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FOREWORD TO THE SECOND EDITION

Records continue to be a critical component of the operation of a
law enforcement agency. Since the manual’s First Edition was
printed in 1987, there have been significant changes in
legislation and available technologies to enhance the records
function. This Second Edition of the Law Enforcement Records
Management manual 1ncorporates these changes.

This manual’s purpose continues to include:

* A baéic, systematic structure to meet the needs of the
records function.

* A flexible structure which wi1ll meet most agencies’
requirements, promoting uniformity in records systems
and management practices throughout the State of
California.

The Commission wishes to recognize the Second Editions’s Project
Coordinator, Darlene Tsue. Ms. Tsue, who was the Records :
Supervisor for the City of Woodland, provided an exceptional
amount of time, research, coordination and follow-up to ensure
the completion of the manual’s Second Edition. Tragically, she
was killed in an automobile accident in November, 1990. Her work
on this manual remains a living legacy of her service to
California law enforcement.

The Commission also apprecilates the contributions of the
Executive Board of the California Law Enforcement Association of
Records Supervisors (CLEARS) and the Second Edition advisory
committee of CLEARS members. Lastly, the Commission thanks POST
Senior Consultant Bernie Homme for his role as Project Director.

We hope the Second Edition of this manual provides you with up-
to-date information in managing your records unit. Questions or
comments concerning this manual or records management should be
directed to the Management Counseling Services Bureau,

(916) 739-3868.

ol ok

NORMAN C. BOEHM
Executive Director

May, 1991
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FOREWORD TO THE FIRST EDITION

Records are a craitical component of the operation of a law
enforcement agency. Records management, the systematic control
of law enforcement records, is an increasingly complex task.
Legislation, technhology. increased demands for information, and
expanded civil liability all contribute to the complexity of
records management.

In response to this phenomencn, this Law Enforcement Records
Management Manual was created. This manual describes a basic,
systematic structure to meet the control, maintenance, infor-
mation, and security requirements of local law enforcement
agencies. The system described here is not intended to offer the
only solution to the needs of every agency. Rather, the manual
describes a basic system flexible enough to meet most require-
ments and promote uniformity in records systems and management
practices.

The manual is organized and presented to allow it to be used
daily by records personnel at all levels. The step-by-step. how-
to format is designed to provide a handy reference and contribute
to an efficient and effective system,

The Commission appreciates the contributions of the Executive
Board of the California Law Enforcement Association of Records
Supervisors (CLEARS) and anh advisory committee of CLEARS members.
Special thanks are extended to Andrea Hop of the Walnut Creek
Police Department who served as project coordinator while working
as a POST Management Fellow.

Questions or comments concerning this manual or records manage-

ment should be directed to the Management Counseling Services
Bureau (916) 739-3868.

Yhivoon . ki

NORMAN C. BOEHM
Executive Director

November, 1987
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4

INTRODUCTION

The POST Law Enforcement Records Management Manual is designed to
assist law enforcement records personnel 1in the performance of
daily activities. The manual focuses on processes and procedures
for small and medium-sized agencies with centralized, manual record
systems. The wunderlying principies, however, are equally
applicable to automated systems.

The manual is divided into eight sections including the primary
reporting system, secondary files and processes, information
release and security, statistical processes, records retention and
destruction, forms control, system audit procedures, and the
automated decision-making process. The appendix includes model
directives, legal references, a resource guide and glossary.

Each of these sections contains both a theoretical overview and
practical procedures. Flowcharts and visual aids are presented to
graphically depict relationships and processes. Because the
supervision and training of records personnel are addressed 1in
other publications and training classes, these subjects are not
included in this manual.

An initial review of the Table of Contents will be helpful to
identify the scope of the subjects covered. Familiarization with
the terms in the Glossary during the initial review will also be
helpful. An examination of the flowcharts accompanying process
descriptions will aid in a better understanding of the material
presented.

The recommendations concerning processes and procedures are the
product of years of experience of POST consultants and trainers in
local law enforcement agencies throughout California. This
experience, combined with the specialized expertise of contributing
records managers, 1is the foundation on which policies and
procedures were formulated.

The approach to record management is based upon certain underlying
assumptions. The most basic assumption is that a law enforcement
records system is a dynamic source of pertinent information rather
than a static repository of agency history. This information is
the prime ingredient 1in budget and staffing decisions and is
essential to the 1investigative, arrest, and judicial processes.
The 1information gathered, recorded, and disseminated must be
accurate, clear, and comprehensive. This suggests the necessity of
on-going systematic examination of processes, procedures, and files
together with a realistic and effective purge program.

Equally important is the assumption that when records managers make
decisions regarding information processing and procedures, over-all



agency benefits must be weighted against any adjustments in
personnel time or other resources. The records system should be
reviewed as an interdependent whole, whose components interact in
direct and subtle ways. The implication of this assumption is that
records managers should be aware of the operations of the total
agency. This over-all awareness is essential to effective records
management.

Lastly, an assumption is made that certain resources are essential
to effective records management. Records staff must have adequate
training. Local agency training programs must be systematic and
thorough. Training is also readily available through the
Commission on Peace Officer Standards and Training (POST), the
Department of Justice (DOJ), and the California Law Enforcement
Association of Records Supervisors (CLEARS) sponsored courses and
seminars. Each of these organizations has publications and
personnel to assist in this training function.

Individual agencies must provide adequate resources for records
management. These 1include sufficient staff, well-maintained.
equipment, suitable work space, and access to the essential legal
codes.

This allocation of resources signifies that the records management
function is an important component in the successful completion of
the law enforcement mission.

The manual begins with a section on the basic report system and
traces the documentation of an incident from a call-for-service to
a decision to retain or purge a document. The focus 1is on the
crime or incident report. The basic components of this system are
identified along with a flow chart depicting the process.

Secondary processes refer to those files and procedures that
supplement the basic reporting system. Although many of these are
referred to as files, there are preliminary processes associated
with them. These files are defined, and many include model
directives, in the Appendix.

The security of information section addresses the major issues of
information security and release. The applicable 1legal codes
provide the framework for a detailed discussion of specific records
that are subject to release or exempted from release. A records
release flow chart graphically represents the variables in this
decision-making process.

The statistical section contains the elements and methods of law
enforcement statistical reporting. Three specific areas are
discussed: the Uniform Crime Reporting program, individual agency
management statistical reports, and the statistical elements of
crime analysis programs.



The records retention and destruction section presents a thorough
discussion of the legal requirements in this area. The section
provides specific recommendations for records purge and retention
periods. The documents necessary to establish a purge program are
also incliuded.

The forme control section offers a discussion and specific
recommendations on the essential elements in a forms control
program. The emphasis is on a systematic approach to forms
management. A model directive outlines the basic components of
forms control.

The system audit procedures section emphasizes that records
managers must, at regular intervals, examine the processes and
procedures associated with the records system. This audit will
-identify problem areas and assist 1in the development of
modifications necessary to ensure an effective, well-functioning
system.

The automation of records is addressed in the last section. The
emphasis is on the decision-making process when an agency asks the
questions, "Should we automate?" The discussion emphasizes that
records processing problems are varied and several solutions often
exist, only one of which may be automation. The steps in thkis
process are identified.

And finally, this manual must be treated as a working document,
subject to change. These changes will occur as laws are enacted,
amended, and abolished. In addition, 1local practices and
procedures should be added to the appropriate sections, to
supplement the text and provide a comprehensive reference for
records system management.



Ir. PRIMARY REPORT SYSTEM

Tintroduction

The primary report system in a law enforcement agency is the source
of the most significant information an agency can generate and
maintain. Primary report system, as used in this manual, refers to
the system that begins with a call-for-service and ends with a
decision to purge or retain specific documents. This one system
provides a broad base of data from which an agency can gauge fits
performance at the most basic level.

An efficient primary report system:

o documents events,

o) aids management decision-making,

o) assists in the investigation and prosecution of criminal
offenses,

o provides data for patrol workload analysis,

o acts as a supervisory tool in determining the quality and
gquantity of work, . ,

o provides data for budgetary decisions,

o permits compliance with state and federal laws requiring
the compilation and reporting of crime statistics, and

o} represents the memory of an agency.

To function well, this comprehensive primary report system shouid:

o be straightforward,

e} produce desired results,

o be subject to periodic review for the relevance of its
components,

o} comply with applicable statutes, and

o retrieve information easily.

A straightforward primary report system is likely to be a simple
system, one that requires a minimum number of report forms.  The
processing of these reports will be standardized and formalized in
written procedures. Management awareness of the inter-dependence
of the system components and staff requirements is a critical
element of the efficiency of the system.

The system objectives will be clearly defined and periodic review
will assure that these objectives are being met. Lastly, some
review mechanism is necessary to assure compliance with changing
legal requirements.

The primary report system consists of nine elements:

1. initial data recording,
2. type of reports,
3. preparation of reports,



report review and correction,
report indexing,

report distribution,
complaint processing,

filing, and

purging.
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Initial Data Recording

Most calls for service are initiated through telephone or radio
communications. Both are routinely recorded in most agencies and
constitute an agency’s first record of the event. These calls are
the starting point for the primary report system. Initial data
concerning an event are gathered and the response and actions are
recorded. The data, whether the result of a cail-for-service or an
officer-initiated activity, are recorded in a structured format.
This format assures that relevant and uniform data are collected.
This initial recording process provides a control point from which
subsequent action can be evaluated. This recording allows an
agency to ascertain whether the proper disposition of an event has
been reached.

One of two documents may be used to record initial data in a manual
system--the complaint dispatch card or the daily activity log. The
complaint dispatch card is preprinted to capture the required data.
The daily activity log is somewhat structured but allows a more
narrative format to record the data.

Computer aided dispatch (CAD) is also a popular technology used for
recording initial data. Because this manual focuses on a mahual
system, CAD will not be discussed.

The daily activity log is better suited to agencies with a lower
volume of calls-for-service. The mechanics of recording data on
the log are more time-consuming while the dispatch card permits a
more rapid recording of data.

Complaint Dispatch Card

A generic compliaint dispatch card is difficult to design because
each law enforcement agency may have specific and unique informa-
tion requirements. However, certain data must be recorded by
communications personnel so that officers can respond promptly and
effectively. The basic data include:

nature of the incident,

location of the incident,

name of the reporting person, and
names/description of suspects or vehicles involved.

LW =

Four time elements concerning the event should be recorded:



1. the date and time the call-for-service was received (or
activity initiated by an officer);

the date and time the assighment was broadcast;

the date and time the officer arrive at the scene; and,
the date and time the police action was completed. (The
time the assigned officer returned to service.)

o Mo

Additional valuable information consists of the:

1. priority of the call;

2. beat and reporting area in which the incident occurred;

3. identification of the officers assigned;

4. name/ID of complaint taker (if applicable);

5. name of the person completing the card;

6. detailed vehicle/suspect information;

7. other notification made such as fire, ambulance, tow
truck;

8. short narrative description of the incident;

9. disposition of the incident;

10 report number, if appropriate; and,

11 name/ID of dispatcher.

Figure I-1, page I-4, 1is an example of a complaint dispatch card.

Special Activity Card

‘This type of dispatch card may be used specifically to record

officer-initiated and administrative activities. The content of
this card is particularly subject to local requirements. Officers
must keep the dispatcher informed of each activity and the
associated times. The value of the recorded data is directly
affected by officers’ strict adherence to established
communications procedures.

