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SECTION I. INTRODUCTION 

Technical assistance was requested by the Lake County, Illinois, 
Sheriff's Department in analyzing existing reporting practices and 
records-keeping procedures and recommending improvements. 

Due to the limited time Hvailable for the study, the analysis was 
confined largely to procedures relating to offense, arrest, and traffic 
accident reporting and the processing and storage of these reports. 
Excluded from the study were reporting procedures relating to warrants, 
civil process, and jail operations. In addition, no attempt was made to 
analyze the critical paper-flow relating to the routine administration of 
the department. 

This report takes cognizance of the fact that the Lake County 
Department of Management Services is currently developing a plan for 
a comprehensive automated criminal justice information system that will 
ultimately include the Sherrif's Department and other county criminal 
justice agencies. One phase of their plan - an automated warrants system -
is currently operational. Other phases, including automated criminal 
justice information and information reporting, are scheduled to become 
operational throughout the remainder' of 1976 and 1977. Accordingly, 
some of the problems identified in this report may well be resolved in the 
process of converting the records system from a manual to an automated 
operation. The recommendations contained in this report therefore, are 
intended to be consistent and compatible with the eventual automation of 
the records system. 

On-site review of the records-keeping practices of the department was 
conducted on July 16, 20 and 21, 1976. 

During this time, the report forms, reporting practices, processing 
methods, and filing systems of the department were reviewed. A number 
of members of the Sheriff's Department were-'interviewed: 

Sheriff E. J. La Magdeleine 
Chief Deputy H.obert COl'der 
Captain H. R. Neubauer 
Lieutenant James H. Donaldson 
Lieutenant James Repp 
Sergant A. McGauGhey 
Corporal Terrence Coshurose 
Deputy Jerry Smith 
Mr. Charles Godshaw 
Mr. Leonard Duco 
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In addition, Mr. Richard Hilton and Mr. Ray Amadei, of the Lake County 
Department of Management Services were interviewed to obtain background 
hiformation on the proposed computerized criminal justice information 
system. 

At the conclusion of the on-site work, key problem Etl'eas were identified 
and preliminary recommendations were discussed with Sheriff La Magdeleine, 
Chief Deputy Corder, and Mr. Duco. 
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SECTION II. STATEMENT OF THE PROBLEM 

The Lake County Sheriff's Department reports that no study has ever 
been conducted of its records system. As a result, some methods currently 
being used are outmoded. In addition, the central recol'ds section has 
suffered from high personnel tUl'nover' and a lack of skilled, competent 
personnel to administer the reco['ds-keeping system. While the department 
has embarked upon a number of ambitious programs to upgrade and steam
line its line operations, t'elatively little attention has been given to 
improving the records system. Consequently, a number of deficiencies 
were discovered that deserve imm~Jiate attention. 

These include: 

o Inadequate Staffing 
o A lack of personnel knowledgeable in police record procedures 
o Insufficient working space and genel'al overcrowding 
o A lack of centralized control 
o Duplication of files 
o Illogical arrangement of files 
o Difficulty in retrieving essential information 

Some of these problems can be eliminated rather easily through the 
implementation of the recommendations contained in this report. Others, 
as indicated ear'liel', will probably be resolved through the process of con
verting to an automated system. Still others, however, will require that 
someone thoroughly knowledgeable in police records system be assigned to 
head the records section and be given the authority to make those changes 
which are essential to the efficient and productive processing and mainte
nance of records. This capability is currently lacking in the Department. 
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SECTION III. ANALYSIS OF THE PROBLEM 

This section describes the current reporting practices and records
keeping procedures of the Lake County Sheriff's Department and iden
tifies several problem areas. Subsequent sections propose recommen
dations for improvement. 

Information Receip!. 

Incoming requests for police services and information regarding 
crim!nnl activity are received by dispatch'~rs in the communications 
center. Information will normally be received eithel' by telephone 01" 

by radio from another police jurisdiction or from a patrol unit in the 
field. 

