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POLICY  
410.0 

RETIREMENT BADGE/ FIREARM/ IDENTIFICATION 
CARD/SEPARATING EMPLOYEE 

 

 

REVISED: 06/97, 06/99, 09/02, 
01/05, 06/10, 02/11, 10/15, 01/21, 
04/22, 08/25, 08/26 

RELATED POLICIES: 

CFA STANDARDS: REVIEWED: AS NEEDED 
THIS VERSION EFFECTIVE DATE: 
AUGUST 20, 2026 

A. PURPOSE 
The purpose of this policy is to establish clear requirements for attaining the official status 
of "Sworn Police Retirement," or "Professional Civilian Police Retirement," and to 
establish guidelines for an official retirement ceremony at which a Fort Lauderdale Police 
Retirement Badge, firearm, and/or Identification Card will be issued; and establish 
procedures for the timely notification of employee resignations, retirements, and other 
separations from employment to facilitate Departmental administrative and operational 
processes. 

B. REQUIREMENTS 

To attain the status of "Sworn Police Retirement," or "Professional Civilian Retirement” 
the employee must serve a minimum of ten (10) years of service with this Department and 
is leaving in good standing. 

C. ADMINISTRATION 

Retiring sworn Police personnel shall be eligible to receive a retirement badge, a 
retirement identification card, their issued firearm with magazines, a mounted flashlight, 
and red dot/optic aiming device.  

All retirement badges, retirement identification cards, firearms, and other Departmental 
or City awards shall be distributed in accordance with the provisions set forth below. 

1. Upon deciding to retire, the retiring employee will contact the Police Payroll Unit 
and fill out all appropriate forms, which will be forwarded to the Chief of Police 
(via channels) by the employee. 

2. The Training Unit, upon being notified of a qualified sworn employee’s pending 
retirement, will contact the Information Services Division and Police Supply to 
request an official retirement identification card and retirement badge be prepared. 

3. Once completed, the identification card will be forwarded to the Training Unit by 
the Information Services Division. 

4. The Training Unit will obtain the retirement badge and/or identification card for 
all qualified active duty, on-duty disability and civilian personnel. 
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5. The Training Unit will transfer firearm ownership to the retiring employee and 
direct them to an authorized vendor for free engraving if desired.   

6. The Training Unit will prepare a certificate attesting to the employee's retirement 
(Department approved certificate ONLY). 

7. Once notified by the Office of the Chief of an employee's official retirement, the 
Police Payroll Unit will notify the City Personnel Division of the same, and any 
gifts due the employee from the City will be forwarded to the Training Unit where 
they will be assembled for presentation with the above certificate. 

8. If the retiring employee desires a Department retirement ceremony, the retiring 
employee’s command will coordinate with the Office of the Chief to select a date 
for the ceremony to be held at the Department. This date should fall within the 
employee’s final thirty (30) working days. 

9. The retiring employee's immediate supervisor will be designated to review the 
employee's personnel folder in order to include a summary of that employee's 
accomplishments to be included in the retiring employee’s personal letter of 
congratulations. 

10. The personal letter of congratulations from the Chief of Police to the employee 
will be generated by the employee's immediate supervisor and will be forwarded 
(through the employee's chain of command for approval) to the Chief of Police for 
presentation along with the retirement certificate. 

11. The Department retirement ceremony will be presided over by the Chief of Police 
(or official designee), who will present the various awards, gifts and certificates. 

12. In the event an additional outside party is planned for the employee, the Chief of 
Police (or other command officer designated by the Chief of Police) may, upon 
request, attend and make any other presentations deemed appropriate. 

This shall not preclude the Chief of Police or other command officers from 
attending outside retirement functions in a non-official capacity. 

D. EMPLOYEE SEPARATION NOTIFICATION 

1. The first supervisor who becomes aware that an employee has submitted notice 
of resignation, retirement, or is being separated from employment, shall send 
notification to the Report of Status email distribution group. 

