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Overall Course Content and Curriculum

1) The purpose of this training program is to provide law enforcement .and other professionals
with the information necessary to properly understand, recognize, investigate, and resolve
missing and abducted children cases. Did the training program accomplish its mission? - -~

Yes No

2) Were the instructional objectives for the training program consistent with the goals of the

session?
Yes No_
' 3) Was the information presented in each module clearly linked to the other modules?
Yes No

4) Were the information, ideas, and concepts presented in the training program sufficient to
prepare law enforcement officers to deal with missing and abducted children cases?

Yes No

5) What information, concepts, ideas, techniques, etc., from this training program will you take
back to your community and apply to your work/profession?

6) What additional training components, information, ideas, and concepts would you suggest for
this training program?




7) Were the modules presented in a logical flow?
Yes No_
8) Using a scale of 1 to 10 (1= poor; 10 = excellent), please rate:
The overall training session
The design of training session
The handouts
The flow/organization of the training curriculum
The module topics |

The time allocation

Use the space below to elaborate on your responses




Individual Training Modules
Module 1 - Missing Children: An Issue Overview (Day 1)

1) Was the information presented in this module consistent with the overall goals of the training
program? (If you answer no, please explain in the spaces below).

Yes No

2) Was sufficient time allocated for this module?

Yes No

3) Were the handouts relevant and appropriate to the content of the module?

Yes No

4) What new information, techniques, tools, etc., from this session will you take back and apply
in your own profession?

5) What additional topics or information do you think should be included in this module?

6) Did this session help you to understand your professional responsibility to respond
appropriately to all reports of missing and abducted children?

Yes No



Module 2 - Investigative Case Management (Day 1)

1) Was the information presented in this module consistent with the overall goals of the training
program? (If you answer no, please explain in the spaces below).

Yes No

2) Was sufficient time allocated for this module?

Yes No

3) Were the handouts relevant and appropriate to the content of the module?

Yes No

4) What new information, techniques, tools, etc., from this session will you take back and apply
in your own profession?

5) What additional topics or information do you think should be included in this module?

6) Did this session enhance your ability to understand the proper approach to collecting,
organizing, and maintaining an investigative case file where a child is missing or has been
abducted?

Yes No



Module 3 - Family Abduction (Day 2)

1) Was the information presented in this module consistent with the overall goals of the training
program? (If you answer no, please explain in the spaces below).

Yes No

2) Was sufficient time allocated for this module?

Yes No

3) Were the handouts relevant and appropriate to the content of the module?

Yes No

_ 4) What new information, techniques, tools, etc., from this session will you take back and apply
in your own profession?

S) What additional topics or information do you think should be included in this module?

6) Did this session provide you with a comprehensive plan that will assist you in the successful
recovery of a family abducted child and the prosecution of the abductor?

Yes No



Module 4 - Nonfamily Abduction (Day 2)

1) Was the information presented in this module consistent with the overall goals of the training
program? (If you answer no, please explain in the spaces below).

Yes No

2) Was sufficient time allocated for this module?

Yes No

3) Were the handouts relevant and appropriate to the content of the module?

Yes No

4) What new information, techniques, tools, etc., from this session will you take back and apply
in your own profession?

5) What additional topics or information do you think should be included in this module?

6) Did this session provide you with a comprehensive plan that will assist you in the successful
recovery of a nonfamily abducted child and the prosecution of the abductor?

Yes No



Module 5 - Infant Abduction (Day 3)

1) Was the information presented in this module consistent with the overall goals of the training
program? (If you answer no, please explain in the spaces below).

Yes No

2) Was sufficient time allocated for this module?

Yes No

3) Were the handouts relevant and appropriate to the content of the module?

Yes No

4) What new information, techniques, tools, etc., from this session will you take back and apply
in your own profession?

5) What additional topics or information do you think should be included in this module?

6) Did this session prepare you to respond effectively to reports of infant abduction?

Yes No



Module 6 - Reunification of Missing Children (Day 3)

1) Was the information presented in this module consistent with the overall goals of the training
program? (If you answer no, please explain in the spaces below).

Yes No

2) Was sufficient time allocated for this module?

Yes No

3) Were the handouts relevant and appropriéte to the content of the module?

Yes No

4) What new information, techniques, tools, etc., from this session will you take back and apply
in your own profession?

5) What additional topics or information do you think should be included in this module?

6) Did this session:

a) help you to recognize the need for effective planning before reuniting certain missing
children with the left-behind family?

Yes No
b) provide you with practical methods that can be employed to aid the reunification
process?
Yes No
c) assist you in identifying those agencies and organizations that can support the
reunification effort?
Yes No



Module 7 -Crisis Media Relations (Day 3)

1) Was the information presented in this module consistent with the overall goals of the training
program? (If you answer no, please explain in the spaces below).

Yes No

2) Was sufficient time allocated for this module?

Yes No

3) Were the handouts relevant and appropriate to the content of the module?

Yes No

4) What new information, techniques, tools, etc., from this session will you take back and apply
in your own profession?

5) What additional topics or information do you think should be included in this module?

6) Did this session:
a) provide examples of law enforcement’s and the news media’s legal authority for taking
certain actions?
Yes No

b) demonstrate new concepts for gauging and forecasting crises during investigations?

Yes No___
¢) describe methods to effect positive media attention during periods of critical investigative
maneuvering?
Yes No

d) recognize types of cases which generate maximum media attention?

Yes No



Module 8 - The Runaway Child (Day 3)

1) Was the information presented in this module consistent with the overall goals of the training
program? (If you answer no, please explain in the spaces below).

Yes No

2) Was sufficient time allocated for this module?

Yes No

3) Were the handouts relevant and appropriate to the content of the module?

Yes No

4) What new information, techniques, tools, etc., from this session w1ll you take back and apply
in your own profession?

5) What additional topics or information do you think should be included in this module?

6) Did this session provide you with ways of locating the voluntary missing child and ways to
identify the endangered runaway?

Yes No___
7) Did this session assist you in proactive means of working with the runaway child?

Yes No
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Module 9 - Victim Impact (Day 4)

1) Was the information presented in this module consistent with the overall goals of the training
program? (If you answer no, please explain in the spaces below).

Yes No

2) Was sufficient time allocated for this module?

Yes No

3) Were the handouts relevant and appropriate to the content of the module?

Yes No

4) What new information, techniques, tools, etc., from this session will you take back and apply
in your own profession?

5) What additional topics or information do you think should be included in this module?

6) Did this session enhance your investigative skills by review and discussion of case histories
from the perspective of the many victims?

Yes No

7) What changes or improvements would you suggest for this module?

11



Module 10 - Federal Agencies’ Roles and Resources (Day 4)

1) Was the information presented in this module consistent with the overall goals of the training
program? (If you answer no, please explain in the spaces below).

Yes No

2) Was sufficient time allocated for this module?

Yes No

3) Were the handouts relevant and appropriate to the content of the module?

Yes No

4) What new information, techniques, tools, etc., from this session will you take back and apply
in your own profession?

5) What additional topics or information db you think should be included in this module?

6) Did this session present applicable local, state, federal, or other investigative tools to enhance
the case management of missing and abducted children investigations?

Yes No
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Module 10 - Practical Exercises (Day 4 and 5)

1) Was the information presented in this module consistent with the overall goals of the training
program? (If you answer no, please explain in the spaces below).

Yes No

2) Was sufficient time allocated for this module?

Yes No

3) Were the handouts relevant and appropriate to the content of the module?

Yes No

4) What new information, techniques, tools, etc., from this session will you take back and apply
in your own profession?

5) What additional topics or information do you think should be included in this module?

6) How will this session enhance or improve your ability to work with missing or abducted
children cases?

13



Module 11 - Closing (Day 5)

1) Was the information presented in this module consistent with the overall goals of the training
program? (If you answer no, please explain in the spaces below).

Yes No

2) Was sufficient time allocated for this module?

Yes No

3) What new information, techniques, tools, etc., from this session will you take back and apply
in your own profession?

4) What additional topics or information do you think should be included in this module?

5) Did this session enhance your investigative skills by review and discussion of case histories
from the perspective of the many victims?

Yes No

6) What changes or improvements would you suggest for this module?
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RESPONDING TO MISSING AND ABDUCTED CHILDREN

Monday
8:30 a.m. - 9:00 a.m.

9:00 a.m. - 12:00 noon

12:00 noon - 1:00 p.m.

1:00 p.m. - 4:30 p.m.

Tuesday

8:30 a.m. - 12:00 noon

12:00 noon - 1:00 p.m.

1:00 p.m. - 4:30 p.m.

Agenda

Welcome & Administrative Announcements

Missing Children: An Issue Overview

"Providing an understanding of the history, development, and

trends associated with the issue of missing children
Lunch Break
Investigative Case Management

Stressing the need for effective information control and the
importance of thorough record management

Family Abduction

Examining the unique nature of this complicated offense and the
need for specialized investigative techniques

Lunch Break
Nonfamily Abduction
Presenting a comprehensive plan to assist investigators in the

successful recovery of abducted children and the conviction of the
offender






Wednesday

8:30 a.m. - 9:30 a.m.

9:30 a.m. - 10:30 a.m.

10:45-a.m. - 12:30 p.m.

12:30 p.m. - 1:30 p.m.

1:30 p.m. - 4:45 p.m.

Thursday

8:30 a.m. - 10:00 a.m.

10:00 a.m. - 12:00 noon

infant Abduction

Describing the circumstances involved in this uncommon crime and
the distinctive investigative efforts needed to identify the offender
and recover the infant.

Reunification of Missing Children

Recognizing the need for preparation before reuniting certain
missing children with the left behind family

Crisis Media Relations

Learning to anticipate public interest in a case and to prepare for
intense media involvement

Lunch Break
The Runaway Child
Offering an insight into why children run away and suggesting

practical investigative methods for locating and returning them, as
well as preventing future episodes

Victim Impact

Understanding the emotional impact of an abduction on members of
the missing child’s family

Federal Agencies’ Roles and Resources

Identifying, explaining, and evaluating the many resources that can
be utilized in the successful investigation of a missing or abducted
child case, including the National Center for Missing and Exploited
Children, State Clearinghouses, and Non-Profit Organizations.






12:00 noon - 1:00 p.m.

1:00 p.m. - 4:30 p.m.

Friday

8:30 a.m. - 10:30 a.m.
10:30 a.m. -11:15 a.m.

11:15 a.m. -11:45 a.m.

Lunch Break

Description of Practical Exercises
Work Group Participation

Practical Exercise Presentations
Course Overview/Evaluations

Closing
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RESPONDING TO MISSING AND ABDUCTED CHILDREN

Mission Statement

The purpose of this training program is
to provide law enforcement and other
professionals with the information
neéessary to properly understand,
recognize, investigate,. and resolve

missing and abducted children cases.
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Responding to Missing and Abducted Children
Missing Children: An Issue Overview

. Missing Children: An Issue Overview

1. Perspective

A. Public perception

B. Historical overview

1.- Landmark cases

a. May 1979
b. 1979-1981
. July1981

2. Federal response
a. 1932 Federal Kidnapping Act
b. 1968 Uniform Child Custody Jurisdiction Act (UCCJA)
c. 1975 NCIC Missing Person File
d. 1980 Parental Kidnapping Prevention Act (PKPA)
e. 1982 Missing Children’s Act
f 1983 NCIC Unidentified Person File
g. 1984 Missing Children’s Assistance Act
h

1980 Hague Conv. on International Child Abduction
1988 International Child Abduction Remedies Act—U.S.

i. 1990 National Child Search Assistance Act
1993  International Parental Kidnapping Act



Responding to Missing and Abducted Children
Missing Children: An Issue Overview

II. Determining the Numbers

A. 1975 National Statistical Survey on Runaway Youth

B. 1990 National Incidence Study on Missing, Abducted, and Thrownaway Children in
America (NISMART) '

Broad Scope  Policy Focal
1. Runaways

2. Family abductions

3. Nonfamily abductions

C. National Crime Information Center (NCIC) Records

III. Law Enforcement’s Response to Missing Children

A. 1992—National Study of Law Enforcement Policies and Procedures Regarding Missing
Children (PPP) :

1. Study design and intent
2. Findings

3. Recommendations




Responding to Missing and Abducted Children
Missing Children: An Issue Overview

B.

C.

Developing Effective Policies and Procedures

Agency Self-Assessment

IV. Current Trends, Projects, Programs

A

B.

C.

Training for child protection professionals

Investigation of family abduction by prosecutor’s office

Technical assistance to state missing children clearinghouses

Infant/Newborn Abduction Prevention Program

Identifying and tracking the sex offender

Multidisciplinary program development

Juvenile Justice Clearinghouse (NCJRS)

Reunification of Missing Children

Deceased Child Project

Crime Bill provisions
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Missing Children: An Issue Overview

A Brief History of Missing Children Legislation .

Federal, state and local levels of government as well as numerous public groups have responded
to the national dilemma of missing and exploited children.

By law, the Office of Juvenile Justice and Delinquency Prevention (OJIDP), U.S. Department of
Justice, is the central coordinating agency in all matters pertaining to missing and exploited
children.

The following events detail the history of the federal response to the issue of missing and
exploited children in the United States:

e The Federal Kidnapping Act of 1932

Traditionally the crime of kidnapping was prohibited by state law with offenses handled by
state and local authorities. As a result, there was relatively little federal involvement in
kidnapping cases during the country’s first 150 years. In actuality, the first federal laws
related to kidnapping involved enforced slavery or labor.

Several notorious child kidnapping cases occurred in the United States in the late 1800s and
early 1900s. Among these was the case of four-year-old Charles Ross, son of a wealthy
businessman, who was abducted in 1874 in Germantown, Pennsylvania. The parents received
notes demanding a ransom of $20,000 which they paid, but young Charlie was never found.
There were other cases, almost all involving a ransom demand, but it was not until the
kidnapping and death of Charles Lindbergh, Jr., that the public demanded federal action to
investigate and prosecute the kidnapping. According to police reports from 501 cities, 279
kidnappings took place in 1931. These included both adults and children, but the breakdown
between the two age groups is not known. At the time it was noted that there was a
weakness in the collection of crime data that still exists today—the Uniform Crime Reports do
not compile data on kidnappings.

The problem with handling kidnapping as a state crime was that states did not have the
resources to cope efficiently with investigating or prosecuting offenders who crossed state
lines. Intervention by the federal government was possible because the commerce clause of
the constitution authorized Congress to regulate matters of interstate commerce. Such
regulation was presumed to encompass the interstate transportation of kidnap victims. The
progress of the bill through Congress stalled while the Lindbergh baby was missing. Once the
baby was found dead, Congressional leaders resumed their efforts to draft a federal
kidnapping statute. A compromuise bill was passed and signed into law in June 1932 by
President Hoover establishing federal jurisdiction over interstate kidnapping. Conviction
under this new statute carried a sentence of life imprisonment. Congress amended the law in
1934 to exclude parental abduction cases, to permit use of the death penalty in certain cases,
and to set a time period after which the FBI could enter the investigation.

14
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The Uniform Child Custody Jurisdiction Act (UCCJA) of 1968 established rules
governing which state has jurisdiction to make or modify a custody determination, even after a
child has been abducted. The UCCJA applies to proceedings for custody, visitation, and joint
custody but not to actions for child support. The UCCJA enables a parent with a valid
custody decree to have the decree honored and enforced in whatever state the child is located
without having to retry the entire custody case. The UCCJA also permits judges to order
child abductors to pay all reasonable costs, including attorney’s fees, incurred by the victim
parent in locating and recovering the child. The UCCJA discourages parental kidnapping by
giving the judge the power to refuse to hear a case if an abductor petitions the judge for a new
custody order or for changes in an existing order. All fifty states, the District of Columbia,
and the Virgin Islands have enacted the UCCJA, however, some states have modified its
provisions.

In 1974, Congress passed the Juvenile Justice and Delinquency Prevention Act (JJDPA),
establishing OJJDP as the lead federal agency responsible for all matters of juvenile justice.
The juvenile justice system attends to the needs of neglected and abused children as well as
juvenile delinquents. The mission of OJJDP is to provide direction, coordination, leadership,
and resources to state and local juvenile justice systems and the related youth services delivery
system.

The Parental Kidnapping Prevention Act (PKPA) of 1980 requires states to enforce and
not modify custody determinations made by other states consistent with the jurisdictional
provisions of that act. The PKPA also authorizes the Federal Parent Locator Service to use
its resources to find address information on abductor parents and abducted children. The
PKPA also directs the U.S. Department of Justice to apply the federal Fugitive Felon Act to
interstate parental kidnapping cases when a state felony warrant has been issued and
authorizes the issuance of a federal Unlawful Flight to Avoid Prosecution (UFAP) warrant.

The murders of 29 Atlanta children from 1979 to 1981 shocked the nation. The abduction of
7-year-old Etan Patz from a New York City neighborhood in May 1979 attracted intense
professional and media attention. In July 1981, 6-year-old Adam Walsh was abducted from a
Hollywood, Florida, shopping mall and murdered. Millions of viewers watched the 1983
NBC television movie, “Adam,” depicting the experiences of the Walsh family. It brought
national attention to the issue of missing children.

