All
personnel who conduct or assist with these projects are required to
exercise confidentiality and be free from personal and/or external
impairments to independence, which may compromise professional
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judgment.

 

The AAB conducts Audit/Projects under the guidance of the GAGAS. 
These professional standards, also known as the “Yellow Book,” provide a
framework for performing high-quality audit work with competence,
integrity, objectivity, and independence to provide accountability and to
help improve operations and services.  The GAGAS (General
Requirements for Complying with Government Auditing Standards §2.15,
Relationship between GAGAS and Other Professional Standards)
recognizes that for performance audits, auditors may use other
professional standards.  This would include the International Standards for
the Professional Practice Framework (IPPF), also known as the “Red
Book,” and is authored by the Institute of Internal Auditors.

 

All projects assigned to the AAB are deemed confidential and sensitive in
nature until the Unit Commander authorizes the release or publication of
the information.  All members of the AAB will exercise the utmost
discretion and maintain the integrity of all information related to any
project.  Members will not disclose any information for professional or
personal use without the approval of the Unit Commander or their
designee.  (See Attachment 1)

•  Administrative

Auditing Duties and Responsibilities (Audits/Projects)

Audit and Accountability Bureau Training Office

Personnel Mentoring Program

Audit Training and Continuing Professional Education

•  •  Auditing Duties and Responsibilities

Unit Commander
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Operations

Audit Team Lieutenant (Team Lieutenant)

Head Compliance Officer (HCO)

The Audit Team

Project Manager

Assistant Project Manager

Quality Assurance Reviewer

Operations Assistant

•  •  •  Unit Commander

The Unit Commander is the chief auditor for the Audit and Accountability
Bureau, who is responsible for the final review and approval of all audits
and special projects. The Unit Commander effectively manages these
responsibilities by communicating with Department management. 
Responsibilities include but are not limited to:

Approve the Annual Audit Plan.

Approve Proposal Memorandums.

Conduct roundtable discussions with the audit team as necessary.

Approve Executive Summaries and reports.

Receive and acknowledge response memorandum from the auditee.

Communicate project results to Department executives, the Office of
Inspector General, and other Department management.

•  •  •  Operations

Operations personnel are responsible for reviewing and processing
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project-related correspondence, draft and final reports for the Unit
Commander’s review and approval.  Responsibilities include but are not
limited to:

Review proposal memorandums and assign project numbers as
approved by the Unit Commander.

Track and monitor the progress of all projects.

Review draft and final reports and communicate the edits when
necessary to the project manager, Head Compliance Officer (HCO), or
team lieutenant.

Facilitate the request for a response memorandum, via email, from the
auditee.

Distribute final draft reports to Executive Management and the Office
of Inspector General for their review.

•  •  •  Audit Team Lieutenant (Team Lieutenant)

The team lieutenant will provide administrative supervision and guidance
for the assigned team personnel and related projects.  Responsibilities
include but are not limited to:

Review, approve, and submit proposal memorandums to Operations
for Unit Commander approval.

Assign projects to team personnel and identify the project manager
and assistant project manager.

Review and approve all phases of the audit process and
documentation to ensure timeliness.

Participate in entrance and/or exit meetings.

Facilitate communication between Department management.

Conduct meetings with team personnel to obtain updates and provide
guidance.
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Supervise the Quality Assurance Review phases.

Ensure edits for reports are completed.

Review final audit binders for completeness. 

 

•  •  •  Head Compliance Officer (HCO)

The HCO will review all phases of the audit to ensure consistency with
auditing standards.  The HCO assists the Audit Team Lieutenant, regarding
the supervision of the auditors, both sworn and civilian.  Responsibilities
include but are not limited to:

Provide audit expertise and guidance to the Unit Commander and all
members of the AAB.

Develop the Annual Audit Plan which addresses settlement
agreements, Department of Justice mandates, and management
departmental risk issues.

Attend entrance and/or exit meetings as necessary.

Participate in and/or conduct meetings with the audit team.

Monitor each phase and ensure the timeliness of the audit.

