
TITLE: Mandatory & Specialized Training 
 
SOP NUMBER: 13-050 
 
EFFECTIVE DATE:    04-01-13 
 
REPLACES/RESCINDS:     
 
 

I. PURPOSE 
 

The purpose of this Standard Operating Procedure is to outline the organization and 
scope of the Department’s mandatory and specialized training for sworn and civilian 
personnel. 
  
 

II. POLICY 
 

It is the policy of the Fairfax County Police Department to maintain the highest level of 
professionalism and service to the residents and visitors of Fairfax County. The 
Fairfax County Police Department shall provide the proper mandated and in-service 
training to its employees to ensure they are current on new laws, technological 
improvements, and revisions in Department policy, rules, and regulations. The training 
program for this Department shall: 
 
A.  Meet or exceed the minimum training standards prescribed by the Commonwealth 

of Virginia Department of Criminal Justice Services (DCJS) and the Virginia Law 
Enforcement Professional Standards Commission for sworn and civilian members 
of the Department. 

 
B. Provide specialized training required to enable this agency to accomplish its 

mission. 
 

C. Be supplemented by training programs offered by outside public and private 
agencies whenever possible. 

 
D. Encourage participation in the Fairfax County Employee Development and 

Learning Program, based on the Countywide Competency Model.  
   
 

III. TRAINING PROGRAM 
 

A. Sworn Personnel 
 
The following training is mandated by the DCJS, the County, and/or this agency for all 
sworn personnel: 
 

1. Orientation for new employees: All new recruits participate in an 
orientation session sponsored jointly by the Administrative Services Bureau 
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(ASB) and the County’s Department of Human Resources, prior to beginning 
the academy. This orientation includes, but is not limited to awareness of: 

 
 The agency’s mission and vision 
 Code of ethics 
 Working conditions 
 Personnel policies 
 Employees’ rights and responsibilities 
 Rules and regulations 
 Line of duty death benefits 
 Payroll and County benefits, in general 

 
2. Recruit training 

 
In accordance with Code of Virginia §15.2-1706, all new recruits must 
complete the Basic Law Enforcement Training School prior to any 
assignment or capacity in which the officer is allowed to carry a firearm or is 
in a position to make an arrest. 

 
The Basic Law Enforcement Training School consists of 920 hours of 
instruction over 25 weeks. It includes instruction in the subject areas and 
training objectives required by the DCJS to ensure compliance with state 
training mandates. The training objectives are tested through either role-
played practical testing or written examinations. Additionally, recruits must 
successfully complete training in emergency vehicle operations, firearms 
proficiency, and defensive tactics.  
 
Recruits must obtain an overall grade average of at least 75% and meet all 
performance standards established by DCJS.   
 
The Criminal Justice Academy (CJA) also offers a Lateral Transfer Course 
(LTC) program, which provides students who have prior police experience 
with an abbreviated training program tailored to educate them in the 
fundamental policies and procedures of the Department. LTC recruits must 
also maintain an overall grade point average of at least 75% and meet all 
performance standards established by the DCJS. 
 

3. Firearms Qualifications 
 
a. All sworn employees are required to obtain at least one passing 

score by the conclusion of each calendar year (December 31st) with 
their issued on-duty firearm and the police issued shotgun. 

 
 Officers who fail to receive an overall qualifying shooting proficiency 

score during mandatory in-service firearm qualification assignments at 
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the Firearms Range, shall immediately be placed on Essential Job 
Tasks Restricted Duty.  Officers on essential job tasks restricted duty 
for failure to obtain a qualifying firearms score shall initially be 
assigned to the Firearms Training Unit (FTU) supervisor for remedial 
training on the next available work day. 

 
The FTU supervisor shall be responsible for command and 
supervisory notifications related to officers who fail the Department 
mandated firearms proficiency qualification. Additionally, the affected 
officer shall be issued a restricted duty memo immediately following 
the proficiency failure by the FTU supervisor.  The FTU supervisor will 
then notify the commander of the Administrative Support Bureau for 
further coordination. 
 
Officers placed on essential job tasks restricted duty for failure to 
receive a qualifying score will undergo a customized remedial training 
program with the goal of overcoming their deficiency and obtaining a 
qualifying score as mandated by the Chief of Police.  General Order 
331 restricts officers from serving in essential job tasks and medical 
restricted duty capacities for no more than 12 months or 2080 hours. 
The director of the CJA may apply for limited extension waivers for 
annual firearms qualifications from the DCJS for certain situations (i.e. 
officer is placed on medical temporary restricted duty where shooting 
a firearm will hinder recovery). However, the DCJS standard prohibits 
waivers for failure to qualify based solely upon lack of proficiency with 
an issued on-duty firearm. In no case shall the essential job tasks 
restricted duty assignment supersede the annual firearms proficiency 
standard. 
 
