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FOl{EWORD 

This request for Technical Assistance was made by the Orono, 
Maine, Police Department. The requested assistance was concerned 
with performing a general review of the Department's administration 
and operation and providing recommendations for improvement~ where 
appropriate. 

Requesting Agency: 

State Planning Agency: 

Approving Agency: 

Orono Police Department, Chief of Police 
Thomas J. Landers. 

1I1aine Criminal Justice Planning and Assist
ance Agency, Mr. Gregory Hanscom, Police 
Planner. 

LEAA Region I (Boston), Mr. John M. Keeley, 
Police Specialist. 

R-76-171 
iii 



I: ] 
I: ] 

I: ] 

£] 
_.,. '<h 

'1': ] 
I~ ] 
-~.~- -

I: ] 
!; "-'\ 

1. INTRODUCTION 

The Town of Orono, 1>Iaine, which. is located adj ace11t to US Highway 
95 approximately 7 miles north of Bangor, contains a population 'of 
approximately 11,000 in its 27-square mile area. Orono is the site of 
one of the campuses of the University of Maine, which has a registration 
of 10,000. In addition to students who reside in the town, approximately 
5,000 students commute daily to the campus from surrounding localities. 
As a result, during the school year, daytime population of the town 
approximates 16,000. The University has its own 25-man police department 
and performs its 0\'111 dispatching functions. 

The Town of Orono is governed by a Town Nanager and seven Councilors. 
Police personnel consist of the Chief, three sergeants, and five patrol
men, whose monthly salaries are $1,000, $768, and $647, respectively. 

The Orono Police Department is actually a Division of the Orono De
partment of Public Safety. The Fire Department constitutes the other 
Division. The Fire Department consists of 9 full time firemen and 27 
"cal1up" personnel. The Police Department consists of eight police 
personnel plus' the Chief of Police (Director of Public Safety), who also 
is in charge of the town's civil defense. The Chief of Police has been 
in office 1 -1/2 years and has 9 years prior experience with the Eangor 
Police Department. The Department's present organization structure is 
shown in Figure 1-1. Personnel work a 42-hour week. Fringe benefits 
consist of paid vacation, 11 holidays, sick time, the State retirement 
plan, Blue Cross and Blue Shield insurance coverage, Wory-men' s Compensa
tion, and provision of all equipment and uniforms. Overtime is compen
sated for at the regular hourly rate. 

The Department has no teletype facilities and provides for dispatch
ing only 8 hours a day, 5 days a week, \'lith a Fire .Department employee 
performing the function. At other times, firemen in the station (i"hich 
is shared jointly with the Police Department) answer the telephone and 
radio. During sleeping,hours, a microphone connected to a loudspeaker 
is placed near firemen's beds to amplify the police radio in the event 
of a radio transmission. 

The Orono Police Department., as a whole, is relatively young. Per
sonnel range from 21 to 35 years old; and their experience of police 
service \'lith the Department varies from a few months to 6 years. 

Pers onnel work one-man units in the t\vO marked police vehicles avail
able. Watch hours are 12:00 a.m.-8:00 a.m, 8:00 a.m.-4:00 p.m., and 
4:00 p.m.-12:00 a.m. The "basis of selection for these particular ,hours 
is unknown. For Patrol purposes, the town is divided in half geographically. 
The Department's facilities are small, crowded, and poorly organized as a 

R-76-l7l 
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Figure 1-1. Orono Police Depa]-tment ~- Present Organizational Chart 

R-76-171 
1-2 

I 

I 

I 
I 



11 

I:
w
: "J"" 

~ .. 
'f : 

I~ ] 
, 

I~ ] 
I~ "] 
I;'~ 

[. ) , 
-J 

[ 
--, 

I 

I" 
;, 

I'· 
.. ;'7 J 

, 

I- l 
J 

(~, J 
I~ J 
[ J 

[ ", 
I 

.. ..l 

[ I 
I 

r..l 

[ i 
.:J 

( 1 
.J 

I 1 

f 
.J 

I' 1 
I 

,oJ 

I .. 
1 

; i 

result of inadequate space. Records are maintained in an office separated 
from the dispatcher. The Department does not have a jail; all arrestees 
are fingerprinted and photographed and then transferred to the Penobscot 
Sheriff's Office in Bangor. Limited manpower makes any attempt at holding 
roll calls or roll-call training infeasible; however, when possible, train
ing films are made available and in-service training is scheduled. Person
nel are required to qualify with their sidearlils semiannually. 