Ensure the accuracy of the draft report and communicate necessary
edits to the project manager.

Review Quality Assurance notes.

Review the completed binder checklist.

Ensure completed projects are archived.

•  •  •  The Audit Team

The audit team is comprised of law enforcement auditors, both sworn and
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civilian.  This team is responsible for completing mandated and risk based
audits.  The team will take direction from the team lieutenant and oversight
from the HCO.  The team lieutenant and HCO are responsible for identifying
a Project Manager and Assistant Project Manager for each audit.

•  •  •  Project Manager

The project manager is responsible for completing each step of the audit
process.  The project manager position can be assigned to a sergeant or a
Law Enforcement Auditor (LEA), as this position is interchangeable. 
Responsibilities include but are not limited to:

Prepare a proposal memorandum for Unit Commander approval.

Develop the audit/project work plan by researching previous audits,
including relevant Department policy and procedures, federal, state,
and local laws, and legal agreements.  

Communicate any areas of concern to the Audit Team Lieutenant and
HCO.

Prepare an Entrance Meeting Memorandum and schedule an entrance
meeting with the auditee.

Identify the audit population.

Prepare work papers.

Identify and collect evidence and data.

Develop the testing instruments.

Conduct and oversee fieldwork and completion of testing instruments.

Conduct analysis of results.

Provide weekly updates to the Audit Team Lieutenant and HCO. 

Provide ongoing communication with the quality assurance reviewer.

Ensure all Quality Assurance notes are addressed and cleared.
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Ensure that the audit is conducted in accordance with auditing
standards.

Ensure that work papers directly support results.

Inform the auditee of audit results.

Schedule and conduct an exit meeting with the auditee.

Prepare the draft and final audit reports.

Present audit results to Department executives as needed.

Ensure work papers are complete, organized, and maintained in the
shared files.

Organize the audit binder and submit to the Team Lieutenant for
review.

•  •  •  Assistant Project Manager

The assistant project manager is responsible for assisting the project
manager in completing each step of the audit process.  This position is
also interchangeable and may be a sergeant or an LEA.  Responsibilities
include but are not limited to:

Participate in all meetings with the project manager.

Participate in the entrance and/or exit meeting with the auditee as
necessary.

Assumes role of the Project Manager in his/her absence or
reassignment.

•  •  •  Quality Assurance Reviewer

The quality assurance review shall be conducted in accordance with
auditing standards.  Responsibilities for the Quality Assurance Reviewer
but not limited to:
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Participate in audit team meetings as needed.

Monitor and maintain open communication with the project manager
throughout the audit process.

Determine if the population selected for testing is sufficient and
appropriate with an unbiased approach.

Determine if the audit objectives are properly formulated and correlate
to the required criteria.  The criteria should be relevant, cited verbatim
according to the reference, and directly support the objectives.

Ensure the testing instruments are measurable and relevant to
support the criteria with a clear disposition.

Review the draft report to ensure the findings are consistent with the
written narrative results, as supported by the evidence.

Confirm audit work papers directly support results.

Compile written notes for clarification of areas that are not
appropriately cited or supported by the audit work papers.

Ensure the project manager provides a written response for each note.

•  •  •  Operations Assistant

The operations assistant is responsible for but are not limited to:

Perform administrative duties to assist the audit team.

Attend audit team meetings as necessary.

Assist the HCO with the archiving process.

Maintain and update the Audit Team Tracker. 

•  •  Audit and Accountability Bureau Training Office

Training Sergeant
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Personnel Mentoring Program

Audit Training and Continuing Professional Education

Continuing Professional Education

•  •  •  Training Sergeant

The Training Sergeant’s responsibilities include but are not limited to:

Schedule and supervise bureau training for all AAB personnel.

Complete Mentoring Program for all AAB personnel.

Monitor Continuing Professional Training and Continuing Professional
Education.

Ensure staff are compliant with Department training policies and
procedures.

Organize and retain personnel training folders and certificates.

Liaison with Department training and external training groups.

Prepare all documentation for travel training for personnel attending
training.