Depending upon the nature of the incident, one of several color
coded dispatch cards are completed by the dispatcher: 

White - miscellaneous service 
Yellow - traffic accident 
Pink - medical emergency 

These cards are not numbered but are filed at the end of each shift 
in chronological order. If no report is initiated by the officer respond
ing to the call, the disposition of the incident is shown on the card. If 
a case is originated, an offense report number is shown on the dispatch 
card. 

Dispatch cards contain much vaillable information on police incidents 
which do not result in formal offense reports, but much of this information 
is never tabulated. Instead, only the sum total of "service calls" is tabu
lated each month and forwal'ded. to central records for inclusion in the 
monthly uniform crime reports. Such essential. statistical data, such as 
average response time, avel'age time to complete incidents, time of day, 
day of week, and geographic area, are not tabulated, even though the in
formation is recorded on the dispatch card. In a.ddition, since dispatch 
cards nre not numbered, there is no way to guard against their being lost 
or misplaced. 

Dispatchers also record data on vehicle tow requests, warrant and 
license checks, and miscellaneous services. In addition, dispatchers 
prepare daily summary sheets on which are recorded pertinent infor
mation on incidents that will be passed on to oncoming patrol shifts for 
briefing purposes. Such information would include stolen autos, wanted 
persons, special patrol requests, and the like. 

When an offense report is originated by a patrol officer in the field, 
a dispatcher advises the officer by radio of the time of receipt and 
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offense report number. The top portion of tho offense report (See 
Figure 1) is tht, completed by the dispatcher. Completed offense 
reports are batched at the end of each shift and are fOl'warded to 
the patrol shift supervisor to be matched up with tape casettes 
which contain the narrative portion of the report. 

Field Reporting 

All patrol personnel in the DepHrtment are equipped with 
miniature casette tape recorders. When offense repo['ts are in
itiated, the patrol officer receives the time and report number 
from the dispatcher and then records the narrative of the report on 
tape. 

These tapes are collected at the end of each shift and are taken 
by the shift commander to the central Sheriff's facility. (Note: 
Patrol officer's operate out of a sub-station in Libertyville some 10 
miles from the headquarter's of the Sheriff's Department in Waukegan). 
Tape casettes are then matched up with the appt'opl'iate offense 
repol'ts and are forwal'ded to a typist who transcribes the nHrrative 
portion of the report from tht. tapes. At the same time, 3"x5" name 
index cards are prepar'ed on persons whose names appear in the repo['ts. 

Two typists are assigned to transcribe reports from the tapes. These 
typists worl< from 6:00 A.M. to 2:00 P.M" Monday through Friday. This 
results in a serious backlog of cases, particularly over the week-end, A 
spot check revealed a delay of between 24 to 48 hours from the time a 
report is taken in the field and the time it is typed. 

Traffic accident reports are not subject to the same process as 
described above. Instead, they are written Oil a standard fo['m by the in
vestigating officer, as are arl'est reports and tr'affic citations. 

Off~ Repor:!.!. 

Offense reports are recorded on a five-part form set, as shown in 
Figure 1. After being typed, one copy (blue) is pulled off and given to 
investigators to use as a working copy. The remainders are forwarded 
to central records, along with the name index cards. 

In central records, the following distribution of the offense report 
copies is made: 

White (original) - scored for VCR and filed by offense 
classification 

Yellow - filed by offense report number 
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OFFENSE REPORT 

DISTRIBUTION OF COPIES 
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Pink filed chronogically by date 

Blue - retained by investigators 

Green - retul'ned to Sheriff's sUb-station in Libertyville for their 
working file. 

Name index cards are filed in alphabetical order in a master name index 
file. 

Supplemental Reports 

Supplemental reports are used to record information on a case subse
quent to the completion of the original report. Usually, supplemental 
reports are prepared by investigators, who also use casette recorder's to 
record the details of the investigation. Supplemental reports are pro
cessed and distributed in the same manner as original offense reports. 

Arrest Reports _ 

Arrests are recorded on arrest tickets, similar to traffic citations. 
Separate arrest tickets are used for traffic and non-traffic arrests. 
Copies of non-traffic arrest tickets are distributed as follows: 

White (original) - jailer 

Pink - arresting officer 

White (copy) - jailer 

1 Green - arresting officer 

rl'l 
j 

11'1 
11'-

li 

Beige - arrestee 

An offense report is prepared on each non-traffic arrest. In addition, 
on all arrests, pertinent information is recorded on an arrest information 
form at time of booking. Also, several fingerprint cards are pl'epared, 
along with miscellaneous forms relating to jail administration. 