An Annual Report of Department activities is prepared for the Town 
Manager. As recommended by the FBI, the Department adheres to the policy 
of full reporting; statistical compilations (UCR) are forwarded to the 
State for transmittal to the FBI. In 1975, the Department made 98 arrests 
(26 for Part I Offenses), investigated 229 traffic accidents, responded to 
1,896 calls, and reported 173 Index crimes, with a clearance rate of 5.8 
percent. When the six reported Aggravated Assaults (four cleared by arrest) 
are discounted, the clearance rate for Index Crimes was approximately 3.6 
percent. The 1975 Crime Index per 100,000 population in Orono was 1,57l~ 
compared to the National 1974 Index (latest available) of 4,821. 

The Department is currently developing a Manual of Procedure, which 
includes a well-developed diSCiplinary policy. Property procedures are 
not well developed; small items accepted into custody are retained by 
the concerned officer and large items are stored in the locker room. 
There is little or no security. 

TIle analyses conducted during the course of this study, and the re
sultant conclusions and recommendations, were based on interviews with 
Department members, observations of operating procedures, a review of 
work documents and report forms, and examination of statistical reports 
and data. 

Persons interviewed included the following: 

o Mr. Thomas J. Landers, Director of PubliL. Safety. 

" Sergeant Craig Miller . 

e Sergeant David J. Dekanich. 

o Ms. Regina Cocur, Dispatcher. 

Data collected and reviewed by the Consultant included the following: 

o Policy and Procedural Manual (rough draft excerpts). 

o Salary Schedule . 
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9 Workload Data -- 1975. 

o Index Crimes -- 1975. 

o Department forms and report blanks. 
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2. UNDERSTANDING OF THE PROBLE};! 

Chief of Police Landers has been in office for 1 1/2 years. He is 
well aware of certain shortcomings in Department operations, and is cor
recting inefficient procedures as time and money allow. This technical 
assistant was requested in order to provide an unbiased, professional 
appraisal of the Department and its operations. It is the Chiefls ex
pressed intent to use the results of this study to continue improving 
the Department. 

In the course of this study, it was determined that the recordkeeping 
function constituted an area susceptible to major improvement with a 
mlnlmUID expenditure of funds. Therefore, considerable attention was 
devoted to the recordkeeping task. 

For the purposes of this study, the Police Division of the Depart
ment of Public Safety is referred to as the IIPolice Department. II 
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3. ANALYSIS AND DISCUSSION OF THE PROBLEM 

3.1 Organization 

When the limited available manpower is considered, the Orono Police 
Department is appropriately organized, with the exception of the dis
patching function. Since police tasks probably account for 85 percent 
of the dispa.tching workload$ it would be more appropriate to assign the 
function to the Police Department for coordination and control. This 
would also allow for combining the records and communications functions 
into a single entity operated by the dispatcher. At present, many tasks 
normally classified as recordkeeping are perfoTQed by the sergeants or 
patrolmen. TI1e use of comparatively untrained firemen as dispatchers 
during night hours and on weekends is also subj ect to question.. The 
problem becomes even more acute when officers in the field must depend 
on a sleeping fireman being awakened to transmit information, to request 
assistance, and so on. Since the University Police cannot provide dis
patching services, the most appropriate solution is, of course, to pro
vide for enough police dispatchers to staff the function. However, this 
is an expensive proposition. The most reasonable solution would be to 
provide police dispatchers on the Day and Night watches, 5 days per week, 
and develop a contract with a neighboring community (e.g., Old Town) to 
provide dispatching services at other times. The increase in workload 
for Old Town (which provides 24-hour dispatching services) would be 
slight, and the advantages to Orono in having trained police dispatchers 
available would be highly desirable. J 

If additional personnel are hired, then many desirable functions 
that cannot now be staffed become possible. TIlese include community 
relations, planning, and training. A recollunended organizational struc
ture for an expanded Department is shown in Figure 3-1. 

3.2 Personnel 

The Police Department is now comprised of eight members, plus the 
Director of Public Safety and, in terms of tasks performed, the dispatcher. 
The net result is a police agency of 10 serving a community of 11,000, 
with the added problems of a university campus attracting 5,000 additional 
commuters daily. Although it is true that the Campus Police provide 
policing services on the campus, their jurisdiction is normally limited 
to the campus. In addition, enforcement policies and philosophies differ, 
and the mere presence of the 5,000 daily commuters adds to policing prob
lems in the community. 