Complete special projects assigned by management.

•  •  Personnel Mentoring Program

The Mentoring Program was designed to ensure all AAB personnel are
provided direction and training to complete their assignment.  The
program will provide assistance to minimize the need to learn through trial
and error.

The HCO and/or the Training Sergeant will act as the mentor(s) throughout
the mentoring program.  In addition to any other training or orientation
provided, the mentor(s) will have the responsibility to direct and monitor
the auditor throughout the identified assignments.  The auditor will
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acknowledge an understanding of the subjects listed for each
assignment.  The mentor(s) will guide personnel with subjects that require
further training.  The HCO and/or the Training Sergeant will be responsible
for monitoring the progress of the auditor.  The Auditor Mentoring Program
documents will be maintained in the AAB training files.  (See Attachment 2)

 

•  •  Audit Training and Continuing Professional Education

Training and education are critical to AAB personnel.  All AAB personnel
are required to attend the Basic Law Enforcement Performance Auditor
Course certified by the California Commission on Peace Officer Standards
and Training.  In addition, AAB personnel will also participate in the Los
Angeles County Sheriff Department’s Basic Law Enforcement Performance
Auditor Course (No. 22711).  The Training Sergeant is responsible for all
training related matters.

AAB personnel possess professional certifications which lend great
credibility to the AAB.  Each certification demands different Continuing
Professional Education requirements, and AAB personnel are responsible
for completing the required Continuing Professional Education hours
(GAGAS Section 4.16 - 4.29, Continuing Professional Education, General).

•  Audit Process

The Audit Process

Documentation

Internal Audit Follow-Up Procedures

•  •  The Audit Process

The AAB audit process is governed by the Generally Accepted
Government Auditing Standards (GAGAS) and is utilized in all audit related
projects.  See the Audit Process flow chart, (See Attachment 3). 
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•  •  •  Audit Proposal

The audit proposal is the first step of the audit process.  The team
lieutenant and the HCO will assign the audit to the project manager, which
is to be approved by the Unit Commander.  (GAGAS §4.02 – 4.11,
Competence, §8.31 – 8.32, Assigning Auditors).  The project manager will
submit a proposal memorandum to the Unit Commander for approval. 
(See Attachment 4)  Once the memorandum is approved, a project number
is issued by Operations.  The project manager will utilize the Project
Manager Duties and Responsibilities Checklist to assist in the completion
of each phase of the audit.  (See Attachment 5) 

•  •  •  Audit Work Plan Development

The project manager begins the planning phase of the audit and develops
the Audit Work Plan (GAGAS §8.03 – 8.07, Planning, §8.33 – 8.35,
Preparing a Written Audit Plan).  The project manager will develop the work
plan according to the scope of the audit/project. The Audit Work Plan
documents the audit objectives and addresses relevant risks.  The Audit
Work Plan will include the audit scope and methodology, which support
the audit objectives.  This provides assurance that the data gathered is
sufficient and appropriate.  (See Attachment 6)  Once the Audit Work Plan
prepared, the project manager will submit it to the Unit Commander for
approval.

Auditors also conduct various projects, including examinations, reviews,
compilations and agreed upon procedures, and are required to apply the
same auditing standards and processes (GAGAS §7.34, Examination
Engagement Documentation). 

The project manager should determine the audit population, including the
best way to retrieve that data.  The population may vary depending upon
the audit.  Population is defined by the Institute of Internal Auditors as the
following:

...Population is defined as, the entire set of data from which a sample is
selected and about which the internal auditor wishes to draw conclusions.
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•  •  •  Entrance Meeting with Auditee

The entrance meeting is conducted to inform the auditee of details
regarding the audit (GAGAS §8.20 - 8.26, Auditor Communication).  The
project manager will contact the auditee to schedule and conduct the
entrance meeting.  During this time, the project manager will present the
entrance meeting memorandum, discuss the audit objectives, scope, time
period, and request for a designated contact person.  This is an interactive
process in which the auditee may ask questions and make suggestions
regarding audit related issues.  (See Attachment 7)

•  •  •  Fieldwork/Testing/Analysis

Fieldwork is conducted according to requirements for performance audits
under the guidelines of GAGAS.  The fieldwork requirements relate to
planning the audit; conducting the entrance meeting, providing direction
to the audit team members, obtaining audit evidence; and preparing all
audit documentation (GAGAS §8.02, Fieldwork Standards for Performance
Audits) 

The Institute of Internal Auditors defines audit evidence as the information
obtained through observing conditions, interviewing people, and
examining records.  Audit evidence is documentation and information
which supports conclusions.

