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CHAPTER 1 

INTRODUCTION 

1. PURPOSE. 

a. Departmental Inspections Program.  The purpose of the Departmental 
Inspections Program (DIP) is to establish a credible and comprehensive process 
allowing commanders to identify and solve problems before they become critical 
issues.  The DIP is based primarily on self-assessments and self-inspections.  The 
DIP ensures all levels of departmental operations comply with all legal statutes, as 
well as departmental policies and procedures.  The DIP accomplishes the following: 

(1) Identifies deficiencies and provides accountability for corrective actions. 

(2) Identifies training needs and serves as a catalyst to initiate training 
when required. 

(3) Obtains feedback on improving policies and procedures. 

(4) Identifies innovative ideas and best practices developed by a command. 

b. Effectiveness.  To provide effective leadership, direction, guidance, and 
control, commands must stay apprised of operations at subordinate levels.  This is 
accomplished in part through internal and external interaction, documentation 
review, and in-depth inspection of operations, to ensure compliance with all legal 
statutes, policies, and procedures. 

c. Review.  It is important management take an active role in the ongoing review 
of all operations to ensure commands are operating within all departmental policies 
and state/federal statutory and regulatory law.  The DIP serves as a tool to facilitate 
this review by providing a consistent, systematic, and logical process to conduct 
inspections of all departmental operations. 

d. Format.  Each topic is formatted with general information at the beginning of 
each checklist(s), which is intended to familiarize the inspector(s) with the 
corresponding inspection process specific to that topic.  Each topic contains one or 
more checklists, which provides a systematic process for inspecting all material 
covered within the topic.  Upon completion of the checklist(s), the Exceptions 
Section shall be completed.  These documents are available through the Audits and 
Inspections Section (AIS) SharePoint site and the electronic Forms library on the 
CHP Intranet site, under Inspections. 
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2. DEFINITIONS. 

a. Audit.  An in-depth evaluation which provides an assessment of a person, 
organization, system, process, project, or product, performed to ascertain the 
validity and reliability of information, internal controls, and contributes to the 
improvement of risk management.  Internal auditing is an independent, objective 
assurance, and consulting activity designed to add value and improve the 
Department’s operations in accordance with the Global Internal Audit Standards 
issued by The Institute of Internal Auditors. 

b. Inspection.  A process for analyzing a command through examination of 
departmental and local procedures, personnel, records, equipment, and facilities, to 
determine the quality, system controls, and assurances of the inspected program. 

c. Audit vs. Inspection.  An audit is an in-depth evaluation, which is conducted by 
a trained auditor; however, an inspection is a cursory review of departmental 
systems to ensure compliance with departmental policy and legal statues.  An 
inspection can be conducted by any member of the Department in accordance with 
this manual. 

d. Performance Review.  An inspection conducted by AIS pursuant to the current 
Audits and Inspections Plan. 

e. Topic Inspection.  An inspection conducted utilizing the corresponding 
inspection checklist(s). 

f. Inspection Checklist.  A document utilized during each topic inspection to 
ensure compliance with applicable policies and legal statues. 

g. Mandatory Inspection Checklist.  A document utilized primarily for either the 
second or fourth quarter mandatory departmental inspection to ensure compliance 
with applicable policies and legal statues.  Not all topics will have a corresponding 
mandatory inspection checklist.  When used for the second or fourth quarter 
mandatory departmental inspection, only the completed and signed mandatory 
inspection checklist is required to be returned to AIS, as described in 
paragraph 7.d.(4) of this chapter.  A mandatory inspection checklist shall not 
otherwise be utilized in lieu of a full topic inspection checklist, unless approved by 
Executive Management or the Departmental Affairs Division (DAD). 

h. Follow-Up.  A follow-up is conducted to determine if a command has 
implemented corrective action and/or resolved a deficiency that was identified 
during an inspection, audit, and/or performance review.  A follow-up can be 
conducted either in-person or virtually and the results should be submitted to the 
command’s Division and AIS. 
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i. Exceptions Section.  The Exceptions Section (Annex A) is completed at the 
conclusion of each inspection to articulate any significant findings, 
accomplishments, corrective actions, unresolved matters, problems, progress, 
appeals, and the overall impressions of the inspector(s). 