Although the minimum compliance for DCJS firearm standards 
requires officers to receive at least one qualifying score by the 
expiration of each calendar year, the Chief of Police may impose 
higher standards than prescribed by DCJS.  Therefore, if the Chief of 
Police requires additional mandatory firearms qualifications, officers 
are required to obtain a qualifying score at these sessions prior to 
returning to their duty assignment.  If an officer has not obtained any 
qualifying score within the calendar year as prescribed by the Chief of 
Police to comply with the DCJS annual firearms standard, he will be 
subjected to separation from the Department.  Additionally, should an 
officer fail to obtain a qualifying score to meet the Department’s 
annual standard for DCJS firearms proficiency compliance after all 
remedial training methods and resources have been exhausted, the 
CJA director may make a recommendation of dismissal to the Chief of 
Police prior to the conclusion of the calendar year. 
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b. Qualification with any other authorized handgun, carried on duty as a 

secondary weapon or off duty, is required when the weapon is initially 
approved by the CJA director and on an annual basis thereafter. If the 
off-duty weapon is carried on-duty in lieu of the service handgun, re-
qualification is required each time service weapon qualification is 
mandated. 

 
c. Permission to carry a handgun in lieu of the service handgun, or in 

addition to the service handgun, shall not be granted until the CJA 
director receives certification from the range officer that qualification 
has been achieved. A copy of PD Form 175, containing a complete 
description of the handgun, date of qualification, and qualifying score, 
shall be inserted in the affected employee's personnel file.            

                          
4. Field training 

 
Following graduation from the Basic Law Enforcement Training School and 
prior to independent job assignment, all sworn officers must successfully 
complete 10 weeks of field training with a qualified field training instructor 
(FTI). The FTI program is administered by the Department’s field training 
coordinator and meets DCJS field training standards. 

 
5. In-service training 

 
Code of Virginia §15.2-1706 requires that every individual employed as a law 
enforcement officer shall meet compulsory in-service training standards as 
set forth by the DCJS and outlined in 6VAC20-30-30.  After completing the 
requirements specified in Section III, A., paragraphs 2 and 3, officers are 
required to complete 40 hours of mandatory in-service retraining (MIR) every 
two years thereafter. 

 
MIR credits may be obtained online, at the Fairfax County Criminal Justice 
Academy or other regional academy, or through the Fairfax County training 
programs. Available training opportunities are posted on the Department’s 
intranet, and it is the officer’s responsibility to ensure MIR credits are 
obtained in accordance with DCJS requirements. 
 

6. Re-Entry training  
 
The Administrative Support Bureau will provide a checklist for all sworn 
personnel who have been without police powers for more than 12 months 
or 2080 hours for any reason (injury, administrative leave, military 
deployment, etc.).    
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B.  Civilian Personnel 
 
Employees appointed to civilian positions for which initial and ongoing training is 
required will complete all applicable job description outlined Fairfax County Class 
Specifications and maintained by the Personnel Resource Decision.   
 
The following training for all civilian employees is required by the Department: 
 
1. Orientation for new employees: All new employees are required to attend 

the four orientation sessions provided by the Fairfax County Department of 
Human Resources, prior to assuming duties. At a minimum, this includes  
awareness of: 
 

 Working conditions 
 Code of ethics 
 Personnel policies 
 Employees’ rights and responsibilities 
 Rules and regulations 
 Benefits and programs 

 
2. Position-specific training: Depending on an employee’s position, there may 

be additional training required prior to, or immediately following assignment. 
This may include orientation meetings with bureau/division command, agency 
tours and/or ride-alongs, and formal field training supervised by a designated 
training coordinator for the bureau/division or a senior employee. At a 
minimum, the Personnel Resources Division will ensure completion of the 
New Civilian Employee Checklist and ensure that all civilian employees are 
provided with the Department’s Manual of General Orders and Standard 
Operating Procedures. 

 
Certain civilian positions will require ongoing training to maintain 
certification (e.g. VCIN). Overall, civilian employees do not have specific 
in-service training requirements to meet, and are encouraged to 
participate, with the approval of their supervisor, in the County’s Employee 
Development and Learning Program (e-Learning). Some civilian 
employees may also participate in the Administrative Resource Team 
(ART), which offers career and professional development to all County 
administrative professionals.  

 
C.  Specialized and Supplemental Units 
 
The Fairfax County Police Department utilizes a number of specialized and non-
standing units.   
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Specialized and non-standing units shall receive regularly scheduled training, as may 
be required for their position to ensure maximum effectiveness of operations and to 
enhance individual skills, knowledge, and abilities.  

 
Employees who are transferred into functions requiring specialized training shall be 
provided with, or scheduled for this training as soon as practical. It is the responsibility 
of the specialized or non-standing unit’s supervisor to ensure newly transferred 
employees receive the appropriate training. Specialized training provides the 
necessary knowledge, skills, and abilities in a specific subject area, in addition to 
those received through basic recruit and/or other in-service training programs. 
Specialized training may include, but not be limited to: 
 

 The review of the knowledge, skills, and abilities needed to perform the tasks 
associated with a particular position;  

 Review of the specialized component’s standard operating procedures, 
command and organizational structure, and personnel policies;  

 Review of the job responsibilities and related critical elements, and the 
performance standards upon which the newly transferred employee will be 
evaluated; 

 Supervised, on-the-job training provided by an experienced employee for a 
period deemed suitable by the immediate supervisor; and  

 Any certification training that is required for the position or mandated by 
governmental authority.  

 
 
IV. RECORD KEEPING 

 
The CJA shall maintain records of each training class, to include, at minimum, the title 
of the course, dates and number of hours of attendance, the trainers and/or agencies 
presenting the course, and the names of all personnel receiving the training.  

 
The CJA will maintain the records of all in-service training of sworn and civilian 
personnel. The data recorded shall include, at minimum, the title of the course, date of 
completion, grade point, if any, and achievement of any special skills or honors.  

 
The bureaus/divisions shall be responsible for maintaining the records of any 
specialized training that is delivered by entities other than the CJA.   