The project manager may begin fieldwork as soon as the entrance meeting
is completed by collecting the necessary documentation and information. 
The project manager will collect relevant audit evidence to address the
audit objectives.  The project manager may use Departmental databases
or other resources to identify the population.  These resources can be
reconciled to ensure the completeness of all evidence.  The project
manager should perform inquiries with Department personnel and conduct
observations.  (GAGAS §8.77, Identifying Sources of Evidence and the
Amount and Type of Evidence Required, and §8.108, Overall Assessment
of Evidence).

The project manager is responsible for the development of the testing
instrument(s).  The testing instrument(s) provides the data analysis to
support the results of the audit.  Questions should be simple and be
developed for “Yes” or “No” type responses.  Other responses may
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include “Not Applicable” or “Unable to Determine,” for which a comment
would be required.  (See Attachment 8) 

 

 

•  •  •  Review of Audit Results

After completing the testing instrument, the project manager will review the
results and develop audit findings.  Throughout the audit, the project
manager will coordinate and discuss preliminary results with the auditee. 
These preliminary results may be used by the auditee to initiate corrective
action plans before the completion of the audit.  (GAGAS §8.116 – 8.131,
Findings, and §9.24, Reporting Findings, Conclusions, and
Recommendations). 

•  •  •  Draft Report

The project manager is responsible for writing the audit report (GAGAS
Chapter 9, Reporting Standards for Performance Audits).  The report shall
contain the following:

Objectives, scope, and methodology of the audit.

Audit results, including findings, conclusions, and recommendations,
as appropriate.

A summary of the views of responsible officials.

The report may include sections entitled “Other Related Matters” or
“Additional Information.” 

Other Related Matters are defined as issues that are not measured
within the scope of the audit; however, they may be supported by
another Department policy or procedure.  Other Related Matters
may pose a risk to the audit subject and may continue to do so if
not addressed. 

The “Additional Information” section often supplies valuable
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statistical data to the auditee. 

All audit reports will be watermarked with “DRAFT” until the final report is
completed.  The project manager is responsible for submitting the draft
report for final review to the Team Lieutenant, the HCO, Operations, and
ultimately the Unit Commander.

•  •  •  Quality Assurance Review

The project manager will provide the quality assurance reviewer with the
work plan, the draft audit report, access to all audit work papers, and
shared files.  The quality assurance reviewer verifies the audit population,
testing instrument(s), and the validity of the criteria.  This process is a
comprehensive review to evaluate if the results and conclusions are
appropriately supported and begins during the Planning phase continuing
until the draft report is completed.  (GAGAS §5.22, Engagement
Performance, General). 

The quality assurance reviewer develops a list of notes in the established
format, to include the page, section, and/or paragraph for the identifying
note.  (See Attachment 9)  The notes should be concise, free of biased
opinion, and based on factual information.  The reviewer shall make every
effort to perform research and communicate with the project manager to
clarify information.

The project manager is responsible for responding to each note with a
disposition.  If the project manager disagrees with the note, they must
show evidence or reason for their disposition.  A meeting will be
conducted to resolve disagreements of notes.  Notes will be reviewed in
open discussion with the team lieutenant and HCO.  If an agreement
cannot be reached, the Unit Commander and audit team will initiate a
Round Table to resolve issues.

