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In 19f)8 Congr~lss en~ted the Ominbus Crime Control and Safe 
Streets Act aut;norizing the establishm£.rtt of, the Law Enforcement 
Assistance Adlni\nistration. Since i"t1s irice~n L. E. A. A . ~.Jl9sc~(( " 

~l . .1/. <. ~::.~, 

spearheaded a national campaign to reduce the incidence of - ,II 

crime and deUnque'ncy and to modernize all aspects of the crim- 'ii 

inal justice ~,!rstem. Responding to its pbngressionalmandate ! 

to assist IbC~1 units of government in itnprov,ing artd strength
ening their lair enforcement capability, L.E.A.A. has supported 
a broad rangel1i1of,research projects aimed at creating the kno~,l
ledge and technical resources needed to respond more effec-
tively to t~e Crallenge" of crime and delinquency. " 

In 1972 I,.. E. A:~ A. commis sioned the National Clearinghouse' for 
Criminal Just~pe Planning and Archit'ecture to conduct a major 
research program ,in the area of police pro:gram development and 
facility design. The objective of this project was to formulate 
a comprehensive "set of guidelines that coula be used by poli~e 
administrators I arcqf~,ects I and others involved in t1W plannj,ng 
and de$J.gn of new programs and faciH~ttes for local and regional 
law enforcementc.1systems. \'0" 

o Ii 
c (' 

The Guideline s for fife Planning and De sign bf Police Programs '.I 

and Facilities is the result of eighteen months of intensive 
field research and review of the technical literature in the field 
of law enforcement _ bey the staff of the Nat;ion9~learitigh~use. 
An effo!;t has been made to identify the mc\st e'ffective sttategies 

~ ~~ 
cUITently employed b'y police organizations throughout .'i:t,le (? 

United States ap.d to integrate these operahonal and fa61lity 
concepts into a single document. \ -,:', 

One of the principal methods used=l:)y the P~Oj ectst)~:f,I§::\in 0 pur
suing this objective has been to consultwJ~\h police administra-

6tors and line officers who have had practicaJ experience in the 
\') de\1elopmen't, and implementation of in~pvativ;e progrq,ms. Prob- '® 

lems that are commonly enCOU[Ltereti' in condctcting various po-
!' lice operations and in the designing .ofpo1ic~~ Iacilit'l~swere' 

> ,,' tr 1\.,.' " 

S1nalyze,d and alternative solutions developed\'. Based on insight,p 
obtained during the field research ,phase of trle project, 1m...; 
15roved methods for implementin~ laWh9tlforceri~ent progr~s and 
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\\ designing a variet~ of police facilities were developed and 
translated into guideline statements .1) 

The plan.ning guidance presented in the Guidelines reflects the 
changing character of police operations in the United States. 
Four basic features of contemporary law enforcement have been 
given particular emphasis throughout the document. The first 
of these is the emergence of a higher degree I\of integration 
between police departments and other elements in the criminal 

o ' 
justiqe system. Throughou.t the United States the law enforce-
ment/Judicial, and correctional units are moving steadily t9-::
wa. rd a higher degree of coordination. This trend is resulti.z:rg'l. 

,~.) II . 

in the modification of many stafidard police procedure s. It ha s 
also neces'sitate,o. changes in some of the basic architectural 
conc'epts that have traditionally been used in the design of po-

l'lice facilities. ' 

. A. s'econd characteristic of contemporary law enforcement that 
has greatly influenced the development of the Guidelines is 
the current emphasis on closey cooperation between police de
partments 'andthe people who 11/\7e and work in the communities 
they serve. c;'(."fheimportance of encouraging greater citizen in-

" volvement izrcombatingcrime and delinquency has been widely 
;\ ..,: 

recognized by police administrators. Consequently, "police 
.,,",departnfents are devo1;ing an in.creasing amount of their resources 

to publi(t educad-on and to the task of advising, private citizens ~, 
concerning ways they can more ,effectively reduce opportunities 
for cdme and delinquency in'their community." This emphasis 
has res.ulted in a reversal in earlier trends toward greater cen
trali,zation in law enforcement operations • The requirement to 

o develop greater rapport benAJeen citizens an.d the police and to 
provide more a'ctive leadership at the comm'!lnity level has led 

\ to the "modification of many J?olice programs and to the develop-
''''~'\ ment of new operational strategies. It has also resulteJ] in an 

,wareness wlthin the law enforcement community of the need 
, f\1f facilities' that are signi£icantly diffe~ent from those that 

have been constructed in the past',. . 
, \...) 

r::. A ;third emphasis in modern law enforcement that has .strongly 
1!::tfluencefl the development of the Guidelines is the desire to 
provide greater opportunities for professional development on 

" the part of pareer police officers • A trendt,owardgranting 
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greater autonomy and a wider range of responsibilities to the 
officer in the field is noW well established,!in American law 
enforcement. This approach is based on the premise that po
lice officers' will be increasingly well educated·and that they 
will be better trained to respond to a broad range of complex 
law enforcement problems in the community. They will be 

"., (I'-' (,. ~ 

more familiar with the technical resourCes available in'the 
police department and in other public senric(3cagencies and 
will be able to betterutllize these z;es,ourcesas they are re,
quir'ed. It is also assumed that increased emphasis will be 
given to providing a greatly 'expanded program 9f in-service 
training for all polideofficers. This feature of contemporary 

, ' 0;0-" 'J. ,,~, 

police practice has far reaching implications for th.9 deVelop-
ment of operational policies. It also results in the' need to 
incorporate libraries I classrooms I and other facility compon~nts 
into the building9 used by police departments. "r 

~ 
~! 

Finally I the character of modern.law enforcement is b~ing rap-
idly transforml3d by an increasing utilization of more sophisti
cated technology au.d methods. A commitment on the part of 
police departments throughout the country to employ more 
electronic anli scientific hardware in support of field operations 
is readily apparent. Police departments are also adopting 
many of the techniques of conflict"management and human rela
tions thaCt have beem produced by the behavionH sciences. As 
these technicalo resources are developed by.local police depart
ments manychanges are "taking place in the natur~ of their 
policies and procedures. ,.\Facilities that are designed to sup- . 
port police operations based on the utilIzation of electronic' 
and scientific equipment will differ in many respects from " 
tradltional l.police architecture., 

" Ii 
While cQnducting the research required for this project andr] 

, • (,' " ,,~. -: >:" '. • 

preparing the tI1aterials that ha,?~ been included in the Guide-
lines I members of the NationSll ClearinghOUse staff have main
tained close 'contact with the National Advisory Commission 
on Criminal" Justice Standards and Goals. Every effort was 

, -,' ~;\ .. \\ . 
made to incorporate programaI].d architectural conce'pts that 
are consistentw'ith the recommendations of the CommissioI\. 

.0. Mapy parts, of the' Guidelines a~e' essentially elabora~,ions of 
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the standards and goals contained in the report Qf the.< Commis-
sion. 1 « < (') • 

As <the architectural and program concepts presented in this 
, d,ocument are adopted by police administrators, architects, 

urban planners, and others involved'in the law enforcement 
planning process it is hoped that they will share their experi
ences with the staff of the National Clearinghouse. It will be 
our responsibility to periodically revise the Guidelines and to 

~;issue advisory bulletins based on the experience of police de
" PClrtments and planning agencies that have implemented the 

recommendations contained ilj this document. The Guidelines 
are issued in a loose leaf binder in order to facilitate the in
corporation of new materials as theybecome availabl~. 

Urbana ;"'Illinois 
Optober 1973 

B.H.J. 
K.L.P. 
R.H.L. 
E.W.L . 

. R.L.G. 
B.L.H. 

,....<-.:;.------I!.j':.<-~---

,~"'. National Ad"isory Commission on Criminal Justice Stand
d~'ards and Goals. A National Strategy to Reduce Crim~'. Wash~ng

ton, D. C.: National Criminal Justice Reference Service, U.S'~ 
Department of Justice", L.E.A.A., 1973. « 
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INTRODUCTION 

With the growing complexity and technical sophistication of 
police operations, the need for more thorough long-range plan
ning has become increasingly acute. Concern with the prob
lems of crime and delinquency has resulted in demands for a 
broader range of law enforcement services in communities 
throughout the United States. An adequate response to these 
expectations has proven particularly difficult in .small towns 
and rural areCis in Which the resources available to local law 
enforcement agencies are often quite limited. One of the 
major objectives of this document is to provide practiqal guid
ance for police administrators and planners who are attempting 
t? ,?pqrade, the quality o~ law enforcen:ent programs' an,d facH¥\, 
tIes. PartlCular ;,emphasIs has been gIven to the specIal P{3]j,· 
1ems facing police agencies in smaller communities and 
sparsely populated areas. \, 

The ntaterials presented in the Guidelines are primarily intended 
to be us ed by interdepartmental planning agencies engaged 
in the development of program and ff.i.cility master plans for 
metropolitan or multi-county law. enforcement systems. Oper
ational arid facility resources that can be shared by a number 
of autonomous agencies have been carefully differentiated from 
those.that s,hould be ,developed and maintained at the community 
level. For example, full-service photographic laboratories and 
electroni9 data processing systemE! are presented op, a scale 
that would be appropriate.to larger law enforcement systems. 
Guidelines for the development of most crime prevention and> 
lnves,tigation programsc.aredescribed,ln a ma:nner that assumes 
implementation at the community level. 

" 
It is recognized that,.much of the operational and facility plan-
ning in the field of law eI1forcement will continue to be carried 
out at the level of the relatively small independent police 
organization. For this reason, many of the program qnd archi':'" 
tectural concepts present8::d in the G,uidelines""were specifically 
developed to be used by facility planning comthittees and poliry(;3 
administrators in small and medium",:sized cities. \, 
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In recent years! the issues related to odranizational consQlida·· 

t·, ' 
tlon and inter-agency cooperation have Qieen widely discussed. 

, 'i 
Many spokE;!smen have advocated the aba,\.ndonment of small lo-
cally based l?olice agencies in favor of consolidated organi;2:a
tions serving relatively large populations. It is argued that 
only in this way can inefficiencies be eliminated and the quality 
of police services in small towns and rural areas upgraded. 
Others have strongly defended the merits of the small community 
pased police agency • The advantages of local ,control and greater 
pubUc support are seen as compelling reasons for continuing to 
retaln law enforcement agencies at the local level. This is, of 
course, a complex issue that must ultimately be resolved in 
each locality. 

In preparing the materials presented in the Guidelines, an effort 
was made to distinguish between two basically different types 
of law enforcement 'programs. The first category consists of 
operatJ..ons that irivolve a high degree of contact between the in
diyidua'-l'police officer and,.;the public. Field service programs 
such as traffic accident investigation and crime prevention 
activities are included in this category. The second category 
includes administrative and technical programs that involve rela
tively little direct contact with the, public but which are essential 
to the maintenance of a highly effective law enforcement capability .. 
Many of the programs:. in this second group are extremely costly to 
establi2~h and sustain. They often require expE;:lnsive electronic 
and sci~ntific hardware and the services of highly t,rained tech
nicians. Crime analysis and criminal identification units are ex
amples of programs in this category. 

The position reflected in the Guidelines is that most field service 
,;2fograms can be most effectively conducted by teams of c0JJ:\ffiunity 
based police officers. In order to insure a high level of public 
support, citizens must be encouraged to be actively involved 
in determining the quality and cha!"acter of police field operations 

,that will be conducted .in their communities. Thus, the develop
'ment and maintenance of community based police programs and 
facilities is emphasized. In all probability I most problems re-

.'1 ' 

quiring the intervention of the police can by satisfactorily re..' 
solved at the community level by locally based officers,. 
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Introduction 
Staff and auxiliary programs, on the other hand, tend to present 
a significantly different set of problems. Because of the costs 
involved in many programs of this nature, relatively few police 
departments in the United Stat~s have been able to success
fully establish and maintain them. Therefore, it would appear 
that, in most areas th~ development of 8ffective sta~f and aux
iliary programs will be dependent on a high degree of coopera
tion between police departments serving neighboring communi
ties. 

Facilities that are compatible with the operational requirements 
and overall objectives of a police department must be developed 
in response to a set Qf.,carefully formulated program specifi
cations. Sound facilj:\;~ planning cannot be successfully exe
cuted until the objectives and scope of each program has been 
specified in considerable detail. The present and future scale 
of each program together with the personnel and equipment 
that will be needed must be determined before a functional 
facility deSign can be developed. Every component in a police 

~ Q 

building should be designed to provide an oPtimal setting for the 
programs that are to be conducted in that part of the building. 
For this reason, progra~ development has been given priority 
over facility design considerations throughout the Guidelines. 

v 

The document is intended to provide a basis for dialogue between;-t7 
pollce planners and architects as they work t'Ocreate optimal ' 
facility arrangements for a variety of law enforcement operations~ 

The Guidelines has been divided into eight major sections, each 
dealing with a ,different aspect of the law enforcement planning 
process. Together these sections comprise a comprehensive 
strategy for the development of programs and facilities. 

Section A: Successful !?lanning in the fi~ld of law enforcement 
is contingent upon the availability of accurate descriptive data. 
Therefore r the first section of the Guidelines f,pcuses on'the 
data collection process. This material is placed at the beginning, 
of the docum~nt in order to emphasize the priority that should (pe 
assigned to this phase of the planning proqess.A solid base of 
detailed information related to past and present operations and 
demands for polIce service is required for the development of c 
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accurate projections of future oper.ationallevels. In order to as
sist police planners in the process of obtaining the data needed 
to evaluate current programs and in the preparation of personnel 
projections I a series of basic survey's is presented in Section A. 
These survey instruments deal with various aspects of law enforce
ment operations as well as With the' availability of alternative re
sources in the areas served by the departments or agencies in
volved in the planning process •. 

Section B: Procedures for analyzing various types of data and 
translating this information into program and facility master plans 
are pres~nted in Section B of the Guidelines. This section outlines 
a basic strategy for assessing current opera.tions and identifying 
,trends that may affect future demands for police services. 

A set of basic ideals I or guiding principles, is essential to effec
tive law enforcement planning. Carefully developed/planning ". 
principfes will provide the criteria needed to evaluate alternative 
courses of action. In order to assist law enforcement planners 
in the formulation of such criteria I a group of general planning 
principles are discussed in the second part of Section B. 

SectionC: A police program is any continuing operation con
ducted by a law enforcement agency for the. purpose of achieving 
one or more of its organizational goals. It is customary to di-
~e police programs into three basic categories. "Staff programs" 
in<:>~e those operations that are needed to maintain organiza
tional~~ability and to enable a police department to respond tc) 
chang~itsenvironment. Recruitment and planning are both 
exaJfuPles of this type of program •. A second category of police 
operations are referred to as "auxiliary progrq.ms ." Included in 
this group ar'e dispatching, criminal identification I and other 
programs that involve the immediate delivery of police services 
to the public are termed "field'programs." Crime scene investi
gation and air suveillance patrols are examples of this third 
category of police operations. 

Section C of the Guidelines contains summary statements de
scribing a broad range of basic law enforcement programs. The 
material presented in this section is intended to be used in the 
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process of operational planning. At the conclusion of each 
program statement a list of references has been included that 

" VV'il1 be helpful to those who wish to conduct further research. 

It is recommended that facility planning be preceded bYJthe de
velopment of detailed program proj ections. In order tb deter .... 
mine the scale and a,rchitectural charadter of police facilities, 
a planning grol,lp should have a clear understanding of the opera
tions that wHI be conducted in the proposed building or build
ings. The intrqduction of new programs and tlie modification 'or 
elimination of existing operations are major sources of facility 
inadequacy. Therefore, the material contained in Section C is 
intended to assist law enforcement planners in anticipating 

" future facility requirements. 

Section D: The fourth major section of the GUidelines focuses on 
issues and options related to the faCility planning process. " 
A number of basic architectural concepts are discussed at length 
in the first part of Section D. Each of these concepts will have 
an important bearing on the architectural character and design" 
of a law enforcement facility. 

<,' t, \" 

The principal aim of this section is to assist police facility plan-, 
ning groups and architects in igentifying the critical 'lS;sues,that () 
mustobe resolved during the planning and design process. Section 

-~- 0 

D is also intended to provide guidance for the developing of 
design specifications for various components that might be in
corporated into a police facility complex. 

The second part of Section D presents a detailed discussion of 
five general types of law enforcement far<'Yities. Each of these 
prototypes is described in terms of the f'ti.0ptional relationships' 
that should exist among the variqus components that might be 
included in the building ~ SpeCial considerations_ related to the 
location, scale I security, and architectural character of each 
of these facility typesjiirealso discussed in detail. 

Section D concludes with a graphi;c~:~~p¥ion of"'facilitY'o.net'"!-'-._,,-, 
worKs that might be developed to support law enforcement systems 
in four different geographic settings. 
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Section E: Section E contains supplemental materials related to 
the programs discussed in previous parts of the Guidelines. 

,~ Specific iternsof furniture and equipment that are recommended 
''',,- ,l\\ for ~efn. donjunction.w~th various police operations are graph-
. ",' '" ically presented. 

o ~~ 

'-',~"'-=, ~",!:,~~e chief purpose of this section is to assist planners in deter-
.. rotting design specifications for furniture and equipment needed 

II 
& 

, <J. 

" -to s~por(projected operations. Special emphasis has been given 
't6'{tem~ «f f~!\!nitureandequipment that have not traditionally 
beef,t utilh:~g~in American law enforcement operations. 

SectionF: ~~ sixth major subdivision of the Guid,elines is 
devoted to desl'gn alternatives for various components of a po-
lice facility complex. A range of arphitectural alternatives is 
presented for each major operational area. It is not intended that 
"any of these design solutions will be adopted in the exact form 
ih which they ar.e pres ented in the Guidelines. Rather I they 
are to be used as source materials by architects and engineers. 

00' 

In addition to the architectural drawings I Section F includes a 
"number of design specification statements. Thi~ mat~rial is " 
included for use by facUity planning groups and ~~chitkcts 
in determining the most desirable features to be lr~codlorated 

.' into each area ofa police building. All of the g£apl1!i materials 
in this part of the Guidelines have been cross-referenced with 
program and facility statements that appear elsewhere in the 
book: 0 

. '::-~ Section G: Architectural details pertajning to the 6perational 
components of a police fapility are graphically presented in 
Section G ,of the Guidelines. Each draw~ng is accompanied by 

o 

a brief caption giving a verbal descripti6n of the more important 
architectural features that should be incbrporated into that com
ponent. Ma'teilals found in Section (G nave been cross-referenced 
with theapproprfa:te parts of the preceding sections of the Guide
lines. In sO!f1e cases I drawings included in this part ofFne book, 
are adapted directly from schematic designs in Section F. When 

\" I! .' 

this is 'the case I the corresponding page in Section F is indi-
cated in~the accompanying caption. \l ' 
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S.ection H: The final sectt,on of the Guidelines is concerned 
YJ'ith the fiscal issues related to program and facility planning 
processes. A series of formats that can be used for developing 
budget pro) ections is presented. The materials in thts secti~ 
are designed to assist law enforcement planners in the final '\I 

stages of a program and facility·"'planning process. 0 In addition 
to guidance for use in the develo~~t of specific program 
Dudgets I Section H also includes guiCielines for the preparation 
of construction budgets.' " 

The mqtex;ials presented in these eight sections of the Guide
lines:f-epresent a "total systems II approach to the problems of 
law enforcement planning. Taken as' a whole, the docum@nt" 

o 0 

provides detailed guidance to be used at ,aU stages of a" 
comprehensive planning process. However I the various· se,c-/ . . 
tions of the book can be"reatlily adapted to the needs of p~an ... 
ning projects that are more limited· in 0 their scope. The Guide
lines is intended to be used as a source book for the'design 
and implemeI1tation of specific police programs as well as 

( bB those who are engaged in the development of master plans 
,\ fot" large scale operational and,.facility networks. 
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Operational plannir,~g and evaluadon is 
given a high priority in all effective law ,.c 
enforcement agencies. r. Ongoing programs . 

i\;-. must be continually monitored in order 
",",..;-.-.i. .c"v 

to determine their effectiveness in 
" 

achieving the goals for which 'they were ,e 

originally established. Succes£?ful plan;" 
ning and evaluation is heavily dependent 
upon the avai~ability of acc'!}rate, up-to
date information concerning each of the 
programs in which ·the agency is engaged. 
In order to determine the needoto modify () 
existing operations or to develop alterna-
tive programs a police planning unit must 
continually gather and analyze a wide 
vadety of data. 

", 

" 

The nEled to assess currsl1t operations alld ) 
to develop accurate projections of the 

\, fu nature a.;nd scale of ture programs be-
\\ comes p~;cticularly acute'whenever new 

facility arrangements are under donsidera
tiona Qneof the principal flaws commonly 
found in the design of ,police facilities 
in the Unj.ted States is the failure to PfO-,: 
vide adequate work areas fOTconducting" 
departmental programs. Facilities that 
were ~dequate at the time they were COI;- ' 

<structJd may rapidly become overcrowded 
and obsolete'through the expansion of 
existing progljams or the development of 
neW operations witQin the department. 
Problems of this nature can often be . ~ 

9,voi~ed if a thorough review an4 an~lysis 
of all operations is conducted prior to the 
p~sign,°phase of the facility plan~ng 
proce~s. 0 /" 
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In order to accurately determine present 
and future facility requirements it is, 
necessary first to specify the programs 
and operations that .will be conducted in 
those facilities. W"henever possible, 
decisions to eliminate or significantly 
modify existing programs should be 
made during the pte-architectural phase 

'-:;:0 
of the planning process. Thus, each 

" program must be carefully evaluated and 
a ' decision made concerning whether or 
not 1i!' is to be continued in its present 

o 

'- form. The current Ie vel of operation for 
each program must also be me<:lsured . 
al}d all effort made to determine future 
de¢ands for that particular type of 
service. Evaluation of departmental 
operations and the development of 
realistic proj ections is dependent on the 
availability of program specific data. 

Another type of decision that may gr:eatly 
affect the design of police facilities 
concerns I,the degree of operational 
autonomy that a department wishes to 
maintain. tf, for example, it is " 
d'fl~t~rmined that more efficient photo
graph,~c services can be achieved by 
developing this program in cooperatiorL.. 
with other agencies I it may not be..' ' 
necessary to include a darkroom and 
photo processing area in the proposed 
fa9ility. If, on the other hand" it is 
decided that several police departments 
will be using the photo lab in the new 
building I it may be necessary to plan 
for a work area that is considerably 
larger than the one the departCmentJs 
presently using. The feasibility of 
interdepartmental cooperation should b,e 
considered in relation to each major 
program. 

o 
This section of the Guidelines contains 
a series of survey instruments that have 
been developed to assist law enforce
,Jnent planners in gathering the data that 

e,l 
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o 
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.will be rEj!quired to accompli\h the tasks 
. -outlined above. ,EacH of the )survey"s. 

focuses (?,n a different type.1t in~ormation •. 
Some are' concerned ~ith thefmeasurem'Emt 
of past and present demands:.;for various 

~: co. a 
kinds of police service. Others deal with" 

o the problem of identifying potential de- Q 

" mands for service. 
D 

Several of the surveys included in this 
section are designed to provide an inven
tory of resources available to assist a 
police department in conducting its 
operations". Three types of resources, are 
considered." 

• Departmental Resources: 
Personnel, equf.pm@.nt and fac11i

\. ties avaJlable withi~ th~ agency' •. 

• Law Enforcement Resources: 
Personnel, equipment, facilitie§ t :ij 

and services':gvailable from other 
'police agencie s in the planning 
area. 

• Health and Welfare Resources: 
Services profJicied by non-law en
forcement agencies that are re-

" ... \ 
lated tp ~,existing and proposed 
police programs • 

. " Availability of this type of information C 

will be invaluable to the police planner 
as he ~eeks to determine the gener,.alQ 

facility reqUirements for present 'and ""'
future operations.. (The details ofOthe 
facility planning, proce~s are presented in 

" .. ' Section D.)' >.'. 
As noted above, th~ gathering and analysis CIJ 
of data is a routine function in most modern:~ >
"law enjorcementagencies. Many smaller Q -

dep~rtments that i~the p~st have lacked, ' ____ ~_,~ 0 

adequate planning resources are now join;" -
ing together with other departments to ._ 

"develop this capabiUty. " However, in _ 
cOIiducting;, a thoroughrev!ewof existfug -fI)" 
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programs and of available resources, it is 
often desirable to use the services of a 
professional organizational analyst. 
seve~.;LQ.~r~anizations provide technical 
serv~~s t2 supplement the :vorkof ~aw " 
enforce'i1itmt planning units m this fleld.' 

In most cases it will be necessary to 
adapt tlie surveys contained in this. sec
tion to meet the needs of a particular 
planning context. It is not intended that 
the surveys found on the following pageS 
be used in the exact form in which they 
appear. Rather, they are designed to 
serve as models in the development of 
surveys to be used for operational anal¥,sis 
and planning. 

Much of the data required to complete the 
survey forms recommended iri"this section 
may be available in the official records 
maint9-,ined by the departments involved 
in the. 'planning pteces s. Municipal and 
regional planning offices may also be able 
to',provide much of the information needed 
to comple,te these forms. However, in 
some cases j.t will be necessary to engage 
in original research activity in order to 
develop the data base required for sound 
planning. (It is strongly recommended 
that a planning unit devote considerable 
time anq effort to data gathering activity 
during the., initial stage of the facility 
plannlng process. 

'l'he survey instruments included in this 
section are intended to' assist law' enforce
ment planp.ing groups in collecting the 
data ne6;ded to accomplish the following 
tasks:, . 7 

,{~.~\:fJ 

• Accurate description of current 
r:· 0 

Ii programs and operations conducted., 
. . 4 
by the department. 

• 
o 

• 

• 
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• Assessment of programs and 
operational strategies. 

• Preparation of accurate pro
jections of future demands for 
police services based on 
established trends in the depart
ment and the community. 

• Determination of alternative 
approaches to the delivery of 
police services. 

• Determination of the optimal size 
and character of the operational 
units that will use future police 
facilities. 
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POLICE PERSONNEL BURVEY'" 

1\ ~ 

The objective of this type of survey is to 
assist planners in the development of 
personnel proj ections • A -personnel in
ventory should include all civilians and 
sworn officers em'ployed by the agenoy or 
agencies involved in the planning process. 
Itls essential that part-tim~ or seasonal 
employees also be included in a staff. \ 

Ii 
surve y of this nature. 

In the event that two or,more police de
partments are engaged in a j oint planning 
process I separate personnel inventories 
should be conducted by each agency. 
When the individual departments have 
completed their surv~ys of past" and pres
ent staff profiles a ma~ter staff~_ng chart 
can be constructed • 

.. -:==- =Projections of future personnel require
ments l should be based on a careful re
view of the operat!ons of each indivl.,dual 
program area. It is generally recommended 
that oPerational analysis and plaqning'be 
conducted on the ba sis of programs rather 
than conventional organizational units. 
(SEl-53 sectionC of the Guidelines for a 
discussion of the relative merits of pro
gram vs. operational unit planning.) -, . " ) 

Personnel proj ections are a critical 
. element in all program and facility plan
ning. An effort should be made during the 
p~e-architectural phase of the facility 
planning process to accurately determine 
the personnel requirements for . all depart
ment operations •. Projections for .perSon
nel engaged in technical and admlnistra:
tive programs should extend to fifteen 

C> o 
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years beyond the date of initial.·occupancy 
of a proposed facility. Personnel projec
tions for field service programs should be 
developed for ten years beyond the expec
ted date of occupancy. 

The survey formats presented on the 
followingr,pages are intended to be adapted 
to the planning needs of the user. Because 
of differences in nomenclature and organi
zational structure it will g~,nerally be 
necessary for planners to develop personnel 
inventory formats based on the terminology 
used by the department or departments in-' 
volved in the planning process. 

,~--------l--------~ ____________ ~ ______ ~ ____ ~ ______ ~~~O ______ -J 
(J 

• 

• 



• POLICE PERSONNEL SUR\TEY 

1. Indicate the usual number of police personnel of each rank employed by 
the department in the calendar year spe~~fied. 

Chief of,Po1ice 

Assistant (Deputy) Chief 

Inspector 

Major 

Captain 

~tieu tena"nt 

Sergeant 

Detective 

Patrolman 

Other (specify) 

,"-. 'Police J>ersonne1, 
~, 

'\. 

TOTAL: 

!/ 0 

.. . - -=-~::,::-~ 

POLICE pgRSONN¥L 
IN 

II, 

.r; 

I) 

Present 
Year" 
12-

--o 

D. 

,Q 

o 
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2. Indicate the usual numh~r of civilian personnel of each classification 
emp,loyed by the departm:ent~ in t,he specified~alendar year. 

yJ 
I ',. . ~ CLASSIFICATION 
~ 

Administrative aide 
Accountant 
Medi~al te~hnician 
laboratory technician 

Chaplain 
Clerk-typist 
Clerk-stenographer 
Connnunica tionsclerk" 

(radio dispatcher) 
Forensic scientist 

"CIVILlAN PERSONNEL 
IN 

, 
'\-_. 

Police records (statistics) clerk\. __ ' _ 

Police cadet 

Data processing technician 
(includes keypl1nch operator) 

Personnel clerk 

Payroll clerk 

Automative'tnaintenance 

Radio technician,..repairnJ1h 

Arms repairman 
Building maintenance 

Cook 

School crossing guard 

Other '"'(Specify) 

~; r: 

----~~~~------------------~. il r::..,) II 

Civilian Personnel, TOTAL: 

All Personnel, GRAND TOTAL: 

II 
II 
,I 

II 

~)--

Present" 
Year 
12-

{i 

'-"--

• {/ 

o 

• 

• 
o 
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3. Indicate the usual number of personnel (both police and civilian) 
assigned to each of the followirtg job classifications in ,the sp~cifiec':l 
calendar year. 

" 

JOB CLASSIFICATION 

I. Administrati~e Services' 

,-' 0 Supervisory 
G () 

,;oJ Accounting and payroll 

Secretarial and trPing 

Personnel 

Community relations' 

Public iUfol."'mation 

" Internal affairs (e.g., 
complaints against 
polic~, etc.) 

Other (Speaify) 

~~'----------------~~ 

Administrative Services Staff~ 
Subtotal: 

" ---

£-1 ,,-

Present 
Year 
.!L 

'---

A 
0" Q 

o co 

:'1) 

":;l ".~ 

o 

a 
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JOB CLASSIFlCA~IO~ F 
r:r-----r 

II. Technical Services 

Records and statistical 
(,,I compila tion 

Identification (finger~ . 

POLICE AND CIVILIAN PE&~ONNEL 
IN 

( 
,:~ 

prints, .wanted p,ersons) 

COmInun~~ationsliand dispatching 

Crime lahoratory 

Legal advisory 

" Court liaison 

Training and curriculum 
development j 

\1 
II 

Building maintenance 

Supply procurement 

Vehicle maintenance 

Firearms repair 

Other (Specify) 

Technical 'servic~s Staff, 
Subtotal: 

,-

:i ,~.. ,) I 

U 

, \') '. 
. . 

Present 
Year 
"ll-

--;7' 
I. 

,.p:.: .... " .. .... c;'k:. '["~~ 

., . (.~-' --------c----" .--______ ~\\l.-~,~-----------------..,....--.-..;. ....... ..J 
"'"-, 

',! 

• 

• 
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JOB CLASSIFICATION 

III. Field Services 

0 

Detective Division 

Patrol Operations: 
1st Watch 

2nd Watch 

3rd Watch 

4th Watch 

Specialized Divisions: 
Narcotics 

D 
Vice 

Juvenile 

Other ~Sp€;aifY) 

~=, () 
,,-

-',,, 

Traf.fic Divisiotlt 
n 

Traffic viola.tions 
and acc;i.dents(b 

" 

Parking enforc~9nt 

POLICE AND CIVI~ PERSONNEL 
, IN~ 

1960 1970 

c; 

'" 

Driver' §' license a.'\Ca~ination ' 

Traffic saf~ty education C i 

" 
o 

School crossing' 

Other (Speaify) 
__ ...;.......:.-___ ..,.-__ 0 0 ,fi 

.'~;, I} 

" Field Services Staff,subtotal: 

Ui:J ,i 
;? 

,II 

I;:, 

,--c, 

," 

= 

\ 

~ Present 
Year 

~ 

_, __ if 

-0-' 

,i 

A 
3.6 D 
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J9B CLASSIFICATION 

IV. " Custodial Service 

POLICE AND CIVILIAN PERSONNEL 
IN 

Correctional officers (ma1~) 

Correctional officers (f~male). 

Cooks 

Other (Specify) 

Custodial Service Staff~ Subtotal: 

, 
A:.U Personne+, GRAND TOTAL: 

Ratio of 'Sworn Offi~ers to Total Population " . 

1960 1970 

~resent 
Year 
1L. 

" 

P'resent 

_: .1,000 ,1,000 : 1 000 
--~ 

Ratio of' Sworn Officers to Total Area Served 
,~, 

1960 1970 Present 

10 sq. tlrl.1es 10 sq. miles 10 sq. miles 

c = 
~ 

'-"~---::-"(.,:--. ------------------~-----....:-,-__ ....J 
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SURVEY OF 
LAW ENFORCEMENT RESOURCES 

, " 

~ 
Many of the staff and auxiliary programs 
that are required to support modern law 
enforcement operations involve the 
utilization of cost'l y equipment and 11!ghly 
Skilled technicians. For this reaso~( 
small and medium-sized departments may 
find it impossible to develop and triaintain 
operations of this nature. In order to pro
vide adequate technical support services 
for personnel in the fi,el~ many law' en
forcement agencies are joining tq.-~ether 
with other agencies to develop sta# and 
auxiliary' programs. Therefore I it ls 
recommended that a comprehensive survey 
of law enforcement resources in the area 
be conducted as part of program and 
facility pla1J~ing. 

A survey of this nature can be tl:i:e first 
step tow,fjrd interagency planning for " 
the development of common or shqred ~ 
resources. Agreemellt between agencies 
to "jointly develop technical support re
sources often results in substantial sav- '> 

, ings for all of the departments involved. 
l'a major objectlve of the pl"ogram and 
facility planning process should be to 
avoid the needless Buplication of techni-" 0 

cal resources. o a 

A 
4.0 

a 

,) 0 0 

"Mutual agJeements between departments .......... 
to share in the develbpment of new pro- ' ..... 
grams and <facUities can ;havefar reaching .,' 

-;;.' 

implications {Or the design of a p.ew .. ., 
building. 0 For example, a criIneani3lysis ........"', I;, 

unit supportif!.9' cfsingle department will ' ~ 
generally require significantiy le~s .. 
operational space than a unit providing " 
services, to a' number of separate depart,,"" 
roents., The feasibility of shared resource's ... 

(~ ., D 0 ~, . 
~ _____ .:...-_____________________ C) ________ ....... "'-",,- e

,
,' 

- c ~, ~ 
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should always be explored dur~pg any 
maj or planning program. 

The <,survey 60rmat presented on the follow,":: 
ing pag(~;s.)s nof intended to be used in the 
e:kact 4t;)rm in which it now appears. 
Rather iJ' it should bEJ adapted to. meet the 
specifjk:: requirements of the using agency. 
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o ~~' __________ ~---------------------------------------------------C ,,~ 
• SURVEY' OF LAW ENFORCEMENT RESOURCES ,~~ : .4. 2 

( 
1/ 

• 

• 

1. Name of law enforcement agency: 

2.. Address: 

3. For each of .the law"enforcement resources listed below; indicate whether c 

or not your department has the resource and whether your department would 
be able to share the use of the resource with another law enforcement 
agency if it were needed. 

Shared Use Do Not Have 
LAW K.NFORCEMENT RESOURCE 

Shared Use 
Possible Not Feasible This Resource 

a. 

b. 
c .• 

d. 
e. 

f. 

g. 

h. 

i. 

j. 

Q 

Property storage • • .. • • • • • .. 1 

Legal advisor • • • • .. • • •• 1 
L~w enforcement planning unit • • .. 1 

Photographic processing .. • • • .. • 1 
Vehicle and equipment maintenance 1 

Laboratory facilities • 

DetentiDn fa~i1ities ••• 
· ~ .. . 1 

· • 1 

Data ~t~~age and retrieval (crimi
nal identification) .. • • • • • • 1 

Training facilities: 
Ii 
Classrooms • .. .. • .. • 1 

... ,·1 
1 

Firing Range "'. .. • • • 
Videotaping st~dio •• 
Outdoor training areas . . . 1 

Helicopter or.pther aircraft I. . . 1 

':1
2 

2 

" 2 

2 

20 

2 

2 

2 

2 
2 

72 

2 

2 

'0 

3 

3 

3 

3 

3 

3 

3 

3 

3 
3 
3 
a 
3 

c· 

Co 

o 

k. 

1. 

Polygraph • .. • •• • • 

Firearms identification 

.. . • • 1 :; 

• . • . 1 

2 

2 

3 

3 

.. / ... ;/ .... "!""jl ~ .. , 

(~/' 
m. Fingerprint analysis ... • • • • • 1 

II-
) 2 3 

2' 3 
() " 

Dcicument identification .. • • ~ • • 1 n.' 

2 

2 
\ 
3 

1 
i_,! 

Canine unit. ".. • • • 
"I' 

Bomb disposal unit 

() .. . · . . .. . 
.•. 1 .. . 

q.Weapons repair .. . . .. . 1 'J ':;\Q ,', 2 3 

2 3 1 
Jl: 

~ .. <.:.:~ 

'" r. Narcotics storage vault .. . · . 
s. Criminal Justice libr~ry . .. . · ~ 1 2 3 

iL Indicate ,any othe~ resources your agency has developed, or intends to deve1~ 
that might be shared with other law enforcement. organizations: .. '. CJ 

!) 
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COMMUNITY RESOURCES SURVEY 

Public and private agencies often provide 
professional services that are relevant 
to the prqblems .l3ncountez:ed by police 
officers during routine law enforcement 
operati6ns. It is the tctsk of the police 
planning unit tQ, identify these resources 
and to ,n;~plore ways they can be used to " 
support'var,ious departmental programs. .' 

I.' 

In recent years many, communities through-
out the 'United States have developed 
director~es listing the healthapd welfare 
services aV9ilabl~ in the area. This type 
of directory ,often contains much 'of the 
basic information needed to complete a 
survey of comlnun!ty resources. "However I 
additional effort wlll usually be required "" 
in 'order to determine the extent.to which 
these services can be used by police 
officers as they deal with persons in 
,need ·of counseling ,rehabilitation or other 
forms of qssistance • 

. ;\\ 

Many of the people encountered by the 
police-in the course of their operations 
are already the clients of health an'dwel
fare agencies • Others could clearly 
benefit from the services avail~ble in 

"theseagencies~ ManYotypes of police 
operations can be made more effective if 

, officers a~,e in a position to refer citi.zens, 
, to clinics qnd other agencies in the 

community. Alcoh.olic rehabilitation clin
ics" are an excellent ,example of this type c 

of resource. ,,0 

'" The decision to use the~ervicesof a 
detoxificatto, n,' clinic ,oravo,uth serV,icesj(, -,,' 
bureau can, have far reaching implicatiops 

A. 
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5.1 II 

for the design of law enforcement facilities. 
Therefore,"J} is recommended that this type 
of planningJbe undertaken prior to the 
architectural phase of the facility planning 
process. 

This material has been developed to serve 
as a model of the type of survey that should 
be conducted as part of the program and 
facility planning process. Police planners 
are encouraged to make whatever adapta
tions may be necessary in order to use this 
surve y in the if community. 

rP 
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SURVEYQF COMMUNITY AGENCIES CONDUCTING PROGRAMS RELATED TO POLICE 'OPERATIONS 
5.2 

:::s •• c,. E, ~ 

1. Name of "agency: 

Adress : 

2. Indicate/the types of service your agency provid~)e.g., hospitaliz~tion, " c, 

l~gal' service, vocational counseling, alcholic rehaMlitation). ,', c.~~. -;:- " ~~" , , 

3. Does the agency assist clients in obtaining tq.e following types of ~\rZ:Vices 
(circle one answer number "yes" or "no" for each category): 1\ 

" 

4. 

':: .. '0',1) 

~ No 

Tutorial-remedial? • ~ 1 2 

Adult basic" education? • • 1 2 

High school equivaiency 
preparation courses? • 1 2 

)) 

Vocational or technical 
courses? . • . 1 2 

Correspondence courses? . 1 2 

Other ?(Spe.aify) 

Does your agency of~er or arrange for vocational services for cl-iEmts, 
such as • • • (Circle one a:nsuJer nwnber "Yes" or "No" for each service.) 

Aptitude or ability testing 
(e.g., I.Q. tests)J • 

Job placement? 

Placement to, learn a skill? • 

Guidance counseling? 

• 

.' 

Other? (Spea:tfy) __________ ,......;----...;~ 

Yes 

1 

1 

1 

1 

2 

2 

2. 

2. 

o , 

,,, 
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Does your agency offer, or arrange for additional services, such as • 
(CiroZe one artS1iJer nwnber "Yes" or "No" for eaoh servioe) . 

Yes No 

Psychiatric treatment? · · II 
1 2 

Medical treatment? • 1 2 

Social work? • 1 2 

Group counseling? • • ' . 1 2 

Indiv.idual counseling? · 1 2 

Religious'programs: 

1. Denominational services provided? 1 2 

'2. Religious counseling, guidance, 
discussion? • • 1 2 

Other? (Speoify) 

6. Do.es your agency off er or arrange for recreational services, such as • 
(CipoZe one answer nwnber "Yes" or "No" for eaoh servioe) () 

Competitive or intramural sports? 

Entertainment activities, such as 
record players, radio, motion, 
pictures, television, books? • 

Coedu~ational activities, such as 
dances? • 

Sports facilities such as a football 
field, baseball diamond, basketball 
court? • 

Exercise area? 

Arts and crafts? • 

Other? (Speoify) 

• 

• 

., 

Yes 

1 

1 

1 

1 

1 

1 

o 

2 

2 

2 

2 

2 

2 

o 

• 
:;) 

• 

• 
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Does your agency have provisfdns for housing clients on a residential basis? 

Yes • 

No (Skip to Q. 10). 
1 

2 

8. HoW many resident clients can be housed by your agency (number of sleeping 
spaces)? 

Less than 10 residents 

lq - 25 residents • 

26 - 50 residents • 
51 - .. 100 residents 

101 - 200 residents 
More than 200 residents • 

.. • l' 

2 

3 

.4 
5 
6 

Avera~e daily resident population ._' ___ _ 

9. (For agenaies sewing :t!esiden:t aUents.) Do you extend any of the 
" services you have indicated above (Q. 6 to 8) to non-resident clients? 

Yes. .' 
No (SJ<ip to Q. 11) 

10. About how many non-resident clients <:.ome to your agency for services 
each month? (Av~rage for the past \weZve months) 

Clients per month 

11. Do you offer services to clients on referral from the. 
one answer nwnber "Ye's" or "No" for eaah refe'Z':!'aZ SOUl'ae) 

(CiraZe 

12. 

13. 

Police? o 

Courts ? • 
• 

Yes No 

2 

2 

Correctional facilities? 1 2 
(If "No" to aZZ of the above~ skip to Q. 13) 

Would your agency "accept additional cases on referral from the police or 
courts if additional space, staffing, and/or funds were available? 

\\ 

D 

Yes. 

No 
(Skip to Q. 14) 

If additional space, staffing, and/or funds were available, would you 
consider offering services to cl;ients on referral from tlle 

Bolice? • 
o 

Courts? • • 

, 
Yes NO 

2 

2 

o 

1 

2 

'~"-

'Y ,. 

U'A' ..... . (;".' 

:" :. 

" " 

5.4, 

.[~. 
\~D 

n " , 
,\ ',;r 



A 
,([is? 
~'5'cb 

14. Do you maintain a transportation service to bring clients to your 
agency for services? 

,:; 

Yes 

No tJ • 

1 

2 

15. Do any special criteria govern the eligibility of 'clients for the services 
of your agency (e.g., juvelli1e-adult, male-female, "age)? .~ 

;::;: 
c Yu 1 

No 2 

If yes,' please describe ____________________ ~ ________________________ _ 

16. Are your services normally proviaed at no cost to the client, or do you 
bill the client for your services? 

Services usually provided at no cost to 
client (Skip to Q. 18) • 

Client usually billed for services 

,l . 

17. On the average, what is the typical total cost charged to a c1ien~ for 
your services? The total cost for service is usually 

o II 

'~"' ' 

1 

2 

\ 

• 

• 
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18. On what days of the week is your agency open to receive clients? 

Monday .. • 

Tuesday • • 

Wednesday 

Thursday • 

Friday 

Saturday 

Sunday 

19 a. Does your agency plan to expand its seryices, staff, or facilities within 
the next 24 months? 

Yes . f 

No • 2 

C0 :.v 

b. If yes, describe in detail any new or eXpanded services your agency 
will be able to offer. (Include proposed "location and resident capacity" 
if applicable.) 

c 

o 

a 
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.' SURVEY OF REFERRALS TO 

o OTHER AGENCIES 
f)'~ // c 

c~ 

It is a cgmmon pra~~4 fO~ p~lice de- ' 
<:f II partments 1;,0 refer ma~} of t~",ople they 

\p encoun,~er In the cou~s~ of opera~gp.s to <J 

", other agencies. Because of the informal 
nature of many of these referrals they are 
often not reflected in the official records 

(J maintained by the department. Therefore, 
0 

in the interest of sound operational plan-
ning j it will generally be necessary to 
conduct a special survey of referral prac-

0 
tices. 

;:. t:: 

It is recommended that during a specified 
\\,-

period an effort be made to record each 
-.... '1 

instance in which a member of the de-• partmentrefers someone to another agency 
in'the community. When these records 

,,:) 

have been tabulated the pl~nner will hcive 
'-.':.::, an accurate picture ,pf the referral prac-

tices currently employed by the depart- " 
mente He will be able to identify all the 
outside resources being used to resolve 

() r:' 

various types of problems and will be able 
" to determine the ,S)~tent to which they are i) 

If used. This type of data cah be extremely 
useful in the evaluation of department 
programs and for the development of more 

'.'I effective referral ptoc~dures. 

" /' 

Departments using this survey may wish to 
adapt the incident report form and summary >a sheet to conform with local conditions. 

0 The forms presented on the following pages CD ,. 

are intended to serve as a guide for the -.' 
:'-', 

development of a useful survey format .. > '-!; 

'. 'J I... 
() 

i) :::I 
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SURVEY OF REFERRALS TO' OTHER AGENCIES 

1. Name of receiving
c
8,gency: 

o 

< AddieS;3 :, _____ --:-__________ --:-___ -::-___ 

2. Indicate in detail the kind of services provi'ded by the agency: 

I) 
" 

3. Indicate the number of persons (both arrestees and non-arrestees) referred 
, to_,~ this a&ency by the police during the e;J.ght-week survey period. 

!; 
,. C' 

Week of Survey 

E'irstcweek • • ' . • 

Second week • •. ~, or:;:, . 
Third week • • • 

Fourth week • • • 

Fifth week • 

~ixth week • • 

Seventh week. • • - . 
Eighth week .. • • • 

No. of Persons Referred" Total: 

NUMBER OF REFERRALS 

Arrest'aes 

0 

• 
" • 

--

" 

!l 

c..\ 

Non-arrestees 
If 

o 

4. "The above data were, collected for the ~ight-week p~riod beginning~' 

" <, 

o 

Yea];; 

Q 

o 

il 
·,11"", 

o 

0. 

'A" '-
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SURVEY OF OFFENSES "REPORTED 
,; OR KNOWN"l'O~THE POLICE 

An accurate profile of the law violations 
reported or known to the police is an 
essential element in the law enforcement 
planning process. By identifying trend's 
'in various offense categories, a planning 
unit will be in a better position to pre- 0 

diet accurately the demands for various 
types of police seryijbes. Proj ections of 
the future rates of crIme and dEHinquency 
are important for determining manpower, 
equipment,· and facility requirements. 

Significant changes in the frequenc:y v(lth 
whicll variou~types of law violation ~lre '.' .... . ., Ii 
reported to the poUce should be care~~lly 
anal'yzed in order to determine the pro;pable 
causes of tliese changes. Differencei~ in 
the amount of crime reported over a tan ~I 
year per1o~, may reflect important cha~\geS 
in the character of the area in which ~\ 
department is operat.1ng.• These differ1r 

. ences 'may also be, an indication of.', \i, 

changes in prevailing attitudes toward\the 
police and ~he crf~)inal jus~ice system~\\ 

cJ 

The .form presented on the following pag!e~ 
rj 11 

Js intended to be used a~ a guide. for !I 
'I 

() 

D. 

developing a survey of this nature. In i, 

maftycases it will be necessary to modHy,\ 
some of the offense categories included!1 in 1\, 

the survey • When two or more police dE~'" ~\i ' 
partments ~re ~ngagedina comJllon pla~- ,., 
rung project every effort should be madE1; tOe ~. 
assure~hate~;ch department is using tb~ ",."" .> 
same cdteria for categorizing offenses., :r 

Each category ,should be precisely defined, .. 
and everyone j,~volved in the data gather-

. ing processshbuid become fam~l1ar with 0 ::I' 
the definitions to be used. . "'" " · . . . 

"''''c, II 
o .. ' 

(I Ji 
i 
I 

,_.~~ x~.gi 
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Seme .of the items Uit:::luded en the ferms 
centained in this sectien are net vielatiens 
.of legal statutes in certain states and 
municipalitie s • Thus I the survey ferms 
sheuld be medified te cenferm with lecal 
laws. In seme cases it may be desirable 
te include er~linance vielatiens frequently 
reperted te the pelice under a separate ,/ 
categery in the survey. 

The .objective .of a survey .of this nature is 
j/ 

te censtruct an accurate picture .of the law 
vielatiens that ceme te the attentien .of a 
pelice department. This will assist the 
planning unit in evaluating current demands 
fer law enfercement services. It will alse 
previde, a pert~en .of the data that is needed 
te predict futiir~ eperatienal requirements. 

When this kind .of researchls cenducted 
by agencies serving pepulatiens greater 

o than 50 ,000 .or relat~vely large geegraphic 
areas I it is recemmended that the data be" 

''analyzed by beats I districts I census tracts 
'" 6 .or some ether standard subdivisien. In 

, mest situatiens. the use .of census tracts as 
a basis fer subdividing and analyzing data 
will be preferablE:}., The chi(3f advantage 
in using the census tract as the basic unit 
fer analysis is the large ameunt .of sup
plemental data readily available threugh the 
u. S. Census Bureau. 

• 

\ 
\ 



• SURVIrI OF OFFENSES REPORTED OR I<NOWN TO THE'POLICE 

1. Indicate the number of offenses repqrted or known to the poli;e within 
tlle planning area in calendar years'-1960, 1965, 1970, and in the last 
,calendar year. ' 

OFFENSE CLASSIFIcATION 
Murder & Non-Negligent 

Manslaughter 

Manslaughter {Negligent) 
Rape 

Robbery 
Aggravated Assault 

Burglary" 
Larceny-Over $100 

NUMBER OF OFFENSES REPORTED 
OR KNOWN TO THE POLICE IN: 

f( , 
1965 ltI.970 Last year 

~I 

,. Larceny-Under $100 
I,';; _I ;' ,I 

• 

0 

•• 

AlJt;o·Theft 
Other Assaults 

Arson 

Forgery & Coun.terfeiting 
\; '.-

Fraud 
':' 

Embezzlement. 

Stolen Property 
;-,,\ 

Vandalism 

Weapo~s Law Violations 

Prostitution 
" 

Other cSex Offenses 

Drug Offenses 
Gambling 

O~f~nses Against Family 
'7:' 

Driving Intoxicated 

Liquor Law ,Violations 
Drunkenness 

Disorderly Conduct 

GRAND TOTAL 

':::;' 

--iJ 

" (J 

" 
'I G 

c')-

1';"-

')\ " 

:.' \J 

:;7 

A· ...• e 

c, o . . 

(~ 7.2 

~, ·0 
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~" 

,~, 
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r f' 

~ , 

..... ___ ---"-' ___ ,_9 _~.."..;;..".;" ___ ~ ___ '_" ____ ~-""--o-----~ "., "~ 
'., qif!" b ') 0 



11 
<, 
\', 

-----:"~-----_:__-------~---,------ ----0;----

A 
7.3 

0, 
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o 
2. Ratio of Offenses to Population. 

, 3 
Using the gran4, totals from-the fou~i columns on the previous page, enter 
the ,ratio of offenses reported to the police to the population of the 
department's jurisdiction. Ii 

1 : 

o 

o 

,u 

II 
Offenses l~eorted 
Total Population 

1 : 

1970 -
1 : 1 : 

'" o -

• 

• 

'0 
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" VICTIMlZATIO~ AND 
POLICE EVALUATION SURVEY 

(ot) 

I.) 

A s~bs~an~ia; ~umbet of thOse whq are th~'i , 
victims of crime fail to report this fact to' 
the police. The rea sons that crime soften 
go unreported are numerous. In some 
situations the victim may fear reprisals. 
In other cases they may fe~l that the c~ime 
committedagainstthern was too trivialt6 " 
warrant police involvement. ""Failure to 
notify the poHee is far more common in ,T, 

some social contexts "than in others. """ i 

" 0 

If a law enforcement planner is to q,evelbp 
""f:> 

an accurate assessment of potentialore- " 
quiTements for police response he" must 
gather data that will indicate the propor .... 
tion of crim~s tl1>at are unreported. This 
type of qgta will provide a basis for 
evaluating the records of officially reported 
crime maintained in police fHes. It may 
also be useful in the development of public, 
education I?rograms • 

The survey proposed in this section is 
designed to assist planners in the assess
ment of unreported crime sa in the commun-
1ty. It is also intended to provide a basis 
for evaluating public attitude's' toward the 
police and their 'operations. Information (} 
of this tYP,e is invaluable for" purpose~ of 
program evaluation "and d,evelopment. 

o <t 

In most communities the uhouseholdu can 
1:>e used as",the basiO unitioi' a survey of 

':'thisri"'ature. Using a city directory Or 
sii'riilar listing ,a sampleio;f,hom~s, din be 
rqndomly selected for the surve~~ In ' 
other communit1.e sa large' proportion of the'o ' 

population may not bebcurrs'ntly1iving in 
households. u,mverslty communiti~W 'are 

o , 
(} -_ .. 

" 

o 

o 
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.; " 1/ 
. ,. ;1 " 

. . # ' 
an example of this latter t':ype. If a sig-
nificant nUmber of reside;hts do not live in 

, '. U 
standard housing uhits ii.t may be n$cessary 

I 

to use a,n a1tf~rnative m,ethod of selecting 
'the sample to be incl1.1,ded in the s~rve y • In 
"a university commun~iya student directory 

" might be uS{3d. If ?, 

o , " . II 
Communities in which the daytime popula-

" " Hon greatly exceeds the nighttime population 
'\ present special problems for a survey of 

this nature. In das~~ such as this J\"may 
be necessary to select respondents .. from, 
lists of employees pr:ovided by local 
businesses. 

It is essential to s~I~/6fresp~ndents' in' a 
;' '/1:' - . 

. manner that assures 'that every :member 
(household) of the~4)1lmunity has art equal 
chance of being ineluded' in the sartlple. 
This procedure wUI generally assuf9 that 
the results obtai,ned will be represihntative 
'of the entire population. 

It is recommeBded that data obtained in 
this type of, survey be analyzed in terms of 

"census tra6ts. In most areas s"'ignificant, 
c differences can be expected from one part of 

a city or county to another. Identification 
of these difference,s can b'e extremely useful 

, for purposes or pI~hning neW programs or 
:modifying current practices. 

r 

The items included qn the following forms 
are intended to be used as examples in ' 
constructing a survey instrumen:t.. In many 
cases it may be necessary to modify the 
wording of individual .items to conform with '. 
le.cal conditions,. 

« 

• 

• 
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VICTIMIZATION AND POLICE EVALUATION SURVEY, 

(Cira"le one answer nwnber ,rYes" or "No" for eaah of the foUolUing questions.) 

Yes No ,,-.-

1. Within the last 12montQs, did someone break into your 
home/apartment and take (or try to take) something? · 1 2 

2. 

3. 

4. 

5. 

c 

" .. 

Within the last 12 months, did you (or any member of the 
household) have anything stolen from where you work, 
from a ca:, or anywhere else, except your house? • • • • 1)1 

Within tfe1ast 12 months, did anyone take or try t'\ J 
take by ~~rce or threat any mo~ey or property from y&~ ....• 
or any meniiber of the household.. • • • • • • ~.--3 

'J 

If property ¥.!'as lost, what kinds of articles were taken? 
Currency • 

Clothing 

~ . 
Appliances (TV set, camera, 

typewriter, etc.) 

Automobile 

Auto parts ~_. 

Jewelry 

Bicycle 
Credit cards • . n ' ' . 

· 1 

1 

· 1 

· 1 

· 1 
.1) 1 

G) 

• 1 <) 
1 

Other (Speaify) _______ _ 1 

What was the total dollar value of the 
. '" 

e, 

item(s) l?st? 
(j $50 or less • 

$51 to $100 • 
$101 to $200 

$201 to $500 
<:;:-0 

" $501 to $1,000 

'c::; 

,~ , 

", 

2 

2 

2 

2 

2 

2 

2 
2 

2 
2 

2 

. 1 

• 2 
:~ 

.3 

:~4 
~. ,! ~ 

.5 
-,:,", 

$1,001 to $5,,,.,000. 6 
. ·Over $5, 000 • 7 

No pr~~etermined value 8 " 
".' 'Q -'s. . "c:: 

6a. Did you&et any kind of repayment for the loss? 
D 

o . 

Yes 

No" ." .. ' 
"" 

'. 

'. A 
,J 

1 

2. 

\'i 

'V " : 

~~> 
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6b. Were any of the lost articles ~ver recovered? , 
\ 

Yes 

No 

1 

Z 

(CiroZe one answer nwnber "Yes" or "No" fo;!' eqoh of the foUowing questions.) 

7. In the last 12 months, did anyone maliciou~lly,\ destroy 
or burn property belonging to you or some otht~r 
member of the hous~hold (e.g., ripping down a fence or 
breaking off a car radio aerial)? • 

8. .. In the last 12 months ~ was any member of the household 
(including yourself) involved in a fist fight or attacked 

Yes 

1 

in anywaYoby another person? 1 2 

9. Were you or was anyone in the household threatened with 
harm for a~y reason (either in person, on the telephone, 
or in writing)? • • 0 1 

10. Was anyone in the householdsexuallyas~aulted by 
anyone? • • /J; 

( 

11. Have you or Ms anyone in the household bought anytqing fro~ 
someone who cheated you,either byndsrepresenting. what he 
was sel,.ling, or by charging a higher price than you were 
told? •• 1 

12. Was ~ny member of your household (including yourself) 
given a beld "check, cheated, or swin4~ed out o:fliiOne~ 
or property in any other way? • 1 

13. I? Has a relative or other person very close to you evelr been 
killed as a result of a crime? (Exclude ~uicide, acc~idents, 
war casualties.) •• 1 

14. Was anything 
household in 
not included 

,~:~ 
else that happened to you or anyone :intb.~ 
the last 12 months a criminal matter, but 
in the above? 1 

2 

.. ) 
2 

2 

2 

2 

2 

... "".""'-= I.f yes, pl. ea .. ~·se describe in detail 
----------------------~'~~ 

(If you have not been a 'Viotim of a orime or other' iUegaZ aotivity 
in the 1-ast 1·2 months~skip to Q. 21.) 

"15. cAs far as you know, did the incident(s) above ever become known to 
the p?li~e? .' 0 (DYes (Skip to Q. 17) 1 

No 2 

• 

..•... Q. 

'. 



• 

• 

16. 

. ;; 

What were the reasons you (or other members of the household) did not u 

notify the police? (CircZe one answer nwnbei> "Yes" or! "No" fo'J! each 
of the foZZozving z,easons.) ( 

il ~ No 
Did not want to take the time - might mean time spent , 
in court or lost from work· ••• • •. 01 
Did not want barm o,X pun:shment to come to the offender ) 

Afraid of t.:eprisal' 0 fl 

Thought it was private, not a crimirtal matter 1 

Police couldn't do anything. about the matter. 1 

Police wouldn't want to,be bothered, about such things 0 1 

.Didn't know how to notify the police 

Didn't know that the police should be notified o 

Too confused or upset toCCnotify them .. 
o 

Not sure the real offenders would be caugat . " 
Fear of insurance cancellation or increased rates 

Other (specify) ____________ . __________ ~ ________ __ 

(Skip to Question 21) 

1 

1 

1 

1 

1 

2 

2 

2 

2 

2 

2 

2 

2 

2 

2 

2 

17. About how long did it take to notify the police after tve incident? 

18. 

Just a few minute~ 
About 15 minutes 0 

,VI - J q 
o 

About half an hour • '. 
More, than an houi! 

" Did not notify .that <lay 
" 

A 
" 

o 

,., 

~)o 

0 

0 

1 , '" "", '<1 

z,~ " 
"' o~ 

3 ., 

4 
c 

5 dO 

ti 
0 
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19. As. far as you know, did the police ever, arrest anyone for this incident? 
Q Ii 

Yes. 1 

No • 2 
Don't know • 3 

20. Hoiw satisfied were you with the promptness, courtesy, and competence of 
thie police in doing their job? (CiraZe one answer number Z~ 2~' 5 or 4 

r!J 

21. 

Jo,r eadh i -Cern. ) " 
" 

Very Somewhat 
satisfied satisfied 

Somewhat 
dissatisfied 

Very 
dissatisfied 

A. Promptness • 1 2 ·3 4 

B; The police blaing , 
courted~s to you 

" 
. 1 2 3 4 

"','j 

c. Th~ir competence in 
doing their job n~l 2 3 4 

Do· you think the police in this area do an excellent, good, fair, or 
poor .job"of enforcing t~e laws? (CiraZe one) 

Excellent job 
Good job • 

. Fair Job 
Poor job 

~ 

22. How good a job do the police .do of De~ng respectful, attentive, 'and 
giving protection to people in the neighborhood? 

Very ;Fairly Not so., No 
good good good oEinion 

A .• Being respectful tOJ~ 
people like y()ur-s~t~ . 1 2 :3 4 

q lJ 

B. Baying attention to comp~aints 1 2 3 4 

c. Giving protection to people 
in the neighborhood • . 1 2 3 4 

23 .• 

Agree Disagree 
1 2 

, . 1 2 

1 2 

1 2 

0
1 "' .More traffic control 

\b"th~:() (Specify) . ____________ _ 
2 

-~ ~,' )'(UU------------~----------------~--~~ 
01.,:.. \) ,<::;:c .;-, 

3 

3 

1 
2 

3 

4 

D 

• 
(!I 

I,:"; 

';", I> 



o 

Q 

• 
:;1 

24. Some people say the main job of the police is to prevent Cfimes from \; 
happening. Others say, the main jOb of the police is to catch the people 
who commit crimes. Do you believe the police should be mainly concern¢d 
with preventing crimes, or with catching,criminals? 

25. 

26. 

How do you feel about the power 
\) 

1 Pr~venting crimes .' 
catching criminals : • l) .. '" 2 

Don't know 

of the police to question pe~ple? 
, 'I 

~~olice Shoul~~have ~~re 
')~ power .-. • • 
u ~ I.) 

J:laveenough power ~lready 

Power should be +educed • 
Don't know .',. ().o 

8 

I 

2 
,'j 

3 
8 

The police sometimes receive calls about incidents that involve no crime 
or need no criminal investigation. Some people say that agencies other 
than the police should respond to these calls.' 'Others say that the 

G ~ (~ 

po.1.ice are public servants and shoul4 respond to every call received, 
regardless of its nature. Should the ~olice, or shou!d another public 
agency be responsible for.. • 

Police 
should be 
responsible 

Towing away abandoned 
vehicles? .. 

Silencing a barking dog? 

Investigating animal bites? 
Investigating a false fire, 
alarm? •• 

u 

.. 

I 

I 

• ' 1 

I 

Intervening in a family argument? 1 

Returning found property'? 

Aiding lost persons? 

= . . 

• 

1 

I 

Silencing, a loud radio or television? 1. 

Trl:!cking 'stray pets or' other animals? 1 
, .;:; 

.A:iding" per~ons locked out of hous~? l' 1 
'/ 

, Aiding sickJb'r injuredpers,ons? • 1 

D 

o 

o 
" 

o 

'"'. 

Another pll,blic 
agency should f) Don't 
be responsible know 

2 8 
,:; 

2 8 

2 8 ,", . 

':t, 

2 8 

-~ 8 

2 'c,., 8 

2 ," 8 

() 
2 8 

2 8 

2 8, 

2 8 

Ii 
.1"1 () 

9 

,~ 
D 

,9 

:on F\ "'\ 
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c 27. 

28. 

29. 

, 30. 

'" 

(;.' 

(J .~ 

(r-
\ 

\y 

\) 

ii 
C(~mpared to other parts of the 
a~)artment in your neighborhood 

II '. 
II 
II 
III '0 

,I 
" 

" 

(city/town), how likelX
1 

isa home or 
to be broken into? I 

.' II 
Much less likely 
Somewhat less likely 

Somewhat more iilikelY 
. Much more likely 

No real difference. 

Don't know • 

. 
c; 

'J 

H~W likely is a person walking around your neighborhood at night to be 
h~~ld up or attacked? 

1 

3 

4 
5 

8 

'I 
II. (f Very likely • I 
I It Somewhat likely 2 
Ii Somewhat unlikely". 3 
[i 
~ ~ ~~~ 4 

wl1rt is your address? _______________________ _ 

II 
HI~-w-I-o-n-g--ha-v-e-y-ou-I-i-v-e-d-a-t--thi-s--a-d-d-r-e-s-s-1---------------------

jl 
I, 

'JI 
I' 

Tbank you very much for your cooperation. 

o 

If 

i 
i 

,~I 

o 

• 
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SURVEY OF PERSONS 
,:1 

DETAINED FOR PUBLIC INTOXICATION 
" 'I 

';)1 I 

jt 
, ,1 
Th~ purpose of t,;us type of st111Vey is to 

, assist police planners in evaluating de
partmental response to the pr~blem of 
public drunktinness. In many commul,,)i
tie,s this is one of the major ptoblems 

,I 

with w hit::h t,h~ police ;pre required to 
,deal. The extent tb w'}~ich manpower, 
facilities ,and other resource$ are de
voted to this particular problem should 
be care:fully measured and evaluated. 

,~, 

,\' I 

~'I'n 'I-

Beca.u~e of significant seasonal varia
tions it is recommended that this survey 
be conducted bver,a twelve month period. 
The data should also be analyzed in 1\>' 

~erms of the locations in whJ.ch incidents 
, l' 

of public intoxioation occur.. • 0 ' 

(, . jv 
F! (J I :~.\ 

, Information obtained, from. a sttrveyof 
this nature can be extremely'useful in 
the development of mbre effec1:ive re
sponses to problems related to public. 
intoxication. It can also, be Helpful in 
determining the facilitie's" thatwi1l be 
required for the d~tentJ.():hof intoxicated 
persons .. ~) 

In some commuIl.J.1:ies it may b~! po~sibl~ 
to obtain assistance from local alcQhol-

~' - ~ , 

:0, 'oJ G')"';::;\}:: 

~ \\t,'~ ,,: &. ~' 

) 

ism agencies in analyzing theidata, ob- ............ 
tained through this,':~urvey. qpnsultation ...., 
with these agencie9 may alsopssist the CD' 
police admiIl.istratorin establ~shing new ,> 

and more effective, programs. 1 " ~~ 
"I >"", tl~ q,_' "'i:,-, '"' I! 

'Ii, A ,special incident report form 1should be 
fill~d but each time a personiis taken 1..' 
in,tOc;police CU, stody asa~~res, ul~; of public ,::I' 
drunkenness" It will be the r~fsponsibil- _ ' ' 

_ , . " \:.... :~,. 1:. " 

"ity of the indiV~dUalI>Ol,~q~"7?ffiC~r""t~";"~:"D_::_~.'-'~ 

'_ 0 
j 

" 

-0; ,11 _.,""",-.~"j,.~~ 
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Q 

complete this form. Becaus'e of the ( I • 

necessity of recording the exact l.en~~ 
of time that a person is 'detained by the (OJ 

police it will generally be necessary for ~ ,p .. 
a second officer to co,mplete the form. . 

" \ ~ 
It will be important to instruct all de
partmental personnel involved in pro
cess,ing public inebriates in the methods 
to be used in completing the survey forms. 
It will also be helpful if they can be 
,given a general" orientation to the obj ect
ives of the' survey • 

.. ,) . 

• 
\~ 

'.::\-

l J " . /" o. ( 
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SURVEY OF PERSONS DETAINED FO~ .. PUBLIC INTOXICATION 

Ii 
() II 

Date taken into police custody for Pui~liC drunkenness: 

It 

Time"of incident: 

') 
I: 
'I 

a.m. 'II 
p.m • 

Month Day" 

. 3. Location at which the arrest was made:: 
(map coordinates) 

4. Was the person detained a permanent r~~i;liden1r of this city (town, 
. 0 

metropolitan area)? 
Yes 

Year 

1 

'9.'2'" II '\Th\\ 

,. 

" " 

• 2 .. _-co",--

_~r~o~ 
No 

Lengthdf, time person was held in police custody prior to release: /://0~·--C/ -
/;7 

5 . 

D 

o 

Less than one hour • ~~ 
One to four hours • 1,\ • 

Four to twelve hours 

12 - 24 hours • • 
" 0 

Longer than 24 houts , 

o 

0" 

(~ 

.. 

1 

2 

3 

4 

5 

o 

---==~.--~--~~--~------~~------~--------~~~------------~----------------~ <, .... 

o 
(iJ ~,-« 

~o .0 
>.. ~ 

0:::1 
IA· 
~ 

~' 
1\ 

1 ., 
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SUMMARY OF DATA 
~-

Number of adults held in police custody for public drunkenness classified 
by pla.ce of "residence. 

Place of Residence 

Permanent resident of v 

plant;lingarea 

Permanent,resident of 
another area 

TOTAL: 

., 

Number of Adults Detained 
for Public Drunkenness 

Number of adults held in police custody for public drunkenneS'"s\,-c+:la..~ified 
. by length' of time between' apprehension and release. .. - ---

Lel'lgth of Time Detained 

Less than one hour~ 

One to four,hours 

Four to twelve hours 

12 to 24 hours(: 
,:'1, 

Longer than 124 hours 

TO',I'AL: 

Number of Adults Arrested 
for Public Drunke~ess 

(j 

The above data are for the twelve-month period beginning: 

,:,,'1 
o. '.::.(\ 

iP :1./. 
Oil !".~ 

d' 

~nd ending: 

".;: 

~ 

Month Day Year' 

'. Month, Day 'l, '" .Year 

D 

() 

c.,. 

J • 

., 

• 
" 
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SURVEY QF ADULT ARRESTS 

The authority to restrict personal free-
<I 0 

dom by placing citizens under arrest 
is "one of the 'distinctive features of 
American law enforcement. For tHe pur
poses .ofthis survey "arrest" "is defiI').ed ., 
as any situation in which a police of-

Tl ficer det.~ins qn adult on su~picion of 
having violated an ordimmc\,~ or other 
legal'stetute. , " 

In most cases the rec9rdsof arrests 
maintained, in pOlice files include only 
those cases that resulted in official 
booking procedures. Cases in which 
persons are detained but not charged or 
booked are not made a martEl,! of record& 

~ . . , 
Also I official recordscoften do not in-
clude information concerning the dis'po-

n 71 

sition o~oparU.c!llar cases. t.: 
,~<\: '7· ~:> 

The purpo~e of a survey of adult arrests 
is to prqvide the police planner with 
accurate dat~ concerning the frequenoY' 
of arrests. It is also 'i,ptended to pro
vide information concerning othe various 
types of disposition currently in use. 

The survey provides for the collection 
of dgta pertaining to the time and place 
of police-citizen encounters that result 
in arrests. BecaUSe of the significance 
of seasonal variations in arrest rates I 
it is recommended that a survey of this 
nature be conducted over a twelvemonth 
period. 

.~ 

;) I~ . . ::?" ,; <.. • " Q 

" C ~Whenever two or more. police agencies 
participste .in a surveY' of this natl,lre, 
.it is essential" to develop precisedef
i~AtioIls of each offense' aIJ.d disposttion 

Ij' ," ,\ 

n· 
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oateqory~. All officers w~~o are invol-., 
've~ .in the arrest process ':m the, partici- , 
pating departments must be carefully 
instructed'in the meaning ofeach~ categbry 
appearfng on the survey forms. They , 
should be thoroughly briefed on the proper 
use of the surveY' forms. It is important 
to emphasize the fact that a form is to be 

< ;1 i ~ 

filled out each time a person is detained, 
however briefly I on 'Suspicion of having ., 
violat?d the law. 

The survey forms on the following pages 
: are intended- to serve as models. In most 
situation~ it will be neoessary to modify 
the offense categories so that they wi~l 

(1 '. ,t 

, be consistent with lo~allaw.s and prac'''' 
tices. It may be helpful to include a 

.', set of local ordinance.s that frequently 
result in arrests. 

~ -.' . 
When several people are arrested on a 
single occasion, a separate survey form. 
should be completed for each arrestee • 

.. It should be noted that this survey is 
concerned with police dlspo§lition and not 
with the outcome of the case in the 
judicial system. 

Information obtained through ,a survey of 
this nature can be extremely important 
in the evaluation of police programs. It 
can also be used in the determination of 
manpower and facility requirements. 
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SURVEY OF ADuLT ARREsii~ 

lao 
{1 

Date of encounter with adult 

bti Time of encounter . 

2. Location of .,encounter: 

Month " 

(MapCdordinates) 0 
!, 

Day Year 

3. Off~nse adult suspected of (if suspected of mpre than one offense., air(].Ze 
the number of the most se:eious offense) :.s:1 o 

jl 
'. 

Ii 

o 

o 

Murder arid Non-Negligent Manslaughter. 01 
" Manslaughter (Negligent) 02 

E.ape • 
. " 
Robbery • 
Aggravated Assault 

Burglary 
Larceny Over $;1..00 

Larceny Under $100 
Auto Theft • 
Other Assaults 

Arson 

Forgery and Counterfeiting 

,Fraud 
\.1 

EInbezz1ement 

Stolen Property 

Vandalism ,. '. 
Weapons Law Violatiolll3 • 

Prostitution • 
Ie 

.Other sei Offenses, 

Drug Offenses • 
'" 0 
Gambling. 
Offenses Against Family 

Q 

Driving Intoxicated • D • 

Liquor Law Violations • 

Drunkenness 

Disorderly Conduct . ' 

• 

'. 

,. 

03 
04 
05 

06 
07 

08 
09 

10" 
11 

12 

• \I. 13 

14 

o 
, . 

15 

16 
17 

18 
19, 

20 

21 
22 
203 ( 

(.;I 

25 

26, 
-;! !) 

Other (Specify) . ______ ---'-.....--.,..,. __ ......._---'--

";::. 

IJ 

o l'J 

10.2 

a 
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0 

"," ,. 

<;) 0 

,., Yes 1 • (f 
iQ, 

No 2 

" 

Q 
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1. Numbe~ of persons arrested by offense cat~goryOduring the twelve~onth 
per~od begi.nning and ending" , ( " • 

11-
OFFENSE 
Murder and'Non

Negligent Man.-

Jan Feb Mar Apr Hay, Jt.m M Aug ~ Oct Nov D~c 

slaughter 
Manslaughter 
, (Negligent) 
Rape 
Robbery 
Aggravated 
Assault 

Burglary 
Larceny 

OVer $100 
Larceny 

~
~-

Under $100 
Auto Theft 
Other Assaults 
Arson 
Forgery and 
Counter~ 

feiting 
Fraud 
Embezzlement 
Stolen Prop-
erty, 

Vandalism 
Weapons law Viol. 
ProstitutIon 
Other Sex 
Offenses 

Drug Law 
Violation 

Gambling 
Of~enses Against 

Family 
Driving In,toxi-

c c?-ted 
Liquor Law- Viol. 

e> Drunkenness 
Disorderly 

Conduct 

All Other 
Offenses 

TOTAl: 

-,-' 

-o~ 

~--" 

r 

'-,-

G -' 

" -'-

-'-' -

--Ii 

10.4 

I( 

O~' 

u .> 
,all.' 
Ii ' 
:i ;::1 

'ir •• .. ________ -------_----...... __ -------------~~~---~or-,' ..... ,lJllti. .," ",:>,~, 

~ '0 r:cJ', ' , 
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2. Disposition summarlrb~ ,,--Enter the total number of cases in each of the L) 

Jollowing disposition categories: 
'7 

" 

OFFENSE" 
Murder and Non
Negligent Man:" 
slaughter 

~ ~'~-Ma~n=s=,l~a~~~g=h=t~e-r----~--------~------~-------4~------4---'~---4--------4_-------4 

" 

, (Negligent) 
Rape 
Robbery 
Aggravated 
Assault 

Larceny 
Over $100 

Larceny 
Under $100 

Auto Theft .,' 
Other Assaults 
Arson 
Forgery and 

Counter
feiting 

Fraud 

II 

Embezzlement 
~r-~S~t-01,1~e-n-' ~P-r-op~_~---+--------~-------4--------+------~~------+-------~------~ 

erty 
~l:":::' Vandalism 
P Weapons Law VioL 

Prostitution 
Other Sex 
Offenses 

Drug"Law 

I) 

, 

(, 

Violation 
r--G-a~m~b~1=i=n~g~,~-----~---·-----+--------~----~---~"--~4---~--~-------+------~ 

'C,ffenses Against 
Family 

Driving Intoxi-
cated ':> 

LiqU~~'~L-a-w--V-i-o~I-.~-------4~------~------4-~-----+-------,~,~---=--+-------~ 

Drunkenness 
DisOl;derly 

Conduct /) 
r---------~------~-------+------__ ~------4_------~~'r.----~------_4------~ 

All Other 
Offenses 

TOTAL: 

Ii 

• 

. ' '.' ~, 
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TEMPORARY DETENTION SURVEY 

The purpose o~ this survey is to develop 
an accurate profile of the persons held 
in "police, custody.. The survey should be 
limited ,to' arrestees who are detained i,n 
physicalcllstody ,at. a police facility. ' 

o c> " , 
Because the ,length of time persons ~re 
held in custody is generally not recorded 
in police files it is recommende'd that a 
special eight-week ~urvey be conducted. 
A survey of this nature will provide an 
accurate, assessment of the average 

~ 

length ,Of time arres,fee,s_, _ a ___ re detained in 10 

custoc;ly. "~ , _ 
z . 

For pu.rposes of facility planning~ separate 
data on detention practices should be 
gather~d by detectives ot other Jntras ... 
tigators • 1;'his type of data is important 
for determining the facility requirements 

~ ~or teihporary hoIdl~gr.space in the'areas 
used for detective opera:tions. 0 

A speClal, form should be developed for 
rec9rding the information concerning 
eadhcase in which an adult is held in a . . . 0 

police facility. All officers inv,olved in 
the detention procesS should be"thomugh ... 
1y brie,fedconcerning the way in Which 
tnese forms are to be used. 

o 
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TEMPORARY DETENTION SURVEY 

';J ./ 
1., Number of adults held in police custody during th~ eight-week'-'peribd' 

beginning and ending,_' ____ ' _____ ...;... __ ..,:...-.;: 
I: 

Week: 1st 2nd 3rd 4th 
U 

5th 6th 7th " 8th 

_'i_' --Male 
.~{ 

Fema'le \-:) - --:.:) (/ 

2. Number of adults de,tained in police custody: 
, fi 

Week: 1st 2nd 3rd 4th 5th 6th "7th 
" Ii 

Less than o 
one hour 

-,-~', 
])1;;_'_ , , 

is' 1 2 hours -'- -'-" -
2 - 3 hours 

3 4 hours 
\\ --" 

I' 

I? ,r---
(l 

More than 
four'hours _i!._ " "--~ 

Total -"-
.. '3., Number ofarrestees detained for in..terview by jpoli~e inve'st;i.gators: 
(J 

"'J 

'Less than 
one h:bur 

1 ..;.2 hours 

2 - .3 hours 

3 4 hours 

More tl$n 
four hours 

Total 

" 

I) 

1st G 2nd 3rd 4th 5th 6th 7th 

. .;'l\,,;-7'l 
'«g 

"6"(;: 

-'-

8th Total 

o D 

" 

" 11.2 

Q 

" 
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1:,;....: ~ ______ ...::-~ _____________ ~ ___ ........ I/ .. _-:-_ ....... ____ -, 

.,......---..... !~~ !I \',~ 

c' 

" I, 
I:: 
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4. Numbe:;t' of adults detained by the police, classifl~ed by' place of 
resi~,ibnce : I 

I; 

/ 

I 

Place of Residence 

Permanent resident of 
the city 

Permanent res:tdent of 
adjacent community 

(b 

-Transient c 

Total 

o 

Number Detained 

,) 

o 
o 

ff!· 

I ';/1 
~,-:(,~~' 

(:.1 

~, 

0 

o 

.-

II -, 

• 0 

~', 
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JUVENILE INCIDENT SURVEY 

\. ;-:~. 

00 

,~I, 
In many jurisdictions more than half of 
the violationsteported to ,;fhe police in .... ' 
volve persons legally defined as juve:-
idles.TheC~urpose ot this survey is to 

(/ 

provide,.,planning units with ,an accurate 
profile of juvenile' offenders: processed 
by the police. The survey is also inten-

.,,~;..,. 

ded to provide current data cQncerning . 
the disposition of cases involving (~ 

'--""' , 

juveniles.-
',- Z!~ 1,1 ~. " w 

IJ ~) 
I. The forms presented on the following 

i>,pages ,are intended to serve 'as models " 
for the development of survey materials. 

• In most cases it will be nec,essary to 
modify the 'offense categories so that tlle09 
will be consistent with local. laws and 1\ 

~ 

.ordinances. 