Parents of missing children and representatives of a small number of missing children non-
profit organizations worked to focus congressional attention on the issue. This resulted in
passage of the Missing Children Act in October 1982 which ensures that complete
descriptions of missing children can be entered into the FBI’s National Crime Information
Center (NCIC) computer even if the abductor has not been charged with a crime.
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e In 1984, Congress added Title IV to the JJDPA—the Missing Children’s Assistance Act.
The law recognized that “Federal assistance is urgently needed to coordinate and assist in this
interstate problem,” and instructed OJJDP to accomplish, among other tasks, the following:

¢ establish and operate a national toll-free telephone line to receive reports of sightings of
missing children and to provide information on reuniting the child with the child’s
custodian, '

¢ establish and operate a national clearinghouse of information about missing and exploited
children,

¢ provide technical assistance to law-enforcement agencies, nonprofit agencies, and families
to help locate and recover missing children,

¢ conduct research on missing and exploited children and publish summaries of the research
findings, including periodic national incidence studies.

e The Hague Convention on the Civil Aspects of International Child Abduction is a treaty
governing the return of internationally abducted children that was negotiated in 1980. The
United States, through the International Child Abduction Remedies Act became a
signatory in 1988. The Hague convention provides for the prompt return of these children,
usually to the country of their habitual residence, subject to very limited exceptions. Custody -
decisions are to be made by the courts of the country of the child’s habitual residence. Each
ratifying country must establish a Central Authority to help parents in locating and securing
the child’s return. Inthe U.S,, the Central Authority is Office of Citizens Consular Services at
the Department of State. The Hague Convention will govern the return of the child only if
both countries have ratified the Convention. As of October 1, 1996, 43 countries have ratified
the treaty.

e The National Child Search Assistance Act of 1990 requires federal, state and local law
enforcement agencies to enter each reported missing child case into the National Crime
Information Center (NCIC) Missing Person File. Each state is required to ensure the
Department of Justice that law enforcement agencies within that state do not require a waiting
period before accepting a missing child report. They are also required to update records every
60 days and adopt appropriate search and investigation procedures for such cases. The Act
also mandates close cooperation between law enforcement and the National Center for
Missing and Exploited Children on certain missing child cases.

e On December 2, 1993, the International Parental Kidnapping Act was enacted into law.
This legislation makes it an offense to remove a child from the United States or retain a child
(who has been in the U.S.) outside the United States with intent to obstruct the lawful
exercise of parental rights. Such an offense is punishable by a fine, imprisonment for not more
than three years, or both. The term “child” is defined as a person who has not attained the age
of 16 years.
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Fact Sheet on Missing Children

Data excerpted from National Incidence Studies on Missing, Abducted, Runaway, and Thrownaway Children in
America (NISMART), 1990, prepared by Family Research Laboratories, University of New Hampshire for the U.S.
Department of Justice.

Runaways

e There are an estimated 446,700 runaways from households each year. In addition, an
estimated 12,800 children run from juvenile facilities. Of these runaways, 133,500 are without
a secure and familiar place to stay during their episode. Over a third of runaways run away
more than once a year. One in 10 go a distance of more than 100 miles. Of the runaways
from juvenile facilities, almost half leave the state.

Runaways are mostly teenagers but almost 10 percent were aged 11 and younger. They tend to
come disproportionately from stepparent type households. Family conflict seems to be at the
heart of most runaway episodes. Between 60 and 70 percent report seriously abused physically.
Sexual abuse estimates range from 25 to 80 percent.

Runaways are at higher risk for physical and sexual victimization, substance abuse, sexually
transmitted diseases, unintended pregnancies, violence, and suicide.

Family Abduction

e There are an estimated 345,100 family abductions a year. Forty-six percent of these
(163,200) involve concealment of the child, transporting the child out of state, or an intent by
the abductor to keep the child.

Of the more serious category of abductions, a little over half are perpetrated men. Most victims
are children from 2 to 11. Half involve unauthorized takings; half involve failures to return the
child after an unauthorized visit or stay. Fifteen percent of abductions involve the use of force or
violence. Seventy-five to 85 percent involve interstate transportation of the child.

About half of family abductions occur before the relationship ends. Half do not occur until two or
more years after a divorce or separation, usually after parents develop new households, move
away, start new relationships, or become disenchanted with the legal system. Over half occur in
relationships with a history of domestic violence.

An estimated 49 percent of abductors have criminal records. Many have a history of violent
behavior, substance abuse, emotional disturbance. It is not uncommon for child victims of family
abduction to have their names and appearance altered, to experience physical or medical neglect,
unstable schooling, homelessness, or frequent moves. They are often told lies about the abduction
and the left-behind parent, even that the left-behind parent is dead. Many child victims of family
abduction experience substantial psychological and emotional distress. Trauma symptoms may be
evident for up to four or five years after recovery.
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Nonfamily Abduction

e An estimated 3,200 to 4,600 short-term nonfamily abductions are known to law enforcement
each year. Of these, an estimated 200 to 300 are stereotypical kidnappings where a child is
gone overnight, is killed, is transported a distance of 50 miles or more, or where the
perpetrator intends to keep the child permanently.

Young teenagers and girls are the most common victims. Two-thirds of short-term abductions
involve a sexual assault. A majority are abducted from the street. Over 85 percent involve force,
and over 75 percent involve a weapon. Most episodes last less than a whole day. The number of
short-term abductions is considered by most researchers and practitioners to be an underestimate
due to police reporting methods and lack of reporting by victims.

Based on FBI data, there were also an estimated 43 to 147 stranger abduction homicides of
children annually between 1976 and 1987.

There are an estimated 114,600 attempted abductions each year, all involving strangers and
usually involving an attempt to lure a child into a vehicle. In a majority of these cases, the police
were not contacted.

Thrownaways

e There are an estimated 127,100 children who are directly told to leave the household, have
been aWay from home and are not allowed back by a caretaker, whose caretaker makes no
effort to recover the child who has run away, or has been abandoned or deserted. An
estimated 59,200 thrownaway children are without a secure and familiar place to stay during
the episode.

Most thrownaways are older teenagers, but abandoned children tend to be young (half under

age 4). Thrownaways are concentrated in low income families and families without both natural
parents. Compared to runaways, thrownaways experience more violence and conflict within their
families and are less likely to return home.

Lost, Injured, or Otherwise Missing

o There are an estimated 438,200 children who are lost, injured, or otherwise missing each year.

Of these, 139,100 cases are serious enough that the police are called. Almost half involve
children under 4. Most of these episodes last less than a day. A fifth of these children
experienced physical harm.

Summary
Runaways 446,700
Family Abductions 345,100
Nonfamily Abductions 3200-4600
Thrownaways 127,100
Lost, Injured, Other Missing 438,200
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Sample Missing Child Policy and Procedures

This sample Missing Child Policy and Procedures is intended as a guide for those law enforcement agencies
who are either creating a missing child policy for the first time or reviewing the effectiveness of existing policy.

I. Policy Purpose
(Describe the goal of this policy)

To provide procedures detailing this agency’s response to reports of missing children.

II. Policy Statement
" (Describe the agency's intent regarding this policy)

It shall be the policy of this department to thoroughly investigate reports of all missing
children. In addition, this department holds that every child reported as missing will be
considered “at-risk” until significant information to the contrary is confirmed.

III. Definitions
(Describe what circumstances control report acceptance)

A. The term “missing child” includes a person who is:
1. under the age of eighteen (18), and
2. does not meet the “at-risk” criteria as specified in paragraph B.

B. The term “at-risk missing child” includes a child who is:

1. 13 years of age or younger, or

2. believed to be: :
a. out of the zone of safety for age and developmental stage
b. mentally incapacitated
c. in a life threatening situation
d. in the company of others who could endanger his/her welfare, or

3. 1is absent under circumstances inconsistent with established patterns of behavior.

IV. Procedure
(Describe the responsibilities of those agency members who may be involved in a missing child
case. The outline below can serve as a guide for the development of more in-depth response
procedures)

A. Administrative (call taker)
* case screening » transmit notifications
« prompt dispatch of first responder » safeguard records
+ search agency records

B. Responding officer

+ respond in a timely manner * preserve scene
 gather essential information * update notifications

« make “at-risk” assessment » enter into NCIC-MPF
+ identify those at scene * request supervision

« commence search if warranted + complete report
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C.

Responding supervisor

* assess situation

+ establish command post

» begin activity log

* request additional personnel

« arrange logistics for search efforts

Investigative personnel

» debrief first responder(s)

* interview witnesses

» evaluate agency record examination
* monitor search efforts

» obtain copies of all reports

Miscellaneous

* reporting procedures
» search techniques

* volunteer searchers

* victim support

* media protocol

1-10

commence search
direct media inquiries
update notifications
notify investigators

identify resources
prepare fliers

utilize media

check report accuracy
update NCIC-MPF

hotline operation
records management
use of polygraph
case closeout
agency training
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Missing Children—An Agency Self-Assessment

yes no

Agency has a written policy concerning reports of missing children. Policy is
understood by all personnel.

Agency observes a waiting period before taking a missing child report.
An officer is dispatched on all missing child reports.

A specially prepared missing person report form is used.

Each case is immediately entered into NCIC - MPF.

NCIC - MPF categories are clearly understood.

NCIC - MPF categories are checked for accuracy.

Photographs are obtained in all cases. A photo bulletin can be promptly prepared
and distributed. :

Dental records and other identifying information of all children missing for more
than 30 days are entered into NCIC - MPF.

When a runaway reaches the age of emancipation, the record is removed from NCIC
- MPF.

Return of every missing child is confirmed by sight.

When a runaway returns, he/she is interviewed to determine the causes of flight. A
supplemental report is completed to close the case.

Someone in the agency is knowledgeable in family abduction laws. UFAP warrants?
FPLS?

Agency works with state missing children clearinghouse.

Agency maintains highly visible bulletin board displaying missing children posters to
the public.

Accurate statistics are available on the number of missing children with breakdown
by age and category.

A public awareness procedure utilizing the media can be put into effect immediately.

Recruits and in-service personnel receive training regarding handling of missing
children cases.
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Missing and Abducted Children—
Current Trends, Projects, and Programs

Training for Child Protection Professionals—Law enforcement and other child protection
agencies across the country are steadily improving the training received by all personnel on the
subject of missing and victimized children. Local jurisdictions, often supported by state criminal
justice training agencies, are including blocks of instruction not only in recruit training, but during
in-service programs as well. While training on the topic of missing children is mandated in only a
few states, many jurisdictions have voluntarily designed and included such instruction because
child protection has become a top agency priority. In addition to state and local efforts, the
federal government continues to offer specialized programs aimed at enhancing the response to
cases of missing children. Segments on recognition and investigation of missing children have
been included in Office of Juvenile Justice and Delinquency Prevention (OJJDP) sponsored
training such as:

» Police Operations Leading to Improved Children and Youth Services
*  Child Abuse and Exploitation Investigative Techniques Training Program
* Managing Juvenile Operations

Investigation of Family Abduction Cases by the Prosecutor’s Office—Because of the
complexity associated with cases of family abduction, more jurisdictions are developing
cooperative agreements in which the prosecutor’s office assumes investigative responsibility from
the local law enforcement agency. Reasons cited for such action include:

¢ local police agencies, especially those that seldom experience such incidents, will not have
to assign already limited personnel resources to complex cases that often require months
or years to resolve

o the staff at the prosecutor’s office is better prepared to evaluate custody decrees and other
legal documents

e attorneys in the prosecutor’s office may be more effective in dealing with the lawyer for
the abducting parent

e prosecutor’s offices usually have ready access to certain databases, such as credit bureau
files, to track the whereabouts of the abducting parent
prosecution of the violator is simplified

e law enforcement investigators can be apprised of case progress and called in to assist if
circumstances warrant

Technical Assistance to State Missing Children Clearinghouses—Child protection
professionals who have sought assistance from a state missing children clearinghouse can attest to
the important function it performs as an investigative resource. Clearinghouses not only act as a
registry for all missing child cases within that state, but can also assist when investigations reach
into other jurisdictions, states, or even countries. In addition, many clearinghouses are able to
provide specific resources such as database checks, poster preparation and distribution, and
search and rescue assistance.
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Child Sexual Exploitation Investigations
Missing Children

TF 1
TF 2
TF 3
TF 4
TF 5
TF 6
TF 7
TF 8
TF 9
TF 10
TF 11
TF 12
TF 13
TF 14
TF 15

Missing and Exploited Quiz

Child molesters who abduct children are unlikely to have established long-term
relationships with children.

Child molesters who abduct children generally have high social competency.
Runaway children easily become abducted children.

Most child molesters seduce, manipulate, or coerce children well known or related
to them.

Most runaways come from single parent families.
All child molesters are pedophiles.

Law enforcement agencies have a limited capacity to investigate missing child or
youth cases and must decide which will receive the most attention.

Repeat runaways are less likely to be sexually exploited than first time runaways.

Two major obstacles to resolving runaway cases are limited law enforcement
resources and inadequate community resources.

A parent or guardian should always be present when interviewing a recovered
runaway.

About 1/5 of all runaway category children should actually be considered
throwaways.

The United States has averaged approximately 75 stranger abduction homicides of
children per year over the past 15 years.

The runaway problem has grown dramatically since 1975.

Stereotypical kidnappings and nonfamily abductions represent the same category of
missing children.

A reasonable waiting period (24 hrs) is appropriate before entering adolescent
runaways into NCIC.
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Infant/Newborn Abduction Program—While not a crime of epidemic proportions, the
abduction of infants (birth through 6 months) is a serious concern for parents, nurses, health care
security, law enforcement officials, and the National Center for Missing and Exploited Children
(NCMEC). With the goal of preventing crimes against children, NCMEC—in cooperation with
the Federal Bureau of Investigation Academy, the University of Pennsylvania School of Nursing,
and leading health care organizations, has studied infant abduction from hospitals, homes, and
other sites and considers them preventable in large part by hardening the target. To bring this
prevention message to as many facilities as possible, teams of professionals appear before hospital
administrators, nursing staffs, and security personnel to educate them in effective methods to
lessen the likelihood of an abduction while the newborn are in their care. In addition, NCMEC
has published a number of documents that define the issue and discuss prevention techniques.

Identifying and Tracking the Sex Offender—Most child protection professionals are aware of
statistical information indicating sexual molesters of children are responsible for many abduction
cases. As a result, investigative efforts in such cases are often directed toward identifying
molesters who might have frequented the area where a crime took place or were suspected in
other incidents. In support of these investigative efforts, there are several ongoing initiatives
aimed at identifying and tracking the sex offender and obstructing their access to children:

e legislation that permits the careful screening (background checks) of all individuals who
seek to work or volunteer in positions that bring them into constant contact with children.

e ' enactment of state and federal laws that require convicted sex offenders to register within
their local jurisdiction and to provide fingerprints and photographs as needed.

e establishment of databases that contain DNA samples from the blood or saliva of
convicted sex offenders.

Multidisciplinary Program Development—Many agencies and organizations play important
roles in a community’s response to the issue of missing and exploited children. Law enforcement
officers, for example, are often called upon to instantly assess situations of missing or victimized
children and promptly render decisions with far reaching effects for both the child and family.
Since child safety issues often cross agency boundaries, child protection professionals realize that
interagency initiatives involving cooperation and information sharing are essential in improving a
community’s overall response to cases of missing and victimized children. One such initiative is
the Missing and Exploited Children Comprehensive Action Program (M/CAP), a community-
based, multidisciplinary, case and services management system that involves all agencies in sharing
information and focusing necessary resources to address issues associated with missing and
exploited children.

Juvenile Justice Clearinghouse—OJJDP established the Juvenile Justice Clearinghouse (JJC) in
1979 to disseminate agency publications, research findings, and program evaluations. Since then,
the JJC has become a comprehensive information resource that can assist child protection
professionals in meeting the challenges presented by today’s diverse juvenile justice issues. JJIC
has a team of juvenile justice information specialists available to respond to inquiries by providing
information, publications, and referrals. The clearinghouse also offers access to the National
Criminal Justice Reference Service (NCJRS), the largest such database in the world, and to the
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NCIRS Electronic Bulletin Board and Internet Web Site, two computerized methods of obtaining
timely information. For information call 1-800-638-8736.

Reunification of Missing Children—Afiter months and .even years of investigation, law
enforcement officers who successfully locate a missing child are not always aware of the
additional trauma associated with reuniting the youngster and left-behind family. The
Reunification of Missing Children Project is designed to assist law enforcement officers, criminal
and juvenile justice personnel, mental health workers, and social service professionals in
developing effective, community-based strategies to assist families in adjusting to the return of a
missing child.

Deceased Child Project—Abductions that result in a child’s death present the greatest
investigative and emotional obstacles a law enforcement officer is likely to encounter. In an effort
to identify investigative evidence and resource management techniques that have been effective in
previous cases, NCMEC’s Case Enhancement and Informational Analysis Unit (CEIAU) recently
conducted an in-depth study of 210 closed cases from Center files in which the child was
deceased when recovered. In each incident, agency investigators were interviewed and
information was compiled on factors such as: -

+ cause of death » was child molested
» was perpetrator a family member » sex of offender/child
+ age difference between offender/victim * how was case solved

 distance between abduction and body recovery sites

Encouraged by the results of the CEIAU study, efforts have begun to develop a training program
which will provide investigators with techniques to quickly identify the factors that have been
successful in managing and solving prior cases. In addition to the development of an actual
training program, long-range project objectives include the publication of an investigative guide
and the establishment of a nationwide information network accessible to all agencies and
investigators.

The Crime Bill-—Along with its more well known provisions, the Crime Bill (Violent Crime
Control and Enforcement Act of 1994) contains several measures that impact the area of missing,
abducted and exploited children. The Morgan P. Hardiman Task Force, for example, will bring
together investigators from seven federal law enforcement agencies to concentrate on active
missing child cases. A Sex Offender Registration Act mandates registration of sexual predators
and notification to officials in the communities in which they reside. And, the Child Safety Act
establishes visitation centers to provide supervised visits in cases where there is a high risk of
sexual, physical, or emotional abuse, or where a parent has threatened to abduct a child.

S$320A96




Missing Children
Landmark Cases

May 1979 Etan Patz disappearance
1979 - 1981 Atlanta Child Murders
July 1981 Adam Walsh abduction

REMAC-Overview-1



National Incidence Studies on Missing,
Abducted, Runaway and Thrownaway
Children in America - NISMART

Categories Broad Policy
Runaways 446,700 133,500 |
Family Abductions 354,100 163,200
Nonfamily Abductions 4,000 250

REMAC-Overview-2
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NCIC Missing Person File

1. Disability
2. Endangered

3. Involuntary

4. Juvenile

5. Catastrophe

REMAC-Overview-4

Entry Criteria

Missing under proven mental/physical
disability or senile thereby subjecting
self or others to immediate danger
Missing and in company of another under
circumstances indicating danger to
his/her physical safety

Missing under circumstances indicating
disappearance was not voluntary, i.e.
abduction, kidnapping -
Missing, is unemancipated and does not
meet entry criteriain 1,2, 3,0r 5

Missing after a disaster



Law Enforcement's
Response To Missing Children

Missing Children and Homeless Youth

REMAC-Overview-5



PPP Study Findings

» Police respond based on individual circumstances
» Income or race do not influence police response

» Agencies with written policies respond more
vigorously to reports

> Risk of exploitation increases the longer a case
remains active

» Parents are more supportive of police when
personal contact is maintained

» Generalist vs. specialist

REMAC-Overview-6
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PPP Study Recommendations

» All agencies should have written policies
and procedures

» Accurate profiles of at-risk children should
be collected

» Case screening procedures should
be developed

» Interdisciplinary cooperation should
be established

REMAC-Overview-7 | ' NCJ 145644



Questions

» Does agency have a written policy
regarding its response to reports of
- missing children ?