•  •  •  Exit Meeting and Review

The exit meeting is conducted to provide the auditee with the final results
of the audit (GAGAS §8.20 - 8.26, Auditor Communication).  The project
manager will provide details of the findings, at which time the auditee can
discuss the results.  The team lieutenant and/or the HCO will attend the
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meeting along with the project manager and assistant project manager. 
After the exit meeting, Operations distributes a draft copy of the report to
Executive Management.  The auditee will have the opportunity to submit a
formal memorandum response to be addressed to the Unit Commander of
the AAB.  The final draft report is also provided to the Office of the
Inspector General for their review.

•  •  •  Final Report

The final report is to be completed once the formal response is received. 
The auditee will provide a formal response memorandum stating
concurrence or non-concurrence with the audit results (GAGAS Chapter 9,
Reporting Standards for Performance Audits).  The project manager
prepares the Executive Summary Memorandum once a response is
received.  If a response is not received, the project manager will
summarize the exit meeting discussion within the “Views of Responsible
Officials” section of the audit report.

The final report shall include the Executive Summary, the formal response
memorandum (if any), and the final report.  The project manager, assistant
project manager, and the HCO will sign the final report before submitting to
Operations for the Unit Commander’s approval.  

•  •  •  Executive Distribution

Once the Unit Commander approves the final report, it is delivered to the
Office of the Sheriff. (GAGAS §9.56, Report Distribution)

•  •  Documentation

Audit Documentation

Archiving and Retention

•  •  •  Audit Documentation

The project manager will ensure the following:
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A binder is created to retain all work papers and original documents.

All team members shall store all work papers in the binder.

A Table of Contents is included to ensure organization.

Create and electronic file for storing audit documentation (electronic
audit work papers.)

All documents containing original signatures and notes will be
scanned for storage.

•  •  •  Archiving and Retention

All audit reports including original signatures are maintained in the AAB
office.  The project manager submits the completed audit binder and the
electronic shared folder to the Team Lieutenant for review.  Once this
review is complete, the Team Lieutenant signs the binder review checklist
and submits the documentation to the HCO for archiving.

All completed binders are stored in a secured file cabinet at AAB.  The
location of the file folders is documented and maintained within the shared
files, entitled the AAB File Catalog folder entitled Master Archive Catalog. 

Operations will update and maintain the Master Archive Catalog.  The
retention time of documents are processed as directed by the
Department’s Manual of Policy and Procedures Section 5-07/290.15,
Administrative Documentation/Materials.  The minimum retention
requirement for audit documentation and special project documentation is
3 years.  Shooting analysis documentation is kept indefinitely.  The Unit
Commander has the discretion to extend the retention of all audit
documents.

•  •  Internal Audit Follow-Up Procedures

The follow-up phase of the audit process (interdepartmental) begins 30-
days after the audit report is completed.  The initial request for follow-up
will be sent via County mail and Department e-mail.  The due date for
response to the recommendations will be indicated in the request.  The
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status of all recommendations are categorized by the following three
dispositions:

Implemented – The Departmental unit(s) supported and fulfilled all
elements of the recommendation.

In-Progress – Based on the information provided, the Departmental
unit(s) support the recommendation and are in progress of fulfilling all
elements of the recommendation.  Additional follow-up is required.

Not Implemented – The recommendation was not fulfilled
(management disagrees or; unable to implement or; process already
changed).

Responses may be provided in a memorandum, completed
recommendation response plan, corrective action plan, or another form of
similar correspondence.  Proof of practice and supporting documentation
will be required in order to deem the recommendation as “Implemented.”

After the initial follow-up request, the AAB will continue to contact the
concerned auditee, or designee, on an on-going basis, and request a
status update of the implementation process until the recommendation(s)
is categorized as “implemented” or “not-implemented.”

All responses and any actions taken by the respective executive
managers in an effort to successfully resolve the recommendations will be
documented.  The status of all recommendations will be tracked and all
data will be provided to the Sheriff, and his staff, on a monthly basis.  All
recommendations that have not been implemented will be presented to the
Sheriff in the Semi-Annual Recommendations Follow-Up Report, which
outlines the details of all responses. 