An incid~nt report fOfJ,Il should" De qO~- fl" 
pleted each time a jiiVenile suspected of 
violating an 9rdinance or le(Jal statute 

0 is detained by an officer. A, majoritY",of 0 

these' incidents will probably be resolved 
in the field and will"not be rna de. a matter 
of official record. All officers must be 
thoroughly briefe

l
? concern!ng the pro-

u 
(;2 

cedures to be followed in90mpleting 
theO report forms • 

. 
When two or more opolice agencies are ,.>-participating ina survey ofthisni3ture 

I ::t,7 it is important",to develop' a common set ." of definitions ·for offense and disposition ' ' 

il 
categorie s • '1!} '> " 

" ~ 
~ 

Data provided by' a juvenile incident, 
,': 

• survey'is essential for program and " II. " 

?' faci~U:y planning •... If possibl~ I thesurve 

II should be cfonductedon ao continQ!ng " ~. ,-

i 
,7 

Ii'. 
~ t4.t:ii .~ " f!J' 
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basis over €i' period of several years. 
This will provide the statistics needed to 

~ , 

develop accurate projections of fut~re 

o 

requirements in tq.e area of juvenile ~I 
. service s .' ~ 

\\. 
T 

• 

• 

• 
o 
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JUVENILE INCIDENT SURVEY 

la. Date of encounter with, juve~ile 
Month Day Year 

b. Time of encounter: __ .....,fl-m 
1/ 

__ -.J-pm 

2. .Precinct or district ill which the encounter occurred: 

3. 

o----------____ ~----

OffensEl suspected-"'cfc/ juvenile. (If suspected of m01'e than one offet}e:J 
ci1'cZe the numbe1' of the most serious offense) " .v 

Murder and Non-Negligent Manslaughter . 01 
. (~ 

Manslaughter (Negligent) '. . ~05;. 02 
, 

Rape ...• 

~'Robbery 

J\gfravcited Assault • 

Bui-glary . . .. ~. • • 

Larceny .,. Over $100 

Larceny - Under $100 • 

Auto Theft .. 

Other Assaults 
i) G' . . 

.~:J Arson . .. . . 
Forgery aIJd Counterfei tinJ' 

Fraud • • . . . 0. 

Embezzlement • 

• • 03 

· •. 04 

. . . . 05 
06 

07 

• • 08 

. . 09 

• .. 10 
. , . 

• • • . 12 

• (I. 13 
. 14 

Stolen Property, Receiving etc', " 15, 

Vandalism . . . 16 
Weapons .~. 

ProstitutiOn 

Sex Offenses . . 

o Drug Laws 

. . . 

~ . . 

17 

· .... 18 
." 

• . • 19 
" 

;20 

A 
12.2 

o 
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Q, 
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"';bO" 
/' 
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o 

c 
" ' 

" 

(~ , 

, <) 

4. Disposition of case 

/) 

II 

",:: 

o 
') 

",,;'J 

Gambli?g .' •. 

Offens~~ A~ainst Foamily 

O;riying Intoxica~ed 
" Liquor Laws 

Drunkenness' 

Disorderly 

"grancy . 

'4;urfew and 

Cond~ct 

' ..... / 

i -:' 

. '. 

.(~~~ 21 ~,. 
••• 22 

23 

24 

25 

26 

27 

28 

• 29 

l.oi teri'il-?,'JLLaal';WI Violations 
'" (r f .. -.~ -:fI:- •••••• 

Othe~ (Speaify) __ ._.-_/_' _______ ~ __ 

Runaway 

(Cir/:i,;Ze" one) 

Case adjusted in field . . . . . 

Juvenile 'ounseled)~a~d released 

Referred ,'d~ social agency 

Refe:rred to juvenile court authorities 

Referred to adult court 

Other (Speaify) 

---""'(:"''''''-;'-~~ 
\ ' 

-- -~-

..... 
U 

1 

· 2 

3 

4 

· 5 

;) 

\) 

__________ -= ____ -r~(:~~~N.--------------~------------------1 ~ ______________ -------'~J--------~~~ 
::7e:. ':» 

d~ __ _ 

o 

." 
I' 1/ 
" 
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SUMMARY OF DATA 
\,.' 

Number of juveniles identified and/or detained by the pnlice classified by 
suspected offense and disp()s~ tion of case. 

/? Disposi tion of Case 

FFENSE 
LASSIFICATION 

urder & Non-Negligent 
Manslaughter 

anslaughter 
(Negligent) 

Rape 

Robbery 

Case 
adjusted Counseled 
in and 
field released 

'Referred" 
Referred to"~ ~,P-..e·fe'I'red 

, CI 

to juvenile to (; 
social court adult 
agency authoriti~ court 

o o 

Other Total ' 
.~. 

C:' \' 

o 

'---- '-'--

~~ 

12.4 

o 

. \) 

z:::., 

n 
~ c:r 

• 
Aggravated Assault 

Bu~glary 
Larceny~Over $100 

Larceny-Under $100 

uto Theft 

Assaults 

'\:~. 

rson 

Forgery & 
Counterfeiting 

Fraud 

'Embezzlement ,<I 
Stolen Prop.: 

Recvg; etc. 
©ia . Van allsm 

Weapons 

Prosti tuHon 

Sex Offenses 

Drug La.ws 

Ga.IIlb ling 

OffensGsAgainst Family __ 

Driving Intoxicated" 

• Liquor Laws 

Drunkenness 

Dis9rq~1·1~,fo:)duct 
~"'-\ 

----, 

1) 

,--:~ 

1~ ~:, 
--\\ _ ...... '\\ ... 

\" (l __ I! 
, Ii 

" --Ii 
\' 
'~ 

..L-...-. \ 
Ii' 

,~\ 

':-ir 

_Q.--

__ . _ '.:.0 

',.-'~' 

'\$= t.Z __ ._-. 

";)-

0-# 
~7/-

" 
0 p 

/ 

0 

'" 

>\)," 
'-.". 0 

E~ 
;."''' IJ 

-:i-

- /~ 

-----

~ ~U if,> \'--

9''''',. '~ . () 

" 'i1 

,~ ~"('~ 

l

if···.0 0 ~ ,a Ij 

... ____ ...... __________ ...... ::--_::--________ ......;.:......~------___ .......... VI ;, 
,~ r) 
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n i: 

FFENSE 
LASSIFICATlml 

Va,$rancy ,j 

CUrfew and Loitering 
~aw Violations, 

" Runaway 

All Other Offens-es 
(except traffic) 

Case 

Disposition of Case 
Referred 

Referred to 

r; 

Referred 
adjusted Couns~led to 

social 
agency 

"ju;i?enile to 
/1 in and court'; adul t 

field released authorities court 

1 

Other Total 

--- .---

"q} 
e above data are for the calendar year beginning: 

Month -Day Yea'!' 
/ 

m"l~l ending: 

Month Day Year 

"}';> 
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(---; 

() 

ejl 

" 
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• TRAFFIC ACCIDENT SURVEY 
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,', \) 
1. Indi,cate the month of year in which this traffic accident occurred. 

(Ci.ra Ze one nwriber aode) 

i) 

il .; 
2. Calendar year: 

~J 

January .. 

February 

March 

· . 
· ., . . 

f · • • 01 

02 

.. 03 

· •. 04 
• i1 • 05 

April 

May. 

,June 

July 
· .. '~, .... 06 

'" 07 · ... ~~. 
",August (). 

September 

October • 

November 

December 

. . 

. . 
, 

,. · 
, 

" 

08 

09 

· lO~ 
, · 11 

, • 12 

3. "police precirtct, .,. or district ',in which this traffic accident occurred: , 

D 

4. 

" 

Colli~i}!)n of moto'.r vehicle ('with: (Ci-raZe one) 

II ',) I, 
e II, 

{I 0 

Motor "V'¢hi<rle in tra,ffic . . OSt 
" Parked motor vehicle 02 0 

Fixed object (~ilit~ pSle, bridge abutmen-f) . 03 

o 

" ,. 

\~ 1) 

r.-.. 
!.~.1 

,y 

Q 

P d t · ''C 0 2: 0 04 "' ... e eS, r~an \\ " ......... ~) 

Railrpad train • : : : ,j: ';t~ .::" o~ "..,. 

;) 

Ii Ii tJ. 
I 
Ii 

Ii 
II 

II 

II " 

Bicycr,lis t,,·,· ~ • • • • , :, • .,' • • •••• ".' ',. °dnf7" .fU. 
Animal.... , .'. . . '~J r > 

n r;' . -:-=tel' . 
,Vehicle ran off road (no'\';~pllision) • . ~ 8",' • ., . 

" 
--/,.,..~ -----------.;..--'----'"'""(0,.-. _ ..... '"'""\,:-:'") ----,----".o.v,. /1

1

: 

0
, ,jA . ,\ 

iii ..W' 

If 



A 
\) 13.3 

,-i;' 

<J 

-----'.-

Number of police personnel that were involved in the field adjustment of 
this "traffic accident case. 

f] 

,J 

One police!lla.n 

Two policemen 

Three policemen 

. . 
() 

Four policemen, or more 

:~!' 

1 . . .. 

2 

3 

4 

'. ,Amount of ti'lne that was required to adjust this traffic accident case from 
the time of arrival of police personnel on the accident scene to the time 

o of leaving the accident scene. \\ 

'" 

Co 
o 

() ,-;, 

J 

~,') 

& 
" 

" 

v 

i' 
t 

\\ 
II 

, 
.1 
~ 

10 minutes or less . 
11 to 20 minutes · 
21 to 30 minutes · 
31 to 40 minutes · 
41 to 50 minutes 

5~0 one hour . . . 

Mor~han one hour 

\" 

Time of\:rri val: ~ 

of d~ture: Time 

~-::? 
O\, 

" 

I:"" 
\.. .~-

• . 1 

• • 2 

:3 

4 

5 

6 

. 7 

" 

,::;, 

,; (). 

,I 

.' 
. 

() I 

~ I 
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SUMMARY OF TRAFF1C ACCIDENT 'DATA 

ill • 

Type of accident 

Collision of motor vehicle with: , No. of Traffic Accident Case~ 

QMotor vehicle in traffic 
.. Yl 

ParkeC1 motor vehicle 
\';- . 

u 
Fixed object, (ut:ijlli ty~pole; 

.. .I 

bridge a.butment)'" 
o iJ; 

Pedestrian 

Railroad train 

Bicyclist • Q 
o 

Animal 

• Ran'off road (nocollisidn) 
o 

"Overturned on road (no collision) 
i:J 

Other (Speaify) ______ ~ __ ~ ____ ~ ____ ~ 
() 

Ii 
(j o 

-----".---------------------- _,',i-

'/1 

f 0 

G 
o 

,j.8 '., 

',0 -42 

o 
No. of Tra:ffic Accident Cases, TOTAL: , 

:i' ~;; 

-(~ 

o· -

\) 

p 

e' 
G • 

Q 

o 
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.. 0 .11 



·A····· , " , 

, 

_. 

'13.5 
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o 0 

Number of police. personnel involved in' the adjustment of traffic accident 
cases. 

\1 

" () 
() 

':::;0) 

No. o.f Police Personnel in the 
Acljustm,enf of Traffic. Cases' 

One ppliceman 

Two policeme.],L 
,1 () 

Three pplicem~n 
o 

Four polic~men, qr mere 

No. of Traffic 
Accident Cases 

1'10 •. " of Traffic Accident cases, 

. TOTAL: 

) (\ 

"Amount o:f-ti;m~ required to adjust a traffic acc~dent case from the timd! of 
0arrival of police personnel on the accident scene to the time o;Eleaving 
the accident scene. 

Amount of Time Needed,cto 
"Adjust Traffic Case 

1'0 
z 

minu,tes ot less 

11 to 20 minutes 

21 to 30 minutes 

~ 31 to 4Q minutes 
,. 
41 to SO minutes 

(.I 
'.! 

51 minutes to one hour 

More than one hour 

,1 No. () of 'Traffi c Accident cas es , \;.,:;:; , 

TOTAL: 

No. of Traffic 
Accident Cases 

~ 
-.,--l.\ 

c) 

The above data are for th~ calend~i--Ye.ar beginning: 

Q!~ ~? a 
::1/ 

(;) 

11,;. 

MO.nthU Day 

Month Day 

Year"",, 
U 

){ear 

() 

,; .... -....,.,--:'7'--.,....-----------:;---.:;...------..;..,.---'--...... .,.....--..... ...;.----......;;'"~;.,. _.....;J 
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POLICE DISPATCH SURVEY 

The purpose of this survey is to()deve!op 
a pz:p,file of the types of policeoseFvices 
requested by cit1zen~. C It is also de-

l) 

signed:to reveal' the extent to which (1) 

responses other" than the o.ispatcp of 
field units are used by complaint recep-
tion operators. 0 

1/' 

Police offic@rs often find that a situation 
has nqt been accurately described by 
the person who notified the department 
and requested ,assistance •. Howe,ver, 

~'" l~ 

the original communication received by 
the police' should be used as::the basis 
for qpmpleting the survey fo~ins. "\ 

o I;; ,-' 

For purp~ses of gatheriI!g the dcita re,- 0 

quired for this survey, a basic report 
form should be developed, which can be 
ea sily~used by the complaint 'bperator. ,I 

Each time a call for policeservioes is II 
\ I., . II 

received a separate form should be cqm:i" Ii 
pleted. If several departmElUts ~re in-" Ii 

, volved ih the survey, complaint and " I{ II 
=-d' 

response categories wllich are 90nsist,!3n~ 
with the practices of each agency shotlldi' 
be used. 

" il ' 
Prior to initiating the survey all com ..... 

I 

plaint operat,ors must be thoroughly I II 

briefed orfthe objectives of ,the survey :,' , 
and the proper use of the surveyrepo,rt i: 
forms.' ' ' 0 

<) 
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The following police dispatch data are for the calfmdar yea.r beginning: 

~: 

o 

\) 

Q 

o 

= 

II 
and'ending: 

'0 

o 

--:-;---:-::-- "-, 
Month 

Month 

.-::,. 

C7 0 

(j 

Day'-

Day 

() 

'~ 

0 

'-' () 

i/ 

'" 

U 
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"i.-

/r' 

Q 

o tf 

II 

" A,.
···" 

14.2 

Year 

Year 
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1. Response of Poli(;e Complaint Operators to Citizen Calls for Assistance. For each month. of the survey yeal', 
indicate the number of calls handled by dispatch in each of the qomplaint categories listed. 
(Note: Citizen calls adjusted ~ithout dispatch are covered in Question 2.) 

I. PREDATORY AND ILLEGAL 
SERVICE CRIMES 

Murder-mans laughter 

Forcible rape 

Assaults, Battery (aggravated 
and other) 

Robbery (armed & unarmed) 

Larceny-theft (includes 
shoplifting) 

Burglary (all types) 

Auto theft 
(~ 

Suspicious persons (loitering, 
prowling, tampering, 
unlawful entry) 

Damage to property 
.. (arson, vandalism) 

Gambling 

Narcotics (use, 
possession, salS) 

Weapons (carrying, 
threa tenirig) 

Other (Specify) 

1st 2nd 3rd 4th 

Predatory and. Jllegal Service Crimes" \K 

TOTAL DISPATCHES: 

• 

MONTH OF SURVEY YEAR 

5th 6th 7th 8th 9th 

/J 

-~--

\~-;:::/I 

Ci 

\\ 

• o 

10th llth 12th Tot~l~ 

-j 

Ii 
~--

o 

(J 



• 
II. CALLS RELATED TO 

PUBLIC DISORDER 

Parking complaint, 
abandoned vehicle 

Horn blowing 

Burning refuse illegally 

Disorderly conduct 

Disturbance (no assault) 

Drunkenness complaint 

False fire or bomb alarm 

Family trouble 
'0 

Neighbor or tenant trouble 

Riot 

Streets, sidewalks 
(destructing, misusin~) 

Missing person 

Other (Speaify) 

TOTAL niSPATCHES: 

survey 

c 
i.1 

1st 2nd 3rd 
l)--

4th ", 5th 

'. 
MONTH OF \sURVEY YEAR 

6th 7th 8''th 9th lOth 

• 
11th 12th TOTAL 

-'-



" 

MONlli OF SURVEY YEAR ",'I 

III. CRIMES OF NEGLIGENCE 1st 2nd 3rd 4th 5th 6th 7th 8th 9th 10th 11th 12th Total - - - - - - -- -- -- -- -- --
Traffic violations 

(speeding, reckless) -- -- -- -- -- -- -- -- -- -- -- --
Traffic accidents -- -- -- -- -- -- -- -- -- -- -- -- -' 
Other (Specify) 

-- --- -- -- -- -- -- -- -- -- -- --
-- -- -- -- -- -- -- -- -- -- -- -- --. 

Crimes of Negligence, 

TOTAL DISPATCHES: -- -- -- -- -- -- -- -- -- -- -- ---- -- -- -- -- -- -- -- -- -- -- --

MONTH OF SURVEY YEAR 
IV. SERVICE CALLS 1st 2nd 3rd 4th 5th 6th 7th 8th 9th 10th 11th 12th Total - -- -- - - -- -- - - -- -- --
Sick or injured 

persons aided -- -- -- -- -- -- -- -- -- -- -- --
Lost persons aided -- -- -- --' -- -- -- -- -- -- -~ -
Animal bite -- -- -- -- -- -- -- -- -- -- -- --
Stray animal -- -- -- -- -- -- -- -- -- -- -- ---
Other (Specify) 

-- -- -- -- -- -- -- -- -- -- -- --
-- -- -- -- -- ',,-- -- -- -- -- -- --

Service Calls: 

TOTAL DISPATCHES: -- -- -- -- -- -- -- -- -- -- ---- -- -- -- -- -- -- -- -- - -- --
., 

• • 



• 
v. PUBLIC SAFBTY 

Direct traffic 

Fire 

Street crossing detail 

Street defect 

Live wire, dangerous 

Miscellaneous hazards 

Oth~r (SpecifY) 

Ca11s Related to 
Public Safety, 

TOTAL DISPATCHES: 

All other dispatches 

DISPATCHES, GRAND TOTAL: 

.su~vey 

MONTH OF SURVEY YEAR 

1st 2nd 3rd 4th 5th 6th 7th 8th 9th 10th 

-.,.,. .. -

_0_-

, 
"i 

11th 12th Total 

i) 

Q 



2. For each month of the survey year, indicate the number of calls handled without disEatch in each 
dispositional category listed. 

MONTH OF SURVEY YEAR 
DISPOSITION OF CALL 1st 2nd 3rd 4th 5th 6th 7th 8th 9th 10th 11th 12th Total '-- -- -- -- -- -- -- -- -- -_. -- --
Calls referred to 

government agencies -- -- -- -- -- -- -- -- -- -- -- --
Calls referred to 

private agencies -- -- -- -- -- -- -- -- -- -- -- --
Calls referred 'to a -

special unit in the 
police department -- -- -- -- -,-- -- -- -- -- -- -- --

Report prepared by 
phone (e.g., missing 
p1.:operty report) -- -- -- -- -- -- -- -- -- -- -- --

Resolved without referral 
or report (e.g., location 
of City Hospital) -- -- -- -- -- -- -- -- -- -- -- --

Other dispositions (Specify) 

-- ~- -- -- -- -- -- - -- --- --- --

-- -- -- -- -- -- -- -- -- -- -- --

-- -- -- -- -- -- -- -- -- -"'~- -- --
All other calls handled 

without dispatch: -- -- -- - -- -- -- -- -- -- -- -..---

Calls Handled Without Dispatch, 

GRAND TOTAL: -'-'--- -- -- -- -- --' -- ---- -- -- -- -- -- -- -- -- -- -- --

-
, . 
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INTRODUCTION 

The purpose of Section B is to provide 
police planners with detailed guidance to 
be used in the development of new prQ:; 
grams and facilities. The first section of 
the Guidelines has described a broad, 
rRnge of data that can be used in the law 
enforcement planning process. In this 
section, the analysis of that data is dis
cussed. 

I) 

Section B is divided into three basic parts. 
Part one contains a comprehensive plan
ning strategy for the development of law 
enforcement master plans. A step-by
step procedure for determining law enforce 
ment needs and preparing plans for res
ponding to those needs is presented. The 
concepts and techniques discussed in this 
section are based on a systems approach 
to law enforcement planning. This ap
proach involves viewing each individual 
operation and facility component in thfil 
context of the total system of law enforce
ment services and facilities. 

In the second part of Section B, seven 
basic planning principles are discussed. 
These principles are intended to be used 
as guides for upgrading law enforcement 
operations and improving the delivery of 
police services in the community. Mate
rial presented in all other sections of the 
Guidelines is based on the concepts con
tained in these seven planning principle \1 

statements. 

The third part of Section B includ~s a 
series of planning sheets to be us~ed in 
analyzing the need for various kinds of 
law enfor:cement programs. ~Formula:s are 
presented on each she~t for determining 
the optimal allocation of manpower for 
each program. The formulas are based on 
crime rates, population, department size, 
and other critical factors. 

o 
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A SYSTEMS APPROACH TO POLIC.E PLANNING 

1.11 
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13ACKGROUND 

\ 
The importance of planning and evaluation 
to effective law enforcement operations is 
widely recognized by police administra-<c 
tors. In order to respond to changing 
patterns of crime anci'gelinqUency and to 
provide services of th~ high~st quality, 
police department operations~ must be 
continually monitored and modified when 
necessary. This type of operatibns re
search requires a constant input of data 
from all departmental units. As citizen 
demands for various kinds of police 
services change, departments must re
spond by reassessing their allocation of 
manpower and other resou'wes • New 
techniques of preventing crime and of 
apprehending those who break the law 
must be evaluated and adapted to the 
particular needs of the communities in 
which a police department is operating. 
Accomplishment of these and other plan
ning obj ectives requires that law enforce
ment agencies enga~/e in extensive 
research and planning activities. 

One of the major objectives in polic!9 
planning is to enable departments to 
antiCipate future demands for their ser
vic~s -and to develop the personnel and 
technical resources that will be needed to 
respond to those requirements. Therefore, 
sound planning must be based on accurate 
predictions of future conditions that may 
influence the nature ~md scope of police 
services. Population growth trends and 
the expansion of areas served through ~J 
annexations should be carefully moni
tored by police planning units. Age 
distribution, ethnic composition, and 

B 
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ether demegraphic factors are also. . 
impertant facters in the planning proc~s~. "" 
The extent to' which varieus segments ef 
the pepulatien are "permanent residents" 
ef the cemmunity is an impertant censider
atien in predicting future demands fer 
pelice services. A declini'hg pepulatien 
er a significant increase .in the propertien 
ef the pepulatien who. de net censider 
themselves to' be permanent residents are 
beth facters that are generally asseciated 
with increased demands fer peliq,e 
services. 

Plannin(;r::a~;~tl research in pelice epera(L 
tiens becemes especially critical~'when
ever new facilities are being censidered. 
Functienal designs fer pelice facilities 
can be develeped enly threugh a detailed 
analysis ef the present and future epera
tienal requirements ef the units that will 
use the varieus parts ef the building. A 
majer'seurce ef premature ebselescence 
in pelice facilities is the failure to' anti
Cipate the develepment ef new eperatien~l 
units and programs. Anether cemmen 
seurce ef inadequate facilitf&s is the 
failure to' develep accurate proj ectiens ef 
future demands fer pelice services. Pre
jectiens ef this type must be available 
prier to' tlle deSign phase ef the facility 
planning precess. 

In Section D ef the Guidelines a detailed 
strateg:y fer planning new pelice facilities 
is described. The approach to facility 
planning presented~'in that section is 
based en the assumption that a thoreugh 
evaluation ef organizational and opera
tienal issues has been completed. The 
design of a .D-.e~~~,facility .should, emerge 
from a co~prehe~sive, long-range plan 
for the d~.Ke.lopment of polic~ services in 
the commumty. 

~f ,~.1 '/ 
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Whenever possible, a master plan for'the 
future expans ion and, improvement of 
police services should be completed 
before the issues of facility deSign and 
site selection are considered •. ~e archi
tectural design and location of a-new 
~police facility should be consistent with' 
the operations of the ci'epartment as they 
will be conducted)ten to fifteen years 
after the building is completed. Des ign 
criteria for each component in a police 
facility should be developed after a 
·thorough analysis of the present and 
future requirements of the operations' 
and programs that will be conducted in 
that particular part of the building. 

The purpose of the material presented in 
this section is to describe a practical 
approach to the task of police planning 
and r-esearch. The concepts and tech-

("; 

niques that are discussed can ;be used in 
a.wide variety of 'planning contexts. They 
can be applied equally well in planning a 
small evidence stprage operation or for 
developing a ten"-year ma,ster plan for an 
entire metropolitan" police department. A 
~, 

§:F8tems approach to planning can gener-. 
;'ally bec used regardless of the scal~'bf 
the problem. 

ff 
THE SYS,T:E:tA: PONCE/PT 

I; 

"System" is a central concept in the 

\ 
\ 

(I)" --en 
>, approach to police planning describe,d on 

the following pages. Therefdre, it Will 
be important for the r;.eaders to have a:' 
clear understanding of this concept .' ''''''''".,>a. 
Any groups of cotnPon~nts or pari~ that '0 44 
are Organized JntGLa J~nit for tHe purpose ~ .. I.~ 
of achieving specific o'bj ectives can be 
defined as a system. li;ovemment I: 
ag!)ncies, com~rci~~ organizations, and::. 
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educational institutions are all examples 
of systems. 

A police department is another good ex
ample of a system. Like. most other 
types of modern organizations, a law 
enfoJ;'cementagency is made up of per
sonnel and eCJ;i~ipment that are organized 
to perform sp;§cifiC functions. 

~ . 
'\ 

Systems can b'est be described in terms :, 
of their goals and objectives. Two of the 
maj or goals of a police department are the 
prevention or crime in the community and 
the protection of individual rights. 

\'\ 

For purposes of analy~~is, any sub-unit 
withiri a police depart~,ent can also be 
viewed as a system. A criminal identi
fication unit, for example, is a function-
ing system that is organizedf'for the • 

,purpose of identifying persons suspected . 
"-"""~of committing crimes. It can be analyzed 

as a system in basically the same way 
that an entire police department would be 
analyzed. 

A criminal identification unit is also a 
stib-syst~m of the police department. A 
II sub-sysfem" is any set of components 

. or parts that are organized to a~~sist a 
larger system in accomplishing 'its obj ec
tives. By accomplishing the task of 
identifying criminal suspects an identi
fication unit contributes to th.e ability of 
a police department to attain its goals. 
In this sense, tee unit is a sub-system. 

Systems rarely operate in a vacuum. Their 
environment includes many elements that 
either assist or hinder their operations. 
TherefGre, in al'lalyzing a system it is 
always important to identify the major 
environmental factors that may influence • 
its functioning 0 Factors that may deter
mine"the volume of inputs into a system 
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are particularly critical. For example, 
in the case of a police department the 
number of law violations occurring in the 
community is an extremely important 
environmental factor. Other agencies 
that can assist a police department in 
responding to requests for service are 
another important part of the environment. 

INTRODUCTION TO THE METHOD 

The planning method outlined on the 
following pages is designed to be uBed by 
a police department in assessing its 

B 

present operations and in developing (Ilong- cO 

range plans for improving the quality of 
its services. By following this mp-thod 
a departmEf;t will be able to prepare 
detailed statements of future personnel, 
equipment, c;l.nd facility requirements. It 

,will also be -able to develop implementa
tion schedules for proposed operational 
improvements. 

The method is also intended to be used 
in preparing policy statements and pro
cedural guidelines that will result in 
more effective operations. A systematic 
review of all departmental functions is 
aPr important element in the planning 
proc~ss. The method encourages the 
police plannerf; to explore alternative 
approac1;t~~.f,:cfconducting law enforcement 
operations. 

Although the method,is :pr~~narilY intended 
t'l I' -

to be used in developing a master plan 
for an entire police department or group 
of associated departments it can also be 
used for more limited planning objectives. 
For example, the method is ideally suited 
to the operational analysis of individual 
units within a law enforcement organiza
tion. By following the procedures outlined 
on the following pages long-range plans 

U) --
F 

U) 
>. 
II 
C 
II 



3.6 
including personnel, equipment, and 
facility proj ections, can be developed for 
any operational component within a police 
department. 

The process presented on the following 
pages consists of five major planning 
phases leading up to the final imple
mentation phase. Each of the five phases 
is designed to produce certain baSic 
planning data that will be required during 
the later stages of the process. 

Although the process is presented sequen
tially as a logical progression of tasks, 
the planner is encouraged to consider 
alternative approaches ·that may involve 
a reordering of the elements within each 
phase. Also, throughout the process, 
the outcome of earlier stages should be 
periodically reviewed and modified in the 
light of later developments. Conclusions 
reach·ed in early phases of the process 
may often require revision or further 
elaboratiori in order to solve successfully 
the problems that arise during the later 
phases. Thus, no part of the planning 
proces s can be cons idered complete until 
all of the tasks have been carried out. 

The process of reviewing earlier findings 
and conclusions in the planning process is 
referred to as the IIfeedback cycle ll

• This 
facet of the proces s is indicated by a 
dotted line on the accompanying chart. 
Although this appears as a relatively 
minor part in the overall process, it' 
represents an indispensable aspect of 
succes sful planning. 

The following is a brief overview of the 
six parts m the law enforcement planning 
process: 

Phase 1 - Bycotem Delineation: The initJal 
'phase involves establishing a planning" 
team and determfning its obj ectives ,~ The 

• 

':~-

• 

• 
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most important element in stating planning 
obj ectives is to clearly define the nature 
and scope of the system for which the 
planning is to be accomplished. The 
system must be described in terms o~ its 
mission or goals. It must also be des
cribed.in terms of the environment within 
which it is expected to operate. This 
process 1S referred to as II system 
delineation II • 

Phase 2 - Survey: All law enforcement 
planning is dependent on the availability 
of accurate, up-to-date information 
concerning current operations. Incases 
in which planning is 'being conducted for 
yet undeveloped operations and programs, 
data must be gathered that will accurately 
reflect the potential demand for such 
services. In addition to data on popula
tion and crime trends, the police planning 
unit must also seek to obtain information 
concerning various kinds o'f resources in 
the community whiqn can be used to 
accomplish the operational objectives Gf 
the department. All data gathering ac
tivity is placed under the general heading 
"survey" • 

Phase 3 - Program Review: Based on data 
obtained in the previous phase, each 
operational component of the system is 
evaluated. In order to provide definite 
criteriafrbr evaluating all aspects of the 
system I a set of planning principles are 0 

developed during' this phase of the 
process.. The principles reflect the 
operational goals and philosophy of the 

n 

department. Thus, the two products of 
phas e 3 are the statement of planning 
principles and a detailed evaluation of all 
prograihs or operational components of 
the system. 

Phase 4 - Master Plan: After completing 
its review of existing programs the 

3.7 
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:planning team will be in a position to 
begin preparing a master plan that de
scribes the nature and scope of future 
operationl~. A master plein should include 
a comprehensive statement of the types 
of services that will be developed in 
future Ykars. It should also contain a 
general description of the personnel, 
equipment, and facilities required to 
provid.e those services. A master plan 
provides guidance required in later stages 
of;the planning process when detailed 
plain~ for facilities and organizational 
units' are developed. 

Phase 5 - Translation: At this stage of 
tho proces S, plans aTe developed to provide 
a sound basis for the following types of 
activity: 

• Acquiring new personnel 

• Reassigning existing staff 

• Conducting training programs 

• Purchasing new equipment 

8 Designing new facilities 

• Modifying existing facilities 

The obj ective of Phase 5 is to translate 
the system master plan into a detailed 
implementation strategy. Personnel I 
equipment, and facility requirements are 
determined and procedural guidelines for 
all operational programs are drafted. 

It is in Phase 5 that the design criteria for 
~ew facilities should be developed. These 
design crj,teria should be consistent with 
the planning principles written during 

• 

Phase 3. They should reflect the oper- • 
ational require~ents of the:,programs . 
included in the master plan preparsd in 

- :~ . 
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Phase 4 • Therefore , facility planning 
should not be initiated prematurely. 

Phase 6 - Implementation: The final 

\) 

phase involves program development .and 
facility construction. At this stage, the 
actionS) called for in the organizational and 
facility programs prepared during Phase 5 
are carried out. The implementation phas e 
should involve program and facility 
evaluation efforts. that will provide a basis 
for future planning. 

The diagram appearing on the followtng 
two pages describes the entire planning 
process. The products of each of the six 
phases are indicated at the bottom of the 
chart. The arrows are used to indicate 
a logical progression of planning activity • 
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PLANNING RESOURCES 

Although police administrators are gener
ally aware of the importance of operations 
research and long-range planning, they 
frequently have difficulty developing the 
resources needed for this work. The 
planning strategy outlined on the following 
pages will require a substantial amount of 
manpower. In most cases it will involve 
using a combination of departmental and 
outside resources. 

There are five basic types of resources 
available to police administrators in 
conducting operations research and in 
developing plans for new programs and 
facilities. These five resource categories 
are discussed in the following paragraphs. 

• 

1. Police Planning Units: In response to • 
the need for improved long-range planning 
capabilities, many police departments 
have established full-time planning staffs. 
These units are given the responsibility of 
providing administrators with the data 
required to evaluate operations and to 
develop plans for the most effective 
utilization of department resources. 
They generally conduct research on new 
techniques of crime prevention and law 
enforcement and make recommendations 
concerning the feas ibility of adopting 
these practices. 

Although the value of maintaining a full
time planning staff is recognized by most 
police administrators, this type of program 
is beyond the capability 0; many small 
and medium sized departments. In 
situations in which a department lacks the 

\ resources required to establish a full
time planning unit, it is strongly recom
mended that cooperative arrangements be 
explored whereby a planning capability • 
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can be jointly developed by two or more 
departments serving adjacent communities. 
In this way rfJlatively small police agen
cies can benefit from the services of a 
planning staff. This arrangement has the 
additional advantage of providing a sound 
basis for de'idloping other staff and 
technical support services which could 
serve all of the participating depaltments. 

In the area of facility development an 
interagency planning unit can be a par
ticularly effective arrangement. Because 
the planning unit is engaged in operations 
researQn and program development for a 
number of departments it .is in an excellent 
position to formulate the plans for a net
work of facilities that will meet the 
operation\~l needs of all of the partiCi
pating departments. 

A IIfacility network ll is a group of func
tionally interrelated.,buildings deSigned 
to meet the operational requirements of a 
law enforcement system. (For a detailed 
description of various types of fability 
networks I see Section D.) Ideally I. all 
POliCE) facilities should be integrated 
into a network of structures disperS'.ed 
throughout the area served by the 
departments partiCipating in a law ienforce
ment system. In this way incompatible 
work slreas and operational spaces can 
be mOlre easily segregated and the 
duplioatiol) of expensive faCilities ,. 
avoidE~d. 

An jnberdepartmjental planning staff is also 
in q; good pOSition to conduct the research 
needed to develop ,. operational and 
facility mas~er plans. The availability 
of a master plan for the development of 
law enforcement resources enables" 
partic:lpating dep~ments to design 
faci1i~fes and programs whic'.9t will be 
compatible with those of 0thet depart
ments. {For a more complete discussion 0 
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of the functions of a planning and 
research unit, see Section C.) 

2. Special Planning Teams: A full-time 
staff unit devoted to planning and re
search is a definite asset when a major 
planning proj ect is undertaken by a police 
department. However I 1t often may be 
neces sary to supplement this resource 
with additional manpower in order to 
accomplish particularly comple!x planning 
tasks. In some cases I the temporary 
assignment of an additional staff member 
to an existing planning unit may be 
adequate. 

Often it is advisable to form a special 
planning team to conduct the res earch 
needed to develop plans for particular 
programs or facilities. This approach 

• 

is particularly useful when a department 
is en~aged in developing design criteria • 
for a community police facility. 

A typical facility planning team might be 
composed of an equal number of police 
department staff members and of interested 
citizens from the community. (The 
formation of a facility planning team is 
discussed in Section D.) The coorqinator 

l' ~ t. 

for the activities of the team is usually 
the head of the police department planning 
staff unit. The role of the team is to 
conduct res earch that could not be done 
by the regular planning staff. A special 
planning team also provides a means of 
achieving citizen involvement in the 
facility planning process. 

3. Citizen Volunteers: Persons living in 
the community who have technical ex
pertis e can be extremely helpful to police 
dp,partments in the development of plans 
for new programs and facilities. Therefore I • 
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police administrators should make every 
effort to identify such people and main
tain a list of those who are willing to 
provide their services on a voluntary ba
sis. There are many types of police plan
ning efforts that will benefit from the par
ttcipation of lawy.ers, electronic engi
neers I architects I and other professionals 
who might be willing to assist department 
planners Qn this basis • 

.. dtizens with valuable training and skills 
l:)'hould be encouraged to partlcipatein ' 
spec:ial planning teams such as those 
descrfbed-ab_ove. This is an excellent' 
means of buildirigo"soUqbase of citf;~ian 
support for police departm~i1fi)rograllls··~ 
However I cantion must be exercised to 
avoid a conflict of interest on the part of 
professionals who volunteer to assist po
lice planning proj ects • The participation 
of citizen volunteers ·should always be 
made a matter of public record. 

4. Qriminal Justice Planning Agencies: 
Police departments can benefit in many 
ways from the technical assistance pro
grams conducted by the state criminal 
justice planning office. In a growing 
n\'\mbet of states the staff of the state 
criminal justice planning agency includes 
consultants who are available to assist 
police administrators in formulating plans 
for l),ew programs and facilities. 

Assistance from the state planning agenc 
can be particularly helpful when two or 
more police departments are engaged in 
a joint planningproj ect c A state criminal I, 

justice planning office can often assist 
departments in developil1g programs ,that 
Will benefit the law enforcement commun·· 
ity in an entire county or multi -county 
region. 

The role of the state planning agency is 
particularly critical in coordinating the 
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plans of a particular department with state 
and regional plans for the upgrading of law 
enforcement resources. State criminal jus-
tice"master :plans frequently include materi-
als that will have a direct bearing ort the 
future development of prqgrams and fa'cilities 
at the local level. '." 

(~---......, 

r:~) ) I 
~, "'M> State criminal justice planning agencies can 

also assist police departments in securing 
technical planning assistance from other 
sources. Most agencies of this type main-
tain contact with professional consult~nts 
in many specialized fields. ?rherefore, it is 

" generally advisable for police administrators ',' 

J to seek the assistance of the state planning 
fl a.gency whenever the services of a profes-

'" 
.-;::>' sional consultant are required. 5C.j~ ", 

5. MuniciEal, Count~, and Regional Plan-
ning Offices: There are a number of impor-
tant ways in which a municipal or regional • planning office can assist a police depart-
ment in evaluating operations and in the de-
velopment of plans for new programs and 
facilities. The following is a partial list of 

(~ the services generally available from this 
type of planning agency: 

, :<~ .... 
~'-' \\ 

• Population surveys and proj ections for 
each part of the planning area 

(<:"J ", • Basic land use projections, 
/ ' 

~'-~; ~J 
" a Processing and analysis of data on po-

lice operations in the commUnity 

0, 

Data on the social and economic charac-() • 
!\ 

teristics of the area ,served by a police 
':1 . g.epartment 

.<~ 

• Current information on plans for commer-
(',,- il ! (; cia1 and industrial development 0 

II -. Ii Master plans for the development of Li • 
II government services 
II 0 

.'! 
II ,~, 
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By developing 'a close working relation
ship with a municipal or county planning 
agency, a police department will be better 
able to coordinate its goals and plans 
with the community's plans for long-range 
development. I:' 

Police departments can often benefit from 
technical planning (ai~!sistance provided by 
the staff of a planning office. The agency 
may be able t() suggest ways a police c&
partment with limited resources can en
gage in more effective planning efforts. 

~ 

When maj or planning proJ ects are required, 
it may be desirable for a member of the 
planning agency staff to be temporarily 
assigned to the police department. In 
other situations I personnel from the po
lice department staff can,'be assigned to 
work with a local planning agency in 
gatherin,g and analyzing data related to 
police operations. ._ 

Generally, law enforcement planning con
ducted by a municipal planning office 
without the ;~irect involvement of police 
department representatives will not yield 
satisfacrory results. When possible, 
p1o,.nsfor the development of police senr
i~~S and facilities ShOU,ld be initiated and,' , 
gU)~ded by the administration of the police 
-dBpartment. The planning agency should 
be viewed' asa technical resource to help 
the police administrator form\J.lat~ long
range plans for the development of his 
department. ,-, 

3.17 

'. --6. ProfessionalOonsultants: Theserv-" "*,'A ", ~', 
ices of an outside consultant are general- ., 
ly useful in exploring alternative opera-
ting procedures and for upgrading existing ~ 
programs. ), ~ , 

,r ~ , 1 
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A growing number of organizatio,',ns''',are be- ,I " 
II ~. '\1 

ing ~stabHshed to provide techhical plan-" ,\ 
ning assistance to law enfor~eme~eagen: 

,r 

eies. Some of these organizatl,:ons 
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prov~de s~rvices in specific areas such as 
communications and data processing. Others 
are prepared to offer a broad range of geI~eral 
planning assistance.' Organizations in the 
latter category include the International As
sociation of Chiefs of Po~ice I Public Admini
stration Service I and the National Clearing
house for Criminal Justice Planning and 
Architecture. () 

Management surveys prepared by consultants 
can be used to provide a basis for long range 
planning and 9'eneral,reorganization of police 
departments. However I the evaluative re
ports prepared by such organizations are of 
little value if a police department is not pre
pared to implement the recommendations they 
contain. Implementation will generally re
quire a substantial commitment to planning 
and program development. In order to take 
full advantage of professional consulting 
services I a police department must develop • 
and maintain its own staff planning capa-
bility. 

SUMMARY 

All law enforcement planning activity should 
invoive the direct participation of the offi
cers and civilians within the organization 
who will be affected by the plans that are 
developed. Therefore I every member of the 
department should be considered a potential 
resource person for planning purposes. 

As noted previously I sound planning is gen
erally dependent on the availability of accu
rate operational data. This type of data can 
only be provided by those \\who are involved 
i~:1~onducting department programs. There
fore I all personnel should be thoroughly 
briefed on the obj ectives of planning proj ects :, 

C> that may affect their area of operation. They • 
must be given a Clear und~rstanqing of the " 

o data, input they will be expected to provide 
in.=the course of the planning process. I: c' ' 

I( 

II 
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phase 1: system delineation 

Th~ first task in the planning process is 
to d~scribe accurately the unit, organi
zatioh~,~ or groups of organizations for =J 
whichp~ans are to be developed. The 
focus of:q planning project may be an: 
operational\component of a police depart
ment or the entire department. Increas
ingly, police planning units are involved 
in conducting ope.rational and facility 
planning for two or more cooperating 
police departments. Whether the focus 
of the proj ect is a single unit within a 
police department or a group of twelve 

:_ . .::~:law enforcement agencies I a detailed 
description of the system must be 
developed at the outset of the planning 

. process. This procedure is referred to as 
II system delineation II • 

The system should first be described in 
terms of its go~ls. C::::The planner should 
seek to d~termine the major objectives 
for whichYthe system has been established 
By preparing a statement o£system 
obj ectives, the planner will begin to 
form a clear understanding of the nature 
of the system with which he is concern,ed. 
Each component of the system can then 

,peevaluated in terms of the contribution. 
that it makes to the accompl~shment ·of 
system obj ectives • 

,. , 

There are two basic kind~ of system goals 
that should be recognized. The firpt 
category· includes all of the major 
obj ect~ves for which the organization was 
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originally establishJ~d. Using a police 
department as an example we might list 
the following system goals: 

• Prevention of crime by reducing 
opportunities and incentives 

• Detection and apprehension of 
persons violating the law 

• Protection of the legal rights of 
citizens 

• Assisting people in emergencies 

• Gathering and protection of 
evidence required in criminal 
proceedings 

The second category' of sY,stem goals are 
those that must be achieved if an organ-

• 

ization or operational unit is to survive • 
and succeed in accomplishing its primary 
objectives. Again, using the example 
of a municipal police department, the 
secondary system objectives might include 
the following: 

• Maintaining high morale and esprit 
de corps among the members of the 
organization 

• Building public confidence and active 
citizen support 

• Developing the professional skills of 
all personnel in the organization 

• Continual adaptation of the departmen 
to changes in the nature and extent of 
crime in the community 

The statement of system obj ectives devel
oped during the initial phase of the planning 
process should be quite broad. A list of 
more specific objectives such as • 



• 

• 

• 

II maintaining accurate records of all 
persons charged with criminal violations" 
will be prep"a:r-e\p- at a later stage in the 
planning-proce&s • .. 

Having identified the primary and 
secondary goals of the system, the planner 
should next attempt to determine the 
system's boundaries. Any law enforce
ment system, whether it is a unit in a 
police department or an enUre police 
organization, shares certain common 
boundaries with other units or organiza
tions. By identifying these boundaries a 
planI1!,er will be able to accurately de
scribe the scope of the system with which 
he i£; concerned. He will also be able to 
determine the organizational context 
within which the system must function. 
A criminal identification unit, for example, 
might be bounded by a fingerprint 
classification unit, several fi,eld "investi
gation units I and a crime laboratory. 
All of these surrounding units either 
provide inputs into the system or are the 
recipients of system products. 

To the extent that an organization or 
fcnctional unit depends directly on other:. ... , 
organizations for the ~ccomplishment of 
its objectives, it should be viewed as a 
sub-system., Identifying all of the other 
organizations or agencies onc;which a 
system is dependent for achieving its 
goals is an important part of the system 
delineation proces s. A county sheriff's 
department, for example I may be a sub
system of the following larger systems: 

• The regiq.nallaw enforcement 
system including all of the other 
police departments in the area I) 

• The state law enforcement network 

B 
3.21 

-.:.;.:;-



B 
3.22 

• The system of county government 

• The public health system 

• The network of public and private 
welfare agencies operating in the 
county 

By identifying all of thes e larger systems 
with which the sheriff's organization is 
involved I the planner would be able to 
determine more accurately the boundaries 
of the system with which he is primarily 
concerned. He would be able to place the 
system I for which he is developing plans, 
in the context of other interrelated 
systems. 

In the case of a large and fairly complex 
organization it is usually advisable for 
the planner to divide the organization 
into its major constituent parts. Most 
police departments are sufficiently com
plex in their organizational structure to 
warrant their subdivision into a number of 
major elements for purposes of planning 
and analysis. The identification of 
operational sub-systems is an important 
part of the "system delineation" phase of 
the planning proces s • 

Below the level of the total organization, 
two types of sub-systems can be identi
fied in a typical law enforcement agency. 
Either of these can be used for purposes of 
planning and evaluation. 

The first sub-system category includes all 
of the conventional units in a law 
enforcement organization such as sections, 
squads, bureaus I and divisions. Each of 
these organizational units can be viewed 
as a semi-autonomous system. Uke any 
other system they can be described in 

• 

• 
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in terms of their goals and the relation
ships they have with other units and 
organizations. When a police department 
is described in terms of these standard 
sub-units the result is the familiar" 
organizational chart consisting of'~ series 
of connected boxes. An organizational 
chart usually reflects' the existing 
chain of command and channels of 
communication. 

In most situations, a second type of 
organizational sub-system is better 
suited to the purposes of police 
planning. This alternative sub-system 
category consists of the major programs 
that are conducted by the department. 

A police program is the basic operational 
element in any law enforcement organ
ization. The following is a working 
definition of a "police program": 

Program: Any continuing operation 
designed to accomplish a spe
cifiC organizational obj ective. 

Modem police departmehts normally con
duct a wide range of programs. Each 
program is established and maintained for 
the purpose of accomplishing one or more 
of the department's goals. Crime scene 
investigation, suspect interview, evidence 
analysis and storage are all examples pf 

d 

i.' programs that are found in most police 
departments. 

"In some cases an organizati9nal unit may 
be charged with conducting a single 
program. Howe,ver, inmost cases the 
bureaus and other units of a police· 
department will be involved in conducting 
two or more programs • Also , there are 
many programs which involve staff 
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members and technical resources from 
more than one unit within a police depart
ment. For this reason, police programs 
are generally better units for analysis 
and planning than are the conventional 
organizational elements such as bureaus 
and sections. Therefore, it is recom
mended that the department be described 
in terms of its programs rather than its 
standard organizational units •. Section C 
of the Guidelines contains detailed des
criptions of a large number of police 
programs. 

A police program can be thought of as 
consisting of five basic elements: 

• Organization 

• Procedures or Policies 

• Personnel 

• Equipment 

• Facilities (work areas) 

The organization of the staff assigned to a 
program and the procedural guidelines 
that govern their activities are the basic 
structural elements of a police program. 
The organization of the program staff 
serves to structure the offiCial relation
ships existing among the officers and 
civilians who conduct the program. The 
procedural guidelines or policies serve to 
structure their responses to the problems 
that the program is intended to solve. 
Together I these two structural elements 
determine the manner in which a police 
program will be conducted. 

The remaining elements are the three 

• 

• 

baSic kinds of program resources. Imple- • 
mentation of police programs will require 
specific types of personnel, equipment,and 
facilities. The planning related to the 
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development of these programs involves 
determining the requirementsln each of 
thes e three categories of program 
resources. 

Police programs are normally divided into 
three broad categories. Staff service 
programs include those operations 
specifically designed to assure the con-
tinuing effectivenes s of a police depart-
ment. Services provided by staff programs 
enable a department to respond to chang-
ing conditions in the community it serves. --
Planning, recruitment I and training are' 
all examples of staff prog·rams • 

Programs that provide direct support to 
field units are classified as auxiliary 
service programs. Dispatching and 
fingerprint identification are examples of 
police programs in this category. 

• Most police operations involving the 
direct delivery of services to the" public 
are referred to as field service ~rograms • 
Programs included in this third category 
range from burglary prevention seminars 
to traffic accident investigation. 

As a result of Phase 1 planning efforts I 
the following documents will be available 
for us e in the later stages of the proces s : 

• A statement of system goals 

• A diagram showing the functional en 
relationships between all major .-\\ programs or sub-units within the en organization. (See page 8.5 for an 
example of this type of diagram.) >. 

• A description of the relationship 
between the system, and other ca • organizations or ag~ncies in its 

(I environment. In the case of a 

C \ ,I' 
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municipal police department this will 
include other elements in the criminal 
justice system I a variety of health 
and welfare agencies I and certain 
government offices. 

The planning group should now have a 
clear understanding of the system with 
which they are concerned. Their efforts 
in the later stages of the process will be 
aimed at modifying this system so that it 
wi1J: be better able to accomplish its 
obj'iectives. This process may well 
involve significant changes in the 
structure of the system and the way in 
which it operates. . Relationships with 
other systems may be altered. However I 
before any of these' decisions can be 
made a great deal of data must be 
collected. This task will be accomplished 
in Phase 2. 

• 

• 

• 
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Thep!lms}'.y/obj ectivein Phas e 2 is to 
bring :together information and data that 
will be required to evaluate existing , 
opera,tions and to develop plans for a 
more efficient. ,system for the delivery of 
politce services. Although most infor-
mation and data that will be needed to 
accomplish la.ter planning phases can be 
idEmtified at this stage I the planning 
team should be prepared to conduct 
further survey research as the project 
develops. 

The surveys conducted during this phase 
focus on four major aspects of the system 
and its operational environment. They 
can be grouped into the following 
categories: 

Existing Oz:ganization and 
Operations 

Requirements for Police SelV'ices 

Community and Law Enforcement 
Resources 

Demographic and Physical Charac-
teristiQS of the Planning Area 

Organizational 9urve~.: All manpower, 
equipment, and lacilities presently in 
use by the system should be inventoried. 
It will be helpful in developing pro-
jections at later stages of the planning 

<J 
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process if manpower data for previous 
years can also be obtained. (See Section 
A3 for additional guidance on conducting 
person.nel surveys.) 

All of the staff, auxiliary, and field serv
ice programs that are currently being con
ducted by the department or departments 
involved in the planning process should be 
described. A separate statement should be 
prepared for each operational program. 
These descriptive statements can be 
organized in terms of the following seven 
point outline: 

A. Program Objectives: Specify in order 
of priority the goals for which the 
program was organized. 

B. Policies and Procedures: Describe 
the way in which the operations of 

• 

the program are conducted. Indicate • 
all major inputs into the program and 

c. 

D. 

the way they are handled. All 
official poliCies governing the con-
duct of the program should be 
summarized. Normally these will be 
statements taken from the depart-
ment l s policy manual. 

Stl=lff Organization: Indicate the 
chain of command and channels of 
communication operating within the 
program. A job description for each 
staff position should be prepared 
and included under this part of the 
outline. Training and experience 
requirements should also be 
indicated. 

Personnel: An inventory of all 
personnel (civilian and sworn. 
officers) currently engaged in con
ducting the program should be 
conducted. It will also be helpful 
to gather data on the growth in the 
number of people as signed to the 
program in recent years. This data 

• 



E. 

F. 

G. 

»11 

will be used in developing project
ions of future personnel require
ments for the program. 

Equipment: All items of furniture 
and equipment currently in use in 
connection with the program should 
be inventoried. Certain field serv
ice programs may not require any 
item;:; of equipment. This fact 
should be indicated at this pOint 
in the program outline. In other 
cases a major item of equipment 
may be used in conjunction with 
more than one program. When this 
is the case the proportion of time 
that the equipment is in use by 
personnel assigned to the program 
should be indicated. 

Faciliti,f.,'s: The police facilities 
that are used in conducting the 
program should be described .in 
detail. If a facility component 
(i. e. I work area) is used for more 
than one program this fact should 
be indicated. In addition to 
describing the overa:ll size and 
location of the program facilities I 

comments on the structural quali
ty of each space should be 
prepared. 

Relationship to other programs C!-pd 
agencies: A diagram should be 
prepared indicating the functional 
relationships that exist between 
the program and other operatiop.al 
units within the department. The, 
nature of the relatipnship should, 
be described in tertns of the illPutS. 
that are received from the oth4\r. 
programs. 

If the operation of the progra.m 
involves a direct working relation
ship with agenCies outside of the 
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department this interaction should 
be shown on the diagram. Here 
again, it is important to indicate 
tht? nature of the relationship in c 

terms of inputs. The types of 
transactions between the program 
and the other agencies should be 
described in detail. 

I., 
J 

DEMANDS FOR PROGRAM SJ;RVICES 

Wh\en all of. ,the programs conducted by the 
depilrtment"ilave been surveyed and de
scribed in terms of the sev.en~point outHne 
descI)ibed above, the demands for the 
servic.les provided hy each program should 
be surreyed. In some cases the data 
required for this type of survey can be 

\\ 

taken from existing department records. 
Howev~:r, data related to some of the 
program~) ca,p be obtained only by con
ducting ~}pecial st1,rveys. 

i' 
• 
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Demands "I ,for various types of field , . :J .' 

s ervices(e . g ., accident investigatiQ~';i 
emerge,ric~,~ assistance, etc.) can be\- -,.;' 
dete;rmine~l by surveying the calls re
ceive~ in ~\he department communications 
center. (S"ee Sections A7 and .A14 for two 

" examples (j'~ survey formats that are 
deslgnlsd td" be used in gathering this type 
of data',.) AU of the data on department 
op~':ratipns t~at is collected dUring this' 
pha s e ()f the\. planning proc es s should be 
related to sp:~cific programs. 

In addition tb, evaluating existing opera
tions in terms, of the frequency of demands 
for serv',ices, .a.n effort should also be 
made tq deterinine the potential require
ments f(~r police services. One of the 
ways in which this can be done is by •. ' 
conducting a survey to measure the amount 
of unreported and uninvestigated crime in 
the com.tnunity. An example of a survey 
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form that can be used for this purpose 
is found in Section A8 of the Guidelines. 

Public opinion data that reflects the 
current level of satisfaction with police 
services in the community can also be 
useful. This type of survey may often 
reveal the need to expand or modify police 
operations in various parts of the 
dommunity. & 

In conducting surveys of present and 
potential requirements for police services, 
it is generally advisable to subditfide the 
total area served by a department into 
small units. Beats, precincts, or police 
districts can be llsed as sub-units in 
analyzing data. However, in most cases, 
it will be preferable to use the "census 
tracts" that have been developed by the 
Bureau of the Census. A "census tract" 
is defined as "a small, homogeneous I 
reil<:itively permanent area." The average 
census tract contains approximately 
4 I 000 residents. 1 

The chief advantage in analyzing poIrce 
operations data in terms of cenS!us tract 
(i:idC,tribution is that information on income I 
efnployment ,ethnic composition ~ and 
other demograpllic variCl-bles isavailab+e 
for ea1Jh tract from the Bureau of the 
Cens~s.. Comparable data is generally 
not a.vailable for police preCincts or 
beats(? 

o 

I ror furth(?r information on census tracts I see U.S. Department 
of Commerce, Bureau of~-p..sus. Census Data for Community 
Action. ("\{~shingt6Ir;D. C • I November,' 1972) 

o 

c'l, ___ ~:, ____ ---------......------, 
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LAVI ENFORCEMENT RESOURCES\ 

During the SUI\l"ey phase of the planning 
process informatiop. should 'be brought 
together that can be used in evalu~ting 
the availability of law enforcement re
sources in the vicinity of the department's 
service area. All law enforcement agen
cie~ operating in the area should beo 
contact~d to deteJ1Iline the potential for 
cooperation in developing shared re
sources. The willingnes s of other depart
ments to make facilities and equipment 
available may often result in substantial 
cost savings. The format for a survey of 
law enforcement resources is found in 
Section A4 of the GUidelines. This type 
of. information will be valuable in later 
phases lof the planning process. 

HEALTH AND WELFARE RESOURCES 

All public and private agenCies providing 
services that may relate to police opera
tions should be contacted dUring the sur-

. vey phase of the planning process. 
Information should be obtained to enable 
the planners to evaluate the potential 
impact of these services on .1q.w enforce-

\~-

ment operations. 

A survey of these agenCies should be 
conducted to determine the types of 
services available. An effort should also 
be made to determine the willingness of 
each agency to coop~rate with the police. 
GUidelines for conducting this type of 
survey are found in Section AS. 

In addition to established agenCies and 
professional se;rvices available in the 
commun,tty I police planners should also 
try to identify citizen groups and volun
teers who might aSsist the police. Big 
Brother programs .and Parent Teacher 
Assoc.iations are examples of volunteer 

• 
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groups that can be vahl~ble resources in: 
conducting police pro,grams .. " 

DEMOGRAPHIC AND PHYSICAL 
CHARACTERISTICS 

The planning process requiresaecurate 
information concerning the geographic 
and demographic characteristics of the 
area served by the police department. 

<+herefore I during the initial phase 9f the 
i:ii'0pess I data should be obtained to pro
vid~~~ccurate information for each part of 

~ . 
the pla~ning area. The data should 
include '~isting conditions and proj ections 
of future a~1velopments. Maps and other 
forms of data .should be brought together 
in order to \brovide planning information in 
the folloWi~~g areas: 

• Population composition and 
distribution 

Population growth: potentials and 
trends 

• Land us e in the planning area 

• Curr~nt and proposed transporta 
networks 0 

• Geographic conditions and 
influences (i •. e. I weather I topog
raphy I seismic factors I etc.) 

Location of existing and proposed 
criminal justice facilities 

• Location of hospitals and other 
health and welfare agenc~es 

Much of this data is readily available 
through regional planning offices and 
state criminal justice planning agencies. 
Therefore I these agencies shouf<:! oe con
tacted for assistance 1Uring this phase 
of the planning proceJ~. 
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SUMMARY 

Completion of the survey phase will pro
vide planners with the information needed 
for a clear understanding of the current 
operations of the police department and of 
th~ environment within which the depart
ment must function. The data obtained 
during this phase will also provide a 
sound basis for developing accurate 
proj ections of future requirement~ for 
police services. 

It is strongly recommended that the 
collection and analysis of planning data 
be established as a permanent part of the 
operations of a police department. Data 
that is brought together during this 
phase of the planning process should be 
updated and expanded. This will provide 
a data base for the routine evaluation of 

• 

department operations in the years • 
following this initial planning proj ect. 

• 
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The objective of this phase of the planning 
process is to evaluate current operations 
and to identify deficiencies that must be 
corrected if departments are to provide 
services of the highest quality. Data 
gathered during the previous phase will be 
used to analyze the programs now being 
conducted gnd to explore ways in which 
they can be improved • The elimination or 
restructuring of programs will be con
sidered. This process is intended to 
prepare the planning team to proceed with 
the development of a system master plan 
in the fourth phase. 

0;) 

DEveLOPMENT OF PL.Z\.NNING PRINCIPLES 

Planning efforts in the field of law 
enforcement should be guided by explicit 
principles reflecting the overall obj ec
ti ves of the department or departments 
involved in the planning process. 
Therefore, at this stage of the process it 
will be necessary for the planning team 
to develop a set of principles for 
evaluating alternative c:ourses of action. 
These principles should constitute a 
statement of operational philosophy that 
can be translated into police programs' __ 
and facility designs. 

Failure to develop a carefully worded 
statement of operational philosophy can 
often result in mifiunderstandings and 

,J' c,unneces§'aiy conflicts during the planning 

-----~--~--------~------------------------------------------------~ 
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proces s. Agreement on fundamental 
prinCiples is particularly important when 
two or more law enfor<':~ement agencies aFe 
involved in a joint pliinning project. The 
process of prE;lparing /such a statement will 
often assist police administrators in 
recognizing and resolving differences in 
operational philosophy. 

A police facility should be an architectural 
statement of a department' s operational 
phi1oso~hy . Its scale I location I and 
general architectural character should 
reflect the approach to law enforcement 
problems that is held by department 
administrators at the time the site is 
selected and the building constructed. 

• 

For example I a police department that is 
committed to developing a close working 
relationship with citizens in the community 
and to the involvement of citizens in 
crime prevention activities will develop • 
site selection criteria that are signifi-
cantly diff~rent from those used by 
departments whose operations are-guided 
by different operational concepts. A 
department that prefers a highly central-
ized approach to the delivery of police 
services will require facilities that are 
significantly different from those used by 
departments with a more decentralized 
approach. 

A group of seven police planning prinCiples 
are discus s ed in detail in the second part 
of Section B. These principles are 
presented as examples of the types of 
statements that should be prepared prior 
to initiating any form of planning activity. 
Statements of operational philosophy 
should be subj ect to periodic review. As 
more effective. approaches to law 
enforcement problems are recognized I 
they should be incorporated into a • ,. 
department's statement of operational 
philosophy. c:: 



• 

• 

EVALUATION OF EXISTING PROGRAM 

Each program currently being conduct~d 
should be systematically reviewed at this 
pOint in the planning process. The 
following questions should be raised in 
relation to eaehprogram: 

Are the procedures followed in 
conducting the program consistent ,c 

with the planning principles 
previously developed? 

Are the stated obj ectives of the 
program appropriate to the police 
organization? If not, what are the 
possibilities of transferring 
responsibility for the program to 
some other public or private 
agency? 

Are the policies and procedures 
followed in conductipg the 
program consistent with legal 
statut~s and with the overall 
obj ectives of the system. of 
criminal jUstice? 

1--'-· 

Can the obj ectiv'~'k-.Af the program 
be achieved more efficiently 
through cooperation with other 
agencies involved in similar 
programs? What is the potential 
for developing an interagency 
program of this nature? 

Based on available data I how 
successful has the program been 
in accomplishing its stated 
objectives? 

In addition to these general policy con
siderations I th!e planning team should 
examine the re/sources allocated to each 

3.37 
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program area. There at'e three basic 
types of program resources to consider -
personnel, equipment, and facilities. In 
relation to manpower resources the fol- (' 
lowing questions should be raised: 

• Is the number of people currently 
aSSigned to the program sufficient 
to accomplish its major obj ectives? 
Demand for the services provided 
under the program should be 
reviewed at this point. The average 
amount of time required for response 
to requests for program services 
should also be determined. 

• Do the personnel assigned to the 
program have sufficient training and 
experience to conduct necessary 
operations? 

• Based on current trends, what are 
likely to be the requirements for 
services provided by this program 
in future years? Will additional 
manpower be needed to respond 
to future demands for program 
services? At this point in the 
planning proces s, a ten-year pro
j ection of manpower requirements 
should be developed for each 
existing program. 

The following issues should be resolved 
'in relation to the equipment resources 
available for conducting each program: 

• Is the equipment cU~ifent1y used in 
conducting the program adequate 
for accomplishing: the major 
objectives? 

• To. what extent could equipment 
owned by other agencies in the 
community be used in conducting 
the program? 

• 

• 

• 
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• Bas ed on proj ected demands for the 
senrices provided by the program, 
what additional items of equip-
ment will be required in the 
future? A~ten-year proj ection of 
equipment requirements for each 
program should be developed at 
this point in the planning process. 

I ., 

Faciiity resources include all buildings 
and operational spaces used in conducting 
department programs. The following 
questions should be answered in relation 
to each of the programs currently being < .. 

conducted: 

• Are the facilities allDcated to the 
program adequate for the present 
level of operation? Operational, 
areas should be evaluated in terms 

• of their size, "location, and 
architectural character. 

• What is the potential for sharing 
facilities with other law enforce-
ment agencies involveq. in con-
ducting similar programs? 

• Do alternative or supplementary 
facilities exist in the community 
that might be used in conducting 
the program? 

• Will additional operational space 
be reql.lired to conduct the program fI) during tl}e next ten years? 
Projections based on data ob- --tained in the· survey phase should (" be used to develop estimate.s of 
future space requirements. ~o Detailed facility planning should 
not be undertaken at this point m 
in' the planning process. ca r: 

"'. ca 
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When the review of all existing programs 
has be0n completed, the planning team 
should tum its attention to the overall 
system. A review of current demands for 
police services as reflected in the 
surveys cbnducted during Phase 2 may 
indicate the need to develop additional 
programs. It may also be apparent that 
alternative programs will be required if 
the system is to successfully achieve its 
major operational objectives. 

Ji .1/ 
\1' 
(I 
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Overall system deficiencies should be 
identified at this point and supplemental 
programs recommended. Additional staff 
or auxiliary programs may be required to 
bring certain field service programs to 
peak efficiency. An appropriate program 
should be proposed in response to each 
system deficiency that is identified 
during this phase of the planning process. 
If, for example, it is found that the • 
operations of most departmental programs 
are hampered by a lack of adequately 
trained professional staff, the develop-
ment of an in-service training program 
might be considered. 

When all programs have been reviewed and 
a list of the additional progra~s required 
by the system completed, the planning 
team is ready to proceed to the fourth 
phase of the process. In that phase a 
master plan for the future development of 
the system will be completed. 

• 
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master plan J~ 

In Phase 1 the present system was de
scribed in considerable detail. Its 
objectives were stated and each of its 
major operational component's identified. 

rf 

This process was referred to as II system '0 

delineation" • 

Phase 2 iI)volved the collection of infor
mation needed to evaluate existing 
conditions that affect police services 
in the community. The frequency of 
demands for various types of polic,e ser
vice was measured and projections for 
each s ervice'category developed. Infor
mation was also gathered to provide the 
planning team with a clear understanding 
of the resourc~s available in the com
munity that might be/used in support of 
police operations. 

Co 

In the third phase of the planning process I 
current operations were evaluated and 
major system deficiencies identified. 
Using data collected during Phase 2, the 
operation of each program was re-:-;.~iewed. 
The need to expand or modify eaoh pro
gram was determined. Proj ections of 
future personnel, equipment, and facility 
needs for each program were prepared. 
Finally, a list of additional programs that 
will be required to meet pres ent aI)d future 
demands for police services in the 
community was developed • 
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The main objec.ltive in this phase of the 
proces s will be to produce a detailed 
master plan that will be used to gUide the 
future development of the system. When 
this task has been completed all program 
alld facility planning can be coordinated 
w~t:h the system master plan. In this way I 
speci~ic programs or facilities can be 
evaluated in terms of a comprehensive plan 
for the gradual development of the entire 
system. 

A master plan for a law enforcement system 
should include the following basic 
elements: 

• Statem€<~'\:t of overall system 
objectives 

• List of all present and future system 
programs 

• Graphic description of fvnctional 
relationships between programs 

• Description of relationships between 
specific programs and other 
agencies in the community (i. e. I 

criminal justice agencies I health 
and welfare agencies I government 
offices) 

• 'rime table indicatil'l.~ schedule for 
future program implementation 

• Total system manpower proj ections 
with phase schedules for adding 
additional staff members 

• Facility network maps indicating 
the approximate locations of 
future structures 

• Description of the principal work 
area to be incorporated into future 
network facilities 

e. 

e 

e 
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A system master plan should be 
developed in respons~ to"clearly 
identified needs for staff, auxiliary,. 
and field services. Plans for the 
present and future allocation of system 
resources (1. e., manpower, equipment, 
and facilities) should be completed 
only ~fter a thorough review of the D 

requirements for various types of 
services. Whenever possible the 
need for a particular program should 
be docutnented with data obtained 
during the survey phase of the 
planning proces s • 

In the course of preparing a master 
plan it may often be necessary for 
d·epartment administrators to establish 
priorities for the development of 
v;arious operational capabilities • 
. P,pr example, it may be determined 
that the need to expand a crime pre
vention program .is to be given 
priority over an equally pressing need 
for an improved criminal identification 
capability. This Is a basic po»cy 
decision that can be translated into 
plans for future implementation of 
department programs. 

When two or more police departments 
are engaged in the joint development 
of a system master plan the need to 
establish program priorities will be 
extroemely important. Representatives 
from all of the departments l.nvo.lved 
should meet to review the results of 
Phases 2 and 3 and to consider 
priorities for the future development 
of resources and programs. Based 
on the program review completed in 
Phase. 3, the interagency planning 
staff should be in a position to. make 
recommendations for the expansion 
and modification of existing programs. 

en --en 
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" They should also be able ,to recommend 
new programs for development. Some 
of their recommendations may apply 
to individual departments while others 
will concern programs t'ti;at are to be 
developed jointly by all of the partic
ipating agencies. ~, 

Once agreement has been reached as 
to which programs will be eliminated, 
modified, or expanded the planning 
team will be in a position to begin 
preparing implementation plans ,~pr 
the gradual development of system 
resources. Tentative time tables 
for activating new programs or phasing 
out existing ones can be developed. ~'. 

In order to facilitate this phase of 
the planning proces s a time iramtr.:
work should be established. Normally 
a ten-year frame of reference is used 
in preparing system master plans. 
The planning team.should attempt to 
prepare a statement describing the 
system as it Will be structured ten 
years later. Like all other parts,.of 
the master plan this statement w~';l 
be tentative in nature. A system 
master plan should not be viewed as 
a static final document. Rather, it 
should be considered a working 
document subje'bt to constant revision 
and updating. However, wi~hout a 
reasonably clear understanding of the 
long':"range goals of the system, it 
will be difficult to develop implemen
tation schedules for programs and 
facilities. A police' department or 
group of departments that,has prepared 
a comprehensive ten-year master plan 
will be in a position to begin devel
oping programs and facilities that are 
consistenf:::'~ith their fong-range 
objectives. 

() 
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A general plan fOl; the modificatJon 
of exis~ing police buildings ant the " 
construction of new facilities is an 
important element in a system mi:lster 
plan. An effort should be made to 
determJne the major facility components 

" r required to support system operations. 
Here again, a ten-year frame of 
reference is recommended. 

Some of the types of facilities which 
might be incorporated into a law 
enforcement system include the 
following: 

• Community Police Stations 

• Neighborhood Walk-In Facilities 

• Administrative and Technical 
Service Centers 

• Criminal Justice Training Academies 

• Vehicle Maintenance Garages 

• Property' St~~age,\Warehouses \, 

Most of these types of law enforceIJlent 
," system facilities are described in' 

detail in Section D of the Guidelines. 
t/ 

A description of facility networks for 

0' 
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systems serving various types of ,,' '" 
areas can' also be found in Section D. 

The major program work areas that will 
eventually be included in each facility 
within the system should also be 
identified at this point in the planning 
process. Many police programs 00 
not require facilities. This i~' .' 
particular}y true in the ca~~f field 

, f 
service programs. Each "rogram 

,~ 

~-.: ~ 

included in the system laster plan 
should be evaluated to etermine 

" a 

= 
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whether new or expanded facilities 
.. will be needed. The fac~lity master 

plan should include a schedule for 
the gradual development of the work 
areas required for conducting all of 
the system operations. 

General criteria for selecting the 
sites for each major structure in the 
system network should be determined 
duting this phase of the process. 
Based on thesepriteria~ approximate 
locations for e8(ch facility should be 
determined .It is important to stress 
the tentative nature of any site that 
might be deSignated in the faCility 
master pla,n. 

When. the system master plan has been 
completed I all parts of the plan should 
be evaluated to assure that they are 
consistent with the planning principles 
developed during Phase 3. Every pro
gram and facility component in the 
system should eontribute to the 
achievement of specific system objec
tives. 

The master plan will provide ~ basis 
for all of the detailed planning of 
individual programs and facilities 
to take place during the final phases 
of the planning process ,:::::., 
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translation 

In Phase 4 general decisions have 
been made concerning the long
range development ,.0£ the system. A 
timetable was established for the 
implementation of new programs and 
'the future fa.cility network was 
described. The planning team should 
now have a clear understanding of 
the nature and scope of the system 
as it is expected to function ten 
years in the futu;r:e. Individual pro
grams and facility components can 
now be viewed in the context of the 
total system. 

The fifth phase of the planning proce:;;s 
involves translating the general 
elements in the system master plan 
into Illore detailed plans for particular 
programs and facili{~9s. At this 
stage operational concepts are to be 
translated into departm@ntal policies, 
recruitment and training schedules I 
and architectural programming for 
new or renovated buildings. 

Facility planning should always be 
an 'outgrowth of program planning • 
It is for this reason that architectural 
considerations should be deferred 
until detailed plans for program 
implementation have been 'fully devel
oped. Facilities should be viewed 
as program resources. Thus, all of 
the components of a police building 

'.' .. 
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should be designed so that they will 
contribute to accomplishing program 
objectives. 

In the discussion of Phase 2 planning, 
a seven-point outline for describing 
police programs was presented. (See 
pages 3.28-3.29) • This basic outline 
provides a good framework for 
structuring the program planning 
process. The general procedures to 
be followed in developing implemen
tation plans for law enforcement pro
grams are described in the following 
paragraphs. 

Program Objectives:. A program should 
be viewed as a system. Thus, all 
of the elements in a program should 
contribute directly to the achievement 
of system objectives. 

A detailed statement of the obj ectives 
for which a program is established is 
important both in the planning proces s 
and for purposes of evaluation. 

Programs are developed to solve 
problems. Whenever possible, the 
problems that are to be solved by a 
new program should be described in 
a way that will allow them to be 
quantitatively measured. A quanti
tative assessment of the problems in 
the department or the community. that 
are to be solved by the new program 
can be used to determine the amount 
of manpower and equipment required. 

Policies and Procedures: Having 
clearly stated the program's operational 
Obj'dctives I the planner should next 
determine the way these goals can be 

• 

• 
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best achieved. General objectives 
should now be translated into policies 
and operational procedures. 

It may be necessary ~o revise program 
policies in the light of experience. 
However, program planning cannot be 
successfully carried out until a set 
of procedural guidelines for conducting 
the program has been written. Pelicy 
statements developed at this point 
will be incorporated into the depart
mentIs policy manual once the program 
beuomes operational. These statements 
will also be! used in police recruit 
training programs. 

Relationship to other programs and 
agencies: Plans for developing a new 
pt.bgram should take into account the 
impact of the program on other 
operations within thesystenl. Antic
ipated functional relationships should 
be described in detail. For example, 
a crime scene investigation program 
might well result in a significant 
increase in the need for evidence 
procesl;;ing and storage services. 

Planners should also ,explore the 
potential for using the services of 
other agencies in .:the community to 
supplement police programs. Data 
obtained on pubHcand private agencie~ 
during the survey phasE:! of the planning 
process should be used- in ~valuating 
the potential for interagency cooper
ation. 

Staff Organization: Plans must now be 
developed for organizing those who will 
be involv(3d in conducting the program. 
Job descriptions for all the major 
roles in the program organization 
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should be written.· These descriptions 
should communicate duties and 
responsibilities associated with each 
position. Levels of training and 
experience appropriate to the program 
positions should also be indicated ~ 

Personnel: This is the first of three 
types of program resources which 
must be considered in planning new 
programs. The other two are equip
ment and facilities. They will be 
discussed below. 

The planning team should first 
determine the number of officers and 
civilians needed to achieve the 
program objectives in the most 
efficient manner. This estimate 
sholJ.ld ,be based on a review of survey 

• 

data ~ndicating the frequency and • 
distribution of the problems to which 
the program is a response. 

In many cases it may not be possible 
to obtain all of the manpower required 
,to conduct individual programs. Thus, 
it may be necessary to develop staffing 
plans based on other criteria. 

Based on guidance contained in the 
system master plan, ten-year pro
jections for program ~ersonnel should 
be developed. By combining data on 
expected increases in requirements 
for program services and information on 
antiCipated expansion of the department 
or departments involved in the program, 
plans should be developed, for adding 
additional staff personnel over the 
ten-year period. 

Equipment: Specific items of furniture 
and equipment needed'for conducting • 



• 

• 

• C> 

~ the program should be determli~ed. 
Assistance from professional consul
tants should usually be sought in 
determining the equipment requirements 
for highly technical programs. Site 
visits to other agencies conducting 
similar programs can also be useful 
in determining equipment requirements. 

As in the case of personnel, a ten
year plan for the future acquisition of 
additional items of program furniture 
and equipment should be developed. 
This type of long-range planning is 
particularly critical when expensive 
items of technical equipment are 
required to conduct the program. 

Facilities: The size and architectural 
character of operp,tional spaces 
required to support programs at the 
end of the proposed ten-year period of 
development should be determined. 
This estimate should take into account 
the plans formulated for allocating 
additional personnel and equipment 
to the pro,gram. 

More detailed guidance for uS'e in 
the facility planning process is found 
in Section D. 

Sections C thm H of the Guidelines 
contain materials that are primarily 
intended to be u~.ed during the ''0 

'translation phase of the planning 
process. Each of these later sections 
of the GUidelines contains Source 
materials that can .. be used in trans
lating the system master plan into 
operational programs and facilities • 

~---------------------------------&--------------------~------------~--~ 
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phase 6: implementation 

Phase 6 involves the implementation 
of program and facility plans developed 
during previous stages of the planning 
process. The system master plan, 
completed in Phase 4, establishes 
priorities and a tentative time schedule 
for initiating the following types of 
projects: 

• Expansion or modification of 
current departmental operations 

• Phasing out of selected programs 

• Introduction of new programs 

• Expansion or structural modi
fication of existing facilitIes 

• Construction of new facilities 

As noted previously, it is extremely 
important for all personnel wpo will 
be expected to participate in new 
department programs or to use new 
6perational facilities to be directly 
involved in all phases of the planning 
proces s • Both staff and line personnel 
can often be a valuable source of 
critical planning data and of creative 
ideas for the improvement of programs 
and facilities. 

The importance of involving program . 
personnel in the preliminary stages 
of the planning process will become 
apparent during the final implementation 
phase. Officers and civilians who are 
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expected to conduct programs with which 
they are unfamiliar or to respond to new 
and unusual procedural guideline s will be 
better motivated if they have been able to 
participate actively in the planning pro
cess. Similarly, members of the depart
ment who wiJ,l be required to conduct their 
operations in new and unfamiliar facilities 
will tend/co be more positive in their ac
ceptance of those facilities if they have 
been consulted during the planning pro
cess. The successful implementation of 
program and facility innovations is depen
dent upon general acceptance within the 
department. 

Public acceptance may also be a critical 
factor in implementing plans for hew law 
enforcement programs and facilities. There
fore, it may often be advisable 'to encour
age citizen involvement in the planning 
process. Plans that will entail major 
capital investments should normally be 
developed with the assistance of citizen 
volunteers who can effectively communi
ca te the') importance of the proj ect to other 
interel?ted citizens. This is often criti
cal to the long-range success of plans for 
upgrading law enforcement services in the 
community. 

All of the planning techniques used during 
the previous five phases (i. e., delinea
tion, survey, program review, synthesis, 
and translation) should continue to be 
used ~n conjunction with the implemen
tation phase. As new programs becbme 
opefational, they should be closely moni-
tored. The department or inter-agency 
planning and research team should 
immediately begin to assemble data that 
can later be used to measure the program's 
operational effectiveness. 
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operations res~ar?h will be collected by., . 
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engaged in conducting specific programs. 
The forms and procedures needed to main
tain accurate records should be developed 
before new programs become operational. 

The performance of police buildings and 
of the operational areas within them should 
also be subject to frequent review and 
evaluation. This will enable department 
planners to anticipate any need to modify, 
expand, or replace existing facilities well 
in advance of the time changes are required. 
The possibility that additions or structural 
modifications will be necessary at a later 
date should be taken into account during 
the de~ign and site planning phase of facil
ity development. This will permit more 
flexible and economical responses to facil
ity inadequacies when they become appar
ent. 

PROGRAM IMPLEMENTATION 

Even with the most thorough planning, 
unanticipated problems often arise when 
new programs are being developed. Every 
new operation presents a fresh set of prob
lems to be resolved before the program be
comes fully operational. However, there 
are certain standard procedures which ca.n 
usually be followed in implementing new 
programs. A brief review of these steps 
follows: 

Selection of senior program staff: In most 
cases one officer or civilian from within 
the organization should be selected to be 
in charge of the proposed program. Cer
tain types of staff and technical 'support 
programs may require recruitment of senior 

. ~ h 
staff members from outside the J'0rganiza tion • 
Depending on the scale of the program, this 
mayor may notbe their only aSSignment. 
If at all possible, the senior staff members 
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should become involved in the program 
during the translation phase of the plan
ning process (see Phase 5). 

Establishing program procedures: A set of 
written procedures designed to achieve 
program objectives il:1~the most efficient 
manner possible should be prepared. This 
statement will become part of the depart
ment's operations manual. It is basi
cally a description of the way in which 
the program will be conducted. 

Equipment acquisition: All major items of 
equipment reqUired in conducting the pro
gram should 'be selected and purchased. 
The implementation of many programs may 
not involve the purchase of additional 
equipment or furniture, In some o.ases, 
it may be possible to share equipment 
used in other programs • 

Preparation of work areas: Operational 
spaces to be used in conducting the pro
gram should be identified and prepared. 
Many of the major field service programs 
conducted by police departments do not, 
of course, require any facilities, If, 

0, /' 

however, facilities are needed,;jthey 
should be prepared at this point' in the 
implementation process. 

Developmen t of training programs: Cur
riculum materials needed to train program 
participants should be developed in prepa
ration for orientation and training programs. 
If prog;ram participants are to receive spe
cial instruction at colleges or criminal Ii 

justice training academies, arrangements 
for this training' should be completed. 

Selection of program participants: Certain 
types of programs can be conducted by one 
or two officers or civilians. Others will 
require the direct inv~lvement of practio:! 
cally all of the line officers,in the organ-
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ization. All of the personnel who will 
participate in the program should now be 
selected. 