» Are there written response procedures
in place that are clearly understood by
all agency personnel ? |

REMAC-Overview-8



Current Trends,
Projects & Programs

Training for Child Protection Professionals
Family Abduction Investigation by Prosecutor
Missing Children State Clearinghouses
Infant/Newborn Abduction

Identifying & Tracking the Sex Offender
Multidisciplinary Programs

Juvenile Justice Clearinghouse

Reunification of Missing Children

Deceased Child Project

Crime Bill Provisions

COONOIORLON -
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Juvenile Justice Clearinghouse
1-800-638-8736

NCJRS
1-800-851-3420

Dispute Resolution Library Services

Conferences A/V Programs

REMAC-Overview-10




Crime Bill Provisions

Violent Crime Control and
Law Enforcement Act of 1994

1. Morgan P. Hardiman Task Force on
Missing and Exploited Children

2. Crimes Against Children
Registration Act

3. Child Safety Act

REMAC-Overview-11
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Investigative Case Management

I Introduction

A

In this class we will review a systems response to Missing and Abducted Children
Child Abduction Homicide Characteristics

Policy and Supervision Issues

Framework for Managing a Child Abduction

Major Case Management Responsibilities

Information Management/Lead Tracking Systems

Child Abduction/Recovery Practical Exercise

SR S

1L Child Abduction Homicide Research

A

Washington State Attorney General's Office preliminary results drawn from:
1. 577 cases in 46 states (1971-1995)

2. 621 victims (77% female/23% male)

3. All size state, county and local law enforcement

4. All geographic areas represented

Case selection criteria

Victim under 18 years

Victim is murdered

Body is recovered

Case handled as an abduction
Parental child abuse excluded

nhWN -

Police involvement began as:

1. MISSING PERSON 58%
2. DEAD BODY 23%
3. ABDUCTION 9%
4 RUNAWAY 9%
Victim Gender Differences

1. MALE 24%
2. FEMALE 76%
Victim Age Groups

1 1-5 9%
2. 6-9 21%
3. 10-12 21%
4 13-15 28%
5 16-17 21%
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F. Victims as Targets
1. Younger males are more apt to be victimized than older males
2. Older females are more apt to be victimized than younger females

G. Time Delay in Reporting

1. 60% of cases over 2 hours lapsed before police were notified of missing
child
2. The older the child the greater the delay
H. Time victim alive after abduction
1. 44% of cases victim dead within 1 hour
2. 74% of cases victim dead within 3 hours
L 22% of victims were still alive when reported missing
J. 42% of victims were dead before they were reported missing
K. Time is of the Essence
1. Mobilize all resources immediately
2. Information dissemination critical
3. No geographic limits/turf issues
4

Think outside the box

III.  Policy and Supervision Issues

A Pre-Planned Critical Incident Response
1. Policy and Procedural Guidelines for:
a) Telecommunications
b) First Responders
c) Street Supervisors
d) Notification of Investigations (BIS)
e) Involvement of additional resources

B. Front-end vs. Reactive Management

Policy and Procedure Development
Guidelines

Checklists

Roll call and department-wide training
Mock disaster training

Consistency and accountability

SR e

Iv. Child Abduction Policy

A Purpose
1. Guide activities of responding units
2. Manage complex and protracted investigations
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3. Establish a framework
. 4. Allow flexible or partial application
5. Should be reviewed annually and tested
B. ase Guidelines for Investigative Commanding officer

C
1 Establish contact with on-scene supervisor
2. Obtain synopsis of incident

3. Determine location of command post

4 Establish double perimeter

5 Patrol outer/CID inner

6 Crime scene processing only

7 Media and public outer perimeter

C. Initial Briefing Participants

Crime Scene Personnel
Other agencies (as appropriate)

1. On Scene Supervisor

2. 1st Responding Officer
3. Patrol Supervisor '
4. CID Personnel

5.

6.

D. Initial Briefing

. 1. Determine actions prior to arrival
2. Ascertain facts known at time
3. Determine lead agency/unit
4. Assign lead investigator
5. ID representative’s from other agencies
6. Determine specific role
7. ID and assign assist agency lead
8. Determine need for additional investigator
9. Assign investigator as recorder
10. Assign tasks (pre-numbered MCI form)
11. CID Commander assigns investigator and administrative supervisor
12.  Determine chain of command
13.  Assign investigator to crime scene(s)
14.  ID Areas for witness interviews (secure)
15.  Stress importance of :
a) Slow things down
b) Don't get caught up in excitement
c) Team work
d) Communication (yo-yo)
e) No tunnel vision
_ 16.  Keep lead investigator informed
17.  No investigative assignments for supervisor
. 18.  All information funnels through supervisor

19.  Assign investigator to victim(s)/family
20.  Provide CP with list of personnel
23
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21.
22.
23.

Brief P.1.O or department designee
Utilize pre-numbered lead sheets
Determine need for additional resources:

a) Clerical/sworn personnel
b) K-9 units/air support

c) Civilian volunteers

d) Federal/state resources

e) Office space
f) Phone banks/special numbers

g) Computers/copy and fax machines
h) Administrative supervisor to coordinate
E. End of 1st Day Briefing Participants:
1. All CID personnel assigned
2. Crime scene unit personnel
3. Representative’s from participating agencies
4. Public information officer (P10)
5. Command staff
6. Prosecutor's office
F. Purpose of 1st Day Debn'eﬁng
1. Discuss investigative progress
2. Describe tracking system/leads
3. Stress accuracy/thoroughness
4. Confidentiality outside work group
5. Opportunity to brainstorm
V. Major Case Management Responsibilities
A Investigative Supervisor

NN AW =

— et et ek \D)
LD =O

Regular reports to CID Commander
Updates progress/status

Ensures compliance with procedures
Charts assigned personnel
Radios/frequency

Cell phones/beepers

Cars/special equipment

Distribute copies

Reviews leads, establishes priorities
Makes assignments

Classifies information status (lead sheets)
Reviews data base printouts
Coordinates and attends briefings
Responsible for investigator security
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B. Administrative Supervisor
1. Reports to CID Commander
2. Attends daily briefings
3. Responsible for administrative support
4 Coordinate/training and briefing of:
a) Call takers
b) Clerical staff
5. Establish proper paperwork flow
6. Responsible for quality control:

a) MCI follow-up forms
b) Supports lead sheets
c) Master log sheets

d) Binders/files etc.

C. Lead Investigator

NoUvh LN~

10.

Coordinates and supervises investigation
Crime scene properly managed

Evidence properly collected/maintained
Evidence properly submitted/returned
Reviews and assigns leads

Reviews and classifies completed lead sheets
Coordinates/manages all follow-up/leads:

a) Suspect interviews
b) Polygraphs
Search warrants

Keeps prosecutor's office informed
Responsible for master file security

D. Crime Analyst

AN o

Reports to lead investigator

Develops database system

Provides training and coordinates data entry
Provides liaison with lead sheet manager
Regularly prints requested reports
Conducts quality control of data

E. Lead Sheet Manager

1.

2.
3.
4

Reports to administrative supervisor
Leads forwarded to supervisor
Maintains master log of all leads
Maintains files for leads classified as:

a) No value
b) Investigative
) Active/Inactive
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Call Taker

1. Completes MCI Form

2. Completes background investigative query
3. Preserve tapes of phone calls

4. Notify supervisor of "hot" leads

General Points

Wb W =

10.
11.
12.

Designate a conference area in command center
Set-up separate room for phone calls

Staff hotline 24 hrs. a day

Install caller ID and record all phones

Assign liaison to each assist agency

Pair investigator with assist agency person
Utilize Crime Analyst as scene recorder

Utilize Crime Analyst to record daily briefings
Assign Investigator to brief roll calls

Consider completing VICAP Forms

Limit distribution of database printouts
Stress importance of team work and communication

VL  Information Management

A

Information Management

PN D WD -

Centralization of information
One person or section responsible
System for storing and retrieving information

" Automated or Manual (card system)

Visual aids

Flow charts

Time lines

Graphs (analytical correlation)

Information Evaluation

S il e

One person accountable for
Maintenance

Evaluation

Developing reports
Dissemination analysis

Roll call bulletins

Flow of Information

NhE W=

Everyone responsible for information input
Information must be available to all investigators
Regular briefings essential
Especially with multiple jurisdictions
Garbage in-Garbage Out (GIGO)

2-6




Responding to Missing and Abducted Children
Investigative Case Management o

D.

Standardized Information Procedures

b Il

Utilize standard forms

Missing Child Form

Lead sheets and Tip/Hotline Forms
Uniform narrative and summary reports
Uniform Case Tracking Reports

Tracking Tips & Leads

i o e

C
1.
2.
3
4
5

Requires a procedure
Specifically designed forms
Helps with flood of information
Prioritize and assign

Ensures follow-up/accountability
Consider telephone recording
E-911 or Caller ID (Fast Trak)
Train call takers

ase File Contents

CAD Log

Teletypes

MYV and Record Checks
Global/Local Checks

. Database searches re:

a) Previous incidents
b) Suspects fitting MO
Tapes of phone/radio traffic
Phone messages

Copies of all initial reports
Copies of any court orders
Custody

Temporary placement
Domestic orders

All taped interviews
Witness Statements
Vehicle Canvass
Neighborhood Canvass
Include people not at home
Crime scene reports
Photographs

Ewvidence Log

Search Warrant/Return
Lab submittal slips

Lab reports

Photos/video of child
Flyers/bulletins

Press releases
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27.  Newspaper articles

28. TV coverage

29.  VICAP report

30. Suspect profile

31.  Polygraph results

32. Off-line searches

33.  CPSrecords

34.  Medical/Dental records

35. School records

36.  Assist agency reports/records
37.  Crime Stopper Bulletins
38.  Legal paperwork

39.  Warrants/UFAP

40.  Affidavits

41.  Civil Proceedings

42. Suspect Records

43.  Employment

44.  Criminal (verify with prints)
45.  Nexis/Lexis search

46.  Professional Licenses

47. Fed Parent Locator Service
48. Postal records

49.  Credit check ‘ .

VII. Practical Exercise

$320196



Personnel Responsibilities in a Sample Leads Management System

Staff Member Responsibilities
Lead Room Manager + Secure location of, maintain, and store all leads.
+ Maintain cross-index system or database of all information derived
from leads.

+ Ensure that all lead information is retrievable via key information.
« Monitor further investigation of any “uncleared” lead.

Lead/Tip Taker + Obtain lead information first before pressing source for his or her
(includes both communication/ name and any other identifying information.

hotline operators and « Immediately forward the completed lead sheet to lead room for
investigators) review and assignment.

» Concurrently document leads developed during the investigative
process on both a lead sheet and the officer's supplemental report.

Lead Room Supervisor + Acknowledge receipt of all leads by signature.
« Record all leads using a centralized lead sheet log form.
« Assign the lead a sequential lead number for tracking.
» Read and issue a priority level for all leads based on the need for

immediate action.

« File a copy of the lead sheet in the lead pending file by lead number.
« Place a second copy with the agency's central records section files.
» Place lead information in a database, if available.

Investigative Supervisor . + Pick up all leads directly from the lead room/manager.
+ Assign an available case investigator to do a follow-up on the iead
and note, on the lead room copy, the name of the investigator
assigned plus the date and time of assignment.

Initially Assigned - Conduct a brief follow-up investigation and determine the potential
Investigator of the lead.
« Examine facts to determine if the lead is “clearable” or “not-
clearable.”

» Complete a report of the findings and document on lead sheet form.

» Deliver “cleared” leads back to lead room for filing.

« File the original, “cleared” lead by name or other indexable method.

« Update the lead room’s previous copy with the clearance and refile
by lead number.

» Update the log sheet to reflect return of the lead and any applicable
comments.

« Forward to the “investigative team" any leads that cannot be quickly
cleared through an initial investigation. The team should conduct a
thorough follow-up investigation.

+ Ensurethat each lead is maintained by the “investigative team” until
it is either cleared or the information is proved valid.

Figure 6-3

To assist in this process, samples of an “Investigative Lead Sheet” and a “Lead Sheet
Log” are on pages 142 and 143 respectively.
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INTRODUCTION

In this class we will review a systems
response to Missing and Abducted Children

» Child Abduction Homicide Characteristics

® Policy and Supervision Issues

Framework for Managing a Child Abduction

® Major Case Management Reéponsibilities

© Information Management/Lead Tracking Systems

@ Child Abduction/Recovery Practical Exercise
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WASHINGTON STATE ATTORNEY
~ GENERAL'S OFFICE

o Preliminary results drawn from:
- B77 cases in 46 states (1971-1995)
- 621 victims (77% female/23% male)

- all size state, county and local law
enforcement

- all geographic areas represented
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CASE SELECTION CRITERIA

® Victim under 18 years

o Victim is murdered

@ Body is recovered

o Case handled as an abduction
@ Parental child abuse excluded

REMAC-CASE MGMT-5




POLICE .INVOLVEMENT BEGAN AS

© Missing Person 58%
» Dead Body 23%
e Abduction 9%
© Runaway 9%
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VICTIM GENDER DIFFERENCES

» Male 24%
® Female 76%
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VICTIM AGE GROUPS

® 6-9

2 10-12
® 13-15
®» 16-17

9%
21%
21%
28%
21%



VICTIMS AS TARGETS

Younger males are more apt to
be victimized than older males

Older females are more apt to be
victimized than younger females
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TIME DELAY IN REPORTING

e 60% of cases over 2 hours lapsed
before police were notified of
missing child

‘@ The older the child the greater the
delay
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TIME VICTIM ALIVE AFTER
ABDUCTION

@ 44% of cases victim dead
within 1 hour

® 74% of cases victim dead
within 3 hours
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22% of victims were
still alive when
reported missing
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42% of victims were
dead before they were

reported missing




TIME IS OF THE ESSENCE

® Mobilize all resources
immediately

Information dissemination critical
® No geographic limits/turf issues
®» Think outside the box

REMAC-CASE MGMT-14



- POLICY AND
SUPERVISION
ISSUES




PRE-PLANNED CRITICAL
INCIDENT RESPONSE

@ Policy and Procedural Guidelines for:
= Telecommunication
= [Fjrst Responders
= Street Supervisors
- Notification of Investigations (BIS)
= |nvolvement of Additional Resources
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FRONT-END VS. REACTIVE
MANAGEMENT

@ Policy and Procedure Development

o Guidelines

® Checklists |

@ Roll call and departmen t-wide training
@ Mock disaster training

® Consistency and accountability
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PURPOSE

» QGuide activities of responding units

- © Manage complex and protracted

investigations
© Establish a framework
@ Allow flexible or partial application
® Should be reviewed annually and tested
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CASE GUIDELINES FOR INVESTIGATIVE
COMMANDING OFFICER

» Establish contact with on-scene supervisor
@ Obtain synopsis of incident |

o Determine location of command post
e Establish double perimeter
@ Patrol outer/CID inner

o Crime scene processing only
© Media and public outer perimeter
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INITIAL BRIEFING PARTICIPANTS

@ On Scene Supervisor

® 1st Responding Officer
@ Patrol Supervisor

® CID Personnel

» Crime Scene Personnel

» Other agencies (as appropriate)
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INITIAL BRIEFING

» Determine actions prior to arrival
% Ascertain facts known at time

» Determine lead agency/unit

® Assign lead investigator

@ ID representative from other agencies
» Determine specific role

® ID and assign assist agency lead
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INITIAL BRIEFING (con't)

© Determine need for additional investigator
o Assign investigator as recorder
® Assign tasks (pre-numbered MCI form)

® CID Commander assigns investigator and
Administrative Supervisor

® Determine chain of command
@ Assign investigator to crime scene(s)
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INITIAL BRIEFING (con't)

o ID areas for witness interviews (secure)
Stress importance of:

== slow things down

== don't get caught up in excitement

= team work

== communication (yo-yo)

= no tunnel vision
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INITIAL BRIEFING (con't)

© Keep lead investigator informed

® No investigative assignments for supervisor

o All information funnels through supervisor
® Assign investigator to victim(s) family

e Provide CP with list of personnel

© Brief P.1.O. or department designee

o Utilize pre-numbered lead sheets
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SAMPLE INVESTIGATIVE LEAD SHEET

Lead SheetLog

Case Number:

SAMPLE

Log Sheet Number:

Lead No.

Assigned To

Lead

Completed

Comments

Summary

Notes: 1.
2.
3.

REMAC-CASE MGMT-26

Each lead should be logged into this central registry. Each lead must be acoounted for.
Every lead is tracked by the “Lead No." and assigned to an investigator tor tollow-up.
All investigated leads must have an accompanying narrative repor.




INITIAL BRIEFING (con't)

® Determine need for additional resources:
== clerical/sworn personnel
- K-9 units/Air support
== cjVvilian volunteers
== federal/state resources
- Office space
== nhone banks/special numbers
-= computers/copy & fax machines
== gdministrative supervisor to coordinate
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END OF FIRST DAY BRIEFING
PARTICIPANTS

@ All CID Personnel assigned

e Crime Scene Unit Personnel

o Representatives from Participating Agencies
® Public Information Officer (PIO)

» Command Staff

® Prosecutor's Office

REMAC-CASE MGMT-28



PURPOSE OF FIRST DAY
DEBRIEFING

® Discuss investigative progress

- © Describe tracking system/leads
@ Stress accuracy/thoroughness

‘@ Confidentiality outside work group
® Opportunity to brainstorm
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SAMPLE INVESTIGATIVE LEAD SHEET

Lead SheetLog

Case Number:

SAMPLE

Log Sheet Number:

Lead No.

