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C. Staff Meetings of the Division Commanders or
Directors and District Commanders.

1. Each division commander or director and district commander shall
meet at least once every two (2) weeks with all Lieutenants, Captains and com-
parable civilian managers within their division or district.

2. Each division commander or director and district commander shall
ensure that a staff meeting is held at least once a month for ali sergeants and
comparable civilian managers within their division or district. These meetings
may be held in conjunction with the meetings required in Cl above.

3. The division commander or director and district commander shall
determine both the time and place of the staff meetings. v

q. In the event that a subordinate official or supervisor is unable
to attend a staff meeting, he or she may designate an alternate to attend as his
or her representative.

D. Staff Meeting Minutes.

1. The Chief of Police, Assistant Chiefs of Police, division command-
ers or directors and district commanders shall be responsible for the preparation

s

of meeting minutes for each staff meeting held in compliance with this order.

2. Staff meeting minutes shall include a summary of all issues dis-
cussed and decisions reached unless the issue is of a confidential nature.

3. The staff meeting minutes shall be submitted to the official's im-
mediate supervisor and to the Director, Planning and Development Division, within
five days of the staff meeting.

4. FEach official holding staff meetings shall establish a staff meet-
ing minutes file for his or her unit. A copy of all minutes of staff meetings
held by the official shall be maintained in the file.

5.' The Director, Planning and Development Division, shall establish
and maintain a staff meeting minutes log book. Ail staff meeting minutes re-

ceived shall be entered into the log book and, filed in the appropirate file,
Administrative Files Section, Planning and Development Division.
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E. Departmental Staff Conferences.

1. At the direction of the Chief of Police, the Administrative Ser-
vices Officer shall initiate arrangements for each conference; publish appropri-
ate instructions and information prior to the conference; and shall prepare a
report detailing the results of the conference.

2.  The bureau heads shall select the officials who will organize the
conference, and additional ranking officials to monitor each conference.

3. Officials involved in the planning of each conference shall be
detailed to the Administrative Services Officer for the required time.

4, Sergeants, Lieutenants and Captains shall be alternately selected
by their commanding officers to attend each such departmental staff conference.
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aurice T. Turner, Jr.
Chief of Police
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At the direction of Cathy Lanier, Chief of Police ( Designee); the following changes in the schedules for the
«Command Phone Conference Call” and “Crime Briefings” will be implemented:

e Effective January 2, 2007, the «Command Phone Conference Call” will be held Tuesday through
Thursday at 0800 hours.

to 1000 hours.

and or attended the “Crime Briefings” shall continue to participate as outlined above.

Any questions concerning this message shall be directed to Assistant Chief Winston Robinson.

A

e Effective January 5, 2007, “Crime Briefings will be held on Mondays and Fridays from 0800 hours

All previously designated members, sworn and civilian, who engaged in the “Command Phone Conference Call
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