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Fairfax County Police Civilian Review Panel Procedural Memorandum 

No: O-3 Subject: Duties of Panel Review Liaisons 

Approval Date: December 6, 2018 Review Date: December 2020 

Signed by Rhonda S. VanLowe, Chair  
 

 

Purpose: To provide guidelines for executing the responsibilities of Review Liaisons. 
 
Requirements 
 

• All Panel members will serve as Review Liaisons (on a rotating basis and when appointed 
to do so by the Chair) to ensure that all Complaints are handled in a timely manner in 
accordance with the Panel’s Bylaws.  
 

• Once appointed, the Review Liaisons will manage the disposition of the Complaints for 
the Panel. Disposition commences from the date the Panel receives the Initial Complaint 
or Review Request and ends after the complaint process is concluded. 

 

• If a Review Liaison is unable to fulfill the responsibilities on an appointed Investigations, 
they will immediately notify the Chair to identify an alternate Panel member.  

 
Review Liaisons Responsibilities 
 

• Initial Complaints 
o For Initial Complaints, the Review Liaisons will: 

 
▪ Coordinate the follow-up with the FCPD Liaison to ensure timely 

completion of the investigation. 
 

▪ Confirm with the FCPD Liaisons that the FCPD is investigating the full 
scope and all issues raised in the Complaint. 

 
▪ Report to the Chair the FCPD investigation outcome or any significant 

challenges that arise during the FCPD investigation period.  
 

▪ If the Complainant submits a Review Request after FCPD notifies the 
Complainant of the investigation outcome/disposition, the Review 
Liaisons assigned to the Initial Complaint will remain as the Review 
Liaisons for the review process, unless otherwise agreed.  
 
 

• Request for Review 
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o For Request for Reviews, the Review Liaisons will: 
 

▪ Review the completed FCPD Investigation File. 
 

▪ Serve as members of the subcommittee to perform the Initial Review.  
 

▪ Consult with the Panel’s legal counsel to seek advice on whether the 
alleged conduct is within the Panel’s review authority. 

 
▪ Coordinate with the FCPD Liaison to discuss possible FCPD policies and/or 

procedures that the Panel will need to consider in its review. 
 

▪ If the Panel reviews the Investigation, the Review Liaisons will: 
 

• Prepare the Panel report based on the Panel’s findings.  (Note: If 
an appointed Review Liaison voted with the Panel minority, 
he/she may request the Chair to appoint another Panel member 
to prepare the report based on the majority Panel findings.)  

 

• Present the draft Panel Review Report to the Panel for 
consideration. 

 

• Make modifications to the draft Panel Review Report based on 
Panel deliberations. 

 

• Coordinate with the Chair and Staff to send the final Review 
Report to the Complainant, the Board of Supervisors, the Chief of 
Police, and the Auditor. 

 

• In addition, the Review Liaisons may: 
 

o Speak to the FCPD Panel Liaison to clarify material uncertainty in the record 
and/or discuss possible FCPD policies or procedures that the Panel may need to 
consider in its review. 
 

o Speak to the complainant to clarify material uncertainty in the record.  


