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POLICY MANUAL &Y

Prioritization of Case Intake Review and Investigation | 12/10/2025

Authorizing Source: RCW 43.101.105 Applies to:

PURPOSE:

The Commission recognizes that timely, thorough, and efficient handling of certification
investigations is essential to promoting public trust and confidence in law enforcement,
as well as public and officer trust in the state’s accountability system. Appropriate
allocation of agency resources is necessary to further these objectives, giving the
highest priority to cases where there is a potential for ongoing harm or injury to
members of the public or an officer’s colleagues, and the allegations, if true, would
require mandatory decertification. Staff will prioritize handling of certification matters in
accordance with this policy.

. DEFINITIONS:

Allegation Categories — Short phrases assigned to a case in Kaseware to describe and
track the alleged misconduct involved in each case. These allegations generally track
the categories of misconduct listed in RCW 43.101.105.

Case Priority Number — A number, ranging from 1-3, given to each case in the
Kaseware case management system, with 1 designating the highest priority.

Certification Investigation — Any investigation to determine if the preponderance of the
evidence supports action against a certified officer's peace or corrections officer
certification.

Employed — The officer is certified and actively employed with a law enforcement or
corrections agency. Officers on Administrative Leave are considered Employed.

Hearing Panel Members — Individuals appointed to determine the final outcome of
decertification administrative hearings pursuant to RCW 43.101.380.

Intake — The initial case status after the Certification Bureau receives a complaint or
agency report, logs the incident, and assigns a case number.

Intake Review Summary — A written summary of the allegations, evidence and analysis
supporting a recommendation for administrative closure or referral for a Certification
Investigation.

Separated — The officer is certified but not actively employed with a law enforcement
agency, either through resignation, retirement, or termination.
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lll. POLICY:

A. As part of the Intake process, staff will review the complaint or agency notice, and
associated materials and assign appropriate Kaseware Allegation Categories and
a Case Priority Number.

B. Initial Case Priority Numbers are assigned consistent with the chart attached
hereto as the “Investigative Priorities Appendix.”

1. Cases are assigned a priority level of 1-3, with 1 being the highest priority.

2. If an officer is currently Employed, the Case Priority Number from the “Current”
column applies.

3. If an officer is not currently Employed, the Case Priority Number from the
“Separated” column applies.

4. If a Separated officer returns to active employment, the case priority should be
adjusted to the “Current” column.

5. Cases involving current Chiefs, Sheriffs, and Hearing Panel Members receive
an initial Case Priority Number of 1.

C. Cases should be prioritized for review and drafting of Intake Review Summaries
and assignment for Certification Investigation based on Case Priority Numbers and
the date the case is entered into the case management system.

D. Case Priority Numbers are subject to revision, and Certification managers can
approve adjustment in priority of an individual case based on the totality of the
circumstances.

1. Examples:

If staff receive information (e.g., through a pre-hiring certification check)
that a Separated officer is actively seeking employment, staff should
determine whether the case should be adjusted upward.

During an investigation that does not initially include an allegation related
to truthfulness, Certification develops reason to believe that the officer
was dishonest during the underlying agency investigation or with
Certification staff. Staff should determine whether the Case Priority
Number should be adjusted upward.

During an investigation, a working officer laterals to an out-of-state agency
and revocation would not preclude certification in the other state. Staff
should determine whether the Case Priority Number should be adjusted
downward.

2. Any change of a Case Priority Number should be recorded in Kaseware and
noted in the Case Action Log with a reason for the change.