Typical officer-initiated activities recorded on the special
activity card include:

arrest,

follow—-up contacts,

field interview,

assist other officer,
traffic stop,
warrant/subpoena service,
security check,

public assistance,

hazardous condition,

public relations,

suspicious vehicle/person/circumstance, and
recovered/abandoned vehicle.

00000000 0O0OCODO0

Administrative activities might inc]ude:

o personal time,

I-3



Figure I-1

Example of a Complaint Dispatch Card

S
NATURE OF INCIDENT CODE SECTION
LOCATION OF INGIDENT
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R CONTACTS
7 ves [] wno [
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RACE | SEX HAIR | EYES i WT GTHER
S |[OTHERDISTINGUISHING FEATURES
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B Icohme
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(o]
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NAME ARREST NO,
CYMBL
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E
’i‘ ADDITIONAL DETAILS
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L
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RECV
DISP
ARRV
. CLEAR
ASSIGNED BY PE | ASSIGNED TO PE
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X MBERONTO
5 [MiRSEE REVERSE Tueon [ NUMBER ON TOUR
g TouR [
| [caseno. Z0NE BEAT
T
|
8 CUASSIFICATION
S
BETAILS/OTHER INFO
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S
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time at the station,

report writing,

court/DA conference,
training/briefing,

prisoner transport,

equipment maintenance/service,
special detail, and
meal/coffee breaks.

0O00O0OO0O0OO0OCO

As with the complaint dispatch card, the special activity card
should also include general information describing the:

nature of the incident,
location of the incident,
beat/reporting district,
officer identification,

case number, 1if applicable, 'and
disposition.

0000O00O0

The times recorded include:

o] the date and time the activity began, and
o the date and time the activity stopped.

Once the initial data are recorded on the dispatch or special
activity card and a disposition is reached, supervisory personnel
should review the cards to assess adherence to agency policies and
procedures.

Figure I-2, page I-6, is an example of a special activity cakd.

Daily Activity Log

Although most manual law enforcement record systems use the
dispatch card as the primary document for recording initial data,
an alternative method 1is also satisfactory for use by smaller
agencies. The alternative is the Daily Activity Log to record
initial data. This log is maintained by the dispatcher and records
the same basic information in a less structured format.

The four time elements are entered by hand or typewritten along
with a narrative description of the incident including appropriate
identifying information, property, disposition, report number and
assighed officer. Each separate shift 1is identified. Line
supervisors review and initial the log at the end of each shift to
ensure that proper entries and appropriate officer action is
recorded.

A Daily Activity Log makes the use of a case number ‘og
unnecessary. The sequential case number is issued from the Daily
Activity Log itself. Another advantage of the Daily Activity Log
is that it presents the basic information in a simple yet
comprehensive format.

I-56



Example of a Special

Figure I-2

Activity Card

Report Case
Qe |Beat Area e la Location . No. Code
‘ ADMINISTRATIVE ACTIVITIES ‘% (.,,9 OFFICER INITIATED ACTIVITY
CHECK: CODE CHECK | CODE CHECK | CODE
855 Personal Time (meals) 800 | Arrest 813 Car Stop
' g1o | Station 843 | Follow-up 888 Haz. Cite
i 853 | Office Duty/Pso-Desk-ID 866 | Report Wrlting 889 Non-Haz, Cite
| 887 | Employee Transport 805 | Assist Other Unit 870 Parking Cite
' asg Prisoner Transport 863 Assist Other Agency 868 Abandoned Auto
' eoa Court 815 Sstp.PerNehJFJirc. 808 Bicycle Stop
T — 828 | Field Interrogation 897 Warrant Service
283 Training 819 [ Public Assistance 875 Subpoena Service
. 8% Errands 803 Public Relations , 820 Tralfic Accigen!
834 i Equipment Maint. 851 | Assist Motorist 880 | Traffic Control
{817 |CarWash 869 | Residential Check 856 | Other Patrol Activity
N . got Gas Pump/Car # 841 Commercial Check
Mileage: 801 Bar Check
] ClearJ c;r A DIEP'?;LE;)N 8e8 Security Ck. (Person)
836 { Hazardous Condition

.DCL




However, as the volume of calls-for-service increases, the
maintenance of the log may become cumbersome and time-consuming,
and dispatch cards should be considered.

Figure I-3, page I-8, is a example of a Daily Activity Log. Figure
I-3a, page I-9, is a example of a completed Daily Activity Log.

Initial Data Processing

Communications personnel can tally the data from dispatch cards or
the Daily Activity Log at the end of each shift. The most common
data elements include the amount of officer-consumed time, by
category of activity, which are used for patrol workload analysis
or other management information needs. For further information on
patrol workload measurement, see Patrol Workload Measurement
Manual, State of California, The Commission on Peace Officer
Standards and Training, 1980.

Other statistical data describing the volume and classification of
incidents are usually retrieved by records personnel after the
documents are reviewed by the 1ine supervisor and routed to
Records. In small agencies, these activities are often performed
by the same person. (For further information on agency management
statistical reports refer to the Statistics section of this
manual.) :

Agencies that use an activity log to record initial data should
also maintain the log as a control document for supervisory and
records personnel to ensure that all reports are completed and
submitted for approval and processing. Even though supervisory
personnel have reviewed the Activity Log, communications staff
should keep the previous two weeks logs for information referral
purposes. After the two-week period, the original log should be
routed to Records for chronological filing and retention.

Working copies of the Activity Log can be forwarded to Records
immediately after supervisory review to act as the control
document. As reports are submitted to Records for processing, the
log should be initialed to verify receipt of each report. Copies
of the log may also be used for information release as required by
the Public Records Act (Government Code Sections 6250-6265). These
logs, when exempt information has been deleted, can be used as a
press board and to answer citizen ijnquiries.

Agencies that use complaint dispatch cards to record initial data
must also have a procedure to ensure that all reports are completed
and submitted for supervisory review and records processing. A
document titled Report Summary Log, similar to the activity log,
can be prepared by communications personnel from complaint dispatch
card data. This document will not contain all of the detailed
information found on an activity log. This log may also be used
for information release and patrol briefing after it is reviewed by
supervisory personnel. Figure I-4, page I-10, is an example of
this log.
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Figure I-3
{(Name of Department)
’ TIME CLASSIFI. TIME TIME OFFICER
n:.:.:l::\fzn PAS‘;::D ':-‘RA';I::{, DESCRIPTION OF CIRCUMSTANCES/DISPOSITION® ARRIVED |CcLEARED HEPORT NIO.

*DESCRIPTION OF CIRCUMSTANCES- List full name, address, telephone number of complainant, brief description of event, type of property taken,

suspects, vehicles, persons arrested, etc,

DISPOSITION: Arrest, cite, standby, notification, F.1., GOA, UTL, etc,



ACTIVITY LOG COMPLETION EXAMPLE

[ The Tisting of the call-for-service priority beneath the.classification
—————ee———f) This Activity Lng s designed to assist with the collection of workload will assist in the tabulation of workload data, (Priority A (1)rcsils .

dats, e.q.. the difference between the time the call is received and that are emergencles or potential emergencies or otherwise urgent calls

the thme dispatched ~ the queueing time, the difference between the that require an immediate response, Priority B (2}xcalls that do not re-

time the call ts disnatched and the time the of ficer arrives v the quire an urgent response for protactTon of ®? or property but that should

travel time, and the differeace between the time the call s dispatched be responded to as soon as possihle or practical, and Priority C {J)=calls

and the time the officer clrars the call = the total consumed time. that include a1l situations xhere » delayed resoonse is permissible.}

Anytown Police Department Anytown Police Depariment
ACTIVITY LOG ACTIVITY LGG
[ e ) R - R I
3% 377 | ama William &, Brown, 1514 "G Street, Anytown 0001 | on70 | Hardy 1435 1436 | - 594 Paut D. Farmer, 1525 "P" Street. Anytown taanj 1s0n|  Sutter
¢ {344-B765) reports the theft of five gallons £8-1233 C {124.4555) reports someone cut the tirec L1235 -
of aav from vehicle. Theft occurred during on his vehicle. No sutpects
day at 1919 Market St., Anytown, 1544 1586 M7 "hrlha B.)Smrt. 1515 New Street, Anytown 1550 ) 16581 White
. A 148-9999) reports-a drynk in front of the AL-17236
Supervisor's IMUJR_'M.__ . Rrass Rall Bar. Charles B, Luckless,
..... ——— transient, bnoted county Jatl, Rooking
Nn. §321,
2400 WATCH | O GITY
March 26, VOR4 Supervisor's In(tlalxD_Q‘".
Sgt. Saith Unft: & o : e
Officer (dwards Unit: S 1600 WaTTH 113 oM DUTY
(Optinnat) { 0fflcer Johnson Unit: 6 } {ontional) e T
! Officer Reed unit: 7 Dispatcher Brown

* PMspatcher Alexander

House
{Optional) Rercrder count: Shift start 1342  (Optlonad) 1610 | w/A Jamec J. Homeowner, Lot 55. Pines Estates. | N/A | W/A | Unit 45

Check | anytown {JA4-RRO0) requests & hnuse check
from 4-1.84 to 4-15-84. He can bs reached

0012 (0014 1 415 | James B Smith {bartender), ALibl Club, 0020 | 00301 Johnson at (702) £99.1122
— L) 123 L. Main Street, Anytowm (344.4566)
reports a disturbance in progress, Suspects 1732 1733 { Civl) Melvin B. Goodman, 159 Brookside, Aot 6, 1800 | 1830 | Harrizon
1 unknown  GOA. Mo repart, ‘ I Matter | Anytown {(no phone) requests an of ficer
w standhy while he removes his clothing from
0405 10407 | Assist [ Wildred D. Brown, 1815 Fast Street, Anytown | 0413 § 0419 | W/A @& hic ex-wife's, Susan B, recidence at 15
{348-3350) requests an amhulance for her M. Circus Street, Anytown. Standhy com-
hushand, James ¥, who 1% having a heart pleted. No report,
sttack  Anytown arbulance dispatched. . . 1845 | N/A | Info | The traffic red tights 3¢ Main and “8~ Na WA LI
. Streets have been set on constant flash due
Supervisor’s initials .- to malfunction. City Street Department .
b sTmoTEEess mtifled.
Rl VATCH 11 D% DUTY 1932 [ | a1 | sy g, ?a-emo (ilerl). Stop and Go 1938 | 2055 | . Smith
A Market, (104-1515) reoorts & hald-up Just Harrison
Dispatcher Margan occurred.  Suspect: WKW, 35-80 years, 6°7" Ra-12W7
. to 6°4%, 200 Ibs , wearing blue stocking
Q . .
I Sl A S B frtat o AR Ll Rad I+ O I N cane L acht. s hea (n o wnte.
l'-lrnh:. {hn and Tonls taren *62-54, Chevrolet <edan, fcense unknnwn
v. 1 Last direction of travel: N, on Miin Street
mi2 NAA. § Assist | Samuel P Motorist, 156 North Street, L77 SR ¥/ LTL) ARMED with el blue revilver.
Yrbanville requests a tow truck for hic rad ¥ 2315 n/A Cite 0fficer €
: stes reports Yssulng ritation LTE L1 LIL]
7S Ford picbup, 11045, stuck in mid 2 | #4567 to fomer F, Handsome, 17R Miin Sireet,

miles <outh of “[° Street, Anytowm. Matorict Anytown far vinlation of 21461 8 129%) v ¢

will standbv at the telephone booth at trd t . b
and “L" nteeets [148.9977). Marshall tow : Vehicle: Yellow A2 Corvette, 1AP(A8R ..
' hod
Alpate ! Supervisor's Taftials f(
"o n/s Info Captain Hunter repnrts firearms tralaing for LT 1 NZA N/A
a1l officers will be held on 4.10-A4 at 1500
hry  at the ranne
i