j. Threshold.  An acceptable number of discrepancies identified during an 
inspection.  Refer to paragraph 7.c.(3) for more information regarding thresholds. 

k. Finding.  A discovery during an audit or inspection addressing one or more 
discrepancies pertaining to actions or documentation not in compliance with 
departmental policy.  Refer to paragraph 7.c.(3)(a) for more information on 
thresholds related to findings. 

l. Observation Only.  The notation of a discovery during an inspection 
addressing one or more discrepancies pertaining to actions or documentation not 
in compliance with departmental policy, but not rising to the level of a finding.  
Refer to paragraph 7.c.(3)(b) for more information on thresholds related to 
Observation Only. 

m. Information Only.  A checklist question utilized to identify best practices or 
obtain statistical data.  Information Only questions are not necessarily sustained by 
a directive of departmental policy and deficiencies are not considered findings. 

n. Questions Specific to a Particular Command or Office.  

(1) Division Only.  A checklist question utilized for Division commands only.  
These questions are not applicable to non-Division commands (e.g., field 
commands, Communications Centers, offices, and sections). 

(2) Headquarters Only.  A checklist question utilized for headquarter 
commands only.  These questions are not applicable to non-headquarter 
commands (e.g., field commands, Communications Centers, Divisions, offices, 
and sections). 

3. RESPONSIBILITIES. 

a. Commissioner.  The Commissioner is committed to, and responsible for, the 
implementation of an effective and ethical DIP. 

b. Departmental Affairs Division.  The DAD is responsible for Division-level 
oversight of DIP. 



 

HPM  22.1 1-6  

c. Inspector General.  The Inspector General (IG) is responsible for the overall 
success of DIP. 

d. Audits and Inspections Section.  The AIS is responsible for verifying the 
integrity and success of the audits, inspections, and performance review process 
conducted at all levels.  The AIS will assist the Department by conducting, tracking, 
and providing trend analysis for audits, inspections, and performance reviews.  
Additionally, AIS will provide recommendations to IG in DAD. 

e. Division Commander.  Division commanders are responsible and accountable 
for the integrity and success of the inspection process.  They are to ensure 
inspections are conducted in an ethical, fair, and timely manner.  It is their 
responsibility to follow up with commands on identified deficiencies and to ensure 
corrective action(s) are accomplished. 

f. Commander.  Commanders are responsible and accountable to the appropriate 
Division commander and are to ensure inspections conducted at their level are 
completed in an ethical, fair, and timely manner.  Commanders are to ensure all 
required documentation is complete and accurate.  Commanders are responsible for 
creating corrective action plans as necessary for identified deficiencies. 

g. Inspector(s).  The inspector(s) are responsible for conducting thorough and 
ethical inspections.  The inspector(s) are accountable for documenting all identified 
deficiencies and innovative practices. 

4. GENERAL INSPECTION POLICY. 

h. Office of Primary Interest.  The AIS is the Office of Primary Interest (OPI) for 
the administration and facilitation of DIP.  Under the direction of DAD, AIS may 
conduct audits and/or inspections of Executive Offices and all field and 
headquarters Divisions/commands.  The AIS is also responsible for the review of 
Executive Office-level inspection results. 

i. Actionable Items.  If an inspector discovers actionable items warranting an 
internal investigation as articulated in Highway Patrol Manual (HPM) 10.2, Internal 
Investigations Manual, immediate notifications shall be made to the inspector’s 
commander.  The commander shall make the appropriate notifications to initiate an 
investigation/inquiry in accordance with HPM 10.2.  Depending on the nature of the 
actionable item, the decision to continue with or suspend the inspection will be 
determined on a case-by-case basis. 
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5. TYPES OF INSPECTIONS. 

a. Executive Office-Level Inspection. 

(1) An Executive Office-level inspection is an inspection assigned by the 
Commissioner; Deputy Commissioner; Assistant Commissioner, Field; or 
Assistant Commissioner, Staff, to examine all or part of a subordinate 
command’s operation.  All command levels up to and including the Executive 
Offices can be subject to inspection. 