In some cases programs will be conducted 
by specialists who have the particular 
skills that are needed for that type of op
eration. In most cases, hov,ever, the 
program participants will be "generalists II 
who are involved in conducting a wide 
variety of department operations. 

Conduct training programs: Prior to ac
tivating a new program, all personnel who 
will be directly involved should be thor
oughly trained. It may be desirable to 
have selected participants spend time with 
other police departments already engaged 
in similar programs. This will allow them 
to gain valuable experience prior to begin
ning the program. 

Conduct orientation briefings: The imple
mentation of a new program should be pre
ceded by a series of department-wide 
briefings designed to acquaint all person
nel with its objectives and policies. The 
success of most police programs will be 
dependent on the active support of the 
entire law enforcement community. There
fore, every member of the department 
should have a clear understanding of the 
new program before it becomes operational. 

Public information campaign: A program 
will be more successful if the public is 
familiar with its objectives. Therefore, 
an effort should be made to build public 
support for the program during the imple
mentation phase. All members of the 
department should be briefed concerning 
the best way to respond to inquiries con
cerning the new program. 
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SUMMARY 

Law enforcement systems must be oriented , 
toward change. In a particular<~ommunitYI' 
programs and program combinatiol1s effec- c, 

tive in reducing crime ~md delinquency rna 
not continue to function in later years with 
equal effectiveness. New or moa:~~9~ II 
programs are lik~.i:y to be needed as ti~ , 
character of the area serVed by the depart
ment changes. Thus I planning activities, 
forming the basis for operational changes 
and innovations should be initiated at the' 
time new programs are implementeq. It 
should be assumed that future changes 
will be required. Therefore, the imple
mentation phase must not be viewed as 
the end of the planning process. 
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, INTRODUCTION 

Before beginning the evaluation of police pro
grams and facilities or the development of 
plans for new ones, careful consideration 
shou:ld be given to the principles that will 
underlie the entire planning process. What 
criteria should be used to assess proposals 
and to select plans of action ?What should 
be the character of the.law-enforcement sys
tem that emerges as a result of the planning 
process? These are critical questions that 
shoul~:l be answered at the outset. They can 
probably be best resolved by formulating a 
set of clearly stated planning principles. By 
developing such principles, planners will 
gain a c clear understanding of the specific ob
jectives they seek to achieve. Failure to 
address thes/~ funda.mental"issues at the be- If 

ginning of th2 plann~ng process can often 
lead to inefficiency and unsatisfactory de-
cisions. i) 

Provided below are principles for the consid
eration of those who intend to use the plan
ning guidance contained, in later sections. 
They are intended to ip.'5sist law-enforcement 
planning groups in their attempt to define,ithe 
principles that will form the basis of their 
planning activities. 
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FUNCTIONAL INTEGRATION OF POLICE OP-
ERATIONS WITH ALL OTHER COMPONENTS 
OF THE CRIMINAL AND JUVENILE JUS'TIQL 
SYSTEMS 

A police department is the first link in the 
chain of interrelated agencies referred to as 
the criminal justice system. It is also the 
first step in the juvenile justice process. 
Prosecutors I judges, juvenile courts, pro
bation officers, and correctional institutions 
are other cqmponents of these systems. They 
are ger1erally thought of as constituting a 
system because they share certain common 

. object~v~~. 

The criminal and juvenile justice systems are 
shown schematically on the following pages. 
Diamond-shaped symbols in these diagt~1ms 
indicate critical decision pOints. By examin
ing these charts, one can readily see that de
cisions made at any point in the process can 
directly influence the outcome of actions oc
curring later in the sys tem • 

In recent years I there has been a growing a
wareness of the need for better communication 
between and coordination of the participants 
in the criminal and juvenile justice systems. 
A systems approach to planning in this area 
requires that poliCies and procedures adopt":
ed by any component of the system be fully 
coordinated with those of the othei~" to'min
imize the possibility of conflict and inef
ficiency. 

The overall objective of both the criminal and 
/, 

juvenile justice systems is to reduce ,.crime in 
society. The methods used to achieve this 
objective ipclude identifying and prosecuting 
lawbreakers, isolating such people from so
ciety I and, through various correctional 
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planning principles 
programs, to help them. become responsible 
members of the community. In addition to ap
prehending offenders and obtaining the evi
dence required for prosecution, police depart
ments also conduct a wide range of pperations 
intended to\\deter those who might be inclined 

} \ to break tte law. 

In the course of their operations, the police 
have frequ,ent contact with the public. They 
are by far the most visible members of the 
criminal and juvenile justj.ca r,systems. As 
they conduct routine opera~~tons in the com
muni ty, police function as'the public repre..., 
sentatives of the system. They usually make 
the critical early decisions as to whether or 
not the criminal or juvenile justice process 
be set into action in a particular case. As 
IIgatekeepers" for the system, the police C:ln 
divert many people from the criminal or juve
nile process by referring them to more appro
priate agencies. 

Once it has been decided to involve the crim
inal justice process, it is the responsibility 
of the police to locate and apprehend the per
son suspected of breaking the law; and to 
gather much of the evidence the prosecutor 
will require. The technical aspects of ob
taining and processing the evidence needed 
for criminal proceedings require that there be 
close coordination between police investiga
tors and the office of the state's attomey. 
Legal requirements concerning the manner in 
which evidence is to be obtained I analyzed, 
and stored must be met by police procedures 
and facilities. 'l 

In response to the need for closer coordination 
between police activities and the judiciary, 
many departments throughout the United States 
have added a legf\!, advisor to their adminis
trative staff. One of the wajor fUnctions 6f 
the police legal advisor is to review depart-

.. mental procedures to assure that th'ey are con
sistent with the policies and special require
ments of other parts of the criminal justice 
system. The legal advisor can also assist. 
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by serving as a liaison between the polic.e 
department, the pros ecutor I s office, and the 
courts. These services can be invaluable 
in developing field citation programs or in 
modifying pre-arraignment procedures. 

As noted above, the deterrence of crime is a .. 
major objective of the criminal and juvenile 
justice systems. One means to this end is 
to motivate those who have broken laws to 
become responsible citizens. Although re
sponsibility for the re-integra tion of law
breakers into society rests pri,marily with pro
bation officers and others in the correctional 
system, both police and judges frequently 
engage in actions intended to be rehabila
tive in nature. Many judges I for example, 
give a great deal of attention to admonishing 
and counseling those who appear before them. 

The police also engage in activities that 
are intended to assure that those they ap-

• 

prehend will be less il1clined to break the • 
law in the future. The correctional function 
of the police is particularly salient in the 
area of juvenile operations. Many police 
departments have established specially 
trained units with responsibility for coun-
seling juveniles I and for helping them to 
develop attitudes that are more consistent 
with the expect.ations of society. 

Often the actions of the police influence at
titudes and future behavior, even though they 
are not primarily intended to do so. There
fore ,every effort must be made to assure 
that all the procedures followed in apprehend
ing and detain~ng suspects are conSistent 
with the basic objective of the ~ystem: re~:; 
habilitation. During the initial phases of t,he 
criminal or juvenile justice process, a perri. 
·son should not be subjected to treatment 
inconsistent with that he will receive in 
subsequent stages. Theaimo?pfeveiftin~r" ~"">~~~. 

crime by encouraging those who have viol~ted • 
the law to become responsible and trustwor-
thy members of *e comm':!nity should be 
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reflected in all of the procedures used at each 
stage in the criminal or juvenile justice pro
cess. 

Earlier, it was stated that police function as 
the public representatives of the crirp!,t:lal 
justice system. It should be noted th~t in 
processing those who have violated the .law, 
the police also represent the community. Thus, 
how the police treat those they apprehend may 
greatly influence the lawbreakers' 'expecta
tions of eventual community acceptance. That 
virtually all persons arrested are expected to 
return to life in the community must be clear
ly communicated by the conduct of the police. 

The integration of police policies and proce
dures with those of other agencies in the crim
inal and juvenile jus~i'"'1 systems is thus a 
central objective of<;'~~ ;aw-enforcement 
planning. The commoli/objectives of the sys
tem must be reflected in the policies I proce
dures, and facilities of each component. 

The internal consistency of the criminal jus
tice system cannot be achieved by the police 
alone. All of the participants in the process 
must work together towards its achievement. 
But by carefully reviewing each policy, pro
cedure, and facility arrangement to determine 
its degree of consistency with system objec
tives, a police department can make a Sl,lb
stantial contribution to the development of a 
functionally, integrated system. 
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COORDINATION OF POLICE OPERATIONS AND 
POLICIES WITH THE PROGRAMS OF OTHER 
COMMUNITY SERVICE AGENCIES 

The first planning principle emphasized the 
relationship that exists between law enforce
ment operations and the judicial and 
correctional processes. In addition to 
involvement in the Criminal Justice System 
most police departments also playa vital 
role in the community! s health and welfq.re 
system. However I in many situations there 
is a lack of adequate coordination between 
local police departments and other 
community service agencies. 

It has been estimated that in many police de
partments less, than 20% of the citizen requests 
for services concern criminal matters. This 
means that the majority of calls received by 
most police departments involve problems un
related to the law enforcement role of the po
lice. For various reasons, the'duties of po
lice men that provide nan-Iaw-enfor,cement ser-
vices are rarely emphasized in d~scriptions of 
police activ~ty. Most departments do not main-:;, 
tain any record of services of this nature. A 
police officer's effectiveness is often meas
ured by the number of arrests and citations for 
which he is responsible. The fact that eighty 
to nine~y percept of the situations in which 
the policeman serves do not lead to an arrest 
or citatton is usually not teflected in the of- I;. 

ficial :record of his activities. 
I • 

,;' 

Althqugh policemen may be called upon rou- / 
, , ' { 

tinety to assist in situations involving problem 
drinking, parent-child conflict, mental illness, 
drug abuse, aI].d marital disputes, they have 
traditionally received very little training to en
able them to handle these matters effectively. 
One of the reasons for'~l training in these 
areas has not been provided is that police of
ficials have been slow to recog'nize these 
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coordination of police operations 
with other 
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services as important (or even legitimate) de'
partment functions. Frequently, activities un
related to law enforcement are viewed as un
fortunate diversions that must be tolerated. 

There is often a considerable variation in the 
extent to which citizens of different commun
ities call on their police for assistance in re
solving personal prc.1bl!3ms. There are also 
likely to be Significant differences in the fre
quency with which serious health and social 
pr.oblems come to the attention of the police in 
the course of their routine activities. For ex
ample, in ceI"~ain districts of a city, cases of 
public intoxication may be far more prevalen~) II 

than in others. For this reason, the extent to 
which the police )1ill be involved in rendering 
services related ,~o medical and other personal 
problems will vary Significantly from one part 
of 9. city tc another. 

Many communitiesh~ve professional services 
available that deal with the kinds of social 
and health problems police encounter. But 
often no effort is made to r~fer the family or 
person involved to the appropriate agency. In 
some cases, this is due to the fact that the 
police officers involved are unaware of the 
existence of the helping agency. In other ca
ses, they may not comprehend the seriousness, 
of the situation. V ' 

Efforts to coordinate police operations and pol
icies with the programs of other commun,ity 
service agencies should probably be accom
panied/by traiqing programs to as,sist police 
officers in recognizing problems that require 

\0, 

professional services and in making appropriate 
referrals in such cases. Training should also 
enable them to render emergency aid when pro
fessional help is not immediately available, 
and to perform the necessaryt:.[ollow-up actions 
to assure that the required assistance has been 
sought. Through such training programs, po
lice will be made aware of the array of services 
available in the community I their loca!!"b~s I 
and the procedures one uses t9~lnf:hoSe ,(l 

services. 
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The principle of maintainihg ~ cl~S~' wJ;'" . '.Yi ~.'. 
relationship between the police depattme1~<~_~~;:l:\,;::"~\\,'= 
and other public service agencie's ~ssumes,;{') ,p 

that the police will deve~op a reputation in " 
the community for being able to h~lp people 

.', obtain the profer:;;sional help they heed . As 
indicated- above~ tt:';:JS function should.be re
flected in the traThing provided p6Ugemen. 
It should also be reflected in the design Qi. 
poHce facilities. For example I prmr.taing an 
attractive reception area at the entrance to the 
station I with a near-by interview room I will 
convey a spirit of accessibility ,and of will
ingness to provide counsel and assistance when 
needed without undue formality or the threat 
of embarrassment. A community service or
ientation can be reflected in the overall ap
pearance of the building. . 

A cooperative relationship between a police 
'department and other service agenc-ies is gen
erally beneficial to all. By maintaining such 
a relationship I the police will be able to both • 
render more effective services and relieve 
themselves of the burden of attempting to cope:' 
singlehandedly with marital conflicts I chronic 
drunkennes s, and other social~ problems. A 
police department can greatly assist public 
and pdtJate agencies by identifying individuals 
who could benefit from their services. Because 
the polioe are dlr.'Oersed throughout the commu-
nit~' and f],Jtlbtion on a t:Nenty-f..:::ur hour basis I 
they are:£:-1quently slJmmoned to help when 
other agencies aTe not available. Therefore I 
they are. in an excellent position to perform a 
II cas e-finding" function. 

In rcce~:lt years I many police departments have 
es.tablish~d special programs to deal -more ef
f~gUvely w1th juveniles involved in less ser
i6u~~r.)i-ms, of\~d,elinquency. Activities of this 
n~tuN are ~e:en as important aspects of a de
p&rtm.~J~tl.s crime prevention program. Police 
can often be aided in their efforts to counsel 
r~veniles and their parents b7 various other II 

agencies in the community. But a cooperative 
relationship like thiS depends on the estab-

l~shment of effective channels of communication 
• 
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between the police and other youth service 
organizations. '" 

Police departments that maintain records of 
the types of problems encountered in the course 
of their activities are in an excellent posi-
tion to assist in the develoI?ment of needed 
community services. Da0':S0btained Jrom calls 
for police assistance can be used to construct 
a profile of the community's need for various 
types of service agencies. In many cases, 
the absence of adequate social services has 
forced police departments into providing as
sistance. As they come to participate more 
fully in the life of the community, poltce de
partments will be in an excellent position to 
assist in the development of alcoholism and 
drug treatment centers, and of other facilities 
that will enable them to render more effective 
service . 
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@ 
ELIMINATION OF POLICE PROGRAMS AND AC
TIVITIES WHICH ARE UNREIATED TO THE PRE
VENTION, DETECTION, AND INVESTIGATION 
OF CRIME ANIf DELINQUENCY , 

l'he planning process should involve a careful 
examination and evaluation of all of the fUnc
tions a police department is expected to per
form. In many cases it;~p1ay be d~scovered 
that the police have beeh delega~!3d respon
sibilities that could be handled more effective
ly by other agencies. Example of services 
many communities have transferred from the 
police department to other aget\\Cie:a include 
the following: 

I) 

• Parking Meter Enforcement 

• Construction Code Enforcement 

e. Building Inspection 

• Sanitary Code Enforcement i...~' 

e Issuing Busine~s and Occupationql 
Licenses () 

• Directing TrB;ffic . . 

• Proviqing CrOSSing Guards at Dan
gerous IntersectJtons 

• Catching Stray Dogs and Other 
Animals 

e Completing Accident Report Forms 
for Insurance Companies 

• Licensing Bicycles 
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Whether or not a police organization should be 
expected to perform any of the functions listed 
above is a policy matter that must be decided 
by each city. The availability of alternative 
agencies to assume these duties is obviously 
a determining factor. 

One objection to requiring the police to perform 
some of these functions is that they can easily 
be done by persons whose education and sal
ary levels are not as high. By delegating these 
duties to agencies other than the police, a com
munity;can often both realize substantial sav
ings and increase the availabilf~y of the police 
to perform their prime law enforcl.'ment and pub
lic safety functions. This ap9roat;~ will also 
enhance the professional image of the police
man in the community. 

Another obj ection to having the police p~r{9rm 
some of the duties listed above is that they re-

1 .... ~ ...... __ quire technical training that cannot be provided 
to the entire force. If d single individual is 
trained as a building inspector, he becomes 

. identified as a specialist, and his services 
are lost to the department much of the time. 

In some cases a police department may wish to 
retain certain functions because of their pub
lic relations value. By providing certainser
vices, such as ceremonial escorts, a police 
department may be able to add to its fund of 
good will and public support. 

A police facility must be planned to accommo
date the types of programs and operations en
gaged in by the police. A decision to elim
inate or retain s.pecific functions will often 
have implications for the types and amounts of 
work s·paces required by the police. Many de
partments, for example, must maintain a large 
area for photographing anc~ fingerprinting ap
plicants for occupational licenses. 

In the discussion of the second planning prin
ciple I it was noted that most police activities 
have relatively little to do with the criminaL-, 
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or juvenile justice process,?s. It was proposed ' 
that poiice departments develop the skills and 

\ 

procedures necessary to deal with these prob-I ler:ns more effectively through referrals to pro-
; fessionals in appropriate agencies. It was al

so suggested that a strong working relation
ship be established between police departments 
and other public serVice agencies in the com
munity. It was noted that in this way a police 
department will be able to relieve itself of in
volvement in many of the problems that have 
traditionally resulted in a. heavy drain on po
lice manpower and other resources. A well
coordinated relationship between police de
partments and other community service agencies 
will enable the police to render effective ser
vices·wIth maximum efficiency. ( 

. . ~ 

While most police departments have in recent 
years succeeded in divesting themselves 
of various functions unrelated to their central 

\\ ,",; 

law enforcement activIties I there has been 
a counter-trend resulting in additional oper
ations. These new functions are largely in 
the area.of juvenile operations I and they have 
been developed with the hope of reducing 
crime and delinquency. This reflects an ex
panded concept of the preventive nature of 
early police intervention with delinquency
prone juveniles. Because the police are often 
involved with youths who have committed mi
nor offenses I they are in a very advantageous 
positiort{;to counsel the juvenile I his family I 
and his friends. In this way I the police may 
be able to redirect Cl.nti~ocial impulses without 

6.3 

(, 

bringing the youth into '~he juvenile justice,' 'A' 
system. Elimination of many .of the traditiona~\.. VI" 
functions of the police, such as issuing busi- '\::~._ 
ness licenses and catching stray dogs I may #A 
free more tithe for delinquenGY prevention pro- VI 
grams. /) 
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@ . COMMUNITIf-BASED DELIVERY OPPOLICE 
SERVICES 

'i: 

As police departments grow ~arger and more 
highly centralized in their operations I there .. , 
is a tendency toward a bre.\akdown of the re-~ 
lationshl'p that has traditi~nally existed be
tween the police ansi the communities they 
&erve. In most cases I the department head
quarters I in an Administrative and Technical 
Services Center I is located a considerable 
distance from the communities served. The 
.replacement of foot patrols by motorized units 
has further contributed to the weakening of . 
police-citlzen rapport. 

In recent years there has been a~ increasing . . 

awareness of the relationship that exists be-
tween the degree of public support a police 
department enjoys and its overall effectiveness 

il 
in delivering serviCes. In most situa.tio~s the 
police depend on citizens to bring criminal ac
tivities to their attention and to aSSist them 
by providing the Information required for the 
apprehension and prosecution of suspects. An 
appi'eciation of the,magnitude of this problem 
can 'be gained from ~he many well-documented 
reiPprts concerning the large amount of crime 
that goes unreported becaus:e of a lack, of con
fidence in the ability or willingness of the po
lice to respond. Police departments are di~
covering that a breakdown in publiclitfust and 
cooperation can make even routine operations 
difficult. " 

Commenting on the need for greater pofice
citizen rapport, the National Advisory Com
mission on '@riminal Justice Standards and 
Goals has recently stated: 

\~ ,~r -', ' 
If line units are to be truly responsive 
to the ne.eds of the people, it is es-

• I' 

sentlal!lhat there be open Itnes of 
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communication between personnel 
at the level of execution and the 
public they serve. Personnel at 
all levels of command must be e
qually in touch with the needs and 
desires of the public served. When! 
police commanders are remote from 
the people, they tend not to appre
ciate the needs of the people and 
they provide weaker leadership to 
line personnel. Conseq,ue~tly, 

the people lose confidence } II 
the police. 1 ' 

Many departments have established special 
programs in response to the need for improved 
police-citizen relations. In some cases, small 
neighborhood offices have been opened to pro
vide a liaison with the people in a community • 
Other departments have begun assig~1ing spe
cial teams to work more closely with specific 
neighborhoods in providing police services 
and responding to a full range of complaints. 
A common characteristic of all of these pro
grams has been an effort to provide as surance 
to citizens in all parts of the city that the po
lice department is prepared to listen and to 
respond to their requests for protection and 
assistance. In this way it is hoped that a 
closer working relationship between' the po
lice and the citizenry can be established and 
maintained. 

There are several problems commonlyasso
ciated with the decentralization of police op
erations. One is that control and coordination 
of field operations are generally more difficult 
to maintain., Another problem is lihat decen
tralization usually entails a significant increas 
in the ~mount of manpower required., But the 
increas\:Fd capacity of a department toconduc,t 

\ " 

an effective crime prev~ntion and publi,q ed-
ucation program must be weighed in the/balance 

lNational Advisory G~mmission ~m Cdminal r~j!;tic~ Standards arid Goals I 
Working Papers for the National Conference <!>n Cdminal Justice, (Washington, 
D. C.: Law Enforcement Assistance A,gministration, 1973), p. 19. 
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A greater degree of visibility and accessibility 
to the public, the development of more fruitful 
sources of intelligence, and, perhaps most imp'or
tant, the ability to resolve ma.ny problems at the 
local level are among the ,?dva<~tages of main
taining a decentralized base for police opera
tions. 

Thus,many areas could profitably use a new type 
of facility that would provide a decentralized 
base for police operations at th~ community lev
el. In addition to ;~roviding suitable facilities 
for the conduct of an effective community rela,
tions program, such a facility ~ill enable a po
lice department to handle a wide range of prob
lems at a location nearer the homes of the 
people involved. 

In most cases a Oommunity Police Station would 
contain no administrative functions. Personnel 
assigned to this facility would rely on the 
central headquarters to provide all staff and 
auxiliary services. Work space would be pro
vided for the following types of routine opera
tions: 

• Shift Commander's Office 

e Booking and Temporary Detention 

• Criminal Investigation (interview 
of suspects, victims I and informants) 

• Juvenile Services 

• In -Service Training 

• Citizen Education Programs 

• Roll Call and l3riefil1igs 

• Report Preparation '.' 

• Locker Rooms 

w Physical Fitness Pro9rafi'!$ ., 

The Community Police Statton w'Quld not contain 

"8 ,. 
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a miniature police department. Rather, if--
would be a r~latively small facility containing 
most of the components required for the delivery 
of police services at the c'ommunity level. 

The community-based facilities required for 
contemporarY police operations differ from con- .... 
ventional precinct stations in a number of impor 
tant respects ° Probably the most sighificant 
departure from traditional concepts of police 
facility design is the absence of a jail. The 
fact tha~ police stations hs;ve traditionally been 
corfstructed around one or I/more high-security 
cell blocks has larg~ly determined their ambi
ence and overall architectural character. The 
widespread development of community correc
tions facilities or intake service centers is rap
idly eliminating the need for police d,epartments 
to maintain a()il. In the course of normal op
erations, very few of the people detained by 
the police require the level of security provided 
by a traditional jail. In the event that a person 
must be held for questioning, a properly de-
signed temp),?rary holding\room will generally" be 
adequate 0\\ Jit is also sui~~ble jor __ haj'ldJing Qer
sons who Itiilst be detained\\for'brief-p-eriods =- -, 
while awaiting transfer to a ~pre-trial detention 
center. 

Another significant difference between the Com
,. munity Police Station a"nd the precinct stati~ns 

of the ;~a~t is the absence of a complete commu- c:o 
(-'\ \~ . , 

nicatioris center . The centralization of commu-
nication and dispatching activities in a support 
services facility eliminate·s the need for main
taining such equipment at the community level. 
Thus, providing securfty for critical communi
cationS facilities is not a major consideration 
in the design of a community police facillty. 

:\ -, 

Since a permanent records system is consoli-
dated in a central headquarters facility, the 
Oommunity Rolioe Station is no long'er the set
ting for routl~ne clerical activity. Because sen
sitive records are housed elsewhere I the need 
for high levels of security is further reduo~. 
Ideally, the Community Police Staticin is linkt:fd 
to the central records and identification center " 

• 
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'\ 

by means of a computer ter~ipal or other elec-' 
tronic devices. 

The resulting facility is one that is well-suited, 
to the norma"! operational needs of the police 
as they respond to request's for service and at
tempt to deal with law enforcement problems at 

u 

the community level. Because of the absence 
of a jail, and of other functions requiring a high 
degree of security, these facilities are far less 
costly than those constructed in the past •. In 
many cases i structures that have been u~H:id 
previously for other purposes can readil:!r be 
modified t9 meet the needs of the police ae-,; 
partment. Por example, buildings originally 
constructed as retail stores in neighborhood 
shopping centers will be ideally suited to this 
purpose in many situations. 

t ~l 

The availability of such facilities, dispersed 
throughout the area served by a, police depart
ment, will enable the poHce to handle juveniles 
in a lOW-key manner. Rather than counseling 
the juvenile and his family in a large central
ized police complex, the needed services can 
be provided in an office near the youth's home. 
I.n most police departments , a majority of"the 
incidents involving juveniles are handled on a 
"warn and r~lease" basis, without contacting 
\:he parents lJr attempting any form of referral or 
follow-up. In part, thil? practice results from 
a lack of juvenile speCialists with sufficient 
training to provide the, necessaxycounseling 
and referral services. ;rat it Is also due to the 
fact that in many cases the only alternative to 
IIstreet adjudication" is transporting the boy or 
girl across the city to a centralized facility 
and requiring the parents to come there to ob
tain their child's release. Community-based 
facilities will make it possible for the poltce to 
provide an effective counseling and referral pro
gram near thejuvenfIe'~ home. T1"!is is a major 
benefit of adopti!lg a departmental policy' Qf 
community-based delivery of police services. " 

, ':':<:::' 
.:) \~: ~-jY 

In the area served ley a police department, there 
is likely to be a substantial variation .in the' 
level of police activity ~essary. Tl1i$!i; can be " ((G7~ 'i" " 
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traced to differences in population density, in 
rates of crime and delinquency, and in the fre-, 
quency of requests for police s':rVices. Com.
munities may consider different types of police 
service adequate and appropriate. The princi
ple of r!9ommunity-based delivery of set"ices 
impliei'J,that a police department will adjust its 
operatIons in the various parts of its jur-isdic
tion to meet the needs and the expectations of 
the people of those areas. The size of the area 
served bya single Community Police Station 
must also be determined by considering popu
lation density and the demand for police ser": 
vices. 

~/ Jf,'------,.,.--:-,.-----_-i:..----~ _______ ....... _ ..... ~..------.....,...---J 
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INTERAGEN,OY COOPERATION IN THE 
DEVELOPME:NT OF STAFF AND AUXILIARY 
PROGRAMS ~ '~/ 

h 
c. .. 

T e nature of m~~0rn pplice operations is 
being rapidly alt~e, d v:hroUgh, ' the appU,ca-oJ! 1/ 
tion of advanced technology., Electroriic 
data storage and retrieval systems I for 
example I are now widely used in support 
of law enforcement activities in all parts 
of the United States. Many police de
partments rely on computer technology 
in conducting'routine operations analysis 
and for other forms of planning and re
search. 

Forensic science, is another technical 
field that has been greatly expanded in 
recent years. In many areas, evidence 
gathered at the,scene of a crime can be 
quiCkly and accurately analyzed by 
skilled technicians, working in modern I 
well equipped scientific laboratories. 

. ~ 

Criminal identification bureaus manned '., 
by specialists in the fields of fingerprint 
and handwriting analysis play an increas
ingly important role in the law enforce
ment process. This is yet another exam
ple of the application of modern technol..
ogy to law enforcement problems. With 
each passing decade I police officers".iin 
the field are supported by more compre:;;; 
4ensive and eff.ective technica~ resources. 

As police operations become more com- c 
plex and technical in nature I police de
partments are exercising greater care in 
the selection and training of new recruits. 
The bas~c curriculum offered in most po
lice training academies reflect the grow ... 
lng sophistication of the field. r'n addi- ' 
tibn to an extended period of basic 

(," 
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training, many police departments are 
" 0 " attempting to provide their employees with 

a continuing program of in,;:,service training ~ 

In any discussion of modern police opera-
, ' tions it is" important to distinguish between 

two fundamentally different types of police 
programs. The first category consists of 
basic field services such as patrol, criminal 
investigation and juvenile operations. Field 

" 

\\J:" .~~ 
service programs generally involve direct 
contact between police officers and citizens 

~ who live and work in the areas they serve. 
The second program category includes all of 
the various technical operations required to 
support police officers who are engaged in 
patrol, investigation, and crime prevention 
activities. Criminal identification bureaus 
and crime laboratories are both examples of 
technical support operations. 

• BASIC POLICE PROGRAMS 
" '.~, 

" " 
('; , Field~Services Technical Support Operations 

! 
Patrol Staff Programs 

Planning and Research 
Investigation Recruitment 

Career Development 
Crime Prevention Legal Advisor 

. "Crime Analysis 
Juvenile Operations Public Infor.ijlation 

C,entral Records 
Traffic Investigation 

1.1;, 

I! Crisis Intervention Auxiliary Programs 
" " 

, ,! 
" Missing Persons Communications 

Cr;.iminal Identification 
, 

Crowd Control Crime Laboratory 
Photographic Services 
Evidence Processing and Storage 

u • II 
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Many large police departments in the 
United States have been able to develop 
a full range of staff and auxiliary pro
grams. However I due to the costs in
volved, departments serving small towns 
and suburban communities have been 
limited in their ability to establish and" 
maintain programs of this nature. Tech
nical support operations that are rarely 
found in police departments with fewer 
than one hundred officers include the 
following: 

• Computer Based Record System 

• Planning and Research Unit 

e Legal Advisor Program 

• Career Development 

• Public Information Office 

• Criml'nal Identification Bureau 

• Research Library 

• Full Service Photographic Lab 

• Crime Analysis Unit 

• Recruitment Program 

• Crime Laboratory 

• Curriculum Development (in-service 
training materials) 

• 

• 

Purchasing and Accounting 

Weapons Maintenance Shop 

Vehicle Maintenance ,~nd Repair 0 

t 

o 
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• Electronic Equipment Maintenance 

To the extent that these technical support 
operations have been developed by smaller 
police agenCies, they are often inadequately 
staffed and equipped. The burden of main
taining programs of thi~ nature is generally 
beyond the capability of most police depart
ments in small and medium sized communi
ties. 

The magnitude of this problem can be readily 
seen when we reflect on the fact thClt more 
than 80% of the police departments presently 
operating in the United States employ fewer 
than five officers. Because many of the 
technical support programs operating in the 
larger police agencies require the services 

• 

of highly skilled professionals using various ., 
types of costly equipment, it is generally 
unrealistic for most smaller departments to 
consider developing them. 

There is a growing awareness among police 
administrators throughout the country that 
a higher degree of interdepartmental cooper
ation will be required if their officers are to 
have the. support of advanced technical re
sources. F,or this reason, many:police 
agencies have eritered into negotiations with 
other departments f61- the purpose of explor
ing methods of establishing shared technical 
support programs,. 

Discussions among police administrators 
concerning the feasibility of jointly devel
oping technical support res6tlrces often focus 

, on specifiC staff or auxiliary programs. The" 
possibility of sharing a joint communication~ 
or records center is an issue that is under 
consideration by many police agenCies • 



o 

planning principles 
threugheut the United States at'the pres
ent time. In many cases ,negetiatieRs .of 
this nature may previde the basis by con
sidering a breader range .of technioal sup
pert .operations. 

It is apparent that little progress can,be 
made. tQward the j eint:-develcpment 6f 
technical suppert pregrams until a number 
.of pelice adfuinistrators in a particular" 
ccuntyor regien beceme convinced that 
eperatiens .of this nature are essential te 
the de~ivery .of effective law enfercement 
services by the .officers in their respec
tive departments. Once a basic agree
ment has been reach ameng administraters 
cencerning the desirability and feasibility 
of establishing such operaticns, an in
tensive pregram .of public educaticn mU,st 
be cenducted. It will be necessary te lie:.:; ,--
build a sclid J;>ase .of public understanding 
and suppert if prej ects of this nature are 
to succeed. 

In the past, .one of the majer barriers tc 
the develepment .of interagency technical 
support programs has often been a con
cern on the part .of many citizens that 
local control over pelice operations would 
be sacrificed. In .order to overceme. this 
obj ecticn, the distinction between basic 
field services such as patrol and juvenile 
operations on the .one hand and technical 
support pregrams such as planning and 
crime analysis; O'n the .other, 'must be " 
emphasized. The basic pr,inciple .of re
taining ,(,centrel ever the cend~ct .of pelice 
field eP,ieratiens at the ceIl,l~nttnity level is 
in ne wiay inccnsistent wit~:i1:V;l cencept 
efdnterage'ncy ceeperatien ill the d~vel- . 
epment .of technicai servicepregrams • 

" 

In many capes, the impertance eistaff "" 
and auxiliary pregramste the cendpct .of 
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effective crime prevention and law enforce-
ment operations may not be understood by 
the average citizen. The critical functions 

>, performed by a criminal identification bu-
reau or a police planning and research unit 
are often not familiar to most people. ,Por 
this reason, progress towa.rd the develop-
ment of techni.cal support services Will 
generally depend on th~'i:lbility of police 

"'-. administrators and other public officials to 
effectively explain the benefits of making 
such services available to local police 
agencies. 

, 
'~::: 

The first step toward'the j oint development 
0 of technical support resQurces will often 

involve the establishment of an informal 
committee or council consisting of all po-
lice administrators who are concerned with 
this problem in a particular county or multi-
county region of a state. In many cases, • the state criminal justice planning agency 
or regional council of governments may pro-

- ;:; ", vide the basic guidance that is required 
" during this preliminary exploratory stage of 

\. the planning process. 

As indicated above , negotiations among po-
i' 

lice administrators may initially focus on a 
specific operational problem for, which they 
are seeking a jOint solution. The need for 
more adequate crime laboratory services or 
an emergency communications center may 
provide the context for exploratory talks of 
this nature. In many situations I interagency 
cooperation has been based on a common 
need to develop more effective in--service 
training programs,. 

Perhaps the most important technical support 
program that could be considered during the 
initial stages of interdepartmental negotia-

"'1'" tions would bea planning ,and research unit • • There are many benefits that can be realized 

, i) 
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by establishing a full-time planning office 
to serve the needs of two or more pollce 
departments in a county or region. l3y 
maintaining a law enforcement, plann~\ng 
unit, the participating police departments 
would be aple to more adequately deter
mine the immediate and long range law 

8.7· 

enforcement and crime prevention needs . iJ 

of an area. A systematic evaluation of. 
general operationa'i requirements !hay 
provide a sound basis for the later devel
opment of other technical support pro-
grams. 

, In evaluating the effective'ness of various . . 

kinds of police services in a community I 
it will be important to identify the staff 
and auxiliary programs required to bring 
these services to peak efficienc~r. Once 
the natur.e and scope of the necessary 
technical support programs has been 
determined, an approach to establishing 
and maintaining them can be dev~loped. 

':',: "':! . 

There are a number of basic issues that 
must be re.solved if two or more police 
agencies are tp succeed in the joint 
~ .' 

developmentpf staff and auxiliary pro-
grams: 

• Funding: A sound basis for the con- ~: 

tilluii1.g financial support of each pro
gram must be determirled\~ In sO.lJle 
cases, state or federal ft::tnding may 
be available to 'assist in establish
ing a particular technical support 
program. However, it will generally 
be necessary for programs' to be 
maintaIned through local resources. 

• Administration: If :!;echnical support 
programs are to function sucdes sful-
ly, they must have adequate leader-

'tC~hip and supervision. Therefore I 

" 
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plans for developing such operations 
should include an adequ<ate "basis for 
administration that will be acceptable 
to all participating agencies. 

• Policies: Basic procedural guidelines 
must be established to insure that the 
technical resources of each program 
will be utilized to their full potential. 
Policies for the operation of each pro
gram should be developed so that all 
participating agencies will share 
equitably in the benefits of the services 
provided. 

• Faoilities: Planning for j oint technical 
service operations must include basic. '~, 

facility considerations. Because many 
of the staff and auxiliary programs that 
are established to support law enforce·· 
ment and crime prevention operations 

• 

are functionally interdependent I they .' 
should normally be physically located 
in a single facility or facility complex. 
(See Section D 2f for a detailed discus-
sion of the facility requirements for an 
Administrative and Technical Services 
Center .) 

'\ 
Some of the staff ant1 auxiliary programs that 
might eventually be ihcorporated into a law 
enforcement technical\servibes center are 

" 

indicated on the diagram on. the following 
page. The functional relationships that 
exist between the various programs are indi- { 
cated by the connecting arrows. The devel
opment of the full range of support services 
indicated in this diagram in support of the 
field operations of a number of small police 
departments would produce a level of law 
enforcement and crime prevention effective
ness presently found in only a few of the 
larger Cities in the country. 
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services center 

, I'· 
analYSIS 

o 



B 
8.10 

The methcds,used to establish a j oint law 
enforcement technical services center will 
vary cOl1siderably from one "part of thecoun-' 
try to another I depending on the provisions 
of existing state laws. In some cases I 
state criminal justice planning agencies will 
be able to assist in establishing basic staff 
and e.uxiliary programs to serve police de
partments in various parts of the state. As 
noted above I state and regional planning 
agencies are often in a position to provide 
assistance to local governments as they ex
plore methods of developing a technical s er
vices center to meet the operational needs 
of police agencies in a particular county or 
region of a state. 

Alternative approaches to the financing and 
maintenance of an interagency law enforce
ment support center include the following: 

• Fqrmation of a Special Law Enforcement 
Technical Service District 

• Establishment of a private or public not
for-profit corporation 

• Development of a new department within 
the existing county government 

o Formation of a joint service agreement " 
between two or more jurisdictions with 
each developing a distinctive technical 
service capability 

• Contracting between jUrisdi~'~ions. This 
arrangement could take the form of a 
county to city I city to county I or clty 
to city contract. 

• 

Anyone of the five basic approaches out
lined above might be used to provide depart-
ments in the development of shared technical • 
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support programs. In recent yearS'1 mai'ly 
states have adopted enabling legislation 
that will permit intergoverp.mental agr~e
ments of the type described above. 

The establishment of a Special Service 
District for the purpose of conducting 
technical support programs for twoNor 
more police departments is an approach 
that will b.e attractive in many areas of " 
the United States. The agency estab
lished ill this case would possess corpo
rate powers commensurate with the perfor
mance of its specified activities in the 
field of law enforcement. It would have 
the legal power to acquire funds, prop
erty, and facilities from the state 9r fed-

.' eral government. It would also have the 
right to issue general obligation bonds I 
levy special assessments for capital 
improvements, and to tax property within 
the limitations of the enabling act. A 
Special Law Enforcement Technical Ser
vice District would be able to determine 
its budg'et withqut interference from other 
units of local government. 

If the sheriff's office and all other police 
agencies in a particular county benefit 
directly from the programs established in 
a law enforcement technical services 
center, it will generally be possible to, 
finance the operation of such a center 
through general tax reven,ues. Under 
these circumstances, the formation of a 
. special department of cotmty governIJl:ent 
:\vould probably be appropriate. . 

In the event that a special ci~\strict or a 
~ '" 

separate unit of county government is 
"formed, it will be neces sary to establish 
a board of directors or truste6\S to govern 
the operation of the technical,''support 
programs. A governingpotl;s? 'c~n be " 
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either elected or appointed depending on 
state laws. In either event, it will be de
sirable t9 establish an advisory group con
sisting of all of the heads of the participa
ting law enforce11lentagencies. Members of 
the advisory group might be named as ex 
officio officers of the governing board. 

In most situations t the least complicated 
method of providing technical support s er
vices to several police agencies will be by 
means of a H service contract. II Under the 
provisions of such a cc~~":"~ct I one unit of 
government agrees to provide specified ser .... 
vices to another for a fee. By adopting a 
sys~em of program budgeting, the costs of 
providing specific technical services can be 
equitably shared by all partlcipating 
agencies. 

The formula for determining' the annual sub
scription rate for each police department in 
any contractual arrangement should normally 
be based on the number of sworn officers in 
the department. Formulas based on either 
population or the number of calls for police 
services in a particular jurisdiction are 
generally less satisfactory for this Pllrpose,. 

It should be observed that the overall cost 
of conducting most technical support pro .... 
grams will be substantially reduced as th~! 
number of participating departments is in'/\, 
creased. Therefore, it is generally advan
tageous to encourage a large number of po
lice departments to share in the development 
and maintenance of a technical support 
facility. In addition to the economic bene
fits derived from maximum participation I the 
overall effectiveness and coordination of 
crime prevention and law enforcement opera
tions by all departments throughout the re
gion will also be greatly enhanced. 

'. 
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It would. be difficult to determine the'max
imum number of police offi~ers that could~tJ 
be effectively served by a single techni- r
cal support center. However I because of 
the costs involved and the v,olume of acti-,' 
vity required to Justify ',mi~Jl:y1;g,f the PFO

grams that migh~ be included' in" a center 
of tM.s nature I it is unlikely that the total 
number of police officers served l?y the 
center should be less than 200. 

SUMMARY 

The degree of self-sufficiency that a ~po
lice departm,ent can expect to maintain is 
an important consideration in all law en
forcement plannir!g'. In most ,caJ'es, po
lice agencies serving suburban communi
ties and small toV'{ns will prefer to con
centrate on th.e development of a full 
range of basiC fielg services and to avoid 
investing their limHed resources in staff 
and auxiliary programs. But this does not 
mean that police departments in smal~. or 
medium 'sized communities will continue 
to operate without a planning and re
search capq.bility or a recruitment and 
career development staff. The mainte
nance of these and other costly programs 
must be undertaken jointly with other po-
lic.::e departments with similar needs. 
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DEVELOPMENT OF POLICIES, PROCEDURES 
AND FACILITIES THAT ENHANCE THE DIGNITY 
AND SELF-RESPECT OF ALL WHO ARE 
INVOLVED IN THE LAW ENFORCEMENT 
PROCESS 

There are several categories of people 
directly affected by the policies, procedures, 
and facilities of a police department. These 
include police officers and civilian employees, 
criminal suspects I juvenile delinquents and 
their families I witnesses to and victims of 
crimes I prosecution and defense attorneys I 
citizens requesting assistance, and journal-
ists. " 

Because of their continuing long-term in
volvement in the law enforcement process, 
probs.bly no group is more strongly influenced 
tha;\1 police officials themselves. For this 
rea~~on policies;' procedures I and facility 
arrangements rriust be carefully evaluated in 
term,s of their prC?bable impact on the t:?elf
este~~m and sense of professionalism of the 
indivIdual officer. Every detail of his work
ing environment should remind a policeman 
of the high standar8s of his profession and 
of the importance of his duties. Every element 
in the design of a police station should re
fle~ct a spirit of professionalism. Procedures 
that fail to make optimal use of a police-
man's training and special competence should 

o 

be modified or eliminated. 

Another criticacl group to be considered in., 
evaluating pollce dep~rtment procegures and 
facility arrange111ents in'terms of their impact 
oIfself-e~teem arijuveni.1es and their " 
f~Jmilies • The boy or:, gid brought into a po-
I ' ' , 

nce station for questioning or co'unsel as a 
result of involvement in delinquent b~havior 

. should be treated firmly and fairly. (, 
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Departmental poliCies should be sufficient
ly flexible to provide juvenile specialists 
with considerable leeway in dealing with the 
offender and his family. Facility or pro
cedural arrangements that are demeaning 
or intimidating should be carefully avoided 
in establishing juvenile programs. The 
overall setting and procedures should be cal
culated to leave three lasting impressions 
on the minds of the juvenile and his parents. 
First, they must realize the serious nature 
of the behavior that led to their involvement 
with the police. Second I they should recog
nize that they have been treated fairly. 
Third I they should be left with the unmis
takable impression that the police officers 
involved in the case respect them. Care
fully planned facility arrangements can be 
invaluable to jUvenile officers as they attempt 
to accomplish this difficult three-fold ob
jective in dealing with juveniles and their 
parents. 

Similarly I in designing facilities and pro
cedures to be used in dealing with adult 
offenders /' -law enforcement planners face the 
major challenge of eliminating situations or 
practices that are demeaning. A spirit of 
civility must pervade every detail of police 
buildings and procedures. Practices and 
facility arrangements that intimidate and 
degrade a person will generally produce 
hostilel and uncooperative reactions I further 
compli;cating the difficult task of criminal 

" 
invest~gation. Mer a person has been in 
the cu~to'dy of the police I he should have 
greater\,respect for law enforcement and & 
more Pcl\l3itive self-image. Nothing that 
occurs between the time of arrest and re
lease should undermine the individual's 
self-respect or his confidence' in the ability 

• 

of the community to accept him as a worth- '). 
while person • 

',~ >, . ' I 
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There are occasional situations when,:police 
officers mu',st physically restrain. or s'ubdue 
unruly people. When such an occa sion " 
arises in a police station, facilities should 
be available that make it possible to provide 

. security and restraint with a minimum of 
effort. Spaces should be available that 
combine reliable security and civility, and that 
avoid isolation. The charaoter of a police 
facility should be designed tq ha ve a,~alm-
ing effect on all who enter. 

B 
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\.U MAXIMIZING OPPORTUNITIES",POR 
PROFESSIONAL DEVELOPMENT, 

The nature of contemporary police work Qft~n 
requires th~t officers have a high level of 
profes sioncH competence. A policeman is 
Eitxpected to be knowledgeable about the fielo. 
of criminal law I including recent court de
cisions in that area. When he appears in 
court or prepares a written report, he is ex
pected to be articulate and well-:informed. 
He is often required to mediate interpersonal 
disputes I and must bring sound socio
psychological insights into conflict situa
tions. Increa singly, policemen are being 
called to serve as consultants to businesses,. 
schools, chur:ches, and other institutions, 
providing advice on ways to reduce their 
susceptibility to crimina La ctJvity • In many 
cases, policemen work closely with pro
fessionals in other agencies to develop 
joint-action programs to deal with communi
ty problems. With each passing decade, 
American society expects more and more 
of the men and women who provide the 
community with vital law enforcement ser-
vices. 

There are many ways a police departmen~, can 
attempt to assure that its officers are 
continually upgrading their profession~;ll 
skills' and knowledge. Many departments 
arrange to send selected officers to special 
conferences and training cour'ses to become 
familiar with the latest ipnovations in pro:'" 
fessiona11aw enforcement. On retuJning to 
their departments, these officers become 
valuable resources for developing and pre-

f~ ~; 

senting in'::'service training, programs. ( 

-
One of the most effective" methods of im-
proving professional skills in a department 

10.1 
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is a program 9£ outside speakers who are • 
authorities in various areas of police con-
cern. In this way I policemen have an oppor-
tunity to meet informally with lawyers, 
social workers, judges, doctors, and others 
whose work is related to theirs. The 
effectiveness of this type of program de-
pends on the development of a carefully-
planned training schedule that frees the 
policeman from his routine duties on a 
regular basis for the purpose of attending 
seminars and classes of this nature. 

Another method used to encourage profess
ional growth is to provide an attractive, 
well-managed library/reading room located 
near the area used for daily briefings. RoomE 
of this type typically contain an assortment 
of current books I magazines I and pamphlets 
on subjects in the area of law enforcement 
and related fields. 

There are many ways that the goal of con- • 
tinual professional growth can be acted on 
in the police department planning process. 
The organizational structure of larger de-
partments should include a curriculum de
velopment and training staff. In the case 
of smaller departments I this is an example 
of the type of function that must be developed 
through regional cooperation. In the head
quarters building of a municipal police de
partment or the technical services center of 
a special police district, there should be 
ample space assigned to a special training 
staff ~ Adequate library facilities and space 
for preparing training aids should be in
cluded. At the level of the Community 
Police Station, an officer should be respon
sible for coordinating all training activities. 

In addition to attending onear more train
ing classes each week, a professional po
lice officer should have an opportunity to 

. participate regularly in intensive training 
. programs lasting several days. A policy of 

':':-' • 
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i 
providing every officer in a depar!tment 
with a fixed number of hours of paiel in
senrice training each year must be taken 
into account when preparing annual 
budget requests. The expenses involved 
in securing speakers, films, tapes i and 
other training materials must also be 
considered. 

In the law enforcement planning process, 

B ff 

10.3 

every policy, procedure or facility pro- c::? 
posal must be carefully evaluated in 
terms of its implications for the develop
ment and maintenance of professional 
skills. Providing opportunities for pro
fessional growth on a continuing basis 
should be a primary objective of every 
law enforcement agency • 
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introduction' 
The term II police program II refers to any 
continuing operation conducted-by a law 
enforcement agency in order to attain its 
organizational objectives. Por purposes, 
of planning and research, it is advisable .... 
to consider all departmental activities 
in terms of specific;: programs. Each 
program is a subsystem ofa larger ,', 
'system: the entire department~'<' This ,. 
is a much more practical approach to 
problems of operational analysis than 
the traditional practice of cohcentrating 
on such organizational subunits as 
bureaus I seotions I and divisior.s. 

A police program consists of five basic 
elements. They Ca<!l be considered 
separat~ly or as a whole. Policies and 
operational procedures together consti
tute the first and most critical program 
element. Program policies are tbe ' 
behavioral guidelines to be followed 
in conducting a progr?m. Modifying 
~o1icies can result in, fundamental 
changes in the charaqter of a program. 
The operational procedures established 
for a police program serve to structure " 
the mt;lnner in which program services 
are delivered. 

The second major structural element of 
a program is its organizational framework. 
By specifiying the roles of the officers 
and civilian staff members who will 
participate in a program, it is possible 

r~o further structure the mal1ner in which 
,the program will be conducted. The 
organizational framework consists of 
detailed job descriptions for all of the 
personnel required 'to perfonri the various 
program functions •. , It also spec~f!'es 
the relationship of each participarit to 
all of the others who will be engaged 
in conducting the program. 

c 
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The initial stage in developing a new 
program is to formulate a 'comprehensive 
set of procedural guidelines. This is 
followed by thef preparation of an organi ... 
zational chart showing the various roles 
or job categories and. their relationships. 
When these two tasks are successfully 
,/ '\ 

C.L2.-:lnpleted, the basic structure and 
\-"0 

character of the program is determined. 
Thx;oughout the history of a program f 

from the time it is activated until its 
discontinuation, both the policy state
ment and the organizational framework 
should be continually reevaluated. Re-

,visl'ons in these basic structural elements 
should be considered whenever it be
Comes apparent that the program is not 
functioning with optimal efficiency or 
effectiveness. Revisions in the policy 
and organization of a program may be 
called for by changes in the community 
:served or in other departmental activi
ties related to the operation of the 
program. 

The remaining three program elements 
~r.e personnel, equipment,and facilities. 
Eaqh police program will require selected 
staff members whose training and ex ... ' 
perience qualify them to fill v&rious 
positions in the program. The availa
bility of suitable officers and civilians 
for assignment to a program will largely 
determine its scale. Program planning 
may often involve the development of 
recruitment and training schedules that 
assure an adequate supply of manpower 
to conduct the operation. The availability 
of personnel with appropriate training 
and skills will g-enerally be a major fae:-
tor 'in determining whether or not to 
activate a given program. 

y 0 

The" implementation of most programs will 
involve the purchase of certain critical 
items of equipment" In·the program, 

, ,~ 0 
planning process, it';ls important to 
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to prepare a program budget that reflects " 

Program Categories: 

the procurement scheduleS drawn up. 
Operational procedures may vary corlsid-
erably I depending upon the extent to 
which various items of program hardware 
are available. The basic policy state-
ment may require revision based on a 
realist'i6 appraisal of the availability of 
program re source s • 

The fifth element of a police program is 
often a facility component. Many im~;' 
portant law enforcement programs can be 
successfully conduct~ without supporting " 
facilities I but mbst programs will requite' 
some form of facility base. Thus, the 
planning of appropriate fac~UJ:ies is 
normally an ess,ential element of the 
program, plap.ging process. The rela.,.. 
tionship be~een program planningcand 
facility design is described An grea~er 
detail below. ';;; 

Police programs are norm~I1y~ div~ded " 
into three basic categories, Prd,grams' 
required to sustain a law enfor~ment 
organization and to enable it to respond 
to changes in its environment are re- [J 

ferred t'q as II staff pr~rams. II Rec~it
ment and career d,evelopment are both 
programs ~hat provide stflff ,serVices. 
A second category: of,.progr~'ms inclu4es 
those departmep,tal operations required 
to ptovide adequate support ror officers 
engaged in fiela 9peratidns • Programs 
in this category are referred to as c.' 

. c.-'!.£txx"ulary programs"." Pingerpript clas

. sification and analysfs i~ an' ·a:uxUiax;.J .' 
..---0 .. \c:J::=;? 

peNice program, for example .In t:fi~ A\ 
,} third progra.:m category are all op;ratio~_,-- ~. 

involving the direct delivery, of polic'e ""- ~, " 
services to the ~u~lic. police - s«,hool .., v 

liaison and crime scene investigation __ 
are example,S of programs In this cate- ,.". -" 
gory; llfield pI:ogram~.'~ (? 'i ,~,.o·~, 
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In addition to this basic three-part .' 
division of police programs, there are 
a number of other useful ways to classify 
law enforcement operations. Distin
guishing between programs that require 
direct police-public contact and those 
that do not is one of the more useful 
approaches. In terms of facility plall-
ning I programs that involve frequent '.' 
interaction between the police and 
citizens must have a base of opercstion 
that is easily accessible to the people 
served by the program. Juvenile coun.
seling programs, for example I should 
be conducted in facilities near the 
areas where j~veniles and their pElrents 
live. The facilities for other programs, 
such as evidence storage and ballis-
tics I need not be accessible to the 
general public. 

An9ther way of categorizing programs 
is to group them according to function. 
All programs should be developedin 
response to speCific problems identified 
in the communi ty or in the departmen t. 
Most field service programs are developed 
so tha t the department can respond more 
effectively to specific types of citizen 
calls for police services. Although the 
specific objectives of each program 
should be carefully defined so that the 
sefllices performed in a give~ program 
do not duplicate those providedby other 
programs I it is still possible to group 
police operations according to their 
general goals. The following are exam
ples of common program categories: 

• Program§..Jor the professional 
develo~ment ofpolipe' officers 

• DeUnqu,ency prevention programs 

• Criminal investigation programs 

• 
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Programs and Facilities: 

• Programs to encourage citizen 
involvernent in crime reduction 

• Public relations programs 

All of the programs conducted by a 
police agency should contribute in 
some way to the reduction of crime 
and delinquency. Operations that make 
no contribution to the achievement of 
this fundamental law enfol'cement ob
jective should be promptly eliminated. 
However, the full impact of any given 
pr~ram must be viewed in the context 
of the department's overall operations. 
This is particularly importa~t in asses
sing the value of staff and auxiliary 
programs. 

The facilities constructed by a police 
departm(e_~ should be the direct re- G 

suIts ora-consideration of~he programs 
the department proposes to conduct. 
The size and architectural character 
of each facility component should be ,', 
determined by analyzing th~, t~quire-
ments of~ the programs to be ~can::4.~)a 
out in that part of the building >q'~The.ra
fore, facility planning and design must, 
always be prepedediby a thorough' 
review of all departmehtal programs.,' 

One of the more frequen~ causes of 
inadequa te .space in a police building 
is a failure to anticipate either the 
expansion of existing programs or 
the development of new ones. As new 
programs are adcle9- to the department's 
repertoire and oth~rs are enlarged, a A\ 
building that was. su'fficiently large ~ 
at the time it Wq~ constructed may ~ , 
soop. becomeOv~rcrowaed.This can -' 
have an adverse effect on staff morale, ._' 
and efficiency., I ..... 

,'~" , 
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In order. to avoid the problem of pre
mature overcrowding, it is important 
to develop a comprehensi"eprogram 
master plan during tlJ.e pre-architectural 
phase- of the facility planning' process. 
The scope of all existing programs 
mus t be carefully reviewed in order to 
determine their optimal size under 
existing conditions. The department's 
experience with each program over the 
past ten years should be reviewed in 
order to formulate accurate projections 
for the future. 

In planning for a Community Police 
Sta tion I an effort should be made to 
predict the level of demand for program 
services for a period of ten years 
beyond the date of probable occupancy. 
Plans for an Independent .Police Station 
or an Administrative and Technical 
Services Center should be based on 
fifteen-year program projections. 

It is particularly important to anticipate 
the programs tha t are likely to be 
devel9ped during the ten to fifteen-year 
period following the construction of a 
new police facility. Adequate space 
should be provided,lfor all programs 
likely to be adopted during that time 
period . 

Even when a planning unit has done an 
ex~emely competent job of anticipating 
pr0gram expansion and developI'1'\ent, 
significant modifications are likely to 
be necessary at some time during the 
second decade of the life of a police 
facility. Por this reason, the design 
of an Independent Police Station or Ad
ministrative and Te9hnical Services Cen
ter must provide for a high degree of 
flexibility. (See section D 8c.) 

The objective of the program planning 
and review that takes place prior to the 

.' 
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completion of a facility need statement 
is to assure that the building will not 
require significantalte~ations for at J- "\\ 
least ten years after it 1&s conCtructed. 
Thorough program planning for an Inde
pendent Police Station should enable 
the department to have sufficient 
functional space for fifteen to twenty 
years after it is completed. 

A Community Police Station is normally 
much' smaller and far less costly than 
an Independent Police Sta.tion. BeIJause 
it does not have the.' permanencs,'ofan 
LP.S. and does not contain a communi
cation center, central records systems" 

\' ~. 

or other co~pon:ents that involve the 
installation of costly equipment, the 
planning for a C. P. S. does not have to 
extend over as long a time span as II 

does that for an r. P., S. or A. T. S. C. 
Q • 

The placement of each c9mponent in 
a 'police facility complex should reflect 
the functional relationships between 
the programs to be c()nducted in that 
part of the building and those to be 
located in the other parts. Programs 
whose staffs must interact frequently 
should be lo.cated in adjacent parts of 
the bUilding.' 

Unless a complete review and analysis 
of all programs has been made prior to 
the design phase of the facility planning 
process, it will be impossible for the 
archite.ct to anticipate the operational 
and space requirements of the various 
department units. The architect should .' 
be provided with the necessary infor..," 
ma.tion to obtain a thorough undeq~tanding 
of the nature and scope ofey~ry pro
gram that will be conducted in the 
building. He shoula-~so be given ac
curate estimatesQf the scale that each 
program is likely to assumf3 during th~ 
ten to fifteen year period;,.following the c· 

completion of the building~ 
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The purpose of section C of the Guide
lines is to present an overview of some 
of the programs more commonly" adopted 
by law enforcement agencies in the 
United States. Each of the program 
statements contains a summary of pos
sible objectives and a brief description 
of the manner in which the program might 
function. It should be recognized that 
c~lthough the same basic program is con
ducted by several poUoe departments, 
there will almost alw~ys be significant 
differences in the scope and character 
of the program from one department to 
another. The extent to which qualified 

,/ 

personnel are available to conduct 
a program is one of the factors that 
may r:esult in significant differences in 
th~ way various departments implement 
the same basic program. Differences 
in citizen expectations and in the nature 
of calls for police services are also 
factors that will directly affect the 
character of, programs. Even within the 
same law enforcement system it may be 
neceSsary tel modify the way various 
field service programs are conducted 
in different parts of the agency's 
jurisdiction. The basic principle of 
IICommunity-i.\ased Delivery of Po1ic~ 
Services II (see section B 7) implies 
that people living in each of the areas 
served by a law enforcement system 

'" Should be encouraged to participate in 
the determination of operational poliCies 
for. their community. Therefore I varying 
ciUzen expectations and concerns may 
often result in the modification of program 
policies from one part of a city to 
another. 
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\'l',,1.1 • program objectives 

summary of objectives 

• 

By establishing a planning and research S ".-;' 
unit, a police department is able to engage 
in 'continuous operations research. UsJ,r..g 
the department' 5 da ta bank, the planning 
staff can monitor all operations and seek 
to identify ways of ill,lproving efficiency 
and overali effectivene'ss. A major ob
jective of the program is that manpower 
and equipment be utilized as efficiently 
as possible. 

Another objective of the program is to most 
profitably employ the services of manage
ment consultants ·and technioal assistance 
programs. The planning staff can also 
help the department establish a good work
ing relationship with local and state plan
ning agencies. 

The planning and research unit keeps the 
department informed about all technological 
developments with possible law enforce
ment applications. 'N ew equipment and 
crime prevention methods are evaluated 
to determine the feasibility of their a~op
tion. 

The planning staff prepares the detailed 
plans required for the implementation of 
new programs. Jt is normally this unit 
which drafts general orders for the. depart
ment's policy manual. 

Finally, t1:re planning and research unit 
provides the technical and statistical data 
needed to document budget requests for 
addiUonalmanpower, training, and equip
ment. Members of this unit also prepare 
most grant requests. 

• 

• 

Analysis of current programs 

Evaluation of new equipment and 
methods 

Development of plans for program 
implemen,ta tion 

CD 
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program description 

• Preparation of policy statements 

.'.. Providing dQ~u1l1e~t<;\tion for grant 
requests aId new b~get items 

;1'~=-~ 

A planning and res:tarch unit is central 
to the staff organization, coordinating the 
activities of five major administrative pro
grams - records, purchasing, accounting, 
curriculum,development cmd career devel
opment. (See programs C 5s I C 6s e) 

The planning staff works directly with the 
records di'l!,;*ision. preparing statistical 
s:ummaries of curr,ent operations and an
alyzing data from all departmental pro
grams. If different information is requir
ed for effective operations research, the 
planning staff assists in developing the 
forms and procedures necessary to obtain 
it. Based on their analysis of the data, 
the planning staff keeps all commanders 

• 

informed of the Qhanges and trends in • 
ccrdIs for service, and in situations re-
quiring police action. 

The planning unit prepares estimates of 
the quanti..ties ahd kinds of equipment 

. needed to support proposed operations. 
It assists the purchasing division in t;he 

, development of psrformance specifica
tions for all new equipment. 

The plannning and research unit is di-
rectly involved with the accounting staff 
in the preparation of annual budgets I 
since it is responsible for determining 
the fiscal implications of all proposed 
programs. It also prepares grant requests 
and as'sists in the administration of funds 
allocated to the department. 

Many new programs will require special 
training for the officers selected to con
duct them. In some cases, it may be 
neclessary lfor the dofficfers tO

d 
attend spe- • 

cia schoo s outsi e 0 the . epartment. 
But in many cases the curriculum devel-
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program implementation 

opment division will be able to prepare 
the instructional material necessary. 
Further I if the planning and research 
unit ·discovets deficiencies in the per
formance of departmental units, it can 
propose changes in the, current in-service 
training curriculum. 

Career development is another admini
strative program directly involved with 
the planning and research unit. De-, 
vising criteria for Ipersonnel selection is 
a major consideration in planning all new 
programs. Coordination with the career 
development unit should thus be an in
tegral part of the planning process. 

A basic planning staff would consist ofi 
a senior planner ,one assistant, and a 
clerk typist. A team of this size would 
be adequate to provide comprehensive 
planning and program research services 
for a system consisting of 200 to 500 
sworn offic'ers. An additional planner 
should be added to the program staff for 
each 200 officers beyond 500. 

In order to maintain a full-time planning 
staff it will often be advisable for two 
or more police departments to enter into 
a joint agreement to develop this program 
together. A planning and research unit 
is one of several programs that can be 
used to fOfm the core of an Administra
tive and Technical Services Center. 
(For a discussion of the ATSC concept 
see Sections B 8 and D 2f.) Having 
established an interagency planning 
staff t ,the departments J!l~olved are in 
an excellent positioIi t6 e~plore oth,. 
areas for cooperative action. 

The planning function should not be neg
lect,ed by small police agencies. In 
the event that a small 10-50 man depart
ment is unable to "develop a planning' 
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capability in cooperation with other depart- • 
ments ,one member of the depaI;tment should ,,' 
be designated as "planning offi,cer." Nor-
mally it will be necessary for him to con-
duct planning operations in addition tOe other () 
responsibilities. However I no law enforce-
ment agency should neglect planning be-
cause of a lack of adequatel staff. 

Whether to employ t/worn ()fficers or civil
ians in the plannin1r unit is a basic policy 
decision that should be made prior to est
ablishing the program. 'rhe possibility 
of combining civilians ilnd sworn officers 
may also be considered. Persons assigned 
to this program should have academic 
training in criminal justice planning. 

In addition to possef.~sing the skills re
quired to conceive GomprehEmsiv~Fplans 
for future operations I the members of the 
planning unit should be able to work with 
other people. They should certainly be •. 
able to communicate the advantages of new 
programs to officers in the field. 

A basic princip'te of successful organiza
tional planning is that operational personnel 
ought to be involved to the maximum extent 
pos sible in the planning proce~s. This in
creases the l1kelihoog that the plans g~ner
ated will be fully acc!'epted at the operation-' 
al level. Whenever plaps that directly 
affect the operations of a particular unit 
are und'sr consideration I members of that 
unit should participate in the planning 
process. In many cases I the staff of an 
operational unit will be jAble to develop its 
own plans with the assistance of the plan
ning unit. 

• 
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legal advisor 
procram objectives ') 

The principal obj ectiveof a legal ad-
visor program is to provide technical as
sistance to the department's planning 
and evaluation staff. The legal advisor 
reviews all existing and proposed dir
ectives I and alerts the staff to any legal 
complications that might aris e from de
partment policies and procedures. 

Another important function of the legal 
advisory staff is to p,rovidea liaison 
between the police qspartment and the 
prosecutor's office. This can be a par
ticularly helpful arrangement When cases 
arise requiring a maximum of police- '" 
prosecutOr cooperation to gain a convic
tion. The leaders of organized crime 
and others who create formidable law 
enforcement problems mail be appro
priate targets for such a special effort. 
Working in close contact with the de
partment, the legal advisor could prob
ably be of great help to the prosecutor 
as he attempts to construct the most 
effective case possible'. 

A legal advisory unit can also afsSist 
the department in negotiations with the' 
judiciary. Such assistance is particu,:
larly important when a department at
tempts to modify estabUshed criminal 
justice procedure. If, for example I a 
department decides to institute a 
field cij:ation program I its details 
would normally have to be negotjatad"C' 
with the localcburts~. . Th&-"legal ad
visor would 'act as the department's 
representative. 

Many police departments are being \\, c 

asked to participate in the legislative 
process by recommena1;ng state and; 10-
cal statutes ''that can help the qomrqun"';;~/ 
ity to reduce ,crime. Some depat~eilt~ti Ie> 
for instance, have helped persuade city 
councils to enact ordinances requiring 
that businessmen take s~eps to make 
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/ii "Summary of objectives 

their operations less vulnerable to rob
bery and burglary. Otbers have worked 

',' for the repeal of statutes that are unen
forc,eable. The legal advj,Sor assists 
'the <'Jiepartment in drafting proposed 
legislation and in the preparation of 
the neces SgIY supporting documents 
to accompany such J~Joposals. In ad
dition, the .legal hd:ifisory unit assists 
the department in gauging th1-3 probable 
impact of pending legislation on police 
operations.' In this way i the depart
ment is better"able to influence the 
decision-making processes of state 
and local government. 

A legal advisory program is an important 
asset to the curriculum d,evelopment and 
training staffs of a police organization. 
(See programs C6s, C7s.) The legal 
advisor assists in the preparation of in
structional materials that reflect newly 

• 

enacted,)aws c and recent court deci - • 
s,iQns. When anew statute or decision' , 
at law is incorporated into departmen-
tal policies I the legal staff may pre-
pa:t'e videotapes explaining the opera-
ti6nal implications of the new orders. 

The legal advisor reviews all affidavits 
in support of felony arrest warrants' and 
all s,earch warrants to insure their legal 
sufficiency. 

Finally, a legal advisor serves the de
partment by periodically observing line
ups I suspect interviews I and other sen-. 
sitive operations to as sure that they g'~'e 

" conducted in a·\manner that meets legal : 
requiremeu:l:s. In this way, a police de 

fI 

partment can avoid legal complications 
ansing from improper investiga.tory ~ro-
cedures. . 

• Assistance in policy planning and 
review 

• Liaison with prosecutor and court~ • 
//1_' " ~ _ __~~ __________________ .~ ____________________________ ~ ____ ~r~I ____ ~ 
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• Development of departmental;," 
training materials 

• Interpretation of recent legisla
tive acts and court decisions 

• Drafting model legislation 
'1 ' 

Ke~hew of affidavits and warrants 
1":: 

II 
• 
• Evaluation of investigatory pro

cedures 

Implementation Because a polic.e legal unit may be re
quired to work with a number of depart
mental untts, it should normally be es
tablished as a separate operation. It. 
should not be combined with either the 
planning or training units. The head of 
the legal advisory staff should normally 
report directly to the chief of police. 

_'c; 

Law enforcement systems consisting of 
more than 250 officers will generaliy re .... 
quire the services of' a full-till!e lawyer 
to conduct a comprehensive legal advis-' 
ory program. Larger systems will require 
an additional lawyer for every 5 a a offi-

II .--~-

cers. 

In order to develop and maintain cl legal" 
advisory program ,smaller police depart
ments may enter in'tQ-;:;oooperative 
ments with other la",'f/enforcement agen
cies in··their area. An interagency legal 
advisory office is a major component of 
an Administrative and Technical Services 
Center. (See Sections B8 and D2f,) 
In the event that is is impossible for a 
'small department t~ develop this program 

'\ jointly wJth several other departments, 
t the possibility of obtaining the services 

ofa lawyer on a part-time basis should 
beconsWered. Q 
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In most cases a clerk should be assigned 
to assist the legal advisory staff in pre-" 
paring affidavits and in conducting bas1;c 
research. The extent to which clerical 
as sistance is required will be largely 
determin~d by the capabilities of the plan
ning, curriculuni development, and criminal 
investigation units. 

Successful implementation of a legal advi
sory program will require the provision of 
suitable office space near the departmental 
research library and near the areas used by 
the planning and research and curriculum 
training units. 
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crime analysis 
backlround 

pro. ram objectives 

(~ ,,' 

A thorough knowledge of the nature and 
ext'ent of criminal #ctiVity in the area ,.~: 
served is essenti4i to an effective law 

_ '-.1 ..:.~)-

enforcement organization. Thil?, type of 
information can only be obtaine'd through 
the systematic gathering and analysis of 
data. The time and location of all 
crimes known to the police, t.og'ether 
with deta~led information about the meth
ods used and the characteristics of the 
people involved (both suspec~s and 
victims), must be carefully recorded and 
ent~red into an information storage and 
retrieval system. The resulting data 
llank can be used to provide the kinds of 
information necessary to conduct an 
efficient crime prevention operation. To 
aC(lomplish this obj ective I a crime 
analysis program must be established. 

A crime analysis program has four majorr, 
obj ectives : 

1. Determination of 
patterns in the incidence of crime:' 
Incident reports for each category of 
crime are grouped according to the 
time and day of the week that they 
occurred. The reports can be further 
subdivided by months in order to 
identify seasonal variationS in crime 
occurrence. This type of data 
analysis makes possible the sys- . 
tematic alloCtltion oLpolice manpow
er. 

2. Identification oicriminal suspects: 
The analysiS of incidetit reports fre
quently reveals unique pattetns as~ 
sociated with an individUal erimi- " 
naP s mode of operation. Such in-
formation not only facilitates the 
identification of persons involved in 
crimiha~ a,etivity, but may also, mean 
the clearance of additional crimes 
once, a suspect has been ari:1~ted. 

o 
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3. Prediction of the future occurrence. 
of crimes: This type of analysis can 
be an invaluable tool in thfa appre-
hension of criminal suspects. De-
tailed knowldege of the time, place, 
a'nd circumstances of previous crimes 
can I in many cas es t enable a crime 
analyst to predict future cdmes with 
a high degree of accuracy. Project-
ions. of future criminal activity can 
also enable officers in the field to 
take prompt and effective preventive 
action. This type of data is indis'~ 
pensible to the conduct of an efficient 
air surveillance program. (See pro-
gram 014f.) Because they are able 
to antiCipate crimes I law enforcement 
officials are in a better position to 
respond quickly when they occur. 

4. Evaluation of operational effective-
ness:' By systematically analyzing • 

' the data on crimes reported and . 
crimes cleared, the need to introduce 
new programs or to modify existing 
ones can be evaluated. A crime 
analysis program provides the basic 
data required by a planning and re
search unit to conduct operation re
search. (See program 01 s .) In this 
way I the crime analysis prog'ram 
makes a significant contribution to 
the department I s effort to determine 
its impact. on crime in the community. 

The operation of an effective crime an
alysisprogram requires that all incidents 
reported to the police be thoroughly in
vestigated. Detailed information con
cerning each crime is entered into a 
storage and retrieval system so that it 
will be available in a form that the re
search analyst can use. The program 
staff reviews each report to determine 
whether or not the incident has been 
accurately classified by the investigating 
officer. This is necessary to assure a 
high degree of consistency in the 

• 
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classification of reported dlim,es. 

The following categories of information 
from the investigator's report ~re en-
tered into the system: 

Cl 

.. ~.·'7-=--\\ 

Class 9f crime 
'?,y 

• Time of occurrence 

• Location 

• Weapon or tools used 

• Method of entry 

(; Description of crime site 

• Type of premises 

• Degree of violence 

e Primary property target 

g 

• Characteristics of suspects 

• Characteristics of victims 

All this d~ta is obtained from the field 
investigator's report and entered into an 
information storage and retrieval system. 
Electronic data processing systems are 
generally used inthis type of program, 
but there are a number of manual card 
sorting systems available that can be 
substituted for fully automated electronic 
eqUipment. 

One useful methodology for attaining all 
of this program's objectives, (except 
criminal identification) is the CAPEF
(Crime Analysis-Program Evaluatiqn-

.. Research) system devised by the Santa., 
'Clars(,Grim!nqf Ju stice Pilot Program. 

~\ Key fea\:uresof this methodology in~luae 
D_ • . 

-""the aSSignment of unique X - Y coordin-
ates to given'loqations (street addresses, 
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s intersections, etc.), and the employ

ment of two Census Bureau programs: 
DIME (Dual Independent Map Encoding) , 
and ADMATCH (for translating from ad
dresses to coordinates, and vice versa). 
Because of these features", information 
can be gained concerning any area, 
whether defined by giving three or more 
sets of coordinates or by a radial sweep 
about a given pOint. Most important, 
these areas need not coincide with es
tablished jurisdictional or service ar~as. 

The basic output of the' CAPER system 
is a table showing the percentage break
down of individual types of crime ac
cording to as many as eight variables. 
These include location, time, type of 
premises, property involved, etc. In 
fact, any sort of information that enters 
the individual officer's report can be 
used. The table also shows the percent 

o 

• 

contribution each type of crime makes • 
to the totals for specific categories of 
crime and for all crline. This list can 
be distributed to other units of the de
partment as a "crime analysis bulletin," 
summarizing current information on var-
ious types of criminal activity. 

More elaborate outputs are possible with 
the CAPER syste.m. First, "location 
spot maps II can be produced that show 
the geographic distribution of specific 
crimes, categories of crimes, and 
crimes in general. By examining a set 
of sequenced maps of this type (showing 
the changing incidence of crime at se
lected times of day t on different days 
of the week, or months of the year), it 
should be possible to predict future re
quirements for police services with a 
high degree of accuracy. While print
outs of these maps would probably be 
less expensive, if they can be project-
ed wall-size I either directly or from a. 
cathode-ray tube display, this will great-
ly facilitate analysis. 

o 
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program Implementation 

, Used in conjunction with good survey 
,t~chniques and ac,well-designed ques
tionnaire, the CAPER ,system can help 
provide two important means of measur
ing a police agency's effectiveness: th~ 
victiroization rate a'lld the victimization 
survey. The~,first is a ratio of the n:um
ber of actual victims of a particular crime 
to the number of potential victims in the 
agency's service area. This ratio has 
two use!ul purposes. First, the number 
of crimes that go unreported can be as
certained, 'and efforts can be made to 
reduce it. Second, changes in this ratio 
can be used as a rough indicator of the 
degree of effectiveness with which police 
services are being delivered. In a vic
timization survey (see section A 8), more 
information is gathered about the actual 
victims of crime in a particular part of, 
the service area in an effort to more ac
curately evaluate the effectiveness '0£ 
the department's crime reduction pro-
grams. 

The additional cost these studies 
entail should be compensated for by 
greater efficiency of th(a CAPER system. 
By allowing a more efficient allocation 
of manpower, the system contributes 
directly to the reduction of crime. In 
addition, the logic and basicsimpli-
city of the system are ltkely~ to make it 
attractive to other sOOial service agen
cies. If other agencies adopt the same 
set of X-Y,coordinates, the police could, 
without additional cost, gain a wealth of 
information collected by o-ther agencies I 
and a higher degree of inter-agency co
operation would be possible. 

Conducting an effective crime analysis 
program requires an extreinelyaccurate 
and detaUed system of reporting all 
crimes. Therefore , the first step in 
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references 

establishing the program is to review all; • 
report forms currently in use. The infor
mation'on these forms must be recorded 
in such a way that it can easily be trans-

l' 
ferred to computer punchcards . 

Once the necessary report forms have 
been developed, all of the members of 
the agencies served by the program 
should be thoroughly trained in their use 
All officers must have a thorough under
standing of the program. The importance 
of accurate reporting to the success of 
the program should be stressed. 

The research analyst who is selected to 
direct this program should work clos ely 
with the curriculum development unit 
(see program e6s) in the preparation 

of instructional materials to familiarize 
police officers with the new reporting 
system. 

The staff of the crime analysis unit will 
be coordinating many of tlieir activities 
with those of the following programs: 

• Central Records (Cla) 

• Planning and Research (C 1 s) 

• Criminal Identification 

Therefore, in establishing the program I 
it will be necessary to specify the pro
cedures to be followed in working with 
each of these other programs. The fac
ilities provided for the crime analysis 
program should be located near these 
related operations. 

• 

V. A. Leonard and HarryW. More, Police Organization and Management, • 
(Mine()la, New York: The Foundation Press I Inc. I 1971), pp. 278-279. 
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Proces s ," Iournal of California Law Enforcement, Vol. 8, Number 2, (October, 
1973), pp. 107-110. 

The President l s Commission on Law Enforcement and Administration 
of Justice, Task Force Report: The Police I (Washington, D. C • : U. S • 
Government Printing Otfice, 1967), pp. 77-78. 

Santa Clara Criminal Justice Pilot Program, CAPER (Crime Analysis
Project Evaluation - Researc.h). (San Jose, California: Am.erican Justice 
Institute I 1972). 

O. W. Wilson and Roy Clinton McLaren, Police Administra.tion, (New 
York: McGraw-Hill Book Company, 1963), pp. 170-172. . 
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The principal objective of a recruiting 
program is to attract highly qualified 
men and women to careers as profes
sionals in law enforcement. A program 
of this nature is indispensible to a po
lice o~ganization that is concerned with 
upgrading'the overall quality of its 
profeSSional staff. In addition to re,... 
craiting future :police officers, the pro
gram's staff is responsible for inter
viewing and recommending civilians for 
appropriate positions in- the orgafiization. 

One of the ways a recruitment unit can 
contribute to the iurther professionali
zation of a police depaitment is by 
assisting the administration in its ef
forts to establish employment standards 
that are consistent with the demands of 

" modern police operations. A recruitment 
officer in a police organization is also 
responsible for making theO generai pub ... 
lic aware of the opportunities that are 
available to young men .. and women 
who choose careers in law enforcement. 
In accomplishing this opjective, be 
also makes a substantial contribution 
to the development of a more positive" 
image of the professional policeman. 

• To attract outstanding candi
dates for training as police 
department employees 

• To acquaint the general public 
with the career opportunities 
available in law enforcement 

• To assist in the professionali
zation of ,police c;\ep~rtments 
through the estab!lishment of 
~elect!.cm criteria that are con
sistent-with the demands of con
temporary police work 
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eTo assure that applicants of the 
highest caliber are selected for 
basic training programs 

A pOlice recruitment unit performs four 
basic functions. First, the recruitment 
staff works in close cooperation with 
department administrators to establish 
criteria for the selection of future police 
officers and civilian employees. Second, 
the program staff seeks to attract a large 
pool of applicants who meet these stan
dards. Their third function is to screen 
applicants to determine whether or not 
they meet the minimum standards. 
Through a process of testing and back
ground investigations I they seek to 
identify the personal strengths and 
weaknesses of each candidate. A fourth 
major function of the recruitment unit 
is to evaluate the information available 
on all applica,b.ts and to assist adminis
trators in the selection process. 

One of the most difficult tasks facing 
department administrators is to establish 
recruitment standards that will enable 
them to select men and women who are 
well-suited to police work. In accom
plishing this task, they must take into 
consideration the unique stresse~ and 
demands a law enforcement career pre
sents ~ Departmental recruitment prac
tices must be sufficiently flexible to 
allow revisions when it becomes apparent 
that existin9 standards are inconsistent 
with the needs of the department and 
the communi;ty. 

The process of attracting outstanding 
applicants requires the intelligent utili
zation of a broad range of methods. 
Having identified the recruitment market 
ihterms of such variables as age and 
educational attainment, the appropriate 
advertiSing and promotional methods can 
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recruitl11ent 
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be selected. Some of the more effective 
means of publicizihg career opportunities· 
and attracting candidates inc!t\de the 
following: 

• Distribution of brochures through 
libraries, schools, fraternal and 
veterans I organizations 

• Placing of posters in post offices 
and other public buildings J 

.. Advertising i, n campus neyVspapers ' 
and other periodicals _ 

'. ~ Radio and television spot an
nouncements. Many radio sta
tions feature programming that 
appeals primarily to J.isteners in 
the 18 to 30 age bracket. Law 
enforcement recruiters can take 
advantage ,Qf this fact ~)y placing 
ads on these stations. II -

/' 

• Regular vis}.ts by recI:uiting Q;f-
ficers to local colleges,and ,yoca
tiona! training schools 

\' /~;'r: 
5 Conducting recruitmer(, interviews 

at shopping centers ,parks and 
other activity centers. Using 
a mobile recruitment van can be 
extremely effective for this type 
of campaign 

In addition to these conventional methods 
of recruitment, many other approaches 
can be devised for attracting law enforce
ment candidates. Police - school liaison 
officers should use every opportunity to 
dismIss the advantages of police careers 
as they associate with students in the 
local high schools. (See section C l3L) 
Officers aSSigned to neighborhood walk-in 
facilities (see section D 4f} also have 
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many opportunities to encourage citi-
zens to consider police careers. Re- IVI 

cruUment officers should also seek )' 
opportunities to address civic and fra-i,\ 
ternal organizations in th,~comm\:~nities ' 
seNed. One of the main purposes of \ 
this public speaking activity is to h~lp 
the.- average citizen appreciate the need 
for better-educated and more highly 
qualified candidates for police pOSitions. 
In this way private citizens can assist 
the police department in attracting well
qualifed candidates. 