In 1974, the FBI reported a National average of 2.5 police personnel 
per 1,000 population; in the New England States, the average was 2.3; and 
in New England towns with a population of 10,000-25,000, the average was 
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Figure 3-1. Orono Police Department Proposed Organizational Chart 
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1.9. lfuen the latter ratio is applied to Orono, a need for 21 police 
personnel is indicated (1.9 x 11 = 20.9 personnel). TIlis figure does 
not even give consideration to the police problems created by the 5,000 
daily commuters. While it is necessary to exercise caution in applying 
averages to local situations, it can be safely stated that Orono's police 
problems are at least average. The ratio of 1.9 also represents the 
average response to police needs by similar-sized New England towns. In 
fact, the extremely low clearance rate for major crimes indicates that 
Orono r s police problems are above average. TIlere is simply no way a 
Department of 10 personnel can provide an effective level of service for 
a community the size of Orono. lfuen consideration is given to the area 
to be covered, problems connected with the University, and the normal 
demands of a community of 11~000 persons located close to a large city, 
provision of only 10 personnel tQ provide total services ±s actually 
a disservice to the community. Therefore, an increase in manpower to 
approximately 21 should be considered to be of the highest priority. 
Recommended deployment of these personnel is also shown in Figure 3-1. 
It is recognized that a personnel increase of this magnitude is a major 
budget problem and cannot be assumed lightly. It is the Consultant's 
opinion, however, that the present staffing level simply does not recog
nize the community problems and/or needs of a suburban community of 
11,000 persons. At present, proper provision of police services must 
in many instances be routinely ignored, persons committing crimes are 
not apprehended, stolen property is not recovered, and conditions requir
ing police attention must go unattended. A review of the University . 
policing effort serve·s to illustrate Orono's lack of manpower; for a 
campus of 15,000 population (only 5,000 of whom reside on-campus), there 
is a police department of 25 personnel. In addition, it is likely that 
campus crime problems are less per unit of population than in Orono due 
to the scholastic atmosphere, and the selectivity inherent in a college 
population. Thus, the recommendation to increase the number of person
nel is not made lightly; police problems in Orono require at least an 
average level of police personnel. 

3.3 Salaries 

Any discussion of personnel inevitably leads to a discussion of 
salaries and job benefits. Generally speaking, there are two basic 
comparisons that can be made: Police salaries measured against other 
salaries in the area, and police salaries measured against what competi
tors are providing in terms of attracting and retaining suitable candi
dates. An examination of the former category was not conducted; however, 
there is no question that present salaries leave something to be desired 
in terms of competing with other jurisdictions for suitable candidates. 
For example, the immediately neighboring community of Old Town pays 
patrolmen from $607-702 and sergeants from $775-843, depending on length 
of service. Salaries for the Bangor Police Department also generally 
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exceed those for Orono. As a consequence, potential policemen tend to 
be attracted to other towns; and present Orono policemen are tempted to 
seek employment else\'lhere. The result is more costly in the long J.'un 
than providing a competi ti ve \'lage level. Therefore, it is the Consultant IS 

opinion that because of the similarity in size and the proximi·ty of Old 
Town, salaries for Orono policemen should closely parallel those of Old 
Town policemen. 

Closely akin to the matter of salaries is the fact that Orono police
men ·work a 42-hour week and receive only regular pay for overtime. In 
light of the fact that most industries have accepted the 40-hour week and 
time and one-half pay for overtime, it does not seem unreasonable for the 
same benefits to be made available to Orono policemen. 

3.4 Vehicles 

The availability of only two police vehicles makes daily deployment 
of personnel extremely difficult. Even with only eight men, there are 
occasions when it is possible, and highly desirable, to field two units. 
If one of the two vehicles is unavailable due to repairs, scheduled main
tenance, or as a result of a traffic accident or mechanical breakdown, 
proper deployment cannot be maintained. Under the circumstances, the 
addition of one vehicle is a necessity. Since police vehicles are nor
mally replaced on the basis of mileage, there is little to be lost and 
much to be gained by providing an efficient number of,~vehicles. 

If the recommended 11 additional personnel aJ.'e hired, the number 
of available vehicles should be further increased by an additional 
three vehicles: One marked vehicle for Patrol personnel and two un
marked vehicles for Investigative personnel. This \",ould make a fleet 
of four mark~d and two unmarked vehicles. 

3.5 Deployment 

As stated, watch hours and radio-car districts have been established 
without analysis of wOJ.'kload. As a consequence, there is no reason to 
believe that either watch hours or car districts are set with any degJ.'ee 
of accuracy in terms of making the best use of available manpower. TheJ.'e
fore, it would be appropriate to examine the existing workload by hour 
of day and day of \'leek and by location of occurrence to most efficiently 
relate assignments of personnel to hour and area of workload. 

3.6 Facilities 

The existing quarters of the Police DepaJ.'tment are cramped, crowded, 
and totally unsuited to the conduction of police business, either from 
the standpoint of police personnel or the public. The present plans to 
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expand into the street-level CJ.vil Defense offices are well considered. 
Expansion of the Department force may even create a problem in the ex
panded quarters. Consideration should be given to begin planning for 
the construction of completely new quarters. Since the time from plan
ning to completion may take several years, such planning should commence 
in the near future. 