Assigned To

Lead

Completed

Comments

Summary

Notes: 1.
2.
3.

REMAC-CASE MGMT-30

Each fead should be logged into this central registry. Each lead must be accounted for.

Every lead Is tracked by the “Lead No.” and assigned to an investigator for follow-up.

All investigated leads must have an accompanying narrative report.




MAJOR CASE
MANAGEMENT
RESPONSIBILITIES




INVESTIGATIVE SUPERVISOR

® Regular reports to CID commander

» Updates progress/status |
®» Ensures compliance with procedures
© Charts assigned personnel

® Radios/frequency

» Cell phones/beepers

® Cars/special equipment

» Distribute copies
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INVESTIGATIVE SUPERVISOR (con't)

® Reviews leads, establish priorities

© Makes assignments

® Classifies information status (lead sheets)
Reviews data base printouts

» Coordinates and attends briefings

» Responsible for investigatory security
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ADMINISTRATIVE SUPERVISOR

® Reports to CID Commander
® Attends daily briefings
®» Responsible for administrative support
o Coordinate/training and briefing of
= call takers
== clerical staff
® Establish proper paperwork flow
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ADMINISTRATIVE SUPERVISOR

(continued)

® Responsible for quality control
- JUCI follow-up forms
= Supp. lead sheets
== master log sheets
= pinders/files etc.
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LEAD INVESTIGATOR

® Coordinates and supervises
investigation

@ Crime scene properly managed

© Evidence properly collected/maintained

® Evidence properly submitted/returned

» Reviews and assigns leads

® Reviews and classifies completed lead
sheets |
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LEAD INVESTIGATOR (con't)

o Coordinates/manages all
follow-up/leads:

== suspect interviews

- polygraphs

== gearch warrants
® Keeps prosecutor's office informed
» Responsible for master file security
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CRIME ANALYST

» Reports to lead investigator

» Develops database system

® Provides trammg and coordinates data
entry

® Provides liaison w:th lead sheet
manager

® Regularly prints requested reports
» Conducts quality control of data
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LEAD SHEET MANAGER

@ Reports to administrative supervisor
® Leads forwarded to supervisbr

» Maintains master log of all leads

@ Maintains files for leads classified as:
== NO values

== jnvestigative

== gctive/inactive

REMAC-CASE MGMT-39




CALL TAKER

® Completes MCI Form

s Completes background
investigative query

» Preserve tapes of phone calls

® Notify supervisor of "hot" leads

" REMAC-CASE MGMT-40



GENERAL POINTS

» Designate a conference area in
command center

@ Set-up separate room for phone calls
o Staff hotline 24 hrs. a day |

® Install caller ID and record all phones
® Assign liaison to each assist agency

@ Pair investigator with assist agency
person
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GENERAL POINTS (con't)

» Utilize Crime Analyst as scene recorder

® Utilize Crime Analyst to record daily
briefings

» Assign investigator to brief roll calls

@ Consider completing VICAP forms

@ Limit distribution of database printouts

Stress importance of team work and
communication
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INFORMATION
MANAGEMENT




INFORMATION MANAGEMENT

@ Centralization of information

® One person or section responsible

® System for storing and retrieving
information

e Automated or manual (card system)
® Visual aids

® Flow charts

@ Time lines

@ Graphs (Analytical Correlation)
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INFORMATION EVALUATION

® One person accountable for
® Maintenance

® Evaluation

@ Developing reporits

® Dissemination analysis

® Roll call bulletins
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® ®
FLOW OF INFORMATION

® Everyone responsible for
information input

® Information must be available to
all investigators
@ Regular briefings essential
@ Especially multiple jurisdictions
® Garbage in-Garbage Out (GIGO)
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STANDARDIZED INFORMATION
PROCEDURES

Utilize standard forms

@ Missing Child Form

» Lead sheets and Tip/Hotline Forms

®» Uniform narrative and summary
reports

® Uniform Case Tracking Reports
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MISSING PERSON'S FORM

AppendIx A: NCIC Missing Person Report Form

14684 (Raev. 9 8 8)
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TRACKING TIPS & LEADS

® Requires a procedure

® Specifically designed forms

® Helps with flood of information

® Prioritize and assign

® Ensures follow-up/accountability
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® _ ®
TRACKING TIPS & LEADS
(con't)

® Consider telephone recording
® E-911 or Caller ID (Fast Trak)
® Train call takers
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CASE FILE CONTENTS

@ CAD Log
® Teletypes
@ MV and Record Checks
» Global/Local Checks
® Datlabase searches re:
== previous incidents
= suspects fitting MO
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CASE FILE CONTENTS (con't)

© Tapes or phone/radio traffic
» Phone messages

» Copies of all initial reports
® Copies of any court orders
® Custody

Temporary placement

© Domestic orders
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CASE FILE CONTENTS (con't)

@ All taped interviews

® Witness Statements

® Vehicle Canvass

® Neighborhood Canvass

® Include people not at home
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NEIGHBORHOOD CANVASS

Neighborhood CanvassLog

SAMPLE

Case Number: Date: Officer’'sName:

Time | Strest Address Contact: Name & DOB Phone No. Comments

List alt residences within carwass area. Each residence must be contacted. Lack
of occupants should be noted.

Multiple occupants of a residence shoukd be interviewed separately. Obtain full
name and date of birth.

Questions should be asked from a pre-selected list of inquities conceming
suspicious activities, vehicles, persons, visitors, neighbors.
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VEHICLE CANVASS

Vehicle CanvassLog

SAMPLE

Case Number: ‘ Officer’s Name:

Locatlon Make & Model Remarks
(circumstances,

occupants, etc.)

List all vehicles observed on both sides of the street, whether parked on street, in
driveways, or public parking areas.

All vehicles in the canvass area must be fully documented.

Occupants of vehicles must be fully identified, field interviewed, and completely

described.
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CASE FILE CONTENTS (con't)

© Crime scene reports

@ Photographs
Evidence Log

Search Warrant/Return
Lab submittal slips

@ Lab reports
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CASE FILE CONTENTS (con't)

® Photos/video of child
® Flyers/bulletins

@ Press releases

® Newspaper articles

® TV coverage
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SAMPLE MISSING CHILD POSTER

Appendix C: Sample Missing Chitd Fller/Poster

Have You Seen This Child?

Wanted: Missing Child
Arrest Warrant
lasued

OPTIONAL CHILD'S PHOTO CHILD'S PHOTO
PHOTO DIFFERENT ANGLE
OF ABODUGTOR
(if warrant lssuod
for arrest)

{Date o) Photo) {Date ol Pholo) {Dato of Photo)

NAME OF ABDUCTOR NAME OF CHILD

Date of Birth: Date of Birth: Age:

Hu: wi: Grade In School:

Halr: Eyes: HL: Wi

Complexion: Complexion:

Scars, elg.: Scars, etc.:

Occupation: Hobbies, sports, otc.:

Race: Dotails of Abduction—Date, Place:

Indicato violation of count order, warrant on file. Indicate
1§ abuse has occurred.

IF YOU HAVE ANY INFORMATION, PLEASE CONTACT:
Oflicer's Name, Police Department:
Telephone Number:
Case Numbar:
Warrant Number (if secured):

Natlonal Center for 1-800-THE-LOST
Missing and Explolted Children (1-600-843-5678)

HOTE: A hitd MUST be reg! b for
Children bafore adding NCMEC’s name and telsphone number to this flier.
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CASE FILE CONTENTS (con't)

@ VICAP Repbrt
- ® Suspect profile
© Polygraph results

® Off-line searches
® CPS records

N
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CASE FILE CONTENTS (con't)

© Medical/Dental Records
® School records
® Assist agency reports/records
@ Crime Stopper Bulletins
> Legal paperwork
- ® Warrants/UFAP
o Affidavits
Civil proceedings

REMAC-CASE MGMT-60



CASE FILE CONTENTS (con't)

® Suspect Records

@ Employment

e Criminal (verify with prints)
@ Nexis/Lexis search |

® Professional Licenses

® Fed Parent Locator Service
» Postal records

® Credit Check
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May 20,1994  MAJOR CASE MANAGEMENT

~ PURPOSE

Tec provide a guide to manage major cases investigated by the Criminal Investigations
Bureau (CiB) that require an extensive investigative and adminisirative staff over a

period of time. '

This procedures guide is not intended to be an inflexible mandatory guide, but rather a
flexible tool to quickly assign responsibilities and establish the framework for a
successful investigation. lt is during the initial hours of an investigation that an
assessment will be made when o invoke this guide and expand the scope of the

investigation.

All or part of this guide may be required based on the assessment of the Criminal
investigation Bureau Commander, The Major Crimes Commander, the investigative
supervisor and the lead investigator.

This procedures guide sihould be reviewed annually to ensure it will continue to meet
the needs of CIB. New supervisors and investigaters sheuld read this guide during their

initial orientation to CiB.

o Upon zrrival, the first CiB unit should establish contact with the patrol supervisor or
scene comraander
{Obtain a brief synopsis of the incident
Ensure the crime scene is secure
Datermine the iocation of the Department command post
Chose & location and establish the CIB command post
Ensure 3 double perimeter has been established
o Patrol is responsibie for the security outside the inner perimeter
o CIB is respensibie for security inside the inner perimeter.
o Police personnel not responsible for the actual crime scene processing will
not enter the innsr perimeter
o Media and public will remain outside the outer perimeter

ODOQO



Initial briefing at scene will include:
a. Scene commander
b. Preliminary officer and patro! supervisor
c. CIB personnel
d. Crime scene unit
e. Other jurisdictions/agencies (as appropriate)

Purpose of Initial Briefing:
a. Determine actions taken prior to CIB arrival
b. Determine facts known at time
c. Determine lead agency
d. Assign lead investigator
e. Identify representatives from outside agencies and their specific role in the
investigation
f. Assign and identify assisting agency lead investigator
g. Determine need for additional investigators
h. Assign investigator to be recorder
i. Assign tasks - utilizing pre-numbered "MAJOR CASE INVESTIGATIVE
FOLLOW-UP FORMS"
j- CIB Commander assigns an investigative and administrative/resource
supervisor
k. Determine chain of command and responsibilities
1. Assign investigator to-work with crime scene unit at the scene, if mulitiple
scenes, assign an investigator to each location
m. Identify area for witness interviews - preferably area such as a station, CIB,
fire station. An area which is secure and controliable.
n. Stress importance of taking time - not getting caught up in the
surrounding excitement.
0. Stress importance of team work, communicating and keeping lead
investigator/investigative supervisor informed
p. Allow Lead Investigator to remain free without any specific assngnments
- all information should funnel through the lead investigator and/or
investigative supervisor.
g. Ensure investigators have been dispatched to hospital(s) where victim(s) are
located
r. Determine need for additional assistance from outside agencies

o Provide department command post a list of CIB personnel involved/keep updated

o . Provide CIB person for department command post-normally CIB command staff
member

o Brief PIO, responsibility of CIB Commander or designee




o Utilize lead sheets immediately (pre-numbered) logging them into the master lead
sheet log numerically

While on sce
a. Anti

ne, Major Crimes Commander and supervisor(s) determine:
cipated manpower: clerical & sworn for long term investigation.

b. Required resources, office space, phones, special task force phone numbers,

computers, etc.
c. Administrative supervisor begin coordinating for lnvestlgatlve support
requirements utilizing resource manual

Briefing at end of first day will include:
a. All CIB personnel assigned to case
b. Crime scene unit personnel
c. Representatives of participating agencies

d. PIO

e. Command Staff
f. Commonwealth Attorney

Purpose of first day briefing:

o Daily briefi

a. Confirm lead agency and functional capability of each participating and
assisting agency.

b. Differentiate between assisting agency and outside agency

¢. Confirm chain of command and role played by each member

d. Stress importance of team work

e. Introduce Lead Investigator

f. Discuss direction of investigation and purpose

g. Introduce crime analyst

h. Re-introduce MAJOR CASE INVESTIGATIVE FOLLOW-UP FORM

i. Describe tracking system on leads and importance of utilizing
investigative follow-up forms to include proper distribution of copies.

j- Stress that all information obtained is accurate and properly maintained
for future access.

k. Each investigator discusses their assignments, beginning with the lead

Investigator
I. Stress importance of limiting discussion of the case outside of the work

group
m. Discuss importance of security that includes the master file, computer

data and reports

ng in AM lead by Major Crimes Commander, or his designee, will include:

a. Assigned CIB personnel
b. Crime scene units when necessary

c. Rep

resentatives from participating agencies



(limit access to those agencies directly involved)

d. PIO
e. Invite Commonwealth Attorney

Purpose of Daily Briefing:
a. Allows lead investigator to discuss progress of case
b. Allows each investigator opportunity to discuss their actions and
findings from prior day
c. Provides opportunity to brain storm
d. Identifies tasks to be assigned
e. Keeps command staff informed of case progress
f. Provides opportunity for investigators from multlple jurisdictions to bond.

RESPONSIBILITIES

INVESTIGATIVE SUPERVISOR

A. Continually meets with and reports directly to the Major Crimes Commander,
provides update and status of investigation

B. Ensures compliance with Major Crimes Commander's directives

C. Prepares line-up of assigned personnel, to include investigator's name, radio
designator, beeper number, and home telephone number

D. Completes a line-up daily, providing a copy to the Major, Captain, Lead -
Investigator, assisting Agency Supervisor ‘

E. Reviews leads, establishes priorities and makes assignments

F. Classifies information status on lead sheets

G. Examines data base printout on daily basis

H. In absence of Commander, coordinates briefings with the Investigative Unit
I. Coordinates actions and activities with the Administrative Supervisor

J. Coordinates all leave and days off for County Task Force members

K. Attends daily briefings

L. Responsible for security of master computer printouts

M. Coordinates daily with assisting Agency Supervisor

N. Conducts debriefing at completion of Task Force

0. Updates Major Case Management Protocol

ADMINISTRATIVE SUPERVISOR

A. Reports to Major Crimes Commander or in his absence the investigative .
Supervisor




B. Is responsible for all administrative matters pertaining to the investigation as
they are identified
. C. Ensures establishment of sufficient communications to support

communication
D. Ensures proper office space is available for Task Force members from
assisting Agency.
E. Maintains an inventory of all items on loan from assisting or out side Agencies
F. Prepares and maintains schedule for Call Takers and Clerical Staff
G. Ensures Call Takers are properly trained and briefed on facts of case
H. Ensures establishment of required paper flow/trains Lead Sheet
Manager/investigator
I. Ensures all equipment is functional and coordinates for maintenance
J. Ensures all necessary supplies are available

1. MAJOR CASE INVESTIGATIVE FOLLOW-UP form

2. Supplemental lead sheets

3. Master log sheets

4. Binders, archive boxes, manila folders

5. Writing instruments to include colored markers and highlighters
K. Ensures quality control check on paper flow
L. Designates area for messages and mail for individuals not assigned to CIB
M. Attends daily briefings
N. Participates in debriefing at conclusion of task force

. LEAD INVESTIGATOR

A. Ensures crime scene(s) are properly managed

B. Ensures evidence is properly collected and maintained

C. Ensures evidence is submitted to appropnate laboratory for examination
D. Evaluates information

E. Reviews and assigns lead sheets

F. Reviews and classifies all completed lead sheets

G. Daily examines data base printout

H. Ensures Commonwealth attomey‘s office is kept informed

I. Continually maintains and is responsible for security of master case file
J. Prepares case for prosecution

K. Coordinates and manages all major follow-up leads i.e., primary suspect
interviews, polygraphs, search warrants, etc.

L. Attends daily briefings

M. Participates in debriefing at conclusion of Task Force



CRIME ANALYST

A. Attends daily briefings

B. Provides training for "MAJOR CASE INVESTIGATIVE FOLLOW-UP FORM"
C. Develop database system capable of conducting search on word or phrase
D. Ensure all information from sheets is entered into the database system

‘E. Provides training for clerical staff required for data entry

F. Prints requested reports on scheduled basis

G. Liaison with Lead Sheet Manager

H. Reports directly to Investigative Supervisor/Lead Investigator

|. Periodically conducts quality control check on database system

J. Updates resource manual for computer equipment

K. Responsible for maintaining security of software files to include proper
backup on a regular basis

L. Responsible for distribution of database printouts and collection and
destruction of old printouts

M. Participates in debriefing at conclusion of Task Force

N. Assists in updating Major Case Management protocol

LEAD SHEET MANAGER

A. Reports to the Administrative Supervisor
B. Ensures Lead Investigator/investigative Supervisor is provided all leads for
review and assignment
C. Maintains master log of all reviewed, assigned and completed lead sheets
D. Places assigned leads into manila folder and properly labels folder
E. Distributes assigned leads to investigators
F. Maintains separate files for leads classified as:
1. NO VALUE
2. INVESTIGATIVE
a. ACTIVE
b. INACTIVE
G. Maintains pink copy of iead sheets in separate binder filed by lead number
H. Maintains liaison with crime analyst and provides yellow copy of lead sheets
for data entry to crime analyst
l. Periodically conducts quality control check of paper flow (i.e., all information
matches up)
J. Participates in debriefing at conclusion of Task Force




CALL TAKER

A. Familiar with basic elements of case

B. Completes "MAJOR CASE INVESTIGATIVE FOLLOW-UP FORM" for review
and assignment

C. Completes all required blocks in follow-up form, to include caller ID #, date
and time of call, and call taker's name A .

D. Completes background investigation query and attaches results to follow-up
form

E. Use black ball point pen and write legibly

F. Tape record all calls of substantive value

G. Notify Investigative Supervisor/l.ead Investigator of calls requiring immediate
attention

H. Reports to Administrative Supervisor

lll.  GENERAL POINTS

o Designate a conference area as command center in CIB to remain functional until
the Task Force disbands

o Designate separate room to receive hotline phone calls

o Depending on complexity of case, staff hotline room 24hrs initially

o install a minimum of four phones with caller ID and capability to record phone calls
o. Continually stress importance of team work approach

o Assign a separate task force member to act as a liaison with each individual outside
agency not directly involved in the task force

o When possible assign teams of two, consisting of a CIB investigator with an
investigator from an assisting agency, to conduct follow up on primary leads or when
acting in a liaison capacity with outside agencies

o If available, utilize crime analyst for scene recorder

o Utilize crime analyst for recorder of daily briefings

o Designate a task force member to periodically attend CIB Roll Call to keep other CIB

personnel abreast of incident
o. Consider having VICAP form completed if case is not resolved within reasonable

period of time

o Limit number of copies of data base print out to minimum for security purposes.
Distribution completed by Crime Analyst who is only authorized individual to make
copies. No copy shall leave CIB without permission of Major Crimes Commander. Oid
copies shall be collected and shredded by Crime Analyst when new printout is

completed. '
o A CIB Major Crime "CRIME SCENE RESOURCE BOX" should be maintained in

each CIB Supervisor's vehicle
o Responsibility of maintaining contents of box rests with Homicide Section Supervisor
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V.

