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CALIFORNIA HIGHWAY PATROL 

GENERAL ORDER 100.103 

MARCH 2025 

CIVILIANS’ COMPLAINT SHORT FORM PROCEDURE 

1. PURPOSE.  The purpose of this General Order (GO) is to establish policy and 
procedures regarding the use of the Civilians’ Complaint Short Form (CCSF) process. 

2. BACKGROUND.  During a Civilians’ Complaint investigation, the existence of audio 
and video footage can aid investigators in determining the complaint finding.  Often, 
these recordings promote public trust and accountability by capturing the professional 
conduct of departmental employees while engaged with members of the public.  The 
proliferation of digital media, both internal and external, which captures the interactions 
of departmental employees with the public, allows for some Civilians’ Complaint 
investigations to be documented more concisely than current policies and procedures 
outlined in Highway Patrol Manual (HPM) 10.4, Citizens’ Complaint Investigations. 

3. POLICY. 

a. Civilians’ Complaint Short Form (CCSF). 

(1) The CCSF shall only be used for incidents captured by unedited audio and 
video footage (e.g., Wireless Mobile Video Audio Recording System 
[WMVARS], Body-Worn Cameras [BWC], surveillance video, civilian-provided 
video, and/or similar digital media), which clearly supports or refutes the 
complainant’s allegation(s) of employee misconduct.   

(2) The authenticity of any external audio or video footage shall be verified by 
the Computer Crimes Investigations Unit (CCIU) (e.g., footage obtained from 
non-departmental equipment).  

(3) The CCSF may be utilized, with commander discretion, for any Category II 
and “Other” complaint with any finding.   

(4) The CCSF may only be utilized, with commander discretion, for a 
Category I complaint with a finding of exonerated or unfounded for all 
allegations investigated.  It shall not be used for any Category I complaint in 
which the investigation yields any other finding for any allegation investigated. 
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(5) Civilians’ Complaint investigations without audio or video footage shall be 
documented according to standard procedures outlined in HPM 10.4, 
Chapter 7, Investigation Documentation. 

(6) Regardless of the existence of audio or video footage, the commander shall 
always have the discretion to document a Civilians’ Complaint investigation 
according to standard procedures outlined in HPM 10.4, Chapter 7. 

4. DOCUMENTATION.  Implementation of the CCSF includes an update to the 
electronic CHP 240, located within the Adobe Experience Manager (Refer to 
Annexes A, B, and C). 

a. CHP 240.   The electronic CHP 240 form includes the following updates: 

(1) Check box to indicate whether the CCSF will be utilized.   

(2) Section titled Evidence Type where investigators will note what type of 
audio or video footage is being attached as evidence.   

(3) Check box for evidence type and evidence number for any audio and 
video footage related to the complaint.  

(4) Section titled Time Stamp(s) of Allegation(s) where investigators will note 
the specific start and end time of the incident as captured on the audio or video 
footage.  (This time stamp should capture any footage material to the 
complaint investigation.) 

(5) Summary of Allegation Made by Complainant providing a clear and 
concise description of the allegation(s). 

(6) Summary of Disposition providing a summary or list of actions taken, 
while making sure to include any mitigating or aggravating information. 

(7) Finding(s) providing a brief summary of the finding(s) at the conclusion of 
the investigation. 

OFFICE OF THE COMMISSIONER ANNEXES A, B, C 

OPI:  031 
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ANNEX A 

SAMPLE CIVILIANS’ COMPLAINT SHORT FORM 
CATEGORY I EXONERATED 

 



ANNEX A 
 

SAMPLE CIVILIANS’ COMPLAINT SHORT FORM, 
CATEGORY I EXONERATED (continued) 

 
 
GO 100.103 4 

 



 

 
 
 5 GO 100.103 

ANNEX B 

SAMPLE CIVILIANS’ COMPLAINT SHORT FORM 
CATEGORY II SUSTAINED 

 



ANNEX B 
 

SAMPLE CIVILIANS’ COMPLAINT SHORT FORM, 
CATEGORY II SUSTAINED (continued) 
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ANNEX C 

SAMPLE CIVILIANS’ COMPLAINT SHORT FORM 
CATEGORY II EXONERATED 

 



ANNEX C 
 

SAMPLE CIVILIANS’ COMPLAINT SHORT FORM 
CATEGORY II EXONERATED (continued) 
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