All of the printed material used in con-
• junction with a recIuitment program 

should be prepared with the assistan(le 
of the agency's public information untt. 
(See section C 8s.). The material 
should have; the dual purpose of e,n
hancing the Image of professional law 
enforcement and attrq,cting young men 
and women. 

In all of a department's recruiting ef
forts, the aim should he to "'give a posi
tive but accurate representation of the 
nature and rewards of police work. The 
incentives to join, such- as salary I 
working conditions 3 and opportun1ti~s 
for. aavancement should be made as 
.·at~ractive as possible. Appeals should 
be made to the potential a.pplicants I 
desire to seIVe,in the public interest. 
However, no attempt s1iould be-made to 
minimize the risks or the,hardshtps in
voN'ed in being a police officer. By being 
forthright at the outset, the department 
can avoid training candidates at great 
cost who will leave the departm~nt be-

", I ~ 

cause their real interests lie outside of 
law enforcement. 

The process of examining: those ~ho 
apt~ly is multifaceted. The testing is 
designed to perform two functions: 
selecting out unsu~table candidates 
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and providing a baSis for comparing tflcse 
who remain. The first has traditionally 
been given the most attention. Appli-' 
cants who are clearly unfit are detected 
by the te sting proce s sand elimina ted. 
The secon~ function of the testing process 
is to prov~de a basis for the comparison 
and selection di the candidates who meet 
the minimum standards of the department. 
Since an appropriate comparison involves 
such intangibles'as attitude, this as'" 
pect of the testing process has been less 
than fully developed, despite its impor
tan~,,? to a good recruiting program. 

/ ~-
\"..--f 

Tests should be given to measure the ap
plicant's intelligence, physical·agility and 
endurance, and emotional stabi~ty. A . \ 
sensible procedure is to administer ,the 
tests ina sequence that will el~minate 
greater numbers of applicants at first, 
leaving a smaller number to be given 
more involved and costly examinations 
later. Some departments have found it 
quite useful to obtain the services of a 
psychologist· specializing in tests and 
measures to help deSign their testing 
program . .['he scope and depth of the 
examinations given will be determined by 
each department's needs. 

Once the test and background investiga
tion dat~l are available, the recnliting 
staff faces its greatest challenge: to 
select the best applicant$ among many 
who meet the objective criteriJ~ for accep
tance. The res.ults from a testing program 
that measures mqtivational and attitudi
nal fac;:tors can be particulary useful at 
this stage, as can the results ofa back
ground investigation and 'an oral examina
tion. The recruitment staff S.hOllld seek 
to select officer candidates whoposs1ess 
a variety of well-Qeveloped talents and 
realistio, wholesome aims and attitudes. 
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4.6 ::-~-::::.- • S A department can protect itself from the con-
sequences of recruiting persons unsuited 
for law enforcement careers by maintaining 
a probation period of at least one year, and 
by having its career development unit con-
duct a vigorous program of follow-up invest-
igation of all officers during this period. 
(For a description of the functions of a ca-
reer development program see sectIon C 6s.) 

Individuals with many different skills Will 
be needed to staff a recruiting program. 
Managerial talent will be required to coordi-

~",:J nate :the efforts of program staff and agency 
administrators in setting standards. Pl,lblic 
relations and advertising skills will b(J in-

'I 

valuable in preparing and disseminating 
departmental recruiting literature. The 
staff members involved in constructing and 
administering examinations will need unique 
talents. Tests used in the selection proce~s 
must be continually monitored and reviewed • to assure that they are job related. Test 
items selection criteria that are not directly 
related to an applicants' potential ability to 
perform police duties must be systematically 
eliminated. '. 

1 ; 
In/ 

The first step .in establishing a recruitmJiit 
0:;, 

1") 
program is to conduct a review of existing 
standards for acceptance of applicants to 

(i) 
assure that they are clearly relatedto law 
enforcement job performance. The depart:: 

" ment's legal advisor should assist in deter-
mining whether current selection standards 

10 
are consistent with existing laws. He may 
also be able to act as a liaison with-the 
appropriate legislative body in efforts to 
change outmoded statutory requirements. 
(See section C 2s for further discussion of 
the role of a police legal advisor.) 

(0 

Once the program is in full opera.tion I the 
career development unit should begin to c!' 

provide the recmitment staff with periodic • "':;:-.~ 

,i' feedback report~ .~ .. ca'hese reports should 
{ analyze instances of recruitment :.; 
,J 

If 
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failure I such as early voluntary sepai~~ 
tion and all cases of involuntary dis
missals. Instances of exceptionally 
successful recruiting should also 1:;>e noted. 

Bernard Cohen and Jan M. Chaiken I Police Background) Characteristics 
and Performance, National Institute of Law Enforcement·and Criminal Justice t 
(New York: The New York City Rand Institute I 1972). ' . 

,; 

Nick J. Colarelli and N.J. Siegel, "A Method of Police Personnel 
Selection, 11 Journal of Criminal Law, Criminology, and Police Science I 55 
(l964), pp. 287-289. 

Ruth Levy, "Predicting Police Failures 1" Journal of Criminal Law, 
Criminology and Police Science, 58 (1967), pp. 265-276. 

Nation:al Advisory Commission on Criminal Justice Standards and Goals, --:::::-.' ~,-:::: 

Police, (Washington, D. C • : Government Printing Office ;~?3)~.~J2P~~l9-3 51. 
---.:::-

President's Commission on Law Enforcement and Administration of Justice, 
Task Force Report: The Police ( (Washington I D. C .: Government Printing Office I 
1967), pp. 12'5-137. 

Deborah Ann Tent and Terry Eisenberg I "The S,election and Promotion of 
Police Officers: A Selected Review of Recent Literature ,~~I Police Chief, 39 
(February 1972), pp. 20-29. 

O.W. Wilson ancfRoy C. McLaren, Police Administration (New York: 
McGraw-Hill Book Company, 1972), pp. 251-272. 
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caree'r development 
p~o.ram object Ive s 

program description 

~:, 

The ability of a police department 1;0 con- . 
sistently deliver law enforcement ser..,. 
vices of the highest quality depends up
on the availability of officers who are 
well-trained"and experienced in the many 
aspects of police operations. The de
velopment and application of sound per
sonnel policies is essential to the 
achievement of maximum opera"tional 
effectiveness. A career development 
programis aesIgn~d to assist a law 
enforcement organization in attaining 
the following qbj ectives: 

'. 

• The availability of personnel with 

• 

• 

the necessary skills and experience 
to operate all departmental programs. 

The maximum utiliza.t!on of the traln- ,:" 
ing I experience:r: and spe9ial abili-
ties of, each officer., j 

T d
" f jt' 

~e evelopment 0 pers)'(mnel 'po11-
cies that foster high m9Jale I and the, 
elimination of practi<?E:i's inconsiS,;
tent with this obJective: 

s 
c) 

o 

(I)" 

E' 
" • The provision of training and other .. 

educational opportunities that will ", 
enable every member of the organi":' I!.A 
zation to realize his full potential ~ 
as a law enforcement professional. 0 

A career develGpment unit is a major ,~ " .. ' 
component of the personnel department':i~'" ~ ' •. ,' 

~o~k~o~~~:e~~~~:i~;n;ia~~i~~~~d ~,C} 
research stCiff to determine future man";: ., ~ 

c, power'reCil.lirements and to develop pro- " 
grams that will assure the availability of e,A', 
officers with tn'S necessary training' and 'III' 0 

experience when their services are re
quired. The career development staff 
alsg assi~ts in the selection of candI
dates for new and existing programs • 
This unit should see to it that the most 
qualified,people ar(jl selected I and that 
all assignments f~r.ther the career 

'" ;} 0/ ? 

'---...---------------~jf , - ' 
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development of the officers involved. 
" 

The career development staff conducts 
a periodic review of each officer's per-

~
1Jatu, sonnel, file, evaluatin, g hls professional 

1'&W ~e.r(.d;. development and makin~/~;pecific recom
,~ mendations for assignments that will 

increase and extend his ability to per
form law enforcement functions. Career 
development specialists provide coun
seling services to the members of the 
department, helping them to take full 
advantage of the opportunities aV9ilable 
. ~ 

for profes sional advancement. They at-
tempt to make every officer aware of 
educational opportunities available at , 
colleges and police training institutes I 
and they assist officers in preparing 
their applications. ) 

It is inevitable that some officers will 
be required to perform dull and unchal
lenging duties. The career development 
1;ln!t"monitors and systematica.lly rotates 
all such assignments. They do this in 
an effoI:t,t~revent anyone's career 
development from being unduly disrupted 
or retarded by this type of assignment. 
This insures the maintenance of high 
morale among officers. 

The career development unit attempts to 
identify exceptionally capable and high
Iy motivated officers so that their career 
advancement can be accelerated. Th~y 

make regular reports to the administra
tion providing lists of the officers most 
qualified for pOSitions of greater respon
sibility. They are also responsible for 
identifying those younger officers who 
should be given training 'and duty as sign 
ments to prepare them for supervisory 
and admini:;;trative positions. 

program Implementation A career development program should -:b,e 
a part of the administrative organization 
of all police departments with more than ' 
250 officers. A unit consisting of a 
director I an aSSistant, a,nd oneblerk-

• 

• 
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career development 

references 

typist should adequately serve the needs 
of an organization that size. An· as sis
tant should be added for evelY additional 
200 officers. Because assignment to the 
cateer development unit is not conducive 
to the profes sional development of a 
police officer, the unit should probably 
be staffed by ciyilians. Ideally I the 
director and hiS assistant should have 
at least five years of law enforcement 
experience. They should also have 
academic training in-guidance and cotln
s eling. And they should be able to 
relate well with the professionally or
iented police officers they will counsel. 

Operating an effective career develop
ment prog·ram requires a system for main
taining personnel records that facilitates 
the storage and retrieval of large vol
umes .of information 0 Computers are 
ideally suited to this purpose and should 
be utilized wherever possible. Depart
ments with less than 400 officers should 
be able to conduct a successful program 
utilizing a manual filing system. In any 
event, a standard form should be designed 
with a format that enables the staff of 
the personnel department to quickly and 
accurately record all of the required 
data. 

A thr!3e-member career ci~)\Telopment unit 
will require approximately 250 square 
feet of office space and a counseling 
room with a minimum of 80 square feet 
of floor space. The office area should 

jf "-

be 'adjacent to that used by the planning 
and evaluation unit. If a computer....})ased 
record system is not employed I it will 
be necessary to locate the career de
velopment unit near the space for per-
sonnel files 0 

C 

.0 ~ " 

John P. Kenney, Police Administration I ~i(Springfield, Illinois: -Charles C. 
Thomas, 1972)\, pp. 97 -I02 o ') c:J 
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pp. 423-425. 

The fresident's Commission on Law Enforcement and Administration 
of Justice, Task Force Report: The Police, (Washington, D. C .: U. S • 
Government Printing Office. 1967} , pp. 120-143. . 

Paul M. Whisenand, Police Career Development, (Washington, D.C.: 
National Criminal Justice Reference Service, 1973). 

O. W. Wilson and Roy C. McLaren, Police Administration, (New York: 
McGra~T-Hill Book Company, 1972), pp. 274-280 and 291-298. 
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in -service trainin'g 
As the character of modern law enforce
ment operations has become more com
plex and sophisticated, the need for 
educational and training programs for 
police officers has increased greatly. 
In order to as sure that their officers will 
be able to acquire the tech,nical knowledge 
and skills required to conduct contempor
ary law enforcement programs, police 
departments have been forced to become 
much more selective in their recruitment 
-~wctices (see section C 4s) • 

'-' 

The pre-service training course required 
of all inexperienced recruits is designed 
to prepare an officer to participa te in mos t 
field service programs. However I the 
training of a profes sional police officer 
does not end with the completion of a 
twelve or sixteen week courSe of basic 
instruction. A police officer must con
tinue to be involved in professional edu-

~ ... '.; 
cation programs throughout his or her 
career. Opportunities for professional 

~ 

development that are made available after 
an officer has completed the initial re
cruit training course are refer,red to as 
lIin-service training programs. II 

The modern police officer spends a sub
stantial amount of his time attending/, 
classes and participating in seminars 
and special training workshops. Sev
eral hours of each week are devoted to 
professional reading and physical fitness 
actj:vities. 
,/1;/ 

/' 

,;;/'The central objective of an in-service 
training program is to insure that all 
ciVilians and sworn officers employed 
by a law enforcement agency have the 
knowledge and skills required to petform 

~ 10 ,.IdA '~':::',::::,:}heir aSSigned duties: The,instruction 
twt1~ 'this program provides'must be planned 
~ew1~& to assure that every membe,r of the or-

" 
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ganization becomes familiar with the 
most advanced techniques in the field 
of crime prevention and law enforcement. 
In addition to as/?lsting eV~JY officer in 
gaining a broad understanding of depart
mental objectives and policies I an ef
fective in-service tralning program should 
afford opportunities for individual officers 
to receive advanced instructi(,n in his or 
her area of spe~ial competence. 

The neglect of in-service training quickly 
leads to a deterioration in the quality of 
the se~:lcF,ls a law enforcement system 
is abl~(to provide. Therefore, a major 
comm~~tment to in-service training is 
requited if a police department is to 
maintain a high level of operational ef
ficiency. 

The following is a summary of some of 
the more important goals that can be 
achieved through a comprehensive in
service tL'aining program: 

1. Familiarity with departmental opera
tions: The average officer rarely has 
direct contact with all of the programs 
and operations of a complex law enforce
ment system. Yet it is extremely impor
tant that officers assigned to field ser
vice programs have a full understanding 
of the resources available through the 
various staff and auxiliary programs ',1 

All officers should receive an annual 
briefing by a representative of each of 
the major departmental programs. 

2 • Knowledge of regulations and de
partmental guidelines: The policy man
ual that governs a police officer's official 
conduct is an extremely important docu
ment. As each new policy is formulated, 
it must be carefully explained to all mem
bers of the department. Similarly, when 
an exis ting regulation is altered, this 

• 

• 
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must be brought to the attention of all 
officers. Only in this way will an agen-, 
cy be able to maintain the high level of 
discipline required for an efficient op
eration. The introduction of any new 
departmental policy must be accompaniE:~d ' 
b~T one or more in-service tr&ining ses
sions. It is also important to conduct 
regular classes at which existing regu ... , 
lations can be reviewed and further clari " 
!fied. 

3 • Introduction of new field service 
programs: The sllccessful implementation 
of most field programs will require that 
all officers have a thorough understa,nd
ing of the programs I s~ecific objectives. 
Officers must be able to answer questions 
from citizens concernil':~g the goals and 
value of a new program~ Those who are 
assigned the responsibflity of establish-

. 15 

Ing a hew program must q~sume an active 
role I briefing all members of the depart
ment so that there will be no mistlnder'
standings concerning the objectives of 
the program. They should use the full 
resources of the curriculum Develop
ment unit (see s,ection C 6s) in prepqring 
handouts and other instructional mateI1als 
for use in presenting the new progrern, to 
the department. 

4. . Preparation of junior officers to 
assume supervisory and administrative 
positi.QD.2.: As a police officer prog:resses 
through his career I he will require edu
cational and training experiences to 
prepare him for positions of greater re
sponsibility. A Criminal Justice Training 
Academy (seeseQtion D 5f) will provide 

\ . t! 

many of the advanced training courses 
required by professional1?:\w 'enforcement 
officers af various pOints ~n their career. 
Other educat!6nal programs. forexper-
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hmced officers will be available at 
institutions of higher learning. An 
importan t responsibility of the Career 
DevelopmelJ.t unit (seesectiOl'l C 5s) 
is to counsel officers at various times 
during their career to insure that they , 
receive in,...service trainil1g opportuni
ties that will prepare them for leader
ship positions. 

5. Development of an understanding 
of the attitudes and perspectives of the 
'p'eople living in the area served by th~ 
department: Police departments serving 
large and ethnically diverse populations 
are faced with the difficult task of help
ing their officers to acquaint· themselves 
with the backgrounds and unique con
cerns of the various groups in the com
munity. Training situations that bring 
police officers into informal contact with 
citizens whose life styles or personal 
perspectives differ from their own can 
be extremely helpful in the development 
of mature attitudes that w~~l result in 
more effective law enforcement opera
tions. A ride-along program (see sec
tion C 7f) is a good example of an in
service training ,experience of this type. 

6. Knowledge of recent legislative 
enactments and judiciCil decisions that 
may. affect police programs: One of the 
most important tasks of a depattmental 
legal advisor (see section C 2s) is to 
prepare instructional materials that can 
be used to acquaint police officers with 
new legal rulings. Criminal investi
gators I juvenile officers I evidence 
technicians I and all others engaged 
in field operat;lons must have a de
tailed and up-to-date knowledge of 
the laws that pertain to lawenforce
ment activities. Police officers should 
receive regular briefings about state 
and local ordinances I and they must 

(I 
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, be given the opportunity to ask questH5n,s 
that will help them under,stand the im
plicaticms or each new law. 

7. Familiarity with theserviqes avail:- , ... ' .," 
able through3.e&Q:us agencies ;bperatlng 
ih the q£mmun,!tt:!t' In the course of their 
operations I pc)1ice officers frequently 
come into contact with pr9b.t~II1s tJii:1t 
can be rriore effectively hemcliea' by other 
agencies. In order to deterrninethf:l' ti"pe 
of professioni3.1 help that is most appro- . 
priate in any, given situation, the offi-
cer should bel thoroughly familiar with 
all of the resouroes available. .From 
time to time every police. officer should 
be given an opportunity to meet with 
representatives of ptherpublic service; 
agencies. periodic briefings by such 
people should be an integral part of 
an in-service training program. TtL -".~.. Il, 
this way, officers will develop a bet- "' . 
ter understanding of the ca'pabilities 
of other agencies I and ol how their 
programs are related to \!Iarious law 
enforcement programs. 

The objectives outlinednabove can be 
met through a wide variety' of training 
procedures. One of the most effective 
and widely used forms of in-service 
training is that provided by a police 
sergeant acting as a field supervisor. 
If a sergeant is responsible for ooor
dinating the activities of no more than 
twelve officers, he is in an excellent 
position to provide detailed instruction 
in the proper me thods of handling rou-
tine problems. By arriving at ~he' scene 
of an incident shortly after his men, he 
is able to observe the manner in which 
they conduct allcinvestigation:. A.t a 

u 

la ter time he can couns'el them and 
suggest ways of improving their tech
niques • )3y reviewing their report forIl!,s, 

o 

s 

o 
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he can make helpful suggestions con
"cernin'g ways of improving the prepar-
ation of reports. 

In-servi.pe training is normally consid
ered odE! of the principal responsibilities 
of a field supervisor. From time to time, 
he should meet with all of his meh at 
the end of a shift to discuss' the weak
nesses and strong points he has observ-

I 

ed in their operations. He should also 
recommend professional books and ar
ticles that he has found to be particu
larly helpful. 

Roll call instruction is another widely 
used form of in-service training. Many 
organizations require that the first 
twenty minutes of every tour of duty 
be devoted to some type of training 
activity. This is an excellent oppor-
tunity to review departmental policies • 
and procedural guidelines. Short video-
tapes and training films prepared by the 
Curriculum Development unit can be 
presented during these training sessions •. 

Many types of formal instry~:tion cannot 
be adequately handled in the brieft~me 
period allotted for rOll, call training'~ 
Therefore, a minimum of one hour e~ch 
week should normally be designat,~~ for 
classroom instruction. This tim~:~¥i®rlQd 
can be used for the followihg""tt~P;~.;¢f " 
in-service training: '1c"';':""-., 

• LecturJ~s by the legal adv,~~oi? or 
other legal author,1ties on 1eg1'5-

,'- " 

lative enactments or judicial 
decisions 

I 

Presentations by staff representa-
tives from various public service 
agencies in the community 

Viewing longer films 
-. ~ (.\ 

'. ,; co': 
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Group discussions of recurring law 
enforcement problems 

Demonstrations of items of equip
ment recently acquired by 'the de- (~ 
partment 

This weekly hour of classroom. instruc
tion is also an appropriat~ time to review 
departmental policies and guidelines re
lated to the following subjects: 

• Pursuit driving and vehicle safety 

• Maintenance and proper use of 
personal weapons 

• Response to informal citizen com
p~aints against department person

. nel 

• Arrest and booking procedures 

• Radio procedures 

A fourth category of in-service training 
which has been widely used by police 
departments l,s the seminar or workshop. 
Training sessions of this nature may 
last from o~/e to two days. A training 
workshop would normally be conducted 
at a Criminal rustice Tra.ining Academy 
or on the campus of a loc,al college. 
Training in conflict management skills 
is one type of instruction that is often '" 
presented at a two-day w0rkshop.When 
planning sessions of this type I the Ca
reer Development unit or, personnel of
ficer is usually af?ked to select those 
officers who are most likely to benefit 
from the training experienc"e. 

Var!ous staff and auxiliary program units 

• 

• 

should also arrange to conduct tRo-day • 
workshops for selected field service 
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officers. For example I the staff of the 
crime laboratory is responsible for pre
sehting annual training sessions for 
criminal investigators and evidence 
technicians (see section 0 9a). From 
time to time I detectives and other of
ficers.engaged in investigatorypro-' 
grams should be required to spend one 
or two days assisting the staff of the 
crime laboratory. In thiS way they 'Will 
become more familiar with the problems 
of analyzing various types of evidence. 
A crime laboratory cannot be optimally 
effecUve unless the officers in the field 
are Cthoroughly trained in the proper tech...; 
niques of evidence collectiqn and pre
servation. 

The successful development and imple-" 
mentation of most law enforcement pro
grams will require a period of special
ized training for the officers and civll
ians selected for the prpgram. ·prior to'· 
the initia.tion of a new program, the 
Oareer Development unit (see .. section 
C 5s) will select a group of officers 
who have the necessary a.ptitude and 
backc;rround to conduct the .program. 
If special training is required to pre
pare them for their new responsibili
ties, they are relieved of the~ normal 
duties in order to attend an appropriate 

cschool. This is an extremely impor
tant form of in-service training. 

One of the most effective methods of 
providing in-service traini'hg classes 
involves the utilizationo! officers 
who have recently attended special 
schools or courses. Upon returning 
to the department, an officerQshould 
be required to provide instruction to 
his fellow officers. The training of
ficer should assist him in prepadng 
the visual aids and other materials 

~.---~----------~----------~-------------------~---------------~~ 
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he requires to present a summary of 
the knowledge obtained while attend
ing the special course. In this way 
the department will receive a much 
greater return from the investment 
sendihg the offie,er to school repre
sents. 

In every Independent or Community 
Police Station at least one officer 
should be given the responsibility 
of scheduling regular in,..service 
training programs. Most of the 
films and other instructional ma
terials needed for conducting the 
training program in a Community 
Police Station will be providetl by 
the Curriculum Development unit in 
the AdministI;,ative and Technical Ser
vices Center. It will be necessary 
for the training officer in an Indepen
dent Police Station to prepare prac
tically all of the trainin9 aids and 
instructional materials he needs in 
his own office. 

The first requirement for establishing 
an effective in-service training pro
gram is to formulate a set of basic 
instructional objectives. ,These ob
jectives should be based on a thor
ough review of the current operational 
needs of the department. All of the 
programs conducted by the department 
should be evaluated to determWe what 
specific types of training experiences 
will best qualify the officers ancJ ci
vilians assigned to them to perform 
their duties. 

Having specified their objectives, the 
training officers and curriculum devel
opment staff members should determine 
the proportion of training time to be 
devoted to eaGh stlpject. This outline 

• 
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will form the basis for aii 
ing schedule. 

The budgetary implications of the in-
s eI"'Jice training program must be bal
cu.1ated as accurately as possible. 
The man-hot.:trs required to conduct an 
effective program or this nature are 
substantial. tr'herefore, it will often 
be necessary to request a significant 
budget increase in order to assure that 
the members of the department will have 
sufficient time to participate in training 
activities. 

Once a training program has b(3en ini~· 
tiated, it will be necessary to develop 
procedures for re'gular testing and eval
uation. The possibility of using scores 
from tests based on in-service training 
§lxpedences aSilone of the criteria for 
promotion and professional advance
ment should be considered. Quizzen 
and other ~valuative materials should 
normally pe prepared by the staff of 
the Curriculum Development unit. 

" Finally I it wil1 be necessary to provide 
adequate facilities for conducting those 
aspects of the in-service training pro
gram that will take place at the station. 
Most in-service training classes will ". 
be conducted ,at the station to 'Which 
the officers report at the beginriing of 
their daily· tour of duty'. Therefore I 
every Community or Independent Police 
Station must include a specific area 
for classroom activities. In some cases 
it may be desirable to design the station 
briefing or roll caUrqom so that it can 
also function as a classroom. Any 

. ~ Q 

mUlti-purpose room used both for daily 
/" . - . ~ 

-bdefings and for instructional purposes 
should have the basic character of a 
cC)hventionallecture roomJ 
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In most situations it will be preferablEf' 
to incorporate a separate, single
purpose classroom into the design of 

"a dommunity or Independent Police 
Station. When this areal .is not in use 
for in-service training classes, .it can 
be made available to community organ
izations for their activities. The class
room can also be used for meetings be
tween police officers and groups of 
citizens (see section C 9f). 

Another essential component of a mod
ern police facility is the library/reading 
room. This area should contain books, 
journals, and audio-visual materials 
that can be used by"members of the 
department for personal study. The 
library/reading room should normally be 
located adjacent to the roll call area or 
the station classroom. Arrangements 
can often be made with local libraries to 
provide books on permanent loan to the • 
police department for us'e in the station' s_ 
library/reading room. An arrangement 
of this nature will substantially reduce 
the cost of maintaining this component 
of the in-service trainin~ program. 

James S. Auten I liThe Sup,ervisor's Role and In -Sendee Training I " 

Law and Order, February 1973, pp. 34-41. ' 

Howard O. Benson, et. al. I Texas Law Enforcement In,-Ser1{ice Train
ing: A Survey and Manual for Improvement of In-Service Trainin.5!. (Washington, 
D'.C.: U.S. Department of Health, ,Education and Welfare, Office of Educa
tional Re source s Informa tion I 1970. ' 

.. George Eastman and Esther E~s'tman (eds.), Municipal Police Administra-
tion (Washington, D.C.: International City ManagememtAssociation, 1969), • " 
pp. 181-186. 
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The need for greater citizen involvemeqr 
in crime prevention activities is gene~h· 
ly recognized to be one of the most ur-
gent problems facing modern law enforce
ment. If the police are to accomplish 
their mission successfully, people in all 
walks of life must become aware of the 

~~. ", 

ways they can help reduce the opportun-
ities for crime in the community. In an 
~ffort to educate the public and enlist 

I~P ., rJ.jJ· 
S 

their support, many police departments 
have turned to the mass media for assist- I 

ance. 

The pres s I radio and television are the 
most efficient means available----fqr com
munica ting with large number,1 ~'l0people 

''-, / 

in a.:relatively short period of tlme. But 
the media alone cannot be expected to " 
satisfactorily educate the public, or to 
enlist their full participaUon~n reducing 
crime. Feature articles, interviews, doc
umentary films, and spot announcements 

. . I 
~ppearing in the media cannot substitute 

h . 

'for direct, face-to-face cont('.l;Ct between 
the police and the people they serve. 
Mobilizing the population to reduce crime 
requires a Well-planned carn,paign of pub
lic appearances by p~ofessi'onallaw en
forcement officers, a\~ well as educational 
exhibits in libraries ,sqho(.:>ls, shopping 
centers, and other public buildings. 

One. of the most important functions of a 
Community Police Station should be to 
serve as a base of operation for inf<;>rming 
the public about the ways they can con
tribute t", the reduction of opportunities 
for cr+me~fn their neighborhoods and at 
their places of business. Two compo..;. 
nents oi."the Community Police Station 
should be specifically deSigned to ac
comodate public information activities. 
The lobby /recepti9n area should include 
sufficient space for display panels for 
exhibits, and rack,s for brochures. This 
'part"of the buildfffg should provide an idea 

,J 
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program objectives 

setting for presenting materials prepared 
by the department's office of public in
formation. 

The second component of the Community, 
Police St~tion to be designed for use 
in public information activities is the 
classroom. This component should nor
mally be located near the public entrance 
of the building so that it can provide a 
convenient site for meetings with citizens" 
groups. 

Every available means must be used to 
help the public understand that the po
lice cannot be expected to significantly 
reduce crime and delinquency without 
active citizen support and coc,~perai:ion. 
Eventually I the public should comE~ to, 
s~e the policeman as a resource person 
available for advice about and aSSistance 
in reducing the opportunities for crime 
in the community. . 

1. To establish a close working relation
ship between the police department and 
representatives of the mass media. The 
relationship between the police and pro
fessional journalists is a reciprocal one. 
Journalists rely on the police department 
for much of the information they need to 
accurately report crime-relateq·news. A 
police department, in turn, is dependent 
on the press, TV, and radio for effective 
communications with the people they 
serve. Therefore, it is essential that 
policies and procedures be developed 
that will enable both the police and the 
media to accomplish their objectives. 

2 • To overcome public apa thy and to in
volve citizens in an active campaign of 
crime prevention. A public information 
program is intended to produce a gener
al awareness of the citizen's responSi
bility for eliminating conditions that en
courage criminal or antisocial behavior 

• 

• 

• 
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public information 
in the"community. The program is also 
intended to inform the public of the spe
cific actions that can be taken to reduce 
the incidence of crime and delinquency. 

3. To k_eep the public informed about new 
law enforcement programs in the communi
~ Many programs institutedby police 
departments ar:~ directly contingent on 
public undersfcanding and support for their 
success. In j:>rder to obtain the full co
operation .of the public, it is essential 
that departments. conduct a wide range of 
educational and :informational programs. 
The objective ofa pUQlic information pro
gram is to enable police agencies to best 
utiliza· the ma.ss media. 

4. To keep staff members appraised of 
public expectations and evaluations of 
police. operaUons. For them to maintain a 
close working relationship with the public 
they serve~ it is ,esseni:JLal that police 
departments be alert to Significant shifts 0 

in public opinion. Ther1efore I a public in - " 
formation unit should frequently conduct 
surveys designed to measure public opin-' 
ion. The unit sh~)uld provide law enforce
ment policy-ma~ers with regular briefings 
about public attitudes toward police op'" 
erations in th~ community. ..f) 

5. To 'maintain a positive image of pro
fes,sionallaw enforcement in the commu.
utty"! The public information unit should 
employ every means available to over-

" come negative images of law enforcement 
and to encourage pride and confJ:dence in' 

I! 

the police. It is essential t1)at all seg-
ments of the population feel' th~tc,they are 
being served by an exceptiona1ly modern 
and effective law enforcenientr;:orga.niza-' 

.............. . " 

tion; The public should be made aware 
of the steps being taken to improve the ", 
quality of law enforcement officers and" 
operations. 
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6. To attract gualified young men and 
wom"en into careers in law enforcement. 
The public information unit should work 
closely with the career development and 
recruitment staff in publicizing the attrac
tive features of a law enforcement career. 
(See program C 55.) A variety of methods 
can be used to acquaint the community 
with the opportunities for professional 
advancement and meaningful public ser
vice available to members of the police 
departmen t. 

Numerous methods can be used by law 
enforcement agencies to establish and 
maintain effective channels of communi
cation with the public. Because various 
segments of the population tend to be 
more responsive to certain types of com
munication than they are to others, every 
effort should be made to use a wide var-

• 

iety of methods. The following is a par- • 
tial l~st of the methods commonly used by 
police departments to build public support 
for their programs, and to enlist citizen 
cooperation in crime prevention activities: 

Press Conferences-One of the most ef
fective means of communicating ;Vith the 
public is by conducting regular briefings 
for members of the local press. Press 
conferences are used to provide journal
ists with accurate and timely information 
about current police operations. When 
there is sufficient time, a well,:",wrH:ten 
summary statement can be distributed to 
reporters at each briefing. If a signifi
cant proportion of the local population 
does not speak English, transl~tiOi1s of all 
important press releases should also be 
distributed. It may also be appropriate 
to have an interpreter present at all press 
conferences attended by representatives 
of foreign language newspapers and radio 
stations. Regular press conferences • 
should also be held for reporters from high 
school and college newspapers. 
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It is important for the media liaison of
ficer to be alert to the deadlines and 
time restrictions under which reporters 
are working and .to make every effort to 
provide information prior to "press time." 
A principal objective of the public infor
mation unit should be to assure that the 
representatives of all newspapers ahd of 
all radio and TV stations are given equal 
access to police-related news stories" 
One or more press rooms should normally 
be maintained in the Administrative and 
Technical Services Cente~ifor the conven-
ience of the press. / 

~ 

Information pulletins-The public infor
mation office should make a practice Of 
issuing regular news bulletins for jour"" 
naUsts: preparing material for newspapers I 
radio I and TV. Many police departments 
have established a "hot line" for alert ... 
ing radio stations in emergency sduations . 
In this way, information about stolen aut;? 
mobiles, missing persons I or traffic tie":' 
ups can be quickly transmitted to the pub
lic. A media 1i~ison officer assists the 
police department in identifying ways in 
which the mass media can be used more 
effectively to assist in accomplishing law 
enforcement objectives. 

By working wfth the crime analysis unit, 
the public information office can prepare 

, '\' 
monthly summaries of criminal activity r } 

throughout the area served by the police 
department. (See program ~~s.) In this 
way citizens can be provided ~~p-to
date, factual inf<;>rmation ab~utp.~ 
trends. This can be an extr~q>;e1y ef:fec-

8.6 
s 

tive means of encouraging citizen par-., A\ 
ticipation in police programs designed to, ., 
reduce crime and delinquency in the com- .0' c' 

~~~. --~ 

Feature Stories and Documentaries-A 
public information office often has an 
opportunity to assist journalists in \( 

•• jl~~ 
tS"/ 

--" 
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developing material for use in feature .' 
articles or film documentaries on law 
enforcement problems ~= By maintaining ,,> 

an extensive file of photographs and,. 
f.ilm clips I the office \1,111 uS\lally be in 
a position to provid~ approp~l'ate graphic 
materials for use in these sitUations. A 
cordial working relationship with the press 
will make it possible for the public infor
mation office to use feature artidles and 
television documentaries as effecttve 
means of communicating with the public. 

Speaker's Bureau-Police departments of
ten receive requests for public speakers 
from civic and professional organizationS. 
The public information office should main
tain a curr,ent listing of all members of 
the department who are effective public 
speakers. One of the principal functions 
of this progr~ff.Fshould be to provide rel
evant inatGtlals and otherwise help po
lice ,?fficers to prepare speeches appro
priate for particular audiences and 09-
casions. If the department is introducing 
a. new la.w enforcement program in the 
community I the information specialist 
should brief police officers before they 
speak to citizens' groups. In this way I 
every public speaking engagement can be 
used as an opportunity to familiarize the 
public with new poli6~ methods and ob
jectives. 

Exhibits and Displays..;..The public infor
mation office is responsible for develop
,~.~lg grpphic educational materials for use 
on bulletin boards and in various types of 
exhibits. As noted above, the lobby/ 
r.eception area of a Community Police 
Station should normally contain display 
panels for pr.esenting current law enforce
ment information to the public. The pubj 
lic information unit provides slides I post
ers I photographs I and other materials 
that are appropriate for this purpose. 

~--- -~--------~--~------------~--------------~-----2;) ____ ~J. ______ ~~ 
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In addition to supplying material for use 
in police station lobbies, the unit also 
prepares exhibits for display in librades I 
shopping centers, schools, and other 
public areas. The production of graphic 
materials that are both attractive and, in
formative is another important fun&f)n of 
a comprehensive public information pro
gram. 

Annual Open House-In addition to con
ducting routine guided tours of police 
facilities for interested groups of citizens, 
public information units usually organize 
an annual open house of all police stations 
in the system. Annual events of this na
ture provide unparalleled opportunities 
to educate the pubUc and to gain their 
support for law enforcement programs. 

Brochures-The preparation of graphic and 
written material for various informative 
pamphlets and leaflets.is an,other impor
tant activity normally assigned to the 
public information unit. 

The lobby/rece'p'tion area of every Com
munity Police Station should,.o.contain Jin 
attractive display rack 'Jor pamphlets and 
brochures of public interest. The public 
information officeI:' is responsible fo"r 
keeping these racks supplied with new 
rna terials .. 

(' 

Brochures or other handouts cart also be 
useful to poiice officers asked to speKk 
before cqmmunity organizations. The ed
ucationqJ impact of such appearances can 
be greatly enhan'ced if attractiv.e I well..:. . 

~,(\ ~ ,,'> 

'Written m.aterial~ summarizing the main J 
points-of the presentation can b/e-t1i~;trib'-
uted to the audience. II C,_j 

Annual' Report-Many police departme~~s 
have discovered that an annual report; 
summarizing their activities and accom'" 
plishments of the pas_t year I i'S a highly 

. ((\ ~, 
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,S effective way to make the public aware 
of the role of law enforcement in the 
community. The public information unit 
is normally responsible for gathering the 
materiai required for such a document 
from the other divisions bf the department, 
and for editing the written materials that 
will be used. 

Departme;ht Newsletter-A monthly publi
cation distributed to all police depart
ment personnel and 'their families can 
be an extremely effective means of 
building morale and esprit d'e corps. 
The newsletter can also be sent to the 
mayor, the city council members, and 
other civic officials t as a way of keep
ing them informed about current police 
department activities. 

In addition to conducting the programs 
outlined above I a public information of-

• 

fice should sponsor regular media sem- • 
inars. The purpose of these meetings is 

program inlplementation 

to acquaint police officials with the spe,.. 
cial problems of journalists and their ed-
itors I and to foster a closer working re"": 
lationship between the members of the 
press and the law enforcement community. 

Public information officers should also be 
responsible for conducting in-service 
training cl3.sses for all police officers. 
Instruction should be provided concernir'g 
the proper methods of dealing with the 
press. Departmental regulations about 
the release of various types of information 
to'the pre_~s should also be reviewed in 
thes~ classes. 

The initial step in the development of a 
public information unit is the formulation 
of a clear set of objf>c.tives specifying 
the contributions thaf'the program will 
be expected to make to various police 
operations. The goals of the program 
should be carefully defined and agreed 

Q,"'/, '" G)) 
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upon before any action is take to estab
lish such a unit as a permanent compo
nent of a law enforcementzrystem. 

(t , , 
Personnel Requirements'-The director of 

, a public information program should have 
considerable" experience in journalism I ' 

, ' 

as well as a background in law enforce-
ment.'" He must have a clear understanding 
of bC)t~, the requirements of the media and 

T _i 

of tbe objectives of modern, po1ic~\ oper- , 
ations. \;, ~ 

A public information program will require 
the services of an exceptionally compe-

C·' ';( 
, , 

tent writer. The person assigned to the ~ 'l:,;, 

publiqinformation unit ,:is a staff writer \\ 

() 

o 

') 

must be able to prepare ne:w~ bulletins in 0 
normal journalistic style. j 

If the unit is expected to prosiuce elabor
ate displays and exhibits I its staff should 
also include a tatented artist experienced 
in layout and graphic desig.t:l. c:.' 

Policy Development-An important prelim-' 
inary task for the staff of a public inJor
mation program is to review and revise 
all department policies on relations with 
the mass media. In conducting this re~e~ 
view I the program staff shilUld<,work close
ly with the department's legal advisor. ,', 
(See program C 2s.) Policies should be 
developed that provide adequate proteclr 
tion for the rights of the accused I and of 
all other persons in police custody. Me
dia policies should also protect the rights 
and,respeot the human dignity of the vic
tims of crimes. Speoial regulations about 
the release of information on Juveni!eosus·· 
pects oand viotims must also pe deveToped ~ 

" 
.\ 

Policies con~erning the release oL;finfor
mation~,o journalists should be carefully 

(formulated so as to assure "the fair treat
ment of ail nt~wspapers and radio ar;;! 

",television stations in the area.,i/As noted ~ 
. " o 
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references 

above, special consideration should be 
given to foreign languagenewspapers and 
radio stations. If the police department 
serves a large number of non-English 
speaking citizens, the public information 
unit may require the servtc~s of a full
time transla.tor/interpreter •. 

Facility Reguirements - The facilities pro
vided for a public information program 
will normally be located in an Adminis
trative and Technical Services Center. 
They should be near the office of the di
rector or chief of police. 

The facilities for a compre)hensive public' 
information program shqu.;!d include the 
following components: 

• One or more ~mall rooms for the 
use of reporter$ 

• A large briefing room 

• A room for duplicating 'equipment 

• An office for staff writ/ars and 
editors 

• A workshop for the constructic')n 
of exhibits and displays 

'. Arthur F. DiGennaro, "Crime P:revention -- The Media ,and the Police, II 
Law and Order I (March, 1973), pp. 50-53 i. 

<) 

~-:. . George D. and Esther M. Eastman (eds.), Municipc::'v Police Adminis
~~tion, (Washington D .• C.: International City Management Association, 

1969), pp~239-240 and p. 17.6. 
II 

V.A. Leonard and Harry W. More I Police Organizatiop. and Management, 
(Mineola, N~'I(r York: The Foundation Press, Inc., 1971), PP. 93-94. and p. 34. 
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National Advisory Commission on~~Griminal Justice Standards and Goals, 
Police, (Washington, D.O.: Government Printing Office, 1973), pp. 2fb·33 and 
44-46. 

O.W .\iVilson and Roy O. Mcr1ar~n, Police Administration, (New York: 
I ,. 

McGraw..;HUl Book Company, 1972),pp.,220-232. . ,,' 
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A rapid response capability is essential 
to the accomplishment of many lavr en
forcement objectives. Success in appre 
hending criminal suspects i~ often di
rectly relafed to the 'length of time re
quired .for police units to arrive. at the 
scene of a~crime • With each passing 
minute Elfter a crime has been committed 
the chalices of apprehension decrease 
significantly. For this reason it is 
essential for all police departments to 
develop efficient systems for receiving" 
reports of crimes and for transmitting 
this information to officers in the fielti. G 

Delays in receiving and processing 
this, kind of information must be re-
d uc ed to a minimum. \\) 

J;! 

!Public confidence in a police department 
is strongly influenced by the speed and 
efficiency: with which the departmen.t 
is able to respond to calls tor assis
tance. A high level of cooperation be
twee!ll the police and the cof}umunity 
serv.ed can rarely be sustained in the 
absence df a fast and reliable response. 
capability. When a department is con-
s:i.dered sluggish and in.efficient in 
Ii,espcnding to calls for emergency 
a:~ssistance I people' become more re- ') 
h.l.ptant· to report incidents of crime. 
Under these ciri'mmstances the propor
tion of c~im6.s brought to the attention 
of tlle police steadi1t~ declines; Con-, 
sequently I those who might be .in
cline~i to commit crimes are less Hkel¥ 
to consider the possibility of .apprehep .... 
sion. Rali1id police res pons e ,on the. 
other hand l serves" asia signifiq!c.mt 
deterrent to crime. r 
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i,\ A ~h0I1:e call requesting assistance in an 
emergency may often be the first direct 
contact many citizens have had with their 

'local polic e department or s hertff' s office. 
The manner in which the call is received 
and the response that follows will usually 
make a lasting impreSSion on the person. 
Thus it is of the utmost importance for 
a police department to develop effective 
procedures for receiving all incoming 
phone calls. 

communications system A modern police communications system 
consists of fout ,major components: 

• Complaint Reception 

• Service Expeditor Unit 

• Information Retrieval 

• Radio Dispatch 

Each of these four programs plays an 
important role in enabling a police de
partment to achieve the obj ectives out
,lined above. Beforetuming to a detailed 
description of the compl~int reception 
program, it will be helpful to have an 
overview of the entire system and of the 
functional relationships between the 
various components. 

Complaint Reception: Personnel conducting 
a complaint reception program are prima.ttily 
concerned with answering incoming phone 
oalls and deterd\\~ning the most appropriate. 

,.o,response for the~e calls. An efficient and 
'welb·trained police telephone operator can 

• 

handle many of the reql.lests for assistance ' 
or b1.formation as they' are received, w1th- " , " 
out involving, other ,units {) In some cases /' 
the operator can transfer a call directly to /' 
a staff officer within the department who '.' 
can provide".the particular type of police , " f ' 
s emee that is required. . ".. /' .//1 
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" Serviqe ExpeditorUnit: When the c'oPg~... a 

/' ator wno has receiv~d a call determi~es'ii 
that it will probably not be necessary 
to dispatch g., police officer to the scene 
of an incidenr, he may de<;::ide to trans-
fer the call to the special service' ex-

,. peditor unit. This type of program is 
staffed by officers or civilians who have 
been specially trained to provide a 
broad range of police services by. 
telephone. In many resPaects .. the func
tion of the service e';CPeditor unit Ml 
identical to that of patrol units in the 
field ~\ This program has the adde9 ad
vantage of enabling departments to make 
more effiCient. use of limited ,manpower 
resources. An. expeditor may handle 
five or six calls for service in the time 
required for a patrolman to respond to a 
single call. Some police departrrfents 

':have found that up to one third of the 
ca~,ls traditionally handled by dis
patching a patrol unit can be more ef
fectively handled by telephone. (For a 
detailed descIiption of the service ex
peciitor progr(.1m, see C 2a.) 

"'Ra'dio Dispatch: The ,'ll1trd major element 
in a polic(~ communications system is 
the radio dispatch unit. The prin'Cipal 
task of this component is to transmit 
operational information to units in the 
'field~ The dispatching p;J;ogram also 
provides coordination between two or 
more field uni.ts engaged in .a singie 
operation. 

When a complaint req,eptil,o~. op'erator 
determines that a patrol unit is needed 
in, response to a request for' police 
assistance I he relays this informatJ,pn I' ~ 
to a disP'atcher. It is the dlspatcher~ s 
respons~bilit}'~. to 'select the ap.propriate 

II f1e1q, unit ancfto transnlit aU available 
information which might be helpful to 
the officers responding to the call. 
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(See C 3a for a detailed de~cription of 
the radio dispatch program.) 

Information Retrieval: An increasing amount 
of data is available to police departments 
for use in conducting operations. Infor.
mation on criminal ~uspects I stolen auto
mobiles, miss[hg persons I and other sub-

, jects can be obtaihed through the inter
state Law Enfor(.::ement TeletypeWriter 
Service, the Na.tional Crime Information 
Center I and other data banks. In addition, 
many police departments are developing 
an expanded criminal tdentification capa
bility which will enable them to rapidly 
retrieve information on crimes and suspects 
from their own files. Much of this infor
mation is needed by field units responding 
to calls for as sistance. An information 
retrieval program functions to make this 
data available as rapidly as possible. This 
component of the communications system 
is described in conjunction with the radio 
dil:ipatch program (see C 3a). 

\\ 

The'::functicmal relationships between the 
vartdl1.s component~, of a police communi
catiori¥3 system ar~;illustrated in the chart 
on the fallowing page. As indicated in 
this diagram I a computer can playa vital 
role in linking the major elements in a 
communicati0l18 center. Computet appli
Joations will be d,escribed in connection 
with each of the communications programs. 
:However I the availability of ~ computer 
~s not essential in conducting an efficient 
l:Jommunications program. 

CD Rapid respons,~ to all incoming phone calls: 
The main obj(~ctive of a complaint reception 
program is to ensure that all requests for 
police service I received by phone I are 
responded to as promptly and efficiently 
as possible. Except in times of extreme 
emergency I when a police department might 
be flooded with. incoming ph(~>ne calls I no rl • 
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call should gq unanswered for more than 
thirty seconds. Procedures must be·· . 
developed enabling a department to an
swer phone call'sand'to initiate an appro
priate response immediately after the 
first ring'. When it ha~ been determined 
that the request' is of an emergency na
ture (e.g. I crime in progress) the mes- " 
sa~e should begin to be transmitted to 
fi1tld uriits in no more than sixty s,econds . 
T~~s capability is essential if a lawen
for,cement system is to achieve its ab-
o ~ f d Jectbve 0 rapi response to crimes in 
prog:oess and other emergenci?s. 

In the case of non-emergency ;a11s for 
police ,assistance quick response is also 
highly desirable. Generally I when a 
person contacts the police I he feels that 
his situation is an II emergency • \I Al-

\ though the rapid response of field units 
inay not be required I a prompt and cour-

·"=·~··'teQti~Lreply to th~"phone ca,11 is usually 
expected~:-Be'ciuse it is impossible to 
discriminate effectively beJween in
coming calls reporting crimes in progress' 

,; and those concerni1~ other types of emer
~ gencies, all calls snould be answered 

immediately after the fitst ring. In the 
event that every available emergency 

r ,'. \) 

phone circu~t is in use, an avto,W3tiC" 
answering device might be employed. 
Suqh a device would be activated i, 

immediately after the first ring and would 
inform the caller that he has reached the 
police department a~7d that the call will 
b,e answered at the ,earliest possible mo-
'menV,. Other approaches to achieving thig , 
program obj ective are described. below. 

(] , ~ 

11 i 
j 

® !~.n'cient utilization of maupow:r re- CIJ 
sources: Another important ob,lective of 0 ' , 

a complaintc:receptio'n program 'is to 0 0 U 
assist the departm{~nt in acEieving\\he ',__'~ 
mQst effective ut;i.lizc;tJon of it~J}'r,nitE;!d§ .oJ) 

:~~~.' ... ~:;: ~~:~.~~~;: in ~. h;o~i:~:':"~n! ~ r.~s. ' 
'« catio:," center1s to, eV;luate all , OJ 
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incoming calls to determ,ine the most 
appropriate response. There C!:re five 
basic response categories 'from -which 
operators may choose: 

• Transfer the call to another agency. 

• 

• 

This is preferred whenever the 
selVice 0r information requested 
is available through a public or 
private agency other than the 
police department. 

Transfer the call to an operational 
or staff unit within the "police 
department. This is preferred in 
cases involving requests for ser- I'" 
vices that are usually provided 
by specialized units in the de
partment. Normally calls should 
be transferred to specific officers , 
or staff members by-name. 

o 
Provide the information or assis-
tance requested without trans ... ,-
ferring the call. Many ci:ills can 
be handled courteously and effec
tively in thirty seconds or les~ if 
the telephone operatc;>rs are wbh 
trained. 

Transfer the call to a selVice ex
peditor. As noted above, a large 
proportion of the calls received 
by a police department will not 
require the dispatch of a field 
unit. SelVice expeditors cOInplet~ 
incident report forms by telephone 
and provide' other types of assis
tance. One of their major functions 
is to recommend other agencies 
in the community that can more 
effectively provide the s.elVices 
required. Whereas complaint 
reception operators must generally 
limit comiEll~sations to'one minute 
or less, service expeditors are 
G~ 

prepared to engage in more extended> 

c. 

o 

~J 
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conve~sations when necessary. 
(See C 2a.) 

• Initiate the dispatch of a patrol 
car or other field unit. If the 
operator determines that none of 
the options outlinQd above is 
appropriate I the process that will 
result in the dispatch of one or 
more officers to the scene of the 
incident is initiated. 

The skill with which the complaint recep
tionists analyze incoming calls and select 
the appropriate disposition for ea~h one 
can have a major impact on the W;1Y in 
which a department's resources are used. 
The actions of the operators can also deter
mine the speed with which various special 
units are activated in response to calls 
for police services. In selecting from 
among the five alternative responses out
lined above I the opel'~,tors play an impor
tant role in determining the work load of 
various staff and field units. 

@ Building public support and confidence in 
police services: Few factors are more 
critical in determining the effectiveness 
of law enforcement operations than the 
degree of public support and confidence 
that a police department enjoys. A· prompt 
and courteous response by a complaint 
receptionist who is both efficient and 
well informed can be a significant factor 
in building a positive public image for 
a police department. As noted above I a 
phone call for police aSSistance may often 
be the only contact maI}y people have with 
the local police department. 

• 

• 

As the'police. departments seek to build a 
stro1'lg working relationship with the people 
they· serve, they should ma.ke every effort 
to upgrade the quality of complaint recep~ • 
tion programs. The department I s emergency 
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program implementaltion 

number should be widely ptfblicized and 
the public should be encoutaged to report 
incidents of ct',tme promptly. The fact 
that complaint receptionists are on duty 
24 hours a day, seven days' a week, 
should also be stressed. Police depart-

,) 

ments are often flooded with calls on 
Monday mornings beyause people ~i~ 
not aware that complaint receptionists 
are on duty during the weekend. 

A complaint reception program should 
be developed in conjunction with a 
complete communications center. In 
a large system, a full-time supervisor 
may be assigned to .coordinate the oper
ations of this program. In the case of 
a smaller system, the program will be 
under the direct control of the commander 
of the communications center ~ 

The first step in implementation should 
be to select the senior,.gtaff person 
who will be in charge of the program. 
In. a small independent police organi
zation I the officer in charge of the 
complaint reception program may be the 
chief of police or his administrative 
assistant. 

The person in charge of the program 
should seek to determine the number 
of operators required to develop a high-

"speed telephone response capability on 
a 24-hour basis. This may require a 
survey of incoming calls that will pro
vide data on the frequency and character 
of the calls currently being received. 

1.9 ,~ 
a 

Having determined the num.l:>er of people A' 
that will be involved in conducting the ~ 

program, the person in charge should U' ,"\ 
next develop an organizational or 
staffing plan. Job descriptfons, should, iIIl,'" 
be written and the basicqualiUcations ." 
for operators and supervisors,deter- ~3'} , ,.,...,.,,},)O.. _" 
mined. This plan will establisq. the~. 0 

~----~------~---------------------------------------------------------~. 
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a initial organizational structure of the 

program. 

At this point, an effort should also be mad!3 
to develop estimates of ,future staff re
quirements. These estimates should re
flect population growth trends and antici
pated increases in demands for police 
services. Projections will be important 
in planning equipment and facility require
ments during later stages of the program 
development proces s • 

"The next step in implementing a complaint 
reception program will be to formulate 
basiC operational procedures and policies. 
This should result in a written policy 
manual to be used by persons conducting 
the program. 

Records of incoming calls for information 
and assistance are essential in conducting 
operations research. Therefore, proce
dures must be developed enabling oper
ators to record data pertaining to each 
call quickly and with a minimum of 
effort. The format for the records that 
will be used should be determined and 
instructions for using them prepared. 

Many of the calls received by the com
plaint receptionist will be transferred 
immediately to service expeditors or 
other members of the department. Proce
dures for making these transfers should 
be Worked out in detail. It is important 
for this type of 'transfer to be executed in 
a way that does not offend the caller. 

In response to many etcher calls the operator 
will be r~quired to gather all of the 
information needed to dispatch a field 
unit efficiently. Policies concerning the 
circumstances under which a patrol unit 
will be sent in response to a call should 
be established. Information provid,ed by 
the caller must be accurately recorded, 

• 

• 

• 
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and relayed to the appropriate radio 
dispatcher. This prOC~t"s becomes more 
complicated when several dispatchers 
are on duty I each coordinating field 
units in a different part of the city. 

One of the most efficient methods of 
transferring data from the telephone 
receptionist to the radio dispatcher 
is by m~ans of computer terminals .. J'he 
name of the complainant together~wffh 
infpfmation concerning the loc~tion and 
nature of the fncident' is first entered 
in.to the computer by the complaint 
'receptionist. The computer can then, 
be programmed to select the appropriate 
dispatcher depending on the location of 
the incident. The dispatcher then auto
matically receives this data by means 
of a computer terminal located at his 
console: As further information con
cerning the inCident becomes a,yailable, 
it can be entered into the computer by 
the complaint receptionist and relayed 
to the dispatcher. 

'~j 

An alternative method of transferring 
data from the complaint receptionist to 
the dispatcher involves using an auto
mated ca~d' transmittal system. In'·this 
system, which is widely used by police 
departments in the United States., infor
mation is entered on a card that is placed 
on a conveyor belt track. Unlike the 
computer based syst:em:1 it does not " 
permit operational data to be continu
ously entered intq:an information storage 
and retI1eval sys!tem. 

Having determihed. the orgahiz&tional 
Iflttucture and procedures to be foHowed 

',in conduc( .. \g the ptogram, ~ recniitment 
. and training process should be initiated. 
Departments serving non-English speak'.:.. 
ing minority groups should recruit an 
appropriate number of bili'ngual operc.\tors 
for the complaint reception program. 

1.11 
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"8 Candidates selected for the program must 
be given extensive training before they 
begin their duties. A continuous program 
of in-service training should be conducted. 
Training for complaint receptionists should 
include the following elements: 

• Instruction in effective telephone 
ma.nners. The selection process 
should include at least one tele
phone interview and an operator 
should be chosen on the basis 
of his or her telephone manner. 
However I all of the people se
lected must be given additional 
training in this vital skill. It 
may be possible for the police 
department to enter into an agree
ment with the personnel division 
of an airline to provide training 
in telephone procedures compara
ble to that given to reservation 
sales agents. 

• Instruction in police department 
operations. The complaint recep
tionists must be familiar with the 
programs currently conducted by 
the department becaus e they will 
often be required to refer callers 

• 

to other units. Each operatot 
must be thoroughly briefed by the 
commanders of the units to which 
calls may be referred. It is par
ticularly important for complaint 
receptionists to understand the 
operational procedures followed 
by field units . This will enable 
them to gather ihformation by phone 
that can assist officers when they 
arrive at the scene of an incident. 

Familiarization with the services 
available through other public and 
private agencies in the community. 
It may often be necessary to trans
fer calls to ,!some more appropriate. 

••••• 

• 

• 
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ageric~r than the police department. 
There/fore, the complaint operators 
should be briefed by representa
tives of the major government and 
private service agencies in the 
community. 

Another important task in implementing 
a complaint reception program is select-

o ing the equipment that will be req1J,:ired. 
The total number of telephone console 
units required should be determined. In' 
order to assure that incoming cal~s wiH 
be routed directly to an open line, an 
automatic call distributor should be in
corporated into the Elystem. 

If a computer based system is to be 
employed, the number of terminals 
should be determined. Operators must 
be trained to use t~is equipment with 
speed and accuracy. If a conveyor belt 
system is to be used for transferring 
information from the complaint recep
tionist to the radio dispatcher, this 
.equipment must be selected and in
:stalled. Desks or other work surfaces 
and comfortable seating should be se-
locted. "" 

The fInal step iti the implementation 
process involves the planning and design 
of the spage in which the program will be 
conducted'.' The area shqulJ~ be suf- . 
ficiently large to accommod~ie all of~the 
work s'ca tions required by the program 
during the first fifteen years of its oper
at~on;f Personnel projectiJ?I).,S based on 
e~jtimatesof the future vOLume of incom-

'I .' iltg calls will be needed in order tode-
i"f .. 

tg.rmine the space requirements for the 
'1;1 plpgram. 
b _. 

I~;I is strongly reco~rp~nded that this,. pro- , 
91::~m be conducted in the same area ,ysed 
fd:r~service expeditor unit (see C 2ar. 

1.13 
a 

o 



~~------------

c 
1, .. 1'4 

a 

fl 

conclusion 

Therefore t. the space requirements for both • 
programs should be determined simultane-
ously. The work area should be sufficient-
ly large to accommodate comfortably all 
personnel employe'a in both the complaint 
reception and service expeditor programs. 

The complaint reception work stations are 
an integral part of a communications center. 
In the event that a computer based system 
is employed, it will not be essential for the 
complaint reception area to be directly 
adjacent to the radio dispatch area. How
ever I there are a number of reasons why 
these two facility components should be in 
close proximity: 

• In the event the computer fails I in
formation may have to be transferred 
from the complaint :eceptionists to 

• 

the dispatchers by runners or messen
gers. 

The entire communications center 
should be located in the security core 
of the building. By placing these 
components close together they can 
share a common security system. 

• Communications centers should be 
provided with staff lounge areas I 

locker space I and rest rooms. All of 
these au?tiliary areas are shared by 
the complaint receptionists I service 
expeditors I information specialists I 
and radio operators. Therefore I when
ever pos sible I their work areas should 
be clustered together. 

A complaint reception program 1s an essen
tial component in a full service police com
munications center. The manpower and 
other resources required to establish and 
maintain such a program are not available 
to many small law enforcement agencies. 
Therefore I it is strongly recommended that 
smaller departments seek to develop this 

• 

• 
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and other basic communications programs 
in cooperation with other departments 
serving adjacent communities. 

A communications center should normally 
be incorporated into an Administrative 
and Technical Service Center (see D 2f) • 
This will make possible the elimination 
of the complaint reception and radio dis
patching facilities from Community Police 
Stations which are served by an ATSC. 
There are a number of advantages to this 
arrangement. Perhaps the most important 
is the fact th,p,t Community Police Stations 
will not req~dre the levels of security 
that have been needed in traditional 
police facilities. By eliminating all 
major communications installations from 
these facilities, the necessity for secur
ity is grea tly reduced. 

Another significant advantage is the fact 
that greater efficiency can be obtained 
through::'a central communications system 
serving a number of adjacent communi
ties. A common emergency phone number 
can be, used by all departments partici
pating in the system. Interagency co
ordination i11, responding to calls for po
lice assista~ce can be typre easily a
chieved. By relieving smaller police 
departments of the burden of maintaining 
communications programs, significant 
economic advantages are realized. Cost
ly duplications in equipment and trained 
personnel can usually be avoided~ 

Thomas F. Adams, Police 'f1'iltrol: Tactics and Techniques, (Englewood 
Cliffs, New Jersey: Prentice - Hall, Inc., 1971), pp.68-72. 
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pp.267-277. 

, lIT Research Institute .. Police Telecommunications Systems (New Smyrna 
Beach, Florida: Public - Safety Communication~ Officers, 1971), pp. 2 8-29, 
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V.A. Leonard, The Police Communications System, (Springfield, Illinois: 
Charles C. Thomas, 1970). 

National Advisory Commission on Criminal Justice Standards and Goals, 
fQ!ice, (Washlngton',D.C.: Government Printing Office, 1973), pp.546-550. 

President's Commission on Law Enforcement and Administration of 
Just:ic~~, Task Force Report: Science and Technology, (Washington, D. C.: 
Gover)~ment Printing Office I 1967), p. 29. 

Roger W. Reinke, Design and Operation of Police Communication Systems, 
{Wasldngton, D.C.: International Association of Chiefs of Police, 1972}, 
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It is widely recognized that dispatching 
a patrol unit is not always the most 
effective way to respond to many of the G 

calls received by a police department. 
Often the person making the call would 
prefer to talk with a police" officer byo 
telephone I thereby avoiding the incon
venience or possible embarrassment of 
ha ving an officer come to the home. 
In other cases I the assistance called 
for can be quickly and effectively ren
dered by telephone. 

For a variety of reasons, police depart
ments have not always been able to 
take full advantage of this wa5l~ of re
sponding to calls. Recognizing the im
portance of keeping emergency phone 
lines open, complaint reception oper
ators have been discouraged from en
gaging in extended conversations. Man
power limitations have precluded the 
practice of retaining personnel at a 
police headquarters for the purpose of 
responding to such calls. Police ad
ministrators have correctly perceived 
that it is generally better to assign all 
available manpower to field units so 
that they will be in the best possible 
position to respond to emergen.cies. 
Therefore, most police -departments 
have adopted a policY;I,,6f responding to 
most calls for a~sistance by dispatching 
a patrol unit. 

However f in repent years many police 
departments serving large metropolitan 
areas have begun to handle more calls 
without dispatching field Vnits. The ,) 
Detroit Police (Departmen.t routinely 
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a handles mo,re than 30% of its calls for 

service without dispatching a patrol car. 
The St. Louis Police Department 1s able 
to respond to approximately 20% of the 
calls it receives wfi:hout sending a field 
unit to investigate. 

The main objective of a service expeditor 
program is to provide a viable alternative 
to dispatching a patrol car each time a 
call for police assistance is received. A 
service expeditor unit is one of the maj or 
components of a law enforcement communi
cations system. Other components in
clude complaint reception operators 
(see CIa), radio dispatchers (see C 3a), 
and information specialists. Together I 
these elements provide a police depart:" 
m(3nt with a highly efficient communi
cations response capability. 

program objectives When a complaint reception operator 
recognizes that a request for service is 
unlikely to require dispatching a patrol 
unit, the call can be transferred to a 
service' expeditor. l1he expeditor then 
proceeds to handle the call in much the 
same W~\y a patrolman might respond. If 
an incidt3nt report is to be filed, he ob
tains the information needed to complete 
the forxn. If referral to another agency 
is approptiate I the exp~~ditor advises the 
caller concerning the se'.fvices available 
and the procedure for obtaining those 
services. A program of this nature has 
four major objectives: 

CD To avoid dispatching patrol units when 
the presence of a police officer is not 
reguired. The ability to handle a large 
number of calls for assistance without 

'\ dispatching field units will result in a 
substantial savings of Ihanpower. Officers 
in the field will thus be freed to investigate 

• 

• 
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expeditor 
crimes mOfe thoroughly and to respond 
with greater speed to emergency calls 
for service. 

® Providing more efficient response to 
requests for information and assistance. 
The availability of service expeditors 
enables a police agency to respond to 
many calls for assistance almost in
stanta.neousl~{. Rather than waiting for 
the arrival of a patrol unit, the caller 

@ 

@ 

is able to make his report immed~ately. 
\ 

This arrangement w ill often be more 
satisfactory to the caller. P~ople are 
more likely to contact the police from 
their jobs if the matter can be handled 
by telephone. This encourages the 
public to report crimes or dangerous 
situations. 

To reduce the load on incoming: emer-
genc~ 2hone lines • Complaint recep-
tion operators should normally try to 
complete all transactions in less than 
a minute. In this way they are more 
likely to be available to respond to 
cails for emergency assistance. When 
the operator recognizes that an extend-
ed conversation may be required 111 or-
der to provide the necessary assistance.~, 

'<: 

he can transfer the call to a servicl~ 
expeditor. r.his transfer must be han-
dled promptly and courteously. Delays 
should be avoided, whenever possible,. 
and only under the most extreme cir~" 
cumstances should the caller bet"told 
that his call will be retm.~ned at i~ l13ter 
time.! The service expeditor sh6t:lld 
always be introduced to the caller by 
name. 

\' '-< •• J,. 

To provide a convenient source of 
J 
" I,,;) 

emerg:enc~ information. In most com-
munities I a police department is one of 
the few qgencies which operates on a 
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24-hour basis I SeVerl days a week. Thus, 
people often turI1l to the police for emer
gency assistancl3 when the services of 
other agencies tire not available. A 
highly trained staff or service expeditors 
can provide information and other assis
tance to people in distres s at times when 
other service agencies are not open. A 
program of this nature can make a sub
stantial contribution to building a strong 
public image for the police department~ 

The selection of a program coordinator is 
generally the first step in establishing 9 
service expeditor unit. In most cases, ' 
the coordinator should be the officer in 
charge of the c0r11plaint reception program. 
In relatively small systems both of these 
'programs will probably be under the direct 
control of the commander of the communi
cations center. 

The person selected to coordinate the 
program shoul<;l begin by developing a set 
of policies and procedural guidelines. 
These statements should be included in 
an operations manual that will be used in 
training the staff for the program. 

The policy manual should describe the 
general types of calls that will be referred 
to the service expeditors. It should out
line the types of action that will be ap
propriate in response to each type of call. 

One of the options for the service expeditor 
is to initiate the dispatch of a field unit. 
Thus, the officers or civilians assigned 
to this program will be involved in the 
transfer of information to the radio dispatch 

• 

unit. The procedures for making these ; 
transfers should ble carefully planned • 

• I 
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It is highly desirable for service ex- .. 
peditors to be able to function a s cQm~"~ 
plaint reception operators. This wille 
give the communications center a greatly 
expanded emergency response capability. 
If this policy is adopted, the work 
stations for the service expeditors and 
the complaint reception operators should 
be equipped identically. 

In a computer assisted system all ser- , 
vice expeditor positions should be 
equipped with terminals." This equip
ment provides the link between the ex
peditors and other elements in the sys
tem. 

Having developed the basic procedures 
to be followed in conducting the program, 
the coordinator should next determine 
the optimal size and organizational 
structure for the unit. A survey should 
be conducted in order to determine the 
volume. of calls that can be expected 
on various days of the week and during 
each of the three shifts. The average 
amount of time required t<;> ,respond to 
each type of call should be' calculated. 
This data will enable the', program co
ordinator to develop an accurate esti
mate of manpower requirements. An 
effort shpuld also be made to develop 
projections of future demands for, ser- . 
vice expeditor response • Based on 
populatiop trend.e and expected increa:ses 
in demands forpolice services ;fcl fif-li 
teen year program project should be 
prepared. This data will be critical 
later In the planning process when 
facility requirements are determined. 

Qualifications for service expeditors 
should be considerect and a basic job 
de scription prepared. Police depart
ments serving communities with large 
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a minority populations for whom English is 

a second langtH:lge will require bilingual 
personnel in conducting a program of 
this nature. If the complaint reception 
and service expeditor positions are to be 
interchangahle., identical qualifications 
should be established for persons assigned 
to either program. 

Recruitment and training of potential pro~· 
gram staff members is the next stage in 
the implementation process. The selection 
process should include at least one inter
view by phone for the purpose of evaluating 
the applica:-J.t's telephone manner. 

As in the case of traini.ng provided for 
complaint receptionists (see G..~ la) I it is 
recommended that a series of classes be 
conducted by an instructor who is normally 
employed in training airline reservation 
sales agents. Because service expeditors 
often function as would an officer in the 
field, they must be thoroughly briefed in 
the procedures for completing incident 
report forms. 

The selection and installation of telephone 
consoles I computer terminals, and other 
equipment used in conjunction with the 
program is the next phase of the implemen
tation proCeSS. The data obtained from 
the survey described above should be used 
in determining the amount of equipment 
required to provide an optimal response 
capability. All persons selected to par
ticipate in the program must be trained to 
use effectively each item of equipment. 

The final planning phase in implementing 
a . service expeditor program involves the 
design of the operational area in which 
it will be conducted. Whenever possible, 
a fifteen year personnel projection should 
be used in determining the overall space 
requirements for the program. 

• 

• 
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Normally, the work stations for service 
expeditors should be located in the 
facility component used by the complaint 
reception operators. As noted, above, 
an arrangement that allows ,service ',' 
expeditors to function as complaint 
reception operators in emergency situ
at ions is highly desirable. 

Thomas E. Bercal, "Calls for Police Assistance, II in Police in Urban 
SOCiety (ed. Harlan Hahn), (Beverly Hills: Sage p:G.hlications, Inc., 1971), 
pp. 267-277. 

Dallas Police Department, Communications Center Operation Manual, 
(Dallas, Texas: Office of the Chief of Police, 1972) • 

National AdviSOry. Commis sion on Criminal Justice Standards and Goals, 
Police, (Washington, D.C.: Government Printing Office, 1973),pp. 546-550 
and 553. 
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One of the characteristic featur~'s of mod
ern law enforcement is the extensive use 
of mobile field units. Police vehicles 
are normally deployed in widely scattered 
areas throughout a city or county. In 
order to respond with the necessary 
speed in the event of an e,mergency, of
ficers in the field must b~ in constant, 
radio contact with a central dispatching 
office. 

When a call"is received notifying the po
lice of an ezrierg'ency situation, 'this in
formation mustbe quickly processed and 
made available to patrol units near the 
scene ofthe\jrime or accident. No more 
than sixty se.'conds should elapse between 
the time a request for emergency as'sis
tance is received by phone and the nearest 
available patrol unit is contacted. If 
this goal is to be achieved, police de
partments must develop 'highly efficient 
communications systems. All of the. 
equipment used in the communications 
process must be maintained in a state 
of constant operational readiness. 

A dispatching program is one of the four 
major components in a police communi
cations center. The other elements are 
a complain,!; reception program, a service 
expeditorunit, and information special
ists. All of these components must be . 
integrated into an efficient s~,stem for re
'ceiving and proc~ssing Cq!~s. for police 
assistance. 

Most police operations'begin when a 
phone call is received requesting some 
form of service.. If a complaint reception 
operator deterlitlnes that the presence?f 
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an officer is probably required, he then re
lays this information to a dispatcher who is 
in radio contact with field units near the 
scene of th€1 incident. (For a description of 
the other options available to the complaint 
receptionist, see C la.) , 

The transfer of information between th~i com
plaint reception operator and the radio dis
patcher can b~ accomplished in one of three 
basic ways. In the case of a small two
man operation I the operator can simply hand 
the dispatcher a card containing all of the 
neces sary information needed to dispatch 
the field unit. 

As, the number of tele!i"lone operators in
creases "more space will be required and a 
more efficient method of transferring infor-

Ii 

mation Within the communications center 
must be developed. One method commonly 
us ed is to place cards on a conveyor belt 
that nms between the complaint reception
ist and the dispatcher's console. Cards 
used in this process can be color coded to 
indicate the priority level of the request. 
A separate conveyor belt track is used for 
each dispatcher and the complaint recep
tionist selects the appropriate radio opera
tor depending .ort the area of the county from 
which the request is received. 

On receiving a dispatch card from the com
plaint reception unit, the dispatcher scans 
the status board to determine the nearest 
available unit. He then establishes radiO 
contact with the s elected patrol unit and 
transmits th~ necessary information. If 
additional information becomes available I 
the complaint receptionist can relay this 
information to the dispatcher either by means 
of the conveyor belt card carrier or over an 
intercom system. 

A far more effiCient system for the rapid 
transfer of information from one part of a 
communications center to another involves 
the use of a computer. In this system each 
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complaint receptionist and radio dispatch
er is equipped with a cathode-ray tube, 
(CRT), computer terminal. Dispatching 
consoles srtould also include a teletype
writer terminal. 

When a request for police as sistance is 
received, the location and nature of the 
incident is entered into a CRT c9mputer 
terminal. The computer can be programmed 
to add a control number, time-date group, 
district and beat designation, as well as 
the call numbers of available field units. 
All of this data is instantly printed out at 
the radio console serving the sele.cted 
field units. As further in~ormation be
comes available the complaint operator 
can make further entries .into the computer 
All of this additional information will be 
simultaneously displayed on the CRT 
terminal at the appropriate dispatcher's 
console. 

Regardless of the system .used for record
ing and relaying informati,on within a com
munications center, it is important that 
much of this data be retained for future 
use. Information pertaining to speCific 
calls for service will be needed by thos e 
who later complete the incident report 
forms. Data concerning the time, loca
tion, and nature of incidents is vital to 
the success of a crime anal~7l3is program. 
(See Program C 3s.) The communications 
center is.also a prime source of rnuch of 
the data used in operations research. 
(See Program C Is.) 

Therefore, it is essential for much of the 
information that is available to complaint 
reception operators and radio ,dispatchers 
to be entered into an efficient data re
trieval system. The following items of 
informati0n;:;;should be made available for 
rapid retrieval: 

u. Date and time initial call was 
received 

( .. 
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Nature of the incident as reported by 
the caller 

Location of the incident (street ad
dress, map coordinator, beat desig
nation, census tract, etc.) 

• Complaint receptionist's response 
(referred to. service expeditor, dis
patch initiated, etc.) 

• Field units assigned to respond 

• Time of initial radio contact with 
field unit 

• Time of arrival at the scene by first 
field unit 

• Nature of the incident as reported by 
the officer as signed 

• Time the field unit was reported back 
in service 

The most efficient method of recording this 
type of operational data. involves the us e 
of computer terminals installed at all tele
phone and radio consoles within the com
municationscenter. This provides an on
line computer capability that will permit all 
data to be entered directly into an informa
tion storage and retrieval system. 

An alternative and less costly system in
volves the transfer of data from the cards 
'used in the communications center to com
puter tape at a later time. This method is 
normally used when a conveyor belt card 
transfer system connects complaint recep
tionists and radio dispatchers. All of the 
cards used during a single shift are given 
~o a computer terminal operator for input in
to the storage and retrieval system. 

• 

• 

In a non-computerized system, data on calls • 
for service and cars dispatched should be 
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placed on cards that can be manually 
sorted and arranged for purposes of crime 
analysis and operations research. 

With each passing year an increasing a .... 
mount of information is available thr(~ugh 

. ~ 

criminal justice data banks. This can"'be 
extremely us eful in the conduct of law 
enforcement operations. The following 
types of data are now routinely lava ilabl e 
through regional, state, and federal in
formation systemsi 

• Descriptions of wanted persons 

• Data on criminal convictions, pa
role status, penitentiary releases t 

and vital criminal record informa
tion 

• Description of stolen vehicles 
and other property 

One of the principal functions of the ra
dio dispatcher is to obtain this data, as 
needed, and to relay the information to 
field units. In many situations informa
tion available through various sources 
will alert an officer to potential dangers 
involved in responding to particular in
cidents (e.g., identification of persons 
known to be armed) • 

In the operation of most communications 
centers it will be' advisable to assign an 
information speCialist to assist the radio 
dispatchers in obtaining information from 
various criminal justice data sources. 
If the volume of incoming requests for, 
identification checks is suffiCient, a 
separate radio chamf~.l Can be. useq for' 
this purpose. Under these circumstan·
ces I the information specialist's work 
position should be equipped with a . 
transmitter/receiver console •. This will 
enable him to respond directly to re'
quests· for identification checks and cri
minal history information. 
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communications play in modern police op
erations I most departments have established 
some form of dispatching program. There
fore I the formulation of an implementation 
plan should normally begin with a thorough 
analysis of the existing program. The 
following criteria can be used in evaluating 
dispatching operations: 

• Is a radio operator available to sup
port field units on a 24-hour basis? 

• Are there sufficient radio channels I 
transmitte,rs I and licensed opera
tors to respond to the normal flow 
of radio traffic during peak periods? 

• Do the dispatchers have immediate 
access to terminals for LETS I NCrC I 
and other criminal justice data 
banks? 

• 

Is the volume of requests for iden- • 
tification checks (md criminal his-
tories sufficient to warrant the 
services of an information special-
ist to assist the dispatchers? 

.. Does the frequency of incoming 
phone calls received dur~ng peak 
periods warrant the services of a 
full-time complaint receptionist? 

A survey of the current operations of the 
communications center should be conducted 
in order to gather sufficient data to answer 
the questions outlined above. (For guidance 
in developing a survey of this nature see 
section A 14.) 

In many situations several police depart
ments may find a j oint agreement for the 
development of an inter-agency communi
cations center to be advantageous. The 
feasibility of this approach should always • 
be explored prior to developing plans for 
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dispatching 
the expansion and upgrading of a com
munications systems. 

A communications center, operating in 
support of field units from two or more 
police agencies I is often the first ele
ment to be developed within an Admini
strative and Technical Services Center. 
(See Section B 8 and D 2f for a discus
sion of the ATSC concept.) A number of 
other technical support programs which 
can be subsequently developed are oper
ationally dependent on the complaint re
ception and radio dispatching programs. 
A planning and .research program serv
ing two or more police departments will 
normally require operational data that 
could be obtained through an interagency 
communications center serving those 
same departments. (See Section C Is.) 

There are three major advantages asso
ciated with the development of an inter
agency communications center. The first 
advantage is the increased security that 
can be p~:ovided. By removing all com
municatjbns equipment and personnel 
from cOlllInunity police stations these 
facilities are made less vulnerable to 
sabotag(~.. Unlike oommunity police sta
tions which req;uire a high degr.ee of vis
ibility and pubI!tC accessibility, an ATSC 
can be de!veloped in more secure location. 
public access to' an ATSC can be highly 
restricted. 

A second advantage to placing a commun
ications center in an interagency techni
cal support facility lies in the overall 
efficiency of the 'operation. The great~r 
scale of the center, in comparison'to'J" 
the small·sr units tha~1"0uld be main
tained in separate police departments, 
will resu1t in more division of labor. () 
The complaint reception and radio dis
patching functions can usually be separ-
ated. In addition, the maintenance of 
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separate servi()e expeditor (see C 2a) and 
information sp;eciallst operation may be 
possible. 

A third ben~,fit derived from maintaining an 
interagency' communications center is the 
achievement of a higher degree of coordi
nation between patrol units from police 
departme1.'lts serving adjacent communities. 
Jo~nt ope:rations ca:n be more effectively 
conduc~lad when communications are chan
neled through a single coordinating center. 

Thus I the issue of whether to maintain an 
independent dispatching and communica
tiom:!' capability or to cooperate with other 
agencies in developing a combined center 
mur:;t be resolved prior to beginning the 
implementation process. 

S~Hecting a director: The first step in the 
implementation process should be to desig
nate a person to be in charge of establishin 
the program and coordinating its future oper
ations. In a relatively small system this 
person might be the director of the entire 
communications center. In a more complex 
system I the dispatching program might be 
under the supervision of a separate officer. 

Establishing policies and procedures: Re
search should be undertaken to determine 
the most efficient method of conducting 
the dispatching program. This rEilsearch 
should result in a detailed. procedures man
ual describing the way the program will be 
conducted. 

The dispatchers may have direct access to 
terminals linkiri~ the communications center 
to various criminal justice data banks or 
they may be assisted by an information spe
cialist. In either event a detailed policy 
must be written limiting access to crHninal 
history and identification data. The officer
in-charge should be assisted by a depart
mental le9;..\l advisor in preparing this portio 
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of the procedures manual. (For a discus
sion of the Legal Advisor Program see 
section 0 2s.) One method commonl~" 
used in limiting access to criminal'his
tories is to program the computers to 
print out only limited types of informa:
tion. 

Once the operations manual has been 
developed it will be us ed as a textbook 
in training dispatchers and other com
unications center personnel. 

Recruitment and training of staff: Persons 
selected to conduct dispatching opera
tions should be lic!3nsed radio operators 
who are familiar with all aspects of po
lice operations. In addition to instruc
tion in the procedutescontained in the 
operations manual, they should be given 
training in all types of routine field oper
ations. All candidates must also become 
thoroughly familiar with the streets and 
other geographic features of the areg for 
which they will be responsible. 

SeleGtionand purchase of eq~ipment: 
The assistance of electronics consultants 
should normally be obtained prior to se.
lecting the equipment to be installed in 
the radio dispatch area. The items of 
equipment normally required in the dis
patcher's work area include the follow
ing: 

• Trans mitter/Rec eiver'; cons oles 
:,/ 

• Multichannel logging tape de
vices for recording both dispatch
er and field unit communications 

• .. Automatic time indicators 

• Data system terminals . 

Systems that do not utilize computers in 
conj unction with their .operations win 

~------------------~------------------------,------------~------------
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also require some form of status/locator 
boards. These items should provide a "'l1is
uai display of the operational status a.nd 
location of all units deployed in the ,:field. 

Dispatchers, information specialish, and 
others who will be involved in conducting 
this program must be trained in the opera
tionQf each piece of equipment. It is also 
important to arrange the radio consoles, 
teletypewriter terminals, and other major 
pieces of equipment so the physical motion 
on the part of the operators will be minimal. 

Full-service communications centers should 
normally include a complete electronics 
maintenance shop. This component should 
be staffed by one or more techniCians who 
have been trained to perform routine main
tenance on all majcr items of equipment 
us ed in the center. 

Facility planning: The final stage in the 
. implementation process is to prepare the 
operational area and auxiliary facilities re
quired for the program. Design criteria for 
the dispatching area should include the 
following elements: 

• 

• 

Security: A radio dispatching oper
ation should be conducted within the 
security core of a police facility. A 
location below ground level is pre-/' 
ferrad. Windbws should be eH®:r{~ 
ated if the area is located along an 
exterior surface. 

All power cables and antenna leads 
should be protected from possible 
sabotage or vandalism . The link 
between the dispatching area and 
the emergency power source should 
be highly secure. Normally, the 
emergency power generator should 
be located in an adjacent area within 
the security cor~. ,', 
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• Access.: The dispatching area 
should be immediately acces sible 
from the emergency command and 
control center. It should also be 
located adj acent to a staff lounge 
equipped, with resf/rooms. In 
times of emergency the dispatch'
ing area may be occupieci on a 
24-hour basis. Therefore I it 
should a,ontain provisions for 
food preparation. 

Th~ public should not be permit-', 
ted to enter a police communica
tions center under any circum
stances. Dispatching area:? 
should be equipped with large 
glass panels to be used by p~
sons wishing to view the opera
tion from the corridor. 

• Acoustics: Teletypewriters and 
other n2i~e generating equipmeJ;1t 
should be surrounded with mate
rial to ab:;;orb sound. The walls 
and ceilin.gs of the dispatch area ' 
should be acoustically treated. 
Carpeting is recommended for the 
floors,; However, in order to con
trol static all carpeting installed 
in this area should be grounded. 

• Lighting: The use of warm white I 
deluxe fluorescent tubes is re
commended for general illumi
nation throughout the communica
tions center. This overall illu,.. 
mination shoUld normally be sup
plemented by individual spot , 
lighting to provide adequate light 
for radio consoles and other work 
stations. 

() 

In calculating the space requirements 
for the dispatching area a number of fac
tors should be considered. Specifica
tion sheets provided by the manufacturer 
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references 

should be consulted to determine the space 
needed to install each major piece of equip
ment. Sufficient space must be, allowed 
between consoles 'I teletypewriter terminals, 
and other items of equipment so that noise 
interference can be minimized. 

Accurate estimates of the number of people 
who will occupy the dispatching area 'during 
peak operational periods must be developed. 
In addition to determining the number of 
dispatchers I information specialists , and 
others who will occupy the area at the time 
'the facility is completed, estimates must 
also be prepared of the total number that 
will be assigned to the program ten years 
later. Personnel and equipment projections 
for at least ten years beyond the initial oc
cupancy date are essential to the success
ful design of this s,nd other components of 
the communications center. 

National Advisory Commis_sion on Criminal Justice Standards and Goals, 
Police, (W'a:$rl:~ington, D.G.: Government Printing Office, 1973L pp. 551-562. 
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Presidentrs Commission on Law Enforcement and Administration of 
Justice, Task Force Report: Science and Technology I ('Nashington, ti. C • : 
Government Printing Office~ 1967), pp. 21-36. 

Roger W. Reinke" Design and Operation of Police Communications 
Systems ,(Field Service Division, International Association of Chiefs of 
Police, 1972), pp .. 12-30. . 

Q,. W. Wilson and Roy C. McLaren, .golice Administration, (New York: 
McGraw-Hill Book Compaz:y, 1972) I pp. 495'-500 and 511-514. 
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fingerprint anal.ysis 
The classification and analysis of 
fingerprints is one of the most valuable 
scientific teols available to modern law 
enforcement. Prints discovered at the 
scene of a crime can often be used to 
identify those present whe~! the crime 
was commltt~d. Fingerprints also pro
vide a convenient means of qetermining 
who has handled weapons I burglary 
tools, forged documents and other 
evidentiary materials .r1!h§Y are also 

'= 
extremely useful in verifying the iden-
tity of persons in police custody. Fin·
gerprints have long been recognized as 
one of the most conclusive methods of 
positive identification. 

The basic system used to classify fin
gerprints was developed in 1903 by Sir 
Eqward Richard Henry. The various 
adaptations of the Henry System pre
~~~tly in use all involve the classifica'::' 
tron of prints into four major categories 
according to the patterns formed by 
loops I arches, and whorls. Indiv
idual prints can then be dis tin-
guisheR, by counting the number 
of ridge.s between the core of 
the pattern anq the outer terminus 
formed by the bifurcation of a ridge. 
The heart of dhefficient fingerprint 
analysis program is a ca.refully classi
fied file of ten-print identification 
cards '1 Each of the .ten prints taken from 
an individual must be classified and 
coded separately. At present, this is 
an extremely time-consuming process, 
and it must be performed manually. But 
research is now underway that may even 
eventually l~q,d to the automa tionof 
both initial classification and final 

. comparispn. 