An "L-number" is assigned for each person arrested. At the time of 
booking, it is necessary to check with central records to determine if a 
person has a prior L-number. If so, the original L-number is assigned. If 
no previous arrests are discovered, a new L-number is assigned. 

Name index cards are prepared for all prisoners at time of booking. 
These are filed alphabetically for all persons currently in custody. When 
a person is released from custody, the name card is transferred to a dead 
file where it is placed in alphabetical order. 

L ----""IF'---__ . __ •. ___ ., .• __ ._, _______________ , _______________ ~ __ ~~. ~~ __ • ____ ~ __ , __ _ 
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Each day, arrest information forms, state arrest reports, and finger
print cards are delivered to central records. A clerk then types in the 
information regarding the arrest on the face of the arrest card from the 
information shown on the arrest information form. 

The original copy of the arrest card is retained by the Department 
and is filed numerically by L-number. (Note: The reverse side of the 
face sheet of the arrest card is the fingerprint record). One copy of th,e 
arrest card is forwarded to the State's Attorney and one copy goes to the 
Court Clerk. Another copy is forwarded to the State Bureau of 
Identification, along with one fingerprint card. 

Three name index cards are also prepared on arrests. Two of these 
are filed in central records: one in a mastel' name file and one in an 
L-number file. The third card is forwarded to investigators where it is 
filed along with a copy of the photograph taken at time of arrest. 

Fingerprint cards are filed by L-number rather than by fingerprint 
classification. L-number folders also contain a negative of the booking 
photograph and copies of rap sheets when they are received from the 
State Bureau of Identification. 

At the present time, the central records section also keeps a copy 
of all booking sheets which are filed by L-number. These are in tl1e 
process of being transferred to the investigation section where they 
will be grouped by offense classification, thus removing this responsibility 
from central records. 

Traffic Accident Reports 

Traffic accident reports are completed by patrol officers in the field 
and a copy given to the driver(s) involved. One copy is forwat'ded to 
central records. Name index cards are prepared on all parties involved. 
These cards are filed in alphabetical order in a file adjacent to the records 
information counter for easy access. A second card file on traffic 
accidents is maintained by date of accident. 

Accident reports are serially numbered, but are not filed by number. 
Instead, they are filed initially by date for the current 30-day period. 
After 30 days has elasped, reports are removed and filed by township. 
N') cumulative statistics are kept of traffic accidents by date, time, 
location, or cause of accident. 

Other Reports and Files 

Stolen Property File 

The Department does not maintain a stolen property file. Certain 
identifiable property items (such as automobile, television sets, etc.) 
which are reported stolen are entered into a state federal information 
system. 
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Uniform Crime Reporting 

Each month the Deparment is required to compile statistics on crime, 
arrests, and related incidents and report this information to the Crime 
Studies Section of the illinois Division of Identification, Depat'tment of 
Law Enforcement. The current directive I'equire l'eports to be filed 
within 10 days after the end of each reporting period. A t the time the 
present study was conducted, the Lake County Sheriff's Department had 
not yet completed the April, 1976, report. This is due largely to a shortage 
of personnel and the press of other business. 

The Illinois Uniform Crime Reporting System provides for agencies to 
use one of two methods for reporting crime statistics: 

1. By computer print-outs, punch cards, or magnetic type; or, 

2. Standard manually-processed reporting forms. 

Departments using manually-processed reports are allowed to choose 
between two optional reporting formats: Set I and Set 2. Set 1 utilizes 
the tally concept of counting offenses by categories which are pI'e-printed 
on forms supplied by the State Bureau of Investigation. Set I also pt'ovides 
for recording disposition data, such as unfounded or cleared by arrest. 
Data are also collected on persons arrested. A separate form is used for 
detailed analysis of property offenses, such as theft, burglary, and robbery. 

The Set 2 approach is case ol'icnted and provides for much more 
detailed information than does Set 1. For example, rl1thet' than tallying 
all offenses as with Set 1, under Set 2 all offenses are listed individually by 
case number. 