(2) Executive Office-level topic inspections normally take place during the 
second and fourth quarters, but can be assigned anytime.  Refer to 
paragraph 5.d. for more information related to the second and fourth quarter 
mandatory departmental inspections. 

b. Division-Level Inspection. 

(1) A topic inspection specified by Division commanders to examine all or part 
of a subordinate command’s operation.  Division-level inspections normally take 
place annually during the first and third quarters, but can be assigned anytime. 

(2) To differentiate from the second and fourth quarter mandatory 
departmental inspections, the first and third quarter topic inspections are 
referred to as “Division Directed” topic inspections.  The data will not be 
collected or analyzed by AIS unless requested by the Division.  Nothing in this 
policy prohibits Division commanders from conducting additional topic 
inspections, including self-inspections, for the purpose of improving the 
operation of their Division or subordinate commands.  Refer to paragraph 5.e. 
for more information on self-inspections. 

c. Command-Level Inspection. 

(1) A topic inspection conducted by command personnel to examine all or part 
of their command’s operation. 

(2) Commanders are strongly encouraged to conduct voluntary command 
level inspections, as necessary, to ensure the command’s compliance with 
policy and all legal statutes.  Refer to paragraph 5.e. for more information on 
self-inspections. 

d. Second and Fourth Quarter Mandatory Departmental Inspections. 

(1) Topic inspections conducted by Executive Offices, headquarters, field, and 
Division commands, annually.  These inspections are designated by Executive 
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Management and are conducted during the second and fourth quarters of the 
calendar year.  At the direction of DAD, some mandatory inspections will be 
streamlined by reducing the number of questions on the checklist to increase 
efficiency.  Mandatory inspections are completed utilizing a mandatory 
inspection checklist located on the CHP Intranet site under Inspection Forms. 

(2) It is recommended Divisions establish a Division Inspection Team 
composed of personnel from multiple, if not all, commands represented, to 
conduct second and fourth quarter mandatory inspections.  A Division may 
utilize personnel from anywhere within their Division to perform these 
inspections.  For more information regarding Division Inspection Teams, refer 
to paragraph 6.e. 

e. Self-Inspections. 

(1) Self-inspections can be initiated and completed by Executive Offices, 
headquarters, Division, and field commands.  These inspections can cover any 
topic(s).  Self-inspections initiated by the command shall be retained within the 
command and not routed to AIS.  Refer to paragraph 7.d. for more information 
on routing inspection documentation. 

(2) Executive Offices, Headquarters, Division, and field commands can 
contact AIS through their respective chain of command to request a topic 
inspection to be conducted by AIS personnel on the command’s behalf.  
Results of this voluntary inspection shall be retained by the Division and shall 
not be utilized for analysis by AIS. 

6. INSPECTION PROCESS. 

a. Executive Office and Division-Level Inspections. 

(1) These inspections may cover any topic. 

(2) Prior to any inspection, the command should receive an advance notice; 
however, a notice for follow-up and reinspection is not required if a command 
has failed to correct identified deficiencies. 

b. Second and Fourth Quarter Mandatory Departmental Inspections. 

(1) These inspections may cover any topic. 
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(2) A Communications Network (Comm-Net) message will be delivered 
to all commands detailing what topic(s) are assigned for the topic 
inspections, annually. 

c. Voluntary Inspections. 

(1) These inspections may cover any topic. 

(2) Advance notice or Comm-Net message is not required for commands prior 
to an inspection. 

d. Right of Inspection. 

(1) The Commissioner or Deputy Commissioner may, at any time, direct DAD 
and/or AIS to conduct an unannounced inspection of any command covering 
any topic. 

(2) The appropriate Assistant Commissioner may, at any time, initiate an 
inspection of a subordinate command covering any topic. 

(3) A Division commander may, at any time, initiate an inspection of a 
subordinate command covering any topic. 

(4) A commander may, at any time, initiate an inspection of their command 
covering any topic. 

e. Division/Command Inspection Teams. 

(1) Commanders, managers, and supervisors shall be actively involved in all 
facets of the inspection process.  They are responsible for ensuring compliance 
with policy and all legal statutes 

(2) A team should be utilized to complete a comprehensive inspection; 
however, the decision to utilize the team concept rests with the commander 
responsible for conducting the inspection. 