Another major challenge facing modern 
technology is to develop a more sophis
ticated system for classifying finger
prints able to retrieve a single ten-prin.t ~ .. 
identification card when only one print 
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is available. The data obtained from a 
single fingerprint allow an investigator 
using existing systems of classihcation 
to eliminate only about 63 percent of the 
ten-print cards on file in the average 
criminal identification bureau. Re
searchers are now attempting to develop 
a system that can code many additional 
characteristics of fingerprints. The pro
posed system will also be designed to 
facilitate the translation of fingerprint 
data into machine language for computer 
application. Development .of such a 
system will greatly enhance the useful
ness of fingerprints in law enforcement. 

The principal objective of a fingerprint 
classification gnd analysis program is 
the rapid identIfication of probable sus
pects in criminal cases. Other impor
tant obj ectives include the following: 

• To decrease reliance on the testi
mony of witnesses and on con
fessions in criminal proceedings 

• To identify persons present when 
a crime was committed, and those 
who have handled evidentiary 
materials 

• To verify the identification of 
'persons in police custody 

& To increase awareness of the 
value of scientific methods in 
criminal investigations. 

When a person is arrested on suspicion 
of having committed a serious crime I a 
complete set of singerprints is taken and 
placed on file. The ten-print identifica
tion card is a very important input to a 
fingerprint classif~cation and analysis ,-/ 
program. Before being entered in a data 
storage and retrieval system, each print 
must be systematically classified. Prints 
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contained on the ten-print identi~ication 
cards are then available for comt;~~~ison 

t~ .. ~ :." ,/' 

with prints dhctcqvered at the scene"~of '. 
/;7 \ 

a crime ,Dcon objects connected with a 
.J 

crime. In order to facilitate COrnf'p'a~t,son, 
all ten- print cards should be coded-'and 
entered into a storage system that will 
permit rapid retrieval. The development 
of microfilm storage and retr:l;i3val systems 
has rendered all manual, sys't:'ems obso
lete. 

If the same person is arrested and finger
printed on subsequent occasions, the 
identifying information he provides can 
readily be verified by comparing his 
prints with those previousJ;y taken. An 
automated storage and retrieval system 
enables ffugerpI'fnt examirlers to per
form routine c6mparison of prints taken 
during the booking process with those 
i3.lready on file. In this 'Viray a law en
forcement agency can be assured tha~ 
all data pertaining to a particular indi
vidual are filed under the same identi
.fying code number. 

A second major input to a fingerprint 
classification and analysis program are 
prints discovered during a criminal in-::\. 
vest1gation.. While it is extremely rare·~,:o. 
to discover a set of ten prints from the 
same individual at the scene of a crime, 
a careful examination of the surfaces 
and objects in the vicinity usually re
veals the presence of numerous finger-

. print fragments that can be used to 
demonstrate that certain individualsz'ma;Y'i 
have been present Vlhenthe crime was ' 
committed • ~-

~ -:f\' 

Three basic types of fingerprints may 'l 

be discovered on objects associat~d 
with a crime. '",' 

l.Visibleprints (those which can be 
readily observed with the unai~ed 
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eye) may appear on glossy surfaces 
such as glass or plastic. 

2 • Plastic prints are formed when a per
son handles certain soft substances, 
such as mud or blood.· This type of 
print is also easy' to see. Both 
visible and plastic prints should be 
carefully photographed as soon as 
they are discovered. The photo
graphic record can later be used for 
comparison with prints on file or for 
presentation in court. 

3 • Latent prints are formed on practi
cally all types of surfaces brought 
into contact with a hand or foot. 
There are several ways to make 
latent prints visible enough to be 
photographed. The most common 
method is to dust the print with a 
powder that is sensitive to the se
cretions of the hand or foot. A 
number of powders in various colors 
are available for this purpose. 
Fingerprints on paper, wood and 
other porous SUrfaces normally re
quire the use of silver nitrate, 
iodine, or some other reagent to. 
become visible. 

Prints discovered on counter tops, safes,. 
and other large pieces of equipment are 
normally lifted by skilled evidence tech
nicians at the scene of a crime. Prints 
on firearms, burglary tools,. forged docu
ments, and other smaller items of evidence 
can be brought to a fingerprint analysis 
laboratory for examination. 

Most items of evidence collected in the 
course of a cdminal jnvestigation should' 
be carefully paokaged and held in a s,ecure 
vault for examination by a fingerprint ex
pert. (See pr<?gram C7a.) 
EVidentiary materials sliould only be 
handled· by ballisticians or forensic 

• 

• 

• 
'. 



.., 

• 

• 

o 

• 

fingerprin~ analysis' 

program implementation 

I c' 

scientists after they have been examined 
by fingerprint experts. 

Once the prints have been discovered 
and photographed, they must be system
aticv.ly classified and examined for iden
tifying characteristics. Because of the 
condition of most prints found at crime 
scenes and on 'objects handl~d by sus
peets, this is often an extremely diffi
cult job. Latent prints are usually frag
mentary. They may also be smudged or 
otherwise distorted. The problem is fur
ther complicated by the fact that it is 
often impossible to tell which of the ten 
fingers left the print in question. In 
spite of these limitations, a skilled 
fingerprint expert can often determine 
with a high degree of certainty whether 
or not the prlnts of a particular suspect 
match those found at the scene of a 
crime . 

Because of the costs involved I relatively 
few municipal police departments are in 
a position to Qstablish and maintain a 
comprehenSiv~; fingerprint class~fication 
and analysis program. A program of thiS 
nature I with, a staff of highly trainf'.~d 
fingerprint specialists, equipped with 
the tiecessary SCientific apparatu.s and 
an automated information storage and 
r~;trieval system, should normally sup
port a law enforcement network of at . 
least 400 sworn officers. In most situa
tiol)s, therefore, the cost of operating c 

a fingerprint classification and analysis 
program should be shared by a number 
of police agencies. Because of the 
functioni1l interrelationships between 
this- program and other technical support u. 
operations, it should be part of an Ad-
ministrative and Technical Ser.dces 
Genter. 

The first step in establishing a finger
print classification and analysis pro
gram is to select a program director. 
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a The person chosen should be an exper

ienced latent print analyst. He should 
have several years of field experience 
in criminal investigation. A basic und.er
standing of computer programming and of 
microfilm procedures is also desirable. 

The initial task of the program director 
will be to prepare a detailed manual of 
procedures for the processing of finger
print records and evidentiary materials. 
The manual should define the responsi
bilities of detectives I evidence techni
cians I and all others involved in criminal 
investigation in the process of identifying 
and photographing visible and latent 
prints. The circumstances under which 
fingerprint experts ought to inspect the 
scene of a crime should also be specified. 

Program. policies concerning the handling 
of evidentiary material must be carefully 
formulated. Most firearms and other 
items of evidence will be examined by a 
latent print specialist before being sent 
to ballisticians or forensic scientists. 
For this reason I program procedures must 
be closely coordinated with operational 
gUidelines in the following areas: 

• Document identification 

• Ballistics 

• Evidence storage 

• Crime laboratory 

Policies must also be established con
cerning the fingerprinting-of criminal 
suspects and the services to be provided 
to the criminal identification unit. 

All program policies should be reviewed 

• 

• 

by the legal advisor to insure that the • 
processing of evidentiary materials is 
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performed in a manner consistent with 
j udiCl.ial requirements. 

Before instituting the program, it will 
be necessary to conduct extensive 
training designed to familiarize criminal 
investigators, evidence technicians, and 
others with the aims and requirements 
of an efficient fingerprint classification 
and analytls operation. Those who will 
De expected to take prints from criminal 
suspects must be carefully trained in 
the proper techniques. The primary ob
jective of the training phase of program 
implementation is to fully apprise the 
law enforcement community of the po
tential impact a modern fingerprint class
ification a.nd analysis operation can 
have. 

The program director should be given the 
rnajorresponsibility for determining what 

• 

items of equipment will be necessary I • 

and for preparing performance specifica-
tions for each piece of equipment. In 
general, the following types of equip-
ment will be needed to support a com-
prehensive fingerprinting program: 

• 
• 
• 
• 
• 
• 

• 
• 

• 

Comparison microscopes 

Fingerprint comparator 

Search magnifiers 

Photographic apparat,us 

Low power microscope 

Fuming cabinet with heating 
element 

Solution atomizer 

Rldge counters and other basic 
support equipment 

M!crofHmet • 
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• Key punch machine 

• computer terminal 

Video displaY;Gonsole . \\ 

{ ;/ 
A final stage"1:~·""~ implementation of 
the program is the recruitment and pre
liminary training of key personneL The 
following categories of program positions 
should be considered: 

• La ten t print experts 

• Print classification speclalists 

• Microfilm operators 

• Key punch and computer terminal 
operators 

o Secretaries 

• Clerks 

Thomas F. Adams, Police Patrol, Tactics and Technigues, (Englewooq, 
Cliffs, New Jersey: Prentice-Hall, Inc., 1971), pp. 188-189. 

Geroge D. Eastman (ed .• ), Municipal Police Administ.ration, (Washingtonp 
D.C.: International City Management Association, 1969), p. 306. ;; 

Maurice J. Fitzgerald, Handbook of Criminal Investigation, (Greenburg, 
New York: Arco Publishing Co., 1951). 

President l s Commissiop on Law Enforcement and Administration of Justice, 
Task Force Report: Science and Technology, (Washington, D. C.: U. S. Gov
ernment Printing Office, 1967), pp. 16-17 and 107-112. 

Paul W. Tappan, Crime. Justice and Correction, (New York; McGraw
Hill Book Company, 1960), pp. 314-316 • 
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The main objecttve of a ballistics pro
gram is to make a variety of us,eful sci
entific techniques available to law en
forcement officials I prosecutors, derens 
attorneys I and others involved in the 
criminal justice system. Dev~loping a 
baUistics program: is essential 'to reduc
ing reliance on confessions and the tes
timony of witnesses in criminal pro .... 
ceedings. 

Another objective of theOprogram is to 
develop a greater awareness among law 
enforcement offiCials of the potentfal of 
scientific methods Jln criminal ifivest!ga
ti'on. In order to ac::hieve this objective'~ 
ballistics experts c;onduct seminars and 
training programs and serve as tecnni·· 
cal consultants to\all participants in the 
criminal justice system. 

Balli~tics is one of the most useful ' . 
II 

scientific tec.~hni.ques available to modern 
law enforcement. Conclusions reached 
by a ballistics expert are often invalu
able in the criminal justice process I 
helping inve~tlgators to trace criminal 
suspects and to identify the weapons 
used to commit a crime. 

c 
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By carefully examining bullet holes, b,G 00 

powder traces I cartridges ,and other ob- '~, 0 
jects found, in the vicinity of a crime, , " 
the ballistician can often assist in the W__" 
reconstru(.;tion ofa driminal act. Micro- _0 
scopic e,caminatioll of spent rounds may .... II 

identify the type of weapon from which " .... 
they were fired, and reveal the distit}c-
tive characteristics of the weapon. If a 
weapon is discovered, the ballistidian 
can usually determine whether or not it 
WC.IS used in the crime being investigated. 

Mq.ny of the techniques used in ballis -
tics can be applied to the examination of 
burglary tools and other instrument~ used 
in committing crimes ~ Most tools leave 
distinctive marks and traces on the ob
jects"with which they come in contact,_, 

CD 
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Thus the work of the ballistics expert need 
not be limited to the examination of fire
arms and ammunition. Through microscop
ic analysis he can often provide positive 
identification of other implements used in 
crimes. 

Conclusion.s reachE:ld by means of scien- < ~~~

tific ballistic tests are frequently inval-4 
uable in judicial proceedings. For this IX 

reason the ballistician is often called to\\ 
appear as an expert witness in criminal 
cases. 

progt'sm implementation The frequency of criminal acts involving 
firearms is the most important criterion 
in determining the need for a ballistics 
program. But since the techniques and 
instruments used in a ballistics program 
can also be applied to the investigation 
of many crimes not involving firearms I 

this should not be the sole criterion em
ployed . The incidence of the following 
types of cr·iminal activity should also be 
considered in deciding whether or not to 
esta,blish a ballistics program: 

• Homicides and criminal assaults 
involving the use of metal objects 
and other Similar weapons 

• Burglaries in .which punches I ham
mers I axes I pliers I screw drivers I 
chisels I wrenches or other tools 
were used 

• Incidents of vandalism or sabotage 
involving the use of tools or other 
metal instruments 

An experienced ballistician is normally 
able to perform examinations and com
plete technical reports for approximately 
175 cases each ¥ear.This figure may 
not be reached immediately I since during 
the first two or three years of a ballistics 
program a large amount of time will prob-
ably be spent conducting classes for crim-

• 

• 

• 



ballistics 
• inal investigators and eviden.ce techni

cians. Thus a system with an annual 
rate of one hundred or °more cases re
quiring a ballistics 'examiner should 
consider establishing such a program. 

The selection of staff members is an ex
tremely important step in setting up a 
ballistiQs'pI:,ogram. To be effective, a 
firearm$' ex~,'miner mus t have extensive 
experience with a wide variety of wea
pons. He should be,. a graduate of an 
accredited technical training program ';J' 

in this field. Several years of exper
ience in criminal investigation is also 
highly desirable., Because they will of
ten be required to testify in court as ex
pert witnesses, persons selected for a 
ballistics progr.am should. be highly ar
ticulate. The ballistician of a law en
forcement organization should also be 
unusually effective as an instructor. 

A firearms examiner must be competent 
at all of the following technical proce-, 
dures: 

• Determination of the functional 
capabilities and limitations of 
all firearms tp be presented as 
evidence in criminal cases 

• Searching crime scenes for ~vi
dence that can be used to es
tablY~h the trajectory of bullets, 
the distance from the victim at 
the time the weapon was fired, 
and the exact type. of wei;lpon 
used :J' 

() 

• Microscopic analysiS of bullets, 
'" cartridges, and otner metal ob-

jects recovered at ~fime sC~,nes 
or from autopsies \ -Y, 

• Repair of inoperative weapons 
so thaI they can be fireQ for 
microscopic comparison of 
test bullets fired in 'the lab and 

c 
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a bullets discovered during criminal 
investigations e n 

\) 

• Preparation. of exhibits for use in 
courtroom presentations and in law 
enforcement classes 

The person selected to be the director of 
a ballistics program should be giv,en the 
major responsibility for selecting tech
nical apparatus. The following items of 
equipment are normally used in a ballis
tics program: 

• Stainless steel recovery tank 

• Micrometer microscope 

• Comparison microscope 

• Low-power microscope 

• Balance and weights 

• Etching reagents and apparatus 

Before initiating a ballistics program, a 
detailed manual of procedures should be 
written. The procedures to be followed 
in the program should be designed to 
prevent the contamination or destruction 
of evidence while in Police custody. They 
should also protect the cr!ain of evidence 
by enabling the police t6:'accoul1t for every 
person who has had acce~~s to a piece of 
,evidence from the time it 1:13 removed from 
l:he scen"e of a crime to the time it is pre
sented in court. Each person handling an 
i~em of evidence should. be required to 
sign a control form. All policies should 
be carefully reviewed by a legal advisor. 
(See program C2 s • ) .. 

All ballistics program poUc1es on the 

e 

handling of evidence should be consis- e 
tent with those followed by the evidence 
custodians . (S~e program C7a.) 
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Many of the weapons, burglary tools and 
other materials examined by the ballistics 
expert will also be examined by other 

.' technical specialists. IIMost should be 
examined for fingerprints before analysis 
by the firearms examiner • (See program 
C4a.) Some items should also be ana
lyzed for the presence of hair, fibers, 
dirt, paintchips,and oth.er residue. This 
part will normally be done by a forensic 
scientist. (See program C9a.) . Proce
dures to be followed in transferring ev
idence from one unit to another should 
be carefully coordinated by representa
tives of all the programs involved. Fire
arms and all other items of evidence will 
normally be returned to the evidence cus":'" 
todian when each technician has com
pleted his examination. 

An essential step in the impleIJ;lentation 
of a ballistics program is to acquire an 
extensive reference collection of fire
arms for use in comparisons • The fire
arms examiner will also require a small 
library of technical documents and spec
ification sheets from various arms manu
facturers. 

In establishing a ballistics program, it 
will be extremely helpful if arrangements 
can be made for the firearms examiner to 
present testimony via closed circuit tel
evision. This will allow the balliscJtician 
to serv-e as an expert witness J.n criminal 
cases without leaving his work area. 
(See Program C9a for a discussion of 
CCTV linkage between the Administrative 
and Technical Services Center and the 
Courts.) -

!) 

. . J 
W~alter R. Benson, John E. Stacy, Jr., and Michael L. Wo~ftey, Systems 

.bnalysis of Criminalistics Operation, (Kansas City, Mo: Midwest Research 
Institute, 1971). 

~ __________ ~ ______ ~ ___________________ !~l ______ ~ _______________ ~(:_. __ --~ 
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Henry L. Guttenplan, lIAdministering a Large Police Laboratory, II Police, 
II, No.5 (May-June 1967), pp. 38-43. 

u. S. Department of Justice, Crime Laboratories .::::. Three Study Reports, 
(Washington, D.C.: U ,$. Government Printing Office, 1968). 
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evid,~r{ce st9rage C 
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program o,bjectives 

program description 

8 

An evidence storage program is intended " 
to guarantee that physical evidence is 
preserved in its original condition. Be
sides protecting evidence'from contam
ination and deterioration, the program is 
desj.gned to control access to the material 
and t9\ assure strict conformity to all Ie ... 
gal requirements. 

An important feature of the program is 
the maintenance of detaileq records doc
umenting the disposition of evidence from 
the time it enters the department's pos-

7.1 
a 

session to the time it is used in 'C~u·~-t:--====-=:====-=-=-:;;:::,. 
or otherwise given up. 

"fvVhen items of physical evidence are col
lected in the process of investigating a 
crime, they are promptly delivered to the 
evidence custodian. The investigating 
officer or eVidence technician is given 
a receipt for each item of evidence I and 
the material is prepared for deposit in 
a storage vault. Special facilities should 
be available to the evidence custodian <'i' 

for storing flammable I explosive, and 
perishable materials. 

The officer in charge of the' storage facil
ity assigns each item an identifying num
ber as he receives it I and places it in 
an appropriate contain~r. A form is then 
prepared on which the signature of each 
person who handles the material will be 
recorded. " 