Ut 8 VR OF LINALIITAS IS Lo ol nowe sl fotphast ombus vf ¢ wm plampst smy! Jom pirww of oeval Toge of prupmte tobes CIVAM SEPTINN (U8 LIRLLMETAS L [ wr full aemd s86tom 1olmpons nembar nl ¢ o Chwaet baef Srmrpima o7 avvnt 1958 of Probarty 15008
e hmtm o - Soverte Al pommer wraee e
DIANUINIE G o0t mests sanfugrma F) COA LTL ee DISFOHTININ  &rvam wie wondhe soufipros F1 COA LTL o

Times, virich are ot applicahle, thould bave the atherviation N/A entered @]
10 ensure that the entry of times {5 not overlonked

Vet ff) [niter the date at the beginning of the first shift for each day, (Mepart-
ments my nptinnally enter the date at the bealaning of each <hift.)
‘Il'l:w:n(r s dispatched that uies & differsnt radia frequency or for ’
{4 rpar
Rrevvmt and T e rearns ot U @/A stould b entered In the Time At the end af each shift, the shTt supervisar should fnspect the
Activity 1o for accuracy and completeness and Initial s indicated
after the la<t entry for *har \Mn“

el The entr s 6f namsy Al officors wha are on duty for cach ehift i< antinnat. M )
(1% vatentine nf Auty rovters eay be substituted 1nctead ) IF the depart. . -
wnl Uset & comwmmboatinny cararder, the entey 1 tha L ngater aueber fne the beimrenmrsse—il) Entar the vrest department report rumber In senuence as Indicated by the
AIATE Af sach ThEY 1e alen apt fanal lact aumter entered on the previnus A tivity g page @

Bg~-1I @24nbL4
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Agencies can use the Activity Log to supplement dispatch cards.
This practice allows the recording of miscellaneous information
deemed important to the agency.

Types of Reports

Not all calls-for-service, nor officer-initiated activities,
regquire a written report. The information recorded on a dispatch
card or a daily activity log may be sufficient where no crime has
occurred nor any follow-up action or retrieval is expected. Two
types of reports therefore, are recommended: numbered reports and
unnumbered reports.

Numbered Reports

Numbered reports are those formal, operational reports that must be
prepared to meet legal or internal agency reqgquirements. They are
reports of crimes, suspected crimes, traffic accidents, other
incidents or events, injuries, or fatalities. Numbered reports are
subject to retrieval. They contain factual data and describe the
incident, the surrounding circumstances, and summarize the
activities of the responding officers.

Issuing a separate, unigque number for each report, whether or not
the report will later be retrieved, is not recommended. ~Numbering
every report:

o) indicates that all reports are of equal significance with
respect to control, storage, and retrievability, and

o) creates gaps in the numericaﬁ sequence of reports in the
central report file because dispatch cards are more
efficiently filed separate from the central report file.

The numbered report will include the following documents related to
the event:

crime/incident report,
property report,
arrest/booking report,
supplementary reports, and
supporting documents.

00000

Report Numbering System

The most straightforward report numbering system consists of the
last two digits of the current year and a sequential number (for
example, 90-0001, 90-0002). A1l documents relating to a single
event will have this uniform number.

Several advantages of this single renort numbering system include:

o) only one case number series and 1issuing source are
necessary,



o} a unique identifier is provided for reports and related

documents, '
o) the single number series simplifies filing and retrieval,
o a simple method of administrative control protects the

integrity and security of the reports, and

(o} it assists 1in decisions concerning retention and
destruction dates.

A report number should be issued as soon as it is determined that
a numbered report will be written. Report numbers should be issued
directly by communication personnel from the Daily Activity Log, or
a case number control 1log if dispatch cards are used, This
procedure will provide: ‘ _
o control of the report by a numerical identifier to ensure
that the report is completed and to reduce the chance of
a lost report,

o the ability to immediately enter data into regional,
state, and federal automated information systems,

o) the ability to immediately relate evidence, property, or
persons to an incident, and

o) report numbers to interested parties at the time of the
incident.

Pre-numbered discatch cards are unnecessary and are not
recommended.

Unnumbered Reports

Unnumbered reports generally record noncriminal events that do not
require follow-up action. While a brief report on these events may
be advisable, a detailed report is unnecessary. The appropriate
information can be entered on the complaint dispatch card or daily
activity 1log. Each agency should establish procedures which
specif,y circumstances under which the unnumbered report is to be
used.

Some advantages of the unnumbered report are:

0 reduced report preparation and processing time, and
filing and storage space.

o basic information is recorded with minimum effort,
o reports may be easily processed for statistical data and

to measure the allocation of resources to noncriminal,
miscellaneous activities,



o reports provide a short term audit of response to
particular events, and .

o reports can be destroyed at minimum retention period.
See Figure I-5, page 14, for a sample unnumbered report form.

Two options exist for the completion of the narrative portion of
unnumbered reports:

1. Communications personnel can enter the disposition and
short narrative on the dispatch card or daily activity
log.

2. The assigned officer can describe the incident and submit
the complaint dispatch card directly to the 1line
supervisor for approval. Unnumbered reports are an

expanded use of the complaint dispatch card and are
processed in the same manner. Retrieval is by date and
time. The daily activity log provides names, location,
and type of incident to retrieve the report for later
review. :

Preparation of Reports

The primary purpose of a report 1i1s to record and transmit
information. An effective report preparation system will ensure:

prompt completion and review of reports,
complete and concise reports,

accuracy of information,

minimal processing costs, and

timely availability of information.

000O0O0

To achieve these results, an agency must identify the factors that
affect report preparation.

Key factors include:

o) personnel time--costs associated with a report that is
written more than one time,

o} document handling--the number of times a report must be
transferred between the writer, reviewer, and various
clerical personnel,

(o} availability of information--the additional time required
for report processing, i.e., data entry, statistical
gathering, and

o gquality of information--the accuracy of information.




Example of
(Reverse

Figure I-5

an Unnumbered Report
Side of Complaint
Dispatch Card)
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The emphasis of this manual focuses on officer handwritten reports
prepared in the field, although, it is recognized that report

preparation may include dictation or automated systems. POST’s
publication, One-Write, presents a handwritten system. Copies of
the publication are available from POST upon request. Before

embarking on a particular report preparation system, an analysis of
each is necessary to determine the most feasible system, given
local conditions and resources.

Handwritten Reports

Most Taw enforcement agencies handwrite reports. The reports are
usually written in the field, receive supervisory review, and are
submitted for processing at the end of each shift.

This system has the following advantages:

increases report accuracy,

permits immediate supervisory review,
promotes more concise reports,

reduces preparation time and cost,

promotes prompt availability of information,
increases report validity, and

reduces the document handling process.

0O0O0D0O0OO0O

Given these advantages, handwritten reports rather than type
reports are recommended. However, there may be instances when
typewritten reports are necessary and appropriate. These special
circumstances should be clearly def1ned in written policy and
require supervisory approval.

A policy allowing some reports to be typed should describe report
typing priorities. Because only a small number of reports are ever
distributed outside of the agency, typed reports officer little
direct benefit to an agency.

Typewritten Reports

The typing of reports 1is an accepted practice 1in many law
enforcement agencies. In some agencies all reports are typed; in
others, only those reports meeting certain criteria, including the
length of report or type of crime, are typed.

There are two primary reasons why reports are typewritten. They
are:

0 appearance; a typed document is neat in appearance, and

o legibility; a typewritten report is easy to read.




Report Review and Correction

Supervisory Report Review

Supervisory report review is a key element in the reporting system.
The guality of this review process determines how well the entire
system is functioning. Supervisory report review should be
described 1in written policy that outlines the objectives,
functions, and responsibilities of the process,

In this process the immediate supervisor of the reporting officer
reads a completed report and compares it with the established
review criteria. Completed reports should be submitted for review
prior to or at the end of each shfit. Supervisors should review
the reports immediately so that the necessary corrections can be
made before the processing. The timelines of the review/approval
process is an important factor in its success. Report writing and
report review training are important elements of an agency’s
training program.

The report review process permits the supervisor to evaluate the

work of subordinates., Because report review criteria have been
described in agency directives, the review process should provide
objective comment rather than subjective judgment. Figure I-6,

page 17, provides an example of a report review memo.
The report review process should include:

Editing--for legibility, spelling, grammar, neatness, clarity,
conciseness, and consistency.

Review of Content--to ensure that complete data has been
gathered; that there is consistency of data between reports
associated with the same avent; that the elements of a crime
are present; that the orgjanization of the report is logical;
that the report refla2cts compliance with established
investigative procedures; that proper format has been
followed; that report disposition 1is correct; and, that all
necessary documents have been included. o

Classification--to-confirm the original classification of a-
event according to Uniform Crime Reporting, state and local
guidelines.

Correction--to identify deficiencies 1in reports that are
returned for correction,

It is the responsibility of the officer’s supervisor to see
that corrections are made quickly so that there is no delay in
the flow of information.
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Figure I-6 - -

Example of Report Review Memo

REPORT REVIEW MEMO  CASE NO.
DATE

TO:
FROM:
REMARKS:

DISPOSITION:

TRAINING NEEDS ASSESSMENT:

REPORT COMPOSITION = INVESTIGATIONS
1.J Grammar 11.[] Elements of Crime/Law
2.[] Spelling 12.] Mm.0.
3.[] Sentence Structure/ 13.01J P.C. For Stop/Detention/
Punctuation Arrest
4.[] Category Report/ 14.[] Search/Seizure
Improper Format 15. ] Evidence

5. [] Too Brief/Wordy

6. [ ] Organization Poor 16.[] Follow-up Incomplete

7.7 I t Use of SI 17.[] Interview/Interrogation
E rggx?tf:ctioieso g/ 18. ] Dept. Policy/Procedure

8. [ ] Neatness 19.[]
9. [] Classification
10. [ ]




Records Section Report Review/Procassing

When the report 1is approved by the supervisor, it is routed to
Records for processing. The Records report intake position
provides a quality control check on each report received. This
check may include initialing the "working copy"” of the daily
activity log to verify receipt of each report. If additional
information is needed for processing, the report should be returned
to the approving supervisor with a request for assistance.

Example of processing problems are:

o a missing document,

o inconsistent spelling of a name or date of birth,

o) insufficient information for state automated system data
entry, and

o} inaccurate information contained in the report, i.e.,
case numbers, offense codes.

It is the responsibility of the original reviewing supervisor to
have the problem corrected so that the report can.be processed in
a timely manner.

An efficient report review process is critical to the accuracy of
the entire reporting system.

Staff Inspection

In addition to the supervisory and records review of reports,
continuous staff review and inspection will ensure that the entire

reporting process, including supervisory review, meets the
objectives of the system: This staff inspection assures that the
entire report process is functioning according to design. The

review can be performed by an administrative officer, Records
Manhager, or other designated staff (see Section VII, System Audit
Procedures).

