
























 
 

Department #4 
 

“Departmental Log Sheet Policy.”  The main topic of the “log sheets” is 
that officers must have at least two traffic stops per shift, with at least 

five “enforcement actions” (ticket or arrest) per pay period.  
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SUBJECT:  Departmental Log Sheets 

 

EFFECTIVE DATE: February 3, 2022 

 

 

I.     PURPOSE: 

 

The Police Department provides public safety services to all those in the city. 

The purpose of this policy it to provide documentation of the provision of those services. 

 

II.    POLICY: 

 

It is the policy of the  Police for patrol officers, supervisors, and detectives to 

complete a daily log sheet to document their activity during their assigned shift.  

 

III.PROCEDURES: 

 

 

A. Patrol Officers  

 

1. Patrol officers are to complete a daily log sheet documenting actions. 

a. The logsheet shall contain 

i. At least one interaction per hour of work. 

1. Misc. interactions can include calls for service, business 

checks, MVAs, community contacts, complaints, 

dispositions, etc. 

ii. At least two traffics stops per shift, with at least five enforcement 

actions issued per pay period. 

1. Enforcement Actions: 

a. Traffic Citation 

b. Misdomeanor Criminal Charge 

c. Felony Criminal Charge 

d. Warrant Arrest 

2. Patrol officers will also include their zone assignment, mileage driven, date, and 

shift worked on their log sheet. 

3. At the end of each shift, the officer will turn in their log sheet to their supervisor. 

 



 

B. Supervisors 

 

1. Supervisors are to complete a daily log sheet documenting at least one interaction 

per hour of work. 

a. The logsheet shall contain 

i. At least one interaction per hour of work. 

1. Misc. interactions can include calls for service, business 

checks, MVAs, community contacts, complaints, 

dispositions, etc. 

ii. At least one traffic stop per shift, with at least two enforcement 

actions issued per pay period. 

1. Enforcement Actions: 

a. Traffic Citation 

b. Misdomeanor Criminal Charge 

c. Felony Criminal Charge 

d. Warrant Arrest 

2. Supervisors will also include mileage driven, date, and shift worked on their log 

sheet. 

3. At the end of each shift, the supervisor will turn in their log sheet to the captain. 

4. Supervisors are responsible for maintaining an orderly record of log sheets which 

will be used in quarterly performance reviews.  

 

C. Detectives 

 

1. Detectives are to complete a daily log sheet documenting their daily activity and 

case(s) worked. 

a. Activities: 

i. At least two business checks per shift.  

ii. Document activities taken for their assigned case(s). 

2. Log sheets will be turned into the detective supervisor at the end of their shift.  

 

D. Detective Supervisor 

 

1. The detective supervisor is to complete a daily log sheet documenting their 

activity and cases worked. 

a. Activities: 

i. At least one business checks per shift.  

ii. Document activities taken for their assigned case 

2. Log sheets will be turned into the captain at the end of their shift.  

3. Supervisors are responsible for maintaining an orderly record of log sheets used in 

quarterly performance reviews.  

 

 

 



E.  Major Case, Special Assigments and Events that take up extended period of 

time. 

1.  Any event that takes an officer off of the road for an extended period of time 

may be considered when evaluating officers. 

 2.  If during any officer evaluation the officer falls below any standared and a 

supervisor believes that there is an acceptable reason (ie major case) a supervisor may in 

writing appeal to the Chief or Captian for a variance. 

 

 

 

 

 

By order of: 

 

________________ 

Chief of Police  