When evidence is received at the tech
nical services center, it is normally ex
ami~ed by a forensic scientist 'to deter-
mine whether some form of laboratory an- ~~ 
alysis is appropriate. If further exam- 'III' 
ination and analysis are indicated, the 
item is scheduled for assignment to a ,:,.::P~' , U 
particular scientist or laboratory tecP/'" __ 
nician. "The evidence custodial) stores. ~ 

~~~~t~m until It Is needed In the labO~-/ ~'"I:' 
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a program Implementation Persons selected to serve as evidence 

custodians should possess impeccabl~ 
credentials of irttegrity and trustworthy
ness. From time to time, these individ
uals may be called on to testify in court 
concerning the manner in which evidence 
is managed while it is in the possession. 
of the department. They must be exper
ienced in the maintenance of precise I 
legible records. ./' 

Procedural guidelines should be devel
oped to insure that the continuity of ev
idence is documented and that access 
to all evidence is limited to authorized 
persons. These procedures should be 
reviewed by the department's legal ad
vis or. (See program C2 s • ) 

In most situations, it will be desirable 
to divide the evidence storage operation 
into two separate areas. One area would 
be designed to provide for the short-
term storage of evidence during initial 
processing and preparation for examin
ation by the forensic laboratory staff. 
This facility component should be lo
cated adjacent to the laboratory. Ev
idence records should be typed and filed 
in thiS' same area. A second space for 
the long-term storage of evidence could 
be located elsewhere in the building. 
This area should be large enough to ac
commodate all material being held pend
ing the completion of court action. Long
term storage facilities can often be lo
cated in basement areas, conserving val
uable work space on the upper floors of 
the building. Substantial space for ex
pansion should be provided in this area. 

Specific provision must be made in the 
design of both short-term and long-term 
storage areas for the iollowing categor
ieS of material: 

• Weapons 
hand guns 
rifles and shotguns 

(I 
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evidenc'e storage 
• Narcotics 

• Perishables 

• Flammables 

• Explosives 

Large bulky items 

In most situations it will not be practical 
to operate an evidence intake and proces'" 

. sing facility on a 24-hour basis ~ If the 
program is' staffed by two evidence cus
todians, it 'can be fully operational ap
proximately 60 hours per week through
out the year. Under normal conditions, 
the receiving and storage facilities shoul4 
not be opened unless the officially des
ignated evidence custodian is present. 

If the evidence storage facility is, not 
open on a 24-hour basis, it will be nec
essary to institute a two-step intake pro~ 
cedure. Items of physical evidence ob,... 
tained during the hours in whicll.-~he stor-
age facility is closed must be~t,~~1'ed 
temporarily in lockers proV'idin~r'i:r.!high 
degre~ of security. Such lockers should 
be located in an operational area subject 
to contillUous visual surveillance. Metal 
lockers permanently installed on the wall 
of the department's communication pen
ter would be ideally located for this pur
pose. Any material placed in the tem
porary storage lockers should be trans
ferred to the eVidence intake and pro
cessing facility as soon as it reopens. 
This transfer must be accomplished by 
the officer who originally obtained the 
evidence. 

Under most circumstancesl
, the eVidence 

custodians will require tne assistance . 
of a full-time clerk-typist. The amount 
of additional clerical assistance neces
sary to support this program will depend 
on the volume of material processep.. 

C 
7.3 

a 

CD 
"U . -



c 
7.4 

a The evidence custodian should be officially • 
notified once a case has been processed rj 
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through the judicial system and final dis
position has been made 0 At this time I 
allJevidential material associated with the 
cas e should be transferred to the property 
storage facility 0 It is the responSibility 
of the property storage unit to properly dis
pose of this material in a manner consistent 
with department policy and the laws of ~he 
state 0 The practice of com.bining evidence 
storage and routine property storage pro
grams is not recommended. Under most 
circumstances I these two activities should 
be entirely separate 0 

Thomas F 0 Adams I Police P-2!I9I, (Englewood Cliffs, N" oJ.: Prentice- • 
Hall, Inc., 1971, p. 193 0 

Henry L 0 Guttenplan, II Administering a Large Police Laborator," Police, 
II, No. 5 (May-June, 1967), p 0 39 0 

National Advisory Commis sion on Criminal Justice Standards and 
Goals, Police I (Washington, D. C . , Government Printing Office), PP 0 307-
312. 

O. W. Wilson and Roy C. McLaren, Police Administration, (New York: 
McGraw-Hill Book Company I 1972), p. 538. 
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background 

program objective 

,A well-equipped photographic laboratory 
in an ATSC can provide services in sup
port of I?any modem law enforcement pro
grams. If thes e programs are to be more 
effective and crime is to be reducedp a 
law enforcement agency will require a 
full range of photographic services. Lab
oratory staff should be able to rapidly 
process and print black and white and 
color photog·raphs of various sizes I and 
to process black and white and color 
slides. They should also be able to pre
pare black and white and color filmstrips. 
They should know how to make copies , " 
enlargements I and reductions from black 
and white and color negatives I slides, 
and prints. They should be able to photo
graph or copy large charts and diagrams. 
Finally I the staff of the Ptlotographic 

, laboratory ought to be capable of proces
sing I copying I cutting I and spliCing 
black and white. motion pictures • 

Major program objectives include tge 
following: 

• To make the numerous benefits of a 
full-service photographic laboratory 
available to law enforcement agencies 

• To facilitate criminal investigations 
by providing a clear, accurate record 
of the crime sqene 

• To make possible the presentation .in 
court of physical evidence in a form 
that aids the understanding of non
expert judges and juries I and in a 
fonn whose authenticity can be readily 
documented 

• To allow (with fingerprint and com
puter-based vital statistics records) 
the rapid I effiCient identification of 
arrestees and criminal suspects 

\i 
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Perhaps the most familiar photograph in 
police work is the picture of the arrestee 
taken during the booking process. A 
photographic services unit develops and 
prints all such pictures taken at the 
Community Police Stations it serves. 
The centralization of this function will 
insure rapid production in quantity, the 
maximum \ltilization of expensively fur
nished photo-lab space, and a uniformly 
high level of quality control. In addi
tion, buying materials in great quantities 
should make substantial discounts pos
sible. These savings from consolidation 
may be great enough to allow color mug 
shots where they are deemed necessary 
(in areas with a racially diverse popu
lation, for (3xample). It may also be 
possible to use self-developing films 
that provide a negative I so that picture 
quality can be inspected immedi~tely, 
and copies can still be obtained rela
tively cheaply. 

Photos are routinely taken in the course 
of crime scene investigation in order to 
retain an accurate record of the setting 
in which the incident occurred. 'fhe 
photographic services program proces
ses these photographs for presentation 
as evidence and for use by criminal 
investigators •. Through careful examin
ation of these photos, they may often 
discover elements in the crime scene 
that willaid in the apprehension and 
conviction of criminal suspects. 

Many of the valuable functions a for
enSic science unit performs will be less 
effective if the photographic services 
program is inadequate. Fingerprint 
analYSis experts and technicians in the 
crime laboratory and ballistics shop all 
have need of photographic services to 
convert the raw data of their investiga-

• 

• 

• 
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photo services C 
tions to a form suitable for presentqtion 
in court. To aid these units, a photo
gra'phic services program must be able 
to prepare detailed, accurate compari
son photos (often with a ruler or other 
scale device included), a,nd distortion-

. c 

free enlargements. 

A photographic services program can be 
of great help to the curriculum develop
ment and in-service training staffs. It 
can process training films and filmstrips, 
slides to accompany lectures, and pho
tos for use in instruction manuals and 
other training materials. Th~ photo
graphic services unit can also assist 
the public information staff in a nump(;Ir 
of ways. The photographic .. services 
unit prepares copies of photographs 
and film clips of department activities 
for distribution to the media. Theyal
so prepare photographic materials for 
the annual report and other department 
publications. CJ 

Education and technical assistance are 
important subsidiary functions of a 
photographic services program. The 
supervisory staff of the program should 
be prepared to assist the curriculum 
development unit in writing a manual 
of basic photographic techniques for 
training police officers whose work 
demands that they understand how to 
use a camera and photographic acces
sories properly. They should also 
make their expertise available to fin
gerprint and document analysts, bal
listicians .... and other forensic scien
tists who need aSSistance in photo
graphing evidentiary material. The 
~hot~~al'llic servjce~ pro9ram may 
also be aSSigned the responsibility for 
maintaining all ofth~ department's 
cameras, projectors, and other photo
graphic equipment, and for keeping a 

8.3 I) 
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supply of fresh film in their refrigerated 
storage area. 

The first step in implementinc;r'a photo 
services program is to select a highly 
qualified photographic services super~ 
visor. He should be an experienced 
photographer with a high school di-
ploma ann some advanced trainir~'J in 
general photography. An associate 
degree in photography is highly rec
ommended I and there are a few schools 
in the country with curricula designed 
for future photographic laboratory man
agers . Several years. prior experience 
in commercial photography may also 
provide an excellent background. Since 
a photographic laboratory will probably 
be a large-scale operation, a candi-
date should be selected whose mana
gerial skill is equal to his technical 
competence. In most organizations 
this position will be filled by a civil
ian, since it represents a career opportu
nity that rarely requires the broad train
ing normally given a professional law 
enforcement offiQer. For similar reasons, 
police ojJicers should not normally be 
employed as photo lao personnel. 

One of the first responsibilities of the 
program director will be tcconduct a 
comprehensive survey of the present 
and prOjected demands for photographic 
services. This survey must take into 
account the fact that, once the pro
gram is in full operation, th~ number of 
requests for services is likely to in
crease dramatically. 

Another important preliminary task is to 
develop a set of procedural guidelines 
for the program. The poliCies written 
must assure that all work submitted 10 

• 
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the photographic laboratory will be pro
cessed in the most efficient manner pos
sible. All of the field personnel who 
will be using the services of this unit 
should be assured that their requests 
will be handled fairly. 

The techniques employed in the operation 
of the program should be designed to in
sure a product of the highest possible 
quality I and they should be clearly de
scribed in the guidelines . The sequence 
of operational steps should be arranged 
so that the component tasks are perform~ 
ed as efficiently as possible. A flow
chart analysis of program operations will 
generally be the best way to aC."hieve 
this objective. 

The supervisor's survey of the depart
ment's present and projected photograph
ic needs should guide his purchase of 
equipmr:mt for the program. His analy- j 
sis of the program I s work-flow should 
help him place the equipment intelli
gently throughout the lab. Por exam-
pies 'of photographic la2oratories de
slgned to follow functi-on 3 see PIp. 
A full-service photographic lab will 
normally require the following items 
of equipment: _ 

• Continuous film processors (for 
black and white I color stills; 
black and white motion pictures) 

• 

• 

• 
• 

Continuous roll paper processor 
with dryer 

Dark room equipment for slide 
processing 

Slide copy camera 

Reduclng/El1larging/Copying camera 
1-' 
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• Gallery camera (vacuum back 
cameras must be built onto a 
small darkroom) 

• Vacuum frame (for contact prints) 

• Dry mounting press 

• ~eat splicer· 

• Editor 
r· 

• Densitometer (for quaHty con troll) 

o Chemical recovery system (for 
recycling silver and other chem!
cals) 

• 

• 

Liquid chemical distribution sys
tem (gravity or pump-driven) 

Vacuum hood· (for mixing area) 

Refrigeration equipment (for 
storage area) 

• 

• 

••••• 
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A well-equipped laboratory staffed by pro
fessional forensic scientists is an essen
tial component of a modern system of crim 
inal justice. Although the.;ljuq,icial proc
ess has traditionally placed heavy empha
sis on confessions and on identification 

II • 

by witnesses, there is currently a trend 
toward greater reliance on physical evi
dence in criminal t:ases. It is now recog
nized that items of physical evidence es
tablishing the presence of persons at the 
time a crime was committed can be found 
at the scene of qlost serious crimes. But ~" 

this fact is of little practical value if in
vestigators are not trained to look for such 
items and to collect them properly so that 
they can be transferred to a forensic lab
orato]'"y for analysis. 

The availability of improved laboratory 
services will greatly improve the over
all quality of the judicial process .By 
increasing the probability of apprehension 
and qonviction, acr.tme 'laboratory pro
gram can make a significant contribution 
to the goal of reduced criminal activity. 

I,") 

The principal objective of a crime labor
atory program is to make scientific re
sources available to all partiCipants '"in 
the criminal justice process • The fore'n
sic scientist accepts items of phy~~al 
evidence from prosecutors, police iti"es
tigators, public defenders~and private~9t
torneys. USing the best available scien
tific equipment and procedures, he exam
ines the evidence dispassionately. Upon 
request, the scientist appears in court 
or before a grand jury to report his find
ing. As impartial expert witnesses.1 it is 
essential that forensic scientists main
tain a posture of strict neutrality. 

C 
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CD 
U In addition to the services provided in 

judicial proceedings, a crime labotatory 
can be of great assistance to law en
forcement officers conduQting criminal 

.-
investigations. By enabling the police 

& 
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a to learn some of the salient characteris ..... 

tics of persons present at the time a crime 
was committed, laboratory services can 
grea tly reduce the time required to iden
tify and apprehend suspects. 

A second major objective of a crime lab
oratory program is to train law enforce
ment officers in scientific methods of 
crimit~al investigation. The success of a 
laboratoryprogram depends upon the a
bility of field officers t.o identify a Wide 
range of physical evidence and to collect 
the items in such a way that they can be 
analyzed by the forensic scientist. Ev
idence improperly removed from the scene 
of. a crime or damaged in transit to the 
laboratory often loses its value for sci
entific analYSis. 

The professional staff in a crime labora
tory should serve as resource people in 

• 

criminal justice training academies. By • 
participating in training programs for re-
cruits I they can help insure that every 
graduate values th~ use of scientific me- ~ 

thods of criminal investigation t,~l\ foren-
sic scientist should conduct S6, )inars and 
advanced training classes for S'~nior in
Vestigators. 

A crime laboratory program should be close-
1y coordinated with the curriculum devel
opment unit responsible for preparing in
service training classes. (See programs 
C6s, C7s.) Members of the laboratory 
staff should prepare video tapes and other 
instructional materials for use in upgrad
ing the professional skills of officers in 
the field. 

In addition to helpIng train police officers 
in the handling and processing of evidence 
and in general crime scene procedures , 
forensic scient!~ts serve as consultants e. 
to all perslJns involved in the criminal 
justice process. They are available to 

. answer technical questions about all the 
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summary of objectives 

• 

types of physical evtdenc.e that might be 
used in criminal proceedings. 

A third objective of a crime laboratory 
program is to create a wider public aware
ness of the role-of scientific methods in 
law enforcement. The laboratory staff 
works closely with the public information 
services unit itl the preparation of feature 
articles and other materials designed to 
acquaint the community with this aspect 
of the criminC'd justice system. (See pro
gram CBs.) 

By conducting public tours of the facili~y 
and speaking before community organiza
tions, the forensic scientist can help to 
build public confidence in the eff~ctive
ness and impa~tiality of the law enforce-
ment system in their area. . 

There is presently a serious shortage of 
skilled professionals to work in crime 
laboratories. If we are to achieve the 
goal of making laboratory services avail
able to local law enforcement agencies 
in every part of the United States, many 
more people must be attracted to careers 
in this field. To recruit talented young . 
men and women for careers in foren,sic 
science is another objective of the pro
gram. Laboratory staff members work 
closely with law enforcement officers 
assigned to schools. They appear as 
guest speakers in high school classrooms . . . 

and they conduct special tours of the lab-
oratory facilities. (See program C6f.) 

• 

• 

To improve the functioning of the 
criminal justice process by mak
ing scientific service's available 
to all participants in the system 

To enable law enforcement inwes~ 
tigators to rely less on confes
sions or on identification of sus-r-
pects by victims and witnesses 

-~. 
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• To facilitate' scientific analysis 
of physical IBvidence found in the 
vicinity of ~llajor crimes 

• To prepare land present testimony 
in criminal courts and before grand 
juries 

• To help train law enforcement of
ficers in the methods of handling I 
gathering; marking, wrapping I 
and storing physical evidence 

• To interpret the objectives and me
thods of f'orensicscience for the 
general public 

• To recruit young people for careers 
as forensic scientists an~ labor
atory technicicms 

A forensic science program is closely al
lied with several other major law enforce
ment programs. These include the fol
lowing: 

• Crime Scene Investigation 

• Evidence Storage 

• Ballistics 

49 Document Identification 

• Photographic Services 

• Fingerprint Analysis 

• Criminal Identification 

In the course· of investigating crime I po
:lice officers frequently discover items that 
can be useful iIi identifying those who 
were present when a crime was commit
ted. Such ite.ms of evidence. constitute 
the principal inputs to a crime laboratory 
program. 

• 

• 

• 
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Evidence should be received and processed 
initially by staff assigned to an evidence 
storage program. This program seeks to' 
assure that all evidence is properly iden
tified and 'stored while in the custody of 
the police. The evidence storage 'opera
tion is a critical link in the evidence 
chain, and under most circumstances it 
shoulci be independent of the crime lab
oratory and other related programs. 

Items of physical evidence req:uiring lab
ora tory analysis are delivered to a for
ensic scientist py the evidence custo
dian. (See program C7a.) Chemicals, 
pharmaceuticals, poisons, combustibles, 
and explosives are analyzed in the chem
istry and instrumentation sections of the 
lab ora tory. Hairs, fibers, paint chips, 
and other trace materials are alsQ exam
ined by these scientists. Blood, semen, 
and body tissues are examined in theser
ology and biochemistry laboratory. 

Successftlllaboratory analysis often de
pends upcm the availability of com~ril30n 
referencestandcutls. Therefore a foreiisic 
laboratory must maintain an extensive 
collection of reference files •. ' In addition 
to the comparison substances u~ed in nor
mal chemical analysis, the referellce file 
should include the following types 9f 
standards: 

• firearms 

• ,:::J paper 

• heels 
/ 

• fibers 

• glass 

• safe insulation 

• paint. 
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• tires 

• writing instruments 

• hairs 

The technician in charge of the compari
son reference collection receives casts of 
shoe and tire imprints and other items of 
physical evidence that do not require chem~ 
ical or serological analysis. Byexamin
ing this material and comparing it with 
items in the reference collection I the 
technician can often determine the man
ufacturer, date of production, and retail 
source of the material. He can also make 
comparisons wHh similar items found in 
the possession of criminal suspects. 

The chief' outpu;; of a crime laboratory pro
gralh 13 a report, verbal or written, pre
pared for presentation before grand juries 
an.d at trial proceedings. It is often nec...:. 
essary to prepare photographic records of 
~videntiary materials for use by the for
enslC~91entist in pres'enting his findings. 
Therefore, the crime lahoratory program 
must be closely coordinated with the pho
to graphic service s operation. (See pro
gram Caa.) 

Reports of laboratory findings are frequent
ly helpful to the staff of a criminal iden
tification bureau attempting to develop 
lists of suspects in criminal cases. Lab
oratory analysis can enaQle the criminal 
identification specialists to elim~nate 
some names from the lists of suspects, 
and to determine the salient characteris
tics of per.sons invloved in a crime. 

program implementation Selection of a highly qualified staff is by 
far the most important step in the estab
lishment of a forensic science program. 
The senior member of a crime laboratory 
staff should hold a Ph.D. in Biochemistry. 
If pos sible, the person selected for this 
position should also have several years 

~ ________ 2~'~~~ __________________________________ • ________________ ~ ________ ~ 
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of experience as a forensic scientist. 
The director and all the members of his 
staff must possess exceptional verbal 
skills, for they will make frequent court 
appearances and they will conduct classes 
and seminars for law enforcement offi
cials. In addition to the senior scientist, 
a properly staffed program will require a 
minimum of four laboratory technicians. 

It is estimated that a forensic scientist 
can normally complete about 250 cases 
annually. 1 Once a crime laboratory 
program is in full operation, an average 
of three cases per law enforcement of
ficer in the field can be expected. (pur
ing the initial phase of a forensic science 
program, the n\lmber of cases generated 
will be substantially lower than three 
per officer. During this phase, the lab
oratory staff will devote much of its time 
to the educational program described 
below.) 

A crime laboratory staffed by a senior 
forensic scientist and four assistants 
can be expected to perform the examin
ations generated by a system of 400-500 
sworn officers. An additional technician 
should probably be added to the staff 
for every additional hundred officers in 
the field. 

Other criteria for estimating laboratory 
staff requirements include the population 
of the area served and the frequency of 
major crimes. A population base greater 
than 200,000 will generally be sufficient 
to warrant the establishment of ~ for~n- c 

sic laboratory. An annual rate of 5,000, 
Part I crimes would justify developing a 
laboratory'as part of an Administrative 
and Technical Services Center. CJ. 

I 
1 (MidwestR~se~5ch Institute Project i3333-D, 1970, p. 19). 
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a The selection of scientific equipment 

should be the responsibility of the crim
inalist appointed director of the labora
tory. The development of priorities for 
the proGturement of equipment will df3pend I 
to some extent, upon the range of services 
to be offered by the laboratory. 

Critical items of general purpose labora
tory equipment normally include the fol
lowing items: 

• Balances 

• Ultraviolet lamp 

• C~ocks and timers 

• Hot plates 

• Glassware 

• Fume hood with blower exhaust 

• Centrifuge 

• Drying oven 

• Vacuum pump· 

• pH and specific ion meter 

• Emergency shower with eyewash 

In addition to ~hese basic equipment items, 
nine major types of itlstruments are gen
erally considered essential for the oper
ation of a forensic laboratory. 

1. Comparison Microscope 

2. Polarizing Microscope 

3. Stereo Microscope 

4. X-Ray Diffractometer 

• 

• 

• 



--~ .... -------

crime lab 
• 

• 

• ;) 

5. Emission Spectrograph 

6. Densitometer 

7 • Infrared Spectrophotometer 

8. Ultraviolet Spectrophotometer 

9 • Analytical Gas Chromatograph 

Development of a comprehensive proce
dural manual is an important initial step 
in the implementation of a crime labora
tory program. :p~9cedures must be devel
oped that insure the optimal utilization of· 
staff and equipment resources. 

The procedural manual must contain de
tailed rules for the handling of evidence 
while it is in the custody of laboratOry 
personnel. These rules should be de
signed to safeguard the chain of evidence 
by assuring that the materiat'-being ana
lyzed is not accessible to persons other 
than the staff memherassigned to perform 
the necessary examinations. The legal' 
advisor should be directly involved in the 
preparation of this section of the manual. 
(See p~ogram 02 s • ) 

Once equipment needs have been deter
mined and, basic program policies estab
lished by the laboratory director and his 
staff, the facility 'planning prQcess is 
·an extremely important consideration in 
the implementation of a program of this 
nature. 

A laboratory facility should prOV!de suf
ficient space toaccommociate a gradually 
expanding operation, but increasing the 
overall size of the laboratory 1s not the 
only way to meet the anticipated space 
needs of the, program. By increasing the 
hours of operation,' the utiliMtion of a 
crime laboratory ,can be gre,atly increased 
without enlarging the facUity or(;;,J.!lve.t1nQ . 
in additional equipment •. Basic co~pone~t. 
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a of a crime laboratory facility complex 
include the following: 

• Chemical Analysis Laboratory 

• Instrumentation Laboratory 

• Serology and Biochemistry Laboratory 

• Comparison Reference Collection 
Vault 

• Glassware Wash and Storage Area 

• Chemical Storage Area 

• Reference Library 

• Administrative Area 

.. 
The facility complex may also include a 
small closed circuit television studio. 
This is deSirable if the program is to in- • velve extensive use of television. If, 
for example, court appearances by lab-
oratory staff members can be made via 
closed circuit television, the studio will 
result in a substantial reduction of the 
costs of making court appearances. 

A television studio in the laboratory can 
also be used to produce instructional 
materials. During the early years of a 
forensic science program, the laboratory 
staff must devote a large amount of its 
time to teaching law enforcement officers 
in the methods of scientific investigation. 
Evidence technicians must be trained to 
identify and properly remove items that 
may be useful to the forensic scientist 
and the criminal identificaUon staff. 

() 
Much of this instruction' can be carried 
out with videotapes. 

Implementation of a crime laboratory pro- • gram requires the establishment of a ba-
sic reference library. This facility will 

-"1' normally be a satellite of the Criminal ;; 
II 

~i 
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justice reference library operated in an 
Administrative and Technical Services 
Center. (See program C9 s • ) Budget
ary provision must constantly be made ,. , 
for updating the library collection. 
Subscriptions to a number of techni-
cal journals should be maintained. 
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program implementation 
, 

exarn. 
Polygraph el:a'rninations are being used 
with increasing frequency by polioe de ... 
partments as supplements to background 
investigations of applicants. This pro
cedure has proven a valuable tool in the 
screening process." 

The polygraph can also have limited use 
in the field of criminal investigation. 
Although polygraph examination reports 
are not admissible as evidence in court, 
their use can greatly expedite investiga
tions. A polygraph examination can 
enable detectives to eliminate suspects 
at an early stage in the investigation 
process. 

Polygraph examinations I used in screen
ing police applicants, involve asking a \\ 
series of questions about the applicant's 
background. '., T11e questioniD-'3!:s carefully 
limited to matter~' specifically re~ated to 

'\ 

the person' s poter~~ial performance as a 
police officer. 1n~5e\;examinations are 
normally given el,~rly in the screening 
process, thereby enabling the department 
to identify undesirable applicants before 

/investing in costly background investi
~gations • 

The development of a polygraph program 
will require the services of a qualified 
examiner • The person employed in this 
capacity ShOllld. have been trained at an 
accredited institution. But technical 
training alone will not guarantee compe
tent performance as a polygraph examin-;: 
er. Ideally t the person selected should 
have a strong academic background in 
the behavioral sciences. Because of the 
sensitive nature of his duties, an exao 
miner should be a person of exceptional 
maturity; In states wheJ:'6 certifipation 
~s available, examiners" should be li -' 
censed. 

It is essential that all of the procedures 
used in. a polygraph program be carefully 

_~;:~;-_;;J 
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a formulated in depar,tmental regulations. 

The department's legal advisor and the 
state l s attorney should participate in 
developing the detailS of the policy to 
govern the use of the polygraph. In ad
dition, the procedures should be period
ically reviewed by the legal advisor. 
(See program CZ,!?) 

In most situations, a portable polygraph 
instrument is preferable to one that is 
permanently installed. If, however, the 
machine is regularly used on a daily ba
sis it may be necessary to deSignate a 
specific room for this purpose. Under 
most circumstances, a normal interview 
room will be adequate. In the event that 
female applicants or suspects are to be 
interviewed by male examiners, visual 
access to the polygraph area should be 
provided. 

• 

In general, the polygraph examination • 
program has developed as part of a com
prehensive crime. laboratory operation, 
although some departments have assign-
ed their examiner to the detective bureau. 
If the principal function of the polygraph 
examiner is to provide applicant screen-
ing services, it would be appropriate to 
place this program in the recruitment and f 

training division. .1> 
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summary of objectives 

This progra:m is. intended to increase the 
percentage of crimes cleared by arrest, 
and to increase the probability of con
viction in cases broug}lt to trial. The 
program will further reduce reliance on 
confessions and on the testimony of 
witnesses. 

" 

A program of this nature will assure that 
crime scenes are thoroughly examined 
and that every item of possible use to 
·those conducting the investigation will 
be properly identified. The program is 
also intended to insure that evidence 
will be gathered in such a way that 
analysis by forensic scientists is facil
itated. 

Because the evidence technicians in 
this program have been thoroughly 
trained and are continually involyed in 
the collection and proces sing of evi
dence, they can proceed rapidly and 
efficiently. In most cases, a signifi
cant reduction in the time required to 
investigate a major crime will result. 
The training and experience of the evi
dence technicians also assures that 
evidence will be collected in a manner 
consistent with all judicial require
ments. 

Finally, included in the program "is the 
training of detectives and other officers 
in the teChniq~9f scientifiC investi
gation. This sh-aulli result ~n a sub
stantial upgrading of a depaltment IS 

criminal inv€,-:,Jtigation capability. 

• 

• 

• 

Increase in crimes cleared. by 
arrest 

Increased probabfiity of con
victions 

Reduced reliance on testimony 
of witnesses and guilty pleas 
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• Assurance that physical evidence 
will be admissible in CQurt 

• Protection of evidence for analysis 

• 

by forensic scientists ;/ 

Training of officers in scientific 
investigation 

A crime scene search program is normally 
developed as an auxiliary function of a 
crime laboratory organization. The evi
dence technicians conducting the pro
gram provide a liaison betwe'en the labor
atory staff and detectives in the field. 

When a major crime is reported to the 
police, the scene of the ,incidf.mt is im
mediately secured and the evidence unit 
notified.. It is essential that members 
of this uniit be prepared to operate on a 
24-hour basis. They should arrive at 
the scene of the crime in the shortest 
possible time. Any delay may result in 
the loss or destruction of items critical 
to the reconstruction of the crime. 

The vehicle ass41ned to an evidence team 
should have all of the equipment 
necessary to collect and package 
various kinds of physical evidence. 
Normally, a complete set of color photo
graphs is' taken and a detailed diagram 
is prepared. A prime concern of the evt
dence technician is to discover latent 
fingerprints. He should· be prepared to 
develop, photograph~and lift any prints 
in the vicinity of the crime;; He also 
searches. for footprints,' tire tracks, 
tool marks, and other traces that might 
connect a suspect to the crime ~ He 
must be equipped to prepare casts of 
any such impressions discovered at the 
scene of the crime. 

• 

• 

When the search of the crime scene is • 
complete, each piece of evidence is 
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program implementation 

Carefullyldentified and packaged to pre
vent damage or contamination. This 
material is then transported directly to an 
evidence storage vault, where it is hei1d 
for analysis by a forensic scientist. 

In addition to investigating the scenes of 
major crimes, evidence technicians 
should be expected to conduct training 
sessions for detectives and all other of
ficers engaged in criminal investigations. 
The purpose of tbis training is to impresE~ 
upon all members of the department the 
importance of scientific procedures in 
investigating crimes, and to familiarize 
them with the fundamentals of gathering 
physical evidence. 

In many police departments patrolmen 
are being given a greatly expanded role 
in the criminal investigation process. 
Wherea!~ in the past the patrolman's 
responsibility has been limitE;!d to pro
tecting the crime scene unti1'~the arrival 
of a detective, these officers are now be 
ing asked to proceed with the investiga
tion. In departments using a "team po
licing" approach to the delivery of basic 
law enforcement services, patrolmen 
are usually expected to conduct follow
up investigations. of most crimes occur
ring in the team I s a s signed area. (The 
team policing concept is discussed in 
section b 2f.) Under this arrangement, 
evidence technicians serve as resource 
'persons assisting the patrolman in the 
invBstigation process. 

The initial s~ep in establishing a 9rime 
scene investigation program is the selec
tign and training of personnel. Candi:' ;:, 
dates for the position ot, evidence techni 
cian must be unusually resourceful and 
capable of mastering highly technical 
procedures. "rhe training of those selec
ted should be-the responsibility of foren;
sic scientists vfiIP are familiar with the 
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analysis of physical evidence. Candidates 
should also be given the opportunity of at
tending specialized schools. The develop
ment of skill in lifting latent prints is only 
one example of the technical areas in which 
the candidates must become proficient. 

It will be necessary for the department to 
formulate a set of detailed regulations gov
erning this new resource. It is particularly 
important to develop a clear policy concern
ing the relationship between the e"';::tdence 
technicians and the other officers assig·ned 
to any given case. Procedures fo~ seouring 
the crime scene area until the arrival of 
mobile evidence units must also be develop
ed. 

In order to adequately. monitor the program, 
it will be necessary to develop a record sys
tem to allow periodic review of each tech
nician1s work by the program supervisor. 

• 

The form developed should include space for • 
critical comments by the forensic sCientist 
who processes the material collected. Such 
forms should also be designed for use in 
the event that the admissibility of the evi-
dence is challenged in court. For this pur-
pose, it should identify each person who 
has had access to the evidence from the 
time it came into the possession of the po-
lice departm<?nt. 

Another major phase in the development of a 
crime scene search program is the selection 
of equipment. How frequently each item 
will be used should be carefully considered. 
Equipment selected must be portable and 
extremely rugged in construction. Normally, 
a station wagon or van is used to transport 
the equipment to the scene of the crime. All 
of the equipment muet fit conveniently into 
the vehicle selected. 

In addition to cameras, measuring deVices, 
and containers for packaging evidence, each ' • 
vehicle should be equipped with an extension 
ladder and a system for floodlightlng the 

[) 
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references 

area. In most cases it is recommended 
that a department obtain the advice of an , 
experienced evidence technician before 
purchasing any specific items of equip
ment. This will enable the department to 
avoid equipment that will be of limited 
usefulness, or that will perform poorly. 

Before instituting the program, all mem
bers of the' department should be briefed 
on th~} objectives and operation of an . 
evidence unit. It is particularly impor
tant for detectives to be acquainted with 
the procedures to be followed at the 
scene of ,a crime prior to the arrival of 
the evidence technicians. The relation
'ship between physical evidence and other 
aspects of criminal investigation should 
be thoroughly reviewed. 

Once the program has been established, 
the curriculum development staff should 
arrange for evidence technicians to con
duct classes attended by every member 
of the department. Such instruction 
should be provided continually, as a 
regular feature of the department's in-
s ervice training program. (S ee programs 
C6s, C7s.) 
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team policing 
program objectives 

summary of objectives 

Team policing is a crime reduction pro
gram 'used to supplement the traditional 
"watch system" of patrol operations. 
It is also intended to augment conven:zt 
tional investigatory procedures by en
abling a police department to provide 
more thorough follow-up investigations 
of cases involving less serious crimes. 

Another objective of a team policing pro
gram is to develop greater public confi
dence in the ability of the police to re
spond promPt+y and effectively to calls 
for service. This will significantly in
crease the probability that citizens will 
report incidents of crime to the. police'. 
It will also help imp~:, the relation
ship between the poh\o..:!,r'department and 
the people it serves. For this reason, 
team policing operations have often 
been thought of as community relations 
programs • 

The program is also intended to make 
the utilization of manpower resources 
more efficient. Officers assigned to 
team policing programs are expected to 
employ a full range of policing strategies 
and techniques. They become involved 
in practically every aspect of law en
forcement. In this way, the training 
and experience of an officer can be 
fully utilized; This can result in a 
higher level of morale and of espritJ;!g 
corps. 

Finally, the program is intended tq 
freate greater awareness among police 
(officers of the law enforcement problems 
\' 
prevailing in specific parts of the· city 
or region served by the department. 
:Many features of the program are aimed 
at increasing the officer l s knowledge 
of the people in the area he serves • 

• Reduction of crimes in speCific 
areas of a city 
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Improved follow-up investigation 
of minor crimes 

Development of greater confidence 
in the ability of the poliQ.e to re
spond when needed 

• Greater willingness of citizens to 
report crimes 

• Involvement of citizens in crime 
prevention activities 

• More effective utilization of police 
manpower 

• Improved morale in police work 

• Greater familiarity with the people 
served, and with their special law 
enforcement problems 

In this program, teams of eight to twelve 
officers are assigned to specific neigh
borhoods. Each team is expected to pro
vide a full range of law enforcement ser
vices to the people living and working 
in its area of responsibility. 

Team assignments are normall)! made on 
a semi-permanent basis. Every effort is 
made to avoid changing the composition 
of a team. In this way, the maximum 
opportunity for team members to develop 
mutual confidence and understanding is 
provided. There is usually a certain 
amount of competition between teams, 
further enhancing team solidarity. 

An effort is also made to retain a t earn 
in the neighborhood originally aSSigned. 
This means that the officers assigned to 
an area become known to the citizens of 
that area, and that the officers become 
acquainted with many of the citizens. 
Off16ers as Signed· to the teams are ex
pected to spend several hours of each 
tour of duty talking informally with 

• 
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team policing 
citizens. One reason for this activity 
is to develop sources of intelligence 
with which to anticipate crimes. Good 
sources of intelligence. ~can also be in
valuable in investigating crimes once 
they occur. 

Team members are expected to attend as 
many public meetings in their assigned 
area as possible. They should seek in
vitations to speak at meetings of the 
P. T . A. and other Civic organizations. 
It should also be common for neighbor
hood pol1de teams to 'arrange informal 
meetings with members of the commun
ity. These activities help acquaint 
people with the services available 
through the police department, and help 
encourage full citizen participation in 
crime prevention activities. 

All calls for police service originating 
in a team's area. of responsibility are 
immediately ref(~rred to a team meUlber 
for action. The team is expected to 
make a preliminary investigation, and 
then to follow through witJ:? whatever;; 
responsl':;iis deemed appropriate. Un
like the traditional patrol system, in 
which a patrolman refer,S all cases re
quiring investJgation to the detective 
bureau, thisdpproach places much 
greater responsibility on the individual 
officer. SpeCialists within the depart'
ment can be called on whenever a team 
has need of their services. 

Flexibility in the utilization of man
power is an important feature of the 
program. A team is assigned to a 
neighborhood on a round-the-clock 
basis, and their duty (i}ssignments 
must reflect the need for police ser-' 
vices in the area. It is assumed that 
each neighborhood will have a unique 
pattern of calls for law enforcement 
services.. This means that a particular 
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2.4 
f team member's hours of duty may vary 

with the day of the week or season of 
the year. Devising a method of deploy
ing officers assigned to a team is a 
major responsibility of the team leader. 

program implementation The first phase in the development of a 
team policing program is the careful 
formulation of policies and procedural 
guidelines to govern the activities of 
the teams. In most cases it will be 
useful tq prepare a manual stating the 
objectv!~s>~pd basic philosophy of the 

_ -c--( I_ 

p~C}yfan~ for/those selected to partici-'" -pate. 

If such a program is to succeed I it 
must have the full support of the super
visory and staff personnel of the depart
ment. Therefore I a considerable effort 
should be made to explain the team 
policin,g concept before the program is 
implentt:nted. The planning process 
must include time for Ilselling u the pro
gram to the department. 

Initially ,one or two neighborhoods 
should be selected for experimental 
programs. Based on experience gained 
in these neighborhoods, the team polic
ing program can be modified before it 
is introd.uced elsewhere in the city. 

The selection of personnel is(~a critical 
factor in implementing the program. 
The lead officer will normally bl1 a- ser
geant who. has displayed exceptional 
leadership qualities and who is able to 
work with a minimum of supervision. 
All officers assigned to teams should be 
skilled in interpersonal relations and in 
conducting group discussions. When
ever pOSSible, officers with different 
skills and training should be assigned 
to each team. Each team member will 
be expected to help others on his team 
to. improve their skills in his area of 
special co.mpetence. 

• 
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team policing C 
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() 

Most departments with team policing 
programs have found it essential to 
provide for coordinatiOll between the 
various teams. In the. British system, )l 

inter-team coordinators are referred to 
as "collators. II The major function of 
this position is to provide teams with 
intelligence data and to transmit infor
mation from one team to another. 

An accurate method of evaluating team 
effectiveness must be devisec:i. The 
frequency of crimeE:') reported in a 
team's area of re~Jonsibility is pro
bably' Ohe good n{easure. But it should 
be re~1t3mbered that far more crimes may 
be reported as a greater awareness of 
the availability and effectiveness of 
police services develops. It may thus 0 

be necessary to wait for approximately 
eighteen months after the in,itiation of 
the program to establish a b'ase rate 
for comparison and evaluation. 

A succes~ful team poliCing effort will 
require the continual support of an 
efficient crime analysis unit. This 
un,it should provide each team with 
fn~quent reports about the nature arid 
frequency of crime in the team I s area 
ot responsibility. These data will en
elble each team to make informed de
I.::isions concerning their operations. ' 
'(See program C3 s .) I) 

2.5 
f 

If a department requf~~~s that neighbor
hood police team~t. ~~~fof~tf>llow-up 
investigations of ali%."Jr~!~~ ~CUrring " 
in their area, it will frequel1~::}?~,_ 
necessary to supplement their ac}iVi~·\~~2-:;'c>.: .• "~,, ' 
ties with conventional patrol units .~-...z~V"c" 
Care must be taken not to diminish the i "Q'" ~'''''' 
department's emergency respo~ap.l II 

ability by implementing a program of __ 
this nature. 
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suspect interview 

I:. program description 

':'f! " 
!.~ ,:' "/,.i'; fe' ", '\ 

Most criminal justice programs that are, 
intended to assist people in becoming re
sponsible members of the communUy can
not be initiated until the person has been 
convicted of a crime. Correctional agen
cies serving both juveniles and adults <are 
thus dependent on police and pros ecutors 
to demonstrate guilt before they can be':':' 
gin the re:habilitation process. It is im
portant to remember this relationship be
tween law enforcement and corrections 
when evaluating programs conducted in 
the early stages of the criminal justice 
process. (Por an analysis of the func
tional interrelationship between the po
lice ar.:d other components of the criminal 
justice system, see section B4.) 

One of th"e principal methods used by the 
police ,}!Cl obtaining sufficient information 
to establish guilt is the inte~iew of $US

_pects. Technically I this probedure is re
ferred to as II custodial Jllterrogation. II 
Its ol;;j ective is generally to obtain infor
matiC>n directly from the suspect that can 
be used to convince a court that he has 
committed a particular crime. 

PersOlls arrested on suspicionJoi having 
committed a crime are often a valuable 
source of information needed to investi
gate other crimes. Therefore I it is es-
s ential fat police departments to develop 
prOC(1!',:iUres that will enable. them;~o take 
full advantuge of, the VC;;Jpgness'r:f ar
resteE!S to discuss their knowled e of 

, crimes that hav~ been committed in the , n 
community • 

Many people who have eommttted crimes 
are apparentl~l~~uite Willing to confess 
their guilt to the police.. It is not un
common for suspects to volunteer a 

" 
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confession soon after they are taken into 
custody. The suspect intetyiew is thus a 
critical program for a police agency to use 
in conducting criminal investigation. 

The probability that a person will conf~ss to 
the police cem be greatly increased if the 
following guidelines are followed: 

L, Any physical restraint used to apprehend 
and detain the person should not be 
greater than is needed to,prevent the sub
ject1sescape. Security arrangements 
should be unobtrusive. No aspect of the 
procedures or physical arrangements 
should cause the suspect to feel entan
gled or trapped. 

2. The suspect should be treated wit!r. genu
ine respect and courtesy. A mechanical 
II politene'ss,lI displayed solely to con
form to official policy, will not accom
plish this objective. The suspect should 
be assured, by the interviewer's words 
and' demeanor, that he wHl be understood. 

3. The police officer conducting the inter
view must deal with the suspect on a 
man-to-man basis and not as policeman 
to prisoner. Nothing in the physical en
vironment should imply that the suspect 
is inferior to the interviewer. 

Once a suspect has been'advised of his con
stitutional rights and given an opportunity to 
obtain competent legal counsel, he may de~ 
cide to admit his guilt to the police. It 
should pe noted that in no ch:cumstances"c!an 
it be legal for a suspect to be "pressllredu 
to waive his con~titutional rights. This.mus 
be entirely a matter of his own volition. If 
an attorney is consulted and advises the sus 
pect to rem9i~ silent, the suspect may still 
decide to walve,lJ,is rights. 

lc.;.;..;.~ __ Ci _______________ ......... J 
() 
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suspe~t ' interview 

program implementation 

The normal sequence of events is for the 
suspect to give an oral waiver and then to 
make an oral sta:tfement. .He then signs a 
written waiver abd a written confession. 

An effective suspect 'interview program is 
bas ed on a recognition of the role volun
tary confessions can play'in facilitating 
the criminal justice process. The details 
of the program should be carefully evalu.;. 
ated for consis-tency witr the overall ob
j ectives of the criminal j~stice sy~tem. 
Few programs are I)'lore importfr\nt to suc
cessful police investigation and few are 
more susceptible to abuse. 

The first stage in the d~velopment ~'h~ . 
suspect interview program is the form\\J}t
tion of specific policies to guide theB'k:
havior of thos e who conduct interviews~ 
These poliCies should be prepared in con- .' 

~. . 

sultation with the departmental legal a,d- " 
visor. ,(See program C2s.) It is gener
ally advisable to obtain the services of a 
human relations speciaUst to evaluate 
the proposed program. 

The procedures used in this program 
should be designed to insure tlle achieve
ment of the following obj ect7fyes: 

• The protection of constitutional rights 

" Respect for human dignity 

• ConSistency with the rehabilitative 
objectives of the crimin.al justice sys
tem 

The next phase of program implementation 
is to s elect candidates for training. This 
should be done on the basis of tempera
ment and general aptitude. It is eSSen; 
tia~ that. interviewers be able to relate _. ,~ 

to people)n a maimer that inspires trust 
and confidence. f 
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Those selected should be given the oppor-
. tunity to obtain special training in inter
view techniques and in criminal law. Once 
trained, the officers involved may work with 
the curriculum development unit in preparing 
instructional materials for use with other 
departmental personnel. Instruction in both 
interview techniques and in criminal law . 
would bel beneficial to all officers I regard-

. less of their assignments. 

Finally, it will be necessary to develop 
suitable facilities for the program. Deten
'tion an.d interview spaces :must afford a ' 
nonthreatening s etUng and eliminate the 
need for direct concern with security. 
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field citation .7 

program objectives 

(\ 

The main purpose of a field citati<m pro
gram is to provide effective alternatives 
to taking a person into custody and trans
porting him to j ail, and to pre-arraign
ment detention. The program enables an 
officer to handle cases of minor law vio
lations in a mannel': that avoids '!;he time
consuming process of transporting an ac
cused person to the station for formal 
booking. In situations where a person 
under arrest requires medical attention, 
a field citation policy can meqn that the 
police department does not have to pro
vide a guard at the hoqpital. Thus, tfie 
program can result in s'i:.tbstantial saVings 
in police manpower I freeing more officers 
for other duties. 

Another prime objective of. the program is 
a,. greater degree of civility in the admin
istration of justice. By enabling an of
ficer to handle a wide range of minor vio
lations in a low-key manner I the program 
fosters better relations betrNeen the po
lice and citizens. 

(. 

Because the person who is released with" 
a field citation can immediately return to 
his job and family responsibilities, the 
procedure res1;;lts in a minimal disruption 

!, 

of his life: the economic losses asso-
ciated with traditional bobking anq. i;ail
Hlg practices are. avoided. This obj ec~ 
tive is particularly critical in the case of 
defendants whps e financial resources are 
limited. 

':.:, 
:-'';: 

A fourth goal of the cita~ion""Prolf:fal'll is 
improved efficiency in courLoperations. 
This is aee~nnplished since theC3,rresting 
officer assigns a specific time for the 0 

misdemeanant's initial appearance. The 

,. !! 
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program description 

program implenlentation 

court is thus able to schedule such cases 
more systematically. 

The policy of is suing citations in the field 
has long been<used for minor traffic viola.,. 
tions. In recent years I many states have 
enacted laws that will enable police depart
ments to apply this policy to minor felonies 
as well as a broad range of misdemeanors 
and ordinance violations. 

The procedures us ed by most departments 
that have adopted this program are similar 
to those previously used for traffic viola
tions. Immediately after an arrest is made I 
the officer asks several q\\estions concern
ing .the person I s residence and employment. 
On the basis of this interview I the officer 
decides whether to release the arrested per
son or to transport .. him to the station. If 
the decision is made to release the person, 
the officer prepares a Citation and the ar
rested person signs it. A specific time and 
date is indicated for his court appearance. 
If fingerprinting is required., the officer as
Signs a booking date at the same time. 

The first step in instituting a Oitation pro
gram is to develop a written policy specify
ing the violations to which the procedure 
will be applied and other criteriCl; for issuing 
field citations. A number of basic policy 
issues must be resolved at this time. Will 
the arresting officer be required to make a 
"wanted person inquiry" prior to issuing a 
citation '? Will a person charged with shop
lifting who is in the custody of a store man
ager be eligible for a field release? The 
answers to these and other questions must be 
resolved and translated into written policies. 
A department legal advisor should partiCipate 
in the formulation of policy details to insure 
that they are consistent with the state crimi
nal statutes. (See section CIs.) 

• 
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() field citation 
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LAST NAME 

ADDRESS 

PLACE OF BIRTH 

Having formulated the policy guidelines, 
the planning staff must next develop a 
form for us e by the arresting officer. 
(See program CIs.) In addition to the 
standard arrest informatipn, the form' 
should include spaces for recording all 
of the data required to~stablish that the ., (\ 

arrested person is a permanent resident 
of the community. The following form, 
which was developed by the New Haven 
Police Department, is both concise and 
complete. 

;u 
/l1 
11 
/l1 
;U 
/l1 

/l1 
3: 
11 
r 
0 .. 
/l1 
;U 

iii 
» 
D 
0 
:II 
/l1 
In 
In 

:r 
0 
3: 
/l1 
11 
:r 
~o 

z 
/l1 

en,., 
~~ 
tiF 
~1" n 

0 
2 
11' 
6 
m 
~ 
); .. 
2 

~C~HA~R~G~ES~----------~~------------~----~~~--~--~~------ ~. 
/l1 

I have been informed of my constitutional rights and of the penalties (or failure to appear in Court as indicated on the form I have 
received. ytithout ma~ing o~y p'lea, I w~ive my right 10 appear before the next Circuli CO:.Jt'.1 pro.mise to appe.ar, 10 ~nswer the charge 
made against me, at Sudh Clrcu~) Court 10 New Haven, on the dole below and on ony dote to which my case IS .;::onhnued. 

Se me he informado de mis deroehos constitucionales y fambien de las penolidades si no comparezeo en 10 Corle Circuito en III fecho 
indieada en esta citaci6n. Sin hater ninguna declaraclon, renuncio a mi derecho de compareeer ante 10 proximo se5i6n d& la Corte 
Circuito de New Haven. Promef~ comporeeer, para contestor el cargo que 58 me he hecho, en 10. fecha indicada obajo y en cualquier 
olro fecha durante mi juicio' 

YOU MUST 
APPEAR AT 

DEBE COMPARECER 
A 

X 
~IGNATURE OF ARRESTEE 

SIXTH CIRCUIT' COURT MONTH DAY YEAR AT '11 
:r 

169 CHURCH STREET ON: 
0 

10 A.M. z 
NEW HAVEN, CONN. 

/l1 

In 

X 
;l 
of 
/l1 

SIGNATURE ~~F OFFICEk SHIELD NO. I 

'-:.::', 

Once the policy and procedural guide
lines have b~~,n deyeloped and approved, 
and the fonns printed I a training prog'ram 
should be conducted to familiatiz~ all 
members of the department" with the neW 
program. ~he s'~ccess of the programwHl 
be dependent in:large measure upon the 
degree to which objectives 'and procedure" 
are understood by all, field officers. The 
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extent to which standard arrest procedures 
are applicable to cases involving the use 
of field citations should be carefully ex- '. 1 
plained. It is also 5.mportant that the of- U 
ficers understand that field citations should 
not be issued in c·ases formerly handled by 
means of a verbal warning. The·indiscrimi
nate use of citations could result in an ex
cessive burden on the courts, thus defeating 
one of the major objectives of the program. 

Before initiating the citation program I it 
should be thoroughly explained to the c.om
munity by means of the mass media. This 
will help avoid any confusi(m that might 
arise from misunderstandings about the ob
jectives and procedures of the program. 
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property ident. 
.--' _______________________________ ..,;,.-__________ -',~i 

program objectives 

summary of objectives 

program description 

,J 

Property identification is a highly ef
fective crime prevention program de- ' 
signed to make it easier to trace stolen 
property. lt is based on the assumption 
that property that is indelibly marked 
will be less attractive to the prospective 
burglar. 

A property identification program also 
provides an excellent opportunity for 
the police departmf?nt to inform the pub
lic of ways th~y can reduce their vul
nerab:l.lity to crime. Because it is es-
s entially a public service program I", it 
is also very useful for improving rela
tions between the police department and 
the community •. 

• BUrglary prevention 

• Efficient tracing of stolen property 

.' Public education in methods of crime 
prevention 

It Improved public relations 

In this program the public is encouraged 
,to mark all valu.able property with an 
identifying number. In this way 1 the 
owner of property recovered by the po
lice can be readily identified. Normally 
an electric etching instrument is used to 
mark the property. Once the property 
in a home has been marked 'in this man
ner 1 the owner 'is given a seal to display 
on a window or door. This seal states 
that all property in the ret?idence has 
been marked fDr easy identification. The 
purpose of the seal is to deter any pro
spective burglar. 

" 
The number used in the marking process 
is _ filed in theqpolice d~partment. :tn 
thiS way 1 theilowner of'recovered prop
erty can be .notified immediately. 

t) 
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prQcram Implementation 
-- ,I 

Although private residences have been 
the primary focus of property identifica
tion programs, they can also be attrac
tive to builders, contractors, merchants 
and other business men. 

The initial step in establishing a property 
identific~tion program'Js to select a 
comp'etant proj ect officer. This person 
should be skilled in leading discussions 
and in public speaking. He should also 
have experience in advertising and other 
public relations activities. 

A successful program will require the 
acquisition of a large number of electric 
etching instruments. In some cases, it 
may be possible to obtairr financial 
assistance from insurance companies or 
other businesses in the community to pur
chase these instruments. But for maxi
mum public relations impact, it is prefer
able for a police department to attempt 
to conduct the program independently. 
Wherever possible, the instruments 
should be purchased and distributed by 
the police department. 

Once the instruments have been purchased, 
an efficient system of dj$tribution must 
be devised. If the department has a net
work of community-based facilities con
veniently located throu<;ihout the City, 
these can serve as primary distribution 
pOints. This will also provide a good 
opportunity for the public to vis,it local 
stations. Departments with a mobile 
unit for recruitment and public information 
programs may want to use this vehicle 
for distributing the etching instruments .. 

Pro!oably the most desirable. method of 
distributing th.e marking instruments is 
through a series of neighborhood meetings • 
U.sing this approaoh l a representative O.f" 
the police'department meets With grcil:lllps 
of citizens at the neighborhood level.: 
Such meetings ca,n be held in homes lOr 
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neighborhood meetlng facilities. 

Other approaches to distribution which 
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• Departments that sponsor a Boy 
Scout group can dev'elop a distribu
tion system using Scouts. 

• Banks I insurance companies I and 
other businesses may be willing to 
distribute the marking instrumen~s 
through their branch offices. Here 
again I the chief disadvantage is 
that the public relations benefit for 
the police department is 1i~ely to be 

. diminished. 

• Grocery stores that operate a rental 
service may be willing to cooperate 
in distributing the instruments • 

. Normally I the instruments should be 
distributed in a way that allows the po
lice to provide families with basic in
struction in reducing their vulnerability 
to burglary[': For this reason I an 
approach using neighborhood group 
meetings is to be preferred. Burgl~fry 

prevention instruction ~~ be prov1ded 
to a number of families simultaneously • 
. This method is also far more efficientl 
th~n an individual distribution syste~i. 

J 

If this plrog,yam is also aimed at the 
bUSiness community, information can be 
disp,eminated through meetings of 
businessmen and professionals. The 
local Chamber ofCQmmerce can often be 
of great assistance. Also I while in-'
vestigating burglary in busines.s ~stab,",: 
lisignents', the" detecti,j~ can promote 
the. use of a property idendfication pro-c. 
cedure • 

Before initiating this program, a de
cision should be made concerning the o 
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specific number to be engraved on prop
erty. In r,lany cases I motor vehicle 
registration numbers haveoeen used. The 
chief advantage of u~ing this number is 
that police departments generally main
tain a complete record of state motor 
vehicle registrations. But, because the 
American people tend to move quite of
ten, this number may rapidly become ob
solete. Also, vehicle registration num
bers may change from one year to the next 
For this reason, the Social Security num
ber of the head of the household is often 
used. This number can be kept on file 
in the police department, or it can be 
reported in the event of a burglary. 

Once the program is in full operation, it 
may be desirable to rotate the department 
personnel used. In this way, a large 
number of officers will have an oppor
tunity to meet the public. 

Before launching a property identification 
campaign, every officer in the department 
should be thoroughly briefed. Each man 
should understand the objectives of the 
program and the details of its implemen
tation. In most circumstances, a 
two-hour block of in-service training 
will be adequate for this orientation. 
Officers directly involved in the oper
ation of the program should be given a 
more thorough briefing. 

Developing the training to accompany 
this program is one of the major respon
sibilities of the program director. He 
should prepare a comprehensive set of 
written material outlining the details of 
the program. In most cases " a depart
mental directive should be prepared for 
inclusion in the manual of procedures • 

Programs like this tend to collapse after 
.an initial period of intensive activity. If 
the program is to be sustained, attractive 

• 

• 

• 
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property ident. 
publicity must be conti;m1ally kept before 
th\~ public. Such publicity 115 also an 
excellent way to sustain pubHc interest 
in crime prevention. 

Because of the public relatH:ms aspect of 
property identification programs, theY,ll 
have often been conducted loy community! 
relations units. Other departments havia 
ass~gned the program to th~~ criminal in-:\ 
vestigation bureau. Regardless of the 
specific unit to which the program is 
delegated, it is essential that it be con
Sidered a proj ect that· involves the entire 
department. All officers Elhould be pre
pared to explain the progri;im and to pro
vide practical advice to citizens requir
ing as sistance in implememting this and 
other burglary prevention measures • 

Edward L. Lee, "Operation Identification: A Step in the Right Direc- (; 
tion," The Police Chief, 39 (August 1972), pp. 50-52. 

National Advisory Commis~ion on Criminal Justice Stand.ards and 
Goals, Police, (Washington, D.G., Government Printing Office, 19.73), 
pp. 67-78. 
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program objectives 
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This program is designed to improve the 
quaJity of police services to the school
age population. One of its principal ob
jectives is to improve the flow of com- . 
munication between the police depart
ment and students and teachers. The 
officers assigned to this pr,ogram a,~~mpt 
to interpret departmental policies and 
procedures to the students. ,They also 
communicate the perspective and con
cerns of the school-age population to 
members of the police department. 

Through their activities in the schoot 
community,. liaison officers work to OiVer
come the problem of anonymity created 
by contemporary motorized police oper
ations. By placing officers in the 
schools, a police department signifi
cantly increases its accessibility to the 
population. Students and their teachers 
are provided direct and easy access to 
a representative of the department. A 
program of this nature is an effective 
means of demonstrating the emphasis the 
departme~.'1t places on its services to this 
segment of the population. 

The school liaison officer is concerned 
with helping students and faculty develop 
a positive image of the policeman and 
the services he provides. He represents 
not only the local police department I but 
the law enforcement profession as a 
w:Q.ole. 

Another objective of the program is to 
educate students in the citizen's role in 
crime prevention. The fact that most 
adults are poorly informed about the 
ways that they can help reduce crime is 
likely to make students eager to acquire 
this knowledge and to pass it on to their 
elders. Few things are more a,Whactive 
to the adolescent than to possess practi
cal information which their parents lack,,~ 
For the department concerned with \\ 

f 

\ 
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SUmmaLl"Y of objectives 

educating the population about ways the 
average citizen can contribute to the re
duction of crime, this program offers an 
excellent means of communication. 

The school liaison officer is also involv
ed in the prevention of crime in and 
around the school. He advises the prin
cipal and his staff concerning ways such 
criminal activities as vandalism and 
larceny can be reduced. But this pro
gram should not be confused 'with en
forcement operations in which policemen 
are assigned to schools to maintain 
order. The liaison officer does not func
tion as a disciplinarian. In the event a 
.serious crime is committed at the school, 
it is usually preferable to bring in other 
members of the department to conduct the 
investigation. 

The school liaison officer helps juvenile 
specialists in the department provide 
effective counseling and referral services 
to youthful offenders and their parents. 
Because he is familiar with many of the 
students and with the counseling program 
of the school, he can often help the 
juvenile specialist select an appropriate 
course of aotion in dealing with the de
linquent. (See program ellf.) 

Finally, establishing a school liaison 
program is an excellent public relations 
venture for any department concerned 
with improving the qua.lity of citizen sup
port. Parents of school-age children are 
generally among the most active and vocal 
members of the community. This program 
will help ingratiate this important seg~ 
ment of the population. 

• Improved communications between the 
police department, students I and 
teachers 

• Increased accessibility to the police 
department 

·.1 

• 

• 
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program description 

• Educatien ef students in the citizen's 
rele in crime preventien . 

• Mere effective ceunseling and refer
ral services to. delinquentsQ.nd their 
parents 

• Preventien ef crime in the scheel 

• Creatien ef a faverable image fer the 
professienal peliceman 

Under this pregram ,one er mere pelice
men are assigned to. werk within a school 
system as reseurce officers. They werk 
dosely with principals, ceunseling and 
teaching staffs I. and with student ergani..,; 
zatiens. Their activities beceme an 
integral part ·ef the educatienal enter
prise. 

The scheel liaisen pregram also. has im
pertant implicatiens for the pelice de-. 
partmemt's in-service training curriculum. 
Appreximately 20% of the liaisen efficer's 
time sheuld be dev6ted to. cenducting 
classes and seminars fer pelice efficers. 
He sheuld also. previde the chief ef 
pelice and juvenile specialists with 
regular briefings. 

The follewi ng eutline indicates the range 
ef activities that might make up a pelice
scheel liaisen pregram: 

• Cenducting classes en subjects re
lated to. law enfercement and crime 
preventien 

• 

• 
• 

.. - ( \ . --- -- ... 
Arranging fie1Cf trips tepeHce f~cili
ties and ceerdinating the department' 
"Ride Aleng "program 

Assisting in driver educatien classes 

Preducing special law enfercement 
assembly pregrams 

o 
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. • Advisin.g the chief of police on 
school and juvenile matters 

• 

The school liaison officer works to devel
op rapport between the police department 
and the youthful community. rv,tuch of 
his time is spent in informal contacts 
with students. He arranges to eat his 
lunch in the cafeteria 6'£ one of his as
signed schools as often as possible. 

He is also responsible for developing a 
strong working relationship between the 
teachers and counselors in the school 
system and the staff of the police de
partment. Here again I frequent informal 
contacts are essential to the suncess of 
the program.' 

In most cases I the school liaison officer 
will not be a professional counselor. In 
his contacts with students, he must 
recognize this limitation and encourage 
those with serious problems to seek as
sistance from an appropriate youth ser
vice agency. 

In many cases involvIng juveniles who 
have broken the law I the'·'.school coun
seling staff may be the most effective 
resource the police juvenile specialist 
can use in resolving the problem. Often, 
the school counselor has already estab
lished rapport with the juvenile and is 
already familiar with his home situa.tion 
and ba.ckground. Information .the coun
selor provides may,· be extremely helpful 
to the juvenile specialist as he counsels:' 
the juvenile and his parents and attE3rrlpts 
to make an appropriate ;i7~ferral. The 
sc'ho9J liaison officer is rE3sponsible for" 
establishing the necessary lines of .com
mu"nication between the police depart- , 
ment and the school. He recommends 
procedural arrangements that will facil,,: 
itate maximum cooperation in this area. 
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f program implementation The most important consideration in es
tablishing a police-school liaJson pro
gram is the selection of qualified person
nel. Officers assigned. to the J:)rogram 
should be skilled at relating to }roung 
people. They must have considlarable 
insight into the problems and pf3rspective 
of this segment of the population. It is 
essential that they enjoy spending time 
with students. Liaison officers should be 
people with whom most students can 
readily identify. Normally I officers 
possessing these qualifications will be 
young I but age should not be a prime 
determinant in selecting candidates. 

In order to function effeoti.vely as part of 
the educational team, tbe school liaison 
officers should have at least two years of 
college course work. If a college is near
by, they should be encouraged to enroll 

• 

in courses in adolescent development and 
the problems of youth. In some communi- • 
ties, the board of education conducts 
seminars to help teachers deal more ef-
fectively with these problems. If they 
are available, officers assigned to this 
program should participate in these 
seminars. 

The school liaison officer should know 
the law in general, and know particularly 
well those area.s of the law that pertain 
to juveniles. H.e should be prepared to 
answer a wide range of questions concern
ing the legal rights and responsibilities 
of juveniles. In most cases, it will be 
desirable for officers in this program to 
receive instruction in this area from the 
departmental legal advisor. The school 
liaison officer must be prepared to serve 
as a resource person in classes where 
legal issues are considered. (See pro
gram C2s.) 

Assignment of a police o:\;ficer to a school 
liaison program should be limited to two • 



• 

• 

police-school liaison C 
years I and in most cases a one-year 
assignment will be preferable. Longer 
assignments will tend to disrupt an of
ficer's development as' a professional 

. policeman ~ In addition I· this experience 
should be made available to a maximum 
number of policemen. '. Rot~\tion of person
nel helps avoid the possib£Uty that st'u
dents might identify the school liaison 
officer as a .. special kind of cop." If 
the students conclude that the officers 
assigned to their school are not repre
sentative of the policemen th~y encoun7\ 
ter elsewh~.re I the effectivem~ss of the 
program will be greatly impaited. 

Assignment of a juvenile specialist to 
this program for a one-year tour can re
sult in a substantial improvement in the 
serv.ices provided by his division. How
ever I members of eveiy unit in the de
partment should be candidates for selec
tion • 

The number of officers assigned to this 
program will depend upon the ability of 
the department to release personnel from 
other duties. It will also vary with the 
intended scope of the program. In some 
situations ,it may be nec€lssat'y to assign 
a limited number of officers to spend 
several hours per week in the; schools • 
These may be officers who normally pa
trol the area in which the school hi) loca
ted, or they may be' juvenile offic~rs. 

Another important element in establishing 
a police-school liaison program is the 
formulation of clear objectives and poli
cies. The program should be considered 
a joint v~mture between the schools and 
the poUc~ department. The details of the 
policies that will govern the activities 
of the liaison officers should be worked 
out by the chief of police and public 
school administrators. 
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When all policy issues have been resolved, 
the details of the program should be com
municated to every member of the police 
department and every teacher. It is essen
tial that the police and teachers understand 
both the obj ectives of the program and the 
policies governing its operation. The pro
gram must also be explained. to the students 
and th(:;!~r parents. 
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ride along 

program Clbjectives The major objective of a "Ride Along" pro 
gram is to develop support between police 
officers and people living in the comll'luni 
ties they serve. The program provides a 
setting in which policemen and private 
citizens can engage in informal discus
sions. As a result of this' experience 
people will have an improved understand
ing of the role of the poUce in the com-
munity. Officers participating in the pro. 
gram will be able to develop a better in ..... ' 

CITIZENS sight into the perspective of juveniles 
and others who live and work in the area 
served by the department. 

program descript ion 

program implementation 

"Ride Along" is one of several programs 
developed to improve relations between 
citizens and police officers ~ Normally I 
an invitation is extended to eVleryone in 
the co.mmunity to ride with poliqemen as 
they patrol their beats. In so1e cases I 
this invitation is extended thrL\,ugh the 
schools and various youth orga'hi,zations. 

'~ 
~. 

The person who decides to participate in 
the program comes to the police station at 
a prearranged time and is introduced to a 
police officer. He then rides along for 
one to four hours as the pol~r.Jeman patrols 
a beat. The person is en90uraged to ask 
questions about police gperations. At 
the end of hj.s tour of df~ty I the officer 
may take him on a tour of the police uva .... --, 

quarters building. 

Plans for a 11 Ride Along" program should 
be coordinated with public service agen
cies that are in a position to contact 
citizens and to publicize the program. If 
there are parts of the city where police
citizen relations ar~, notably weak I a 
special effort can b~ made to involve 
agencies in that are$. .• 
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II 

Some police departments have at:tempted to • 
use civilian reserve pOlicemen to conduct 

references 

these programs. But since one of the major 
obj ectives of a II Ride Along" program is to 
acquaint officers with the concerns and per
spectives of the people living in the are.'a 
they serve, this approach is not recomm\'3nd-
ed. 

To assure that this type ox' program will not 
unduly interfere with routil'\\€! operat.ions, it 
may be advisable to restrict thfJ program to 
times when calls for service are usually at 
a minimum. 

Persons participating in this program should 
be asked to sign a waiver releasing the po
lice department and the municipality from 
liability. In the case of juveniles I the sig
nature of a parent will be required. 

The value of a U Ride Along II program can be 
greatly enhanced if the officers who partici
pate are given an opportunity to share thei,r 
impressions and observations with others in 
the department. It is also recommended that 
participating officers be brought together at 
regula.r intervals for group discussion of the 
program. 

Prior to initiating a IIRide Alongll program, al 
officers in the ilepartment should be briefed 
about the nature and objectives of the pro
gram. Participation should be on a volun
tary basis, for both policemen and citizens. 

Montclair Police Department, General Order #13, II Ride-Along Program, II 
(Montclair, California: Montclair Police Department, January, 1970). 

• 

San Diego Police Department, "San Diego Police Department Youth • 
Ride-Along Program ( II (San Diego, California: San Diego Police Department 1 

n.d.) • 



ride along 
Louis J. Sunyich and Raymond S. Olsen, "The Ride Along Concept, II 

in folice Programs for Preventing Crime and Delinguency, Dan G. Pursuit, 
et. al. (ed.), (Springfield I Illinois: Charles C. Thomas, Publisher, 1972), 
pp. 362-364. 

Bruce Tabashneck, II Cop-In and Ride-Along," The Police Chief I 38 
(August, 1971), pp. 7Z-74. 
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• program objectives Pr.ograms of this nature enable a. police f 
department to respond more effectively to .. 

summary of objectives 

• 

program description 

• 
(i 

incidents involving family fights. Be-
cause intervention in this type of situa
tion is a major source of serious injury 
to polic~ officers I family crisis programs 
are designed to reduce the hazards in
volved. This type of program should also 
result in a substantial reduction. in the 
amount of manpower a department allo
cates to this type of activity. Because 
assaults and homicides can often be 
traced to family di~3putes I this program 
also hasi3. significant potential for crime 
prevention. Finally I a family crisis in
tervention program can result in a great
ly improved police image in the commun
ity, as people become aware of the assis
tance the department is able to provide 
families. 

• Reduction of hazard to policemen 

• Reducing manpower allocations to 
family dispute cases 

• Reduction of homicide and assault 
rates 

• Improved police image in the commun
ity 

Family crisis intervention is one: of a 
number of II conflict management i1 pro
grams that have been developed by police 
departments in an attempt to improve the 
quality of service provided to the com
munity. The two basic components of 
this type of program are tension reduction 
and referral. Police officers participa
ting in this program are trained to enter 
a situation involving an emotionally 
charged dispute and guide th~ family 
toward a calm resolution of the immed
iate crisis. If the problem isconsic;ler
ed suffiCiently serious, the police of
ficer is prepared to help the family ob
tain competent professional help. He is 
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program implementation 

familiar with all of the family service 
agencies in the community and with the 
procedures for applying to them for as
sistance. 

The first step in developing a family 
crisis intervention program is to gather 
enough data to assess the need for such 
a program. Information should be made 
availaole concerning both the frequency 
and the location of calls for service in
volving family fights. These are criti
cal variables in determining the nature 
and scope of the program. If the de
partment does not record this type of 
data, it will be necessary to conduct a 
special survey. 

A department that experiences less 
than 50 family disputes per year 
may want to limit its program to training 
one sergeant as a family crisis special
ist. He would receive intensive train
ing iri conflict management and would 
be expected to respond to most calls of 
this nature. A department with an aver
age of 35 family fights every day might 
decide to :train its entire patrol force to 
provide family crisis services. 

Generally, the specialist or generalist/ 
specialist approach to family crisis in
tervention. programs has not proved sat
isfactory. One of the chief disadvan
tages is that officers who are trained 
and assigned exclusively to this type 
of duty are unable to acquire the exper
ienc!3 necessary to pursue a normal ca
reer. Another reason that departments 
have generally avoided the specialist. 
approach in developing this kind o! pro
gram is that they are aware that the 
conflict management aspect of the tra.in
ing can be of benefit to officers in a 

• 

• 

wide variety of situations. However I • 

in service areas with a relatively low .. ,,,,) 
incidence of family fight cases, it may 
be practical to select 0ne or two officers 

L ____________ ~ ______ ~~ ____ ~ ____ ~ 



family crisis interv. 
• to become specialists who will r.espond 

to these infrequent calls •. 

• 

Once the need for such a program and 
the approach to be taken in developing 
departmental resources have been deter
mined I the next stage is to prepare a 
tentative policy statement outlining the 
procedures to be followed in responding 
to family conflfcts. Preparing a draft of 
the proposed policy will enable planners 
to specify the resources that must be 
developed before beginr,.ing the new pro
gram. I) 

The project development team must con
duct a survey of all public and private 
agencles in the planning area that pro~· 
vide family. counseling services. This 
survey is made to determine the extent 
of the services available and the volume 
of cases each agency is capable of han
dling. Havipg identified agencies that 
are capable of providing family serviceS I 
the police department must develop a 
close working relationship with them to 
assure the success of the program • 

It should be recognized that most of the 
conflicts in which the police intervene 
involve families that rarely avail them
selves of exisUng family services. Ex
perience has shown that this is because 
families of this type ale generally un
aware of the existence of such services. ' 
If the police department is preparing to 
institute a program that will direct a 
large number of families to these agen
cies I they must be given sufficient 
opportunity to prepare for the increased 
work load. This is particularly imp6r
tant ih areas where the police have not 
traditionally functioned in a II case find
ing tl capacity. 

In communities where the available 
family services are not sufficiently de
veloped, it may be necessary for the 

8.3 
f 

til 
E 
II .. 
r .. 
~ 

CD 
U .& . 

o 
a. 



8.4 
f police department to work with various or

ganizations to encourage the expans ion of 
existing services and the establishment of 
new ones. Under these circumstances I the 
police department should perform a catalytic 
role. In most cases ,it would .!lQ1.be wise 
for a department to attempt to develop a 
family counseling capability of its own. 

It is normally advisable to provide training 
in family crisis intervention for all officers 
engaged in field operations. This approach 
is generally preferable to establishing a 
separate crisis intervention unit. Training 
should cover both the conflict management 
and referral phases of the program. Instruc
tion in conflict management techniques will 
be useful in many areas of police work in 
addition to family crisis intervention. 

Finally I in preparing to introduce a program 
of this nature I a department should develop 
a record system to enable the officer re- • 
sponding to this type of call to rapidly enter 
several basic items of information. The for 
should also include space for follow-up in
formation indicating the action of the servic 
agency to which the family is referred. This 
may involve designing a new form or modi-
fying an existing one. 

Departments with electronic information 
storage and retrieval systems will be able 
to inform the patrolman en route to a prob
C'lble family fight whether or not there have 
been similar incidents at this address in the 
past I if a previous referral was made I and if 
so whether or not the family has partiCipated 
in the programs of a service agency. T.he 
availability of complete records will also 
facilitate evaluation of the effectiveness of 
the program. 
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neighborhood conf. 
program objectives 

program description 

The chief objective of a neighborhood '. 
conference program is to provide regular 
occasions for the exchange of information 
and ideas between police officers. and 
the people they' .serve. This is one of a 
variety of wazs that mutual understanf,i
ing and a.strong working relationship!: 
can be developed oetween the police de
partment and the community. 

II 
Because the need for law enforcement and 
the expectations people have of the po
lice may vary significantly from one part 
of a city to another, it is essential that 
citizens have an opportunity to express 
their concerns to representatives of the 
police department. Neighborhood con
ferences· are one of the most effective 
means a department can employ to in
crease its awareness of citizen attitudes 
and problems in various parts of the 
city. Information of this nature can be 
invaluable in forming department policies • 

Another major objective of the program is 
to increase citizen involvement in crime, 
prevention. N eighborhoocl conferende's 
are frequently used to inform citizens of' 
the steps they can take to reduce the 
incidence of crime. Meetings of tl)is 
type also give police officers assigned 
to a ·community an opportunity to explain 
department policies and procedures to 
residents. 

At regular intervals throughc)ut the year, 
citizens are .invited to partiblpate in 
informal meetings to dispuss \~aw en
forcement problems with the policemen 
serving their community. These,coh
ferences are sponsored by the police 
department and are held. at convenient 
locations in all parts of the city or re
gion :?erved by the department. Author
ities in various aspects of law enforce
ment and c(ime prevention are invited 
to address the groups and to answer 
questions. At other meetings, films of 

---,~--
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special interest may be shown. Citizens 
are encouraged to raise questions about 
departmental policies and law enforce
memt problems in their neighborhood. 

Before initiating a neighborhood confer
ence program, the objectives of the 
project must be. carefully considered and 
agreed upon by the department's plan
ning staff. The program should be de
signed to meet specific needs) and its 
objectives must be understood by every 
member of the department. 

Having identified the aims of the pro
gram, an appropriate format for the 
meetings should be developed. The 
frequency and length of the conferences 
should be determined as well as their 
optimal size. A list of the topics to be 
considered at the meetings should be 
prepared. 

• 

The icx::ation of the meetings is another • 
important consideration. Classrooms 
in neighborhood police facilities pro-
vide an ideal setting for such meetings. 
In the absence of such facilities, Q. 

room in a school building or library 
should be considered. Some police de
partments have successfully used pri·· 
vate residences for their neighborhood 
confer.ences. The living room of an 
cipartmont ()r privat~'t\!'esidence can pro-
vide an excellent setting for these in-
formal gatherings. Whenever possible, 
the room selected should be filled to 
near capacity by the conference partici-
pants. 

Departments that have instituted a 
"team policing" program should consider 
having the team assigned to the neighbor
hood conduct conferences there. This 
will provide an excellent opportunity • 
for the residents of the area to become 
acquainted with the members of the team 
serving their community • 
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references 

The program should be closely coordi
nated with the d.epartment's curriculum 
development unit. It can providefill1J,s 
and other visucd aids for use in the 
meetings. (See program CGs.) 

When the time and place of the first 
conference hals beer~'determined, key 
individuals in the neighborhood should 
be personally.invited to attend. Attrac-

R?:!1r~~ ON tive posters aJ:lnouncing the meeting 
p~t. ~N eD.S·should be placed on public bulletin 

boards throughout the arel.l (. (See pro
gram C 8s.) 

All members of the department should 
be thoroughly briefed on the new pro
~~'fam. It is desirable to have as many 
officers as possible promote the 

. neighborhood confere.nces. Officers 
assigned to a community where a con
ference is to be held should be provid
ed with brochures for use in inviting 
citizens to attend. 

Dav.id . .A. Hansen, An Analysis of Police Concepts and PrograII!Q., (Spring
field~ Illinois: Charles C. Thomas, 1972), pp. 17-22. 

Leo G. Peck, "Developing a Precinct or District Committee", 'fhe Police 
Chief, 32 (March 19 G5L pp. 24-27 • 

.. O. W. Wilson and Roy C. McLaren, Police Administration, (New York: 
McGraw-Hill Book Company, 1972), pp. 243-244 
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juvenile counseling 
program objectives This is a del inquency-prevention pro

gram based on the assumption that a 
police department has a vital role to 
play in helping juveniles avoid activ
ties that may result in serious judicial 
action. In contrast to conventional 
forms of .. station adj ustment I" this pro
gram does not involve quaSi-judicial 
hearings or the imposition of punitive 
sanctions. The principal objective of 
the program. is to provide counseling 
and referral services to parents and 
their children in cases where a juvenile 
has committed a misdemeanor or viola
ted a local ordinance. By developing 
this type of program, a police depart
ment should be able to resolve such 
problems at the community level and 
without involving the juvenile in the 
judicial system. The program is also 
designed to enable a police department 
to deal more effectively with juveniles 
whose behavior represents a clear 
threat to themselves or to the commun
ity. 

In many (and perhaps most) cases where 
a juvenile violatEls some minor law or 
local ordinance, th~ wisest course 
is to ign.ore the action altogether. In
terventionmay overdramatize a trivial 
incident that was neither malicious nor 
Criminal in its intent. But there are 
many situations where police involve
ment is appropr.J.alte and necessary. In
cluded in this category are the follow
ing cases: 

• Situations where a cj.tizen has ob
served a juvenile breaking the law 
and has requE~sted police action:'<~ 

• Situations wr,fere a juvenile inten
tionally violates the law 1n the 
presence of a police officer • 

::' 

• Situations where a juvenile's be-
havior presents a clear danger to 
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his own welfare or to the safety of 
the community. 

In many cases of this nature I the most 
effective response may be for the police 
to discuss the problem with the adults 
involved I advising them of ways they 
can assist the juvenile to avoid further 
difficulties. In many cases I merchants 
or property owners will be able to take 
action that will significantly reduce the 
probability of future problems involving 
juveniles. Such consultation may be 
an effective means of reducing delin
quency in the community. 

If it is determined that the juvenile in
volved in a delinquent act (1. e. t the 
violation of a legal statute) is likely 
to benefit from counse1.ing or referral 
services I the police officer should con
tact the juvenile and his parents and 
arraJ:?ge for them to appear at the police 
department. An appointment should be 
made for a time that does not conflict 
with the parents' work schedule. Under 
most circumstances I police juvenile 
specialists should be available during 
the evening I on weekends, and at other 
times that are not likely to con~1ict 
with the work schedules of parents. 

The purpose of these counseling ses
sions is to impress the juvenile and his 
family with the seriousness of the situa
tion and to provide guidance concerning 
ways that problems of this nature can 
be avoided in the future. The counsel
ing should focus on the specific problem· 
that has led to police involvement. The 
juvenile specialist should usually not 
attempt to resolve problems of greater 
scope than the immediate problem. 
When major problems are identified as 
requiring the services of professional 
counselors or(~\ther youth service agen
cies I the juven1:1e officer should ~e 
prepared to make the appropriate referral. 

• 

• 
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juvenile counseling 

program implementation 

In cases involving noncriminal activi
ties still thought to require counseling 
or referral, the juvenile speciaH:st 
should prov.tde such services. The 
basic procedures followed will not 
differ significantly from those describ
ed above. But in many cases of this 
nature (i. e., childre;n in need of super
vision) I a more appropt~ate response 
may be for the police jU\Jenile special-

I ist to cons ult with an ap,propriate youth 
service agency, suggestJing that they 
intervene in the situation. 

An effective police-j uvenile counseling 
program is predicated on there being a 
high level of rapport between a police 
department and the juveniles in the 
area being served. There~ore, the first 
step in establishing such a program is 
to assess the department's in1age from 
the perspective of the juvenile com
munity. The desired image -is one of 
fairness and competence in dealing 
with youths' problems. If deficiencies 
are discovered, it may be necessary fore 
the department to institute one or more 
programs specifically designed to im
provl? its image and to develop rappo,rt 
between police officers and j uvenilel'S • 
(See- programs C6f, C7f.) 

Because a central feature of this pro
gram is referral to youth service agen
cies in the com~unity, it will be nec
essary for the department to establish 
a viable working relationship with such 

I' agencies prior to insti,tuting the pro-' 
gram. If it is discoveredtYlat the re
quired services are not available in 
the community, the d~p.artment should 
cooperate with others ind~t-eloping 
such services. The police department 
must recognize its obligation to serve 
as a catalyst to the developmdnt of re
quired youth services. 

The nesa stage in implementation is to 
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f formulate policies to guide "'Officers in 
the program. Policies should include 
specific guidanceconceming the 
following: 

• Types of cases that are to be re
ferred to juvenile specialists for 
counseling. 

• Procedures for arranging appoint
ments. 

• Responsibilities of the officer ini
tiat!ng department intervention. 

The selection of officers to staff the 
juvenile counseling unit is the next 
phase in program development. Candi~' 

dates should be selected on the basis 
of their ability to relate well to juve
niles with antisocial tendencies. The 

• 

men and women selected to pa,rticipate • 
in this program should also be able to 
work effectively with professionals from 
other community service agencles. 

One of the major responsibil.i;'des of the 
juvenile specialists will be to develop 
curriculum materials for training other 
officers in the techniques of dealing 
effectively with juveniles. They will 
also be expected to conduct training 
classes in this field. Therefore, they 
should be chosen with their competence 
at performing these tasks in mind. 

HavJ.ng selected the personnel to par'
ticipate in the program, the department 
should arrange for them to receive 
special training to prEipa:te them to en
gage in effective cour~seling and referral. 
Their tra~ili<ing should Inc-lude familiar-.. .. 
ization with the progtams of all of the 
agencies in the community providing 
yquth services. • 

r~a..c.jJj;ty Requirements: In order to 
achieve the goal of handling juvenile 
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problems in a low-key manner and 
avoiding overdramatization and stig-' 
matization, the department should at
tempt to provide counseling areas that 
further this objective. (See F20.) If 
it is at all possible, these pro9,rams 
should not be conducted in centralized 
facilities that house technical and ad
ministrative operations. Community 
Police Stations of the type discussed 
elsewhere 1n the S:;uidelines should have 
an area specifically designed to meet 
the speCial needs of this type of pro·~ 
gram. (See Dlf.) 

A juvenile and hts parents should be 
able to enter the buildIng and meet 
with a counselor without coming into 
contac;::t with any of the other operations 
in progress. The counseling area must 
provide an inviting ~etting that affords 
privacy and an atmosphere conducive 
to open discussion. If a reception and 
waiting area is necessary, it should be 
designed and furnished to relieve anx
iety. 

Iuvenile Regards: The maintenance of 
adequate departmental records is an im
portant consideration in the operation 
of an effective juvenile counseling pro
gram. A standard form should be de
veloped that will allow the officers in
volved to record all the information 
needed to make an appropriate referral. 
Because no judicial action is involved, 
there is no reason to include a state-. . 
ment of the nat,ure of the offense in the 
record. The officer initiating the action 
should brief the juvenile specialist 
prior to the counseling apPOintment so 
that 'he will be familiar with the circum
stances that led to police intervention 

. ". ~ n 

in the case. The form developed for 
use in this type of program should pro-

• vide space to record information about 
the referral decided up:pn. 
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survei Ilance 
background In an effort to upgrade the quality of the 

services they offer to the community, many 
police departments are making increasing 
use of aircraft in support of field oper
ations.' Although many of the possible ap
plications of aircraft have not yet been ful
ly explored, it is evident that they will 
play an evell-increasing role in law en
forcemen t in the years to come. 

Air surveillance flights, used in conjunc
tion with ground patrol units, have proven 
to be an extremely effective means of 
crime suppression. In remote areas that 
were formerly very difficult to reach, the 
presence of police aircraft has been found 
to result in a substantial reduction in the 
incidence of vandalism, burglary, and 
other forms of criminal activity. 

The ability of aircraft to rapidly shift from 
one part of i3,p operational area to another, 
unencumberea by traffiC and the other ob
stacles with which ground patrols must 
contend, normally results in a significant 
reduction in police response time. Air
craft are also extremely valuable in pur-

; '\ 

suing persons fleelng from the scene of 
a crime.. In apprehending criminal sus
pects, the presence of an air-patrol unit 
overhead can be a great/asset, contribut
ing to both the efficiency of the operation 
and the safety of the officers on the ground. 

Police aircraft are being increasingly u.sed 
as Ilsky platforms" fo,r the covert observa
tion of criminal activities. In metropoli
tan areas, a single-engine craft cruising 
at altitudes in excess of 1,000 feet is 
unlikely to attract th~ attention of per
sons on the ground. It can thus be used 
to observe various types of criminal ac
tivity, and to alert investigators when it 
is appropriate to initiate an arrest. In 
some situations, officers in charge of 
criminal investigations find that they can 
coordinate the movement of ground 1..lnits 
more effectively from the air ~ Therefore, 
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aircraft are frequently used as mobile ob
servation and command posts. 

It has been estimated that observers in 
air surveillance units can see an area 
eight to ten times the size of that visi
ble from a patrol car. Thus I the use of 
aircraft greatly improves the ability of 
the police to effectively engage in crime 
suppression patrols and to quickly iden
tify suspicious activity in the areas they 
serve . 

. Administrative and Technical Service Cen
ters supporting law enforcement operations 
in widely dispersed communities can often 
utilize aircraft to improve the efficiency 
of various auxiliary programs. (See D2f.} 
If forensic scientists and evidence tech
nicians can fly to the. scene of a crime in 
a matter of minutes I the possibility that 
critical items of evidence will be lost or 
contaminated is greatly reduced. The .' 
reduction of travel time that results from 
the use of police aircraft also enables 
technical program staff to service a much 
larger proportion of the crime scenes in 
their area 0 f responsibility than would 
otherwise be possible. 

In addition to the applications suggested 
above I air surveillance patrols have prov
en extH~mely valuable in the followin<;J 
types of police operations: 

• Searches for missing persons 

• Emergency evacuation in remote areas 

• Traffic enforcement 

• Crowd control 

• Air and water pollution patrol 

• V. I. P. security 

• Crime prevention surveys 
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program objectives 

program implementation 

An air surveilla.nce program can a&sist a 
law enforcement system in achieving six 
basic objectives: I, 

• Reduced emergency response. time 
/).,~ 

• Increased safety bf police officers 

• More efficient utilization of evidence 
technicians 

• Improved observation capability 

• More effective pursuit capability 

• Greater visibility of law enforcement 
in the community 

An important preliminary step in the devel
opment of an air surveillance program is 
to determine the types of missions that are 
likely to be aSSigned to the flight unit. 
The possible uses of aircraft in each of 
the auxiliary and field service programs 
currently being conducted must be consi
dered. Each type of mission that is likely 
to be flown should then be ranked in terms 
of its probable frequency and its opera
tiona.l priorlty. This statement of anti
cipated utilization will provide a sound 
basis for answering many of the questions 
that are likely to arise prior to initiating 
the program. Having determined the ways 
in which the aerial surveillance unit will 
be used in support of law enforcement op"': ~ 

erations I the planners will be in a pOSi
tion to begin evaluating various typ~wcof 
aircraft that might be selected for \,lse in the 
program. The development of perfQrmance 
specifications for the aircraft is an"ex
tremely important task. At this stage of 
the planning process I planners 'should ob
tain the services of an aeronautical engi
neer who is familiar with all of the models 
of aircraft \,lsed in military or law enforce
ment surveillance operations. 

A baSic decision which must be made is 
wq,ether to use hellcopters or fixed-wing ;, . .'~ r, 
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f aircraft. The advantages of both types 
of aircraft should be carefully weighed 
before reaching a final decision. Law 
enforcement organizations that have had 
experience with both types should be con
suIted. 

The chief advantagel? of fixed-wing air
craft over ~e1icopters for police opera
tions include the following: 

• Longer intervals between refueling 
stops 

" Lower maintenance costs 

• Provides a more stable platform for 
observation 

• Greater speed for pursuit and for 
movement from one area to another 

• Less pilot fatigue 

• Greater passenger and cargo capacity 

• Lower noise levels 

• Greater operational safety 

• Less training required for crews 

The chief advantages of helicopters over 
fixed -wing aircraft include the following: 

• Ability to operate under lower cloud 
ceilings,and when visibility is lower 

• Ability to land on open fields I park
ing lots and on roof tops 

• Ability to hover 

In addition to selecting the aircraft to be 

• 

• 

used I the .program planners must give • 
careful consideration to the types of ac-
cessories with which the plane will be 
equipped. Basic surveillance gear should 
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surveillance 
include high power binoculars and illu
minated lap-boards for the observers. 
High-intensity lights mounted on the 
undersurface of the aircraft will greatly 
improve the effectiveness of the program 
during hours of darkness. It is also de
sirable to equip the ~l~~e ~ith a public 
address system that will allow the ob-
servers to communicate with the ground. 

The close coordination of air and ground 
units is essential to the success of the 
program. Therefore I the aircraft must be 
equipped with a radio system that will 
assure immediate exclusive communica
tion with patrol vehicles on the ground. 
In addition to selecting equipment con
sistent with this objective, it may be nec
essary to acquire supplementary radio 
"frequencies or to re-allocate the agen
cY's present frequencies. 

The selection of program staff is the next 
step in the planning process. Standards 
for both pilots and observers must be es
tablished. In addition to a FAA commer
cial aircraft rating, pilots selected should 
have several years of experience in coq
ventional law enforcement operations. 
For this reason, it may be desirable to 
train police officers to fly the aircraft 
that will be used in the program. 

There are many advantages to having two 
pilots on board during all aerial surveil
lance mis sions . This is particularly true 
if fixed-wing aircraft are used ... In this 
way I an aircraft can remain in the air for 
six to seven hours with the two crew 
members alternating as pilot and observ
er. This is an important consideration 
in reducing pilot fatigue. 

In the event that helicopters are used, 
the length of the average mis sion will 
generally be sufficiently short to elim
inate the requirement for two pilots. on 

each flight. A flight crew consisting OfJ 
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f one pilot and an observer shoud be ade
quate. 

If it is decided not to use pilots as ob
servers on air surveillance missions, 
it will be necessary to select and 
train a group of officers to perform this 
task prior to initiating the program. Ra
ther than training a special unit of ob
servers it may be preferable to give a 
large number of the officers in the agen
cies served by the program an opportunity 
to acquire air surveillance skills. If this 
approach is adopted, two or three officers 
should be selected as observer trainers. 
Working with the curriculum development 
unituthey would be responsible for plan
ning and concluctirlg a course in surveil
lance and air operation for program parti
cipants other than pilots. (See program 
G6s.) 

The ~ucces s of an air surveillance pro
gram will depend to some extent on the 
way in which it is initially presented to 
the law enforcement community. Every 
effort must be made to foster a close 
working relationship between atr and 
ground units. The development of an 
efficient air-ground radio communications 
system will be an important means of sus
taining this relationship. Large illumin
ated numerals painted on the tops of pa
trol vehicles will facilitate identification 
of units from the, air. This is one of the 
methods that are commonly used to im
prove communication between ground pa
trols and air surveillance units. 

Orientation flights for all police officers 
who will be supported by the air patrol 
missions are highly recommended during 
the early stages of the program. Once ,,' 
the program has been fully established, 
pilots and observers should be required 
to attend roll call briefings prior to each 
shift. It is important that opportunity be 
provided for discussion between officers 
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survei Ilance 
operating in patrol vehicles and the crews 
assigned to air surveillance flights. For 
this reason, pilots and observers should 
normally report for duty at least thirty 
minutes prior to the beginning of each 
shift. 

Many air surveillance programs will be 
supporting officers operating out of three 
or more community police stations. (See 
Dlf.) In this case, flight crews should 
attend roll call briefings at different 
stations on successive days. This re
quirement is more easily met in programs 
using helicopters. Helistops can often 
be located adjacent to community police 
stations., However I attendance at brief
ings in each of the community police sta
tions supported by the air surveillance 
program should be arranged even when 
fixed-wing aircraft are used. 

Presentation of the program to the public 
is another extremely important element in 
establishing an air surveillance operation. 
The merits of the program should be care
fully explained in the press and in radio 
and television programs. (See C8s.) Ar
rangements should be made for pilots to 
make guest appearances at police-neigh
borhood conferences and in local schools. 
(See C6f and C9f.) 

One factor which has been found to be a 
significant determinant of the degree of 
public acceptance of an air surveillance 
program is the noise level of the aircraft 
used. In the event that helicopters are 
used it will usually be necessary to mod
ify the tail rotor mechanism in order to 
reduce the sound to an acceptable leVia!." 

Air surveillance programs are extremely 
costly operations. The overall expense 
of operating a f!xed-engine aircraft 100 
hours a week can exceed the cost of 
maintaining several two-man patrol Ve
hicles in the field on a Z4-hour basis. 

C 
14.7 

f 

o ca. 



c 
14.8 

f For this reason t relatively few police • 

references 

departments will be able to afford to 
establish an air program without assis-
tance from the other agencies. There-
fore, mutual cooperation between police 
agencies in developing air surveillance 
programs is generally requited. For op-
timal cost efficiency! a single aircraft 
should be used to support approximately 
fifty pa trol unit!) on the ground and cover 
an area of at least 100 square miles. Due 
to their greater speed and endurance '. 
fixed-wing aircraft can generally serve 
widely dispersed communities with great-
er effectiveness than helicopters. 
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introduction 

Facility planning and design should nor
mally take place dUring the sixth and fi
nal phase of the law enforcement system 
development process (see S,ection B, pp. 
3.10 - 3.11). This will make it possible 
for the a.rchitects and planners to design 
facilities that are consistent with the 
department's long-range plans for organ" .... 
izationaldevelopment and upgrading po
lice services in the community. 

The material contained in ~his section of 
the Guidelines is intended to be used by 
police administrators, planners, archi
tects I and others who are concerned 
with evaluating existing facilities and 
developing plans for new buildings. The 
section includes a broad range of basic 
architectural and planning concepts 
which apply to various aspect8 of the 
facility evaluation and development pro
cess. 

THE FACILITY PLANNING PROCESS 

A general planning strategy that can be 
used in designing all types of law en
forcement facilities is outlined in the 
first part of Section D. The role of tech
nical consultants, citizen volunteers" 
architects, and others who are involved 
in the facility planning process is dis
cussed in this section. 

In every situation it will be necessa,ry to 
develop a.n approach to the problems of 
facility planning that is consistent with 
local conditions. Variations in the 
availa.bility of planning resources will 
result in the modification of some of the 
concepts presented in this section. 
However I the procedures that are recom-
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mended are intended to be used as a basis 
for organizing and conducting facility plan
ning proj ects . 

GLOSSARY OF ARCHITECTURAL TERMS 

Communication between participants in faci
lity planning projects is often made more 
difficult by the fact that they are assigning 
different meanings to technical terms. This 
problem may arise because of differences in 
professional background1" 

;rhe terms included in this glossary are 
words that are commonly used by architects 
and others in the construotion industry. It 
will be helpful if all of the participants in 
the facility planning process can familiarize 
themselves with these terms at the beginning 
of the proj ect • 

PLANNING CONCEPTS 

A variety of specific architectural consider- .' 
ations are discussed in the third part of 
Section D. The relevance of each of these 
architectural and planning concepts to law 
enforcement facility design is described. 

0' 

The material included in this section should 
be particularly helpful to police administra
tors and others who have limited experience 
with the technical aspects of the design 
precess. An effort has been made to incor
porate the latest design concepts into the 
statements contained in this part of the 
Guidelines. 

GENERIC FACILITY TYPES 

Five basiC types of law enforcement faCili
ties are described in the fourth part of Sec
tion D. The specific architectural issue,s 
which must be resolved in deve,l.oping plans 
for each facility type are discr.ssed. 

~------~~'~--------~-----------------------------------------------~ 
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HYPO~HETICAL FACILITY NETWORKS I 2.3 

Individual police buildings should be 
seen in the context of a larger criminal 
justice facility complex. Hypothetical 
networks that might be developed in four 
geogf"aphic areas are described. The 
materials presented in this section are 
intended to serve as models for the de
velopment of comprehensive networks of 
functionally interrelated criminal justice 
facilities. 
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~--------------------------------- 3.1 

INTRODUCTION 

Along with schools I hospitals I churches I 
libraries I a post office I and the city 
hall I a police station is .one of the most 
important public buildings in a commu
nity. In its design and architectural 
character a police facility often has a 
significant impact on the image of .law 
enforcement in the community. It can 
also have a direct influence on the mo
rale and operational efficiency of police 
department employees. A police station 
should be a source of pride for the mem-, 
bers of the department as well as for 
those who live and work in the area sur
rounding it. 

In both its location and design a police 
station should reflect the spirit and op
erational philosophy of the department. 
Those who pass by or enter the building 
should be reminded of the community's 
commitment to modern law enforcement 
methods. 

If a police station is to fulfill these re
quirements I every detail of the building 
must be carefully planned. A site that 
will provide the most effective setting 
for.this type of facility must be selected. 
The architectural character of the station 
should be entirely consistent with the 
design of other public buildings' in the 
COmnll.Hlity. 

The planning proces s outlined on the fol
lowing pages is intended to assist police 
administrators I architects I and jbthers 
who are concerned with developing facil
ities that will be compatible with modern 
law enforcement practices. In many 

bIJ c --c 
c ca 
~ 



D 
3.2 

cases the architectural plans that emerge 
from this process will result in police facil
ities that are significantly different from 
those that have traditionally been used by 
American police departments. 

CHARACTERISTICS OF MODERN 
LAW ENFORCEMENT FACILITIES 

A variety of types of facilities are used in 
contemporary law enforcement systems. 
Different design criteria must be considered 
in the development of plans for each distinc
tive type of facility. However, there are 
five basic qualities that should be incor
porated into the deSign of all police facili
ties regardless of their scale or specific 
function. Each of these five elements should 
be considered in planning the overall struc
ture as well as in the development of plans 
for the rooms and work areas within the 

• 

building. • 

CD Economy: The design of a police facility 
should be based on the most effective and 
economical use of available resources. 
Space allocations and other deSign specifi
cations for each part of the building should 
be based on an analysis of present and 
future operations. Similarly, the amount of 
equipment and furniture installed in each 
area should be determined on the basis of 
well documented operations research. 

\tVhenever law enforcement facility needs are 
under conSideration, alternatives to bUild
ing a completely new structure should be 
carefully evaluated. In many Situations the 
renovation and stm.ctural modification of an 
existing building may provide a practical 
and economical solution to the need for a 
modern and expanded police facility. 

® Flexibility: The deSign and construction of • 
all the major operational spaces in a police 
facility should allow modifications to be 
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made without excessive cost .. T~OrOUgh I 
planning before constructing anew build
ing should eliminate the need for changes 
in interior space arrangements during the 
first ten years of occupancy. As opera
tions comE! to be modified or expanded 
and new department programs introduced I 
significant structural changes may be 
needed. Therefore ~ the design of the 
building must be sufficiently flexible to 
respond to these unanticipated require
ments. 

In order to achieve maximum flexibility I 
open planning techniques should be used 
in most parts of the building. Demount
able partitions should also be considered 
as a means of rapid response to changing 
space requirements during the lifetime of 
a polic e building. () 

® Security: The overall design and physi
cal layout of a police station should " 
contribute to the physical safety of those 
who work there. The design should in
corporate a variety of features that will 
reduce the possibility of sabotage or 
vandalism. However I none of these 
features should be readily apparent to 
persons passing by or entering the build
ing. Nothing in the appearance of a 
police facility should suggest that the 
department is in any way concerned with 
security. 

The design of a police station should 
eliminate the need for persons working 
in the building to be overly concerned 
about their personal safety. The arrange
ment of the various entrances and circu
lation areas should make it possible tq:''" 
control public access to all parts of the 
building with a minimum of inconven-
ience . 
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@ Attractiveness: A police station should pro
vide a pleasant working environment for the 
people who are employed there. Colors and 
textures should be combined with effective 
lighting to produce an interesting and in
viting atmosphere. Few factors are more 
important to the maintenance of high morale 
among police employees than is the aesthet
ic quality of their facilities. The interior 
design of all operational areas in a police 
building should reflect an image of profes
sionalism and efficiency. 

The contemporary emphasis on developing a 
$> 

closer working relationship between police 
departments and the ·larger community under
scores the importance of attractive facilities. 
The architectural design of police stations 
should encourage the public to make fre
quent use of those facilities. Monumental 
deSigns with imposing entrances are no 

• 

longer considered appropriate for community • 
police stations. The application of this 
principle can be seen in the design of banks I 
branch libraries I and many other kinds of 
public buildings. 

@ Operational Efficiency: All of the operation
al areas contained in a modern police sta
tion should be designed in a manner that 
will promote a highly efficient work-flow. 
Plans for each area should be developed only 
after a thorough analysis of the tasks that 
will be performed in that part of the building. 
This analysis will require architects and all 
others involved in the design proces s to be 
familiar with the details of all major depart
mental operations. 

" 

The relationships between the various areas 
incorporated into a police facility should 
reduce to a minimum the amount of effort 
required to complete routine opeJations. 
Functional relationships within .the organi-
zfat,ion should be reflected in the placement • 
o mterior spaces. Movement between work 
areas should not interfere with operations 
being conducted in other parts of the bUild-
j.ng. Every detail of a p()lice facility should 