Report Indexing

Accurate and rapid information retrieval are required elements of
an effective records system. The indexing process is vital to
efficient retrieval. The most efficient means of locating records
is by use of a master alphabetical index. The master index should
contain the names of individuals involved in incidents, cross-
referenced to the report number. A master index file is at the
core of a law enforcement agency’s records system.

Names from a report should be added to the master index
immediately, so that information from a report 1is readily
available,

Maximum care should be taken in creating and maintaining an index
file. Because of the importance of maintaining an accurate



index, policy should place the responsibility for filing and
refiling index cards with Records personnel. Only Records
personnel should have access to the file. Periodically, records
personnel should go through the index, card by card, to discover
and correct any errors,

Two basic methods are used to prepare and file index cards:

1. the single entry method, in which a card is prepared for
each name and event, and

2. the dossier method in which consecutive entries are made
on an existing card for each person or firm involved in
an incident. 1If no card is in file, one is made. 1If a
card is in file, the card must be removed from file, new
information added, and the card refiled.

The dossier method of adding information to existing
cards is not recommended.

The single entry method of indexing is recommended. Advantages
include the following:

o) index cards are prepared 1immediately upon receipt of
report; clerical time is not expended searching for
existing cards that may contain aged information or have
been misfiled, and

o) purging single entry index cards from the file can be - .
accomplished with minimal effort.

Master 1index cards should provide information to identify and
locate related reports and files. Care should be taken to include
only necessary data on the index cards. Only the names of persons
or firms in the following categories should be indexed:

o) victim (or reporting person if the victim is unknown) 1in
all numbered reports; if the victim is a firm, the firm
name is indexed,

o arrested persons (cross-indexed by aliases, aka's),

o person(s) named on an arrest warrant,

o drivers involved in motor vehicle accidents, and

o) registrants pursuant to Penal Code Sections 290 and

457.1, and Health and Safety Code Section 11580.

The practice of adding suspects to the master index file in a
manual records system may lead to serious problems. A person may
be named as a suspect in the original crime report and subsequent



investigation may exonerate or eliminate this "suspect.” Without
a procedure to correct, reclassify, or purge the 1index card, a
situation is created that could lead to criticism, complaints, and
possible litigation. For these reasons, the practice of entering
suspect names into the master index file is not recommended.

If an individual is arrested subsequent to the original report, or
a warrant is issued, the person's name should be indexed with the
appropriate classification when Record staff process the supple-
mental report.

Those agencies that choose to index suspect names in the master
index must establish safeguards to ensure that the data entered is
accurate. In these instances, policy must clearly define the term
"suspect." Furthermore, procedures must be established to provide
control and accountability.

Of equal importance, purge criteria should assure the removal or
chanoz in classification of suspect names in the file. Continuous
monitoring of these practices must verify that the safeguards are
being followed.

Index cards should contain:

Name of firm or person (cross-filed by aliases, AKA’s).
Date of birth.

Crime or event.

Case number.

Category of name indexed (victim, arrestee, driver).
Date of report.

O000O0O0

Index files usually contain 3" x 5" cards. A sample single entry
master index card is shown below.

(1) DOE, John Allan (2) Arrest/Case #

212 Main St., L.A., Calif.
(3) 05/17/62

(4) 12/20/85 (5) v (6) 459 P.C.




1. Name and address of subject.
2. Case or arrest report number.
3. Date of birth,

4. Date reported.

5. Classification: V = Victim
D = Driver/Accident
A = Arrested
RP = Reporting Party
R = Registrant
W = Warrant
6. Case code section, 1including crime, traffYc violation,

event by code or type.
Report Distribution
After indexing, reports are ready for distribution. This process
is a series of activities to disseminate information to the proper
sources., Many of these activities are mandated by law, while other
are subject to local practices.

This process consists of three types of activities:

1. photocopying reports,
2. distribution of reports, and
3. dissemination of report information.

Photocopy Process

o) This process may be assigned to an individual or a shift.

Distribution of Reports

o) Investigations

Copies of reports involving criminal offenses are sent to
the investigations unit for information or investigation.

0 Department of Justice

Penal Code Section 11107 identifies the reports local
agencies are required to send to the Department of

Justice. DOJ also publishes a document entitled,
"Directions for Submission of Crime and Property Reports
to the California Department of Justice.” This is

available from DOJ, BOCCI/Records Unit.

I-21



California Highway Patrol

Vehicle Code Section 20008 identifies the traffic
accident reports that must be sent to the California
Highway Patrol.

Court liaison officer/district attorney

Copies of reports involving an arrest must be sent to the
district attorney for complaint preparation. The
handling or reports in the preparation of complaints and
warrants is a matter to be established by the concerned
agencies.

Other agencies

The reporting officer may request that a copy of a report
be sent to another agency. Release of the reports must
comply with agency report release policy (see Section
III, Security of Information).

Periodically, the report distribution process should be reviewed
for effectiveness. Factors to be considered are:

0

o

the use of the reports by the recipient,

the number of copies sent and the number of copies
needed, :

the timeliness of the distribution of the reparts,

quality of the reproduction process and the clerical time
required to prepared report copies, and

additions or deletions from the standard distribution
lists.

Distribution of Information

This process extracts specific information from reports for a
variety of purpose.

(o]

Uniform Crime Reporting

Statistical data must be extracted from reports to comply
with UCR/BCS reporting requirements (see Section 1V,
Statistics).

Management Statistical Reporting

These reporting requirements are unique to each agency
(see Section 1V, Statistics).



o} State and Federal Automated Systems

Certain 1information must be entered 1into the State
automated Criminal Justice Information System (CJIS) and
NCIC where applicabie. Local law enforcement agencies
enter data into the Stolen Vehicle System (SVS), the
Automated Boat System (ABS), Automated Firearm System
(AFS), Automated Property System (APS), and the Wanted
Person System (WPS).

California Justice Information System Manual, California
Department of Justice, contains regulations and data
entry procedures.

Complaint Processing

Complaint processing is the preparation of documents necessary to
file a complaint in a court of law. For further reference,
including definition, wording, procedure and requirements, see
Penal Code Sections 6381, 806, 859, 949-852, 957-958, 988,

Felony complaints are usually prepared by the district attorney.
Misdemeanor complaints are frequently prepared, in part, by local
law enforcement agencies often in the Records Section. The degree
to which an agency prepares a complaint is usualily a matter of
agreement with the district attorney and the court.

The complaint consists of an accusatory pleading containing the
title of the action, the name of the court with Jjurisdiction, the
name of the defendant and a statement of the offense charged.
Supporting documents, including a police report, are attached to
substantiate the offense charged.

The complaint document 1is usually a preprinted form onto which the
information is entered. Figure I-7, page 24, is an example of a
typical misdemeanor complaint form. This complaint is signed by an
officer of the agency, delivered with the supporting documents to
the district attorney for review, signature, and filing in court.

Complaint preparation by Records personnel usually consists of
sending copies of certain categories of reports to a court liaison
officer. The court liaison officer is responsible for signing and
filing the complaint.

In some agencies, Records personnel assemble a complaint packet to
be approved by the district attorney and forwarded to court.

The five essential elements of cbmplaint processing are:

1. Records Section receives a report with authorization to
assemble a complaint packet.

I
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Figure I-7

MUNICIPAL COURT OF CALIFORNIA, COUNTY OF

JUDICIAL DISTRICT

CCIN
THE PEOPLE OF THE STATE OF CALIFORNIA) NO.
) COMPLAINT
(Misdemeanor)
vs. )
) CALIFORNIA
VEHICLE CODE
)
) 23152(a)
) 22152(b)
Defendant.)

The undersigned states, on information and belief, that the above-
named defendant did, in this Judicial District, commit a
misdemeanor, namely, a violation of the CALIFORNIA VEHICLE CODE

"SECTION 23152(A) (DUI Alcohol and/or Drugs) in

that the defendant on or about did

unlawfully and wilfully drive a vehicle while under the influence
of an alcoholic beverage or a drug, or under the combined influence

of alcoholic beverage and a drug.

COUNT TWO:

The undersigned statés, on information and belief, that the above-
named defendant did, 1in this Judicial District, commit a
misdemeanor, namely, a violation of Section 23152(b) of the
CALIFORNIA VEHICLE CODE (Driving at .08 or above), 1in that the

defendant on or about , did willfuily and

unlawfully, while having 0.08 percent or more by weight, of alcohol
in his blood, drive a vehicle upon a highway or in an area open to

the general public.
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Count One and Count Two are alternate statements of the same

offense. ‘

Complainant requests that defendant be dealt with according to law.
I declare under penalty of perjury the foregoing is true and

correct.

Date: at , California.

Complainant

Agency

-
1
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2. Authorization identifies specific charges to be filed.

3. Records personnel prepare a preprinted complaint form,
adding dates of birth, court name, and the specific
offense or offenses being charged. The offense is listed
by code section, including a narrative explanation.

An easily referenced list of the most common offenses,
with narrative wording, is often used to simpliify
complaint preparation.

4. A complaint packet consisting of copies for the district
attorney, court, and defendant is prepared.

Each copy consists of the complaint form, offense report,
and supporting documents, as required.

Supporting documents may include driver’s license print-
outs, criminal histories, laboratory results, driver’s
license suspension and revocation letters. For those
offenses deemed ‘"recordable"” by the Department of
Justice, a "Disposition of Arrest and Court Action” form
(Jus 8715) must be included with the complaint.

For additional information on arrest and disposition
reporting, see Arrest and Disposition Information/
Applicant Information Manual, State of California,
Department of Justice, Arrest and Disposition Reporting
Unit.

5. Complaint packet is sent to the district attorney for
review, approval, and filing in court.

This briefly describes the extent to which a law enforcement agency
Records Section may be involved 1in the complaint process. This
involvement can be limited or extensive, as mutually agreed by the
local agencies.

F¥i1ing

The methods used to file reports and the manner in which they are
stored greatly affect the efficiency of the records system. Filing
is a system of arranging and storing documents so that they can be
located easily and quickly when needed. Written procedures should
identify all files, the contents, authorized access, and the method
used to file and retrieve documents.

Files must be centralized, conveniently located and arranged for
easy retrieval. Centralized files promote accessibility to
information, better control of documents and reduce unauthorized



o) When a charge is listed on an arrest or booking report
without a citation, a copy of the report face sheet can
be filed with the citations in a tickler file.

0 When the marijuana offense is a secondary offense, and a
citation is not written, care should be taken to isolate
all references to the marijuana offense on the crime
report. This will simplify the purge process. No
reference to the marijuana offense should be made in the
non-marijuana offense report. There will be one report
number, but the marijuana offense will be described on a
separate sheet. The arrest/booking sheet entry can be
eliminated with a black marker.

o In automated record systems, identification of the
marijuana reports should be based on the classification
of reports for retrieval. A computer print-out of all
classified reports which includes the date of arrest,
defendant name, and disposition can provide the basis for

the purge. However, when the marijuana eoffense is‘

secondary, the computer must be able to identify reports
by a primary classification and a secondary classifica-
tion to ensure a thorough purge program.

These precautionary steps will enable an agency to comply with
purge requirements without difficulty.

Record Retention

Trhe primary report system has traced a report from the originating
recorded telephone call or radio communication which initiates a
call-for-service to placement in the file. The primary report
system does not end, however, when the report is filed. Decisions
must be made concerning the retention period for specific types of
records and reports. Section V, "Retention and Destruction,”
includes specific recommendations on record retention and purge.
Figure 1-8, page 29, provides a Primary Report System flowchart.
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IT. SECONDARY PROCESSES

Introduction

This section contains information, guidelines, and procedures
related to secondary files often found 1in a law enforcement
agency. The section is arranged alphabetically by type of file or
procedure. Legally mandated processes and files are identified.
Optional files and processes are also identified.