(3) A team shall be composed of representatives from the appropriate 
inspection level.  For example, if an inspection is initiated at the Division level, 
it should consist of staff appointed by the Division commander responsible for 
conducting the inspection.  If an inspection is initiated at the command level, it 
should consist of staff appointed by the commander whose command is being 
inspected.  Nothing precludes appointment of inspection staff for career 
development purposes. 
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(4) Team members should not normally consist of personnel with direct 
responsibility for the inspected program at the command being inspected.  For 
example, an evidence officer should not be assigned to conduct a 
Departmental Evidence inspection, of their assigned command.  This should 
not prevent team members with direct responsibility for the program being 
inspected with assisting in the inspection process. 

7. INSPECTION DOCUMENTATION. 

a. Inspection Checklist.   

(1) The AIS checklists shall be utilized for inspections.  Appropriate boxes 
shall be checked and questions with a “No” or “N/A” response will require an 
applicable explanation in the “Remarks” section (refer to Annex A).  Each 
checklist has an associated guide to assist the inspector(s) through the 
inspection process. 

(2) For the second and fourth quarter mandatory departmental inspections, a 
checklist will be used and available on the AIS Intranet site under Mandatory 
Departmental Inspections Schedule and/or Inspection Forms. 

b. Exemption.  In the event the respective command does not maintain a specific 
program which requires an inspection (e.g., evidence), the command shall 
immediately submit a CHP 51, Memorandum, through channels to AIS.  When 
applicable, the CHP 51 shall contain justification as to why the specific inspection 
does not apply to the command.  The associated checklist, which would potentially 
contain all N/A responses, shall not be submitted in addition to the CHP 51.  
Annex B contains a sample mandatory inspection exemption CHP 51. 

c. Exceptions Section.  The Exceptions Section (refer to Annex A) shall be 
completed, in conjunction with the appropriate topic checklist(s), for each 
inspection (except in instances where an exemption applies, refer to 
paragraph 7.b.), as follows: 

(1) The inspector(s) shall complete and check all applicable boxes as they 
apply to the topic inspection. 

(2) The inspector(s) should comment on innovative practices developed by 
the command, solicit suggestions from the command to improve policies and 
procedures and/or the inspection process.  The inspector(s) should include 
these suggestions in the “Inspector’s Comments” section (refer to Annex A). 
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(3) The inspector(s) shall document all findings and include identified 
deficiencies found during the inspection in the Exceptions Section (refer to 
Annex A).  The following guidelines should be utilized: 

(a) An 11 percent or greater deficiency is considered the threshold of 
a finding. 

(b) A less than 11 percent deficiency is considered the threshold of an 
observation only. 

NOTE:  Sound professional judgement shall be used to identify certain 
high risk and/or officer safety issues which may constitute a deviation from 
the above-mentioned guidelines and should be considered a finding 
despite a less than 11 percent deficiency. 

(4) In the Commander’s Response section (refer to Annex A), the commander 
shall check either “Concur” or “Do Not Concur.”  All Do Not Concur responses 
shall include documentation for the basis of the response and attached in the 
form of a CHP 51. 

(5) The commander shall document a response to all the inspector’s findings.  
This documentation shall not identify any employee(s) responsible for the 
inspected program by name.  This documentation should be completed in the 
form of a corrective action plan on a CHP 51 (refer to Annex C). 

(6) The commander may appeal the findings of the topic inspection by 
checking the box to the left of the commander’s signature block on the 
Exceptions Section (refer to Annex A).  This alerts the next level in the 
chain of command that the commander would like to appeal the results of 
the inspection. 

(7) The appeal review/decision shall be documented by the appropriate 
responding commander utilizing a CHP 51. 

(8) The lead inspector, commander, and Division Chief or designee, shall sign 
and date the appropriate boxes on the Exceptions Section (refer to Annex A). 

NOTE:  Information gathered from inspections may be utilized by AIS for the 
purpose of conducting trend analysis to identify innovative practices, or ideas 
and processes, that have been implemented to improve efficiency and 
effectiveness of departmental operations.  Conversely, trend analysis will also 
be utilized to identify specific operational areas where performance is 
substandard, or operation can be improved.  This information will be routed to 
DAD for evaluation. 