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be consistent with the goal of maximum 
operational efficiency. 

RELATIONSHIP OF FACILITY 
DESIGN TO SYSTEM MASTER PLANS 

Under normal circumstances, considera
tions related to facility design should be 
deferred until a master plan for the de
velopment of a comprehensive law en
forcement system has been developed. 
Facility design and construction should 
be seen as part of the final phase of the 
law enforcement system planning process. 
The earlier stages of this process are 
described in detail in section B of the 
Guidelines. 

One of tne major issues that should be 
resolved in the course of developing a 
system master plan is th~ degree of cen
tralization that is desired in conducting 
various police operations. A system 
master plan may call for the development 
of various staff and auxiliary programfiT~;\) 
be conducted in an Administrative and'"'--,-' 
Technical Services Center (see section 
D2f). The plan rimy call fot a network 
of decentralized facilities to serve as a 
base of operation for most field service 
programs. 

The development of a higher degree of 
cooperation between police departments 
in establishing and maintaining technical 
support programs will have far reaching 
implications for the design of law en
forcement facilities. System master 
plans in most cases will involve a num
ber of separate police departments serv
ing adjacent communities. Therefore', 
the design of a police station in anyone 
of those communities should reflect the 
involvement of that department in the 
interagency law enforcement system. 
(Criminal justice facility networks are' 
described in section Dl-4n.) 
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The facility planning process should be 
preceded by a thorough analysis of all 
proposed and existing programs. The pro
grams that will be conducted in the facility 
along with those that will use the building 
as a base of operation should all be identi
fied. The present and future law enforce
me.nt needs of the area to be served by the 
facility should be carefully evaluated. An 
effort should be made to determine the ex
tent to which each category of police ser
vice will be expanded or modified in future 
years. Failure to anticipate the growth" of 
departmental programs is a major source of 
premature obsolescence in police facilities. 
The development of new programs is another 
common ca us e of overcrowding in police 
facilities. A comprehensive system master 
plan should include accurate proj ections of 
future program development. 

OVERVIlNi OF THE 
FACILITY PLANNING PROCESS 

The facility planning process can be di
vided into two basic phases. During the 
first phase design criteria for the total 
structure and for each major component 
within the bunding are determined. Criti
cal information that will be used in the 
later architectural phase of the process is 
assembled and basic policy issues re
solved. The purpose of this pre-design 
phase is to translate. the department i s 
present and future operational requirements 
into a statement of facility needs. Many 
of the decisions that will determine the 
approximate size and architectural char
acter of the proposed facility are made 
during this phase of the process. 

The second phase of the facility planning 
process consists of architectural program
ming and the development of the schematic 
design and other construction documents. 
At the completion of this phase the agency 
or municipality will be in a position to 

• 

• 
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project planning team : 

department planning officer : 

enter into negotiations with contractors 
and to invite bids on the proj ect. It 
is in this phase that detailed architec
tural drawings are prepared and plans 
for site development completed. 

PARTICIPANTS IN THE 
FACILITY PLANNING PROCESS 

The first step in the facility planning 
process is to establish a project planning 
team. This group will be responsible for 
developing the des ign specifications for 
the proposed building. It must assemble 
all of the data and basic documents that 
will be used by the architects during the 
later programming and design phase of 
the planning proces s . 

The size of the planning team will vary 
depending on the scope of the proj ect. 
It will also depend I to some extent I on 
the amount of time the members of the ,J 
team are able to devote to planning ac
tivities. 

Approximately half of the members of a 
police facility planning team should be 
professionals in law enforcement or re
lated criminal justice fields. In most 
situations this portion of the team can be 
s elected from the staff of the police de
partment. The other half of the planning 
team should be made up of citizen volun
teers. They should be selected on the 
basis of their interest in improving po
lice services in the community and their 
ability to devote time to a proj ect of this 
nature. 

It is usually appropriate for the police 
chief to assign one of the senior members 
of his department to work directly with 
the proj ect planning team throughout the 
pre-design phase. In order to devote 
the time required to gathering the data 
that the planpitrg team will need I this 
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person should be relieved of most other 
duties in the department. 'The police de
partment. planning officer is the person who 
would normally be assigned to this function. 

police deparment employees: Although it is the responsibility of the pro-
j ect planning team to bring together the vari-
0us documents ~md information that will be 
needed during the pre-design phase I many 
members of the police department will be 
asked to become involved in the planning 
process. They may be asked to conduct 
special surveys pertaining to the operations 
in which they are engaged. Before the pre
design phase has been completed all of the 
officers and civilians who will eventually 
use the new facility should have been given 
an opportunity to make suggestions to the 
proj ect planning committee. The chairman 

• 

of the committee should designate one mem
ber to elicit written suggestions from all 
employees of the police department. Those 
who are engaged in conducting specific pro- • 
grams are often an excellent source of ideas 
for developing the design criteria for the 
facilities needed for those operations. 

Proj ect planning teams charged with develop~ 
ing basic design criteria for an interagency 
Admini&tl"ative and Technical Services Center 
(see section D 2f) should be composed of 
representatives from each of the departments 
that are expected to use the resources of the 
facility. The team should also include citi
zen representation from each municipality 
whose policE;I department will be served by 
the staff of the ATSC • 

professional consultants: Police facilities often contain technical 
components that will require the planning 
assistance of professional consultants. This 
is particularly true of a police headquarters 
facility or an ATSC. The proj ect planning 
team should consult with technical experts 
in developing equipment specifications and 
design criteria for the following facility 
components: 
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the architects: 

• Firing ranges and weapons tra.ining 
areas 

• Crime laboratories 

• Communications center 

• Microfilm processing a,r1:ras 

., Photographic laboratories 

• Televisi.on production studios 

,. Computer key punch and terminal 
aCCess areas 

• Vehicle and electronics maintenance 
shops 

Another major participant in the facility 
planning process is the architect. Al
though most of the architect l s input into 
the proj ect win come during the program
ming and destgn phase I it is generally 
advisable for him to become involved 
during earli/ar phases of the process. He 
should participate in the deliberations of 
the proj ect planning team and make him
self available to the members of that 
group as a technical consultant. There
fore I it is recommended that an architect 
be selected early in the facility planning 
process. This will give him ample op
portunity to acquaint himself with the 
system master plan and with the various 
programs currently conducted by the po
lice department. 

The basic architectural service::; provided 
for in a standard contra.ct include the 
following: 

.. Schematic de'sign 

• Design development 

• Preparation of construction documen.ts 
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• Bidding and negotiation with construction 
contractors 

• Administration of construction contracts 

Police buildings are often very complex 
structures incorporating a large number of 
functionally interrelated components. The 
level of complexity is particularly great in 
the <:::ase of a police headquarters facility 
or an ATSC • Both of thes e types of build
ings tend to be far more complicated and 
demanding in their architectural require
ments than is the average hospital or 
secondary school building. Therefore I it 
will be necessary for the architect to 
engage in extensive programming and pro
j ect analysis before he begins to develop 
preliminary schematic des igns • 

In preparing a contract for architectural 
services it is recommended that the Archi
tect's Handbook of Prefes s ional Practicel 

be consulted. "Project analysis services" 
and "design and planning services" are 
discussed in Section 9 I page 12 and Sec
tion 20 I page 2 of the 1972 edition of the 
Handbook. A contract for architectural ser
vices for a police facility should normally 
include a clause requiring a space analysis 
and survey of user needs for each opera
tional component. This implies program
ming services that are somewhat more ex
tensive than those normally provided under 
a standard architectural contract. In some 
cases it may be advisable to obtain the 
services of someone other than the archi
tect to conduct a space analysis and a 
survey of user requirements. The documen
tation which should be made available to 
the proj ect planning group prior to the time 
the architect begins work on preliminary 
schematic designs is discussed below • 

lAmerican Institute of Architects I Handbook of Professional Practice, 
(Washington, D. C.: A. LA. I 1972). 

• 
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FACILITY PLANNING PROCESS: 

PRE-DESIGN PHASE 

The proj ect plannin:g team should first 
consider the general character of the 
proposed facility. They should begin 
listing the major components that will 
probably be incorporated tnto the build
ing;. Assuming that the work of facility 
planning is undertaken during the sixth 
and final stage of the law enforcement 
planning proces S I they should consult 
the system master plan to determine the 
relationship of the proposed bUilding to 
other facility components in the total 
system. (See section B3 for a detailed 
description of the preceding five stages 
in the planning process. Note espeCially 
the diagram of the six phase process ap
pearing on pp. 3.10-3.11.) 

There are five types of law enforcement 
facilities that should be considered in 

3,11 
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determining the basic character of the C 
proposed building - police headquarters 
or Administrative and Technietol Services .-
Center (ATSC); independent police sta- C"" 
tion; community police station {CPS) or 
satellite facility neighborhood walk-in

J C 
facility; criminal justice training aCademY., 
Each of these five facility types is des-, ,." 
cribed in subsequent parts of section D/' I 'V" 

Having determined the basic characte,:t of ...-. . 
the propos ed facility I the p1anni,n9' tE!~am ..... 
should next develop a set of criteria that 
will be used to evaluate proposals pre
sented during the later stages of the 
planning process. They should consider 
using the planning principles that were 
formulated during Phase 20f the law (:> 

enforcement system planning process. 
(See pages B 3.27- 3.34.) 

It is the responsibility of the chairman 
of the facility planning team to ensure 
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that a consensus has been reached con
cerning the evaluation criteria before pro
ceding to the next phase of the planning 
process. These criteria will be used to 
evaluate the design features that are pro
posed for each part of the building. They 
will also be used in the site selection pro
cess. (See section B 4 for examples of 
planning principles that might be adopted 
in this contE?xt.) 

The planning group should now be in a posi
tion to prepare a complete list of the major 
facility components that will be incorporated 
into the propos ed building. This should not 
be a list of specific rooms. Rather, it 
should include general operational areas and 
work spaces. The following are components 
that might be included on such a list: 

• Lobby/Reception Area 

• Criminal Identification Area 

• Juvenile Operations Area 

• Booking and Temporary Holding Area 

• Detectives Work Area 

• Professional Staff Center (see section 
F 80.) 

• Communications Center 

• Evidence Analysis Lab and Storage Vault 

• Research Library 

• Planning and Evaluation Area 

Each of the components included on this list 
should be analyzed to determine whether or 
not it is appropriate to the type of facility 
for which the plans are being developed. 
The possibility of eliminating certain com
ponents in order to improve space utilization 
or to enhance the character of the building 

• 

• 
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should be considered. The possibility 
of alternative arrangements for the fol
lowing types of facility components 
should be considered: 

• Property storage - Can a warehouse 
located in some other part of the City 
be used for this function? 

• Cell block - Is a central lock-up or 
intake serv-ice center available for 
detaining arrestees for periods greater 
tb":.;l four hours? 

• Firing range - Are alternative facilities 
available for conducting routine weap
ons training? 

• Vehicle maintenance garage - Can this 
function be performed in facilities lo
cated in some other part of the city? 

Elimination of anyone of these compo
nents will have a significant impact on 
the scale and architectural character of 
the proposed building. It will also in
fluence the overall cost of land acquisi
tion and construction. 

Once tentative agreement has been 
reached concerning the maj or components 
that are to be incorporated into the pro
posed building, the facility planning 
team should begin to develop design cri
teria. During this phase of the process 
the facility requirements of each opera
tion that will be conducted in the build
ing will be thoroughly evaluated •. Much 
of the data that will be require~ to ac
complish this evaluation should have 
been gathered during earlier stages of 
the system plannirlg process (see Sec
tion B I pp. 3.27-3.34). The task of the 
planning team will be to apply this data 
to the development of design criteria for 
each of the facility components. -
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There are five basic planning documents that 
will be required at this point in the ;:)foces s • 
These documents will also be critical in the 
later programming and architectural design 
phases of the facility plannill:g process. 
Therefore, the planning team should attempt 
to prepare these documents proceeding with 
the development of facility design specifi
cations. 

Organizational Chart: This chart should in
clude all programs or operational components 
that will be assigned space in the proposed 
facility. If the system master plan (see 
Section B, pp. 341-346) calls for the devel
opment of additional department programs 
at a later date, these organizational compo
nents should be indicated on the chart. The 
probable dates for the activation of new pro
grams should also be included on the chart. 
A ten-year frame of reference should be used 
in preparing the organizational chart. This 
will give the planning team and the archi
tect a clear concept of the organization as 
it will be structured ten years after the pro
posed bUilding is completed. 

In developing organizational and program 
projections in the context of the facility 
planning proces s, it is important to take 
into account the amount of time required to 
complete proposed building. In some cases 
the planning, design 1 and construction pro
ces s may require more than five years. Pro
jections should normally be based on the 
ten-year period following initial occupancy 
of the bu.ilding. 

• 

• 

Table of Personnel anc!..].q)lipment: Effective 
facility planning must be guided by a clear 
understanding of the future scale of all or
ganizational units that will be conducting 
operations in the proposed building. There
fore I a table indicating the number of de-
partment employees 5ssigned to each of the • 
operational components on the organizational 
chart should be prepared. This table should 
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SAMPLE: 

also indicate all of the major items of 
furniture and equjpment that are located 
in the area of the building that is used 
for each operation. 

The table of personnel and equipment 
should be divided into three vertical 
columns (see example below). The first 
column contains tabulations of personnel, 
furniture, and equipment in the existing 
organization. The second column con
tains proj ected figures for the time the 
building is expected to be completed. 
Column three should reflect organization
al manpower and equipment ten years 
following the date of initial occupancy. 

TABLE OF PERSONNEL AND EQUIPMENT 

Investigation EXisting Initial Ten Year 
Division Organization Occupancy (1978) Projection (1988) 

Chief' 01 Inve6ftrafioYl 1. 1. 1. 

Aclrointstmiive 5earefar,( 0 1- .1. 

5vfet"visPr' 0 1- .P 

.Pete~lft·ves 4 6 15 

Clerk / 7jfief .2 .3 e 

Filinq Cabinef 8 J.Z 1.8 

j}e 6k 8 .1.0 26 
. 

5/ora1e Uu,{t 0 1. i 

W~Y17 keker 0' :J. 1-
iJA. 
r 

~~ - . 

Data in this table should be based on 
program projections contained in the sys-
tem master plan. Although the ten year 
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personnel and equipment projections are SUb-e 
ject to revision they will provide a reason-
ably accurate basis for determining facility 
requirements. 

Department Policy Manual: Both the facility 
planning team and the architect will require 
a written statement of the rout.ine procedures 
followed in conducting each major program. 
This information is nonnally contained in a 
police department policy manual. 

In the absence of such a document I the per
son in charge of each organizational unit 
should be asked to prepare a brief descrip
tion of the procedures followed in conducting 
the programs for which he is responsible. 
He should also prepare a statement of opera
tional obj ectives • 

It is the responsibility of the members of 
the planning team to familiarize themselves 
with the standard operations conducted by 
the police department. The process of de
veloping an up-to-date policy manual will 
assist them in accomplishing this objective. 
The architect will also use this document in 
familiarizing himself with department opera
tions during the programming phase of his 
work. 

Security Plan: This document should contain 
a statement of the procedures that will be 
followed to insure the safety of personnel 
and equipment in the proposed building. The 
plan should include a description of the way 
the public will be received and handled while 
in the building. 

All operational areas in the proposed facility 
should be divided into two or more security 
classifications. This will assist the ar
chitect in grouping facility components ac
cording to the degree of security- risk in-

• 

volved. Equipment and activities that are e 
particularly vulnerable to sabotage or van-
dalism should be noted in the security plan. 
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Guidelines for Public Tours of the Build
ing: There are many benefits to be de
rived from conducting complimentary 
tours of police facilities. Therefore I the 
planning team should give. careful con
sideration to the procedures that will 

. normally be followed in escorting groups 
through the proposed building. 

A list of operational areas that will be 
routinely shown to the public should be 
prepared. Circulation spaces within the 
building should be arranged to facilitate 
tours of this nature '. Proper design will 
enable the department staff to conduct 
tours without disrupting operations or 
jeopardizing building security. 

Having prepared these five basic docu
ments the planning group should begin to 
develop design criteria for each of the 
major operational areas that will be in
cluded in the proposed building. For 
planning purposes I programs that will be 
conducted in a common operational space 
should be grouped together. Programs 
that are functionally interrelated but that 
require separate areas should be so des
ignated. In this way the planners will 
be able to identify the specific facility 
components that must be incorporated 
into the building. They will also have a 
cleart:1r understanding of the spatial re
lationships that must exist between the 
various operational areas. (An example 
of a diagram showing the functional re
lationships in a large Administrative and 
Technical Services Center can be found 
on page B 8.5.) 

When the programs and operations that 
will be conducted in the various parts of 
the building have been diagramed I the 
planning group should prepare a facility 
component specification sheet for each 
major area. The purpose of these sheets 
':Will be to assist the architect in develop
ing a program and in preparing schematic 
drawings. .. 

3.17 

>. .. .-



D 
FACIlITY COMPONENT SPECIFICATION SHEET 

-....;Olj • Area Designation 

Activities: Ambience: 

Occupancy: 
Category 1 Category 2 

total 1= total 2= 
I-~~:=::"":::'-'-----------------==::;:""-=----'-, ... ---------I 

Furniture and Equipment: 
Quantity ~ 

• 
Architectural Feature s : 

Spatial Relationships: 
Close proximity desired Clos e proximity not de sired 

Estimated Area Required: 

• 
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The format of a facility c01iJ.ponent speci
fication sheet should contain eight basic 
elements. The. following information is 
provided to assist the members of the 
planning group in preparing this type of 
document. 

Area Designation: This should be a brief 
identifying label for the operational area. 
It should not include a detailed descriP
tion of activities or operations that will 
be conducted in this part of the buildirlg. 

Activities: A complete list of all pro
gram-related activities should be includ
ed in this section. These items should 
be very clear and concise. Examples of 
activity descriptions that might be enter
ed in this space include the following: 
5-10 man planning sessions, confidential 
interviews between detectives and infor-
mants, reading and report preparation, 
temporary detention of arrestees . 

Ambience: This space is sued to describe 
the general mood or character that is de
sirable in this part of the building. Ex
amples of adjectives that might be used 
in this section include the following: 
dignified, qUiet, warm, efficient, infor
mal, and inviting. 

Oqcupancy: By reviewing the proj ections 
contained in the table of personnel and 
equipment the planning group should be 
able to develop accurate estimates of 
the number of people who will occupy 
each part of the building under normal 
operating conditions. . The police manuaL 
should be consulted in order to determine 

:3.19 

the number of people occupying various ./' aI-I 
parts of the building in times of emer- '''-u._ 
gency or increased operational readiness. 

d The estimates should be based on the __ 
date of initlal",occupancy for the proposed ,,, .' 
building. ' ~ 
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The statement of expected occupancy con
sists of b/'10 parts. Category 1 includes all 
departments who will normally be assigned 
to the area during peak work periods. Cate
gory 2 includes officers and civilians other 
than those assigned to the area. 

Architectural Features: A list of all of the 
major built-in features considered esSen
tial for the efficient operation of the pro
grams conducted in this part of the building 
should be prepared. Items that might be 
entered under this heading include shelves I 
cabinets I storage vaults I service counters I 
and Sinks. 

Furniture and Equipment: All major items of 
furniture and equipment that will be required 
to conduct operations in the area under con
sideration should be listed in this part of 
the sheet. The table of ' personnel and equip
ment should be used to determine the items 
that will be required at the time the building 
is completed. Manufacturer· s sp ecification 
sheets should be consulted for the dimen
sions of all new items that will be installed 
in the area. 

Spatial Relationships: The degree of proxim
ity that is bep!'<\l'een this area and other parts 
of the building should be indicated here \ If 
the area should have direct access to a re
stricted entrance or to a sally port I this fact 
should also be noted. This data will assist 
the architect in preparing a relationship ma
trix for the proposed building. 

Estimated Area Required: The following fac
tors should be considered in developing esti
mates of the total amount of space that 
should be allocated to each facility compo
nent: 

• 

• 

• Total number of people occupying the area 
during peak work periods. (This estimate 
should be for ten years after the date Of. 
initial occupancy. 
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• Equipment and furniture required for 

the operations conducted in the area. 
This estimate should also be based on 
a ten-year proj ection. 

• Nature of the activities that are ex
pected to take place in this component 
of the building. 

In preparing estimates of space require
ments it is advisable to obtain the ser
vices of an architect or engineer with 
considerable experience in this field. 
Normally I a range of probable space re
quirements should be stated I rather than 
a specific figure. The architect who will 
eventually use this information in pre
paring schematic designs should be given 
maximum leeway in determining the actu
al size and configuration of each facility 
component. 
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It should be noted that the overall size aft 
of the proposed facflity cannot be deter- I ~ •• 
mined by actding together the estimates of ,$ ,",~,",,"J"'" 
area requirements c,ontained on the COln.- '-':":1, 

panent specification sheets. Additional .-
space for utilities and Circulation may C 
amount to more than thirty percent of the . 
area required in the proposed facility. C 
Two of the surveys described in Section 
A of the Guidelines can be used to ob
tain data that will assist the planning 
group in determining future requirements 
for temporary holding facilities. The 
survey of persons detained for public 
intoxication (A9) will provide an accurate 
measure of current department practice. 
Police departments have traditionally 
been given the responsibility of providing 
custodial services for persons suffering 
from the effects of excessive drinking. 
However I in a growing number of com
munities detoxification clinics are now 

'j 

available to cope with this problem. One 
of the main reasons that these agencie'g 
have been developed is ,to give police 
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departments a practical alternative in deal
ing with the problem of public inebriety. 
Before deciding on the amount of space that 
will be required for detaining intoxicated 
persons, the planning group should investi
gate the availability of detoxification ser
vices in the community. Local affiliates of 
the National Council on Alcoholism can be 
very helpful in this area. 

A second survey that will assist the facility 
planning group in evaluating the need for 
temporary holding facilities is A 11. This is 
a survey of adults held in police custody 
for periods of up to four hours. The policy 
recommendations of the system master plan 
should be reviewed· to determine their po
tential impact on processing arrestees. If, 
for example, a field citation program (see 
Section C 4f) is to be adopted at some future 
date, this policy will have a direct impact 
on the need for holding facilities in police 
buildings. 

The planning group should also seek to de
termine the future availability of local cor
rectional facilities for arrestees requiring 
high security provisions. Plans for estab
lishing an intake service center or community 
corrections center may eliminate the need 
for the police department to maintain high 
security cell blocks. In most situations it 
would be advisable for representatives of 
the facility planning group to enter into ne
gotiations with state and It:)cal correctional 
officials in order to determine the implica
tions of future plans for the operation of the 
police department. 

The facility component specification sheets 
will form the core of the planning committee's 
report to the architect. Having completed 
these sheets the committee will have an ac
curate idea of the department's present and 

• 

• 

future facility requirements. The members • 
of the committee have prepared all of the 
documents that will be needed to communi-
cate these requirements to the architect once 
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he is selected. As noted above r it is 
generally advisable to select the archi-
tect during the pre-design phase so that 
he will be able to participate in the de
liberations of the facility planning group. 

Before undertaking the design phase of 
the facility planning process a number of 
alternatives should be carefully consid
ered. It may be possible to accomplish 
all or some of the architectural obj ectives 
propos ed by the planning group without 
constructing a new building. 

First, the feasibility of continuirlg to use 
the existing police building should be 
considered. If the building is found to 
be structurally sound, the possibilities 
for renovation and expansion should be 
explored. A space analysiS should be 
undertaken to determine whether or not 
the architectural objectives contained in 
the facility planning group I s report can 
be realized within the existing police 
building. 

One possibility that should be explored 
in many situations involves redefining 
the present police headquarters as an 
Administrative and Technical Services 
Center. U sing this approach 1 the eXist
ing building would no longer be used as 
a base of operations for field service 
programs. By eliminating all operational 
spaces related to patrol, criminal inves
tigations I juvenile operations, traffic I 
and booking of arrestees, the former 
facility might be sufficiently large to 
house all facility components used in 
conducting staff and auxiliary programs. 
Under this arrangement I the existing po
lice station would contain the following 
types of components ~ . 

• Chief's office and other administrative 
functions 

• Communications center 
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• Central records and data processing 

• Career development (personnel) and 
training 

• Oriminal identification bureau 

• Planning and evaluation 

• Legal apvisor l s office 

• Internal investigation 

• Crime analysis unit 

In many cases an existing police station 
may contain sufficient floor space to ac
commodate all of these administrative and 
technical support operations for many years 
into the future. The facility planning group 
might then recommend the development of 
two or more community police stations to 

• 

be located in various parts of the area served • 
by the department. Facilities of this nature .. 
involve a much smaller financial investment 
than would a conventional mUlti-purpose po-
lice headquarters building. (For a des-
cription of the Community Police Station con-
cept see Section D If .) 

FACILITY PLANNING PROCESS: 
PROGRAMMING AND DESIGN PHASE 

At this point in the planning process the ar
chitect should begin to prepare a standard 
set of programming documents. Much of the 
information that he will require is contained 
in the report of the facility planning group 4 

However I it will be necessary for him to 
conduct further research as he begins to 
determine the architectural details of the 
proposed building. 

The architect's program should be submitted 
to the facility planning group for review and • 
final approval before he begins to develop 
preliminary drawings for the project. An 
architectural program will nomally contain 
the following documents: 
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• An activity relationship diagram indi
cating work and traffic flow within the 
propos ed building. Routine personal 
contacts (other than by phone) should 
be indicated in terms of the times per 
week they occur. Preparation of this 
programming document will normally 
involve interviewing all department 
employees whose operations will be 
conducted in the facility. 

• A relationship matrix indicating the 
desired level of proximity between all 
of the major operational areas in the 
propos ed building. 

• A summary statement of the design 
criteria for each operational compo
nent. In the case of communications 
centers, microfilm processing areas 
and other technical components, 
statements of design criteria should 
be developed by the architect in col
laboration with profrMsional consul
tants. 

• A relationship diagram for each major 
facility component indicating the spa
tial relationships between the various 
activity zones. Auxiliary spaces such 
as storage closets and restrooms that 
are to be incorporated into each com
ponent should also be indicated on 
these diagrams.' 

• Personnel, equipment, and space a
nalysis for each of the major facility 

I' 

components in the proposed building. 
This data should be presented in two 
parallel oolumns. Data in the first 
column refers to space utilization as 
of the expected tim'e of initial OCCU-. 

pancy. The second column contains 
data proj ections for ten years after the 
building will be completed. This c 

analysis will include estimates of 
.,space requirements for department em
ployees~pd !,)thers who are expected 
to u~e each facility component. It 
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will also contain estimates of the space 
required for all major items of movable 
and built-in equipment. 

Other documents that should be made avail
able during the programming phase include 
the following: 

• Appropriate building codes 

• Zoning ordinances 

• Restrictive covenants 

• Subsurface investigation - soil boring and 
laboratory analysis to determine geologi
cal profiles and r:elative strengths, com
pressibility, water table and other site 
characteristics 

• 

All of these documents will contain infor
mation that may have a direct influence on 
the design of the proposed facUJty. Wb..en • 
this material ha.s been reviewed and n.p-
proved by the facility planning group the 
architect should begin development of a 
schematic site development plan. This 
plan indicates the relationship of the pro-
posed facility to the surrounding buildings. 
The probable shape of the building together 
with its placement on the Site is indicated. 
Parking spaces and pedestrian walkways are 
also indicated on the site development plan. 

Preliminary drawings of the proposed facility 
can now be prepared. The scale and rela
tionship of the building components will be 
indicated in a schematic design. At this 
time the architect should also prepare art 
estimate of the cost for the total proj ect and 
a proposed time schedl..\le for site preparation 
and construction of the building. 

When the preliminary schematic design and 
sitf~ plan have been approved I the architect • 
will proceed with the development of a set of 
final drawings and other construction docu-
ments. He will then be in a position to enter 
into the bidding and negotiation phas e of the 
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proj ect. Contract dOduments prepared by 
the architect should include specifica
tions of the materials to be used, as 
well as equipment construction systems 
and standards of workmanship. 
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glossary of architectural terms 

The definitions included on the following list are taken from the Glossary of 
Con~truction Industry Terms published by the American Institute of Architects. 1 

Familiarity with these standard architectural terms can be helpful to police 
administrators and others involved in the facility planning process. 

Addendum: Written or graphic instru
ments issued prior to the execution 
of the contract which modify or inter
pret the bidding documents, including 
drawings and specifications, by 
additions I deletions, clarifications 
or corrections. Addenda will become 
part of the contract documents when 
the construction contract is executed. 

Architect: Designation reserved, 
usually b~llaw, for a person or organ
ization professionally qualified and 
duly licensed to perform architectural 
services I including analysis of pro-
j ect requirements I creation and de
velopment of the proj ect design, pre
paration of drawings I speCifications 
and bidding requirements I and gener
al administration of the construction 
contract. 

Associate (or ASSOCiated) Architect: 
An architect who has a temporary 
partnership I j oint venture or employ
ment agreement with another archi
tect to collaborate in the performance 
of services for a specific project or 
series of proj ects. 

Base Bid: Amount of money stated in 
the bid as the sum for which the bid-

der offers to perform the work, not in
cluding that work for which alternate 
bids are also submitted. 

Basic Services (of the architect): The 
architect's basic services consist of 
the following five phases: schematic 
des igni design developmenti construc
tion documents; bidding or negotiation; 
and construction contract administra
tion. 

Bidding or Negotiation Phase: The 
fourth phase of the architect's basic 
services, during which competitive bids 
or negotiated proposals are sought as 
the basis for awarding a contract. 

Boundary Survey: A mathematically 
closed diagram of the complete periph
eral boundary of a e:Ji?", reflecting 
dimensions, compas's--);;darings and 
angles. It should bear a licensed 
lanct surveyor's signed certification I 
and may incluqe a metes and bounds 
or other written description. 

Change Orden A written order to the 
contractor signed by the owner and 
the architect, issued after the exe
cution of the contract I authorizing a 
change in the work or an adjustment 

1 The American Institute of Architects. Glossary of Construction TermS. 
(Washington, D.C.: A.LA" 1970). 
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Chang'e Order (Cont'd): in the con
tract sum 01' the contract time. A 
change order may be signed by the at ... 
chitect alope, provided he has written i 
authority from the owner for such pro
cedure and that a copy of such writ-
ten authority is furnished to the con
tractor upon request. A change order 
may also be signed by the contractor 
if he agrees to the adjustment in the 
contract sum or the contract time. The 
contract sum and the contract time 
may be changed only by change order. 

Comprehensive Services: Professional 
services performed by the architect in 
addition to the basic services I in 
such related areas as proj ect analysis, 
programming, land use studies, fea
sibility investigations, financing, 
construction management and special 
consulting services. 

Construction Documents Phase: The 
third phase of the architect's basic 
services. In this phase the architect 
prepares from the approved design de
velopment documents, for approval by 
the owner, the working drawings and 
specifications and the necessary bid
ding information. In this phase the 
architect also assists the owner in the 
preparation of bidding forms, the con
ditions of the contract, and the form 
'of agreement between the owner and 
the contractor. 

Construction Phase--Administration of 
the Construction Contract: The fifth 
and final phase of the architect's ba
s1c services, which includes the ar
chitect's general administration of 
tb"e construction contract(s) • 

\'1 . 

Consultant: An individual or organi
zation engaged by the owner or the ar
chitect to render professional con-

sulting services complementing or 
supplementing the architect's services. 

Contract Documents: The owner-con
tractor agreement, the conditions of the 
contract (general, supplementary, and 
other conditions), the drawings, the 
specifications, all addenda issued 
prior to execution of the contract, all 
modifications thereto, and any other 
items specifically stipulated as being 
included in the contract documents. 

Design Development Phase: The sec
ond phase of the architect's basic 
services. In this phase the architect 
prepares from the approved schematic 
des ign studies, for approval by the 
owner, the design development docu
ments consisting of drawings and other 
documents to fix and describe the size 
and character of the entire proj ect as 
to structural, mechanical and electrical 
systems, materials and such other 
essentials as may be appropriate. The 
architect also submits to the owner 
a further statement of probable con
struction cost. 

Drawings: The portion of the contract 
documents showing in graphic or pic
toral form the design, location 
and dimensions of the elements of a 
project. 

E levation: (~) A two-dimensional 
graphic representation of ' the deSign, 
location and certain dimensions of the 
proj ect, or parts thereof, seen in a 
vertical plane viewed from a given 
direction. (2) Distance above or below 
a prescribed datum or reference pOint •. 

Feasibility Studv: A detailed investi
gation and analysis conducted to deter
mine the financial, economic, techni
calor other advisability of a proposed 
project. 

~------------------------.--------~------------------------------~ 
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Job Captain: Member of the architect's 
staff normally responsible, on a given 
project, for the preparation of drawings 
and their coordination with other docu
ments. 

Module: (1) A repetitive dimensional 
or funQtional unit us ed in planning I 
recording I or constructing buildings or 
other structu.res. (2) A distinct com
ponent forming part of an ordered 
system. 

Plan: A two-dimensional graphic rep
resentation of the design 8 location and 
dimensions of the proj ect, or parts 
thereof, se'en in a horizontal plane 
viewed from above. 

Preliminary Drawings: Drawings pre
pared during the early stages of the 
design of a project. 

Program: A written statement setting 
forth in detail the conditions and 
requirements for a proj ect • 

Proj ect Cost: Total cost of the proj ect 
incl uding profes s ional compensation I 
land costs I furnishings and equipment I 
financing and other charges I as well 
as the construction cost. 

Record Drawings: Construction draw
ings revised to show significant 
changes made during the construction 
process, usually based on marked-up 
prints I drawings and other data fur
nished by the contractor to the 
architect. 

Rendering: A perspective or elevation 
drawing of a proj ect or portion thereof 
with an artistic delineation of materi
als I shades and shadows •. 

-

iJ 

Schematic Design Phase: The first 
phase of the architect's basic serv
ices. In this phase, the architect 
consults with the owner to ascertain 
the requirements of the proj ect and 
prepares schematic des ign studies 
consisting of drawings and other 
documents illustrating the scale and 
relationship of the proj ect components 
for approval by the owner. The 
architect also submits to the owner 
a statement of probable construction 
cost. 

Section (drawing): A drawing of a 
surface revealed by an imaginary 
plane cut through the proj ect I or por- . 
tion thereof I .in such a manner as to 
show the corr;lposition of the surface 
as it would appear if the part inter
vening between the cut plane and-
the eye of the observer were removed. 

Specifications: A part of the contra~t 
documents contaitJ'ed in the proj ect 
manual consisting ,of written descrip
tions of a technical nature of mate
rials I equipment construction 
systems I standards and workmanship. 

Survey: (1) Boundary and/or topog
raphic maping of a site. (2) Measur
ing an existing building. (3LI'.i. '\ 
lyzing a building for use of S'L.:2"A:l. 
(4) Determining owner's requirements 
for a proj ect-. (5) Investigating and 
reporting oi tequired data for a 
project. 

Unit Prices: Amounts stated in a 
contract as prices per unit of meas
urement for m.aterials or services as 
described in the contract document. 

Cr' 
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economics 
Economic considerations are often among 
those given the most weight in decisions 
concerning any building project. They 
frequently outweigh all other considera
tions. But budget limitations alone should 
never be allowed to override the planning 
principles in the evaluation of any issue. 
These planning principles, listed in 
sections B4 through BlO, should be the 
criteria used in assessing proposals and 
in selecting between alternative plans of 
action. They are me1ant to provide plan
ners with a clear understanding of the 
specific obj ectives they intend to achieve. 
Therefore, issues should first be analyzed 
using the planning principles, and then 
in economic terms. 

The key to solving the economic problem 
is efficient planning. If police organiza
tions and programs are given the careful 
consideration they demand, much money 
can be saved. Mistakes can be detected 
and eliminated before they are translated 
into buildings. Effective planning will 
foretell trends in law enforcement, future 
manpower allocation, additional space re
quirements for ,some areas, and realistic 
space projections for others. Adequate 
economic planning implies the study of 
many issues: 

• Function versus economy 

• Construction and permanence 

• Facility size 

• Multi-use space' 

• Existing facilities I continued use 
or adaptation to new use 

• Shared-use facilities 
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c • New facilities 

• Cooperation with other law enforce
ment agencies 

Function versus economy~lrhis problem 
frequently arises when ~!he cheapest means 
of solving a problem is sought. It must 
be remembered that th(~ most economical 
solution is not always the most desirable. 
It is important to have a clear idea of the 
objectives any proposed solution is in
tended to achieve. It is the responsibili
ty of the planning team to see that these 
objectives coincide with the previously 
established planning principles. 

Construction and permanence-A Commu
nity Police Station (CPS), by its very 
definition I is for the community-based 
delivery of police services. This goal 
is best achieved when the CPS is op-

• 

timally located. (See Site Selection I • 

section DUc.) In a rapidly chang-
ing urban area I a CPS might have a use
ful life of less than fifteen years. There 
are two economical solutions in this case. 
Either the initial investment in the CPS 
should be. made small enough that the sta
tion can be abandoned if needed or the 
utilization of modular units that can he 
m\.;)Ved to a new location as the center of 
population changes should be considered. 
(See Flexibility I Section D, page Bc.) 

With the Administrative .and Technical Ser
vices Center (ATSC) I the problem is quite 
different. rhe ATSC is a very large build
ing I and since it is the "hub" for many 
IIradial ll Community Police Stations, its 
location is seldom changed until the need 
for a new ATSC is determined. An ATSC 
building complex might be more feasible 
economically if construction is phased I 
with cost spread out over several budget 
periods. • 
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Facility size-The size of a facilityts 
directly related tq the amount of money 
spent. The planner's natural instinct is 
to economize by reducing size. It should 
be remembered that settling for a facility 
that is just large enough to meet present 
demand is a false economy. On the other 
hand, if planners do not take a realistic 
view of the future I a station can result 
that is "mis-planned I" i. e. I that pro
Vides unnecessary space. An example 
of this type of poor planning is to insist 
on building jail cells with a lot of secur
ity hardware when the clear need is .. for 
temporary detention rooms. If J:he prob
lem is approached realistica::~!. "space 
will be saved. In addition I m~n~y will 
be saved because the cost of cell con
struction is from two .to four times great
er than the cost of detention room con
struction. 

lvfulti-use spaces-One method of build
ing efficiency into a new or existing fa
cility is to provide individual spaces 
with multiple-use potential. The idea is 
to find programs that can share the same 
area. An example of one such multipur
pose room would be a briefing room also 
used as an in-service classroom. De
pending on the size of the police force 
and the space available, the briefing 
room might also include these features: 

• Library/reading corner 

• Exercis e area 

• Report preparation space 

The key to successful multiple use of a 
particular space is good organization 
and adequate storage. 

Existing facilities' continued use or ad,
aptatlon to new use-There are many . 
economic implications to be considered. 

" 
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c when contemplating the continued use of 
a present police facility or other existing 
facility. Existing structures can be an
alyzed by approximate date of construc
tion: 

Prior to 1900: The probable types of con
struction are timber or timber and mason
ry bearing walls. In general, fire ratings, 
saiety exits, heating, and ventilation 
are inadequate. The cost of improving a 
building of this age to meet current code 
requirements would be considerable. Be
fore they are retained, these buildings 
should be given careful scrutiny. 

1900-1920: Such a structure usually con
sists of masonry bearing walls, cast-
iron columns, built-up steel beams and 
girders, brick cinder concrete or flat tile 
floor arches, and massive stone and 
brick foundation walls and footings. Be
cause of the interior columns, buildings 
of this period lend themselves to internal 
space re-arrangements. But upgrading to 
meet fire code standards of adequacy could 
be costly. 

1920-1940: These buildings are typically 
constructed of rolled steel structural mem
bers, masonry bearing walls, concrete 
floors, and sometimes aU-concrete fram
ing. Only limited space changes may be 
possible because of interior bearing walls. 
But usually, remodeling buildings this 
age is quite feasible. 

1940-Present: Modern structures have 
steel beams I girders and columns I ma
sonry bearing walls I bar jOists systems, 
an all reinforced-concrete framing system, 
and reinforced-concrete foundation walls 
and footings. With this type of structure, 
extensive remodeling is possible. Satis-

• 

• 

fying code requirements is seldom a prob- • 
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II economics 
There are many economically feasible 
buildings to choose from when searching 
for an existing facility to renovate. These 
would include: 

Suitable for an ATSC: 

• Factories 

• Office buildings 

• Large school complexes 

• Warehouses 

• Hospitals 

• Large department stores 

Suitable for a CPS: 

• Small churches 

• Restaurants 

• Retail sales stores 

Suitable for a Neighborhood Walk-In Facil
ity or Team Policing Center! 

• Service stations 

• Drive-in restaurants 

• Small shops 

Shared-use faCility-In some situations 
it is more feasible economically for a po
lice facility to be combined with other 
public service agencies. (See section B 5.) 
Again I this alternative must be e-valuated 
in light of the planning principle~~devel-, 
oped in sections B 4 through B10. 

New facilities- When it has been deter
mined that the use of any existing facility 
is not feasible economically I considera-
tion must be given to a new btilding or , 
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building complex. (See section B 3.) 
Although this alternative requires the 
greatest initial commitment of funds I 

in the long run 1 much money can be 
saved through adequate planning. 

• 
Cooperation with other law enforcement 
agencies-The cooperative operation of 
law enforcement programs and purchasing 
functions can economically benefit all 
involved. The economies of scale to be 
derived from the cooperation of all law 
enforcement agencies are many. An auto
mated fingerprint classification system I 
out of the question for a single small po
lice agency, .::)ould quite possibly be ob
tained by sevGlral agencies in a group ven
ture. There are two jOint-purchasing al
ternatives. The first involves the pur
chase of infrequently-used items. Riot 
control equipment is an example. The 
joint purchase alone set of riot equipment, 
to be checked out to any agency needing • 
it, would eliminate the inefficient prac-
tice of every agency having its own set 
of seldom-used equipment. 

Joint purchases of such items as police 
vehicles in quantity enables departments 
to take advantage of quantity discounts 
or of the variations of price and quality 
of prospective items. By care:fully con
sidering planning principles and economy, 
planning can help develop a much more 
efficient police organization. 

• 
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The considered use of color in modern 
law enforcement facilities is highly rec
ommended. It is important to understand 
what can be achieved by the proper use 
of color before making any deciSions a
bout the correct color for any particular 
need. The following five baSic rules 
can help one achieve the harmonious 
balance and ideal proportions p.ossible 
with color. 

Rule 1: To avoid making spaces depress
ing and monoton.ous, refrain from using 
contrasting colors over equal areas. The 
size of the area anyone contrasting co
lor occupies ~':Jhould be determined by its 
brightness. Thus, the smaller the con
trasting area, the more brilliant its co
lor can be. Conversely, the larger the 
contrasting area.f the more neutral it 
should be. Paintings and other color-
ful wall hangings .can be effective means 
of adding contrast to a room. They aid 
concentration by creating visual ref
erence pOints on which the eye can fo
cus in order to relieve the temporary eye 
strain close, detailed. work can cause. 
Using an accent c(:>lor to add a note 

of contrast to th~ surrounding space is 
an effective means of relieving spatial 
boredom. These accents dan easily be 
introduced in: 

.. Doors 

• Window frames 
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>. • Corridors 

• Carpets 
, L!f __ !!!II.!!!!!!!!II II 

• Curtains 

~ F!ling cabinets and other equipment 

• Desks I chairs I and other furniture 
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Rule 2: Patterned areas should be balanced 
with compensating areas of piain colors 
that complement one or more of the baSic 
colors of the patterned area. 

Rule 3: Color should be usedw help pro
duce a sense of good balance even in 
rooms of bad proportion. A ratio of 3:5:7 
for height, width, and length respectively 
is generally considered ideal for a room. 
Light-colored walls and a dark ceiling 
give the impression of a lowered ceiling, 
Clnd the darker the color used, the greater 
i,s the illusion of lowering. Using hOri
zontal accents wiU furth€Jr help give the 
impression of lower ceiling height. Ver
tical accent lines can be used to create 
an illusion of height for an obviously low 
ceiling. Using warm colors for wall sur
faces and white or off-white for the ceil
ing will help create a feeling of increased 
height. The balance of rooms that are too 

• 

long in proportion to their width can be • 
restored by having smaller end walls of 
a fairly deep, "advancing" color, and 
either a light tint of the same color or 
a neutral tint on its longer walls. Rooms 
that are too narrow can seem to have more 
space if part or all of the surfaces are 
painted with "receding II colors of very 
light tints. This will make the room seem 'f 
more spo.cious. 

Rule' 4~ Establishing a common color 
"!i~)oOI~'._ 

~ch('me throughout the entire building 
will link all of the parts in harmony. 
;he color schema and the complementary 
palate for the whole building should be 
chosen carefully. 

Rule 5: The perception of color is affect
ed by many fa'ctors. Selecting paint from 
color chips I or by painting a small area 
of wall or trim can never be an effective 
method. This is because color intenSity 
appears to increase with increases in ar- .-
sa I and because an increase in area means 

~---~----------------------------------------~--------~--~ 
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color 
a grelater degree of reflection of dominant 
colors, as well. This intensification of 
color from reflection is greater in a, small 
room than in a large one. 

Color selection should always take nlC3,ce 
under lighting conditions that dupliccn:~ 
those of thE.\ area for which the color is 
being chosen. The type of sun exposure 
a space will receive should be a deter
mining factor in the correct choice of 
colors. The color scheme should be 
planned to ~uit the time of day or night 
when the space is used most extensively. 

Artificial lighting also affects the way 
a color is perceived. Under lighting 
conditions of high intensity, colors 
tend to IIwash out, \I losing their bril
liance. In areas with a low level of 
lighting I colors darken I losing much 
of their value . 

The color of the light emitted by artifi
cial light sources varies,. Each source 
emits a particular color spectrum, and 
it will enhance only those same colors 
in the environment. This color spectrum 
even varies among different types of 
es sentiallysimilar sources I such as 
fluorescent lamps. Generally I fluor
escent lamps lac:k the red and orange of 
the whole spectrum. Specifically I the 
warm white I cool white, and daylight 
fluorescents e.mit pink, blue, and blue
white light respectively. Therefore I a'll 
colors would be perceived differently 
depending upon the type of fluorescent 
lamp used. 
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Incandescent lampsiare gene~pJ~:s weak ., 
at the purple-blue end of the 'I:>pectrum. I __ 

These lamps tend to give off a yellowish " 
light. Red becomes orange when view~d __ 
uncier incandescent lighting ~ while it ~ "? 
appears grayish when viewed under a "" 
standard flourescent IftPlP •. Thus color ca 

""----______ ~ __ ---"'r ~ 



~-------

D 
2.4 

!<I c should never be considered without also • considering the lighting conditions under 
which it will appear. 

Colors can produce a variety of special 
effects: 

l. Soft and cool-colored surroundings 
have been found highly conducive to 
cohe~'ent thinking and problem-solving. 
These colors are good for use in of-
fice spaces. 

2. Bright warm colors tend to stimu-
late and excite the mind. They are 
most appropriate in areas where 
physical tasks are performed. 

3. Cheerful, bright, playful colors f 
tend to attrae'; peopie. They are 
very effective when used in halls, 
lounges, and res trooms • 

4. Colors in the medium range tend • to average out strong ones to a 
more comfortable level. They 
act as visual cushions, making 
it easier for the eye to adjust to 
bright colors. 

5. Red is a solid, substantial color. 
It can be sharply focused by the 
eye. Por this reason, it can eas-
ily display angles and sharp edqes. 

6. Yellow can be focused even more 
sharply than red. It is good with 

~ 
excef,ldingly sharp, angular forms. 

7. Placing yellOW-green in proximity 
to the skin gives it an unattractive 
appearance. This color should nev-
er be used in walls near people. 

8. Prom a visual standpoint! a soft 
tone of blue-green is the most • flattering of all colors to the human 
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being. This color leaves an after
image of warm pink. ~ink flat
ters the human compl~xion, and 
enhances natural fle~h tones. 

9. Blue tends to blur when viewed 
from a distance. It is better to 
use blue on rounder, softer forms. 

1 n. An off-white color will tend to 
create glare. This constrict~~ 
the pupils of the eyes and makes 
vision foggy. This 'color tends 
to make the human complexion 
appear dull and muddy. It should 
never be used in any room where 
people are trying to concentrate, 
whether visually or ~eritallY. 

11. Brown goes well with the medium 
range of colors. It is to be pre
ferred for use as the darkest col
or in.an office, rather than navy 
blue or black. 

The conslcious use of color in areas 
where the potential for interpersonal 
conflict is high is recommended. Spaces 
that require speciai attention include: 

., Prisoner booking area 

• T,emporary holding rooms 

• Detective's work area 

tt Juvenile operations area 

• Lobby/reception area 

Using att('active colors is one means of 
cQnveyin9 ,an attitude of civility. (See' 
section ri 6e.) The intelligent use of 
color can help create an atmosphere 
that dJ.scourages exces sive displays 
of hostility. " fc 
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Consideration of the possible uses of 
color should not be restricted to police 
facilities alone. The same principles 
discussed above should be applied to 
uniforms, equipment, and vehicles. The 
wise use cf color is important in project
ing and sustaining a positive image for 
the modern law enforcement officer. 

Faber Birren, "Color and thE) Sense of Space 1" AlA Journal, 57 no.3 
(March 1966), pp. 56 - 6]. 

,;,\ , "Color It Color," Progressive Architecture, 
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48 no. 9 (September 1967), pp" 129 - 133 . 

. ' "Psychological Implications of Color and 
Illumination," Illuminatin.9:.]ngineering:" 64 no.S (May 1969), pp. 397 - 402 . 

Pratt and Lambert, Inc. I Architectural Specifications Manual, (Buffalo, 
N. Y.: Pratt and Lambert, Inc., 1973). 
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design for disabled 

There are approximately 18 million dis
abled adults in the United States. The 
term "disabled" refers to a broad range 
of handicapped persons including those 
in wheelchairs, those with leg braces 
and artificial limbs, and persons suffer
ing from heart conditions, blindness, and 
deafness. Si~ce nearly one out of every 
ten Amerioanf; suffers from some form 
of physical dfsability I, it is clear that 
all public service agencies, including 
police departments, should strive to 
make their facilities easily accessible 
to handicapped persons. 

Although law enforcement personnel 
have traditionally been selected from' 
among the healthy and physically fit 
segment of the population, there are 
many pOSitions in police organizations 
that do not require agility and in which 
the handicapped can ,be successfully 
employed. POSitions in this category 
include radio operators, instructors I 
computer programmers I fingerprint I) 

analysts I and crime lab technicians. 

Architectural elements that require 
,-special consideration in designing 
a building for use by ~J;ie disabled 
include the following; 

• Parking spaces 

• Approaches 

e .Entrances <) 

~ Stairs 

• Corridors 
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• Rest rooms 

• Drinking Fountains 

• Telephones 

While certain types of physical handicaps 
may require special accommo¢iations I 

designing for the more demanding conditions 
will generally make it possible to handle 
all problems Safely and conveniently. 

Staff and visitor parking areas adjacent 
to police facilities should include spaces 
specifically designed for handicapped 
persons.. These spaces should be clearly 
identified and reserved for the disabled. 
These spaces should be at least twelve 
fe~t Wide thus providing- sufficient room 
to open up a wheel chair between two 
parked cars. Handicapped persons should 

• 

not be required to cros s busy traffic lanes • 
in going to or frem their parked cars. 

V'lhenever poss:Lole the approach to a 
police facility should be level. If not I 
it should hewe a gentle g'fade, riSing no 
more than one foot for every twelve feet 
in length. Paved surfaces should be of 
nonslip materials. They should be suffi
ciently wide for a person in a wheelchair 
and one on foot to pas s each other. When 
it is necessary to utilize a stairway at 
the entrance I a ramp should be constructed 
with a slope of 1: 12 (elevation:length). 

All pubiic service agency facilities should 
have at least one primary entrance that 
can be used by' individuals in wheelchairs. 
When handicapped persons are employed 
by the department I the staff entrance 
should be made accessible to them. 
All doors, whether at the public entrance 
or elsewhere I should have a clear opening 
of at least 32. inches when fully open. 
They should be QPer6.o1e by a single effort. • 

() 
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re,erences 

for disabled 
Circulation areas should be f:ree of obstruc
tions and of sufficient widtr{ior a person 
on foot to pass another in a wheelchair. 
Sharp turns or constricted passageways 
should be avoided. Sufficient space 
must be left in which to tur11 a wheelchair 
around. Whenever possible, steps within 
a room should be avoided. When this i~ 
not feasible for aesthetic or other reasons, 
a ramp between levels should be provided. 
(This does not include stairs from one 
floor to another.) 

'/ 

Multi-story facilities must be eqUiPf/ed 
with an elevator. There should be o:6cess 
to the elevator on the same fioor as the 
public entrance used by disabled persons. 
All stairs should have nonslip surfaces 
and adequate handrails. 

In each police facility there should be 
at least one water fountain and one 

',\ 

telephone designed specifically '±o acco-
modate handicapped persons. Public 
restrooms must also be designed for their 
use. 

All facilities that are designed with the 
handicapped in mind should be identified 

II 
with public symbols. These symbols 
should be conspicuously displayed in 
order to encourage the full us e of the 
facility by all members of the community. 

American National Standards Institute I AmerlCan National 'Standard 
Specifications for Making Buildings and Pacilities Accessible to, and Usable 
~Y I th~ Physically HandicapI?~ (New York: American Na~ioP~l Standar~s 
lnst! tute I 19 Gl) • /; 
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F. Outhbert Salmon and Christine F. Salmon, Rehabilitation Oenter 
Planning I An Architectural GUide I (Pennsylvania: Pennsylvania State 
University Press, n.d.). 

Selwyn Goldsmith, Designing for the Disabled, (New York: McGraw'
Hill Book Co., 1967). 

State University of New York, State University Oonstruction Fund, 
Making Facilities Accessible to the Physically Handicapped.L (Albany IN. Y. : 
State University Oonstruction Fund I 1967). 
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Proximity to Court Facilities: 

One of the most important tasks facing 
a police facility planning group is to 
determine the optimal locations for the 
buildings required by the system. ld
ternative sites must be evaluated in 
terms of their potenti;;!.l impact on oper
ational effectiveness I security I depart
mental image I and accessibility to both 
the public and police personnel. 

Decisions about facility locations should 
be based primarily on the operational 
requirements of the programs and ac
tivities to be conducted in the buildings. 
The formulation of criteria for site se
lection should thus normally be deferred 
until the major phases of the planning 
process are completed (see Application 
of Systems Analysis to Law Enforce
ment Planning" B 3). This will give the 
planners an accurate idea of the nature 
and scope of the operaUons each facil
ity in the system will support. 

Having specified the activities that will 
bring people into the building, the plan
ners should make projections of the vol
ume of traffic that each activity will 
generate during the life of the building. 
In addition, the importance of each ac
tivity and of its site implications should 
be ranked. Criteria for the evaluation 
of alternative sites can then be devel
oped. 

A site within a few blocks of the court 
where oriminall defendan.ts are arraigned 
is desirable U pre-trial detention is 
one of the,ittnctions of the police fa
cility. If the agency does not operate 
a jail, however, proximity to court fa
cilities is m:>t an important criterion • 

If a crime l~lbQratory is to be operated in 
the facility, a location near the criminal 
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Proximity to Pre-Trial 
Detention Facilities: 

court may be highly desirable. The im
portance of this factor' can be gauged by 
the frequency with which forensic scien
tists are required to make court appear
ances. If this happens more than five 
times per week, a site within ten min
utes of the court by car should be con
sidered. 

It is also advantageous for the department's 
legal adv:isor to have convenient access 
to the offices of the state's attorney and 
the public defender. Therefore, the build
ing containing the legal advisor's office 
should be located as near the court fa
cility as possible. 

Dis tance from the court is generally not 
a significant factor in selecting sites for 
Community Police Stations. It may be.a 
more important consideration in the case 
of an Independent Police Station or an 
Administrative and Technical Services 
Center. 

A location convenient to an Intake Ser
vice Center is generally desirable for 
Independent or Community Police Stations. 
The priority assigned this factor in se
lecting a site should depend upon the 
frequency with which arrestees are de
tained at the police statioh prior to trans
fAr to a pre-trial holding facility. 

A survey of arrest dispositions should be 
conducted to provide the facility planning 
group with data reflecting the T1umber of 
cases in each of the following categories: 

a. Released with field citation 
b. Released with station citation 
c. Released at station, insufficient 

eVidence 
d. Transferred directly from scene of 

arrest to intak.e service center 
e. Booked a.nd held at police statien 

for questioning prior to transfer to 
corrections intake facility 

• 
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Proximi..tY.J9 Detoxification Clinics: 
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Proximi ty to Public 
Parking Facilities: 

The number of cases in category "e" 
will be the critical determinant of this 
factor's importance. If two or more 
prisoners are transferred from the police 
station to the pre-trial detention facil
ity in the cours e of a normal 24 - hour 
period, it will be extremely important 
t.o select a site within ten minute's 
driving time of that facility. If such 
prisoner transfers generally occur les,s 
than seven times per week, proximity to 
the jail can be assig'ned a lower priority. 

If department policy requires the arrest
ing officer to transfer intoxicated per
sons directly to the custody of a detox
ification agency, it will not be impor
tant to consider the rocation of these 
facilities in selecting a site for the 
police station. ' But if department pol"- ,
icy directs that persons charged with 
offenses involving public drunkenness 
be brought to the policC? station for 
booking prior to release to a detoxifi
cation agency, it will be desirable to 
select a site that i0 a short distance 
from these facilities. 

The priority assigned to this criterion 
will depend upon the frequency v-A'th 
which intoxicated persons are arrested 
and brought to the station pending re
ferral to a detoxification program. If 
this occurs two or more times during a 
normal 24-hour period, this criterion 
should be assignGd a. relatively high 
priority. 

Police buildings that will be used fre
quently for meetings involving large 
numbers of citizens should be ~?cated 
in an area wIth adequate puhlic paz:l;<ing 
facilities. Although the site plan for 
such a building will normally include 
a moderate number of visitor parkirlg 
spaces, additional spaces will proba -
bly be required whenever large citizens I 
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ProximitY to Public 
Transportation Routes: 

Proximity to Zone of 
Maximum Police Activity: 

groups use the facility. A police station 
that has a meeting room with a capacity 
of 50 should be located in an area that 
affords at least 30 publiG parkl.'ig spaces 
within one block of the station on an av
erage business day. 

Proximity to well-lighted I convenient 
public parking areas will be an impor
tant criterion in selecting the site for 
a Community PoHce Station. This will 
generally be a less important consider
ation in locating an Administrative and 
Technical Services Center. 

In general, citizens living in areas with 
high rates of crime and delinquency are 
less likely to own automobiles than are 
those who live in low-crime areas. There
fore I the location of public transportation 
routes will be an extremely important 
factor in selecting a. site for a Community 
or Independent Police Station. Public 
transportaticrl should be available not 
more than one block from the station. 
A site located on a major public trans-
portation route is always to be preferred. 
This will be a critical factor in assuring 
easy access to the facility. 

In most jurisdictions ,one or more zones 
can be identified where the number of 
calls for police services is significantly 
higher than it is in most other parts of 
the area served. Theire are some obvious 
advantages to locating a Community Po
lice Station in a neighborhood character
ized by relatively high rates of crime and 
delinquency. The presence of a police 
facility in each a neighborhood will en
able the police to provide counseling 
and referral services for delinquents and 
their parents only a few blocks from their 
home. Special programs conducted in the 
police station to assist citizens in reduc
ing their vulnerability to crime will be 
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Proximity to the Community's 
"Activity Center": 

convenient to attend for those who most 
need these services. 

There are, however, some significant 
disadvantages to selecting a site in a 
zone of maximum police activity. Cit
izens who live in other parts of the city 
will be discouraged from using the facil
ity. Thus the effectiveness of communi
ty relations and citizen education pro
grams may be severely impaired. The 
police building so located is also likely 
to be a considerable distance from the 
activity center of the larger community. 

In general, if the zone of maximum 
police activity is sufficiently large to 
require the services of more than 15 
patrolmen during a normal evening shift 
the placing of a Community Police Sta
tion in the area is highly recommended. 
In high crime areas served by fewer 
than ten police officers on the evening 
shift, the use of a rleighborhood walk
in facility should be considered. 

In most communities an I/activity centerl/ 
can be easily identified. The post of
fice, library, banks, profes'sional of
fices and other public use fclcilities 
are typically clustered in this area, 
tendlng to produce a high volume of 
pedestrian activity. Placing a police 
station in this setting will he:lp commu
nicate the integral role of law enforce
men t in the life of the community., It 
should also result in a much larger num
ber of people entering the facility on 
routine business. A location in the 
"activity center" of the community is 
a definite asset to the police depart
ment concerned with developing strong 
gitizen support. Citizens passing by 
can be encouraged to step into the 
lobby/reception atea and select bro
chures on crime prevention and other 
t0pics. 
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Security as a Factor 
in Site Selection: 

Visibility as a Factor 
in Site Selection: 

Departmental Image as a 
Factor in Site Selection: 

Another advantage of the "activity center II 
as a location for the Community Police 
Station is the fact that it is generally 
convenien t to both public parking and 
mass transit routes. This will make 
attendance at meetings in the police 
station a more viable and attractive op
tion to citizens in the community. 

The overall security of the facility should 
be a prime consideration in selecting the 
location for an Administrative and Tech
nical Services Center. Security risks 
can be reduced substantially by placing 
this type of facility in an industrial zone 
rather than ina commercial or residential 
area. The greatly reduced volume of ped
estrian and vehicular traffic in such a 
zone simplifies the task of identifying 
suspicious people in the vicinity of the 
building. A site adjacent to a limited
access highway may be particularly 
well-suited for this requirement. 

Both Community and IndepenciGnt Police 
Stations should normally be located on 
sites that assure a high degree of ex
posure to the public. If large numbers 
of pedestrians pass a location dur.ing 
normal business hours I this will gen
erally fulfill this requirement. 

Visibility to the school-age population 
can be achieved by selecting a site 
adjacent tv a park or other public rec
reation facility. In most situations I 
visibility to this segment of the popu
lation should have an even higher pri
ority than visibility to other segments 
of the popula tion • 

The location of a Community or Indepen
dent Police Station can have a direct 
effect on the image of the department, 
as well as on the image of the facility 
itself. A police facility located near 
municipal or county office buildings 
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will tend to be idenUfied as an admin
istrative facility. This image will gen
erally discourage its use except on an 
emergency basis. 

By placing the police- station in a context 
of libraries I churches, ThIdA buildings I 
community colleges I and other like fa
cilities I a public service image can be 
fostered. Citizens will be more willing 
to enter the station if such an image can 
be conveyed. 
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security 
Because a police department is one of 
the more visible agencies of government, 
it has a tendency to become a target of 
criticism and abuse by those who, for 
various reasons, are unsympathetic with 
existing laws or governmental policies. 
The policeman I s work in the community 
will frequently bring him into contact 
with people who are disgruntled or openly 
hostHe towards the law. The abuse 
directed at police officers and law en
forcement acti'!ities can range from 
verbal assault to phYSical attack. Al
though .incidents of vandalism and at
tempted sabatoge are l"s'latively rare in 
the history of most police agencies, no 
department can afford to be complacent 
in protecting its p.ersonnel, equipment, 
and facilities from this ever-present 
danger. 

One of the basic measures that can be 
taken to reduce the probability of van
dalism or attacks against police per
sonnel and property is to insulate de
partment activities from direct exposure 
to the public. A large proportion of the 
operations of most police' departments 
can be successfully carried out with 
little or no contact with the public. 
Therefore, one of the first steps in the 
development of a security plan should 
be the division of all department pro
grams into three basic security cate
gories. The first category would in
clud~ all operations that do not require 
direct personal contact with the gen
eral public. Included in this group are 
a majority of the staff and auxiliary 
service programs. The second category 
includes department programs that in
volve only limited public contact. For 
example, a records diviSion may oper~ 
ate a service desk that provides copies 
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The Security Role of the 
Building Receptionist: 

of various kinds of documents to the public • 
Although most records operations can be 
conducted without citizen involvement, 
the service desk associated with this 
program will require some form of con
trolled public access. 

The third program category should include 
all department activities that necessitate 
direct exposure of police personnel and 
equipment to the general public. In con
ducting programs of this nature, a police 
department must be prepared to assume a 
relatively high level of risk. 

• 

These three lists should be consulted at 
all stages of the facility planning process. 
In both the selection of sites and in the 
design of specific buildings, public ac
cessibility should be a major decision
making criterion. If, for example, it is 
determined that all of the programs to be 
conducted in a particular building are in 
the first two categories and therefore re- • 
quire minimal public contact, it may be 
possible to select a site which will sig
nificantly reduce the problem of provid-
ing security for personnel and equipment. 

All public entrances to law enforcement 
facilities should be manned by an officer 
or civilian whose chief function is to 
screen all persons who enter the building. 
The receptionist determines the purpose 
of each person I s visit to the building, 
and offers assistance when necessary. 
The person assigned to this duty assumes 
the same level of risk police officers op
era ting in the field experience. Although 
the receptionist could be protected some
what by being stationed behind a bullet
proof screen, this approach is generally 
thought to be inconsistent with the ob
jective of making the visitor feel welcome. 
(A similar problem is faced by banking 
establishments trying to determine 

\) . 
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whether or not t'o place their tellers 
behind bullet-proof enclosures.) , 

Although building security is the princi
pal function of the police department 
receptionist, this concern should not 
be apparent to the average visitor. A 
useful analogy can be drawn between 
the role of a building receptionist and 
that of art airline stewardess. The main 
reason a stewardess is included in the 
crew of an airplane is to help passen
gers evacuate the craft in the event of 
an emergency. The typical passenger 
is unaware of this function I however, 
and tends to think of the stewardess as 
an inflight hostess. Similarly, the 
fact that the police department recep
tionist functions primarily to augment 
building security should not occur to 
people entering the facility. 

The design of any police facility that 
will house operations requiring acces
sibility to the general public should 
include a lobby/reception area. This . 
will enable a building receptionist to. 
screen persons who enter, and to cor;:· 
trol movement to all other parts of the 
building. 

There should usually be only one pub
lic entrance. to a police facility. It 
should be clearly identified by a sign, 
and lo.cated near the visitor's parking 
area. Whenever possi,ble, the other 
entrances to the building should be 
neither visible nor accessible to the 
public. This will avoid inconvenience 
to the visitor who. might otherwise walk 
around the building trying to locate the" 
proper entrance. It will' also reduce 
the probcibility of someone entering 
the building/without first being iden-
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Parking areas and all other open spaces 
surrounding a police facility should be 
brightly illuminated during hours of 
darkness. Whenever possible, the area 
designated for visitor parking should be 
entirely separate from that used for de
partmental vehicles and staff parking. 
In this way, all unauthorized vehicles 
and people Will be easily observable. 

The property boundary of a police facility 
should be clearly identified by means of 
a fence. In the case of an Administrative 
and Technical Services Center, this type 
of barrier can be placed on all four sides 
of the site. Community or Independent 
Police Stations will normally face a pub
lic thoroughfare, and a fence need only 
be placed on the side or back perimeters 
of the site. 

The parking of vehicles within ten feet 
of police buildings should be prohibited 
wherever possible. The storage of equip
ment in this area should be avoided. 
Putting closely trimmed grass or a ground 
cover like fine gl~avel in this area is 
highly recommended. Concrete walk
ways can also be located in this space. 
The ten-foot secuiity perimeter as well 
as the exterior wall of the building should 
be well-illuminated with flood lights. 
(NOTE: This lighting system, and all 
other flood lights used in the perimeter 
security system, should be connected 
to the emergency power genera tor.) 

The exterior surface of police buildings 
should not have ledges I niches, or 
protrusions that might support an explo
sive or incendiary device. The use of 
raked jOints, reveals, and quoins should 
be avoided. Window sills and heads 
should be flush with the exterior surface . 

• 

• 

• 
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• The Concept of High Security Zones: 

Arrestees as a Threat 
to Safety and Security: 

The cost of completely eliminating all 
opportunities for vandalism and sabo
tage against police facilities is so 
great that iI'l: most Situations this will 
not be a reali~tic goal. Por certain 
operational areas in a poHce facility, 
though I it should be feasible to reduce 
the probablity of sabotage to near zero. 
The following facility components are 
included in this category: 

• Information Storage and Retrieval 
Center (Computer or microfilm 
opera tions area) 

• Auxiliary Power System (Emer
gency genera tor) 

• Evidence Storage Vault 

• Arsenal and Emergency Response 
Equipment Storage 

• Communications Equipment 
Room (Base station equipment 
and telephone terminal boxes) 

Whenever possible I these elements 
should be located below ground level 
in areas enclosed by reinforced con
crete. If it is necessary to plac~-these 
facility components above ground ~ a 
second floor location is recommended. 
Under no circumstances should there 
be windows in these rooms. 

If these critical-function areas of the 
facility are properly engineered, it 
should not be necessary to design th~ 
entire building to withstand major sab .... 
otage attempts. 

The space usee for transferring arrest
ees from police vehicles to the booking 
an~ temporary holding areas should 
afford no opportunities for escape or 
for the destruction Qf property. The 
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Security and Public Image: 

use of an enclosed sally port with • 
automatic doors is highly recommended. 
(NOTE: If an electrically operated door 
is used, its motor should be connected 
to the emergency power source.) Once 
the sally port door is locked, the use 
of physical restraint should not be required. 

The design of the building should make 
it impossible for an arrestee to enter 
any operational area besides the pris
oner processing component. In this as 
in most other areas of the building, it is 
highly desirable that the security devices 
be installed in an unobtrusive manner. 
The arrestee should not be aware of the 
high level of security incorporated into 
the design of the area. (See Section F6i 
for specific facility component data.) 

The exterior design of f.L law enforcement 
facility should be consistent with the 
objective of public service. Every ef
fOit should be made to avoid a fortress
like appearance. This design objective 
is particularly critical for the Community 
or Independent Police Station. 

In deSigning the public entrance and 
lobby/reception area of the Community 
Police Station, it may be necessary to 
sacrifice a certain amount of security to 
achieve a high degree of accessibility. 
For this reason, every effort should be 
made to avoid placing the radio dispatch
er's station near the main entrance. The 
level of securJty appropriate for a com
munications console is not consistent 
with the openness of a lobby/reception 
area. Therefore, it is highly recommend
ed that the practice of requiring one per
son to function as both dispatcher and 
building receptionist be discontinued if 
at all possible. 

• 

• 
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Facilities used for law enforcement op
erations must be carefully planned to 
produce an atmosphere that is highly 
conducive to courteous interaction. 
Every detail of a police building should 
be evaluated in terms of its potential 
for redu(~ing attitudes of hostf1ity and 
animosity. This planning consideration 
is particularly critical in those areas of 
a facility where the potential for inter-' 
personal conflict is high. The following 
operational areas are included in this 
category: 

• Prisoner booking area 

• 'remporary holding rooms 

• Lobby or public reception area 

• Detectives I work area 

• Juvenile operations area 

The obj ective of improving the level of 
interpersonal relations should also be 
remembered when designing areas of 
the building that are to be' used by de
partment personnel only. For example I 
the design and furnishing of the brief
ing area and staff locker rooms should 
enhance the self-esteem and sense of 
professionalism of everyone u!3ing them. 

The genera! level of civility can be ex
pected to deteriorate under the fo!l.owing 
condi ti on s : 

• Noise levels so high as to preclude 
the use of a normal, conversational 
tone of voice 

• Poor acoustical properties that 
produce sound reverberation~ ~ 
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c • The presence of members of only 

one sex 

• The presence of only one rank or 
social level 

e Unfinished concrete surfaces on 
walls or floors 1 

• Crowding of furniture and obvious 
lack of space 

• Poor ventilation, producing stale 
odors 

• Presence of trash Clnd other materials 
unrelated to the opisrations in progress 

Whenever possible, all of these elements 
should be avoided in the design and ar
rangement of work areas in a police fa
cility. The rooms should be planned to 

• 

assure that both men and women will • 
normally be present in all operational 
areas. Adequate storage space must 
be provided throughout the building to 
assist the staff in eliminating clutter. 

Behavioral expectations often arise from 
the colors, textures, and type of illum
ination used in a room. The presence of 
pictures, plants, lamps and other orna
mental objects tends to connote civility. 
The use of carpeting is also a widely 
used means of communicating behavioral 
expectations. Carpeting is useful not 
only because of its association with 
courteous interaction, but also because 
of its outstanding acoustical prop~rties. 
The use of brick, wood, and vinyl mater
ials on wall surfaces can also help to 
create iln atmosphere that discourages 
display~; of excessive incivility. 

ICertam wall treatments using unfinished concrete surfaces and special • 
lighting effects can be quite acceptable. 
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Adequate privacy is something else re
quired to produce a civil environment. 
People will often enter a police station 
for the purpose of dJlscussing matters 
they consider confidential. Therefore '" 
a police facility should contain several 
consultation rooms where conversations 
of this nature can take place. People 
should not be expected to discuss em
barrassing or confidential subjects in 
the presence of others who are not di
rectly involved in the situation. Pro
viding ample privacy for all who use the 
facility will thus be an important means 
of achieving a civil environment in whtch 
to conduct law enforcement operations. 
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A number of factors may contribute to 
the premature obsolescence of a police 
facility. One of the most common is 
the failure to anticipate growth in the 
size of the organization. The expansion 
of existing programs and the develop
ment of new ones may result in a serious 
shortage of operational space. In order 
to avoid these difficulties, every effort 
should be made to determine the pattern 
of growth the department and its programs 
are likely to exhibit during the life of 
the building. Planning for a Community 
Police Station should normally be based 
on ten -year personnel and program re
quirement projections. Planning for an 
Independent Police Station will require 
fifteen-year projections. 

The pattern of land utilization in the vi
cinity of a police facility may undergo 
a significant transformation in a rela
tively short period of time. Consequent
ly, a site that was ideally suited to 
the needs of the police and the .commu
nity when the building was constructed 
may no longer be adequate. Police de
partments that serve urban areas must 
be able to respond rapidly to changes 
in the size and spatial distribution of 
the population. One of the chief de
ficiencies of traditional precinct sta
tions was that they could not easily be 
phased out or relocated in response to 
demographic changes. 

Even if personnel and program projec
tions are carefully prepared, it is un
likely that all future facility requirements 
can be anticipated ten or fifteen years 
in advance. Thus, it is essential that 
all law enforcement facilities incorpor
ate structural features that will enable 
the organizQ tion to respond appropriately 
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Internal Facility Change: 

to unexpected changes in program and 
staff requirements. A number of methods 
commonly used to increase the flexibility 
of police buildings are described on the 
following pages. 

A police department faced with a serious 
shortage of space may be able to respond 
to this problem in a number of ways other 
than constructing new and enlarged facil
ities. Substantial economies I as well 
as greater operational efficiency I can 
often be realized by using mobile facil;'" 
ities or other types of temporary build
ings. The feasibility of using these non
traditional facility types for law enforce
ment operations is 5Jso discussed in this 
section. 

• 

When a misfit occurs between a program'$ 
operation and its physical setting, it can 
often be attributed to a program change 
in a non-adaptive environment. Means • 
of incorporating flexibility into facility . 
planning are described on the following 
pages of this section. They can be cat-
egorized as follows: 

1 • Planning for in ternal facility change 
2. Planning for external facility additions 
3. Planning for functional flexibility 
4. Planning for short-term occupancy 
5. Planning for facility mobility 

The list of examples of these concepts that 
follows is not intend~~d to be all-inclusive I 
but merely to suggest areas for consider
ation., . 

Internal flexibility is necessary when 
chang.e in police programs is anticipated. 
Five m(~thods that should be conSidered 
in order to provide for internal change are: 

1.- Construction Technology: The mater- • 
ials and methods of construction are 
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significant determinants of future flex
ibility. Flexibility can be increased 
by using construction systems with de
mountable elements. Both the design 
of building elements and the sequence 
in which they are installed should al
low subsequent dismantling at minimal 
cost.. 

Basic planning features may include 
clear floor and oeiling cnnstruction 
with infill of partition sUbdivisions. 
The arrangement of service raceways, 
and of the integrated mechanical, el
ectrical, and structural systems enable 
future change to take place without 
undue disruption of operations or 
additional expense. Pre-manufactured 
systems or system components offer 
many features especi3.l1y likely to 
achieve a high degree of flexibility. 

2. Movable Partitions: Movable par
titions should be considered when flex
ibility will be needed frequently or for 
the short~term and not when flexibility .' 
is desired infrequently or on a rela
tively long-term basis. Movable par
titions should be chosen only after an 
analysis of the cost-benefit ratios that 
charact.erize the situation at hand. 
"Permanent" partitions, for example, 
can usually be built, torn down, and 
rebuilt elsewhere five to eight times 
before its cost equals the initial cost of 
a demountable partition. Consequently, 
the decision to use "permanent" versus 
movable partitions should be made 
after considering the particular pro
gram and facility circumstances. 

3. Permanent Core: One approach to 
achieving a degree of adaptability 'to 
changes in the characteristics, roles, 
or size of programs involves the con
struction of a central service core 
containing all of the following: 
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that create a large drain on major util-
ities, a darkroom, toilet, fire stairs, 
temporary detention rooms; communications, ' 
evidence storage I and property storage 
areas; and a high hazard storage area. 
(See Section D 16c.) This permanent 
core is surrounded by tineutral" program 
modules. As a result, program space 
can be added, removed I or modified. 

The core, then, can be used to serve 
several kinds of facility modules with 
various functions. These modules can 
be constructed to have varying "life 
spans," and they can include tempo
rary or mobile modules. 

4. Surplus Space: There are several 
types of rooms for which built-in flex
ibility can be achieved by allowing more 
room than the initial program requires. 
In general, if these rooms are designed 
to provide twice the amount of space 
required at the time of initial occupancy" 
the criterion of spatial flexibility will 
have been met. Areas that lend them
selves to this approach include: locker 
rooms I communication centers I evidence 
storage vaults, and property storage 
rooms. 

5. Building Practice: In order to obtain 
maximum utilization of available land, 
building. a complete basement should be 
considered. In some areas this approach 
is not practical beqause the water table 
is too high. But in those parts of the 
country where a high water table does 
not limit construction, a full basement 
should usually be included in all l(lW 
enforcement facilities. Even if the base
ment area is not required initially, it 
will eventually provide the most econom
ical means of responding to the need for 
additional work space. The cost of 

• 
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External Facility Additions: 
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building a full basement at the time of 
initial construction will be signUicantly 
less than that of adding an additional 
story later. 

When the existing facility does not ad
equately support program objectives, 
external additions may be considered. 
Two of the forms external additions can 
assume are: 

1. Modular Unit Facility Supplements: 
The use of modular components for such 
.program support functions as in-service 
training classes, the professional staff 
center, counseling, and administration 
provides a means of obtaining flexibility 
that may be particularly apt for certain 
circumstances. 

This concept is particularly suited to an 
older phYSical plant that is to be phased 
out eventually, and replaced by substi
tute, community-based facilities. In 
the meantime, the old facility is probably 
unable to offer an adequate level of ser
vice. Mobile or modular components can 
be attached to the existing facility in 
the interim. Where there is no further 
need for them, they can.be relocated or 
sold to other public or private entities •. 

2. Satellite Facility! This type of struc
ture could be mobile I modular, or per
manently constructed. Its use is indi
cated if replacing an inadequate facility 
with a new phYSIcal plant is not feasible. 
A satellite facility is one that is de
tached from the main building and com'::' 
pletely self-contained. It can be util
ized to create new program space close 
to the main station. 

I· 

Another means of ailowing for exterior 
flexibility is to design the structure of 
the new facility to accommodate future 
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additions (either an additional story or 
a new wing) • The framing must actually 
be over-designed in some cases I so that 
it will remain structurally sound in the 
event of future building. 

• 
When program functions change, or when 
a wide diversity of functions must be 
accommodated by a faciUty, a partial 
solution might be functional flexibility. 
Given the constraints of a fixed physical 
facility I program flexibility achieved by 
careful time-scheduling ·of space use is 
an additional concept tha t can be impor
tant in the planning process. fy schedu
ling I faCility components assume dif
ferent roles at different times. This 
means of gaining flexibility is particu
larly appropriate for smaller facilities 
serving geographic areas with relatively 
small populations. In such cases, the 
multiple use of spaces at different times 
is not only feasible I but rational. Sched- • 
uling· for multiple use yields a flexibility 

Short-term occupancy: 

in the use of space, not space flexibility 
per se. Thus I facility and component 
planning should be influenced by a con
sideration of multiple and scheduled 
functional assignments whenever appli-
cable. 

When the location or role of a law enforce 
ment facility I such as a Community Po
lice Station I must change with Variations 
in population or the requirements for po
lice services I short-term occupancy 
facilities may be appropriate. Discussed 
here are several methods of making short
term occupancy both feasible and econ
omical. 

Neutral Facility: This involves the con
struction of a non-specialized.;zpace that 
can be used by a variety of subsequent 
tenants, whether public or private insti
tu tions . Smaller-sized. facili tie s are 
particularly apt candidates for neutral • 
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facility construction, since the resulting 
plant is of more marketable size. A 
police system that employs smaller 
and more neutral facilities will not be 
burdened by a physical plant that has 
out-lived its usefulness. 

Leased space: Like the con::.-t:ruction of 
neutral space, leasing space provides 
freedom from the necessity of long-term 
occupancy. Examples of leasable space 
suitable for use as a Community Police 
Station, a NeighborhoodVvalk-In Facility I 
or a Team PoliCing Center include: 

• Small churches 

• Restaurants 

• Retail sales stores 

• Service stations 

• Drive-in restaurants 

• Small shops 

If space is leased, programs can be re
located to alternative environments bet
ter suited to changed requirements. 
The police system can also attain 
flexibility of identity or image to meet 
the changing aspirations of the com
munity it serves. A further advantage I 
if lengthy lease negotiations can be 
avoided, is the shorter time required 
for facility acquisition. Integration 
of police facilities into the community. 
fabriC can be achieved by means of 
leasing space. Finally, special in
vestigative units requiring a high degree 
of anonymity might find that leasing 
space can help them insure that their 
operations remain covert • 
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c Mobile Facilities: Within their strict confines I mobile facili':" 
ties (more commonly used as trailer-homes) 
afford law enforcement agencies mass
produced, variable-use space with a high 
degree of mobility and roadability. 

Mobile facilities may be useful in those 
cas es where a group of components re
quires a very high degree of internal and 
external flexibility. It should be possible 
to move the unit from site to site without· 
undue preparation or expense. It should 
also be possible to create a number of 
alternative spatial arrangements with a 
minimum of effort. 

• 

As with most flexible systems, mobile 
facilities will be single story units 
(although many have stacking capabili
ties), and their floor area will vary . 
(The largest provide about 850 square 
feet.) In most programs, modules may 
be combined, permitting each unit to • 
house separate functions (training and 
records I for example). In cases where 
space needs are minimal but a premium 
is to be placed on poxtability I using 
single units to meet multiple functional 
requirements may be considered. The 
following are examples of the kinds of 
programs mobile facilities might house: 

• Recruitment program 

• Motor vehicle safety programs 

• Educational and crime prevention pro
grams 

• Narcotics programs. 

• Detoxification center 

• Temporary field offices in response to 
seasonal variations in population • 
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Mc)st units are from 10 to 12 feet wide. 
They can be as much as 70 feet long. 
Local construction codes must be in
vestigated as part of the planning be
cause they may not allow mobile facili
ties of these maximum dimensions. 

A steel carriage with wood framing and 
aluminum skin is the most common mo
bile structure. Variations in structure 
and in the placement and size of doors 
and windows will be determined by local 
building codes. 

If the aim is to provide a fle:;dble I 
movable building system, the various 
types of portable building systems must 
be considered. 

Divisible Facility Systems: Divisible 
facility systems are buildings planned 
to be joined and separated as large 
modular building components. Divisible 
building systems have a potential for 
meeting a wide range of program needs. 
S~nce the structural system for these 
facilities may be of steel frame or re
inforced concrete, divisible facility 
systems are the movable systems most 
likely to meet the requirements of the 
high security areas in a police facUity" 
They are equally applicable to various 
low security areas, partiQ-ularly those 
that will remain at a particular site. 

In most program solutions a module may 
be combined with others, with each unit 
housing a specific function. For ex
ample, there could be one module each 
for use as a classroom, a records cen
ter, a communications room. Where 
space needs are minimal ~ but '~internal 
and external flexibility~!ls required I a 
single unit may be adequate. 
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It should be noted that divisible facility 
systems, especially those constructed 
of steel or concrete, have less mobUity 
than other systems. This is so both 
because of the materials divisible sys
tem elements are made of and because 
they are do-signed to be used several at 
a time. Por thiS reason, these systems' 
are particnalarly well-suited to high 
security areas where permanence is de
sired. 

For the greatest ease of transport, divisi
ble s~ctions may be limited to 8' - 10' 
wide modules. The length may vary 
from 24' - 36' , depending upon the de
signer's engineering capability. When 
planning I applicable code requirements 
for module size should be met. 

Steel and reinforced concrete frames 
are the most common structural materials 

• 

used in divisible facility systems. Wood • 
frame systems may be used if local codes 
permit. 

Various exterior finishes may be appro
priate. They should be chosen for their 
character, ease of maintenance, and 
aptness for local climatic conditions I 
rather than to meet engineering demands. 

Portable Buildings: Portable buildings 
are structures that are moved intact 
from one site to another. They may be 
useful for new or existing programs 
that require immediate construction, al
teration, or expansion. Transportation 
techniques are similar to those used for 
moving houses. Portable buildings will 
probably be most appropriate for community
based programs. Most portable structures 
are designed as single units. This makes 
them suitable for housing separate funct
ions. • 
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The maj ority of portable buildings are 
single-story and provide variabll~ floor 
areas of up to 1700 squa:re feet. Par
ticular attention to the floor areia per 
unit should be given when conlsidering 
these systems for police programs. 
Where small-scale programs (m~ planned, 
a single unit may be able to melst the 
need for s pace I while larger programs 
may require a network of units. If 
there is a need for a network of clus
tered units I the various ways of joining 
the un.its should be carefully jnvesti
gated. It may be that other r1alocatable 
systems are more appropriate for multiple
unit schemes. 

Portable building systems. may be appli
cable to the same wide range of police 
programs as mobile faCilities and divisi
ble facility systems • 

Width I length I and height are restricted 
by the logistics of acces s to and from 
the site. Before planning a building I 
the planner should have the character
istics of the site well in mind: utility 
poles I overhead brid~les I lane widths I 
and inters ections whore cornering may 
be difficult. 

Twenty-eight feet is generally con
sidered to be the maximum feasible 
width for a portable building I and 68' -
72' the maximum length. A 13' 6" 
roau-to-roof peak clearance is gener
ally considered the practical maximum. 
Mobile units generally' consist of a 
wood frame mounted on a heavy-duty 
·steel chassis. 

In many states I the size of the build-
ing will depend on thel legal limits placed 
on structures being moved. The follow
ing I from the Bureau of TraffiC of 
the State of Illinois I shows typical 
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restrictions: • 
Width Range Maximum Dista,.illL 

81-1" - 10 1,-0" Unlimited 

101-1" - 121-0" 25 miles 

121-1" - 141=0" 15 miles 

141-1" - 18 1-0" 10 miles 

18'-1" - 20 1-0" 8 miles 

20 1-1" - 241-0" 5 miles 

24'-1" - 30.-0" 3 miles 

301-1" - 34'-0" 2 miles 

over 34' - 0" t mile 

Demountable Facilities: Demountable • 
facilities are structures that can be dis-
mantled and moved to a new site with a 
relatively high rate of building compon-
ent recoverj. . P arts for demountable 
structures are usually factory-made and 
shipped to the building site. Once aSsem-
bled, they may be reassembled at a later 
time if program needs dictate. 

Since demountable facilities are the slowest 
and most co.stly of relLocatable systems to 
move, they should PT:obably be selected 
for use as facilities requiring a relatively 
high degrf~e of perrnanence. A Community 
Police Stat!on, for.' example, might well 
be housed in dem.ountable facilities. 

Buildings of almost any size or config
uration can be planned using one or more 
systems of demountable components. 

A wide range of structural systems can 
be built into demountable systems. The • 
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flexibility 
curtain wall system is the most common. 
Particular attention should be given to 
wall and ceiling design and construction 
when security is an issue • 

D 
8.13 

c 



• 

• 

• 



scale 
• 

• 

• 

The concept of scale deals with a fac
cility's size in relation to its human 
occupants and neighboring buildings. 
Scale is an extremely important con
sideration in evall".ating an architectural 
design. Choosing the proper scale 
for a police facility can help to integrate. 
the building into the community setting. 
The proper scale also means a better 
fit between human size and the scale 
of the building. 

Police facilities tailored to human 
scale give environmental support to 
program objectives contingent on indi
vidual behaviors. The size of facility 
components in relation to their users 
is a scale consideration that should 
govern component design. The interior 
spaces of a police facility should be of 
the same scale as comparable spaces 
in commercial and civic institutions else
where in the community. This is par
ticularly true of offices I waiting areas, 
counseling rooms, and temporary holding 
rooms. The temporary holding, room, 
for instance, should resemble a small 
waiting room in scale. Humanizing a 
facility's interior scale increases the 
potential for courteous interaction. 

Architectural variation is another means 
of achieving human scale in such areas 
as hallways and large rooms. As an 
example, long corridors (in excess of 
50-60 feet in larger facilities I or 30 feet 
in smaller settings) should be avoided 
unless relief is provided by continuous 
exterior exposure, a significant variation 
in width, variation in the line of move
ment I or a combination of these provi
sions. 

In the planning and deSign of a large 
facility I such as an Administrative and 
Technical Services Center, consideration 
should be given to creating identifiqble 

! 
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c sub-units or modules. The design should 
provide cues that enable the users to dis
tinguish the various modules and assoc
iate different functions with different 
physical areas. Dimensions of 12 to 40 
feet generally contribute to the maintenance 
of a human scale in building design. 

Scale must also be considered in the de
velopment and definition of exterior 
spaces. Again the aim should be to build 
facilities on a scale that is consistent 
with human activity. For continuity of 
scale, the dimensions of exterior spaces 
defined by building masses or components 
should be the same as, or multiples of, 
the dimensions of the masses themselves. 

Tl"e scale of a spa.ce should be determined 
by its purpose and the number of people 
who use it. For example, the proper width 
for an exterior entrance should be deter-

• 

mined by the character and frequency of • 
its uses. 

Police facilities should be integral parts 
of their community setting. For this rea
son, the 'scale of police facilities must 
be compatible with the scale of buildings 
in the surrounding community. Thus I in 
the selection of a site the intended scale 
of the proposed building must be taken 
into consideration. 

Scale greatly affects the extent of citizen 
acceptance of police facilities. Every 
effort should be made to reduce the appar
ent size of a Community Police Station 
(CPS). The larger and more imposing the 
structure, the less likely the average 
citizen will be to want to enter it. In 
general, a single-atory building is pre
ferable for use as a CPS. 

Facilities of human scale are another means 
to help the police become betterlntegrated • 
into the social fabric of the community 
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scale 
they serve. Another advantage of such 
facilities is that they are easter to 
dispose of once their usefulness as a 
police facility has been outlived I since 
their realistic scale makes them more 
marketable. 

Although it is a larger facility I the Inde
pendent Police Station must still resemble 
the buildings that surround it. Special 
care should be taken to avoid imposihg-
or monumen tal characteristics. The 
lobby/receptioh area should be inviting 
and easily accessible from the street. 
Attractive design elements can help main
tain a human scale throughout this larger· 
facility. 
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Air quality is an important factor in 
achieving an optimal environment for 
facility-based police operations. Proper 
control of air temperature, humidity 1 

movement, and purity can have a signi
ficant effect on the efficiency and morale 
of those using a police building. Care
fully regulating air quality wiH also re
duce maintenance costs and extend the 
useful life of all of the furniture and 
equipment in the building. 

The efficiency of any heating, ventil
ating, and air conditio'ning (HVAC) sys
tem depends on many variables: 

• Nature of the System 

• Zoning 

• Heat gain/loss 

• Activities 

• Flexibility 

These variables, either alone or in com
bination, contribute significantly to the 
effectiveness of the system used. 

The nature of the HVAC system may 
affect the quality of air control. In a 
more complicated building, such as an 
Administrative and Technical Services' 
Center I with more elaborate contents, 
such as crime laboratories, a communi .... 
cations center, etc., the demands made 
upon the HVAC will be greater and more 
diverse. Today, some systems only heat, 
while others heat, cool, and regulate 
humidity, dust, and odors. This latter 
type of system can better maintain Cer
tain aspects of the environment nec(~s
sary for the performance of the intended 
function of that space. Since all police 
facilities do not require the flame degree 
of air quality control, a thorough evalu
ation of the facility in question is neces
sary before an HVAC system can be 

~----------------.----------------------------------------------------------

D 

", 

!. 
CD' 
u 
r: o u 
bIJ r: .-r: 
r: 
ca 
ca. 

.-
U ,ca 

'I 



D 
10.2 c properly chosen. 

There are many types of zoning referred to 
elsewhere in section D: zoning for security, 
zoning for acoustical control, and zoning for 
lighting control. By zoning is meant the 
grouping of rooms or areas with similar prob
lems or conditions. In the case of an HVAC 
system, a building is zoned to allow the best 
air quality control possible. By zoning rooms 
with similar HVAC requirements, they can all 
be serviced by a single line of ductwork. 
But the other types of zoning (acoustical, 
lighting, and security) must also be taken 
into consideration. Police planners I archi
tects 1 and engineers must achieve the best 
integration of all of the many systems within 
a police facility. 

The degree of heat gain and loss are impor
tant to the overall efficiency of any HVAC 
system. There are many places where heat 
gain and los s may occur: windows 1 doors.1 

walls, partitions I ceilings I roofs, floors I 

cracks I etc. There are several means of 
overcoming these problems. Double glazing 
can more than halve heat loss through win
dows and doors and greatly improve interior 
comfort. Adequate amounts of any insulating 
material suitable for the geographic location 
coupled with the proper sealing of all doors 
and windows will also reduce heat gain and 
loss • 

. Another source of heat gain and loss is build
ing orientation to the elements. In the 
northern parts of the country the west side of 
a building is most exposed to wind. Entrances 
should be avoided on the north and west 
sides when possible. When impossible to 
locate away from prevailing winds I entrances 
should be screened and all doors and windows 
must be properly sealed to avoid atmospheric 
leaks. 

• 

• 

In northern climates sunlight is most desir- • 
able on the southern side of the building. 
Therefore, windows should be concentrated 
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on the south walls and eliminated from all 
north walls. This encourages maximum 
heat gain and minimum heat loss in the 
winter. In warm climates the optimal side 
to glaze is a northern exposure. This 
helps eliminate heat gain. 

Activities vary within a police facility I 
from sitting quietly in a waiting room to 
doing heavy exercise in the physical 
training area I and the mechanical input 
should vary I as well. The more strenu
ous the activity or the more people there 
are enclosed in any particular area I the 
greater the demands made on the HVAC 
system. 

An HVAC system can become grossly in
adequate unless flexibility is considered 
in the preliminary design phase. The 
flexibility of the entire facility must first 
be determined. If the facility is to be of 
open plan style I then the HVAC system 
must be correspondingly flexible. An 
open plan allows warm air to filter out 
to the exterior walls from the warm inner 
core I which a partitioned floor plan as
sumes the use of mechanical systems to 
dissipate the heat built-up in the central' 
area. If the facility is to be built in 
phases (some years apart) I the HVAC 
system must be adequate to meet in
creasing demands. Failure to take this 
factor into account will result in needless 
expense when the facility is expanded. 

'Areas of a police facility where the qual
ity of air is pal'ticularly critical for the 
effective conduct of operations include 
the following: 

• Communications center 

• Crime laboratories 

• Temporary holding rooms 
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c • Physical training areas • • Conference rooms 

• Interview spaces 

• Evidence storage vault 

• Firing range 

These are facility compone~ts in which the 
maintenance of consistently high air quality 
is particularly difficult to achieve. However, 
air quality should be given a high priority in 
the design and construction of all of the com-
ponents of a police building. 

Temporary holding rooms and interview 
spaces must have a high rate of air exchange 
in comparison to other parts of the building. 
The air in these spaces should be fresh and 
free of unpleasant odors at all times. 

Physical training areas will also require a • higher rate of air exchange but care must be 
taken not to make the room uncomfortable. 
Air currents should be directed away from the 
people in this area as in all other areas in 
the building; they could cause muscle aches 
and other discomfort if not handled properly. 

Crime laboratories should be provided with 
a variety of air quality 'equipment. In ad-
dition to regular HVAC services, they require 
a certain humidity and a dust and pollen-free 
atmosphere. The laboratory should have a 
fume hood to remove noxious fumes from the 
air as quickly as pos sible. These hoods 
should be designed to filter fumes as well as 
exhaust them. 

Air quality control is important for the effi-
cient operation of a firing range. Adequate 
ventilation must be provided to remove smoke, 
lead dust, and unburned powder (see F 1. 2w). • Safety precautions for the ventilating system 
should include accessible and easily-cleaned 
filters. 
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The conference rooms should have a 
fairly high rate of air exchange per hour. 
This will allow the accommodation of 
larger groups (up to twenty people), the 
elimination of smoke odors I and the main
tenance of a comfortable level of humidity . 

, There should be a constant level of tem
pe~ature and humidity in the eVidence 
storage vault and it should be dust-free. 
'rhis is necessary to preserve the evi
dence in perfect condition until it is 
presented in court. 

Because of the sensitive and costly 
equipment installed in the communica
tions center, it has the most stringent 
air quality needs. The air must be dust
free, the temperature should be comfort
able for human occupancy, and the rela
tive humidity should range from 40 - 80%. 
Exact specifications for humidity I temper
ature, and dust control must be obtained 
from the manufacturers of individual 
pieces of equipment. In areas where 
delicate equipment is vital to the smooth 
operation of police programs I auxiliary 
air tempering systems will enable the 
machines to function properly should the 
main 8ystem break down. 

Fresh air is always necessary in any 
facility. Since adequate amounts of 
fresh air are introduced into the building 
by the normal operation of an HVAC sys
tem I operable windows are not reQ11irAn• 

Placing operable windows in any police 
facility is left to the discretion of the 
planning team and the architect. If there 
are to be operable windows, protective 
screens on the ins.ide should not make 
opening them difficult or impossible. 

lJ 

Using the proper HVAC system to control 
the interior environment can increase the 
alertness and efficiency of those working 
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references 

in the building. Keeping the air clean and 
fresh can improve the health and general 
working conditions of all. 

Fred Dubin (as reported by Margot Villecco), "Energy For .l\rchitects, II 
Architecture Plus, Q'uly 1973), pp. 39-49, 74-75. 

John E. Flynn and Arthur E. Segil, Architectu~al Interior Systems, 
(New York, N.Y.: Van Nostrand Reinhold Company, 1970). 
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General climatic conditions have impor .... 
tant positive and negative effects on 
the planning and design of police facili
ties. Traditionally, planning has cen
tered on means of overcoming adverse 
climates, but opportunities for designing 
police facilities that take ,advantage of 
I, _~e favorable concUtions should not be 
overlooked. 

In locations where severe climatic 
conditions prevail, com.pactlyorganized 
facilities should be considered. Com
pact organization has the advantage of 
reducing total heat loss by reducing 
the required enclosure surface. In 
addition to a reduction of heat loss, 
a compact scheme can mean a reduc
tion of summer heat gain. Where air 
conditioning is involved, a related 
economy of compact organization can 
be achieved by reducing the length 
of ducts or service runs. As is true 
of the other facility planning concepts 
discussed, climate should not be the 
sole determinant of facility design. 
The need to respond to other facility 
requirements may be great enough to 
outweigh this consideration in specific. 
instances. In every case, first priority 
should be given to meeting the needs 
arising from individual programs. 

Th0se in locations subject to extreme 
winter conditions should consider 
two issues. First, the maintenance 
of olear access should be considered 
in site and facility planning. This can 
influence site development and circula
tion design as an integral part of facility 
planning. The techniques available 
for removing snow from roads and park
ing areas should be assessed. An 
effort may be made to arrange facility 
components in a manner that minimizes 
the amount of pavement required for 
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c service, visitor, or staff access and 
parking. While it may not produce a 
compact facility, this consideration 
suggests placing those components 
that require vehicular access in close 
proximity to each other. In any cli'" 
matic or reg.ional context, such an 
arrangement will also reduce the cost 
of grading, preparation, and paving 
by reducing the total area required. 

A second issue in locations with extreme 
winters is the avoidance of entrances 
on the north side of any building. The 
disadvantage of northern entrances lies 
in the fact that dangerous snow and ice
covered approaches will be present. 
The mass of the building itself can keep 
the· sun's rays from warming the approach 
surfaces, thus maintaining slick areas 
long after they have disappeared else
where. Installing an electric snow 

• 

melting device in the pavement surface • 
at the time of construction can help 
alleviate this problem, but it can be 
dealt with more appropriately during 
the facility planning phase. 