Because of the variations in size and circumstances 1in Jocal
agencies, many of these optional processes can be adapted to fit
Tocal needs. The Warrant and Subpoena Duces Tecum sections are
enhanced by a model directive found in the Appendix.

ABC Notification

Section 24202 of the Business and Professions Code reaquires all
state and local law enforcement agencies to notify the Alcohol
Beverage Control Department of any arrests, involving a licensee or
licensed premises. made by them for violations over which the
department has jurisdiction. This notification must be made within
ten (10) days of the arrest.

Child Abuse

Penal Code Section 11169 require the reporting of all incidences of
ch11d abuse. Child abuse is defined in Penal Code Section 11165
and includes, but is not 1limited to, Penal Code Sections 261,
261.4, 286, 288, 288(a), 647(a), 273(a), 273(d), and 289 1involving
children.

Reporting Reaquirements

A child protective agency is defined under Penal Code Section
11165.9 as a police or sheriff's department, a county probation
department or a county welfare department. An employee of a child
protection agency shall immediately or as soonh as practically
possible report by telephone every instance of known or suspected
child abuse to: (1) the other child protective agency 1in the
county, (2) the agency given responsibility for investigation of
cases under Section 300 of the Welfare and Institutions Code, and
(3) the district attorney’s office, and shalil follow-up with a
written report to each agency within 36 hours of receiving the
information concerning the incident. Effective January 1, 1991,
instances of "general neglect,” as defined in Section 11165(c)(2)
P.C., shall also be reported to the appropriate licensing agency.
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Additionally, a child protective agency shall forward to the
Department of Justice a written report of every case of suspected
child abuse which it investigates, whether or not any formal action
is taken in the case. Unfounded reports of child abuse need not be
reported. An unsubstantiated case 1s not considered unfounded and,
therefore, must be reported. See Penal Code Sections 11164-11174.3
for specific reporting requirements.

Reporting Instructions

Reports of child abuse shall be reported on Form 888583, "Child
Abuse Investigation Report,” provided by the Department of Justice,
under the guidelines 1isted above. 588583 is a four part, NCR form
and 1s distributed as follows:

1. Pink: Department of Justice
Bureau of Criminal Statistics & Special
Services
Attention: Child Abuse Central Index
2. White: Agency Copy
3. Blue: County Welfare or Probation
4 Green: District Attorneyv’s Office

See Figure I1I-1, page I1-3.

Citations

Although the California Judicial Council has defined the basic
format for the "Notice to Appear.” there are local variationes 1n
citation forms. Some jurisdictions use special citation forms for
parking violations and Juvenile offenses. Regardless of format,
citation processing should include:

citation control,

checking for errors, .
identifying type of citation,

f11ing citations, and

transmitting citations to court.

6,8 S ¢% 25 o\ BEd

Citation Control

To control the citation function beginning with distribution of
citation books and ending with filing/storage of these books, the
following basic elements of control are recommended:

Assigned responsibility

Written policy 1i1ncluding the void procedure
Citation inventory control

Citation development and revision procedure

00O
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’ Figure II-1
child Abuse Investigation RKeport
(Form SSsS8583)
" GHILD ABUSE INVESTIGATION REPORT |1 s
To be Completed by Investigating Chlld Protective Agency
Pursuant to Penal Code Section 11169 A £169984
(SHADED AREAS MUST BE COMPLETED) . \
[, WVESTIGATING AGENCY (Frar Gompiess Rame and Gheck pe]: TR OwanRe 12 3 ‘
D SERFF O PROBATION
}_a AGENGY ADORESS:! ool Gy & AGERCY TELEPHONE: XT; -
>
g‘ ‘ T " CoMMETED:
< L_J_L_.I_L.l_l
(3 | 7. AGENCY CROSS-REPORTED TO: 8. PERSON CROSS-REPORTED TO: 8. DATE CROSS- MO DA YR
2 nemnmc:lllllll
E YT YT
g 0. ACTION TAKEN (chack enly ans bax): mmrwgmmmqummm
E | o susesseecren O 2 UNSUBSTANTIATED-ABUSE NOT PACVEN BB RPOEREED e rocor, acciemvan, imprlif DO TIONAL NFOPMATION
g 11, COMMENTS:
<
Y. DATEOF I oK Ao 2. TIME OF INGIDENT: 3. LOCATION OF NCICENT:
N I S O N
E S 4. NAME OF PARTY REPORTING INCIDENT: TITLE; 5. EMPLOYER: 6 TELEPHONE:
W= ( - )
7. TYPE OF ABURE (cveck ore of Fom): O (1) PHYBICAL T @ MENTAL G 0y NGE#T Qo8 P o™ SEXUAL ABBALT
8 7. TYPE OF ABUSE ANCEST@BPLC) O W) OTHER SEXUALASSALT
Z & | 0w UL EmLOmATON O (& BEVERE NEQLECT 0O () GENERAL NEGLECT O moTHER
‘ m ‘i 8 F ABUSE OCCURRED IN DUT-OF-HOME CARE, CHECK TYPE
= | o (11FAMLY CAY CARE O {3 CHILD CARE CENTER O (3) FOSTER FAMILY HOME 3 {4) SMALL FAMLLY HOME 0 {5) GROUP HOME OR
WNSTTUTION-Erter name and addraes:
T. NAME: ) o Macae ) T 13 o M_'E—’
: Lt bt 11 J/| omms
ADDRESS. Strast Cyy Sute DID VICTIM'S NJURIES RESULT IN DEATH? O YES O N
NATURE OF IJURIES;
[ PRESENY OCATON OF VE TR (53 T4 T Fa— TR WE
S DYEs QWO
o [z N ot st Tea 7Y ] oA ™ CuALE N
> § T T | O FIMALE E
ADORESS: Srow Gty e DO VICTMS NJURIES RESULT NDEATH? O YES D NO
NATURE OF INJURIES;
PRESENT LOCATION OF VETW: TELEPHONE NUMBER: W VICTM DEVELOPMENTALLY DISABLED [45120) WaTT?
" OYEs ONO
] 1. NAME: Tax Fo —— A L ) ] O MALE >
T (] L 0 FRMRE E
x ADORESS: Soest Oy Bams | AGT WGt EVES | HAR SOCIAL SECURITY NUMBER:
g RELATIONSHIP TO VICTIM: 0 (1) PARENT/BTEPPARENT O (@ SIBLNG oM™ OﬁER RELATIVE DRNVERS LICENSE NUMBER:
3 g O (4) FRIEND/ACQUAINTANCE O (3) STRANGER 0 % OTHER
E ¥ |2 wue: [ Fout iy ~a § "o D& YA O MALE E *
g3 Ll gt 0] omes
[ ADORESS; Srout Cty  mue | HaT war £YES | HAR SOCIAL SECURITY NUMBER:
RELATIONSHP TO VICTIM: O () PARENT/ATEPPARENT O iy SBLNG QO (3 OTHER RELATIVE DRIVER'S LICENSE NUMBER:
O (6) FRENOACQUANTANCE O (3 STRANGER O %) OTHER
Y. RAME: Tk Frm [T D (1) PARENT/STEPPARENT g (™5) YR | O MALE ] *
T 0 @& $BUNG llJlJlllomé
& ke Lom A ™ ) (1) PARENT/STEPPARENT | D ] [ YR O MAE o *
(] r O @ 38uNa $ O FEMALE é
*RACE CODES: W-White, B-Black, H-Hispanic, A-Aslan, P-Pacific lslander, FAmarican Indian/Alaskan Native, O-Other, X-Unknown
‘ O CHECK HERE IF ADDITIONAL SHEET(S) IS ATTACHED
S5 8543 (Rev. 187) PINK COPY-DOJ; WHITE COPY-Fole or Sherft; SLUE COPY-County Wellare o Prabalion; GREEN COPY- Asorney's Offics . B9 086782
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o) Citation number system
o) Citation ordering and supply procedure

Checking Citations for Errors

o Does the date correspond with the day of the week?
fo) Is the court location correct?
o Does the court date correspond with the court’s schedule?

(Avoid weekendb, holidays, and any other non-court days.)

o Does the birth date and juvenile/adult status correspond
with the court jurisdiction?

o Is a correction letter sent when errors are found?

Identifying Types of Citation

On a monthly basis, most agencies analyze the number and type of

citations written by each officer. The most common citation
categories are Hazardous, Non-hazardous, Parking, Non-traffic
Misdemeanor, and Other. An agency may use other categories.

Citation data is used for both operational and administrative
decision-making.

These five common categories are defined as follows:

1. Hazardous--generally Vehicle Code violations that are
dangerous to the public, such as speeding, reckless
driving, DUI, improper turning movements, and pedestrian
violations.

2. Non-Hazardous—~~-generally Vehicle Code equipment viola-
tions, registration and driver’s 1license violations,
overweight, and littering.

3. Parking--includes both Vehicle Code and local ordinance
parking violations.

4. Non-Traffic Misdemeanor--includes Penal Code, Business
and Professions Code, Health and Safety Code, and other
similar violations.

5. Other--may include municipal or county code violations
not 1included 1in the above categories. Examples are
business license, animal control, and solicitor licensing
violations.,
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Filing Citations

A copy of each citation will be filed in Records according to the
retention schedule.

There is a variety of filing methods for citations. 1In determining
the best method, the question to be answered is, "How are citations
accessed?”

The two most common reasons for retrieving a citation are:

1. the defendant has lost the citation and needs
information, and

2. an officer has received a subpoena and needs a copy of
the citation. The subpoena may not include the citation
number but always includes the defendant’s name.

Given these reasons, the citation can easily be retrieved by the
defendant’s last name. However, alphabetical filing is time-
consuming and presents purge problems. The more efficient method
s

o} The citation file should contain 26 compartments corres-
sponding to the letters of the alphabet. The citations
are filed by the first letter of the defendant’s last
name, and by chronological order within each 1letter
section. This 1is a modified alphabetical order; for
example, the citations dissued to individuals whose last
name starts with "A" will be filed in chronological order
in the "A" section.

0 The name of the defendant and the approximate date of the
citation are often known when retrieval is necessary.

o} The chronological aspect of the filing method simplifies
purging.

Some agencies enter citation information in the Master Name Index.
This practice is not recommended. Indexing routine Vehicle Code
citations duplicates DMV information.

Transmittal of Citations to Court

Citations sent directly to court should be transmitted daily.
These are usually traffic and parking citations. A citation
control register is often used to verify that citations were sent
to the court., This register is not recommended because additional
clerical effort 1is required. The agency’s copy of the citation,
with the processing notes affixed, should be sufficient record of
transmittal to court.

II
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Special Processing

Marijuana citations, the most common citations that require special
processing, are issued for possession of less than one ounce of
marijuana. These citations, and accompanying reports, must be
destroyed after a specific retention period (see Section I, Primary
Report System, and Section V, Retention and Destruction).

Other Misdemeanor Citations--Some counties permit minor misdemeanor
citations to be directly transmitted to court. Others require a
report to supplement the information on the citation. Conhsult with
the district attorney to establish local policy. A copy of the
citation should be filed with the report. The agency copy of the
citation is filed in the usual citation file.