3.7 Training 

Available manpower precludes the possibility of developing any form 
of extensive training that involves sending personnel to training sessions, 
seminars, ,~orkshops, and the like. However, this does not mean that train
ing can be "ignored. It is the Consultant's opinion that Gtcquisition and 
use of the Training Keys and the Sight/Sound Programs availabl~ from'the 
International Association of Chiefs of Police (IACP) serve the purpose 
of making a form of training available without serious expenditures of 
manpower. The Training Keys consist of a semimonthly publication, devoted 
primarily to material suitable for individual or group instruction. The 
Sight/Sound Program, which was designed as a supplement to the Training 
Keys Series, consists of five volumes (12 programs per volume) using 35 mm 
slides or filmstrips coordinated with sound effects. Altogether, these 
training aids make an extremely effective and practical tra,ining program. 
Supervisors should be trained as instructors; and thel daily roll-call 
periods, which will become necessary \vhen Department strength is increased, 
should be used for training purposes. 

3.8 Community Relations 

Limited manpower has precluded the development of a formal community 
relations program. However, such a program is highly desirable; and it 
is important that all personnel take a part in such activities. Public 
appearances at schools, speaking engagements at civic and business groups 
meetings, and so on are of value, but the community relations effort 
should be developed in greater depth. 

Some specific suggestions are detailed below: 

o Establish a Bicycle Safety and Registration Program 
Such a program could have real value in developing 
communications betHeen the Police Department and 
schoolage children, particularly if officers were 
to go to school periodically to assist in registra
tion. In addition, establishing accurate records 
on bicycle registrations would materially assist 
the Department in returning found bicycles to o\'.Jners 
and in identifying stolen bicycles in the possession 
of unauthorized persons. 
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., Unscheduled Informal Visits of School Campuses by On...JJuty 
Personnel -- Such a program \<lould help to open lines of 
conununication bet\<leen schoolage people and the Pollee 
Department. Officers should be encouraged to eat their 
lunches occasionally in school cafeterias; visit schools 
at recess time, when not engaged in other Patrol activities; 
and, when not busy elsewhere, occasionally assist crossing 
guards at time of heavy street use by school children. 

f!J Operation Identification -- '"'Operation IdentifiEat"ion" is 
another program that can be adopted, and that would assist 
in both crime prevention and the conununity relations pro~ 
gram. Although slightly different from conununity to 
conununity, this program generally involves the loan of 
an engraving tool to a private citizen, who en&raves his 
driver I s license number (and State of issuance) on all 
small items of personal property that might be the sub
ject of theft. This procedure enables a police agency 
to discover the ownership of stolen property in the 
possession of a suspected thief by a records check in 
State computerized files or NCIC. Thosecommunities 
that have adopted this program have consistently re
duced their burglary losses and the total number of 
burglaries. If used properly, such a program can also 
contribute to the development of good cOTIll1mnity rela
tions. Therefore, it is reconunended that Operation 
Identification be made a part of the conununity relations 
program and that engraving tools be made available to 
interested members of the community. The mere announce
ment that such tools are available is usually not enough; 
a better technique is to request the assistance of mem
bers of a Boy Scout or Explorer Troop to go door-to-door 
to help citizens engrave items of personal property. Of 
course, suitable publicity in local papers is essential 
for such an endeavor. This type of program should be 
carried out on a permanent basis if it is to be effec-
tive. 

3.9 Property.Management 

As stated previously, property procedures do not provide a satisfac
tory level of security or accountability. 1vlost items of property accepted 
into custody are not stored in a centralized location under lock and key 
and, thus, are subject to a high degree of contamina,tion (in terms of 
courtroom testimony). A specific property room should be designated with 
access controlled by the Chief of Police or his delegate. In adcition, 
a safe should be acquired for the storage of small and/or valuable items. 

, 
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Property accepted into custody should be the subject of a Property Report 
2;.r:d should be packaged securely and tagged with a tag bearing appropriate 
identifying information. Release of property should be to only the owner 
or his agent or the court upon .demand. Other itelTIS should be either auc
tioned or destroyed, depending on the type of item. All releases should 
be by the officer assigned to criminal investigation or the Chief of 
Police. 