RESOURCE MANUAL

ATF

AMERICA'S MOST WANTED

CALLER ID BOXES

COMPUTER EQUIPMENT

CUSTOMS

DMV SPECIAL PROJECTS

FORMS DAVE LITZENBERG, COUNTY PRINT SHOP
FLYERS, POSTERS FBI/CO PRINT SHOP
FBl

INS

MAPS TOM MERRIT, COUNTY MAPPING
RENTAL CARS

RADIOS

SEARCH/DOGS

SEARCH/MILITARY

SEARCH/VA STATE EMER SERV

SECRET SERVICE

SMITHSONIAN INSTITUTE

TAPE RECORDERS

TELEPHONES

TREASURY DEPT

VA STATE PD

WEATHER

CiB MAJOR CRIME "CRIME SCENE RESOURCE BOX" -

A. Pre-numbered "MAJOR CASE INVESTIGATIVE FOLLOW-UP FORM"
(approx 100)

B. approx 100 unnumbered "MAJOR CASE INVESTIGATIVE FOLLOW-UP
SUPPLEMENT FORM)

C. Master Log Sheets

D. Copy of the MAJOR CASE MANAGEMENT PROTOCOL

E. Misc office supplies



MAJOR CASE INVESTIGATIVE FOLLOW-UP FORM

CALL TAKER: CALLER ID #: ASSIGNED TO:

Dﬁ TIME: LEAD NUMBER:
™M OD OF CONTACT: PERSON [} OBSERVATION (] PHONE [ WRITTEN [J FAX[] OTHERQQ

SOURCE TYPE: WITNESS (O CANVASS [ OTHER (O

SOURCE
NAME:
FIRST MIDDLE LAST
ADDRESS:
STREET NUMBER STREET NAME APT CITY STATE
TELEPHONE NUMBERS: WORK: HOME:
SUBJECT/SUSPECT
NAME: :
FIRST MIDDLE LAST
ADDRESS:
STREET NUMBER STREET NAME APT CITY STATE
TELEPHONE NUMBERS: WORK: HOME:
RACE: SEX: AGE: DOB: HGT: WGT:
HAIR: EYE: SSAN: FBI: SID:
F CLOTHING:
W!PON:
VEHICLE INFORMATION
MAKE: ' MODEL: STYLE/TYPE: YEAR: COLOR: LICENSE: ST:

BACKGROUND INVESTIGATION (cireLe IF cOMPLETED)

Q3X5 s No ATTACHED DMV ¥es nNo ATTACHED ADNP vygs nNo ATTACHED

FAME vEs NoO ATTACHED FPMI Yes No ATTACHED OTHER ves no  ATTACHED

FWAQ vYes No ATTACHED NCIC Yes No ATTACHED PHOTO & No ATTACHED
NARRATIVE

RECOMMENDATION:

LEAD INVESTIGATOR: REVISED Q205 19) SECTION SUPERVISOR:




MAJOR CASE INVESTIGATIVE FOLLOW-UP
SUPPLEMENT FORM

DATE: ' LEAD NUMBER: ASSIGNED TO:

@

(REVISED 02/05/93)



HILILSBOROUGH COUNTY SHERIFF 'S OFFICE

Lead Information

| viatim | Type of Lead

INFORMATION FROM:

i}
l Race DOoBR i
1]
| I ! ] l
Residsnce - City - Btate -~ Tip | Ras Phone
| L l
Business - City - @Btate -~ Zip Bus Phons
! | |

Addicional Information

e 0 e e s
LEAD L] SUMMARY L]l FOLLOW OUOP
e e

@

SUBJECT INFORMATIONS: [ ] Up Dated After Follow Up.

Name - Last - Pirst - Middle , Raoes l Bax DOB
| ! ] |
Height Waight Hmir Eyes Buila Soocial Bacurity & Drtv-r‘ L.2ioesnse » - Stmts
1
Residencsa - City - State - Tip Res Phaone
I ! !
Susinesas - City - Gtacte - Tip Bus Phons
| | | :
Criminal History | Warrants - Capias | 99ID # roLe # FBI @ Photographed
[JNo [1Yes | []1No [ ] Yes [ NooE Y Yes
Additional Informmation
VEHICILLE INFORMATION: { ] Up Dated After Follow Up
Yaar - Maka . = Modml - Styla - Color(s)
| ' | ‘ L l
Liosnas T = (States Venicle Identifioation Number - VIN Photogra hed
| Ll Ll b bbb Ui Y Yes
Addasitional Information
q Lead Taken By: PI‘D: Date Taken:
Det Assigned: PID: ‘Date Assigned:
Edited By: o PID: Date Completed:
Further Follow Up Needed [ ] Yes:
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PORTSMOUTH POLICE DEPARTMENT INCIDENT REPORT CHECKLIST

DATE: DEFENDANT:

INCIDENT TYPE: DOB: _ LOCALID#%:

INCIDENT #: ARREST #:
Incident Report Form Homicide Supplement (F9)
Incident Report Entered in Computer . Unattended Death Checklist
Supplement Reports # Medical Release Form .
Handwritten Statements # Accident Report Form
Taped Statements # Missing/Runaway Form (F18, F18)
| Domestic Violence Supplement (F10) - "~ || Bvidence Submitted (F4) ~ " "7 7 7

Aggravated Assault Supplement (F9) Bvidence Exam Request Form
Officer Assaulted/Killed Supplement (F9) Photo Line-Up Prepared
Modus Operandi Supplement (F14) NCIC Entry Date:__/__/__ Cancellation:__/__/

. Complaints Completed #Charges Whaiver of Rights Form

. Warrant & Affidavit Submitted || Gernstein Affidavit '

Prisoner Fingerprinted - Bail Shp ‘"(Amount $ R )
Prisoner Photographed Prisoner Property Sheet
III Check _ Certified MV Copy Requested
Motor Vehicle Check Local Arrest History
Cell# TN#:
ALS Form Mailed w/Report Alcohol Influence Report Form
Blood Specimnen Form H Breathalyzer Test Results Included
REPORTING OFCR: REVIEWING SPVR:

Rovised: SNE9%) (Please Print) (Please Print)

| _SPVR.COMMENTS:
COURT COMMENTS:




INTERVIEW SUMMARY SHEET

SERVICE #(S) OFFENSE
SUBJECT DOB R/S/A ‘

prrarsvanay

DID SUBJECT REVEAL ANY MEDICAL PROBLEMS OR USE OF MEDICATION WHEN ASKED?
YES NO DESCRIBE
IS SUBJECT HEARING IMPAIRED? YES____NO___IF YES, ARE THEY LEGALLY DEAF? Y N
IS SUBJECT ENGLISH SPEAKING? YES___ NO___ WHAT LANGUAGE?
WAS INTERPRETER USED? YES NO

INTERPRETER'S NAME AGENCY
ADDRESS PHONE HOURS

AP TRRAAS VAT

A

Tt AAANIATIAI i

INTERVIEW CONDUCTED BY DETECTIVE BADGEe#

OTHER DETECTIVE(S) THAT INTERVIEWED BADGE#
INTERVIEW OBSERVED BY DETECTIVE(S) BADGE#

OTHER PERSONS THAT OBSERVED

AT TIME OF INTERVIEW, SUBJECT WAS:
—__UNDER ARREST (ARRESTED BY INTERVIEWER) NAME
__ON DOWN AND OUT FROM JAIL LIST JAIL & CHARGE
TIME ARRESTED : WITH WARRANT W/O WARRANT,
___ BROUGHT IN FOR QUESTIONING ON DIFFERENT OFFENSE LIST SERVICE #
—CAME IN VOLUNTARILY FOR QUESTIONING

— CAME IN WITH ATTORNEY OR OTHER PERSON (IF SO LIST THEIR NAMES)

DATE & TIME BROUGHT TO OFFICE DATE TIME
DATE WARNING GIVEN TIME WARNING GIVEN_
BY DETECTIVE BADGE
WARNING WITNESSED BY |

INTERVIEW BEGAN: DATE TIME

INTERVIEW ENDED: DATE TIME

WRITING BEGAN: DATE TIME

SIGNED: DATE. TIME

SUBJECT'S SIGNATURE WITNESSED BY (NAME)

ASSIGNMENT WATCH PHONE

TOTAL TIME SUBJECT INTERVIEWED ‘_




DID SUBJECT HANDWRITE STATEMENT? YES NO
IF NOT, DESCRIBE REASONS

UBJECT REQUEST RESTROOM BREAKS? YES NO
LN NUMBER & TIMES OF BREAKS
DID SUBJECT REQUEST FOOD OR DRINK? YES NO
LIST WHAT WAS GIVEN ‘
WAS SUBJECT ASKED ABOUT OTHER VICTIMS? YES NO
RESULTS
WAS SUBJECT ASKED ABOUT OTHER OFFENSES? YES NO
RESULTS
DID SUBJECT GIVE MORE THAN ONE WRITTEN STATEMENT?  YES NO
EXPLAIN
VERIFICATION CONDUCTED? YES NO ¢
EXPLAIN

IF SUBJECT DID NOT GIVE VOLUNTARY STATEMENT, WHAT DID THEY SAY?

I'STIGATORS NOTES

PLACE POLAROID PICTURE OF SUBJECT HERE

PLACE WARNING CARD HERE




ARREST/PLANNED ENTRY TEAM

Supervisor Element Pager

MobilePhone

® 0 pr N oo

|

=———-—=SURVEILLANCE

|

Name(s) Element Pager
MobilePhone Vehicle

Assignment

Name(s) Element Pager
MobilePhone Vehicle

Assignment

—_—— UNIFORMED PERSONNEL=—=x=

Name(s) Element Pager

Mobile Phone Vehicle

Assignment

Name(s) Element Pager

MobilePhone Vehicle

Aésignment

|
h
u

=———=CRITIQUE

Date

Location




CHILD EXPLOITATION UNIT
BRIEFING INFORMATION SHEET

—————

P —————————

—

Date Supervisor LeadDetective
UndercoverOfficer(s)

Element Pager MobitePhone
Location '

Police Radio Channel

Body Mic Channel {Color)  Body Mic Ilcom Channel #

Repeater Channel (Color) Repeatericom Channel #

Backgroundinfo

Description of Operation

Meet Location Diagram/Pictures Yes No Attached

Other Agency Involved? DSO DPS FBI Other
= SUSPECTS =

Name D/O/B

Description

Weapons Yes No Unknown Type

History of Violence? Yes No Unknown

Rap Sheet Attached? Yes No Picture? Yes No

Name D/0O/B

Description

Weapons Yes No Unknown Type

History of Violence? Yes No Unknown

Arrest Signal:

Trouble/Planned Entry:

U/C Abort Signal:

Audio

=OPERATION SIGNALS

Visual

Audio

Visuat

Audio

Visual




¢ Maximizes the chance of safe
recovery of an abducted child

¢ Provides needed technology to law
enforcement

¢’ Creates an active, aware community
to partner with law enforcement

v Provides many daily uses to benefit
all citizens

An innovative, community-based program to
combat child victimization and build a safer
environment for all citizens.

I MISSING CHILD
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TRAK (Technology to Rocover Abducted Kids)
1-800-PC4A-TRAK




| WHAT IS TRAK?

. ~ TRAK (Technology to Recover Abducted Kids) is a community- based program that accomplishes two crucial tasks:

v Equips law enforcement with technology needed to quxckly create and electronicaily
distribute color flyers, the most effective response to a mlssmg or abducted child. In so doing, TRAK
equips law enforcement with a powerful weapon to use every day in the fight against ail crimes
and in response to emergency situations. :

v Acts as a catalyst to build more effective teamwork between law enforcement and the community.
Consistent and timely sharing of information is fast, affordable, and easy. Citizens, schools, and businesses
become active, alert, and fully prepared parts of the team safeguarding the community.

- SocialTech, a nonprofit organization, developed the TRAK Progranﬁ, built an impressive team to make it a reality,
- wrote the custom software, and is helping communities across the nation implement the program. TRAK integrates
3 the public and private sectors in a collective effort, making a previously unattainable solution possible.

The TRAK system consists of state-of-the-art Hewlett-Packard components, including a scanner, color printer, and
Pentium PC. It includes @ modem and CD ROM drive. To maximize reliability, components are 100% compatible, and
each system is compatible with other TRAK systems. All TRAK components are color calibrated for ideal image

quality.

: WHEN A CHILD IS ABDUCTED ...

.U Lthe first 2-4 hours offer the best chance for a safe recovery. it's essential to immediately activate the
- .~-  entire region to get ahead of and surround the abductor. The most effective weapon in the recovery effort is a
"~ widely distributed, high quality picture of the victim. Today, it can take many hours or days to implement a regional
response that incorporates all law enforcement, the community-at-large, and the media. As a result, many innocent
lives are lost.

Using TRAK, it takes only minutes to create and print a flyer with the child’s photo and case information. The flyer is
electronically distributed to any number of other TRAK systems and fax machines. Using AT&T’s fax broadcast
network, all flyers are delivered simultaneously. TRAK makes it possible to activate, in minutes, everyone able to
help in any way:

v All law enforcement jurisdictions, including police departments, sheriffs offices, and the FBI
v Transportation terminals, toll booths, and border stations

. ) v Community Alert Teams, the media, and volunteer groups

The abductor will have no place to go and no place to hide because every possible resource will be alert, aware
and looklng for the child. TRAK provides the best possible response and the greatest likelincod of safe recovery




IT'S TIME To GET ON TRAK!

) ﬂ_,_ or s_mall. What’c needec is c champion for the | A WOI'd About SOCI aITeCh

=~ 1 project—a police official, civic leader, parent, _
" . school activist, local business person, or citizen that The TRAK Program sponsored by a

is willing to spearhead the effort. The program .
" attracts a broad base of support due to its positive ,nonproft corporatlon SuPported bY

impact on the safety of children and benefit to all ~ law enforcement, and made possible by
citizens of the community. There are three steps to the efforts Of Hewlett-Packard AT&T
implementing the TRAK Program:

and other leading companies and

STEP #1: Establish Support for TRAK § foundations;, is'an exceptional and . = [EES
Support from your law enforcement agency is —umque—pr egram—Centa Gt-us- at- any t|me— ‘
% essential to maximize the benefits of the TRAK ~and we will share all |nformat|on K

¢ Program. SocialTech will help by making direct
contact with senior law enforcement officials to needed tO fU||Y evaluate Soc1aITech and

provide a complete briefing about TRAK. Following the TRAK Program

this step, leaders from government, schools, and

the business community are also sources of strong
support.

A STEP #9: Fundmg

Some police agencies may desire to purchase a TRAK system themselves. If budget funds are not available, it will not
be difficult for any community to raise the needed funds. Some possibilities include:
¢ Service club(s) take on the project (Rotary, Lions, Kiwanis, Jaycees, etc.)
¢ The Chamber of Commerce seeks members’ contributions to the program
¢ An individual benefactor(s) donates the funding
¢ A corporate sponsor(s) sees a way to give something back to the community
v/ Community foundations or the PTA often support child safety projects
‘ v Community fundraising efforts (bake sale, garage sale, pancake breakfast, etc.)
The possibilities and combinations of the above are endless. SocialTech can provide a videotape and literature to
5 help make implementing TRAK as easy as possible. Donations to fund TRAK are fully tax-deductible.

Another option js a county-wide or other regional program, where all communities in the area participate. Please
2] contact SocialTech to develop a regional strategy and we can share some successes and resources that others have
T utilized.

- STEP #3: Implement Community Programs
" Each community will develop many creative ways to get involved in protecting children and safeguarding
the community. In addition to providing Photocards for each child and developing Community Alert Teams,
the community can publicize the program to maximize its deterrent effect. This can include regular articles
and updates in the local newspaper, community bulletin boards, cable TV coverage, sharing TRAK success
stories, and posting Community Alert Team window stickers in store windows. An active and aware
community is a criminal’s worst nightmare, and TRAK is the catalyst needed to make communities safer for
all citizens.

\ We're Here To Help
We have kits and literature to help you and your community get “on TRAK".
Please make contact at any time with questions, concerns, or comments
' SocialTech, Inc.. S

..1350 Bayshore Bivd.:#630
‘Burlingame, CA 94010

: 800-PC-4fTRAK‘ » FAX 415 579 4945 E-MAIL: mqunre_@trakbrg WEBSITE: wwwtrak org




- MISSING CHILD

Date: 6/5/96
Case #: 96-650
Name: Allison Jenkins

Address: 2357 Sycamore Street
Daly City, CA 94203

Height: 4 Feet 3 Inches
Weight: 65

Age: 9

Eyes: Hazel

Hair: Light Brown

Complexion: Fair
Race: White
BirthDate: 1/16/86

. OTHER INFORMATION BELOW

IDENTIFICATION MARKS:
Allison has a small mole on her upper right shoulder.

CIRCUMSTANCES:
Allison was last seen in Rayburn Park in Daly City at 9 am on Wednesday June 5.
She was wearing a red sweat shirt and blue jeans.

SUSPECT:
A white male about 30 years old with long dark hair wearing army fatigues and tennis shoes.
The vehicle was a blue Chevy 2-door with Calif plates.

NOTE:

This is a sample flyer created within minutes on the TRAK system. Multiple copies of this flyer can
be printed for use by the local agency. The flyer can be-electronically transmitted to other TRAK
systems and to a virtually unlimited number of fax machines. Other TRAK systems can print the
identical color flyer, fax machines will generate a quality black and white flyer. The transmission of
the flyer is done quickly and, utilizing fax broadcast technology, is delivered simultaneously to all
recipients. The result is a high quality flyer delivered in minutes throughout the entire region and a
greater chance of safe recovery of the victim.

