Paper Folders:

1. Standard

Contents of a File Folder

a. Stapled or otherwise affixed to inside left flap of folder
b. Indexing is required

Color coding is the recommended form of indexing

2. Standard Compliance Report (SCR)

a. Serves as a Table of Contents for the folder

b. Top half must be completed and must be signed by CLEO or designee

c. Should be first thing on right side of folder

d. Previous assessment’s SCR should also be in folder (for reaccreditation)
3. Written Directive(s)

a. Should be underneath SCR

b. Color coding is recommended

c. Most recent version on top

4. Proofs

All previous versions should be included if the directive was revised within the
period of accreditation

a. Suggested to be organized by year
b. May include, but not limited to:

i.
ii.
iii.
iv.
V.
Vi.
Vii.

Reports

Files

Logs

Lesson Plans
Personnel Files
Evaluations
Memos
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Electronic Folders:

*Template electronic folders are available on DCJS website

*Folders can be set up in a way that works for the agency, below is the suggested set up

1.

Standard
a. In main standard folder
Standard Compliance Report (SCR)
a. In main standard folder
b. Serves as a Table of Contents for the folder
c. Top half must be completed and must be signed by the CLEO or designee
d. Previous assessment’s SCR should also be in folder (for reaccreditation)
Written Directive(s)
a. In separate folder within main standard folder
b. All previous versions should be included if the directive was revised within the period of
accreditation

4. Proofs

a. Should be in separate folder within main standard folder
b. Suggested to be organized by year
c. May include, but not limited to:

i. Reports

ii. Files

iii. Logs

iv. Lesson Plans
v. Personnel Files
vi. Evaluations
vii. Memos

(B Details

(P e QD > »  Template Electronic File Folders > Search Template Electronic Q.
@ Mew T sort = View (B Details
MName - Date modified Type Size
1. Administrative Standards 12/30/2025 12:35 PM File folder
2. Training Standards 12/3 File folder
3. Operational Standards 12/3 1:27 PM Filefolder
< ™ l:l > = 1. Administrative Standards > Search 1. Administrative St Q
@ nNew 1L sort = view
Name . Date modified Type Size
1.1 Mission 1 File felder
1.2 Goals, Objectives, and Evaluations of .. 1 File folder
~ 1.3 Accreditation Program Manager Train... 1 File felder
> 2.1 Organizational Structure 1 File folder
N 2.2 Job Classifications 1 File folder
2.3 Written Directives - CRITICAL 1 File felder
’ 2.5 Map of Patrol Areas 1 File folder
’ 2.7 Responsibility and Authority - CRITIC... 1 File folder
3items  State: (& Online 3.1 Infectious Diseases 1 File folder
v 1 4.1 Officer Wellness 1 File folder
5.2 Accounting - System and Responsibil.. | File folder
’ 5.3 Safeguarding Cash - CRITICAL 1 File folder
’ 6.1 Requisitioning Property 1 File folder
’ 6.2 Safeguarding Agency Weapons 12 File folder
> 7.1 Evidence and Non-Agency Property ... 12/30 File folder
Szitems  State: (& Online




& = ™ C (J > - 1 Administrative Standards > 4.1 Officer Wellness > Search 4.1 Officer Wellness Q.

@ New - M sort ~ - . (B Details
~
1 Name ~ Date modified Type Size
. 1, Written Directive(s) 12/30/2025 1258 PM File folder
d 7 2. Proofs of Compliance 12/30/2025 1:01 PM File folder
d SCR 12/9/202510:02 AM Adobeferobat! o g G D > -+ 410fficer Wellness > 2. Proofs of Compliance > Search 2. Proofs of Compli. @
Standard 4.1 12/30/20251240PM  Adobe Acrobat |
g @ New - Al sort - - e (B Details
i ~
: Name ~ Dste modified Type Size
. 1 T Vear1 12/30/2025 1:00 PM File folder
. i T Yearz 12/30/2025 1:00 PM File folder
T Year 12/30/2025 1:00 PM File folder
| | = Veara 12/30/2025 1:00 PM File folder
N il T Vears 12/30/2025 1:00 PM File folder
= ,
>
> 1
ditems  State:{E) Online
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>
>
> 1

Sitems  State: @ Online [=]o