3.10 Records 

Analysis of the present recordkeeping system revealed areas where 
processing can be simplified. In addition, certain aspects of a·well
developed system are not in operation and/or appropriate forms. are not 
being used. Instead of detailing each report form or aspect of the pres
ent system subject to improvement, a completely integrated system has 
been outlined in Appendix A. Attention has been directed to using exist
ing procedures and forms, wherever appropriate. It is the Consultant's 
opinion that the recommended system provides the necessary measure of 
improvement while embodying the best aspects of the existing system. 
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4. RECOMJvlENDATIONS 

It is the Consultant's recommendation that attention be directed 
to the areas noted below in order to increase the efficiency of the 
Orono Police Department. These areas constitute the major areas most 
susceptible to improvement, as well as the areas most in need of im
provement. 

~ Organization -- Department organization should be 
modified to provide for a Detective Division charged 
with the responsibility of followup investigation; a 
Patrol Division (to be commanded by a lieutenant who 
would also act as Chief of Police when the Chief is 
absent); and a Service Division charged with the. 
~esponsibility of planning, training, communications, 
and records. Dispatchers should be police employees. 
\fuen Department dispatchers are unavailable, dispatching 
services should be provided by another nearby police 
department on a contract basis. The Old Town Police 
Department probably could provide such services. 

9 Personnel -- Police personnel should be increased by 
11 to provide for total Police Departme'nt strength 
of 21 (including the present Fire Department dis
patcher). This would provide for a department equal 
in strength to other similar-sized New England towns. 

~ Salaries -- To attract and retain suitable candidates, 
and to do so in competition with other departments, 
patrolmen's salaries should be increased by approximately 
$50 per month, sergeants' salaries by approximately $70 
per month, and the salary of the Chief of Police by 
approximately $150 per month. The salary for the rec
ommended lieutenant should be approximately $975 per 
month. 

:l) Vehicles -- The number of available vehicles should be 
immediately increased by one. As Department strength 
is increased in accordance with the recommendations con
tained herein, the number of vehicles should be increased 
to four marked and two unmarked vehicles to provide units 
for criminal investigators, as well as to cover when 
vehicles are 'disabled and unavailable. 

o Deployment -- Watch hours and radio-car districts should 
be periodically reevaluated in terms of a workload analysis, 
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identifying hours of the day and assignment areas 
that are most conducive to the effective use of 
available manpower. 

Training -- A formal training program should be 
developed using the LACP Training Keys and Sight/ 
Sound Programs. To assist in program presentation, 
supervisors should be trained as instructors. 

Community Relations -- A community relations program 
should be developed. Some basic programs were out
lined in Section 3.8. 

Property Management -- A centralized property stora.ge 
room should be designated, with access controllea by 
the Chief of Police or his delegate. All property 
taken into custody should be the subject of a Property 
Report. Release should be to the owner or his agent, 
by auction or destruction, depending on the type of 
property. All releases should be approved by a crimi
nal investigator. 

Records -- Existing records and reports/and the record
keeping system should be modified to conform to the 
system detailed in Appendix A. Copies of report exem
plars illustrated in Appendix B are intended only as 
general outlines of appropriate forms. 
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APPENDIX A 

Recommended Recordkeeping System 
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1. 

,RECC1\l1\lENDED RECORDKEEPING SYSTSvj 

Incident'Ledger 

o This Ledger should replace the Case Number Ledger 
and serve as the primary agency record of reported 
field incidents, a report audit source, and a chrono
logical cross-file to all reports. Entries should be 
sequentially numbered. 

o Upon completion of an Offense, :Miscellaneous Incident, 
Traffic Accident, Property, or Vehicle Report, the 
reporting officer should obtain an Incident Number 
from the dispatcher, who should maintain the Incident 
Ledger. A single consecutive series of numbers should 
be used for all of the above reports. . 

Multiple incidents arising from the same occur
rence require only one number. 

Incidents not falling in the categories specifi
cally listed should not be assigned a number 
from this Ledger. All numbered incidents re
quire completion of one or more of t~e listed 
reports. 

., Appropriate identifying information should be entered 
in the Incident Ledger. 

Incident Number. 

Date and time of occurrence. 

Type of occurrence. 

Location. 

Victim, if any. 

Officer reporting. 

Related reports under this Incident Number. 

9 Incident Numbers should be preceded by the last two 
digits of the current year (e.g., 76-1378). 

o Traffic Accident Report Numbers may be preceded by 
the letter "Til if desired (e.g., T-76-l379). 
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2. Radio Call Card 

\') The Radio Call Card should replace the Complaint 
Report. This form is a 3- by 5-inch premunber?d 
card used by the dispatcher to record all call~ 
for police services. It should also be completed 
by the dispatcher when. field personnel inform' the 
dispatcher of action initiated. 

Serves as a record of all incidents requlrlng 
the dispatch of a police unit and/or incidents 
initiated by the unit. 

Serves as a record of the location of a unit 
while the unit is out of seryice. 