TRAK (Technology to Recover Abducted Kids)
1-800-PC4-TRAK




WINDOWS 95 INSTALLATION OF CASEMAN
TUTORIAL:

1) GO TO START

2) CLICK ON RUN

3) GO TO BROWSE

4) CLICK ON DRIVE A

5) CLICK ON INSTALL A

- 6) THEN FOLLOW DIRECTIONS OF WINDOWS 95 '

7) AFTER INSTALLATION EXIT TO THE MS/DOS PROMPT

8) TYPE C:\MYCASE

9) WHICH WILL GIVE YOU C\MYCASE>

10) THEN TYPE MYCASE

11) YOU SHOULD THEN ENTER “ Z «

12) THEN FOLLOW DIRECTIONS IN YOUR BOOK FOR
PRACTICE

WINDOWS 95 INSTALLATION OF CASEMAN:

1) CLICK ON START

2) CLICK ON RUN

" 3) CLICK ON BROWSE

4) CLICK ON DRIVE “ A «

5) CLICK ON INSTALL A

6) CLICK ON OK

7) PROGRAM WILL LOAD

8) WHEN THE AUTHORIZATION BLOCK COMES UP
TYPE « S~

9) CASEMAN WILL OPEN

** NOTES** REFER TO NOTES S=SUPERVISOR
0=OFFICER
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Case Management Software
DRAFT USER’S MANUAL
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Commander Michael L. Mowen
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DRAFT
INSTRUCTION SHEET

When you receive your CaseMan software package, check the package
for the following material:

Instruction Sheet

CaseMan Tutorial Disk (3.5" diskette)
CaseMan Installation Disk (3.5" diskette)
Comment Sheet .
CaseMan Draft User’s Manual

® & o o o

If you are satisfied you have received all the proper material, please open
the User’s Manual and read Chapter 5, Installation. Do not attempt the
installation without first reading this chapter. If you are inexperienced in
installing software, please consult with your system administrator. It is
important that the CaseMan software is installed properly and your sys-
tem/computer is set up correctly for this program.

To maintain system security and to avoid program corruption, it is
recommended that Chapter 4 and Chapter 5 should be restricted to the system
administrator only. The system administrator should remove these chapters
from the manual and keep them in a secure location.

CaseMan is fully capable of operating in most network environments, but
this must be accomplished by an experienced network system administrator.
If problems occur during the installation process or the program does not
function properly, please consult with the supplier of the CaseMan software

program.

‘Once installation is completed, please read Section I, Tutorial, and
Section II, Reference, and work with the program. The tutorial is based on the
law enforcement component and is used for training purposes only. Remem-
ber this is a tutorial program and is not intended for use as your case
management program. The tutorial offers you the ability to practice your skills
~ without adding data to the main program. As you become proficient with the




DRAFT

tutorial, you can begin adding data to your CaseMan program and start your
case management data base.

CaseMan is very basic in use, but it provides very powerful case
management functions. Work with CaseMan and let it work for you and your

-agency.

Good luck!



CaseMan Documentation Draft ' Introduction

The Missing and Exploited Children Comprehensive Action Program
(M/CAP) recognizes the need for a simple, efficient, and effective case
management tool for the management of missing and exploited children
(MEC) cases and the information related to them. The primary purpose of the
CaseMan program is to manage a large or small volume of cases more
efficiently and to facilitate interagency and intra-agency information sharing,
CaseMan is designed to make management of MEC cases easier by automating
a proven manual system. While some of the features of CaseMan may assist
the user in establishing linkages between cases, CaseMan is not a crime
analysis tool. It is specifically designed to be a case management tool. By
electronically following cases from beginning to end, the unit supervisor or

manager can work more productively and better manage his/her limited

resources.

CaseMan will assist the manager in tracking case review dates, tracking
staff involvement with multiple cases, and evaluating caseloads at a glance.
CaseMan automatically links the case to the caseworker and to other people

or personnel involved with the case.

CaseMan is not intended to replace personnel. It is intended to
streamline and simplify one part of the manager’s job, allowing him/her more
time for other responsibilities. CaseMan is also a valuable tool for the
caseworker. It allows a.caseworker to track his/her cases, identify common
person links with other cases, and know what the supervisor expects. It also
provides a tracking system to allow one caseworker to quickly find out where

other cases have been assigned, thereby providing an enhanced flow of
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information from one caseworker to another. The end result is a professional

approach to case work and an enhanced service to the client/victim and family.

The CaseMan software program is the product of over three years of a
collaborative effort between experienced law enforcement investigators and
skilled computer programmers to develop a program that receives and displays
case information in a format that is useful to the caseworker. The software
was "Beta Tested" for over two years in the Investigation Division of the
Decatur City Police Department in Decatur, lllinois. CaseMan is also at work

in the Macon County (Illinois) Sheriff’s Office and the Macon County (Illinois)
States Attorney’s Office. '

WHAT IS THE CASEMAN PROJECT
The CaseMan project involves the development of a case management

software system designed to improve the efficiency and effectiveness of how to
better manage cases. Cases refer to people and the services provided to make
them more self-sufficient. The end goal of CaseMan is to provide a common
data base of information that can be utilized by M/CAP member agencies to
enhance service delivery. Reducing costs does not always mean reducing

services, but instead relates to how to do the work more efficiently.

CaseMan provides a method to reduce the duplication of services, to
limit system failures, and to improve service delivery. By compiling agency
specific information on services provided, case managers can be better

equipped to ensure proper service delivery.
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NOTE
The ability to share specific client information will depend on
current state law and the interagency agreement between the
agencies involved in M/CAP. Only sharable information will be
included in the central data base according to prevailing law and
agreements. Security features also are included to prevent access
by nonmember parties.

WHO SHOULD USE CASEMAN

CaseMan was designed to be user friendly and should be accessible to
everyone regardless of the user’s skill level. Every individual in the agency who
has responsibility for cases or who works with clients/families should have
access to the data as well as the ability to input information into the system.
Security levels are present in the software for the manager/administrator to set
the level of access. If a higher level of security is a concern, CaseMan can be

more secure if operating in a network environment.

The level of access to CaseMan is the responsibility of the network or
system administrator. In some agencies that person may be the case manager,
but in all cases access should not be so restrictive to lessen the usefulness of

the case management process.

WHAT IS COVERED IN THIS MANUAL

This manual covers all aspects on how to use the CaseMan software.
The designers of this program realized that each user is different both in
function and ability. As you go through this r'nanual, it will become clear that

it was written to meet these needs. This manual was written to act as a tool
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for beginning level personnel through system administrative personnel and as

a guide and reference manual.

The manual is divided into three sections, each relating to a specific level
of use as designated by the system administrator. Each CaseMan module has
an appendix detailing information concerning the reports used for that
individual module as well as any unique information pertaining to that
individual module. Reports were designed to suit the needs of case managers
from the individual discipline, i.e., courts, law enforcement, medical, nonprofit

organizations, prosecutor, schools, social services.

- NOTE
Additional reports can be generated by use of the CaseMan
Report Generator, RR Report Writer, or by contacting the
supplier of the CaseMan software program for customized
reports.

Section I, Tutorial, covers the on-line tutorial and will be required
reading for the caseworkers and all secondary personnel who work with cases.
Section II, Reference, covers the case manager and system administrator’s
responsibilities. This section is more detailed and contains specific information
about system setup, work organization, data entry, and data search capabilities.
Section III, Technical, covers installation on a stand-alone system as well as a
network installation. This section also covers system requirements, system
maintenance, and setup of the administrator security level. The Technical
section should be reserved for the system administrator only. This section

contains information on setting up fields that are critical to the operation of

4



CaseMan Documentation Draft ' Introduction

CaseMan. Unauthorized use of certain functions within this program will .

jeopardize data integrity.

NOTE |
When the CaseMan disks arrive, Section III should be read i

its entirety before attempting installation.

CONVENTIONS USED IN THIS MANUAL
Certain conventions are used in this manual to help the reader

understand the techniques and features described in the text. Information you
are asked to type, such as a keyboard character or a designation for special
notation, is indicated by boldface type. All other special instructions are

enclosed in a text box. . .

SPECIAL KEYBOARD FUNCTIONS
In most cases, the keys on the keyboard are represented as they appear

on the keyboard. The arrow keys move across the screen, moving the blinking

cursor in the direction indicated on the individual arrow key.

The Escape key (Esc) always cancels the current operation. Itis used to
move backwards in the program one screen at a time. To exit the CaseMan
program, press the Esc key until the opening screen appears; then press the Q
key to exit to the DOS prompt (C:\>) or to the Menu Screen.

While in the Search Screen, pressing the Page Down key advances the

program to the Cases, Officials, or Persons Screen depending on the area of .
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the Search Screen in which the user is operating. Please note that Officials in
this context refers to the officers data base in the law enforcement module.
Depending on the CaseMan module in which you are operating, this
designation is titled to correspond to the individual discipline, e.g., prosecutor,

caseworker, etc. This function will be discussed in more detail in the Tutorial

and Supervisor chapters.

The Ctrl/Page Down combination (pressing the Ctrl and Page Down keys |
together) is designated to open or to check a memo field from three of the
Edit Screens. Entering text in a memo field will result automatically in a
day/time stamp being added to the text. After entering the text, the Ctrl/W
combination (pressing the Ctrl and W keys together) will save your work and

return to the edit field.

FUNCTION F KEYS
The F1-F12 keyboard function keys are used to perform certain tasks in

the CaseMan program. An abbreviated description of these keyboard function -

keys is listed below. More information about these keys is included throughout

this manual.

Function Key Description
F1 Activates On-Line Help Screen
F2 Activates the Add Data Screen (Cases Screen) or
opens the Sections Data Base (Search Screen)
F3 Marks a field for deletion
F5 Opens the Query Mode in the Search Screen

6
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Function Key Description
F7 Switches between the Officials Data Base and Cases
Data Base
BB Switches between the Persons Data Base and the
Cases Data Base
F10 Activates the View Mode in the Search Screen
Alt/F7 Activates the Officials Add Screen
Alt/F8 Activates the Pefsons Add Screen
- Shift/F10 Activates the password box used to access the Mainte-
nance Menu

- NOTE

On-screen instructions (F keys) are provided in each screen to
aid you in case you forget.

CaseMan is a very powerful yet simple case management tool that can
be used by all personnel in your agency. There is no substitute for experience,

so dig in and start with the Tutorial. Work with CaseMan, and it will work for

you.




SECTION
I

- TUTORIAL



CHAPTER 1

BASIC LEVEL
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Most tutorial programs assume the software program is up and running,
and the user has some familiarity with computers and computer programs.
Oftentimes this is a big mistake, and the potential user gives up before he/she
starts. In this tutorial we start at the beginning and offer the user a chance to
build his/her skills. Working with the tutorial and with CaseMan, an individual

can become proficient within a very short time.

The tutorial is divided into two chapters and contains several examples
on how to use this program. Chapter 1 covers the basic functions of the
program and gives the first-time user a chance to move through the program
and to gain some basic skills. Chapier 2 covers the manager’s responsibilities

and allows the user to perform data entry and to search for information as

needed.

BASIC SCREENS IN CASEMAN
Before you start the program, let’s look at the screens you will encounter

while working in the tutorial. There are two basic working screens in
CaseMan. The first working screen is the Search Screen. From this screen
you will ask CaseMan questions about a case, about the people involved with
that particular case, and about the officials assigned to the case. Figure 1
shows you the Search Screen and all its components. The Search Screen allows
you to search for information contained in three data bases: Cases, Officials,
and People. Think of these data bases as three separate file drawers in a
cabinet. The Search Screen allows you to access these file drawers and links
the information together in the next screen, the Cases Screen. As you proceed

through the tutorial, you will see just how well CaseMan provides you with this

1-1
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information. Don’t be alarmed about all the unexplained boxes in this screen.

Information on these specific areas will be discussed as you proceed.

=WalnistratorfS—————» CASE HAMAGENENT SYSTEN

———— 33
ses b SECTION
Review Date: YIEKEN ALL CASES
Fle=——=
I Inact ¢ Act Cases Cage Nuber: NN ; |
——
| Case Beadlng: |NENNNNNNN QUERY MODE
oAl
~Officers »
(ALY/0) Last Nane: DN
Eaployee Husber: [NENENNNN
ersong »
WAI.'M’) Last Name: NN
First Name: (HEEEDINE
Allas: NN
DoB:
L _S—=—=2[EX Quits Adsinistrator Pgln to Praoceed e—==—=xx=1

Figure 1. Search Screen

Figure 2 shows you the second basic working screen, the Cases Screen.
This screen allows you to see at a glance the case, the people involved with the
case, and the officials assigned to the case. This is the screen the case manager
~will work from because most data entry, case updates, and case management
is conducted through this screen. The function of this screen will become

more evident as you proceed through the following material.

1-2
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FSU - Heddn Seareh ALL CASFS - ENTER - Vied/ Filit

Review Number Headling Sec Act  Pri-Ofcr. UCR
][!’]!;ﬂn 83898748
81/711/93 | 9310241 Sloan’s Treas

61/12/93 | 31838532
A1/12/33 | 33A18148
81/12/93 | s2121429
81/12/93 | 93A18165

Bond

Plata

Bink’s Restau
Rayce Rentals

[ IO ALTZ7ER- D

FHIUER ALESET - Dl

SUTES

01/85/93 | PRIM | Rigsbey

83899748

838959748

Use arcwvw hevs, Palin ue Palp

Figure 2. Cases Screen

Now the preliminaries are out of the way, let’s start the tutorial and gain

some basic skill.

LESSON ONE

At the DOS prompt C:\>, type My Case and then press the Enter key.

NOTE
If you are entering CaseMan using a menu system, highlight
Caseman and then press the Enter key.

Congratulations! You are on the Opening Screen (seé Figure 3).
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L <

Casoman
Raports
Quit

Figure 3. Opening Screen

The Opening Screen gives the user three options. The first option,
Caseman, enters the program. Reports, the second option, enters the Reports
section. The third option, Quit, returns to the DOS prompt. Using the Up
and Down arrow keys will move the highlighted box to the option you want.
~ Because our goal is to enter the program, highlight the first option, Caseman,

and then press the Enter key.

The next screen is the Authorization Screen (see Figure 4). You must
be identified in the CaseMan system. Ifyou have not done so already, contact
your system administrator and ask for your unique password. Once you receive
a password, you simply type the password into the box shown on the screen.
As you type each letter of your password, you will see an asterisk (“) appear
on the screen. Your pas.sjword is unique to you. Because we don’t want anyone
else entering data under our name, the password does not appear on.the

screen. You should not give anyone your password, and you should not write it
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on a piece of paper and tape it inside your desk or to your computer. Use a

password you will remember, but use one that will not be easy for others to

guess such as your dog’s name.

Please Enter
© Your
Authorization
Code

.

Press ot

Figure 4. Authorization Screen

Once ybur password has been entered, press the Enter key. If the system
doesn’t accept your password, you will be taken back to the Opening Screen.

You are given three chances to enter your password before this happens.

For the purposes of this lesson, type the letter O and then press the
Enter key. You have now entered the Search Screen and are ready to begin

your skill lesson.

For review purposes, the Search Screen is the screen that allows you to

access any information you want about a case, a coworker, or people involved
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with a case. This is the access point to any of the three main data bases. To

illustrate how easy this is, let’s work on a few examples.

Example One
You are sitting at your desk and the phone rings. The caller tells you his

name is Jack Rice, and he is the manager of the K-Mart store. He says a retail
theft occurred at the store on May 10, 1995, and Sharif Abdullah was arrested.
He wants to speak to the person who is handling the case because he has some
additional information. If you do not have an electronic case management

system, finding this information could take a considerable amount of time.

Solution
Turn to your computer and enter the CaseMan program. At the Search

Screen, highlight the Case Heading box, type K-Mart, and then press the Page
Down key. This action takes you to the Cases Screen. Note the name K-Mart
is highlighted. What you are looking at is actually one screen split into three
sections, with each section providing detailed information. The top section,
highlighted box, is all the information about the particular case on which you
have searched. The lower-left section of the screen provides you with the |
name of the Primary official, Bond, who is assigned this case. Other officials

who have been assigned tasks in this case also are noted.

In the lower-right section of the screen, you will see the names of the
people involved with this case. You will see the name Sharif Abdullah in the
first column with the designation Arrested in the next column. Also you will

see the name of the caller, Rice, with the designation of Manager.
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Now, wasn’t that easy? You were able to provide the caller with the

requested information in about one minute.

Example Two
You have just completed the request for Mr. Rice, and you recognize the

name Sharif Abdullah as one of the individuals named in one of your cases.

You would like to know Mr. Abdullah’s involvement in other cases.

Solution
Let’s look at Sharif Abdullah. Because you are in the Cases Screen and

you want to get back to the Search Screen, simply press the Esc key. Use the
Down arrow key to cursor down to the people search section with the highlight
on the last name field. Type in the name Abdullah. Again, using the Down
arrow key, cursor down to the first name box and type the name Sharif.

Pressing the Page Down key will take you to the People Screen. Note the
name Abdullah, Sharif is highlighted.

The People Screen is divided into two sections (see Figure 5). The top
section of the screen, which is highlighted, shows the name of the individual
for whom you are searching. The lower section of the screen shows you all the
cases where the name Sharif Abdullah appears. Also in this lower section,
there is more specific information about each case including the type of entry,

name of the primary officials assigned to the case, case heading, case number,

etc.
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With the name Abdullah, Sharif highlighted, press the Enter key and see
what happens. Figure 6 shows you the People View/Edit Screen as a drop-

down box. The information contained in this box is specific information about

the person. If you have additional information about the individual or need

to correct the information shown, you can do it from this screen.