•  Special Projects

External Projects

Shooting Analysis Committee

•  •  External Projects
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The Department periodically receives reviews, audits, evaluations,
analyses reviews, and other reports conducted by external entities. 
External entities are organizations outside the Los Angeles County
Sheriff’s Department, such as, but not limited to, the Los Angeles County
Office of Inspector General (OIG), California State Auditor, Civilian
Oversight Commission (COC), and Sybil Brand Commission for
Institutional Inspections. 

Upon the AAB’s receipt of any report by an external entity requiring a
formal Department response, the AAB will draft the formal response, on
behalf of the Sheriff, based on the information provided to the
Constitutional Policing Advisor by the concerned Department unit(s). 

External requests sent to AAB will be assigned a tracker number.  The
request will be sent to the concerned unit for analysis and response,
whether formal or informal.  AAB will collect the information, track the
response, and record all actions under the respective tracker number.

After receiving the response from the concerned unit, AAB will forward the
response to the requester.  In instances where the nature of the request
deems it appropriate to do so, AAB may forward the response to the
concerned Department executive for dissemination approval.  Should a
formal response be provided by the executive level of the Department, or
if AAB forwards the response directly to the requester, AAB will receive
and retain a copy of the response in AAB’s electronic files.

The AAB will forward the formal response draft to the Executive Offices for
review and approval by the Sheriff and/or designated Executive Staff. 
After the formal response to the recommendations is provided, the AAB
will monitor all recommendations and Department actions.

The AAB will maintain contact with the concerned Assistant Sheriff, or
designee, regarding status updates (i.e. completed recommendation
response plans, corrective action plans, and/or supporting
documentation).

All follow-up action information will be recorded on a tracker maintained by
AAB's Special Projects Lieutenant.

•  •  Shooting Analysis Committee
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Introduction

Team Lieutenant Responsibilities

Team Sergeants Responsibilities

Professional Staff Responsibilities

 

 

•  •  •  Introduction

Shooting Analysis Committee

The AAB has administrative responsibility for the Shooting Analysis
Committee (SAC) process (MPP 3-09/330.05, Shooting Analysis
Committee).  The SAC is chaired by the AAB Unit Commander and
comprised of the AAB Special Projects Team Lieutenant, team
investigators, the Constitutional Policing Advisor, the Chief Legal Advisor,
and a lieutenant from the following units:

Homicide Bureau (for hit shootings only)

Training Bureau

Risk Management Bureau

Special Enforcement Bureau

Internal Affairs Bureau (for non-hit shootings)

The involved employee’s unit of assignment

The AAB Special Projects Team is responsible for conducting Shooting
Analyses.  All projects will be conducted in accordance with Department
policy.  The team is comprised of a lieutenant, sergeants, and professional
staff.  All Shooting Analyses are to be completed within 30 days from the
Critical Incident Review Panel (CIRP) unless otherwise directed by the CIRP
and/or AAB Unit Commander.
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The Sheriff may direct a Special Shooting Analysis of any current
Department members who were previously involved in three or more
shootings.  Special Shooting Analyses are to be completed within 30 or 60
days after being assigned by the AAB Unit Commander.  The completion
time may be extended upon AAB Unit Commander approval.

•  •  •  Team Lieutenant Responsibilities

The team lieutenant will provide supervision and guidance over assigned
personnel.  Responsibilities include but are not limited to:

Attend the initial CIRP presentations.

Verify all relevant documents and information are collected.

Ensure all personnel assigned to the SAC are provided pertinent
documents for their review prior to the SAC.

Conduct AAB (pre-CIRP) meetings, assess all PowerPoint
presentations and reports.

Ensure all personnel assigned to the CIRP are provided pertinent
documents for their review prior to the CIRP.

Attend Shooting Analysis presentations for the CIRP.

•  •  •   Team Sergeants Responsibilities

The team sergeants are responsible for completing each step of the
Shooting Analysis.  Responsibilities include but are not limited to:

Attend the initial CIRP.

Conduct fieldwork and obtain all necessary documents and
information.