Serves as a daily audit device to ensure com ... 
pletion of appropriate reports related to a 
particular incident. 

Serves as the basis for compiling the Daily 
Report. 

I) The Card should be designed to enable the dispatcher 
to record as much information as possible by check
ing appropriate boxes. Use of a timestamp machine 
to record times of receipt, dispatch, unit arrival, 
and completion expedites filling in the Card. 

Q Disposition of the call is not essential to comple
tion of the Radio Call Card. Disposition information 
is recorded in the Officer's Daily Activity Report. 

\') The Card should be filed numerically. 

This number is not cross-referenced to other 
numbers assig.\1ed to reports; its sole purpose 
is to facilitate filing and retrieval. 

~ Where volume is very low, the Incident Ledger may suf
fice, making Radio Call Cards unnecessary. If the two 
types of information are recorded on one form, care 
must be taken to ensure that Incident Numbers are as
signed to only those entries requiring reporting on 
one of the listed reports. 
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3. Daily Report 

III This replaces th.e Activity' Sheet. The :Daily ].ep')rt 
should be maintained at the dispatchers \ office as 
a running log of field act:iYities. Its primary- intent 
is to brief the Chief of Police and other personnel 
on matters of major interest. 

eI The Report, which covers' a 24-hour period, contains 
all incidents of police interest tnat occur during 
that period; filed ny date. ' 

Routine radio transmissions and minor matters 
are not included. 

The primary source of information is selected 
Radio Call Cards; however, incidents that should 
be included in the Daily Report but do not rou
tinely come to the attention of the person main
taining it must be reported for inclusion by the 
officer handling the incident. (For example, 
detective arrest or completion of an/Offense Re
port not resulting from a radio transmission). 

o Entry should include time of occurrence, type of occur
rence, location, officer or unit assigned, and disposi
tion. 

Disposition should be very brief (i.e., "Arrested 
2 -- Incident Number 76-1482" or "Robbery Report -
Incident Number 76-0511"). 

G All incidents of police interest for which an Incident 
Number and/or Arrest Number is used in reporting the 
occurrence should be identified in the Daily Report 
by including the number in the "Disposition" column. 

~ The Daily Report should be audited daily by dispatchers 
to ensure that all appropriate incidents have been 
formally reported and that proper reports have been 
completed and submitted. 

6> Where call volume is relatively low, the Incident Ledger 
and the Daily Report may also be combined. If these 
forms are combined, care must be taken to ensure that 
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Incident Numbers are assigned to only those entries 
requiring reporting on one of the listed reports. 

Offense Report 

Ii) The Offense Report should replace the present blank 
letterhead sheet no\V used for this purpose. It should 
be completed for all criminal offenses that come to 
the attention of the police (except those traffic vio
lations disposed of by means of a traffic citation) 
regardless of the value of property taken, extent of 
injury, or likelihood of successful prosecution. 

o An Incident Number should be assigned as des'cribed 
under Section 1. 

6 The original should be filed by Incident Number in 
the Primary File by the dispatcher. 

4) The number of a.dditional copies and distribution 
should be determined by Department needs, such as: 

Chief of Police -- Information. 

Detective Division -- Work copies. 

Arrest Package -- Attached to copy of related 
arrest report. 

Officer's Information File. 

G Related reports should be cross-referenced in the body 
of the report. 

~ Index Files (3 by 5. inches) 

Master Name File (Victim) -- Filed alphabetically. 
If a card is already on file, a ne\V incident re
quires only an entry on the same card. 

~ The existing Stolen-Recovered Bicycle Report is generally 
satisfactory but should be expanded to 8 1/2 by 11 inches 
in size; it should bear an Incident Number and be pro
cessed and filed in the same manner and along \oJith other 
reports. 
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Miscellaneous Incident Report 

o This report should replace the blank letterhead sheet 
and be used to report actions of officers or situa
tions not reported on Offence, Traffic Accident, 
Vehicle, or Property Reports. 

o The general purpose of this report is to officially 
report situations of importance to the Department 
for which no actual criminal violation is involved. 
For example: 

Injured person aided. 

Missing person. 

Animal destroyed. 

Dangerous excavation. 

Lost property reported. 

I 
9 An Incident Number should be assigned as described 

in Section 1. 

~ The original should be filed by Incident Number in 
the Primary File. 

o The number of additional copies and distribution 
should be determined by Department needs, as de
scribed in Section 4. 

G Index Files (3 by 5 inches) 

Master Name File -- Contains names of victim and/or 
.. person involved, filed alphabetically. If a card 

is already Oil file, anew incident requires only 
an entry on the'same card. 

Supplemental Report 

I) The Supplemental Report should be used: 

As a continuation for any other report. 