Each agency should establish a policy for indicating "“booking
required” pursuant to 853.6(g) PC when 1issuing a citation for
recordable offenses (i.e., 488 PC, 240 PC, 415 PC, etc.). The
district attorney’s office may have specific guidelines to be
included in such a policy.

Juvenile Citations--In general, Jjuvenile traffic citations are
handled separately from adult traffic matters. Juvenile misde~
meanor citations usually are sent to Juvenile Frobation with a copy
of the offense report. A copy of the citation is attached to the
original offense report and filed in the master case file. A copy
of the citation may be filed in the citation file.

Notice of Correction Citations--These are commonly called "fix-it
tickets.” In many 1instances, the driver will correct the
deficiency and return to the law enforcement agency to have the
violation "signed-off" on the driver’'s copy. This may be done by
an officer or other authorized employee. The agency cocpy of the
citation can be filed in the citation fiie.

CORONER RECORDS

Al11 Coroner’s investigations into the causes of death must include
(Section 27491, Government Code):

Toxicology report,

Autopsy report,

Coroner’s report,

Fingerprints required under Penal Code Section 11113, and
Finalized Death Certificate (certifying the cause of
death in the State of California).

00000
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After the finalized Death Certificate is completed, these four
records become public ‘information. An agency which 1is a joint
Sheriff-Coroner should file these public records with the Records
Section.

The coroner records should be maintained separately 1in coroner
report number order. The subject’s name should be included in the
agency’s master index file, cross-referenced to the coroner report
number.

Additional records obtained during a coroner investigation that are
NOT public are:

(o) Law enforcement reports, uniless determined by the law
enforcement agency to be public information wunder
Government Code Section 6234(f).

o Criminal history records which are obtained after the
squission of fingerprint cards to DOJ.

o] Photographs of the deceased pursuant to Code of Civil
Procedure Section 129: “...no copy, reproduction, or
facsimile of any kind shall be made of any photograph,
negative, or print, including 1instant photographs and
video tapes, of the body, or any portion of the body, of
a deceased person, taken by or for the coroner at the
scene of death or 1n the course of a post mortem
examination or autopsy made by or caused to be made by
the coroner....”

Photographs may be used in a criminal action or proceed-
ing which relates to the death of the person, or by court
order,

DETENTION CERTIFICATES

Under Penal Code Section 851.6(a), when a person 1s arrested .and
released pursuant to paragraphs (1) or (3} or Penal Code Section
849(b), the person must be 1issued a certificate si1gned by the
releasing officer or his/her superior, describing the action as a
detention.

Also, in a case where a person was arrested, released and no
accusatory pleading was fi1led, the person shall be 1ssued a
certificate by the law enforcement agency which arrested him/her
describing the action as a detention. For recordable offenses, the
law enforcement agency will be notified of the fi1ling rejection
under return of the Disposition of Arrest and Court Action (JUS
8715) from the prosecuting attorney. For nonrecordable offenses,
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notification w111l be received from the prosecuting attorney in a
format specific to that jgurisdiction.

The form and content. of the Detention Certificate shall be
prescribed by the Attorney General. See Figure 1I1-2, page II-9.

The law enforcement agency must also update 1ts records so that any
reference to the action shall refer to 1t as a "detention,” not an
arrest.

Disposition of Arrest and Court Action
Form (JUS 8715)

Purpose

The purpose of the Disposition of Arrest and Court Action Form (JUS
8715) 1s to report the disposition of an arrest, warrant arrest,
indictment, and or/subsequent action(s) to the Department of
Justice for each recordable arrest. The JUS 8715 form, without a
coitnciding arrest fingerprint card will hot create an entry on an
individual’s criminal history record. This form should be included
with the case documentation and stay with the case as it proceeds
through the criminal justice system from point of arrest to final
adjudication. See Figure II-3, page II-11.

Disposition information submitted on the JUS 8715 form, or 1ts
automated counterpart, 1s used by the Department of Justice to
record disposition information on an individual’s criminal history
record (rap sheet) and provides a statistical analysis of the
criminal offender and the criminal justice system.

Initiation Procedures

The arresting agency 1s responsible for initiating and reporting
all information in Section A - Law Enforcement Information on the
JUS 8715 form for all arrests involving recordable offenses., The
arrest information should be the same as submitted on the arrest
fingerprint card or as indicated on the citation. The form should
be 1ncluded with the case documentation when it i1s submitted to the
prosecutor or the court. This includes:

Citations,

On-view arrests,

In-county and out-of-county warrant arrests, and,
In-county and out-of-county bench warrant arrests.

Qo0 o

Even when the defendant is not fingerprinted for a recordable
offense, a JUS 8715 form should be initiated. Although the arrest
and disposition data will not be entered on the criminal history
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Figure II-2

Detention Certificate

As required by the provisions of Penal Code Section 851.6, I hereby
certify that the taking into custody of

(SUBJECT’S NAME)

on by the .
(DATE) (NAME OF AGENCY TAKING CUSTODY)
was a detention only, not an arrest.
was released on by
(SUBJECT’S NAME) (DATE)
the : Pertinent portions of Penal Code

({ NAME Og RELEASING AGENCY)
Section 849, 849.5 and 851.6 are included as part of this
certificate.

SIGNED:

TITLE AND/OR ID NO.:

THE FOLLOWING MUST BE INCLUDED AS PART OF THE CERTIFICATE:
Penal Code Section 849 provides, in part:

(a) When an arrest is made without a warrant by a peace officer
or private person, the person arrested, if not otherwise released,
shall, without unnecessary delay, be taken before the nearest or
most accessible magistrate in the county in which the offense is
triable, and a complaint stating the charge against the arrested
person shall be laid before such magistrate.

(b) Any peace officer may release from custody, instead of taking
such person before a magistrate, any person arrested without a
warrant whenever:

(1) He 1is satisfied that there are insufficient grounds for
making a criminal somplaint against the person arrested.

(3) The person was arrested only for being under the influence of
a narcotic, drug, or restricted dangerous drug and such person is
delivered to a facility or hospital for treatment and no further
proceedings are desirable.

{(c) Any record of arrest of a person released pursuant to
paragraphs (1) and (3) of subdivision (b) shall include a record of
release. Thereafter, such arrest shall not be deemed an arrest,
but a detention. '

-over-
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Penal Code Section 849.5 provides:

In any case 1in which a person is arrested and released and no
accusatory pleading is filed charging him with an offense, any
record of arrest of the person shall include a record of release.
Thereafter, the arrest shall not be deemed an arrest. but a
detention only.

Penal Code Sectior 851.6 provides, in part:

(a) In any case in which a person is arrested and released
pursuant to paragraph (1) or (3) of subdivision (b) of Section 849,
the person shall be issued a certificate, signed by the releasing
officer or his superior officer, describing the action as a
detention. p

(b) In any case in which a person is arrested and released and no
accusatory pleading is filed charging him with an offense, the
person shall be issued a certificate by the Taw enforcement agency
which arrested him describing the action as a detention.
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Figure II-3
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record, the information will be used by the Bureau of Criminal
Statistics.

The JUS 8715 form must be submitted to the Department of Justice
within 30 days after disposition pursuant to Penal Code Sections
11118 and 13151,

The Arrest and Disposition Instruction Manual are available upon
request to the Bureau of Criminal Identification, Arrest and
Disposition Training Unit. This Unit also provides training on the
proper completion of the form.

Elder and Dependent Adult Abuse Report—
ing

Definitions of Reportable Offenses (hereafter referred to as
"Abuse"),

Welfare and Institution Code 18610 defines elder and dependent
adult abuse. These definitions include:

Physical Abuse: Physical abuse is defined as "unreasonable
physical constraint, or prolonged or continual deprivation of
food or water,"” and "use of a physical or chemical restraint,
medication, or isolation without authorization, or for a
purpose other than that for which it was ordered, including,
but not limited to, staff convenience, punishment, or for a
period beyond that for which it was ordered,”" [Welfare and
Institutions Code, Sections 15610(c), (4) and (6)].

Physica1 abuse of any elder or dependent adult can be charged
under Penal Code Section 368(a) P.C. and might also be a
vioiation of the following Penal Code sections, or a sexual

offense:
1. 240 PC, Assault
2. 242 PC, Battery
3. 245 PC, Assault with a deadly weapon or force
likely to produce great bodily injury
4, Sexual Offenses

Sexual Abuse and Exploitation: Sexual assault includes, but
is not 1imited to, rape, sodomy, oral coputation, and genital
or anal penetration by a foreign object. Sexual exploitation
includes, but is not l1imited to, pornography and prostitution.

Neglect and Infliction of Mental Suffering: The willful

infliction of unjustifiable mental suffering upon an elder or
dependent adult or willfully causing or permitting such person
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to suffer, with knowledge that he or she is an elder or
dependent adult. Neglect or infliction of mental suffering
includes, but is not limited to:

1, Failure to assist 1in personal hygiene, provide
food, clothing or shelter .
2. Failure to provide medical care for physical and

mental health needs

Failure to protect from health and safety hazards
Failure to prevent malnutrition

Abandonment

Deliberately subjecting a person to fear,
agitation, confusion, severe depression or other
forms of serious emotional distress

(OB O IF N

Fiduciary Abuse: Includes, but is not limited to, theft,
embezzlement, forgery, filing of forged instruments for
recording, and altering or falsifying public records, for the

purpose of misappropriating property and monies of an elder or

dependent adult.

Reporting Reguirements

Welfare and Institutions Code Section 15630(a) requires certain
professional occupations, including law enforcement agencies, to
report cases of elder and dependent adult abuse, to designated
authorities.

In cases of elder or dependent adult abuse, the Jlaw mandates
specific reporting reguirements. Section 15630(a) requires
telephoning (immediately) and writing (within two working days)
reports to the long-term care (local) Ombudsman when physical abuse
is alleged to have occurred in a long-term care facility or to the
Adult Protective Services Agency when physical abuse is alleged to
have occurred anywhere else. Section 15630(h) requires telephoning
(as soon as possible) reports to the appropriate licensing agency
of any abuse, neglect or abandonment of an elder or dependent adult
alleged to have occurred in a long-term care facility.

Telephone reports of a known or suspected instance of elder or
dependent aduit abuse shall include the following:

1. Name of person making the report (persons other than
mandated reporters as defined under 15631(1) are not
required to include their names)

2. Name and age of alleged victim

3. Present location of alleged victim

4, Names and addresses of famiily members or any other person
responsible for the care of the alleged victim

5. Nature of extent of alleged victim’s condition
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Date of incident
Any 1nformation that led the reporting person to suspect
elder or dependent adult. abuse

~ 3

Suspected elder or dependent adult abuse is to be reported on a
form desi1gned by the State Department of Social Services. The form
(SOC 341, Report of Suspected Dependent Adult/Eilder Abuse) shall be
distributed by the county Adult Protective Service Agency and the
Ombudsman. See Figure I1I-4, page II-15.

Acknowledaement of Reporting/Investiagation Requirements

Welfare and Institutions Code 15632(a) requires any person who
enters 1into employment on or after January 1, 1986, as a care
custodian, health practitioner, or with any adult protective or
after January 1, 1986, as a care custodian, health practitioner, or
with any adult protective services agency or a local law
enforcement agency, prior to commencing his or her employment and
as a prerequisite to that employment shall sign a statement on a
form, which shall be provided by the prospective employer, to the
effect that he or she has knowledge of the provisions of Section
15630 and wi1ll comply with 1ts provisions. ’

Section 15632(b) of the Welfare and Institutions Code requires
agencies or facilities that employ persons reguired to make reports
pursuant to Section 15630, who were employed prior to January 1,
1986, shall inform those persons of their responsibility to make
reports by delivering to them a copy of the statement specified in
subdivision 15632(c).