 

HPM  22.1 1-12  

d. Routing of Topic Inspection Documentation.  Inspection checklist(s) and 
applicable worksheets will be completed as the result of a topic inspection.  
Inspection documentation shall be forwarded as follows: 

(1) Executive Office-Level Inspection Documentation.  Inspection 
documents shall be routed electronically to the Executive Office responsible 
for the inspection within 30 calendar days by the inspected command.  The 
appropriate Assistant Commissioner shall forward the documents to AIS via 
email to audits@chp.ca.gov within 15 calendar days of receiving the 
command’s completed inspection.  Refer to paragraph 7.d.(4) 
regarding documentation for the second and fourth quarter mandatory 
departmental inspections. 

(2) Division-Level Inspection.  Inspection documents shall be routed 
electronically to the appropriate Division within 30 calendar days.  
Documentation is not required to be submitted to AIS.  All documentation 
related to Division-level inspections shall be retained at the Division level. 

(3) Command-Level Inspection.  Inspection documents shall be routed 
electronically to the respective Division within 30 calendar days.  The 
Divisions are not required to forward documentation of command-level 
inspections to AIS.  All documentation related to the command-level 
inspection shall be retained at the command and Division level. 

NOTE:  If a commander conducting a self-inspection believes an innovative 
practice has been discovered, or has identified deficiencies with policy, nothing 
precludes the commander from documenting and forwarding the inspection 
and/or Exceptions Section through channels to AIS. 

(4) Second and Fourth Quarter Mandatory Departmental Inspections.  
Inspection documentation shall be routed in the same manner as Executive 
Office-level documentation.  Commands shall route the completed checklist 
documentation to their respective Divisions within 30 calendar days after the 
end of the second and fourth quarter by the inspected command.  Divisions 
shall e-mail all second and fourth quarter mandatory departmental inspections 
within 45 days from the end of the second and fourth quarters to their 
respective Assistant Commissioner.  The appropriate Assistant Commissioner 
will send the completed and approved checklist to AIS e-mail via 
audits@chp.ca.gov. 

(5) First and Third Quarter Division Directed Topic Inspections.  Inspection 
documentation shall be routed as Division-Level documentation.  First and third 
quarter topic inspections shall be submitted to Division within 30 calendar days 
from the end of the first and third quarters. 

mailto:audits@chp.ca.gov
mailto:audits@chp.ca.gov
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e. Retention.  Inspection documents shall be maintained for the previous four 
years plus current.  Inspection documents which have not been cleared of 
deficiencies shall be maintained for the previous four years plus current or until all 
items noted are corrected, whichever is greater.  These documents shall be 
maintained in the following locations: 

(1) Executive Office-Level Inspection Documents. 

(a) Approved electronic copies shall be maintained by AIS, and 
accessible to Executive Management. 

(b) Originals shall be maintained at the inspected command. 

(2) Division-Level Inspection Documents. 

(a) Approved electronic copies shall be maintained by the appropriate 
Division. 

(b) Originals shall be maintained at the inspected command and 
electronic copies shall be maintained at the Division office. 

(3) Command-Level Inspection Documents. 

(a) Approved electronic copies shall be maintained by the Division office. 

(b) Originals shall be maintained at the inspected command. 

(4) Second and Fourth Quarter Mandatory Departmental Inspections.  

(a) Approved electronic copies shall be maintained by AIS. 

(b) Originals shall be maintained at the inspected command. 

8. APPEALS PROCESS.  In the event a commander does not concur with the findings 
of an inspection, the commander may appeal the inspection.  The commander may 
initiate an appeal by checking the appropriate box, “Command would like to discuss this 
report with the reviewer,” located to the left of the commander’s signature block (refer to 
Annex A).  All appeals shall be documented on a CHP 51 and submitted to the next 
level in their respective chain of command.  The next level in their respective chain of 
command shall render a written decision on a CHP 51.  This decision shall be 
considered final. 
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9. PERFORMANCE REVIEW.  In accordance with the Audits and Inspections Plan, 
AIS conducts performance reviews throughout the Department to ensure compliance 
with policy and procedures.  All or portions of the performance review may be 
conducted in-person or virtually. 