To add additional information to an incident re
ported previously. 
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7. 

To record progress of a continuing investi
gation. 

G The Supplemental Report should bear the same Incident 
Number and receive the same distribution as the 
original report. 

Attach to original report in files. 

f.j) Because of the Supplemental Report, changes to index 
cards prepared previously may be necessary. 

Traffic Accident Report 

€I The State Traffic Accident Report should be completed 
for all traffic accidents that occur on the highway 
(except those.with only very minor damage) and all 
private property accidents that involve death, injury, 
or a violation of la\'{o 

~ An Incident Number should be assigned aSI in Section 1. 

e The original should be filed by Incident Number in the 
Primary File. 

If separate filing of traffic accidents is deemed 
mandatory, a separate block of numbers from the 
Incident Ledger should be used in order to pre
serve the integrity of the numbering system. 

o The number of additional copies and distribution should 
be determined by Department needs, as described in 
Section 4. 

€I Index' Files 

Master Name File -- Contains names of parties to 
the accident and persons killed or injured, filed 
alphabetically. If a card is already on file, a 
new incident requires only an entry on the same 
card. 

Location File (Optional) -- Filed by street address 
or other identifying factors, by date. 

R-76-171 
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Property Report 

o The Property Report should be used to record all 
receipts of property into Department custody, except 
for prisoners' personal property: 

Evidence. 

Found property. 

Safekeeping. 

o An Incident Number should be assigned as described in 
Section 1. 

9 The original should be filed by Incident Number in the 
Primary File. 

o . The number of copies and distribution should be deter
mined by Department needs: 

One copy should accompany the property. 

Detective Division. 

Arrest Package -- If related to an arrest. 

Officer's Information File. 

9 Property should be d~scribed in related reports. 

o . Index Files (3 by 5 inches) 

Master Name File -- Contains names 
"booked to'I, filed alphabetically. 
is already on file, a new incident 
an entry on the same card. 

of persons 
If a card 

requires only 

o A receipt for property released should be attached to 
the Property Report. 

Property Ledger 

o This Ledger should replace the Stolen Property Recovery 
Report and be lnaintained to provide control of property; 
to a1low for swift, accurate inventory; and to serve as 
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10. 

a chronological cross-reference to property in 
Department custody. 

o Each item of property booked should be listed, and 
appropriate notations made about the Incident Number, 
Date Booked, Person Booked To, bin or shelf number 
used for storage, and details of release. 

All evidence should be booked to the arrestee, 
victim, or the finding officer, in that order. 
If the case involves only found property, the 
property should be booked to the actual finder~ , 

Arrest Report 

e This Report should replace the Arrest Record form and 
be used to record identifying information and arrest 
details of all persons taken into custody and booked. 
This report serves as permanent record of the officers' 
actions, arrestees' statements and actions, and other 
arrest details. I 

o All arrests should be entered in an Arrest Ledger by 
Department Arrest Number or by the Booking Number if 
a separate Booking Number is used for each arrest. 

The Booking Number should be listed in other 
related reports for cross-reference purposes. 

The Booking Number is used to identify the cur
rent arrest and is the arrestee's permanent num
ber. 

o The original should be filed in the arrestees' Arrest 
Packages along with photographs, fingerprints, and all 
other arrest-related documents. 

Arrest Packages should be kept in the dispatchers' 
office, filed alphabetically. 

Offense reports~ if any, should be attached. 

o Disposition information may be entered on the reverse 
side of the original report. 
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The number of additional copies and distribution should 
be determined by Department needs: 

Chief of Police. 

Detective Division. 

Officer· s Information File. 

o Index Files (3 by 5 inches) 

Master Name File -- Filed alphabetically.. If a . 
card is already in file, a new incident requi~es 
only an entry on the same card. 

c This system contemplates modification of the Arrest Card 
to serve 'as a single index card for all incidents. 

Arrest Ledger 

III This Ledger should replace the Booking Book and serve as 
the primary chronological record of all Departmental 
arrests. 

Should include date, time, charge, name, location 
of arrest, arresting officer, and disposition. 

Use of a separate Booking Number for each arrest 
is recommended. Each January 1, the numbering se
quence should start with number 1, followed by the 
last two digits of the year (e.g., the first arrest 
in 1977 would be 1-77, the second arrest would be 
2-77). This would provide a stable numbering system 
and, at the same time, would readily provide informa
tion. about the number of persons booked during the 
current year. The number should be cross-referenced 
in Department files to a permanent Department Arrest 
Number assigned by the dispatcher at the time of the 
first arrest. 

Q The Arrest Ledger should be kept in the Dispatchers· Office. 
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12. Uniform Traffic Citation 

13. 

14. 