Firearms License and Sales

California cities and counties have the responsibility to comply
with the provisions of Penal Code Sections 12070 and 12071. These
sections outline licensing requirements for dealers in concealable
firearms.

Additionally, local law enforcement agencies receive a copy of the
Dealer’s Record of Sale (DROS) every time a dealer sells a revolver
or pistol. The dealer 1s responsibie, under Penal Code Section
12076, to provide this information daily to both the California
Department of Justice (DOJ) and the local law enforcement agency.

Local agency records may be involved with:

(o] licensing dealers of concealable firearms, and
0 processing the Dealer’s Record of Sale of a concealable
firearm.
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Figure II-4
Report of Suspected

Dependent Adult/Elder Abusa
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Questions regarding these laws may be directed to the Department of
Justice, Dealer’s Record of Sale Section, (916) 739-3512. This
section 1is responsible for concealable handgun sales and dealer
information and assists 1local &agencies with firearms related
questions. The law 1is summarized in a DOJ pamphlet, "Dangerous
Weapons Control Law." Single copies may be obtained from the
Dealer’s Record of Sale Section.

Questions concerning firearms information 1in DOJ’s Automated
Firearms file and questions concerning other types of weapons
licensing, permits and registration processes should be referred to
the Automated Firearms System at (916) 739-277S8.

Note: On January 1, 1991, new 1legislation under Penal Code
Sections 12073 and 12076 became effective requiring all firearm
purchasers to submit to the DROS process. This also includes sales
between private parties.

Licensing Dealers in Concealable Firearms

Penal Code Section 12070 makes it a misdemeanor to sell concealable
firearms without a license required by Section 12071.

Section 12071 requires local licensing authorities to: (a) accept
applications for, and (b) issue 1licenses to sell pistols,
revolvers, and other concealable firearms. The Dealer's Record of
Sale Section has examples available of sample resolutions that name
the local agency as the local licensing authority, application and
license forms, and a policy and procedure statement.

Dealer licenses must be renewed annually. 1In setting up a DROS
file, a monthly tickler (or suspense) for renewals should be
considered. This would facilitate the orderly processing of
renewal notices. -

A tickler (or suspense) file is designed to signal a deadline or
license expiration date. A copy of each license is placed in the
file by month of issuance (the file should be divided by the month,
i.e., January, February, March). Within each monthly section, the
licenses should be filed alphabetically.

Dealer’s Record of Sale (DROS)

Dealers are required to notify DOJ and the local agency daily, of
sales of concealable firearms. The Dealer’s Record of Sale (DROS)
is a form provided by DOJ for that purpose.

There is no legal requirement imposed on local law enforcement
agencies regarding DROS forms. As a result, the processing,
filing, and disposal of DROS forms varies considerably from agency
to agency. The main purpose in providing local agencices with
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copies of the DROS appears to be informational--local agencies may
want to know who in the community are buying concealable weapons.

While DOJ uses its own files to prevent sales to convicted felons,
it relies on 1local agencies to identify subjects who may be
prohibited from or unfit to possess such weapons. Welfare and
Institutions Code Sections 8100 and 8103 prohibit sales to mentail
patients or insane persons. Local personnel should be assigned to
check the forms and notify DOJ, as appropriate.

Effective January 1, 1991, Penal Code Section 12021(g) makes it a
felony or misdemeanor, for individuals who are the subject of a
restraining order pursuant to Civil Procedure Code Sections 545
through 547, to purchase firearms. The Department of Justice has
developed a Restraining Order System (ROS) to interface with DROS.
Reference Section II, Page I1I-53, of this manual for specific TRO
reporting requirements for notifying DOJ of individuals subject to
this restriction.

A local DROS file 1is not recommended. If an agency chooses
however, to maintain a DROS file, it should be arranged alphabeti-
cally and the forms purged every six months. The state’s Autcmated
Firearms System (AFS) can access these records and DOJ retains
copies of DROS forms in addition to the computerized AFS file.
Local agencies may request special computer listings of firearms
transactions within their jurisdictions.

DROS forms may be sent to Investigations for information and/or to
Records for comparison with index files prior to destruction of the
document.

Field Interview Card

A field interview card (F.I, Card) is used to record suspicious or
unusual circumstances, persons, vehicles, or events. The primary
purpose of an F.I. Card is to document activity in a particular
lJocation at a specific time.

F.I. Cards should bée 3" x 5" in size, and are usually printed on
both sides. Recommended elements for field interview cards are:

Last name Drivers license

First name License state

Middle initial Address

Date of birth Telephone

Sex Employer/school

Race Parent’s name

Hair color Clothing description
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Hair length Location and reason for F.I.

Hair style Automobile make

Facial hair Automobile model

Height Year

Weight Type

Build Ccolor

Eye color License Number and State of License
Glasses Officer badge/employee number

Date of stop Time

Associates AKA’s

The date, time, and location of the field interview should be
placed on the top 1ine of each F.I. card. This facilitates filing
and retrieval of the card.

Filing of Cards

F.I. Cards should be filed chronologically, with the most recent
cards in the front of the file. As new cards are filed, the older
cards are moved to the rear of the file still in chronological
order. Alphabetical filing defeats the chronological reference use
of the cards.

Access to F.I. Cards

To ensure general access to F.I. Cards, the file should be kept in
the Records Section. The Records clerk can keep the file current
and assist with searches and the retrieval of information.

Retention

To maintain the usefulness of the F.I. file, cards should be
maintained in the file for two years and may be destroyed per your
city/county resolution.

Fingerprints: Criminal and Applicant

The most common and reliable method of didentification is the
fingerprint classification system. The current classification
system is objective and minimizes errors. The fingerprint system
must be supplemented with a record of physical characteristics.

Law enforcement agencies use fingerprints to identify subjects of
criminal investigations, license investigations, and as a general
identification tool. This section will discuss criminal,
applicant, registrant, and personal identification fingerprint
cards.
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Legal Mandates

Penal Code Section 13150 requires that for each arrest, the
reporting agency shall report to the Department of Justice
identification and arrest data described in Penal Code Section
13125. These requirements are met when the reporting agency
submits completed fingerprint cards, Disposition of Arrest and
Court Acgion (JUs 8715), and Monthly Arrest and Citation Registers
(JUS 750).

Criminal Fingerprint Cards

Submitting Requirements

The DOJ, Bureau of Criminal Identification (BCID) does not record
(retain) all offenses for criminal history. BCID will not record
the following offenses, which are non-retainable.

o Penal Code Section 647(f) - Drunk. (Unless the 1local
reporting agency indicates the arrest was for being under
the influence of drugs.)

o Health and Safety Code Sections 11357(b) and 11360(b) -
Possession or transportation of not more than 28.5 grams
of marijuana; Health and Safety Code Sections 11357 and
11360 submitted without a subsection or English transla-
tion will be deemed to be subsection (b) and will not be
recorded.

o Business and Professions Code Section 25662 - Minor 1in
possession of alcohotl.

o) Vehicle Code Section 23152,
o) Local ordinances.

‘O Any offense for which incarceration is not a possible
punishment; for example, infractions.

o) Traffic offenses not 1included 1in the Department of
Justice English Egquivalents for Offense Codes.

Fingerprint cards may be submitted to BCID for subjects arrested on
non-recordable offenses for identification purposes only:

1. Indicate "Question of ldentity"” or "For Inquiry Only" in
the charge area on the front of the fingerprint card.

Fingerprint cards will be searched through BCID records.
Fingerprint cards and results of the search will be
returned to the contributor.

N
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3. The arrest will not be recorded when identified with an
existing record nor will 8 record be created for a
nonrecordable offense,

The Department of Justice encourages agencies to submit fingerprint
cards and dispositions on felony level events involving juveniles.

FD-249 fingerprint cards should be submitted to BCID. Those
offenses for recordable offenses include: :

1. On view arrest,

2. Warrant arrest,

3 “Supplemental” and/or "Additional" arrest,

4, “Court Order Booking"” or "Book and Release,"”

5 Commitment prints (CDC, CYA, CRC, local law enforcement
agencies),

6. Deceased prints submitted by the coroner pursuant to

11113 PC, and,

7. Probation department prints when the subject has no prior
criminal record within DOJ or to register a probation or
diversion notice.

If in doubt about the recordability of offenses, refer to the
"Arrest and Disposition Instruction Manual"” which is published by
the DOJ.

When submitting fingerprint cards to DOJ, use the Federal Bureau of
Investigation (FBI) Criminal Fingerprint Card, FD-249, for each
arrest event. Arrest fingerprint cards must be submitted to
establish a criminal record within the Department of Justice.
Fingerprint impressions must also be submitted to DOJ in order to
add an arrest entry to an existing criminal record. DOJ requires
fingerprint impressions for each arrest event to ensure that
positive identification can be made. Arrest dispositions (JUS 8715
forms and its automated counterpart) which cannot be tied to a
specific arrest event will not be entered on a criminal history rap
sheet.

Submit two FD-249 fingerprint cards; one for DOJ and one for the
FBI. Staple together in the upper 1left hand corner of the
fingerprint cards. Submit both copies to:

Department of Justice

Bureau of Criminal Identification
P.O. Box 903367

Sacramento, CA 94203-3670
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Ordering Fingerprint Cards

Order the Criminal Fingerprint Cards (FD-429) from the FBI. ‘

Federal Bureau of Investigation
Identification Division
wWashington, D.C. 20537
Telephone: (202) 324-5059

wWhen ordering the FD-249:

1. Order a six month supply.

2. Include the agency’s name, mailing address, and NCIC ORI
number.

3. There is no fee for the cards.

Applicant Fingerprint Card

The California Department of Justice, Bureau of Criminal
Identification (BCID) provides edited summary criminal history
information for employment, licensing and certification purposes
(Penal Code Section 11105). DOJ issues a manual on submitting
requests, forms to be used, step-by-step instruction on completing
the cards, fees, level of service and Zther information pertinent
to applicant fingerprint cards. ‘

A11 requests for criminal history information must be submitted on
a completed ten-print applicant fingerprint form. BCID will not
accept previously processed fingerprint cards or a photocopy of
fingerprint impressions. Agencies should use the BID-7 applicant
fingerprint card. The cards are available, at no charge, from
Bureau of Criminal Identification, P. O. Box 903367, Sacramento, CA
94203-3670, Attention: Applicant Control Unit. A six month supply
is recommended.

Registrant Fingerprint Cards

Certain persons are required to register pursuant to Penal Code
Sections 290 and 457.1, and Health and Safety Code Section 11590.
The agency which has jurisdiction over the subject’s place of
residence is responsible for the registration process. Registra-
tion consists of two Registration Fingerprint Cards (BID-5),
registration receipts, and'a photograph of the subject. The agency
must submit the fingerprints and photographs to the DOJ Registra-
tion Unit. 1Item by item instructions on completing the BID-5 are
included in the Department of Justice Guide to Sex, Narcotic and
Arson Registration Procedures.
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Personal Identification Fingerprint Cards (BID-8)

In response to the growing popularity of fingerprinting children,
special personal identification fingerprint cards (BID-8) are
available from the Department of Justice. The cards are not meant
to supersade any other local fingerprint program. Completed cards
should be retained by parents and submitted to the Federal Bureau
of Investigation or the investigating agency only when such
identification is necessary.