The notification shall include, at a minimum: 

Employee's name; 

Rank/classification or position; 

Type of separation (retirement, resignation, or termination); 

Anticipated effective date of separation; and 
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Any subsequent changes to the effective date, if applicable. 

The purpose of this notification is to ensure timely communication and 
coordination among affected Department personnel and facilitate the completion 
of required administrative, operational; payroll, equipment accountability, access 
control, and personnel actions associated with the employee's separation.  

2. Human Resources personnel shall submit the final Report of Status (ROS) through 
the Department's ROS email distribution list upon confirmation of an employee's 
retirement or separation date. The final ROS shall be submitted no later than the 
employee's last day of employment with the Department. 

a. Upon receiving this final Report of Status, Information Technology 
Services (ITS) personnel or other designated system administrators shall 
immediately disable or remove the separating or retiring employees’ 
access to all Department information systems, including, but not limited 
to: 

(1). Active Directory accounts; 

(2). PremierOne; 

(3). Axon; 

(4). Records Management System (RMS); 

(5). Door access systems; and 

(6). Any other Department-authorized information systems or 
applications. 

b. The Department's Local Agency Security Officer (LASO), or designee, 
shall ensure that all physical and electronic access assigned to the 
separating or retiring employee is revoked upon separation or retirement. 
This shall include, at a minimum: 

(1). Physical access to Department facilities; 

(2). Remote access to Department networks and electronic files; 

(3). Department email accounts; 

(4). Axon reporting systems; 

(5). Records Management System (RMS); and 

(6). Any other Department-owned or managed systems, applications, 
or resources. 

E. OTHER EFFECTS 
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This policy shall have no effect on vested rights, benefits or any other provision of the 
City retirement system, the pension system or the labor contract. 
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ATTACHMENT I 
 

Sample letter of congratulations to retiring employee from Chief of Police 
(On Department letterhead) 

 
 

 
(Date) 

 
 
 
(Insert employee name) 

Fort Lauderdale Police Department 
1300 W. Broward Boulevard 
Fort Lauderdale, FL  33312 
 
 
Dear (first name), 
 
It is with great pleasure that I congratulate you on your retirement from the Fort Lauderdale Police 
Department.  You have been a loyal employee for the last --  years and  --  months, and your 
service to the community has been appreciated by all. 
 
During your time with this Department you served in the following capacities: 

• (list in chronological order all assignments) 
• (continue list) 
• (use as many lines as necessary) 
• (also include promotions in this list, with dates) 

 
You were also the recipient of the following awards: 
• (list number of Departmental commendations) 
• (list number of public commendations) 
• (list all Departmental awards such as Officer of Month) 
• (use as many lines as necessary) 
 
Again, thank you for your many years of dedicated service to the residents of the City of Fort 
Lauderdale, and good luck in any future endeavors you may undertake. 
 
 
Sincerely, 
 
 

(Insert name) 
Chief of Police 
 
 
(Initials)/(Initials) 
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                                                     ATTACHMENT II 

 
Fort Lauderdale Police Department 

 
 
 
 
 
 
 
 

Firearms Ownership Transfer 
 

The Fort Lauderdale Police Department hereby transfers ownership of the following items in 
accordance with FLPD Policy 410.0 
 
Firearm/Pistol 
 
Make/Model:    
☐Glock 45 - Gen 5 (with Magazines): Serial # ____________ Initials: _______ 
 
☐Staccato P (with Magazines):        Serial # ____________ Initials: ________ 
 
Pistol Mounted Flashlight 
 
Make/Model: _____________________ 
 
Serial # __________________________     
 
Red Dot/Optic 
 
Make/Model: _____________________ 
 
Serial # __________________________ 
 
______________________________                                _____________________________ 
Received by (print name and CCN)                                 Signature 
 
______________________________                           _____________________________ 
FLPD Representative (print name and CCN)                              Signature 
 
______________________________ 
Date 
 
Form Approved By: Lieutenant Tarek Bazzi 
Form Approved On: 8/26/25 
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