Place electronic copies of all documents obtained in the SAC shared
folder.

Create a Shooting Analysis binder to ensure essential information is
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available for each SAC presentation and the CIRP.  (See Attachment
10)

Review all documentation to assess the incident from a tactical,
training, and risk management perspective.

Prepare PowerPoint presentations summarizing the incidents in
chronological order utilizing the PowerPoint template.  (See
Attachment 11)

Retain draft reports and draft PowerPoint presentations in the AAB
shared files.

Present Shooting Analyses to SAC members.

Revise presentations with any new information gathered from SAC
findings. 

Submit draft reports and printed PowerPoint presentations to the AAB
Shooting Analysis Professional Staff member for initial review.

Forward Shooting Analyses to team lieutenant for secondary review.
 (See Attachment 12)

Present Shooting Analyses to CIRP.

Provide the final report to the AAB Unit Commander for final review
and approval.

•  •  •  Professional Staff Responsibilities

The professional staff is responsible for organizing the SAC.  Professional
staff responsibilities include but are not limited to:

Obtain project numbers from AAB Operations.

Track and monitor target dates and deadlines.  (See Attachment 13)

Conduct initial review of draft reports and printed PowerPoint
presentations.
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Schedule pre-CIRP discussion.

Create a secure electronic folder for the Shooting Analysis in the AAB
shared files.  Professional staff will allow access into the AAB Shared
File for SAC members to review Shooting Analysis documentation.

Identify the SAC members and send notification of presentation
meetings.

Submit the SAC final report to select Department Executives.

Coordinate the CIRP presentation and prepare binders for participants.

Assist the team sergeants in organizing the Shooting Analysis
documents for the archiving binder before and after the CIRP
presentation.  The Shooting Analysis archiving checklist shall be used
for document organization.  (See Attachment 14) 

Maintain the updated disposition status of the involved employee
named in the Shooting Analysis.

Email the updated tracker to Special Projects Team personnel and
AAB Operations weekly.

•  Appendix

Introduction

Attachment 1 – Agreement of Confidentiality and Independence Statement

Administrative

Attachment 2 – Personnel Mentoring Program Task List

Audit Process

Attachment 3 – Audit Process Flow Chart

Attachment 4 – Project Proposal Memorandum Sample

Attachment 5 – Project Manager Duties and Responsibilities Check List
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Attachment 6 – Work Plan Sample

Attachment 7 – Entrance Meeting Memorandum Sample

Attachment 8 – Testing Instrument Sample

Attachment 9 – Quality Assurance Review Notes Sample

Special Projects

Attachment 10 – Shooting Analysis Committee Quality Assurance
Checklist

Attachment 11 – Shooting Analysis Committee PowerPoint

Attachment 12 – Shooting Analysis Committee Report Template

Attachment 13 – Shooting Analysis Committee Timetable

Attachment 14 – Shooting Analysis Committee Archiving Binder Checklist

 

•  •  Attachment 1 â€“ Agreement of Confidentiality and Independence Statement
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•  •  Attachment 2 â€“ Personnel Mentoring Program Task List
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•  •  Attachment 3 â€“ Audit Process Flow Chart
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•  •  Attachment 4 â€“ Project Proposal Memorandum Sample
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•  •  Attachment 5 â€“ Project Manager Duties and Responsibilities Check List
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•  •  Attachment 6 â€“ Work Plan Sample
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•  •  Attachment 7 â€“ Entrance Meeting Memorandum Sample
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•  •  Attachment 8 â€“ Testing Instrument Sample
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•  •  Attachment 9 â€“ Quality Assurance Review Notes Sample
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•  •  Attachment 10 â€“ Shooting Analysis Committee Quality Assurance Checklist
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•  •  Attachment 11 â€“ Shooting Analysis Committee PowerPoint
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•  •  Attachment 12 â€“ Shooting Analysis Committee Report Template
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•  •  Attachment 13 â€“ Shooting Analysis Committee Timetable
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•  •  Attachment 14 â€“ Shooting Analysis Committee Archiving Binder Checklist
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