Set I forms wer'e designed for use by larger agencies which maintain an 
internal record system capable of capturing required offense data. Set 2 
forms were designed for smaller agencies which (a) do not have a large 
volume of cases; and (b) desire much more detailed case management 
information. Due to the differences in reporting procedures, Set 2 forms 
('equire much longer to complete than Set I forms. 

Crime Analysis 

The Department does not have a crime analysis capability. Other than 
monthly uniform crime reports which are currently several months behind, 
the Department does not compile statistical summaries of arrests, offenders, 
and related information. Computer pl'int-outs of monthly uniform crime 
reports are received in central records but are not used to evaluate 
'Department performance nor to plan programs or crime prevention 
strategies. The Depar~ment has a crime prevention unit but is apparently 
does not rely upon offense analysis to plan and coordinate specific crime 
prevention programs. 
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SEC'1'ION IV. FINDINGS AND CONCLUSIONS 

Undoubtedly, the implementation of an automated information system 
will be of significant benefit to the Lake C .,Ullty Sher'iff's Department and 
will ser've to alleviate, if not solve altogether. some of the problems 
observed in the present recol'ds system. Notwithstanding this fact, however', 
a number of changes can be effectet1 pdor to ttle time the new system 
becomes fully opel'ational which will considerably .impl'ove the efficiency of 
the records system. 

Personnel 

The Department's ['ecol'ds unit suffers from a lack of trained, competent 
personnel. Indeed, the exact number of pet'sonnel assigned to the records 
unit is hard to pinpoint due to a fragmentation of duties Rnd responsibilities. 
No one seems to be clearly in charge and the person who is supposedly 
responsible for supervising l'ecords personnel does not have a solid background 
in records system operations. Due apparently to low salaries, turn-ovel' in 
the recol'ds unit has been high and effieiency nnd productivity have suffer'ed 
as a result. Persons assigned to the records unit seem to have a quite nnrl'OW 
understanding of their respective jolls and do not seem to apprecia te the 
importance of the recol'ds system as it applies to the over'all operation of the 
Department. Consequently, functions al'e perfol'med without anyone quite 
understanding why they al'e performed, 01' how they relate to the total 
operations. 

Organization 

There is a lack of orgr.nization wi th respect to records-keeping functions. 
There seems to be an absence of centl'al authority and leadet'ship, and the 
entire operation is somewhat fragmented and decentralized. 

Operating Space 

The operating space devoted to thc records operation is woefully in
adequate. Even if more personnel were assigned to the records unit, there 
would be no place for them to work. This is apparently the reason thut the 
two typists who transcribe offense reports are located in the offices of the 
investigative section and are physically isolated from the ['emainder of the 
records personnel. This further aggravates the problem of control and 
super'vision. 

The problem of inadequate space may be at least partially alleviated 
by eliminating some unnecessary files, converting othel' files to more modern 
rile cabinets, and rearranging the desks and office equipment. Fut'ther 
improvements might be gained by assigning one or mOl'e clerks to a second 
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shift. This would also help to expedite the processing of reports and 
reduce delays and backlogs. 

Report For'ms 

The offense report currently used by the Depal'tment (Figure 1) 
is of limited value since neal'ly all informatiop. relating to an offense 
is contained in the narl'ative portion. As a result, records personnel 
must read each report thoroughly to extract VCR data, dates, places, 
names, and other informa tion necessary for cross-indexing. This is 
a time-consuming process that could be substantially ['educed if a new 
form were designed to i'educe the amount of detail p['ovided in the 
narrative section of the report. It is understood that a new reporting 
format will be developed as part of the process of conve['ting to an 
automated information system. 

It is also suggested that a form be developed to r~cord all miscel
laneous service activities, not otherwise recorded on offense m'rest, 
or traffic accident ['oports. Sel'vice activities Ilccount for a large 
share of the fiold officers' workload and often involve incidents which 
al'e of a continuing interest to the Department. A revised version of 
the complaint card now in use could provide a wealth of statistical 
information which is not now retained by the Department in any use
ful form. 