Viev /it

[ Nedo Search ALTAUT  Add [RRLIRA P2 Al LATLK

L Name F Name N Name Alfas DOB R/S Age Street
adbbatt | Brian | J. | i 71 [wm]
\luln
Ackl PECPLE: VIEN/EDIT SCREEN
Adan
Adan Last Naee: STETOTNENN
Adk{ First Nese: HIISE)
—_— Middie Name:
1 View F7 TS

Ba Age: =3 Review
== Alfas:
1279 wl 12/92/33
18/2 Street: 18/21/33
10/2 Clty: 29 19/27/93
av/e State: 53 $3/87/33

Telephone: (H) BB Cuworrent Statos:
ESC-fancel Edit
PGDN-Save Press ALT-F3 to Purge Data

- Use arrov keys, Polbnor Potp  [NNNNNNNNEN |

Figure 6. People: View/Edit Screen
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Amazing isn’t it? Look how much you've learned in just a few minutes.
As you become more proficient with CaseMan, searches can be performed in
just a few seconds. All of the information about a case or person is at your

disposal.

Example Three
You need to find out how many cases have been assigned to one of your

coworkers. Checking assigned cases is completed through the Officials data

base in the Search Screen.

Solution
If you are still in the People Screen, then press the Esc key and return -

to the Search Screen. Using the Up or Down arrow key, move the cursor to
the Last Name box. Type in the last name Applegate, and then press the Page
Down key. You are now in the Officers data base with the name Applegate

highlighted (see Figure 7). Look familiar?

- Hedo Search ALTSES - Add HEF I ERN F2 - Mbdd ENTER - Yaru /bt

L Name F Name Esp. Num. Leave Bgn Leave End § As. P

Anderson

\Wpplegate

PASEDSLIPS : .
. Date Type  Comment Headimg Nomber Review  Sec Act

31729793 | PRIN | Ib Charge | Best Neste | 93111414 11729/33 | Mu | Yes
11/20/93 | FRIM | In Charge | Svendseos | 33111219 11/728/33 | Adu | Yes
11/28/93 | PR In Charge | Jackson 011412 11/28/33 | Mu | Yes
11/724/93 | FRIM | In Charge | Meinecke Mw | $311897) 11/24/33 | Msu | No
11/23/93 | PRIM | In Charge | Martln Ast | 93898425 11/23/93 | Mu | Yes

11/22/33 | PRIM In Charge | Sears 93111158 11/22/93 | Adw | Yes
11/21/93 | PRIM In Charge | Webster Ca | 93111113 11/28/33 | Mu | Yaz
11/21/93 | PRIM In Charge | Jones 3311898) 11721793 | Ma | Yes
11/21/33 | PRIM In Charge | Paol‘s 539188 11/21/93 | Adu | No

Figure 7. Officers Screen
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The Officers Screen is very similar to the People Screen and works the
same way. In the upper section of the screen, the name of the official for
whom you searched is highlighted. The lower section of the screen shows you
all the cases assigned to this official. These cases are ordered in reverse order
with the most recent assignment date first. By pressing the Enter key while a
name is highlighted, you can get specific information about the official or about
the case. Again, this information is provided in a drop-down box as illustrated
in Figure 8. As you can see, information about the official is displayed. You
are told what shift the individual works, what section he/she is assigned, and
when the individual is on vacation. This is important information for the case

manager when assigning cases based on case priority and the availability of

personnel.

- Redo Scarch ALTFS - Add WFFIUERS F2 - Add ENFER - Vaice/Edit

"L Name F kese  Emp. Nus. Leave Bgn Leave End S As. P
TSI | Jases | 523 I 7/ T 71 z[a T
Ap 1 N
=e . OFFICERS: VIEN/EDIT SCREEN {. : :
e
Be Last Nase: Purge: N 21 A N
Bo First Name: 1] A N
=h Eaploy Number:
b HETRT
[ shife: § fviev  Ssec act
e8/1 Leave Begins: P 14733 { Msu | Neo
Leave Ends:
Assignment: @
ESC-Cancel Edlt
PRIN-Save Press ALT-F1 to Purge Bata
- Use areou keys, tyn or Fytp IS

Figure 8. Officers: View/Edit Screen
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Great job! You now should be familiar with the search capabilities of
CaseMan. There are other areas to search, but they will be discussed in the
next section. Remember, this lesson is for the basic user. More detailed

information is available in the manager’s lesson.
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Chapter 1 covered most of the search capabilities of CaseMan including
many of the fields of available information. This information can be used by»
the basic user as an aid in working the case or for providing information to the
public and/or coworkers in a timely fashion. Although these uses are beneficial
for the case manager, the primary function of the case ménager is to manage

cases and to conduct data entry.

Chapter 2 is designed for the case manager. This chapter covers the data
entry process: adding cases, assigning a case, and adding people to a case.
The case manager also will learn about additional search capabilities. More

specific information relating to the case manager will be available in Chapter 3.

LESSON TWO
The case manager should have completed the first lesson and gained

some basic knowledge in searching for information. Also it is assumed that
CaseMan is running and is on the Search Screen. If CaseMan is not running,
review Chapter 1 or at the DOS prompt C:\>, type My Case and then press
the Enter key. You are now at the Opening Screen for CaseMan. Using the
Up and Down arrow keys, highlight the first option, CaseMan, and then press
the Enter key. At the Authorization Screen, type the letter S and then press
the Enter key. This action takes you to the Search Screen. Note in the upper
left-hand corner of the screen the designation Supervisor is displayed. This

designation gives the user more functions in the CaseMan program.
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Example One
A new case has been dropped on your desk, and you need to enter the

case into the system. The following information is available to you:

Date: Today’s Date
Case Heading: McDonalds
Case Number: 95121234
Official: Pick One
Manager: Edward Jackson (W/M, 45, 121 East
North Street)
Offense: Armed Robbery
Suspect: John Diggs (W/M, 19, black hair, brown
eyes, wearing blue jeans, red shirt, and .

black tennis shoes)
Weapon Info: Blue Steel Revolver

Witness: Theresa Gray (B/F, 20, 07/12/75, 1205
West Main Street, 424-2758)

NOTE
The information you are entering in this tutorial is fictional
and applies to the Law Enforcement or Prosecution modules.

Your cases may be different, but the method for entering case |
data is the same and follows the same or similar named data
fields.
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Solution
At the Search Screen, highlight the Cases box and then press Page Down

key. Note the screen changed to the Cases Screen with the highlight on a case.
Also note the highlighted bars in this screen. This area contains all the

Function F key commands you will use to move through this screen.

Press the F2 key to add a case. This action opens a drop-down box with

a list of all the officials to whom you can assign cases (see Figure 9).

ESC - Kodo Swarch "ALL CASES P2 - fdd  EWTER - Viewldit ]
Review Hunder Heading Sec fet  Pei-Ofce. Moo  UCR
@3/25-95 | 95120839 | Rent Appty | Adut | Voo | Appiesate. x [ o | 1
Ha/25/95
2595 Pleacs Select The Prinary Officer Por This Cese
H3/25/,95
V25795 Last Mame First Nane CEnployee § Leave Bgn  Leewve EBud
3731735
Rpplegate Nichael a9%0 /7 7 7 —
ti re  or] Bogpen Dlane a2 1271395 1272435 12
Date Beggs John a6 /7 7 7 7/
Bl Srien 1204 /7 7/ 7 7
/2595 Bord Uern ar4s /7 s 7/
Carr Cerald 0478 / 7/ ’ 7
Cassidy Terry 0809 7 v 7 v/
Chadak Stewen @936 /7 7 /7
Chaney Rendy 1692 16-81/9% 16-96/95
Combe Edmard 0391 /7 7 ’ 7
Dahnan Kenmnyg 1680 s, 2 7z /¢
Ponvilte Carin - <1p ] 7 7 7 ¢
Harrie Dannia 1268 /7 7
Hasslinger Banlel 1592 7 7 ¢ o
useg t 4§ e—d
Use arrow keus, Padn aor Pgle -

Figure 9. Add Official

Using the Up and Down arrow keys, move the highlighted box to the
individual to whom you want to assign the case. For this example, highlight
fipplegate and then press the Enter key. The screen now changes and another
drop-down box appears. This drop-down box is the Section box (see
Figure 10). This box allows you to assign a case to a particular section or to
whatever designation your agency has for separating case types. These

designations will be defined in the system by the system administrator.

2-3



CaseMan Documentation Draft Chapter 2

["ESC - Redo Soarch ALl Cnsts 72 - ndd ENTER - UlewBdit |
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0172 CASES: RDD DATA SCREEN 1
8372 SECTION 1
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Figure 10. Add Section

Note that the selection'you made is placed into the record as the Primary
person assigned to this case. Now another drop-down box is visible. This
drop-down box is the Add Case Data Screen. The first data entry choice also
is displayed in a drop-down box. This drop-down box conta'ins the sections
where cases are assigned. This information will be entered into the system by
the system administrator. A section is a division of work. Examples: For law
enforcement, cases can be assighed to the Adult Section, Juvenile Section,
Narcotics Section, etc.; for prosecution, cases can be assigned to the Felony
Section, Misdemeanor Section, Civil Section, etc. As you make your selection,
the data is entered into the record. For the purpose of this tutorial, highlight
Adult and then press the Enter key.

Now you are ready to begin adding case specific data to this record. The

first box is the Review Date. This date has been set into the record for you, but

it can be changed based on how you schedule your case reviews, The review
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date is simply the date you want to review the progress made on this case. The
review date can be changed by one of two methods. Enter the date you want
to review the case, or, using the Plus (+) or Minus (-) keys located on the
numeric pad of your keyboard, advances or decreases the date shown. Let’s
change the review date by using the + key. Each depression of the + key,
advances the date by one day. To set the review date for one week in the
future, press the + key seven times. Be careful not to press and hold this key

as it will advance at a very rapid rate.

The second box is the Case Number. This is the unique number your
agency assigns to a case. This could be a docket number or whatever
designation you use to identify this case. Because you are working from the
information previously furnished, enter the number 95121234 and then press
the Enter key. This is a required field so a pop-up box is displayed telling you

to enter the case number.

The third box is the Case Heading. Whatever name you use to identify
this case is entered in this box. Type McDonalds, and then press the Enter
key. The system now asks you to classify this case. The designations for this
box are set by the system administrator. The choices for the law enforcement
module are Part One or Part Two. Your module may have different
designations so don’t be alarmed if you see something different. For the

purpose of this tutorial, highlight Part One and then press the Enter key.

The next four fields are specific to the law enforcement module. Your

module will have some different field names and will represent a different
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designation. All of these fields will be set by the system administrator and will
be specific to your discipline or agency. For the purpose of this tutorial, press
the Enter key for each of these four fields. As you are doing this, note that
some of these fields have drop-down boxes. Again, the information contained

in these boxes will be defined by your agency.

The next field is the Intake Date, which is set by the system and should
show today’s date. This data entry field can be changed by using the + or -

keys as previously described on page 2-5.

The next field is the Assignment Date, which rﬁay be different from the
intake date, depending on when the case actually is assigned to the official.
This is a data entry field, and you will need to enter the date of assignment.

Press the Enter key to advance to the next field.

The Closed Date field shows when the case was closed by your agency.
Because this can have numerous meanings, this date will be determined by
your agency. When the case is closed, remember to return to the Disposition
field and change the disposition. The O you presently see in the Disposition
field means the case is open. Every case is open until it is closed. Dispositions

will be specific to your agency and set by the system administrator.

The last field, Other, can be used for any designation you wish. Keep in
mind that this field should be defined by your agency and not be used as a
separate personal data entry field. When people search the program, they

‘need to know what this designation represents.
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Figure 11. Cases: Add Data Screen

Your screen should look similar toAFigﬁre 11. You now have three
options at your disposal. The first option is to press the Esc key and cancel
adding this case. The second option is to press the Page Down key to save the
case. The third option is to press the Ctrl key and the Page Down key to add
additional information that is not included in the specified fields. Option three
activates a pop-up Memo box. The Memo box is day and date stamped for
each entry and identifies the individual making the entry. Let’s try option
three! Press the Ctrl key and the Page Down key together and see what
happens. Inside the Memo box, add the description of the suspect from the
information provided. When you have finished, your memo field should look
like Figure 12. To save this memo, press the Ctrl key and the letter W
together. Remember, each time you enter the Memo field your entry is day
and date stamped. The Memo field is available for the case manager or the
caseworker to add any case pertinent information. When the memo is saved,

the Check Memo designation indicating that information is available in the
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Memo field is shown in the Cases: Add Data Screen. If the Memo field is

empty, the designation reads Memo Blank.

E5¢ - Kedo Search 1) & 114 44
Rovivw Nunber Mueding Sec Rc| PALT-F3 Date Purpe
T T Y T »ALT-Pq Sactina
[ V) SALT-F1U Primary UCflcer
CASES: UIEM/EDIT SCREEN
Ruviow Datle: O4.42,95 Purge: N
Cago Numbar: 95121234 Mana Blankt
Caso lloadling: McDonalds
11 rl »rSq Active: ¢ !0!!.! SLIPS P8 84

Da Seclion: ARduit F Neme

— Primary Officer: Applagate, M.
849 ucR: 1t
Cago Priority:
Case Type: ?¥

84,82/,9S 18143 Admialstratar
Suspect description: B/, 19, Btk Hair, Brown Eyes, weaering:
:luo Joano, Red Shirt and Black Tonmle
- hoes

C Cancols Momo EdIL. CNTL-M S.

Figure 12. Memo Field

Press the Page Down key and save your work. See how the case was
- added to the Cases Screen. You have now successfully entered your first case,
but you are not finished. There is additional information to add to this case.

Didn’t you forget the manager, the suspect, and the witness?

The process for adding people to the case is similar to adding a case.
With the case McDonalds highlighted, press the Alt key and F8 key together.
The Add People Data Screen appears with a pop-up list of people in the

People data base. You do not see the people you want to add, so you must |

add new people to the data base. Press the Esc key. A message box appears
telling you to press the Enter key if you want to add people. Press the Enter
key. The next screen is the People: Add Data Screen (see Figure 13).
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Figure 13. People: Add Data Screen
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Go ahead and enter the data you have on the manager, Edward Jackson.

When you have completed entering this information, press the Page Down key

to save your work. Notice that Edward Jackson now appears in the People

data base on the Cases Screen. Continue on and add the suspect and the

witness, making sure to press the Page Down key each time to save your work.

After the last person is added, your screen should be similar to Figure 14.

¥2 - Add ERTER - UlewEdit |

E3C - Redo Search ALL CASES
Roview Numbdor Hoading Sac Act  Pri-Ofce. Moo  UCR

64,82,95

95121234 McDona tde Adul | Yes | Applugate, XN | Yes 1

%8 FT  OPFICER SLIPS ALT/F7-Rdd PI-Dal ALI/PB-RA4  PECPLE SLIPS F8 13
Data Tues L Nesn ? Nomn Date Typa L Nara P Nasn
84,682/95 | PRIM Applegat | Michaol [84,862/95 | Suop | dlgge John
094/82/395 | Wita | Cray Theresa
84/92/95 | Mene | Jackson Edward
95121234 95321234

llse arrow kayn, PgOn or Pgllp

Figure 14. Cases Screen
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You now are viewing the completed case. As a case manager, you have
most of the pertinent information about this case directly on the screen.
Highlighting the case McDonalds gives you the name of the officials assigned

to the case as well as the names of the people involved in the case.

Congratulations! You have completed the first example in the manager’s
lesson. You need to practice the skills you've learned, so take some of your
cases and enter them into the system. You will find that after entering three

or four cases you will be fairly proficient at data entry.

Example Two
You have assigned the McDonalds case to your caseworker, and he/she

begins working the case. On the caseworker’s day off, another employee finds
the suspect, John Diggs, and conducts an interview in reference to this case.

Being a conscientious case manager, you want to enter the work of the other

employee into the system.

Solution
Entering another employee is accomplished through the Official Add

Data Screen located in the Cases Screen. Just as we add people to a particular
case, we can add officials. In the Cases Screen, highlight McDonalds and then
préss the Alt key and the F7 key together. This action activates the Officer
Slip: Add Data Screen (see Figure 15).
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Figure 15. Officer Slip: Add Data Screen
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The first choice you must make is to add the name of the official. A

drop-down box appears with a listing of all officials in the system. Using the

Down arrow key, move the cursor down to the name Bond and then press the

Enter key. Bond’s name appears in the appropriate box in the add screen.
The second choice you must make is the type of work performed by the
official. A list is displayed with all of the designated functions that can be
performed by an official (see Figure 16). These functions are defined by the
system administrator. Highlight the function Suspect Interview, and then press

the Enter key. This information is added to the case.
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Stip Dato: O4/82,95 Modical Evidence
Silp Tura: Narcotica Evidomco
Stip Commonts Notghborhood Cemwvano
Photographo
ESC~-Cancol Add Physical Rvidonce
PCDN-Save Polyoraph
use ¢ eed el
‘Uce arrow koys. Pgbn or Paly

Figure 16. Officer Slip Types

If there is additional information that does not fit in the data entry fields,

it can be added through the Memo field, which is activated and saved using the

same commands as previously discussed on page 2-7. When you have entered

all the data for this screen, then press the Page Down key to save your work.

Your final product should look similar to Figure 17.

ESC - Redu Swarch ¥Z - Add ENTER - Ulew/EdIL |
Review Nunber Headlng Sec act Pri-Ofcr. Momo  UCR
84/82/95 | 95121234 bcbomalde Adul | Yes | Applegate, M | Yse 1
t4 P? QFPICER SLIPS ALT/F7-Add P3-Dal ALT/FO-Add  PEOPLE SLIPS FO ti

Datm Tupe L Neew 7 Raowm Bate  Typm L Nemm F Newn
84/82/95 | Susp Sond Vern 64/682/95 | Susp | Digos John
482/95 | PRIM Applegat Michaal 462795 | Witn | Cray Thereca

. 84/82/95 | Mana | Jackson Edward
95121204 95121224
Use arrow keys. PgbDn or Pglp

Figure 17. Updated Cases Screen
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Example Three
In this example you are going to look at some of the other search

capabilities and some of the more advanced features of CaseMan.

You receive a phone call from an unknown source. This individual says
that a false report was made by a guy known only to the informant as Vette.

Obviously Vette is an alias so you want to check your data base for this alias.

Solution _
Enter the CaseMan program and go to the Search Screen. Using the

Down arrow key, move the cursor to highlight the Alias box. Type in the name
Vette, and then press the Page Down key. This action takes you immediately
to the name you requested. You have just entered the People data base (see

Figure 18). The People data base is where all the people involved with cases

are stored.