This should be used for traffic offesnes other than 
those that involve physical arrest. 

The distribution should be as indicated by citation copies: 

Court. 

Violator. 

Officer's Copy -- Filed alphabetically by officer's 
name until trial is completed, then destr9yed. 

Department Citation File -- Filed alphabetically by 
violator's name for approxDnately 3 years, then de
stroyed. 

G State computer files of traffic violator histories generally 
make department files of such information time-consuming, 
limited in scope, and generally unnecess~ry. Therefore, 
such information should not be entered in arrest files or 
the Master Name File. In the event that efficient State 
computer service is unavailable, entry on the Master Name 
Card is a more satisfactory solution than creation of a 
separate file. 

Field Interview Report 

G A new Field Interview Report should be adopted. The 
form is a 3- by S-inch card that is used to report 
and identify, for possible future investigative pur
poses, suspicious persons against whom there is no 
specific charge or persons warned regarding certain 
prohibited conduct. 

a The card should be completed in duplicate: One copy 
filed alphabetically by name, one copy filed by loca
tion of interview. 

~ Because of the specific investigative purposes of this 
form, files separate and distinct from the Primary and 
Location Files would be desirable. 

Vehicle Report 

This Report should be used to report and identify stolen, 
recovered, and impounded vehicl~s. 

R-76-l7l 
A-ll 



£1 I 
L I 

r: I 
[. il 
(1 I 
[II. 

[: I 
[' I' 
J I 

~ .• ~ I 
[,' I 

, 15. 

An Incident Number should be obtained as described 
under Section 1. (Recovered vehicles should bear 
the stolen Incident Number, if stolen locally.) 

The original should be filed as follows: 

Stolen and/or Impounded Vehicles -- Filed by 
Incident Number in the Primary File. 

Recovered Vehicles -- If stolen locally, file 
attached to related stolen report, othenvise by 
Incident Number in the Primar)' File. 

o The number of additional copies and distribution should 
be determined by Department needs: 

Detective Division. 

Impound Garage. 

~ Index Files (3 by 5 inches) 

Master Name File -- Filed alphabeticahy by owner's 
name, include license number on card. If a card is 
already on file, a new incident requires only an 
entry on the same card. 

Stolen and Impounded Vehicle File 'Filed by license number. 

Officer's Daily Report 

o This report is vi tal ,to effective operations and, there
fore, should be completed by all field officers. It 
serves the following purposes: 

Contains details and dispositions of all activi
ties that occur during the tour of duty, including' 
those minor incidents that are not the subject of 
a formal report and are not included in the Daily 
Report or the Incident Ledger. 

Provides a record of the daily accomplishments of 
each officer for supervisory as well as statistical 
purposes. 

ProVides a source of data for manpower usage, budget" 
requests, response to public inquires, and the like. 
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16. 

17. 

18. 

Provides a. record for measurement of workload factors. 

Provides a safeguard for field personnel against un
just accusations. 

o The report should be filed by officer's name (after ex
traction of pertinent data for analysis purposes), by 
date. 

Supervisor's Daily Report (Optional) 

e If chosen, this. report should be completed by field super
visors. 

tJ The report contains a resume of duty tour activities con
cerning personnel and criminal matters, as well as other 
police problems. 

~ The report should be filed by supervisor's name, by date. 

Records Check Out I 

Q \~1en original records are removed from the file, they 
should be identified by substituting a brightly colored 
card of similar size that bears the following information: 

Incident Number. 

Officer. 

Date removed. 

PUl'pose. 

Date returned. 

Record clerk's initials (or number). 

Periodic Statistical Summary Report 

g This report should be prepared by the Planning and Train
ing Unit from tally sheet(s) and Officer's Daily Reports 
maintained on a daily basis. 

@ The report should be distributed to Chief of Police, Town 
officials, and Department supervisors. 
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19. 

20. 

s The Periodic Statistical Summary Reports should be 
used as a basis for the annual report. 

Warning Citation 

\11 The existing form should be completed in duplicate: 
One copy to violator; one copy filed by violator's 
name for 12 months, then destroyed. 

Parking Citation 

o The existing form should be completed in duplicate: 
One copy to violator, one copy to Town Clerk for pay
ment record. 

The present practice of paying parking fines to the 
dispatcher should be discontinued. Authorities gen
erally agree that police personnel should not be in
volved in accepting money for fines or bail. The 
office of the Tmm Clerk is more properly the location 
for the receipt or such monies. In the event that 
this recommendation is not implemented, then one copy 
of the citation should be filed in a "Pending File" 
by license number. When the citation is paid, the 
Department copy of the receipt should be attached to 
the citation and filed in a permanent file for 1 year, 
then destroyed. 
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