.Field Reporting 

The practice of tape-rocor'cling all offense reports is a matter of 
convenience from the point of view of the patrol officer: but creates 
substantial delays in the processing and distribution of reports. If a 
new report form is adapted as suggested above,it is probable that 
there will no longer be a need to tape recOl'd reports. Instead, reports 
could be completed, neatly and legibly, in long-hand by patrol officers. 
This would also allow field supervisors to check all reports for accuracy 
and completeness. This is an important contt'ol function which is not 
possible under the present system. 

Providing reports are completed legibly and neatly, the['e is no 
reason why they should be typed. A multiple-copy form set could be 
completed by the officers and copies distributed, as necessal'y, 
immediately aftel' review and approval by the shift supervisor. Tn this 
way, the delay experienced between the initiation and the processing 
of a report could be reduced from several days to a few hOUl'S. 

Central Control 

It is clear that central records does not exercise tight enough 
control over police reports. It was discovered that gaps often exist in 
the sequence of offense report numbers. Since there is no central log 
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of offense report numbers, therE:! is no way to determine whether these 
gaps represent missing repor'ts or whether they m'e mel'ely the result of 
misnumbering • 

In one instance, howevel', (the case involved heing the fatal shooting 
of a del?uty sheriff) the entire case report, consisting of a hundred or 
more pages of investigation, was withheld from centl'al records by in
vestigators. The reason given was that the informntion was sensitive 
and the department did not wish it to be I'elensed to the pl'ess. While 
there may be justification for keeping such information confidential. 
there is no reason fOl' not forwarding all reports to centrEtl records. 
Releasing information to the news media and the genCi'al public (except 
in the case of traffic accident reports and other routine matters) should 
not be the responsibility of !'ecords personnel in any case. Rather, the 
Department should designate some member of the starr to assume the 
responsibility of releasing information to the news media • 

ReLJort ProcessJ.!![ 

The files presently maintained by the Department are needlessly 
duplicative. Two files for offense repol'ts should be sufficient. The 
original copy of nll offense and/or activity reports should be filed 
numerically. A name index file should be maintained for cross
reference purposes. 

The present offense classification file should be rearl'anged to 
cor'respond with the state unifol'rn crime repod classification system, 
and should be transferred to the investigations section, since it is 
largely an investigative tool. All other offense report files should be 
eliminated. 

Additionally, a single ilame index file should bf; established, com
bining the name index card file now being maintained separately fol' 
offenses, arrests, and traffic accidents. 

Name index cards should be filed alphabetically and should be pre
pared in such a manner as to allow for continuous updating, as shown 
in Figure 2. The name index card should contain sufficient Cl'OSS

reference information to allow for easy location of any repot'ts con
nected with an individual. 

A single numbering system should be used for all reports, except 
arrests. This would include offense reports, traffic accident reports, 
and miscellaneous incident t'epol'ts. A copy of all traffic accident 
reports should be filed by date for the cUl'rent 30-day period, as is 
presently the case. After 30 days has expired, copies of traffic 
accident reports should be filed by accident location, rather than by 
township. By so doing, a more effective appraisal of truffic pl'oblems 
could be performed. 

'I 
I 
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Figure ~ 

Name Index Card 
"3x5" 

Brown, Wilmer J. 

1043 Euclid Place 
Libertyville, Illinois 60062 

(312) 496-5282 

7- 1-67 arrested Waukegan PD DWI 
2-14-72 victim burglary Lake Co. SO 
5-25-75 involved traffic accident Lake Co. SO 

L - 52116 

L - 56116 
124789 
193782 

, ; 
II 
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Uniform Crime Reporting 

The scoring and posting of uniform crime report data is an important 
function and should not be neglected. This should normally be a full
time operatiol'"· if done properly. The use of the Set 2 form, as discussed 
previously, does not seem to be in the best interests of the Department • 
While Set 2 provides for a more comprehensive set of data than Set 1, it 
also requires more time to prepare, and the information is of little value 
to the Department. It is suggested that the Department experiment with 
Set I forms for a 30-day period to determine the relative value and time 
required of the two forms. 

'. 
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SECTION V. RECOMMENDATIONS 

An automated criminal justice information system will significantly 
improve the quality of the records system of the Lake County Sheriff's 
Department, but other improvements are needed as well. 