Fingerprint Files

There are several methods used to file fingerprint cards. They
are: ‘

(o} numerically by case report number or personal identifica-
tion number,

(o} fingerprint classification, and
o alphabetically.

Fingerprint cards should be filed alphabetically. This method of
filing is most efficient because it provides immediate access to an
arrestee’s card. Retrieval of cards that are filed numerically, or
by classification, require a search of the master index file or
arrest records to locate the information (number), required to
access the card.

Fingerprint card files should, in most agencies, be located in the
Records Unit. 1In large agencies or those with fingerprint analysis
units, the files may be kept at a location other than records, in
which case, an alternative filing method (classification/numbers)
may be useful. .
Fingerprinting adults or juveniles suspected of a crime, but who
have not been arrested, is a common investigative practice when a
comparison must be made with fingerprints found at the scene of a
crime. Fingerprints so taken should be destroyed after they have
served their original purpose.

Jail Records
In California, local detention facilities are classified by type.
Each facility must maintain certain inmate records depending upon

the facility’'s classification. The inmate records are required in
Type I through Type IV facilities.
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The State Board of Corrections promulgates regulations for jails
(Section 6030, Penal Code). Section 1040, California
Administrative Code, states:

"Each (detention) facility administrator shall maintain
individual inmate records which shall include, but not be
limited to, intake information, personal property receipts,
commitment papers, court orders, reports of disciplinary
actions taken, medical orders issued by the jail physician,
and medical treatment received."”

The inmate file of information and documents contains all pertinent
data on the inmate. No specific recommendations on inmate files
are given in this section. Laws and Guidelines for Local Detention
Facilities, Board of Corrections, State of California, 1982, can
provide detailed information on inmate files.

Missing Persons

Penal Code Section 14200-14213, the Missing Person Reporting Law,
assigns responsibility for this subject area to DOJ, Missing/
Unidentified Persons Unit. Local law enforcement agencies "shall
accept any report, including any telephonic report, of a missing
person, including runaways, without delay.”

Reporting Requirements
Police or Sheriff’s Departments must:

1. Accept any report of a missing person, as_defined by
Section 14213(a) PC, without delay, regardiess of

jurisdiction.
2. Accept any report of a runaway without delay.
3. Accept reports of missing persons by telephone.
4, Assign priority to missing person reports over non-

emergency property crimes.

5. Make an immediate assessment of steps to locate based on:
type of missing person case, defined in 14213(a) PC, and
indications that _victim might be as risk, 14213(b) PC.

6. Broadcast a "Be-on-the-lLookout Bulletin” without delay
within your jurisdiction if child is under 12 yearg of
age or a person of any age is considered "at risk."
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7. Provide the reporting party with a DOJ form which
authorizes release of dental records/X-rays, skeletal X-
ray, and/or photographs.

The California Highway Patrol:
1. May accept reports of missing persons/runaways.
2. Must tell the individual reporting a missing person the
name and phone number of the agencies having jurisdiction

over the missing person’s residence and the 1location
where the missing person was last seen.

Transmitting Reports to Other Jurisdictions

In cases where a report is initially taken by an agency that is not
the agency of jurisdiction over the missing person’s residence, the
law enforcement agency taking the initial report must:

Notify and forward without delay a copy of the report to that '
agency having jurisdiction over the missing person’s residence
and where the missing person was last seen.

In cases involving children under 12 years of age or persons
at risk, this cross-reporting must be accomplished within 24
hours of initial receipt of the report.

Transmitting Reports to the California Department of Justice and
the National Crime Information Center (NCIC)

The Taw enforcement agency taking the initial report:

1. Must send a completed DOJ Missing Persons Reporting Form
(SS 8568) to DOJ. ‘

2. Should transmit a report to the NCIC Missing Persons
System and must submit the report to DOJ within four
hours after accepting the report, if the missing person
is under 12 years of age or any person "at risk."” When
the on-line Missing/Unidentified Persons System (MUPS)
becomes operational in July 1990, a single report toc MUPS
will generate an entry to NCIC.

3. May initiate an investigation if the agency has jurisdic-
tion over the place where the missing person was last
seen. In most cases the agency having jurisdiction over
the missing person’s residence will normaliy handle the
case.
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When the missing person is a child (under 18 years of age):

1. A law enforcement agency should have the -dndividual
making the missing person report fill out DOJ Form SS
8567, "Authorization to Release Dental/Skeletal X-rays,
Photograph and Description Information."”

2. A law enforcement agency may execute a written declara-
tion authorizing the release of dental/skeletal X-rays if
the missing child has no next-of-kin, or if none can be
located.

3. If the missing child is under 12 vears of age and missing
at least 14 days, the release form (8S 8567) must
immediately be executed to obtain dental/skeletal X-rays,
and a photograph. The agency must immediately check with
the coroner or medical examiner. The report, photograph,
and the dental/skeletal X-rays must be submitted to DOJ
within 24 hours.

4, If the agency determines that the missing child may_ be
"at risk,"” dental/skeletal X-rays and a recent photograph
should be immediately obtained. The agency must check
with the coroner or medical examiner. The report and the
dental/skeletal X-rays, including a signed DOJ Release
Form (8S-8567) must be submitted to DOJ within 24 hours.

5. If a child 12 years of age or over is still missing after
30 days, the reporting individual is required to obtain
the dental records and give them, within 10 days, to the
law enforcement agency that took the initial report.

6. If achild is still missing after 45 days, the agency is
to confer with the coroner or medical examiner and
immediately send the report, dental/skeletal X-rays, and
photograph, including a signed release form (SS 8567), to
DOJ.

7. If a missing child under 12 years of age, or "at risk” is
found, a law -enforcement agency must report this fact to
DOJ within 24 hours.

8. If a missing child 12 years of age or over is found, the
agency must immediately (as defined by agency policy)
report this fact to DOJ.

When the missing person is an adult:

1. The agency should have the individual making the missing
person report fill out DOJ Form SS 8567, "Authorization
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to Release Dental/Skeletal X-rays, Photograph, and
Description Information."

2. If the person is still missing after 30 days, the
individual making the report should submit the dental
" records within 10 days to the law enforcement agency.

3. i1f the missing person has no next-of-kin, or if none can
be located, a law enforcement agency may execute a
written declaration authorizing the release of the dental
records.

4. If the person is still missing after 45 days, the agency
should check with the coroner or medical examiner and
send the report and dental records to DOJ.

5. If the missing person was considered to be "at risk"” and
is found, the agency must report this fact to DOJ within
24 hours.

6. A1l other missing adults who are found must be reported
to DOJ immediately.

NCIC Monthly vValidation

As part of the CLETS Subscriber Agreement with NCIC, each agency,
on a monthly basis, is required to validate entries made by that
agency as being complete, accurate, and still active. Validation
requires review of the original and subsequent support-ing case
documents. In some cases, it 1is necessary to contact the
complainant/victim/prosecutor/court. Validation must be completed
within 30 days of receipt of the listing by the agency.

vValidation Procedure

1. DOJ prints listings of all the records in each NCIC file
(vehicles, boats, wanted persons, missing/unidentified
persons, guns and securities) which are 60-90 days old
and all those records that were entered in that month in
prior years.

2. DOJ mails the 1isting to the entering agency. The agency
must acknowledge receipt of the listing by return mail or
teletype.

3. Gun, security, license plate, stolen vehicle/boat part,

and unidentified person entries must be verified against
the original and subsequent supporting case documents to
determine that the entry 1is complete, accurate, and
active.
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4, Stolen Vehicle/Boat, Wanted Persons, and Missing Persons
entries must be verified against the original and
supporting case documents. The complainant, victim,
prosecutor or court must be contacted to determine if the
entry is complete, accurate, and still active. Contact
can be made by telephone, letter, or in person. If the
agency 1is unable to obtain a respornse from the
complainant/victim, it must make determination, based on
the best information available, whether or not to retain
the original entry.

5. After validation of each entry on the NCIC 1listing, the
agency must modify, cancel or clear records as_necessary
to ensure that the information maintained in the NCIC
file is complete, accurate, and active.

6. After the validation 1is complete and the necessary
modify, cancel and clear entries have been made, the
signed certification letter must be returned to DOJ by
the prescribed date. DOJ must certify for the whole
state and notify NCIC of the results, and if necessary,
furnish the names of agencies failing to certify their
entries.

Personal Identification Files

Personal identification files contain arrest and criminal history
information with a local agency. The file usually contains arrest
reports, fingerprint cards, photographs, disposition forms and
criminal history transcripts. Each arrestee is issued a Personal
Identification (PI) number in addition to the case report number.
The PI number 1is unique to each person and is used for all subse-
quent arrests.

The maintenance of a separate PI file, containing arrest informa-
tion and documents, is not recommended. Two filing systems, master
case and personal identification, are costly in terms of equipment,
space, and clerical processing time. Retrieval time is also
increased. Separate Pl files rarely present an accurate and timely
summary of an individual’'s arrest history.

The State Automated Criminal History System is the source of the
most current and accurate criminal history information. Criminal
history transcripts (RAP sheets), once the 1initial purpose is
served, should be destroyed. They should be kept with the original
case report.

It is recommended that all documents associated with a specific
event or investigation be filed with the case report.
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Photographs

The Records Section may be required to process, store, and
distribute numerous photographs. These include agency personnel,
registrants, applicants, mug, and crime scene photographs. The
following brief suggestions concern processing, protection, and
filing of photographs.

Prisoner Photographs

Photographing prisoners enhances identification and:- criminal
investigation. Each agency should estabiish standardized
procedures for photographing prisoners. Minimum standards should
include:

(o} The distance a prisoner stands from the camera and the
lens length should be standardized to enhance the
exchange of photographs among agencies for idnvesti-
gations.

o Lighting.
o Format (number of pictures, poses).

(o} Photograph identification (for example, case number, date
of photograph, prisoner’s name, date of birth, and reason
for booking).

Crime Scene Photographs

Detailed procedures for photographing crime scenes are beyond the
scope of this manual; however, crime scene photographs often find
their way to Records for storage. Crime scene photographs should
be protected l1ike evidence. Recognizing the frequent nesd for
photographs in court, it is wise to keep photographs with other
evidence. Photographs should be identified and grouped by case
number, packaged, and placed in evidence.

Registrant and Applicant Photographs

A copy of each registrant’'s photograph must be forwarded to the
Department of Justice with required documents. Other applicant
photographs are frequently required for specialized city and county
licenses and permits. These photographs should be attached to the
original report or related documents and filed in the appropriate
iocation, i.e., registrant or applicant file.

Photograph File

A photograph file provides copies of photographs for convenience of
the officers. Envelopes containing the photographs should have the
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last name, first name, aliases, and the date of birth of the
subject. Photographs, 1like reports and evidence, should have a
specific purge criteria. Frequently, numerous copies of similar
photographs are maintained for repeat offenders. Ideally, the
photograph file should be kept by the Investigations Section of
each agency.

Some agencies print extra copies for a mug book or photo library to
be used in photo line-ups. The photographs may be kept in an index
book or segregated by physical descriptors.

Photograph Copies

A fee schedule should be established for copying photographs. Do
not release the negatives to non-agency employees for copying
purposes. There should be a procedure for documenting the release
of copies 