a. Draft Report.  Approximately 30 days following the performance review, AIS 
will issue a performance review draft report.  The draft report will contain the 
completed performance review checklist including a completed Exceptions Section, 
outlining any findings. 

b. Command Response.  All findings identified requiring follow-up are required to 
be addressed in the form of a corrective action plan on a CHP 51.  The corrective 
action plan, commander-signed checklist, including the Exceptions Section, shall be 
submitted to AIS, through the command’s Division, no later than 30 calendar days 
following receipt of the draft report.  The command’s Division Chief, or designee, 
shall sign the “Reviewer’s Signature” box of the Exceptions Section and 
acknowledge receipt of the corrective action plan by checking and signing within 
the “For Division Use Only” section (refer to Annex C). 

c. Final Report.  Upon receipt of the signed draft report and approved 
corrective action plan, AIS will submit a final report to the inspected command and 
respective Division. 

10. PERFORMANCE REVIEW FOLLOW-UP.  If requested by Executive Management 
or DAD, AIS will be responsible for conducting a follow-up inspection of all findings 
noted during the initial performance review to determine whether a command has 
implemented corrective actions and resolved identified issues.  The review period of 
examination may begin the day following the issuance of the performance review draft 
report and end the day preceding the follow-up inspection. 

a. Level of Compliance. 

(1) For each finding listed within the performance review report “Inspection 
Findings/Observations” section, AIS inspector(s) will examine the level of 
compliance with policy (e.g., commander’s response/corrective action plan 
implementation) and provide a status rating, such as, fully implemented, 
partially implemented, not implemented, no qualifying sample available, or no 
longer applicable due to policy change. 

(2) If the finding(s) listed within the performance review report “Inspection 
Findings/Observations” section is resolved (e.g., corrective action fully 
implemented), AIS will close the performance review follow-up report and 
inform the command, respective Division, and DAD.  
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(3) If the finding(s) listed within the performance review report “Inspection 
Findings/Observations” section is not resolved (e.g., corrective action partially 
implemented or not implemented), AIS will issue a report to the command, 
respective Division, and DAD. 

b. Follow-up Reporting Responsibility for Unresolved Finding(s). 

(1) Division commanders are responsible for ensuring identified deficiencies 
of their subordinate commands (e.g., field commands, offices, and sections) 
are corrected as soon as practical.  Findings identified as partial or not 
implemented within the follow-up report require a CHP 51 from the Division 
commander to AIS upon achieving full compliance.  This CHP 51 shall only 
attest full compliance has been achieved; no description or explanation of how 
full compliance was achieved is necessary. 

(2) The appropriate Commissioner is responsible for ensuring identified 
deficiencies of their subordinate commands (e.g., Divisions and offices) are 
corrected as soon as practical.  Findings identified as partial or not 
implemented within the follow-up report require a CHP 51 from the appropriate 
Commissioner to AIS upon achieving full compliance.  This CHP 51 shall only 
attest full compliance has been achieved; no description or explanation of how 
full compliance was achieved is necessary. 

(3) Once AIS is notified of full compliance, AIS will close the command’s 
performance review follow-up report and inform the command and respective 
Division via a CHP 51. 

c. Timeframes.  The Division commander shall provide their subordinate 
command(s) with timeframes to correct discrepancies and address unresolved 
issues.  These timeframes shall normally be established after reviewing 
documentation containing the proposed corrective action from their subordinate 
command(s) and the identified deficiencies.  A CHP 51 indicating full compliance is 
usually submitted to AIS within six months. 
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ANNEX A 

SAMPLE DEPARTMENTAL EVIDENCE CHECKLIST 

 
  



ANNEX A 

SAMPLE DEPARTMENTAL EVIDENCE CHECKLIST (continued) 
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ANNEX A 

SAMPLE DEPARTMENTAL EVIDENCE CHECKLIST (continued) 
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ANNEX B 

SAMPLE MANDATORY INSPECTION EXEMPTION MEMO 
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ANNEX C 

SAMPLE CORRECTIVE ACTION PLAN 

 



ANNEX C 

SAMPLE CORRECTIVE ACTION PLAN (continued) 
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