First, the records section needs to be organizationally developed to a 
greater degree than is presently the case. In particular, a single person 
must be placed in charge and given the authority to develop the records 
system along more modern and efficient lines. This person should have 
knowledge and expel'ience in the operation of police records systems and 
should be given the necessary authority to make decisions which can lead 
to the improvement of the records system. This person should also be 
directly involved in the planning and deve19pment of the proposed automated 
information system. 

No less than four clerks, in addition to the records supervisor, should be 
assigned to the records unit. One of these clerks should be assigned full
time to the preparation of monthly uniform crime reports and related 
statistical data. 

Second, the offense l'eport form used by the Department should be 
replaced with one or more report forms designed to capture more detailed 
information, but necessitating a minimum of routine detail. Under ol'dinal'y 
circumstances, reports should not need to be typed, but rather should be 
prepared neatly and legibly by the officer in the field, using multiple-copy 
form sets to facilitate prompt distribution and processinlj. 

A new form should be instituted to replace the complaint form now pre
pared by the dispatcher. A suggested form for this purpose is shown in 
Figure 3. This form would be used to record ull original complaint infor
mation and, in some cases, would be the sole record of a complaint. 
Accordingly, the form should be pre-numbered and forwarded to central 
records for processing, just as with all other reports. The complaint 
record should be a multiple-copy form set, with one copy going to the 
investigation section and one going back to the sub-station at Libertyville. 
The original would be processed by central records in the same fashion as 
other reports. This would ensure that the Department is able to capture 
and retain much more detailed information on non-criminal "service" type 
activities than is presently the case. 

Third, several of the files presently maintained by the Department should 
either be eliminated or consolidated. The following files should be main
tained by the Department • 

Name Index File - Name cards reported on all offense, arrest, 
traffic accident, and miscellaneous incident reports. 

Daily Reports - All reports (excluding arrest files) filed in 
numerical sequence. This would include offense reports, 
traffic accident reports, and miscellaneous incident reports, 
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Figure 3 

PROPOSED COMPJ~NT CARD 

. 
NO. 

I fa 
(lEAT OF OCCURAI'ICE 

--COMPL. PHONE NO. 
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z iii 
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0 
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under a single numbering sequence. 

Arrest Files - Filed by L-number, to include arrest report face 
sheet, rap sheets, disposition data, and other relevant data. 

Traffic Accident Reports - A copy filed initially by date and 
then transferred to a location file. 

Additional Consideration 

It. was also discovered that there seems to be a breakdown in the 
reporting of crime cleared through the process of investigations. In 1975, 
for example, the Department recorded an overall clearance l'ate for prop
erty offenses of only 4.0 per cent. This figure should normally be in the 
area of 18-20 per cent. It would appear that crimes cleared through .. 
supplemental investigation, either by arrest or some other means, are . 
not being ['eflected in the monthly uniform crime reports. 

Investigators should ensure that all cases in which a change in status 
occurs (i.e., from "open" to "close") by whatever means, are recorded on 
a supplemental report. Records personnel, in turn, should carefully 
review all supplemental case reports to pick-up additional case status 
informa tion. 

It is also recommended that the Department begin to collect more 
detailed activity statistics. Merely reporting the number of arrests and 
offenses recorded each month is not sufficient to thoroughly evaluate 
the level or quality of law enforcement service, nOl' does it permit an 
accurate assessment of manpower requirements. 

Activity statistics, showing the day, date, time, and location of all 
police incidents should be recorded and compiled regularly. Similarly, 
response time for various types of calls (i.e., emergency versus non
emergency) along with the total amount of time consumed for such caUs 
should be gathered and analyzed. 

In addition, the Department should develop a crime analysis capability 
which would permit it to more effectively analyze crime trends and 
patterns and develop appropriate responses to them. For the purpose of 
crime analysis, the time and location of specific types of crimes is 
especially important. This information would also be of gr'eat value to 
crime prevention personnel who must develop preventive tactics based 
upon a careful analysis of actual C1'ime problems. Such analysis is not 
possible with the type of information now being collected by the 
Department. 
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