E3C = Raedo Seerch RLI/V? - - = Ulew/|
Allas L Hamo ? Mamo M Namo 803 R/S  Age Stroot
Vette Queen Michael ') g7/,81,48 | UM | 47 2693 M. Ma
1 r 3 - Del CASE SLIPS ENTER - View N
Date Type Pri-Ofcr. Headling Number Review
8372995 | Owna | Baggs, J. Reca Printing 95120059 872595

Queen
lise arraw kays, Pgbn ar Pgllp

Figure 18. People Data Base Screen
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Note that the name Vette is highlighted and refers to the name Michael
Queen. Also referenced with this search is all the information about the case
that Mr. Queen reported. If Michael Queen was involved with other cases, this
information also would be displayed on this screen. The upper section of this
screen indicates the person’s name and all the personal information you have
on this individual. The lower section of the screen details the cases in which

this individual has been involved.

For practice, go back to the Search Screen and enter the following
aliases: Joe-Joe, Toad, and Shorty. As each name is entered, you are

immediately taken to that name with all available information at your disposal.

With the name Vette highlighted, press the Enter key. This action
activates the personal information about Michael Queen. You can see this
information on the screen by using the Left and Right arrow keys to move the
cursor to the additional fields. Try it! As the cursor moves to the right, the
screen changes and displays additional fields. This is the same information

found in the abovementioned personal data box.

NOTE
Each screen in CaseMan has the capability of supplying the user
with all of the data entry fields found in the Add Screens. This]|

l
capability allows the case manager quick access to information |
needed to manage the case.

You have learned how to enter and search for information in the People
“data base. The same function is possible in the Officials data base and is

entered in the same method. Return to the Search Screen and move the
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highlight to the Officials box Last Name. Press the Page Down key to enter the
Officials data base. Ifyou are looking for a specific official, type the last name

and then press the Page Down key.

WHERE TO GO FROM HERE
In Section I you learned how to conduct searches into the various

CaseMan data bases. You also were instructed on how to perform many of the
data entry functions found in CaseMan. This level of instruction should allow

you to start using CaseMan.

Section II describes the various features of CaseMan in more detail and
is more technical. You will learn about the report feature, system setup, and
system maintenance. “This section is designed to give the case manager and
system administrator all the skills necessary to use the features of CaseMan

and to provide additional guidance to the people in your agency.

Now on to Section II!
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INSTRUCTIONS FOR INSTALLING
THE RAPID START PROGRAM

Note: You will need a computer with a minimum of a 486 chip, 8 meg of ram and
Windows 3.1 or higher. You will need the Microsoft Access data program pre-installed
on your computer.

1. Load disk #1
2. Click Start and choose Run

3. Type a:setup and click OK

4. At the setup screen, click OK and then follow the instructions to load disks 2 through-
4 :

rapidstart



® RAPID START

- INFORMATION MANAGEMENT SYSTEM

REFERENCE GUIDE

FEDERAL BUREAU OF INVESTIGATION

o Information RBesources Division



RAPID

Origin:

In the past few years, our country has suffered several
violent incidents of such magnitude as to require a crisis
management approach by law enforcement. Among these events were
the Freeman standoff in Billings, Montana, the bombing of Khobar
Tower, in Daharan, Saudi Arabia, the 1996 Summer Olympics in
Atlanta, Georgia, and the explosion of TWA Flight 800 off
Long Island in New York.

The Federal Bureau of Investigation (FBI) has alwvays
played an 1mportant role in the law enforcement response to these
incidents. This role has included the deployment of specialized
teans to address crisis situations. These teams employ a variety
of sophisticated techniques to support the On-Scene Commander and
crisis management teams. The teams normally include both
tactical and technical response teams. These teams address areas
such as hostage rescue, negotiation, surveillance, and
communications capabilities.

One of these response teams is the Rapid Start
Team(RST). The Information Resource Division began the ,
development of this team in the Fall of 1992 in order to provide
on-site information management services in support of crisis
situations, special events, and major case investigations
operating in a command post environment. These services include
automated database support, full-text entry and retrieval from
both law enforcement and public source databases. The team is a
self-contained unit ~apable of - -~erating in & ~ ‘vouac
env1ronment.

Since its first deployment to Palatine, Illinois, in
January, 1993, Rapid Start Teams have responded to over 84
sperate incidents or cases.

Additional information on Rapid Start may be obtained
by contacting RST at, (202) 324-8840 or (202) 324-5241,
Information Resources Division, FBI Headquarters, Washington,
D.c.

1.
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RAPID START DEPLOYMENTS

NAME

PALATINE

TRADEBOM

WACMUR

SHOTGUN STALKER
RODNEY KING TRIAL
LUCASVILLE

PHILADELPHIA/CAMDEN RA

USA CUP SOCCER

WORLD UNIVERSITY GAMES

UNABOMB

RUBY RIDGE REVIEW
PART 1

ITALIAN NAT’L POLTCE
(INP)

“"NEW HOPE"
POLICE KILLING

POLLY KLAAS (KIDNAPING)

GYRONAP

DATE

1712/93

2/26/93

3/1/93

4/11/93
a/12/93
4/13/93
5/11/93
6/6/93
6/13/93
6/19/93
6/29/93
6/25/93
6/26/93
8/13/93
10/> 193

10/7/93

10/2/93

11/16/93

DEPLOYMENT
CG - MULTIPLE

SLAYING/POLICE TASK
FORCE -

NY - ON-GOING (WORLD
TRADE CENTER BOMBING)
LITIGATION SUPPORT

TEXAS - ATF SHOOTINGS -
BRANCH DAVIDIAN CULT -
OPR REVIEW -

LITIGATION SUPPORT

WMPD (MT. PLEASANT)

LA - RELATED EVENTS

OHIO PRISON - ASSESSMENT

FOOD CONTAMINATION CASE
CAMDEN NJ (CAMPBELL SOUP)

BOSTON/FOXBORO, MA
WASHINGTON, DC
DETROIT, MI
BUFFALO, NY

SAN FRANCISCO

NEW HAVEN
SACRAMENTO

QUANTICO/DOJ -
OPR/INSPECTION/DOJ
SOME/MILAN - ©° ‘ESSMENT

VIRGINIA STATE POLICE -
WMFO ~ TASK FORCE

PETALUMA, CA

WMFO - CASE SUPPORT



RAPID START

RAPID START DEPLOYMENTS (CONT‘D)

NAME
CINROB

ST. LOUIS TASK FORCE
(KIDNAPING)

MOZARK

CROWN HEIGHTS, NY
CIVIL RIGHTS

FELIX ARRELLANO

PARKWAY MURDERS
SHANNON MELENDI
(KIDNAPING)

MURDER & DISMEMBERMENT

ALEXANDRIA VA
(KIDNAPING)

KALI ANN POULTON
(KIDNAPING)

LAWMUR

WORLD CUP SOCCER

DATE
12/6/93

12/10/93

2/1/94

2/31/94

3/11/94

4/4/94
4/11/94

4/24/94

5/9/94
6/1/94
6/2/94

6/17/94

DEPILOYMENT
CINCINNATI, OH
ARMORED CAR ROBBERY

ST. LOUIsS

LITTLE ROCK, AR
WDC, INDEPENDENT COUNCIL
MAJOR CASE SUPPORT

NY, NY

SAN DIEGO, CA

FELIX ORGANIZATION,
SHOOTING OF MEXICAN
FEDERAL POLICE OFFICIALS, .
TIJUANA, MEXICO

NORFOLK, VA
MAJOR CASE SUPPORT

ATLANTA, GA

SPRINGFIELD OH

ALEXANDRIA VA POLICE DEPT
ROCHESTER, NY

ST THOMAS, VIRGIN ISLAWMNS
MAJOR C:-.Z& SUPPORT

CHICAGO, DETROIT, WDC,
ORLANDO, SAN FRANCISCO,
BOSTON, DALLAS, NEWARK,
LOS ANGELES; INTELLIGENCE
AND EVENT MANAGEMENT
SYSTEM (IEMS); ENDS
7/16/94



RAPID START

RAPID START DEPLOYMENTS (CONT’D)

NAME

GOLDENTRASH

STANLEY G BURDYNSKI JR
(KIDNAPING)

JAYCEE LEE DUGARD
(KIDNAPING)

VAAPCON

MURDER-CIVIL RIGHTS
ACTION

NORTHEAST
ARMORED TRANSPORT
INC

VICTORIA MARIE
POOR
(KIDNAPING)

WHITE HOUSE
FRANK CORDER
CESSNA PLANE CRASH

CORA JONES~-DECEASED
KIDNAPING

ABORTION CLINIC ARSON
CHICO, CA

RUBY RIDGE REVIEW
PART II

KIDNAPING/
CARJACKING

MICHAEL & ALEXANDER
SMITH

WHITE HOUSE SHOOTING

DATE

7/5/94
7/12/94
7/26/94
8/15/94
1/23/95

8/16/94

8/28/94

9/1/94

9/12/94

9/14/94
10/12/94
10/27/94

10/28/94

11/4/94

DEPLOYMENT

SAN JUAN, PUERTO RICO
MAJOR CASE SUPPORT
HYATTSVILLE, MD
SACRAMENTO, CA

WMFO
JACKSONVILLE/PENSACOLA,

FL

BOSTON, MA

SPRINGFIELD, IL

‘CHAMPAIGN RA

WASHINGTON, DC

WAUPACA, WI

SACRAMENTO, CA

QUANT: 20, VA

UNION, SC

WASHINGTON, DC



RAPID START DEPLOYMENTS (CONT’D)
NAME DATE

US ATTY'’S OFFICE
FRANCISCO MARTIN DURAN

1/23/95

DIVISION S SPECIAL
SUPPORT ONLY

11/8/94

MAJIC 11/15/94
METRO AREA JOINT
INTELL CENTER

MULTIPLE SLAYING
FBI/MPD

RENAMED:

1ST & KENNEDY
STREET CREW

11/22/94

CHILD ABDUCTION/MURDER 11/29/94
JESSICA ROACH VICTIM/
DECEASED

WELLS FARGO ARMORED
CARRIER ROBBERY

12/2/94

SERIAL RAPIST 12/7/94
IMPERSONATE IMMIG OFFICER
AMALIA TOPETE/VICTIM

KIDNAPING
JOANN KATRINAK/VICTIM
ALEX KATRINAK (INFANT)/VICTIM

12/28/94

DIVISION 5 SPECIAL 1/4/95
SUPPORT ONLY

KIDNAPING 1/10/95
DAIL BOXLEY DINWIDDIE/VICTIM
MPD MULTIPLE 1/19/95
SHOOTINGS

THREAT TO BOMB US 1/23/95

AIRLINE

RAPID START

DEPLOYMENT
QUANTICO,. VA
WMFO

WMFO

SPRINGFIELD, IL

PHOENIX, AZ

LOS ANGELES, CA
ALLENTOWN, PA

QUANTICO, VA
COLUMBIA, SC
WASHINGTON, DC

HONOLULU, HI



RAPID START

RAPID START DEPLOYMENTS (CONT’D)

NAME
NAJI OWAIDAH HADDAD

POLICE SHOOTING
RONALD E. HEDBANY/
VICTIM

EIGHT TREY GANGSTER
CRIPS -

MALAKAN
TWO STATE DEPARTMENT
EMPLOYEES MURDERED

THOMAS JEFFERSON
BOYKIN/VICTIM
KIDNAPING

MARIA JOANNA
PICENO/VICTIM
KIDNAPING

MIRCLLE DUROCHER
BERTIN

BOMBING
RUTGERS UNIVERSITY
LIBRARY

QUADRUPLE MURDER
GIBMUR

INITIAL BOMBING
FED BUILDING

OK FEDERAL BUILDING
OKBOMB

DATE

2/1/95

2/28/95
CONT’D
3/26/95

3/15/95

3/29/95

4/6/95

4/9/95
4/10/95

4/10/95

4/14/95

4/19/95

4/22/95
4/23/95
4/23/95
4/23/95

DEPLOYMENT

MILWAUKEE, WI

LOS ANGELES, CA
KARACHI, PAKISTAN
RINGSTON, NY

LEMOORE, CA

HAITI
MIAMI, FL
NEWARK, NJ

LANDOVER, MD
OKLAHOMA CITY, OK

WMFO

DETROIT, MI
KANSAS CITY, MO
KINGMAN, AZ



RAPID START DEPLOYMENTS (CONT’D)
NAME DATE

PRINCE GEORGES COUNTY 6/5/95
POLICE OFFICER MURDERED
JOHN NOVABILSKI/VICTIM

MORGAN NICK 6/16/95

VICTIM/KIDNAPING

SERIAL MURDERS 7/6/95
8/7/95

HOUSTON POLICE DEPT 8/15/95

SERIAL MURDERS
REBOLLAR, SANCHEZ, ESTRADA/

VICTIMS

RUBY RIDGE REVIEW 8/17/95

PART III

INNOCENT IMAGES 9/13/95

INTERNET CHILD

PORNOGRAPHY '

CRIMINAL THREAT 9/17/95

HURRICANE MARILYN

GRAY SUNSET 9/18/95
3/23/96
4/6/96

PD BOSTON 9/27/95

DA PAUL MCLAUGHLIN/VICTIM
CONSULTATION ONLY

SPLITRAIL 10/9/95
PHOENIX, AZ

KIDNAPPING /AMCIT 11/6/95
INFORMANT/PRINCESS

SUDPLOT 11/7/95
TERRORISM

RAPID START

DEPLOYMENT

HYATTSVILLE, MD

ALMA, AR

CHESAPEAKE, VA

HOUSTON, TX

HQ

HQ

ST THOMAS, VI

BILLINGS, MT
SPOKANE, WA

BOSTON, MA

WASHINGTON, DC

BOGOTA
COLOMBIA

ATLANTA, GA




RAPID START

RAPID START DEPLOYMENTS (CONT’D)
NAME ' DATE DEPLOYMENT

FAIRNAP 11/17/95 FAIRFAX, VA
NGUYEN, KIEUOANH
THI & SON RYOBE

KIDNAP /RANSOM
SHORTERM BOOST 12/12/95 WMFO
FCI - CUBA
SERIAL KILLER/GLENN 1/10/96 LOUISVILLE, KY
EDWARD ROGERS QUANTICO, VA
SALEM BAPTIST CHURCH 1/16/96 JACKSON, TN
BOMBING ;
SERIAL KIDNAPPING 1/22/96 TUCSON, AZ
VICTIM: KAREN GRAGEDA
BOMBROB 2/13/96 CINCINNATI, OH
VOTER FRAUD 2/28/96 TUSCALOOSA, AL
CHILD KIDNAPPING 3/4/96 FRESNO, CA
BOMBING OF 3/5/96 ATHENS, GREECE
US EMBASSY
HOLLYWOOD VIDEO 3/14/96 ALBUQUERQUE, NM
HOMICIDE .
OPERATION GRAY 3/23/96 BILLINGS, MT
SUNSET . 4/6/96 SPOKANE, WA
FCI MATTER 5/6/96 TAMPA, FL

* GLOBAL WARMING 5/6/96 TYSONS, VA
MULTIPLE HOMICIDE 5/28/96 QUANTICO, VA
MULTIPLE HOMICIDE 6/4/96 LURAY, VA

SHENANDOAH NAT'L PARK



RAPID START

RAPID START DEPLOYMENTS (CONT'D)

NAME ) DATE DEPLOYMENT
MURDER 6/17/96 CULPEPER, VA
VICTIM: ALICIA REYNOLDS

BOMBING OF KHOBAR 6/26/96 SAUDI ARABIA
TOWER

1996 SUMMER OLYMPICS 7/8/96 ATLANTA, GA
BOMBING AT CENTENNIAL 7/27/96

PARK

EXPLOSION OF TWA 7/17/96 NEW YORK, NY
FLIGHT 800



RAPID START

)N-SITE SERVICES

PREPARATION OF AN INFORMATION CONTROL SYSTEM. THIS
SYSTEM PROVIDES LEAD TRACKING CAPABILITIES, ORGANIZES
INFORMATION SURROUNDING ALL LEADS IN THE INVESTIGATION,
AND ALLOWS FOR COMPLEX SORTING AND ANALYSIS OF ALL
LEADS AND INFORMATION.

PREPARATION OF A SUMMARY BRIEFING DOCUMENT SETTING
FORTH LEAD DISPOSITIONS.

DATA ENTRY SERVICES AND WORD PROCESSING CAPABILITIES.

FULL TEXT RETRIEVAL CAPABILITY FOR ALL COMMUNICATIONS
AND DOCUMENTS REPORTING INVESTIGATIVE RESULTS.

PREPARATION OF INFORMATION CONTROL SUMMARY REPORTS
CONCERNING ALL LEADS, EVENTS AND INFORMATION GATHERED.

CREATION OF SPECIALIZED DATABASES IN SUPPORT OF UNIQUE
- INVESTIGATIVE OPERATIONS.,

PUBLIC SOURCE QUERIES:AND INDICES CHECKS AS NEEDED.

PREPARATION OF A PERSONNEL DIRECTORY INCLUDING
LOCATIONS, POINTS OF CONTACT, AND MEANS OF CONTACT.

PRFPARATION OF AN ORGANIZATIONAL CHART FOR THE CASE.
T t_ IDENTIFIES INDIVIDUALS ASSIGNED S¢ECIFIC ROLES AND
DUTIES IN THE CASE AND OUTLINES THE "“PAPER FLOW".

SPECIALIZED DATABASES FOR TELEPHONE ACTIVITY,
SURVEILLANCE, AND THE TRACKING OF ALL INFORMATION
RELATING TO "PERSONS".

DOWNLOADING AND ENTRY OF DATA FROM PRIVATE OR
GOVERNMENT DATABASES.

10.



RAPID START

.|
ON-SITE DATABASE SUPPORT

INFORMATION CONTROL:

TELEPHONE ANALYSIS:

DIRECTORY REPORT:

SURVEILLANCE:

ORGANIZATIONAL CHARTS:

PUBLIC SOURCE:

PERSONS:

UNIFIED DATABASE TO TR<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>