Facility locations with temperate 
wea ther in the summer or year round 
should take full advantage of this environ
men tal support for police programs. An 
integral part of the planning and design 
process should be the consideration of 
exterior activity space for various training 
activities at the Criminal Justice Training 
Academy, and for outdoor counseling 
spaces and supplemental staff lounge 
areas in Independent and Community 
Police Stations. In amenable climates, 
or at certain times of the year in some 
areas I opportunities are available for 
exterior activity. The planning of ex
terior space is as important as the plan
ning of interior space. The same con-
siderations (movement patterns, use • 
areas 1 and personal interaction 
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opportunities) should apply. Means of 
identifying and encouraging the use of 
exterior areas include earth berms, trees, 
shrubs, and other plants. The potential 
for environmental support of program 
objectives should be thoroughly con
sidered and incorporated in the planning 
of a facility. 

Fair weather locations favor the use of 
open-air courtyards. These provide 
light and ventilation for interior rooms, 
helping create .pleasant workin~ condi
tions. They can also be used for addi
tional lounge and counseling space. 

In northern and central locations, orien
ting certain areas within a police facility 
for sun exposure should be considered. 
Some components may be organized to 
allow selected indoor areas to receive 
the warmth and light of the wir~ter sun. 
Such attention mo,y be given to: 

• Counseling areas 

• Lobby/reception area 

• Classrooms 

• Staff offices 

This can be achieved by giving the de
signated spaces a southern exposure. 

In extremely hot regions, or those that 
receive great amounts of rainfall, 
covered walkways should be provided 
for visitors from the parking area into 
the facility. Covered parking areas 
should also be provided for staff use • 
This will enable patrolmen to enter the 
facility on business and return to their 
cars with minimal exposure to the 
elements • 

~-------------------------------.~I.--------------------------~----~ 
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Another m~thod of sun control for hot 
cUmates is to limit the size of the 
fenestration. This will decrease the 
amount of heat gain through window glass. 
Using decorative sun screens is another 
way to shade windows while adding an 
attractive d.esign and security element 
to the facade of the building. 

------~--~----------------------------------------------______ ----~-J 
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c The planning of utilities is an important 
part of the overall design of a police 
facility. Properly plaoed utilities can 
add much to the overall effectivenes s 
and versitility of the building. Under 
the heading of utilities ate included: 
electricity I plumbing I water I gas, and 
telephone. 

In order to allow maximal change wtth a 
minimum o~ expense I flexibiiity must be 
considered in planning utilities. If some 
of the partitions are to be movable I core 
functions should be established. (See 
D 8.3c.) The core functions should con'" 
tain areas with a great demand for such 
relatively inflexible utilities as plumbing 
and wa ter linE"~s • 

The development of accurate program 
projections is an essential aspect of 
sound utility planning. Projections of 
this type enable a police department to 
anticipate its utility requirements for 
many years after the initialoccupancy of 
a new building. (Note: Program projec~ 
tions for a Community Police Station 
should normally bE:! .for ten years beyond 
the occupancy date. Projections for 
Independent Police Station programs 
should be for a fifteen year period. Util
ities for an Administrative and Technical 
Services Center must be similarly plan
ned if it is anticipate9?that there will be 
a need for expansion:fn the foreseeable 
future. ) Although projections have ,been 
carefully prepared I unanticipated changes 
in program resource allocations will/I 
inevitably develop during the life of the (J 

building ~ The introduction of new pro
grqms or the unexpected expans~on, of 
existing ones will generally neces~itate 

'I the modification of interior spaces and 
of utilities. 

>., -
,a-

U 
'ca 
'I 



D 
13.2 

c Even when comprehensive program pro
jections have been prepared during the 
initial planning stages, serious problems 
in space allocation are likely to occur 
during the second decade of the life of 
the building. Thus, it is essential that 
maximum flexibility be incorporated into 
the design of all law enforcement fa cHi -
ties. 

One of the most common means of achiev
ing a high degree of flexibility is to use 
construction technology that will allow 
another level to be added at a later date. 
When this solution is used I utilities 
installed at the time of initial construc
tion should be sized to accommodate all 
of the demands that will develop as 
additional space is added to the building. 

AllutHities should be planned so that 
receptacles and other outlets and junc-

• 

tion boxes do not protrude into circulation • 
paths. Utilities in temporary holding 
rooms should be tamperproof. The service 
runs for these utilities should not pass 
through these spaces I but should be 
located in the walls Oil' ceiling I Ol' under 
the floor. Sprinkler systems are recom-
mended for mos t areas of a police facHi-
ty. Where they are to be included I they 
must be planned and installed at the 
same time as the total plumbing system. 

Areas with special utilities problems 
include: 

• Communications rooms 

• Crime laboratories 

• Photographic services laboratory 

In the crime and photographic servioes 
laboratOries I special plumbing must be 
installed to provide servioe lines for dis
tilled water I acids I and other chemicals. • 
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(See sections C8a, Cga.) The communi
cations area should have elevated floors 
and other provisions for the installation 
and maintenance of electrical and tele
phone line s • 

Law enforcement facUities must have an 
emergency power source to insure the 
continuity of police operations when the 
normal supply is interrupted. This gen
erator and its fuel supply should be 
carefully maintained and checked period
ically. Special arrangements should be 
made with a fuel distributor for an addi
tional supply in the event of a prolonged 
electrical shortage • 

! 

D 
·13.3 

c 

>, .. . ---U ca 
'I 



• 

• -

• 



lightiny 
• 

• 

• 

Lighting pla1"s an important role in pro
ducing an optimal working environment 
for many law enforcement operations. 
The type of light us ed often has a direct 
effect on efficiency, morale, safety, and 
security. Lighting may also influence an 
individual's perception of color, tempera
ture, room size, and spatial relation
ships. 

Lighting must never be allowed to domi
nate a space. It should be unobtrusive. 
In most situations it should be possible 
to adjust the. intensity and distribution of 
lighting to meet the needs of the user. 
The effective use of lighting in and around 
police facilities can contribute in many 
ways to the overall efficiency of the op
eration. In exterior applications, lighting 
is very critical to maintaining a high 
level of security. A ten foot, highly
illuminated perimeter should surround 
most types of law enforcement facilities. 
Entrances, exits, and parking areas must 
also be adequately lighted at all times. 
The key to this type of lighting is uni
formity. The lighting level can be signif
icantly reduced, cutting down glare I if 
the lamps are properly spaced to adequa
tely cover the perimeter area. Lighting 
will help to reduce vandalism and other 
security problems, and aid those using 
the. police facility at night. All extetior 
lighting fixtures must be vandal-proof • 

Interior lighting can be decorative as 
well as visually efficient • But in order 
to utilize available lighting sources to 
their fullest, it is important to under
stand the differences between the various 
types of lights that are available today. 
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The two most commonly used lighting sources 
are fluorescent tubes and incandescent bulbs. 
Of the two, the fluorescent tube is roughly 
three to four times more efficient than an in
candescent bulb of the same wattage. There 
are many types of fluorescent tubes avail
able from different manufacturers. Some of 
these are deSigned for specialized uses: 
carnivals I produce departments in super
markets I etc. The most common types of 
fluorescent tubes are cool white, warm white, 
cool white deluxe I and warm white deluxe. 
Of the four types, cool white is probably the 
most frequently used. This is not because 
cool white is more effiCient, but because the 
public is largely unaware of the eXistence of 
the other types of lamps. Cool white light
ing should be used only in situations where 
good color perception is not crucial. It 
should not be used in a police facility. 

• 

Although warm white light is just as efficient • 
as cool white I and is b.etter for color vision 
than cool white lighting, it is still not the 
best quality available. 

Warm white de1ux.e and cool white deluxe 
fluorescent tubes were developed to provide 
a high degree of color fidelity Ii. e., a high 
color-rendering index. The efficiency rating 
of deluxe lamps is two-thirds that of regular 
cool white or warm white lights. They are 
still more efficient than incandescent bulbs, 
and they help display colors to good advan
tage. Cool white deluxe tubes are especially 
suitable for rooms colored green , blue I or 
~qua. Cool white deluxe lights do not have 
the same tendency to grey bright colors as 
their cool white counterparts. Warm white 
deluxe tubes are recommended for yellow, or
ange, red I and brown rooms. The quality of 
light from these lamps is most closely related 
to the light discharged from an incandescent 
lighti~g source. For efficiency of operation , 
it has been found that four 4 foot fluorescent ." 
tubes give off 40 percent 1]l0re light than 
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eight 2 foot tubes of the same totCi.1 wat
tage. This is true because generally 
there is a gain of light per watt as the 
fixture gets longer. 

Incandescent lighting, while not the most 
efficient available source of illumination, 
is frequently desired for spot lighting and 
other special lighting needs. Incandes
cent lighting is warm and pleasing to the 
eye. The color rendering of incandescent 
lights is considered by most to be accept
able and even flattering. In order to a
chieve an optimum atmosphere, the use of 
incandescent lights in conjunction with 
flourescents is highly recommended. 

Choosing the correct lighting fixture is 
particularly important in attaining the 
best possible atmosphere for each oper- ,:1 

ational area. Quality, aesthetics, and 
economy are the essential criteria to be 
considered in making a final selection. 
Lighting engineers should normally be 
consulted to help choose the proper level 
of lighting, type of light, and fixture 
needed for each indiVidual area • "', 

-,' 

The organization of an operational area 
may also affect the amount and type of 
lighting needed. A comparison of open 
office partitions and fi:x:ed floor to ceiling 
walls found that for the same amount of 
illumination on given work surfaces, floor 
to ceiling walls consume 25 pj3rcent more 
energy in lighting than open office parti
tions. This is due to the fact that con
ventional walls not only reflect light, but 

;, may absorb it, depending on color, tex
ture etc. Whereas " with open office par
titions, fewer light fixtures can serve a 
larger space. 

All police facilities have several areas 
with speCial illumination problems. 
These must be treated indivlduaUy. The 
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various speciaUzed tasks performed in police 
laboratories need adequate illumination. Be
cause laboratories are located in high secur
ity areas of the building, and will have lit
tle if any outside lighting I they must achieve 
a proper balance of illumination if they are to 
provide a pleasant working atmosphere. 

The prisoner processing area and holding 
rooms should have an ul'lobtrusive lighting 
system. Using appropriate lighting will help 
convey an impression cif civility in these 
areas with a high potential for hostility and 
animosi ty • (8 ee section D 6c.) The lighting 
in these areas should not be over-bright; it 
should be maintained at a level that is com
fortable for performing the various tasks 
necessary. Using indirect or recessed 
lighting fixtures is a good way to obtain ade
quate, glare-free lighting. Spot lights may 

• 

be necessary to add extra illumination where 
photographs are taken or where other special • 
tasks are performed. The level of lighting in 
temporary holding rooms should be equal to 
that in adj acent rooms. The· light fixtures 
throughout the prisoner proces sing area and 
the holding rooms should be tamper-resis-
tant. This can be achieved by using a decor-
ative metal screen or a damage-resistant 
plastiC cover. 

Often overlooked when designing facility 
lighting systems are the storage areas. 
These vital areas should be well-illuminated 
so that they can be kept uncluttered and so 
that it will be easy to find things. 

The firing range requires a wide variety of 
lighting levels in order to simulate various 
lighting conditions. (8 ee section F lw.) A 
lighting engineer should be consulted to help 
obtain optimum lighting effects. 

Lighting for a cla8sroom or briefing room must 
be deSigned to accommodate the use of audio- • 
visual equipment during daylight hours. Con
sideration should be given to using window 
shades. 

'\ 
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A lobby/reception area should be softly 
illuminated. There should be enough 
light available for persons to read while 
they wait. The lighting should be indi
rec.~ or discreetly recessed into the ceil
mg. The atmosphere deSired is that of a 
typical office-reception area. Spot light
ing may be used to give add.itional light 
where desired: to spotlight paintings and 
display panels or to provide additional 
light for the receptionist,iaT example. 

The communications room poses special 
lighting problems. A general level of il
lumination must be provided. In addition 
to this, spot lighting may be desirable 
where special tasks are p.erformed, such 
as at the complaint receptionist's con
sole, and the dispatcher's console, and 
the infonnation specialist's console. In 
communications areas with a status":loca
tor board, special care must be taken to 
see that the general lighting arrangements 
allow it as much visibility as possible .. 

In conference rooms I the ability to 
achieve a range of illumination is desir
able. This may be accomplished by using 
a rheostat or independently controlled 
lighting group. 

Another lighting problem to be considered 
is the control of sunlight. In an area 
where there is a large expanse of glass, 
such as the lobby/reception area I in a 
community police station, it might be 
possible to use low light transmission 
(tinted) glass, available in a variety of 
grey and bronze colors. Another method 
of controlHng sunlight is to use decora
tive screens and overhangs on the exte
rior of the building. It is important to' . 
zone areas where sunlight is desired, 
such as classrooms and lobby/reception 
areas, so that they can be properly ori
ented. 
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In large facilities the care and maintenance 
of lighting fixtures is very important. A 
maintenance plan should be developed and 
followed carefully. In larger urban areas 
there are often independent companies spe
cializing in lighting maintenance. 

Emergency lighting, produced by auxiliary 
power generators, should be available for 
security areas and twenty-four hour opera
tion areas. The mechanical condition of 
the auxiliary generators must be checked 
at regular intervals. 

In all buildings where a great deal of flexi
bility is desired, special consideration 
should be given to lighting installation. 
Before installing any lighting or mechanical 
systems, walls 1 plumbing, etc. I a grid or 
module must be developed for future 
changes. Using this grid, the engineers 
must then design their system to conform • 

Fred Dubin (as reported by Margot Villecco) , "Enei-gy For Architects ," 
Architecture Plus, I, No. 6 (July 1973) I p. 46. 

Terrence W. Faulkner and T.J. Murphy, "Lighting for Difficult Visual 
Tasks, II Human Factors, 15 a .2 (April 1973) , pp. 149-162. 

John E. Flynn and Arthur W. Seg11, Architectural Interior Systems, 
(New York, N.Y.: Van Nostrand Reinhold Company, 1970). 

Illuminating Engineering Society, Lighting Handbook, (New York, 
N.Y.: Illuminating Engineering Society, 1972)" 

II Lig hting Des ign ," Progre s s i ve Architecture, 54 , No. 9 (8 eptemb er 
1973) • 
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External Noise: 

A proper acoustical environmen~ is criti
cal for the efficient operation of·a police 
facility. Four aspects of noise (defined 
as lIunwanted sound ll

) muat 1;>e considered: 

1. Transmission of outside noise into the 
police facility 

2. TransmisSion of interior noise to the 
outside 

3 •. Transmission of sound from one room 
or area to another 

4. The level of sound control within in
dividual rooms 

Some of the chief sources of outside 
noise are pedestrians I moto, vehicles I 

and trains. Although an excellent loca
tion for an ATSC is adjacent to a limited 
access highway I and Community Police 
Stations are usually located where there 
is a high level of pedestrian traffic I both 
of these situations present serious a
coustical problems. 

There are several effective 1!1\,rays of solv
ing the problems of outs ide nois e • The 
orientation of the building on the site is 
important in reducing outside noise trans
mission. When possible I the entrance 
and lobby/reception area should not face 
the chief nois e source. The s ide of the 
building facing the noisiest area should 
have as few windows as pqssible and 
they should be double glazed. Another 
means of diffusing and absorbing un
wanted sound is to use landscaping and 

'L' grading. Earth'berms can be effective 
for absorbing nois e ~ Taking the above 
precautions should help reduce the level 
of noise from outside the building. 

, ___ ~_----i 
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Room-to-Room Noise: 

-~-- ------------

It is not desirable that pe:tJple outside ,a 
police facility hear noises emanating from 
its interior. This is especially true of 
noise from the firing range and the prisoner 
processing area. Sound might escape 
tr.rough ventilation du.cts, pipes, and Win
dows. These should be acoustically in
sulated to prevent noise transmission. 

Noise from other rooms is a chief source of 
distraction. There are many sources of such 
noise. In general, it can be said that where 
air can go, sound can go. Thus noise can 
travel through ceilings, walls, and floors; 
through structural elements , common air 
ducts, and electrical receptacles. The 
solution to the problem of noise is not to 
render a room soundproof but to create an 
acous ticallY comfortable environment. 

Areas which utilize the open office planning 
concept have special problems. The acous-

• 

tical keys to this type of system are speech • 
clarity within a given work station and 
speech privacy between two or more stations. 
With today's technology these important a-
coustical considerations are handled by 
acoustical ceilings, screens or part-high 
barriers, and masking sound systems. These 
elements help eliminate the disturbances 
created by small changes in the s.ound levels 
from nearby work stations and overall in-
creas es in general background nois e • 

When planning and designing police facili
ties ~ it is importa.nt to zone the various areas 
acoustically. Functional areas can be di
vided into basic groups: noise-sensitive, 
noise-producing, moderately noise-sensitive, 
and moderately noise-producing. These 
groupings should be zoned so that the noise
sensitive areas are placed as far as possible 
from the nOise-producing areas. Similarly 
zoned elements should either be located ad-
jacent to one another or placed on top of each • 
other. The moderately-sensitive and mod-
erately noise-producing areas should act as 
physical buffers between the noise-sensitive 
and the noise-producing areaS. Closets, 

~----------------------------------~~----------,------------~---.---.;~---=~ 
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acoustics 
storage areas, and hallways can also 
serve as buffers. 

Most often neglected in discussions of 
acoustics is the building itself: its walls 
floors, ceilings, and structural elements. 
It is not enough to place acoustical mat
erials on all surfaces. In all older build
ings and in new buildings after they have 
settled, it is important to fill all cracks 
in the walls and between the walls and 
the floor or ceilipg.;' These are cOmmon 
sources of noise t.'.'ansmission. 

After cracks have been eliminated, use 
acoustical material in the rooms where 
the most noise is generated. Some pos
sible methods are: 

• Painting concrete-blook walls 

• Hanging draperies 

• Installing carpeting or other resilient 
flooring 

• Putting acoustical materials on floors, 
walls, and ceilings 

Areas that might generate a sufficient a
mount of noise to adversely affect other 
operations include: 

• Lobby/reception area 

• Classroom 

• Locker room 

• Exercis e room 

e Staff lounge 

• Firing range 

• Sally port 

• Duplicating room 
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c • Typing and secretarial area 

The lobby/reception area might generate 
many types of noise. It should be acous
tically isolated from the rest of the police 
facility so that it will not disturb othel' 
police operations. 

The station classroom is another area re
quiring a high degre:e of acou.stical insula
tion. Sound control should be sufficient to 
permit the showing of training films without 
disturbing operations in other parts of the 
building. 

The locker rooms and the exercise area are 
both sources of a great deal of noise. They 
should be particularly well-isolated from the 
classroom and the library reading room. A 
staff lounge should be located so that per
sonnel using this area do not have to be un
duly quiet. 

The firing range presents a number of difficult 
acousti,cal problems. The high sound level 
produced by the discharge of firearms can be 
very detrimental to a person's hearing. The 
noise of a firing range will affect both those 
using the range and those in other parts of the 
building. 

Poor sound control in a sally port adds un
necessary confusion to the process of trans
ferring prisoners into the building. Because 
the sally port 1s an enclosed driveway I the 
noise of running vehicles should be muffled. 
The noises within the sally port must be kept 
to a level that is comfortable for human hear
ing. No noise from the sally port should be 
audible inside the main part of the building. 

In planning for both a firing range and a sally 
port, it is advisable to consult an acoustics 
expert in order to determim::, the proper meth-

• 

•• 

ods of applying sound attenuation and iso- • 
lation. 
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The typing and duplication areas in a 
police building need to be acoustically 
isolated from the administrative offices 
they serve. The sound of typewriters, 
duplicating machines, and filing drawers I 
if not properly handled, can become 
sources of coihstant distraction and con
fusion. In the interest of secretarial 
efficiency it is advisable to locate dupli
cating machines in a separate room. 

Other sources of unwanted sound are 
mechanical and plumbing chases. Care 
must b~ taken to isolate these potential 
troubl~ spots from the structure of the 
building. This will lessen vibrations 
and other noises that might travel through 
the structural skeleton of the building. 
Acoustical material should be placed in 
and around sources of mechanical or 
plumbing noises such as ducts handling 
high velocity air and water hammer in 
piping. These source&, of noise can be 
isolated if treated,properly. 

Noise originating outside of a given 
room should not be audible when nonnal ' 
activities are undeIWay inside. The 
use of "white ll noise (i.e., soft music 
or the gentle hiss of a mechanical dif
fuser) will generally mask unwanted 
sounds from outside the room. This type 
of background will also help cover the 
room's internal noise. 

Another method of isolating sound is to 
extend all partition walls up to the floor 
or roof structure above. This prevents 
unwanted sound from being transmitted 
beyond an acoustical ceiling. 

The proper method of grouping rooms 
around a courtyard must be carefully 
sought. If placement is handled incor
rectly, the court will act as a speaking 
tube and easily transmit noise from one 
side to another. Therefore, activitie.s 
with similar noise levels should be -' 
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Intra-Room Noise: 

placed around the courtyard. The use of 
shrubbery and small trees will contribute to 
sound attenuation in a courtyard. 

When choosing demountable partitions I par
ticular attention should be paid to their 
sound isolating qualities. Inferior products 
and faulty installation can drastically de
crease the usefulness of demountable parti
tions. 

Certain areas of a police facility require a 
great deal of sound control. Some clf these 
are: 

• Communications area 

• Prisoner processing area 

• Conference rooms 

• Administrative offices 

• Counseling areas 

• Library 

The communications area must be acousti
cally isolated from the surrounding areas 
because of the critical importance of the work 
carried on there. Inside the rooms them
selves I acoustical treatment is needed to 
prevent reverberation and echoes. Noisy 
machines used in the communications area I 
such as teletype machines, should have 
acoustical padding. Since the communica
tions room is of interest to the general public, 
special care should be taken to see that 
touring citizen groups do not distract those 
working in the area. Dispatchers should be 
acoustically isolated from complaint recep
tion officers. This will reduce the frequency 
of distractions. An acoustical engineer 
should be consulted to determine exactly the 
acoustical needs for every situation. 

• 
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Aco.tistical considerations are important' 
for the prisoner processing area: These 
spaces tend to have a high degree of . 
interpersonal conflict and noise. The 
use of such acoustical materials as car
peting, tile, and draperies will not only 
improve the acoustical qualities of this 
area, but will encourage civility. (See 
section D 6c). 

Conversations in consultation rooms, 
administrative offices, and conference 
rooms require privacy. Special acousti
cal measures must be taken to provide 
maximum privacy to these areas. 

The library must be acoustically treated 
so that quiet reading and studying can 
take place. The use of draperies, car
peting, and soft chairs will help reduce 
distracting nois es • 

The detention rooms must be acoustically 
insulated from the surrounding areas. 
They need to have built-in sound sys
tems for monitoring those being detained • 

In general, carpeting, to absorb such im- . 
pact noises as footfalls; draperies and 
other acoustical materials, to isolate 
noises, are recommended for use through-' 
out police facilities. These amenities 
not only increase sound attenuation and 
add color and civility but also improve 
the working environment. 

John E. Flynn and Arthur E. Segil, Architec~ Interior Systems, (New 
York, N.Y.: Van Nostrand Reinhold Company, 1970). 

United Statl9s Savings and Loan League, Construlction Lending GUide. 
Vol. 106, "Sound Control, II (Chicago, Ill.: United States Savings and 
Loan League, 1970). 
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The protection of life and property from 
the potentially destructive . effects of fire 
is an extremely important consideration 
in the planning of all law enforcement 
facilities. Three basic categories of 
facility components must be considered 
in planning for fire safety: 

A. Components of a police building that 
must be protected from excessive fire 
damage in order to assure the uninter
rupted delivery of law enforcement ser
vices to the community: 

• Data storage and retrieval (records) 

• Communications center 

• Evidence storage vaults 

.. Emergency equipment storage 

B. Areas of a police facility with func
tions that generally imply a high level 
of fire ha zard: 

e Firing ranges and ammunition storage 

• Vehicle maintenance and fueling 
areas 

• Forensic laboratories 

• Generators and heafing units 

C. Certain parts of a police facility must 
be carefully planned in order to protect 
persons held in custody from fire. These 
areas include cell blocks I detention 
rooms I and all other types of temporary 
holding facilities. 

In the event of a fire I record storage areas 
must be protected in a way that printed 
material is not destroyed. In these 
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c areas, the use of a halogenated extin
guishin9 agent system 1s highly recom
mended. This colorless I odorless, elec
tr~cally non-conducting gas will" ex
tinguish a fire and not damage records. 
Because of its nonconductivity, this gas
eous material can be very useful, safely 
protecting such electronic equipment as 
computers and radio equipment from fire 
damage. Therefore its use in the commu
nications area of police facilities is high
ly recommended. 

Because people are detained behind locked 
doors I fire safety in cell blocks and hold
ing rooms is critical. Using heat and/or 
smoke-detection equipment along with an 
adequate sprinkler system will offer a par
tial solution to this problem. Police and 
architects should cooper~~a 'in developing 
a detailed emergency €:v~ .. ~uation plan dur
ing the desiqn phase of detention facilities • 

Evidence storage vaults require sufficient 
protection from fire and smoke damag~ to 
preserve the integrity of their contents. 
Here aga1n, the.- potential damage a water 
~are protection system can do must be 
overcome. 

Because of their potential for explosion, 
riot equipment, and ammunition storage 
areas and the firing range exhaust system 
all require special consideration. These 
areas I conSidered by all codes to present 
high hazards, require fire resistive or 
non-combustible construction. The walls, 
floors, and ceilings of these areas must 
have a sufficiently safe fire rating to pro
tect surrounding areas from damage in case 
of a fire. (For more about firing range ex
haust systems I see the statement Firing 
Ranges, section Flw.) 

The crime lab, depending on its equipment 
and other materials, is generally conSid
ered a mediurn-to--high hazard area. Care 
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fire safety 
should be taken to provide the appropri
ate number of exits while maintaining the 
level of security vital to an operation of 
this nature. (See the statement on Crime 
Laboratories, section F 3e.) 

The appropriate building and fire codes 
should be consulted in all cases. Mini
mum safety requirements for exits, allow
able construction materials, and fire safe
ty equipment should be observed and, if 
possible, surpassed. 

It is essential that a law enforcement a
gency establish a comprehensive fire safe 
ty program. This program should include 
the following features: 

1. The development of an efficient evac
uation. plan, and the instruction of all em
ployees in its operation. 

2. The scheduling of periodic fire drills 
that include poth department personnel 
.and detainees. 

3. Intelligent placement and maintenap.ce 
of fire extinguishers. 

4. The training of personnel in the use of 
fire extinguishers and other fire safety 
equipment. 

The selection csf furniture and,,~quipment 
is another area where fire safety stand
ards are criti~al. Every effort should be 
made to select furniture made of non
combustible materials. This is especial
ly important in temporary detention areas. 
Draperies, carpf~ting, and all other fur
nishings should be carefully evaluated 
for their potential as fire hazards. Itfolms 
that do not provide minimum fire safety 
should not be considered • 

Supplying police facilities with adequate 
fire safety equipment will increase their 
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ability to protect life and property. 
This can also help reduce annual insur
ance premiums. These savings may in 
time offset th~ initial cost of providing 
adequate fire protection. 

National Fire Protection Association, Halogenated Extinguishing Agent 
Systems, Halon 1301, 1972, (Boston: National Fire Protection Association, 
1972) • 

National Fire Protection Association, Installation of Sprinkler Systems 
1972, (Boston: National Fire Protection Association, 1972). 

National Fire Protection Association, Local Protective Signaling Systems 
1972, (Boston: National Fire Protection Association, 1972). 

National Fire Protection Association, Manufacture, Transportation, Storage I 
and Use of Explosive Materials 1972, (Boston: National Fire Protection Assoc
iation, 1972). 
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THE COMMUNITY POLICE STATION 

BACKGROUND 

The Community Police Station (CPS) is de
signed to provide a decentralized base of 
operations for the delivery of police ser
vices in the community. It has most of the 
facility components required to conduct a 
full range of field service programs. It pro
vides an optimal setting for juvenile coun
s-aling' and other delinquency prevention 
programs (see section C llf) I and for han
dling adults arrested for minor violatIons of 
the law. Community' Police Stations are 
often located in shopping centers and other 
locations. that offer maximum visibility and 
accessibility to the public. 

A network of conveniently located facilities 
of this type enables police officers in the 
field to solve most law enforcement problems 
without requiring that witnesses I victims, 
or complainants travel great distances from 
their homes to a central hEliadquarters build
ing. The convenience and accessibility of 
a CPS is particularly important for handling 
cases involving juveniles and their families. 

The CPS is an extremely important element 
in the operation of a large I decentralized 
law enforcement system. It usually func
tions as a satellite of an Administrative and 
Technical Services Center (ATSC). The 
staff and auxiliary programs required to sup
port law enforcement operations in an entire 
metropolitan area or in communities through
out a county or group of counties are nor
mally -conducted in an ATSC. (See hypothe
tical facility network maps I sections D In 
through D 4n.) 
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f It has long been recognized that complete • 

uniformity in the cond uct of law enforcement 
operations in various parts of a metropolitan 
area or county is neither desirable nor neces-
sary. Citizens in each section of a city or 
county should be given the opportunity to par
ticipate in deter~ining the policies that will 
guide police officers serving their community. 
Only in this way can the development of mono-
lithic police organizations be sucessfully 
avoided. Having a CPS in every part of the 
city or county served by a law enforcement 
system reflects a commitment to the principle 
of direct citizen involvement in the criminal 
justice process. A CPS provides an appro-
priate setting for police officials and citizens 
to meet and discuss their mutual concern 
about the problems of la w enforcement in the 
community. 

The need to develop a closer working relation
ship between the police and the people they 
serve is one of the most urgent problems • 
facing contemporary law enforcement. If 
crime and delinquency are to be significantly 
reduced, much greater citizen involvement in 
the processes of law enforcement and crime 
prevention will be necessary. In an effort 
to overcome citizen apathy, and to encourage 
public involvement in crime prevention activ
Ities, many police departments are conducting 
extensive public education programs. A CPS 
in each town or community served by the po
lice department can contribute to the success 
of these programs in a number of ways. The 
lobby/receptlon area of a CPS usually con
tains exhibits and display panels designed to 
attract people into the building. The class
room, intended primarily for the use of police 
officers attending in-service training pro
grams, can also be made available for meet
ings with groups of citizens. Thus, the CPS 
serves as a center for citizen education in 
crime prevention techniques. 
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Another important function of a CPS is to 
help the police become better integrated 
into the social fabric of the community. 
In most communities, the police department 
is the only public service agency that is 
open for business on a 24-hour basis seven 
days a week. Officers on duty are familiar 
with all of the resources available in the 
community. They are able to assist people 
in handling emergencies when they arise. 

Many of the characte;:oistics that distinguish 
modern law enforcement operations have 
made it increasingly difficult for the police 
to maintain contact with the public. The 
extensive use of mobile patrols and the 
widespread abandonment of ,foot patrols has 
eliminated many of the opportunities for 
casual police--citizen contacts that existed 
formerly. In many American cities, people 
only rarely have occasion to talk with a 
police officer except in times of personal 
crisis or in an emergency. The reducti'on i 
in the number of preCinct and district sta
tions maintained by most larger police de
partments has also contribt1t~;d to a growing 
sense of distance between citizens and the 
police. 

A network of police facilities conveniently 
located in the areas where people live and 
work enables the average citizen to become 
better acquainted with the objectives and 
programs of his police department. The 
accessibility of the CPS makes it relatively 
easy for people to visit with the law en
forcement officers serving their community, 
and to attend special educational programs 
sponsored by the department. This arrange
ment helps to eliminate much of the remote
nes s that has characterized relations be
tween law enforcement agencies and the 
citizenry. 
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f The CPS will become increasingly important as 

law enforcement operations become more and 
more centralized. In the interest of both econ
omy and efficiency I police departments are 
working with other law enforcement agencies to 
develop j oint staff and auxiliary programs. 
Because many of these technical programs are 
functionally interdependent I they are often lo
cated in centralized facilities sufficiently 
large to provide the necessary operations space. 
The removal of records, communications, pur-
chasing, planning, and other functions from the 
community tends to make law enforcement oper-. 
ations even more remote from the local popula
tion. This trend can be counter balanced by 
developing a network of small, decentralized., 
community-based facilities? 

Another reason for the development of the CPS 
is that an ATSC is not normally a suitable place 
to conduct most routine field operations. The 
pifficulty of attempting to provide police ser
vices to an entire metropolitan area or to a 
number of widely scattered towns and communi
ties by using a single centralized law enforce
ment facility is great. If decentralized facili
ties are not available I everyone detained by 
the police must be transported to the headquar
ters facility for booking and initial processing. 
In most jurisdictions I a large proportion of 
those arrested are held in police custody for 
relatively brief periods before being released. 
In some cases, they are questioned and re
leased because there is insufficient evidence. 
The person who originally requested police in
tervention may be unwilling to sign a complaint. 
Persons arrested for public intoxication or dis
turbing the peace may'be released after a II so
bering up II or II cooling off" period. The prac
tice of releasing persons accused of minor 

", offenses on their own recognizance is becoming 
more and more common in American law enforce
m~nt. The CPS enables arresting officers to 
handle cases like those described above at a 
location that is reasonably close to the home 
of the person arrested. Those charged with 
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more serious offenses will be transfert'ed to 
an Intake Service Center for booking and 
preliminary evaluation. This eliminates the 
necessity of including high security deten
tion facilities in a CPS. 

There are a number of significant differences 
between the CPS and the traditional pre
cinct station. Perhaps the most important 
difference is that the CPS is less expensive 
to construct. Because most of the precinct 
or district stations constructed earlier in 
the century represented substantial finan
cial investments I police departments have 
been reluctant to close these facilities I 

even though they may no longer be located 
in a suitable place for a facility of this 
nature. Unfortunately I the architecture of 
most of the preCinct stations constructed 
during the first half of the century was usu
ally monumental in character. They were 
often built around a substantial high secur
ity cell block:. The presence of a jail in the 
center of the precinct station was a maj or 
determinant of its ambience and overall 
character. These facilities were costly to 
construct and have proven to be extremely 
expensive to maintain. The desire of police 
administrators to avoid further investments 
in facilities of this type is I therefore I un
derstandable. Still, the need to maintain 
police facilities that are conveniently lo
cated in all parts of a city or county is more 
urgent than ever before. 

One of the characteristic features of most 
urbanized areas is a ·lack of stability in the 
distribution of the population. New resi
dential areas are being continually devel
oped while older ones are. gradually aban
donE~d. Areas that were at one time residen
tial may· become commercial or r~dustrial • 
Expressways and rapid transit sy~a~s may 
displace large numbers of people and'\J.~vide 
the city in ways that were not anticipated 
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by its original developers. This situation' 
creates a need for a type of police facility that 
will be relatively inexpensive to construct and 
that can be phased out in response to changes 
in the distribution of the population. 

FACILITY COMPONENTS 

LobbY/Reception Area: The main entrance to 
the CPS should be close to the parking space 
designated for visitors. (NOTE: If the build
ing is located in a shopping center ( it willl.lsu
ally not be necessary to provide speCial parking 
for visitors.) The entrance should be set back 
only a short distance from the sidewalk in front 
of the building. In addition to a desk for the 
receptionist ( the lobby contains seating for 
people waiting to talk with police personnel. 
A small consultation room is located adjacent 
to the lobby to be used for private conversa-

• 

tions between police officers and citizens. • 
The reception area includes public restrooms 
and a drinking fountain. A complimentary cof-
fee bar may also be included in this area. As 
noted above, the lobby of a CPS is used to dis-
play posters and exhibits which will attract 
people into the building. 

Classroom: This is well-equipped lecture room 
with a proj !dction booth and space for the stor
age of audio-visual equipment. The primary 
function of this room is to provide space for in
service training classes for police officers. 
However, it can also be used for meetings be
tween police officers and citizen groups. This 
is a multi-purpose space that enables the po
lice department to extend its hospitality to the 
community by allowing various organizations to 
use it for their meetings and activities. 

Library/Reading Room: This is another part of 
the building that is used by police officers for 
profe s si:onal development. The principal func
tion of the library/reading room is to make • 
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current Ii terature in the field of criminal 
justice readily available to all police per
sonnel using the facility. The room can 
also be made available to high school and 
college students who are working on pro
jects on law enforcement a.nd related topiCS. 

Shift Commi'lnder's Office: This is theoper
ational center of a CPS. The office should 
contain a set of wall lockers for the tempo
rary storage of evidence prior to the time it 
is transferred to the evidence storage vault 
in the ATSC. (See section G 5e.) The room 
also contains a transmitter/receiver for 
monitoring field operations. 

Temporary Holding Rooms: The facility in
cludes a number of spaces for the short
term detention of arrestees. These rooms 
should include toilet facilities and be de
signed for holding adults for periods of up 
to four hours. (See sectionF 4i.) 

Prisoner Processing Atea: A CPS should in
clude a s!ally port and separate entrance 
for arrestees. This entrance opens into an 
area for booking and initial processing of 
prisoners. As noted above I most persons 
held at the CPS will be released from po
lice custody in a relatively short period of 
time. 

Briefing :Area: The squad room or briefing 
area is located close to the staff entrance. 
It is suffiCiently large to(~Qomodate all of 
the officers assigned to as.:.igle shift. 
This space can also be used as a report 
writing area. .Locker rooms for male and fe
male officers and a well-equipped exercise 
room are located adj acent to the briefing 
area. 

Iuvenile Operations Area: This area in
cludes a small waiting room and an office 
for routine administrative business related 
to juvenile operations. The lareaalso in
cludes a speCial counseling room used for 
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f conferences with juveniles and their parents. 

The waiting room for the juvenile operations 
area should be adjacent to the lobby/reception 
area. 

Detective's Area: This part of the CPS is usea 
by officers conducting criminal investigations. 
It includes a small waiting room similar to that 
in the juvenile operations area. The detec
tives' work area contains several mUlti-purpose 
rooms for interviewing suspects, victims, 
witnesses, and informants. These interview 
rooms are also designed with sufficient secur
ity to be used for the temporary holding of per
sons under arrest. 

Conference Room: This is a small meeting 
room with seating for approximately twelve 
people. Its primary use is for staff meetings. 
It can also be used for meetings with small 
community groups. 

IMP"GE 

A CPS should be seen as a relatively small, 
conveniently located facility. It should be 
attractive to organizations looking for a place 
to hold meeting s • 

The public entrance and lobby should be attrac
tive to persons walking or driving by the build
ing. The overall impres sion should be one of 
accessibility and readiness to serve. 

Although security features are engineered into 
the structure of the facility, its general appear
ance should not suggest that this was an im
portant consideration in its design. The image 
should be that of a public service institution 
and not a fortress. 

• 

• 
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SIZE 

A CPS rarely requires more than 10,000 
square feet of floor space. It is consider
ably smaller than a traditional precinct 
station, and only about one-fourth the size 
of an Independent Police Station. However, 
it must be large enough to accomodat(~ a 
full range of field operations. The building 
must also contain sufficient space for a 
briefing room, lockers, exercise area, li
brary/reading room, and other facilities re
quired for the convenience and professional 
development of the indi vidua'I officer. 

In designing a CPS, every effort should be 
made to reduce its apparent size. The 
larger and more imposing the structure, the 
less likely the average citizen will be to 
want to enter it. A; .. single-story building 
is generally preferable for a CPS • 

LOCATION 

Community Police Stations are generally 
located near the activity center of the to'Vms 
or districts they serve. A site should be 
selected that places the facility clearly in 
the context of the life of the community. 
A large volume of pedestrian traffic in 
fr9nt of the building is highly desirable. 
The site should also maximize visibility to 
vehicular traffic. 

A location in proximity to a post office, li
brary, school, health Clinic, or public park 
is generally considered ideal for this type 
of facility. The prime objective in ._~elect.,.! 
ing a site for a CPS is to enmesh police 
operations into the routine life of the com
munity. It should be located in one of the 
most accessible public spaces in the area. 
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membered that those residential areas of a city 
which are least likely to be described as II com
muni.ties II may have the greatest need for this 
type of facility. 

ADAPTABILITY 

The population in most urban areas is con
stantly shifting. In most metropolitan areas I 
only a small percentage of the people consider 
themselves to be permanent residents of the 
neighborhood in which they happen to be living 
at the time. As new residential areas develop I 
older ones are abandoned. Police departments 

• 

must be prepared to adapt to c.1hange in the dis- .. 
trlbution of the population as it occurs. An 
existing CPS may be phased out and replaced 
by one or more new ones in other parts of the 
city. The new probability that the facility may 
be phased out in fifteen years or less should • 
be taken into account in designing the building. . 
It is often a good idea to construct facilities 
that can be sold for use as stores or shops at 
a later date. In this way I a CPS facility can 
be readily sold when it has outlived its useful
ness to the police department. The possibility 
of leasing facilities that were originally in-
tended for use as stores should also be con
sidered. A former super market or retail store 
will often be an ideal structure for use as a 
CPS. These types of faCilities are generally 
located on sites ideally suited to the require-
ments of a CPS. 

• 
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ADMINISTRATIVE AND TECHNICAL 

SERVICES CENTER 

BACKGROUND 

With each passing deoade, new appli
cations of modern technology to the 
field of law enforcement are emerging 
that will enable the police to more ef
fectively perform their mission of redu
cing crime and apprehending those who 
have violated the law. Computer-based 
information systems, employed in col1-
junction with electronic communications 
equipment, have provided law enforce
ment agencies with a greatly improved 
response capability. Developments in 
the area of forensic science have rev
olutionized the process of criminal in
vestigation. 

New method s have been developed jn 
the field of education which will make 
it possible to provide excellent train
ing experiences for law enforcement 
professionals at all stages of their 
careers. 

Thus, a major challenge facing contem
porary law enforcement planners is to 
provide police officers in. aH parts of 
the country with the technical re
sources available to support their op-
erations. While relatively few police 
agencies are capable of developing a 
full array of staff and amdliary services 
to complement their field operations, 
many police departments are attempting 
t~::> overcome this problem by de~:eloping 
closer working relationshipS with other 
law enforcement agencies in their area. 
The effect of the current trend toward 
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f greater cooperation between cities, towns, 
and counties in the development of .such 
basic government services as fire protec
tion, community colleges, parks, and rec·· 
reation programs will be that many law e11-
forcement organizations will be able to 
develop staff and auxiliary programs oth-:
erwise unavailable to them. The practice 
of entering into agreements with other a
gencies to purchase equipment and estab
lish technical support programs will make 
it possible to avoid costly duplication of 
effort. It will also facilitate a greater 
coordination of law enforcement opera
tions in a given area. 

The main purpose of an Administrative and 
Technical Services Center is to pro-
vide facilities for most of the staff and 
auxiliary programs that support police 
field operations. By placing these ser
vices in a single facility complex, the 
staff of each program will be able to UfJ€I 

the resources of all of the others. 

Another prime objective in developing a. 
center of this nature is to facilitate the 
removal of most administrative and tech
nical functions from Community Police 
Stations. This will greatly reduce the 
security requirements for these facilities, 
and make them more suitable settings for 
routine polica operations. In t.his way, 
the goal of reducing the size I complexity, 
and cost of local police stati()fls can be 
achieved more easily. 

• 

• 

The development of an Administrative and 
Technical Services Center should be con
sidered for all lCiw enforcement systems 
with more than four hundred officers en
gaged in the conduct of field operations. 
(Normally I eighty percent of the person
nelln a police department are assigned 
to field service programs.) The cos t-
effectiveness of a facility of this nature • 
will increase directly as the number of 
officers it supports increases. 
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Normally I an Administrative and Tech
nical Services Center will support the 
operations of three or more Community 
Police Stations. In most cases I the 
driving time between the center and the 
stations it serves should not exceed 
fifty minutes. This allows officers 
assigned to field operations to have 
easy access to the technicians and 
other staff personnel in the support 
center. 

COMPONENTS 

The first step in planning o,il Administra
tive and Technical Services Center is to 
identify all of the programs it will even
tually conduct. In some situations I it 
may be necessary to divide the plan .into 
a series of phases reflecting a gradual 
process of developing the center. The 
following is a typical listing of compo
nents I based on a plan for phased 
development: 

Phase I 

Planning and Research 
Central Records System 
Communications Center 

Phase I! 

Recruitment 
Crime Laboratory 
Criminal Identification Bureau 
Photographic Laboratory 
Crime Analysis 

Phase II! 

Legal Advisor 
Curriculum Development 
Career Development 
Procurement Services 
Vehicle .Maintenance and Repair 
Public Information 

D 
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In aCl.",::~;".:m to the operational areas re
quired for each of these programs, a fa
cility of this nature might include spaces 
for the' following supplementary functions: 

Researcp Library; This component should 
be centrally located in relation to the plan
ning, curriculum "development, and legal 
advisory staffs. It should incorporate 
space for extended research projects in
volving the use of library materials. 

Conference Room: The Center should in
clude a conference room with seating for 
15 people. Because this space may of
ten be used for meetings with representa
tives of outside agencies I it should be 
located near the main entrance to the 
building. 

Staff Cafeteria: In most cases I when 
more than 100 people are employed in 
the center, a cafeteria should be pro
vided for their convenience. In addi
tion to its primary function, this area 
should be designed to accomodate staff 
meetings involving large numbers of peo
pIe. It can also be used for banquets 
and other ceremonial occasions. 

LOCATION 

The major criterion in selecting a site for 
an Administrative and Technical Services 
Ge.nter should be its location relative to 
•. t~.; '::ommunity Police Stations it serves. 
The facility should be highly accessible 
to all of the officers engaged in field op
erations. The foHowing are examples of 
circumstances under which police field 
personnel will need to go to the Center: 

• When officers engaged in criminal 
investigations deliver items of 
physical evidence and consult 
with crime lab technicians. 

• 

• 

• 
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• 

• 

To deliver film for processing 
by the photographic services lab. 

To turn in radios I weapol1"S, and 
other equipment for maintenance 
and repair. 

When officers need assistance 
from the legal advisory staff. 

When officers require the test
ing and counseling services 
provided by the career develop
ment staff. 

When training officers from the 
Community Police Stations need 
to pick up films and other train
ing materials. 

In many situations I a site adjacent to a 
limited-access highway interchange will 
be ideally SUited to the operational re
quirements of this facility type. High
density commercial or residential areas 
present many problems for a facility of 
this nature I and thray should probably 
be avoided. 

SECURITY 

Perimeter security is l..tnother important 
consideration in seleOting a suitable 
site for an Administrative and Technical ;/ 
Services Center. Id~al1y I the facility 
should be surrounded! by a large open 
area that can be encl6s-ed wUh a fence 
a.nd brightly illuminated during .hours 
of darkness. For this reason, che se
lection of a site in anindustri:>-:--'!)ark 
or undeveloped zone should b~--cdnsid
ered • 

Internal security problems can be re
duced by limiting the number of entranc-' 
es to the building. It m~y be pos sible 

~--~-------------------~,~~. ,~/----.------------------------------~ 
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f to use only two entrances besides the emer- • 

geney exits prescribed by local fire or-
dinancf9s. The main entrance would be 
used by most employees and by others 
using the building. By requiring every-
one who enters the building to present 
an idemtification. pass or to sign a regis-
Iter, aJ high level of control can be main-
tained. A second entrance would include a 
loading dock and .would be used mainly for 
the delivery of equipment and supplies. A 
system of identification security checks 
can also be used at this entrance. 

Four areas of the building requiring ex
ceptionally high levels of security are 
the eVidence storage vault, the crime lab
oratory t the communications center I and 
the central records office. Locating 
these sensitive components on levels 
above the ground fIvor may reduce se-
curity risks to some extent. Basement 
areas also present certain advantages 
in terms of security. 

FLEXIBILITY 

A facility of this nature must be designed 
to accomodate changes in user requifla
ments. It is quite likely that new PflO
grams will be added and existing onf;S 
modified during the life of the buHdi.ng. 
Therefore I the use of demountable l'mrti
tions throughout much of the building shoul 
be considered. 

Developments thc.it may result in a signif
icant increase in total staff size include: 

• Population growth requiring 
the assignment of additional 
police personnel to field 
operations. 

• 

• 
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'. 

w The expansion of the total area 
served by the system. 

• The development of new, staff 
and auxiliary service p~ograms. 

Each of these factors must be considered 
in determining the space requirements 
for an Administrative and Technical 
Services Center. If the construction 
of additional levels is contemplated 
aL a means of expanding the facility 
at a later date, the foundation, roof\; 
and utility chastas must be designed to 
accomoclate these additions. 

The selection of a site that will allow 
horizontal expansion is highly desirable. 
Unused space around the building can 
also provide more room for parking when 
it is required. 
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THE INDEPENDENT POLICE STATION 

BACKGROUND 

The development of a network of deceno( 
trali~ed Community Police Stations sup
ported by a cornmon Administrative and 
Technical Services Center greatly sim
plifies the task of designing buildings 
that are ideally suited to the functional 
needs of the police. Incompatible pro
grams can be segregated I and each type 
of facility can be constructed to meet 
a limited set of design criteria. In many 

- situations I however I this solution to 
the problem of providing sui table facil
ities for law enforcement operations 
will not be feasible. 

Except in large metropolitan arsas I the 
sue:cessful establishment of a network 
of Community Police Stations will gen
erally depend upon the presence of an 
intergovernmental law enforcement 
planning agency. In the absence of 
a transjurisdictional coordinati~w agen
cy of this nature I many municipalities 
will continue to be solely responsible 
for developing a full range of law en
forcement programs and facilities. Po
lice d~partments serving communities 
in remote and isolated areas will also 
have only a limited ability to share pro-' 
grams and facilities with other agencies. 
In these situations I it may be practical 
to incorporate a variety of staff, auxil
iary I and field service programs into a 
si.ngle police facility. A facility of 
this nature is reffered to as an "Inde
pendent Police Station. " 
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The use of Independent Police Stations I ' 

which house both administrative and tech
nical operations and work areas for de
tectives, juvenile officers, and other per
sonnel engaged in field service programs, 
should usually be limited to departments 
serving areas with populations of between 
SO I 000 and 100 ,000. In most cases 1 de
partments operating in areas with popu
lations inexcess of 100 I 000 should consid
er developing a central Administrative and 
Technical SerVices Center, and two or 
more Community Police Stations. 

• 

An Independent Police Station must com
bine the high degree of accessibility to 
the public of a Community Police Station 
with the security and operational require
ments of an Administrative and Technical 
Services Center. This is the challenge 
that faces those engaged in the planning 
and design of this type of fa~~~ity,. In 
addition to the elements found in a normal 
Community Police Station, the independent • 
facility will probably contain most of the 
following components: 

• Communications Center 

• Emergency Power Generator 

• Repair Shop for Electronic Equipment 

• Records Center 

" Typing and Clerical Section 

lIP Duplication Equ,ipment 

!Ii Storage for Office Supplies and 
Official Forms 

• Planning and Evaluation Unit 

• Evidence Storage Vault • 
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• Small Laboratory for Processing 
and Packaging Evidence 

• Photographic wboratory 

• Storage for Special Weapons 
and Emergency Equipment 

• Storage for Lost and Impounded 
Property 

SIZE 

The Independent Police Station must pro
vide sufficient space to meet the expand
ing 9perational requirements of the de
partmen t.· Therefore, the planning pro
cess must include a careful review of 
each program to determine its probable 
space requirements throughout the pro
jected life of the building. 

Plans may call for building an addition
al floor or wing at some point in the fu
ture. Minimizing the apparent size of 
the building is a major design criterion, 
however, which must be considered 
while formulating plans for expansion. 
As in the case of the Community Police 
Station, this type of facility must not 
have the appearance of an office build
ing or administrative headquarters. It 
Ghould look relatively small and ap
proachable . 

ACCESSIBILITY 

A site should be selected for the Inde
pendent Police Station that makes it 
convenient to most of the residents in 
the community. The flow of vehicular 
traffic in the vicinity of thEf building 
should present few obstacles to drivers 
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entering and leaving the visitors I park
ing area. 

SECURITY 

The components of the building can be 
divided into three categories I reflecting 
different desired levels of security. Ar.eas 
requiring maximum security arange-
ments include the communications center I 
evidence processing and storage area I data 
system terminals I weapons and special 
equipment storage, and the emergency gen
erator. Public access to these areas 
should be strictly controlled at all times. 
Alarm systems may be employed to alert 
the staff to the presence of unauthorized 
persons. In. many cases I it may be de
sirable to place all of these high security 
components in a basement area. In de-

• 

signing this high security zone I special • 
provision should be made to allow small 
groups to view the operation of the com
munications center. 

Due to manpower limitations I some police 
departments are forced to man their facil
ity on weekends and during early morning 
hours with a single person. This person 
answers the phone I greets people enter-
ing the door I and functions as a dispatcher
coordinator for patrol units operating in the 
field. This arrangement has nece'ssitated 
placing the communications console near 
the main public entrance to the building. 
From the standpoint of securi~y I this re
sults in a highly undesirable situation. 
The public has direct acces s to one of the 
most critical operational elements of the 
building. By placing the communications 
center in a limited-access I high-security 
zone of the b1~ilding I a more open and ap-
proachable reception area can be developed • 
without jeopardizing this operational com- . 
ponent. It should be noted that this ar-
rangement of facilities will necessitate 
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assigning at least two people to mao. 
the building whenever it is open to the 

. public • 

Components requiring a. moderate level 
of security include the booking and tem
porary holding rooms I detectives I work 
area I shift commander's office I briefing 
area; record and report preparation room, 
and juvenile operations area. Only peo
ple on official business should have 
access to these areas. 

Security from sabotage and vandalism 
should not be an overriding concern in 
designing the main ~ntrance and the 
lobby/reception area of the building. 
A relatively low level of security is 

- also acceptable- in the classroom and 
library!reading room areas,; -By sub
dividing the facility into three zones 
determined by level of physical secur
ity required, it will be possible to .re
duce the complexity of the design cri
teria that apply to anyone component. 

IMAGE 

The Independent Police Station should 
appea.r to be a community servic~/;agen
cy. The design of the entrance and r@
ception area should suggest that people 
are expected to enter the building on a 
relatively casual basis. An official or 
institutional appearance should be avoid 
ed. As in the case of the Community 
Police Station I the public entrance to 
the independent facility ~hould be lo
cated no more than a few steps from the 
sidewalk in front of the building. The 
greCl.ter the distan,c:;:e heJween t.h~ en..;. 
trcrnoe and the sidewalk, th(;(,mOre i:m
posing and unappro;whable the building 
is likely to appear. .~ 
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LOCATION 

Site selection criteria suggested for the 
Community Police Station generally apply 
to this type of facility I as well. These 
include: 

• Proximi ty to other public service 
agencies 

• Proximity to the activity center 
of the area served 

• Proximity to a high volume of 
pedestrian and vehicular traffic 

The security requirements for the Indepen
dent Police Station can be more easily 
met if a site is selected that allows the 
staff parking area and entrance to be en-

• 

tirely separate from the public entrance • 
and visitors I parking area. Security pre
cautions can thus be concentrated on 
providing maximum protection for the 
operational components of the building • 

• 
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NEIGHBORHOOD WALK-IN FACILITY 

BACKGROUND 

In most cities there are certain precincts 
or neighborhoods that generate exception-' 
ally large numbers of calls for police 
s,ervice. Generally these are areas in 
which,;'f.llarge proportion of the residents 
are hi~h.!'ij transient. Rela,tively few of 
the people living in the area' own their 
homes and a great many have plans to 
move at some time in the future. This 
type of neighborhood can often benefit 
from the presence of ~ small walk-in po-

~.J 
lice office • 

A neighborhood walk-in facility (NWF) " 
is primarily intended to give the residents 
of a community more direct access 'to 
members to the police department than 
they would otherwise have. Officers on 
duty at this type of fac~lity are in a good 
position, to advise reSidents on the ac
tions they can take to reduce crime and 
vandalism in their neighborhood. One 
of the obj ectives in establishing an NWF 
is to' overcome,. citizen apathy and to 
encourage more active involvement in a 
pos itive program of crime prevention. 

The presence of ah NWF may also pro-

D 
4.1 
f 

duce improved communications and rap- '.~ 
port between police officers and citi~ens • ~ 
The facility provides anJ~xcellent setting .. ' 
for informal discussions. However I the 
main function of this type of of~ice should --
be to provide leadership for community- • 
based crime prevention programs. Im- ',' --
proved public relations for the police de- ~ ~ " 
partment should be considered a Side=', ' 

benefit.. '" , 'I' -:''11 
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Officers assigned to an NWF should use 
every opportunity to extend their hospitality 
to individuals I groups I and organizations 
in the neighborhood. They should seek to 
become clearly identified with the life of 
the community. Their success in educating 
the public in effective crime prevention 
strategies will largely depend on their 
ability to build a firm base of confidence and 
respect. 

Soon after an NWF has been opened the staff 
should contact civic and business leaders in 
the community to explain the purpose of the 
neighborhood police office. Informal dis
cussions should be conducted with communi
ty leaders to explore ways in which private 
citizens can effectively reduce opportunities 
for crime and delinquency. Meetings of this 
type can be used to acquaint people with the 
concept of reducing crime through the elimi
nation of conditions that invite criminal 
exploitation. 

In selecting personnel for assignment to a 
neighborhood walk-in facility, every effort 
should be made to identify those members of 
the department who possess exceptional 
skill in interpersonal relations. They should 
be particularly effective in leading group 
discussions. It wHI usually be desirable to 
select officers who have an ethnic back
ground similar to that of most people living 
in the area .surrounding the NWF. If a large 
number of peopl€\ in the neighborhood do not 
speak English the personnel assigned to the 
program should be bilingual. 

Some of the police services that are normally 
provided in the context of a neighborhood 
walk-in facility include the following: 

• Advising citizens on steps they can take 
to eliminate opportunities for crime and 
delinquency in the neighborhood 

• 

• 

• 
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generic facility types 
• Oonducting neighbrohood seminars and 

other educational programs 

• Assisting people to contact appropriate 
soc1al service agencies 

In order to avoid confusion about the 
mission of the neighborhood service 
center, the facility should normally not-" 
be used in connection with police opera
tions in the area. Officer$ assigned to 
patrol in the vicinity of an NWF should 
be instructed not to use the facility for 

~ ( ~:. 

routine coffee breaks. 

FAOILITY COMPONENTS 

A neighborhood walk-in facility normally 
consists of two areas, one containing a 
receptionist's desk and display panels 
for us e in public education programs, and 
the other tables and dhairs for small 
group meetings. An administrative desk 
and coffe~e>bar might also be located in 

'-::"'''::::::.:::,_.) 

one of these two operational areas. The 
NWF should also contain restrooms i';ind 
a fairly large storqge closet. It is quite 
possible to incorporate all of these com
ponents into a mobile unit that can be 
moved from one area to another as the 
need arises. 

IMAGE 

The overall appearance of a neighborhood 
walk-in facility shouljd lead people to 
expect cordial and efficient service. 
The exterior should be neat but not over
ly official in its apP?arance. Thus, 

") simple, ,-,tJlodem lettering in primary ~I 
colors l?hou~d be used forall sj,gns on 

)) .' 

the outside5(of· the facility. Qma~e, 
N 0 -

gold-leaf lettering is generally inappro-
priate. 

The interior should be attractively fur
nished in a way that will invite,pedes
trians to drop in. Decorative items 
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reflecting the ethnic character of the neigh~ 
borhood should be used on the walls. This 
will tend to make the facility much more in
viting to pedestrians passing by. 

SIZE 

The size of an NWF should be proportionate 
to the level of activity it is expected to 
generate. Normally this type of police fa
cility is staffed by two officers and a full
time receptionist. A small storefront in a 
shopping center or on a busy commercial 
street is generally ideal for an operation on 
this scale. A single bedroom apartment in 

{., 

a housing complex will also provide adequate 
space fo'r an NWF. 

Facilities that are larger than those describ
ed above tend to be less inviting to the pub
lie. They are also significantly more diffi
cult to furnish and decorate in an attractive 
manner. 

ACCESSIBILI'ry" 

If a neighborhood walk-in facility is to have I 
maximum impact it must be conveniently 10- . 
cated. It should be near the activity center 
of the community and accessible to public 
parking and mass tranSit routes. It is also 
important to establish hours of op~ration 
that will be convenient for most people who 
live and work in the neighborhood. In most 
situations a.n "NWF should be open to the 
public several eVenings each week and on 
Saturday and Sunday. The hours of operation 
should bf~ consistent with the activity pat
terns of area residents. This will contribute 
to creating maximum accessibility. 

SECURITY 

An NWF should be a model of unobtrusive se-

• 

• 

curity. The facility should incorporate a • 
variety of relatively inexpensive security 
devices that could be used by merchants and 
residents to protect their property. Some of 



• 

• 

• 

generic facility types 
the security measures that might be in
corporated into the facility include the 
following: 

Dead-bolt locks 

Decow;tive metal folding gates ':::: 

Impact resutant materials for display 
cases 

Identifying numbers engraved on type
writers and other office equipment 

One of the main functions of the officers 
assigned to a neighborhood walk-in fa
cility will be to advise people on ways 
of reducing opportunities for crime and, 
vandalism. The advice they offer will 
hav'e a much better chan-ce of being acted 
upon if the NWF is seen as an example. 

LOCATION 

The location of an NWF should encourage 
maximum interaction with the public • 
Even in the increasingly decentralized 
and fragmented neighborhoods of today I 
activity centers can be identified. This 
is generally a commercial district or 
sl10pping center. Walk-in facilities 
should normally be located in this type of 
area. The site selected for the facility 
should have a high rate of pedestrian 
traffic. 
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generic facility types 
CRIMINAL JUSTICE 
TRAINING ACADEMY 

BACKGROUND 

, 

The development of criminal justice trairr 
ing centers is one of the major steps 
currently being taken to upgrade the qual
ity of law enforcement services available 
in the United States. The purpose of this 
type of facility is to create an optional 
setting for the conduct of basic and ad
vanced training programs for police off!
cers, attorneys f judges I correctional 
officers I and other profes sionals in the 
criminal justice system. 

With each passing year, a larger propor
tion of the men and women who are enter
ing careers in law enforcement have edu-" 
cational backgrounds that include two or 
more years of higher education. 'l'hou
sands of police officers throughout the 
country are attending local colleges dur
ing their off-duty hours. Every effort 
must be made to encourage this trend. 
A growing number of police agencies are 
establishing the B.A. degree as one of 
the basic requirements for ail applicants. 

Although those who are becoming pro~~
sionals in law enforcement have stronger 
academic backgrounds thgp ever before I 
they still require extensive training be
fore they are ready to participate ill basic 
police operations. Evert police depart
ment must provide .its candiqates with 
training experiences that will give them 
the background and technical competence 
needed once they are assigned to field 
0i\frations. The challenge of providing 
ba~\ic law enforcement training will be
co~ even more difficult a~ lower ranking 
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officers are giv~n greater responsibility in 
conducting routine criminal investigations. 

In addition to providing a comprehensive 
training program for all recruits, police de
partments must also make available many 
specialized and advan.ced courses for offi
cers with several years of experience. In
struction must be provided that win prepare 
officers to assume supervisory and admini
strathre assignments later in their car,eers • 
Training programs required by the staff of a 
modem law enforcement agency can be divid
ed into six general categories: 

Relatively few police departments have the 
resources -needed to conduct effective train
ing programs in all of these areas. In order 
to accomplish training obj ectives most de
partments have found it necessary to join 
with other police agencies for the joint de
velopment of programs and facilities. By 
combining resources departments have been 
able to establish and maintain full-time 
tralnlng at;::ademies which are well equipped 
and stafied with experienced professionals. 
Criminal justice training centers normally 
serve many law enforcement agencies 
throughout the area in which they are located. 

Experience has shown that officers in differ
ent police agencies who have attended the 
same training classes are better able to work 
together on joint operations than are those 
who were trained in separate academies. 

• 

• 
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The spirit of comradery that results from 
attending classes together can be ex
tremely helpful when officers from differ
ent departments are required to work to
gether in conducting an investigation. 
Then~fore, one of the chief benefits de
rived from a regional criminal justice 
training center is the opp~'tunity it gives 

-J 

officers from many different police depart-
ments to attend classes together. 

Problems of interagency cooperation are 
even greater between police departments 
and other branches of the criminal justice 
system. Cooperation between police 
officers and probation or parole officers I 
for example, is often very difficult to 
achieve. Profes sional contacts between 
correctional officers and members of po
lice departments sometimes reflect atti
tudes of suspicion and interagency com
petition. Efforts to create a more effec
tive and well intergrated criminal justice 
system have been handicapped in many 
areas by the fact that professionals in 
law enforcement, judicial, and correc
tional agencies do not share common ,; 
training backgrounds. Criminal justice 
training academies provide an opportunity 
for representatives from all agencies to 
participate in common training programs. 
Hopefully I this '117ill accelerate the trend c 

toward increased cooperation between 
all the professional groups involved in 
the criminal justice system. (See Section 
B 4 for a discussion of the problems in
volved in relationships betWeen police 
departments and other criminal justice 
agencies .) 

Police I court ,and correctional admini
strators are increasingly aware that. pro
fessionals within their various agencies 

Ij \.' 

}share many: common training needs. Ma-
, terials can be p~esented in courses at the 
basic and advanced levels that will be 
beneficial to police officers I attorneys, 
judges, correctional officers, and others 
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f who are involved in the crlminal justice pro

cess. Administrators are also becoming a
ware of the indirect benefits to be derived 
from the practice of having profes sionals 
from the various branches of the crlminal 
justice system participate in jOint training 
programs. 

This type of training facility must provide an 
intellectually stimulating environment in 
which candidates are prepared to become 
full-fledged participants in a unified criminal 
justice system. It must also be a setting in 
which senior staff members from police de
partments I courts, and correctional agencies 
can participate in seminars and advanced 
training courses which will enable them to 
conduct more effective programs. 

METHODS OF INSTRUCTION 

In determining the kinds of facilities needed 
in a training center careful conSideration 
should be given to the instructional methods 
that will be used. The basiC curricula must 
be established and each course evaluated to 
determine the most effective means of accom
plishing objectives ~ Course objectives 
should normally be stated in terms of the 
speCific skills and knowl~dge that the stu
dent is expected to acquire. 

The prinCipal methods of instruction us ed in 
modern. Criminal justice training academies 
include the following: 

• Role playing and situation simulation 
... 

• Seminars and small group discussions 

• Independent res earch proj ects 

• Practical exercises involving hands-on 
training 

• 

• 

• 
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., Lectures and films 

In all phases of the curriculum, maximum 
use should be made of self-paced, indi M

' 

vidualized instruction. If resources are 
available, the use of computerized pro
grammed learning should be qpnsidered 
for all courses in which students are re- . 
quired to master basiC factual informa
tion. 

Student participation should be the dom
inant element in all areas of instluqtJon. 
Lectures should only be used as a sup
plement to other more effective methods 
of teaching. In basic courses for police 
and correctional officers I no more;than 
20% of the student I s time should be d~
voted to listening to lectures. 

Video recording can be used effectively 
in many types of courses. This process 
is particularly useful in classes involv
ing role playing and situation simula
tions. Video tapes can also be used in 
evaluating instructional techniques. At" 
reg'ular intervals instructors should be : 
encouraged to view video tapes of their 
class presentations. 

In planning the cours"es that will be con
ducted in a criminal justice training aca
demy every effort should be made to'in
corporate the most advanced learning 
technology. Curriculum development 
procedures should provide for the contin
ual evaluation and upgrading of all in
structional methods and materials. The 
overall design of the facility must be 
sufficiently flexible to use new ap-" 
proaches to instruction as they become 
available. 

FACILIrl,;CO MPONENTS 

Learning Resource Center: This compo-

() 
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facility. It contains reference books, peri
odicals) film strips, audio tapes, and all 
other instructional materials which will be 
used by students in various programs con
ducted in the academy. It should be e..,. 
quipped with audio/visual carrels and listen
ing booths for students who are using cas - ' 
settes and other materials for individualized 
instruction. It must also include work areas 
for small groups of students who are working 
on team proj ects • 

In order to increase utilization, t ,1e learning 
resource center should be in close proximity 
to all major classroom areas. It should be 
an attractive, well1ighted facility that is 
readily accessible to students when they are 
not participating in regular class sessions. 
(See F 1.1t, F 1.2t, F 2 .It, E 4.lt, and 
E4.2t.) 

• 

Instructional Resource Center: This area is • 
used for preparing audio/visual materials . 
and other types of training aids that will be 
used by instructors in conducting classes. 
Models and other types of training aids 
should be mounted on portable storage carts 

• that will he stored in this area. The IRC 
should con'Cain a small work shop used to 
construct various types of training aids. It 
should also incorporate an area for use in 
previewing films. (S ee F 5. It I F 5. 2t I 
E 1. It and E 1. 2t.) 

Special Classroom: A criminal justice train
ing center should include at' least one in
structional area designed for use with large 
clas s es which will view the details of prac
tical demonstrations. This area can;qest 
be deSCribed as a IItheater classroom \I. It 
should contain sufficient storage,for props 
that will allow the instructional e;rena to be 
quickly transformed from a court room to a 
simulated crime scene. (See F 6 • It I F 6. 2t I 
F 6.3t, G 5.lt, G 5.2t, and G 5.3t.) • 
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Classroom-Seminar Module: A range of 
classrooms and small group discussion 
areas should be incorporated into the 
facility. Each of these instructional 
areas should be ;designed to accommodate 
various types of audio/visual presenta
tions. All surfaces should be acousti
cally treated so that activities in one 
area will not interfere with instruction 
taking place in adjacent rooms. (See 
F 2. It, F 2. 2t, F 2. 3t, F 2. 4t, P 2. 5t, 
F 8. It, F 2. 6t, and G 2. It.) 

Staff Officer: Faculty office areas should 
be easily accessible to the classroom-
s eminar modules and to the instructional 
resource center. Each office should be 
large enough to accommodate two or three 
students consulting with an instructor. 
(See G 3.la, F 5.1a, F 5.2a, and 
F 5. 3a.) 

Physical Training Area: This facility 
component should be equipped for volley
ball and other team sports as well as ~pr 
personal defense instruction. It should 
be well ventilated and have direct access 
to shower and locker rooms for men and 
women; (See F 1O.It and G 3 .• lt.) 

Weapons Training Area: A criminal jus
tice training facility should include a 
well equipped indoor firing range. (See 
F lw, F 1.4w, G 1.1w, E 1.1w, E 2.lw, 
and E 3.1w.) 

Swimming Pool: A pool for instruction 
in water safety and life saving methods is 
highly desirable in a facility uses! for 
training police officers. In moderate cli
mates this compo.nent can be located out
side the building. 
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LOCATION 

Convenience to the personnel employed by 
all of the agencies using the facility should 
be a prime consideration in selecting the 
site for a criminal justj.ce training center. 
The site must include sufficient space for 
conducting various types of outdoor training 
programs. A pursuit driving course and an 
outdoor firing range are two of the major 
training' areas requiring large amounts of 
space .B,ecause of the safety restrictions 
impos ed by an 9utdoor weapons training area, 
all proposed sites must be carefully evalu
ated to determine their suitability for this 
purpose. 

Other major site selection criteria include 
the following: 

• Absence of excessive noise, dust, 
odors and industrial waste. 

• Acceptable distance from highways, 
airports, railroads and other sources 
of noise. 

• Accessibility to utilities. 

• Compatibility with regional develop
ment and land use plans. 

• Absence of residential or commercial 
buildings. 

There are a number of h'nportant advantages 
to locating a criminal justice training aca
demy in close proximity to a law enforcement 
Administrative and Technical Services Center 
(see D 2f). The chief advantage is that this 
arrangement will allow the staffs of the train
ing academy and the ATSC to share various. 
types of resources. The instructional re
source center in the training center, for ex
ample, can be used by the curriculum devel
opment staff in, the ATSC (see C 5s)~' 

• 

• 
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By locating a regional training facility 
near an ATSC I the involvement of foren
siC scientists and evi¢lence technicians 
from the police crime iaboratory in vali
ous training programs will be greatly 
facilitated. Laboratory personnel will be 
readily available for presenting demon
strations related to the proper han-dUng of 
physical evidence. They will also be 
available to assist faculty members in 
preparing instructional materials related 
to the process of gathering and analyzing 
evidence for presentation in court. 
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introduction 

In this section of the Guidelines a broad 
range of equipment, furniture, and other 
materials used in conjunction with vari
ous police programs are described. All 
items required to support a specific law 
enforcement operations are defined as 
.. program components. II 

The difference between the material in
cluded in this section and that which 
appears in Section G is largely one of 
scale • Whereas Section G contains large 
scale perspective drawings of facility 
components, this section focuses on 
specific items of furniture and equipment 
that will be installed in tho-se areas. 
This section also contains examples of 
many program cpmponents that are used 
in settings outside of police facilities. 

Most of the operational items described 
in this section are related to the program 
statements contained in Section C. 
Other materials are more closely related 
to schematic· drawings of facility compo
nents found in Section F. All pages in 
this section containing material related 
to other sections of the Guidelines have 
been c~oss-referenced. Materials in 
this section have been grouped under the 
same major headings that are used in 
Section F and G. By consulting the par
allel divisions in Sections F and G a 
reader will be able to review related ar
chi tectural concepts. 

Concepts presented in this section are 
intended to be used as a basis for de
veloping specifications for equipment 
and furniture that will be used in con
ducting police programs. Each drawing 
should be looked upon as a source of 
ideas and planning concepts that might 
suggest alternative solutions to opera
tional problems. 
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open planning furniture 
Furniture systems consisting of shelves file holders, work surfaces, and 
partitions introduce a high degree of .L.LI::'.li-.L1J.LJ.J. into the organization of 
interior spaces. This type of furniture.: be used to organize work areas and 
control traffic flow. It also functions eliminate distractions and create 
psychological privacy. 

Cross-references: D8. 3c , DlO. 3c, 
F2.2ss, F2.90, F2.100, G2.1ss 

.lc, Dl4.3c, D15.2c, F1040, Flo 110 , 

0" 
ca. 
E 
Q 
U 

E 
ca 
I. 
bIl o 
I. 
ca. 



, 

• 

• 

• 

operations 

. ~.. .. 
tl" " " . . 

. . . .' . 
.. 

• • 

. . . 
• • •• !" ... 

. . 

,metal detection device: 
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One of the principal functions of the receptionist assigned to the lobby of 
an Administrative and Technical Service Center or police headquarters is to 
conduct security checks of all persons as they enter the building. In police 
buildings with a large number of people passing through the main entrance and 
lobby, the use of walk-through metal detection devices is highly recommended. 

CD, 
U .-
o a. Cross-references: D2.6f, D5.3c,P4.lo 
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operations 

metal detection device: 
-"" Security checks in the lobby of large law enforcement facilities should be 

'<"performed routinely on all persons as they enter. This, important task must 
be accomplished in an efficient and courteous manner. Walk-through metal 
detection devices are highly recommended • 

Cross-references: D2·.6f, D5.3c, F4.lo 
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A vari~ty of educational materials should be attractively displayed in the 
lobby of a Commu,nity Police StaUon. Panels such as the one illustrated above 
can also be u$ed to present many other kinds of exhibits that will attract the 
public to the building. 

Cross-references: F4.1O I C8 .ls I pI. 7f, D4. 3f 
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exhibit case: 
Display cases can be used for a variety of functions in a police facility. 
In the example shown above, the case is used to add interest to a 
juvenile operations area • 

Cross-references: F2.20, F2.50, F2.70 
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seating for counseling area: 

Seating used in counseling areas should generally have an informal character. 
Standard office furniture should normally not be used in this part of a police 
building. Officers conducting counseling sessions should be seated in the same 
type of chair provided for juveniles and their parents • 

Cross-references: Gll.5f, FlO.lo, FIO.20, FlO.30, PlO.40, FlO.50, G6.1o 
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alternative uniforms: 

The uniform worn bY'a police officer can often have a significant impact on 
the public image of the department. The design of police uniform can also 
influence morale and professional self-esteem. Police uniforms should be 
hbth functional and attractive • 
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operations 

alternative uniforms: 
Police officers are required to perform a variety of tasks. Therefore I each 
officer should be provided w~th a range of alternative uniforms appropriate to 
various types of assignments. Well designed uniforms are essential to 
building a positive image for law enforcement in the community. 
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operations 

wheelchair ramp= 

All law enforcement facUities should be designed to accomodat,e handicapped 
persons. Entrances must be equipped with ramps to be us~~d by persons in 
wheelchairs. 

Cross-references: D3. 3c 
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IJriefing room: 

. ". .. . 

.. 

. . . . 

. ' 

The briefing area is a major component of the professional staff center. It 
''';should include distribution boxes for an of the employees who use the 
facillty~. Storage bins for various forms should also be included in this 
facility component. 

Cross-refel~ences: Dl. 8f, F6 .30, F 8 . lor. P''S. 30, F8. 40, G4.10 
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receptionist desk: \. 

ThE;l. officer or civilian assigned to the lobby/reception area of a communit) 
i Police Station should normally be seated at a conventional receptionist's 

desk. He should be able to see all parts of the lobby from this position. 
c::.:, 

Cross-references: Dl. 7f ,F4.60, F4.110, F4.q,o, F .130, Gl.ao 
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operations 

report writing desk: 
Compact built-in Uliits such as the one illustrated above help to reduce 
clutter in the Professional Staff Center and other parts of a police building. 
When not in use this type of unit is closed. -

Cross-references: Fa .lo~ G4.1o 
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toilet for temporary holding room: 
Temporary holding facilities should normally be equipped with a toilet and sink. 
The plumbing fixtures installed in this area should be of high quality, tamper
resistant construction. The"lavatory should be installed at approximately c~(est 
height to discourage vandalism. The floor should be equipped with a drain jf 

Cross-references: PI. 21, PI. 3i, P4.li, P4. 3i, PS .30, FS .40, G4.li 
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breathalyzer : 

Cross-reference: F 1.2i, F 2.2i 
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fingerprinting equipment : 
All unnecessary clutter should be eliminated from the prisoner receiving area. 
Fingerprinting apparatu-s~an be'installed in a drawer so that it will be out 
of sight when not in use. A sink and towel disposal unit should be installed 

• next to the fingerprinting area. 
",'\ 

Cross-references: F3.li, F3. 3i 
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bullet retrieval system: 

A ballistics shop should be equipped with a reliable system for recovering 
bullets. One of the most reliable methods involves the use of a column of 
water. 

Cross-references: C6a, F4.le 
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evidence storage "lockers: 

, . 

Metal lockers built into the wall of the shift commander's office or communica
tions room provide space for the ~emporary storage of evidence. Evidence 
should be transferred to a more secure storage vault as soon as possible. The 
unit illustrated above provides lockers in a variety of sizes. 

Cross-references: C7.3a, P5.10 , PS.30, PS.40, G9.10 
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portable crime scene search kit: 
Detectives and other officers involved in the criminal investigation process 
should be .equipped with the basic items needed to lift latent prints and remove 
physical evidence • The Kit should include materials for packaging and labeling 
inc;tividual items of evidence. 

Cross":,,references: Cl.4f, C4.4a 
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crime lab ~Nork area: 
Work spaces provj:ded for forensic scientists must include sufficient storage 
space for all item!, of equipment used in their work. Utility outlets for gas, 
electricity I and distilled water should be installed in convenient locations. 
A built-in exhaust fan with' hood will help to maintain proper air quality at 
each work position. 

Gross-references: C9.8a, DIO.4c, F3.3e, Gl.le, G1.2e 
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evidence 

mobile evidence collection van: 

This mobile facility includes the basic equipment used by a crime scene 
investigation unit. In addition to special high-intensity lighting and auxiliary 
pCY-ner equipment, a mobile evidence collection van should include ladders I 
ropes" and other items required to reach areas where access is difficult. 
(See section elf.) 

Cross-references: Clf 
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mobile evidence collection van: 
This mobile unit contains the basic equipment required for the preliminary 
examination of physical evidence. It is used to transport eviden'tiary materials 
from a crime scene to the crime laboratory • 

Cross-references: Clf o =. 
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training aid storage cart: 

Facility components used for staff briefings and planning sessions can be 
rapidly transformed into a classroom with mobile units such as the one 
illustrated above. A.vailability of this type of unit will make the use of a 
room much more versa tile. 

Cross-references: 07.11 s I G2.1 t 
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training aid storage cart: 

It is often useful to mount audio-visual equipment and other training aids on 
mobile units. This arrangement makes it easy to shift equipment from one in
structional area to another as it is needed. It also facilitates storage and 
maintenance of the equipment. 

Cross-references: C 7 .11s, G 2.It 
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seating alternatives for classroom: 
A range of al.ternatives should be considered in selecting the seating and work. 
surfaces to be used in the police classroom. The seating that1.s selected 
should provide maximum flexibility for instructors and students. 

~.~) 

Cross-references: C7s, F2.6t, F3.2t, G2.1t 
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L~ralnlng 

exercise equipment: 
Apparatus for physical conditioning and weight control programs should be 
provided in a professional staff center. This type of equipment must be 
installed in a room that in well lighted and ventilated. The exercise ,room 
should be adjacent to lockers and shower rooms • 

Cross-references: DlO.4c, DIS.3c, F9.lt, F9.2t, F9.3t, G3.lt o ca.? 
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audio-visual carrel: 

A wide variety of instructional materials can be used in conducting law 
enforcement training programs. In order to encoura~fe the use of these materials 
the Learning Resource Center in a Criminal Justice Training Academy should be 
equipped with a sufficient number of individual audio-visual carrels. The stu
dent in the illustration above is using a computerized programmed learning unit. 

Cross-references: C7s, DSf, FI.2t, P3. 2t, P6. 30, f'7. 3t 
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training 

audio-visual carrel 
The learning resource center in a criminal justice training academy should 
be equipped with a large number of carrels for persons using audio-visual 
materials. The availability of these units is an important factor in the 
development of individualized instruction program~1. 

Cross-references: C7s, F1.2t, F3.2t, F6.30, F7.3t 
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periodical display shelving: 
One of the responsibilities of police training officers is to make professional 
literature available.to department employees. The display shelving illustrated 
above"'is one of the major pieces of furniture that should be included in a pro
fessional staff center. It is normally found in the library-reading room adja
cent to the briefing area. 

Oross-references: 075, D 1.7f, F 1.2t, F 7.3t, F 7.5t, F fj.10, F 8.30, 
G 4. 10, G 5. 10 
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in · service training resources: 
The principal ,function of the curriculum development unit in an Administrative 
and Technical Services Center is to prepare training materials for use in con
ducting in-service training programs. This is a valuable resource for training . . . 

officers in local police departments. 

Gross-references: C 6s I C 7s I f 11 t, G 4t 
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information specialists console: 

The staff of a communications center supports officers in th~ field by making 
criminal history and ic;lentification data available on request. The information 
specialist operates various terminals and data bank cOllsoles that are used 
in obtaining information. He then relays the requested information to the dis
patcher for transmis sion. 

Cross-references: C 3a; D 5.5c~ D 2.6f, Fl.lc, F 1.4c, G 2c 
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IL--~~f.t-·--- f<tCORVING lANlT 

information specialist's console: 
The information specialist works closely with the dispatchers in the commun
icatioIis center to make available criminal history and identification data as 
it is required. He may also be responsible for in-put into the department's 
data storage ·and retrieval system. 

Cross-references: C3a, DS.Sc, D2.6f, F1.lc, F1.4c, G2c 
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,communications 

dispatcher's console: 
The radio console is the basic item of equipment used in the communications 
center. Auxiliary power generators, antenna loads, transmitters and all 
other components used in association with the disp~tcher's console must 

. be installed within the security core of a police facility. 

Cross-references: C3a, D5.5c, D15.3c, Flc, G6c 
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complaint reception console: 
The equipment package incorporated into this console fs designed to be used in ' 
conjunction with a computer-based communications center. The police depart
ment telephone operator initiates current input into an on-line oomput~r system 
at the tim~ calls for service are received. ",This type, of console would alsdi be 
used by persons conducting a service expeditor program. . 

Cross-reference: CIa, C 4a, F lc, G 2c, G 6c 
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complaint reception console 

In non-computerized systems a card transfer conveyor belt can be used to link 
complaint reception operations with radio dispatchers. The equipment 
illustrated above includes a forty button telephone console. 

Cross-references: Cla, C2a, FIe, G2c, G6c 
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microfilm retrieval t~rminal: 
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Compact storage and a rapid retrieval capability for case files and detailed 
criminal histories can be achieved through microfilm filing systems. 

Cross-references: F1.lr, F3. 3r, Gl.lr 
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communications center status-locator board: 

A status-locator board provides a visual display of the current deployment 
of field units. This system is particularly useful in an emergency command 
and control center • 

Cross-references: P1.2c, PS.lo, P5.30, G9.10, Glolc 
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mobi e command post: 
This mobile facility providas work space for command and control functions 
in the field. In addition to communications and auxilic.iry power equipment, 
the -van should include shelving, drawer space I and work surfaces for admin
istrative tasks. The unit shown above in,oludes a small galley and a toilet 
compartment. 
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range bullet trap : 

The escalator type trap illustrated above deflects bullets upward and reduces 
the hazards of ricochet. 

Cross-references: Fl.lw, Fl. 4w 
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sepat~t.ors between fiting points organize the firing line. In the illustration 0 

above a barricade 1'8 hinged to the left side of the partition. Acoustical mater
ial used ,on partitions must be regularly cleaned to reduce fire hazards. 

~ ~ 

Cross-references: D 15.4c, D 10.4c, F 1.2w, F 1.4w, G 1.1w 
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rangemaster ' s console: 

. . 

A major safety mechanism on a firing range is the communications system. The 
rangemaster should be able to coordinate all visual and sound signals. All 
warning devices should be controlled from tr"e rangemaster l s console. The 
rangemaster should be able to see all persons on the f~ring line from his con
sole. 

Cross-references: F 1.1w I F 1. 4w 
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weaponS,lstorage rack : 
, 
~ . 

All police faci1i1:ies should contain provisions for the orderly and systematic 
storage of weappns . Storage racks should be located in an area that Jsboth 
secure and easijly accessible. ;, c; i) 

~ 
U .-

Cross-referencf~: P lw 0 
I' ~ 



• 

• 

• 

weapons 

' .. , . 

weapon s storage compartments: 
'J 

All areas in a police facility in which the presence of weapons is not desired 
should be equipped with secure built-in· compartments for -the temporaxy storage 
of hand guns. Individual metal compartments with felt linings are ideal for 
this function. 

Cross-references: F 1. 2i I F 1. 3i IF 5.11 I FS. 2i I G 3. 2i 
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photographic 

. . . .- .... 
. . . .... 

. -

photo, processing equipment: 

. . .. 

Photographic copying of records and other documents is an important function 
of a full-servlce photo laboratory., 

Cros s-references: Fl. Ip, F 2. Ip, G 4p 
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.' . 
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photo processing equipment: 

A;fvll-service photographic laboratory is a major component in an Administra
tive and Technical Services Center. The laboratory should be carefully planned 
to provide an efficient flow of work • 

Cross-reference: Fl. Ip I P 2 .lp I G 4p 
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vi~eotape recording equipment': 
Portable video recording units have a wide range of applications in modern law 
enforcement systems. By mounting the equipment on mOQi1e carriers I as shown 
above, its versatility and usefulness is greatly increased. 

Cross-reference: C7. 6s I C 9 .IOa I F 3p I G 2p I G 5.li 

= 

v 

E 
2.1 

eft .., 
c 
CD 
C o 
CL. 
E o 
U" 
.'-~.-:-,~ . 

E 
fa 
I-
bIl o 
I-
CL. 

CD~ .. 
U .-
O

·iT>'" +;, 
c 

ca. 



• 

'. 

storage 
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: 

recovered property storage: 
Storage facilities for recovered property should be maintained separate fror.n the 
evidence storage vault. Shelves of varying sizes should be provided for thb 
orderly storage of all types of property • 

Gros s -reference: P 2 s 
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vehicles 

patrol vehicle: 
The automobiles used in most police operations should be readily identifiable as 
such to motorists and pedestrians. In addition to the agency's motto and official 
emblem, the word POLICE should be displayed prominently on the sides and rear 
of the vehicle (A). The department's emergency phone number should also appear 
in large numerals on all patrol vehicles (B). These markings should be easily 
visible during hours of darkness. 

Psychological impact is a major criterion in selectii)g colors for police vehicles. 
Colr')fS should be chosen that will contribute to the'development of a positive 
departmental image. White and light pastels are generalloy: conSistent with this 

\ 

objective. In hot weatheri· white or light colors on the top ~l)fa vehicle will re-
o , 

duce the interior temperature by five to seven degrees. 
\' 

Departments conducting air surveillance programs (see section C l4f) should 
place large identifying numbers on the roof of every patrol vehicle (C). This 
will facilitate coordination between air and ground units. 

D 
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. . 

helistop: 

Administrative and Technical Services Centers supporting operations in widely 
scattered communities should normally be equipped with facilities for landing 
and maintenance of aircraft. 

Cross-reference: C 14f 
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introduction 
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T~1e graphic materials included in this 
section of the Guidelines represent a 
broad range of alternative designs to be 
considered in planning interior work 
spaces for a police facility complex. In 
most cases, several architectural solu
tions are presented for each major type 
of facility component. Summary state
ments of appropriate design criteria for 
various operational and training compo
nents are also included in Section F. 

The overall objective in designing a fa
cility component should be to create a 
total environment compatible with the 
programs and operations to be conducted 
in that part of the building. Thus, prior 
to developing the design criteria for a 
facility component, the specifiC require
ments of each program should be carefully 
analyzed. Program goals should be re
viewed to determine the ways architec
tural design can contribute to the accom
plishment of those obj ectives • 

Prior to initiating the programming and 
design phase of the facility planning pro
cess, the architect will require the fol
lowing basic data: 

!:.,_t!roximate size of each major operation
~l are·a to be included in the faci1itt -
"Major operational areas" can be def?l.ned 
as facility components that are used for 
conducting one or more departmental pro
grams. The detectives' area is an ex
ample of a major facility component~ A. 
professional staff center, co;nsisting of 
locker rooms I briefing area I exercise 
room I library/reading room I and shift 
comma,nder i s office I is another example 
of an operational a£ea. Estimates of 

-------~~--------------------------------------~-----------~ 
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space requirements for each facility com
ponent should allow the architect as much 
leeway as possible. It is normally ad
visable to state a range of activity space 
that would be acceptable. All estimates 
are based on ten-year persollnel l equip- c.. 
ment, and activity proj ections • " 

A comprehensive statement of the various 
kinds of activities anticipated in each 
operational area - An effort should be 
made to develop a list of concise state
ments describing all of the routine ac
tivities that will take place in each fa
cility component. Each of these activity 
statements constitutes a design criteria. 
The task of the architect is to design 
each area incorporating features consis
tent with all of the activities listed. 

A list of the basic design criteria for each 
major facility component -- Examples 
of deSign criteria would include the fol
lowing: 

Groups of citizens ,(15-30) will be al
lowed to view activities in this area. 
However, they will not be pennitted to 
enter the principal operational space. 

As many as three officers may be con
ducting confidential interviews siroul";; 
taneously. Persons being interviewed 
must not be able to sse or hear one ' 
another. 

The architect should be given maximum 
latitude in determining the manner in 
which the design criteria for each area. 
will be translated into schematlc -plans 
for that part of the build~ng. " \~~ 

Degree of proximity deSired between 
major operat1onal,areas.~· Based on a 
systematic analysis of the_A~ntount of 
routine interactiQn oeeuIT1J1Q between de
partment employees engalgsit in various 

" 

-------------;,~,..' ------~ 
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introduction 
programs I a decision should be made con
cerning the level of proximity that should 
exist between each pair of facility compo
nents. The architect will require these 
adjacency recommendations as he begins 
to develop relationship diagrams as part 
of the programming process. 

In determining the most functional and 
economical ~rrangement for each opera
tional area I open planning techniques I 
as well as conventional partitioning, 
ShOl.,lld be considered. It is usually not 
advisable for facility planners to specify 
the manner in which operational areas 
will be subdivided. These decisions 
should ;be made by the architect in con~u1-
tation with police department employees 
who will be using the building. 

Careful planning should produce a build
ing program and schematic design consis
ten~ with the present and future operation
al needs of the organization. The facili
ty should be able to respond to changes 
in the scope and obj ectives of depart-
mental operations without requiring ex
tensive remodeling. Adequate space for 
organizational expansion should be a 
major design criteria for most areas with
in a police facility. 

~~i5(' 
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CONFERENCE 

ADMINISTRr\llVE SEGfC.ETARY /; 
;../ 

commander's office: 

1.1 
a 

_"iJ 

(1)0 
si-I ... r: 
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" &:2-
E o 
U 

\~ 

>a ... ' This area is equipped with a large work surface that provides suita1:ile space for 
planning sessions and other meetings involving two to six participants. Unlike.~ .-: 
the shift commander's office I this facility component should not norI!!aJ.ly be._ 
located adjacent to the briefing room or to other op~ratio.t;lal ereas. In order to" ~i ' .. 

allow the oommande~0 'to IT.l0nitor operation~s in tht~ field I ,this office should bef .., 
equipped Wi~g a two-WaY'radi~. ,- !i" 'i, .."' . 0.
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c0"t~nder' 5 office .: 

~TIN& 

Interior court spaces provide natural light for office areas without jeopardizing 
S'&curity, In this design a conference area is combined 'Vv~ith the commander's 
offioe .;, 

// 
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If the commander,~\,'~ecretary functions as"an administrative assistant the two 
desks should be in-blose proximity. In this design a sliding door is. used for 
privacy when it is required., The design of a commander's office should nor-
mally provide an alternative exit. I ' 
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conference room: 

VI~W 

A well-designed conference room can be an extremely versatile part of a police 
building. It has great potential for l10mmunity use. If the conference room is 
to be made available for use by oivic groups" it should be located adjaoent 
to the lobby/reoeption area. The publio should be able to enter this part of 
the building without passing through a,.ny other operational area. \ 
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II CroGs-references: Dl.9f, Di.9f, D3.8f, and G2.1a __ 
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co"ference room: 
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>. 
A police department conf~re~ce rbom must provide an optimal setting fqr infor-" .!.: 
mal'meetings and planning Sessions, •. Lqcating this area adjacent to a :bourt-

•

_, ' yard is highlY- consistent \vith this de~ig~ objective. Round or oval//ables ._ 
will probably contdbute mo.re to a~.hi~yfn~ the desired atmosphere ~an rectang;- " U' ,,0 

'0 . ular ones.,' ,:; ~,', , 

Oross-references~' Dl. 9f~;1?:' 9f, D3 .~8f'g p;nd G2,.la ,;' ',;,' ca 
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STAFf" 

conference/ room : 

A glass panel separating the conference room and lobby/reception area helps 
in;!;eg~ate these two public-.use components of the building. If a glass panel 

• ,is used, it should have drapes or hlinds to assure privacy when desired, .u 
Q Gros s -references: Dl. 9f I D2. 9f I D3. 8f I anc;J G2 .la "'" 
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secretarial a."ea: 

A secretarial area should be acoustically insulated froni surrounding components. 
This work area should not be visible to persons entering the lobby/rece'pttop. 

- !I 

area. 
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secretarial area: 
AQequate expansion space should be incorporated into the design of most 
areas u:3ed for typing", filing I and other clerical activities. The design above 
includes 'space for two additional typists laS the organization grows. 

Cross-references: G4.a 
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duplication equipment area : ~? 

This is an auxiliary space that should be adJacent to the operational area 
of units that make extensive "use of dupUcation equipment~' . 

Cross-references: F2.1ss, F2.2ss 
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~JN6 AREA 

rNfERACr10N 

"learning resou'r·ce center: 
This facility cOI1)ponent forms the core of the instructional area in a Criminal 
Justice Training Academy. Por maximum utilization, it must be located close 
to the classroom area. 

Cross-references: DS."Sf, DS.lOf, DS.llf, E4.lt, E4.2t, ES.It 
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learning resource center: 
This facility Gontains a full range of instructional materials. It is an 
essential component of a Cr~minal Justice Training Academy. It should 
include both audio-visual and conventional study carrels. The design 
shown above incorporates an enclosed patio for reading and discussion. 

Cross-references: D5.5f, D5.l0f, D5.llf, E4.lt, E4.2t, E5.1t 
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classroom/seminar module: 
Classrooms I seminar rooms, and other instructional areas in a Criminal 
Justice Training AQademy should have direct access to the Learning Re
source Center.. The LRC provides basic library services as well as audio
visual materi&ls for individual instruction. A lounge area equipped with 
vending machines should be provided for 'use by students and faculty mem
bers dur1nq bfeaks in the training schedute·. Note that proj ection booths can 
be arrangeh so that one assistant serves several instmctional areas 
(classroomls, seminar rooms) simultaneously. 
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classroom /seminar l11odui.eJ 
The vending lounge should be sufficiently close to the classroom areas to 
permit its use by studentsdurln·g break periods between classes. Acoustical 
control techniques should be employed to avoid interference with cla.sses in 
progress. 

Cross-references: DS.7f, G2.lt, GS.lt, GS.2t, GS.3t, G7.lt 
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classroQm/seminar module: 
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The arrangement of classrooms and seminar areas in a Criminal Justice Training __ 
. Academy should be sufficiently flexible to allow the Simultaneous performance 
of a wide range of functions. The design shown above enables one audio- __ 
visual technician to serve two classrooms and a seminar area. U 
Cross-·refererlces: D5. 7f, G2 .It, G5 .It, G5. 2t, G5. 3t, G7.1t .fa 
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classroom /seminar 
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module~ 
"" 

This module incorporates four standard classrooIJ!is 'and two seminar rooms. 
Audio-visual equipment for all of the classroomS is operated from a central 
proj ection booth. This arrangement facilitates efficient utilization of 
projectors and other instructional equipment. 

Cross-references: DS.7{, G2.1t , GS.lt , GS.2t , GS~~3t, G7.lt 
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. classroom/seminar module.: 

This design provides for a high degree of instructional flexibility in a limited 
space. Acoustical control must be sufficient to permit training films to be 
shown ~n one classroom without interfering with activities in adjacent class
fooms. 

Cross-references: D5.7f, G2.lt, G5.lt, G5.2t, G5.3t, G7.lt 
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.i A Criminal Justice Training Academy should include areas designed for small-
1_ \"group interaction. The training area shown above includes an exterior court 

for ~.lSEJ as an alternative instructional area. 
.' • ',1 • 

Cross-references~ DS. 7f, G2.lt 
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station classroom: 
A police station classroomi:;; used primarily for in-service training programs • 
If properly designed, it can also be used as a cQmmunity activity center. 
Placing this component adjacent to the lobby permits easy access for citi.zen 
groups. 

Cross-references: C7s, D1.7f, G6.1t 
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station classroom; 
The training'iJt{~per's work area should normally be located adjacent to the 
station classrbom. Adequate storage space for a variety of training aids a.nd 
items 'of audio-visual equipment should be included in this area. The library I 
reading room should be located in a way that facilitates supervision by the 
training officer. 
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station classroom: 

This component of a Community Police Station affords an excellent opportunity 
for the department to extend its hospitality to various citizen groups. Its 
furnishings should be sufficiently flexible to permit its use for a wide variety 
of instructional purposes. 
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testing and counSleUng area: 
This facility component is de:signed for use in a career development program • 
The counseling space should provide an optimal setting far confidential inter~ 
'views. A video display conSlole permits immediate access to an automated 
personnel records system. 

~ ;;1 

Cross-references: CSs I D3. 8f 
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·instructional resource center: 
This component of a Criminal Justice Training Academy includes the facilities 
required to support a broad range of instntctional programs. It should be 
located near the faculty office area. 

Cros s-references: DS. 6f, G4 • It 
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instructional resource center: 
This component should contain ·space for tne storage of carts used ~o transport 
training aids and other instructional materials to the classroom area. It con
tains the work space needed to construct training aids reCN-ired by the teaching 
staff of the Criminal Justice Training Academy. . 
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,special clas~room: 

This is an extremely versatile classroom facility, designed to permit a group 
of students to observe activity taking place in a sunken instructional area. 
Its primary use is for classes in crime scene procedures. It can be readily 
transformed into a mock court room for instruction in trialproc..edures ~ 

Cross-references: D5. 6f, G5.It, G5. 2t, G5. 3t 
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special classroom.: 
ij , 

A Criminal Justice Training Academy should include an instructional area 
specifically designed for cla'Sse!~ in which crime scene procedures are 
demonstrated for students. Thid type of classroom is also excellent for 
simulated court sessions. 

Cross-references: DS.6f, GS.lt, GS.2t, GS.3t 
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special classroom.: 
A sunken instructional area enables all of the students in a class to observe 
the details of practical demonstrations. This type of special classroom is 
particularly well-suited for classes in first aid techniques. Training aids 
can be stored in the space under the seating platform . 

Cross-references: DS.6f, G5.lf, G5.2f, GS.3f 
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library/ reading room 

facility function 

A library/reading room should be a 
convenient area for law enforcement 
reading to supplement other in-service 
training experiences. Such a room is 
an essential component of a profes
sional staff center in a Community 
or Independent Police Station. Its 
primary purpose is to facilitate the 
professional development of police 
officers. 

proximity requirements 

It is extremely important that the 
library/reading room be as close as 
pos sible to the briefing area, and it 
should adjoin that area, if pOSSible, 
because convenience to the briefing 
area will· encourage use. Connect-· 
ing the tw'o rooms with a window or 
a' glas~ panel will make the area more' 
ililviting. The training officers' work 
a,rea should also be placed near the 
library/reading room. 

I 

I,peclal equipment 

1rhere are several types of learning 
~~aterials in a modern library/reading 

I~ 

area. In addition to books and per
iodicals, cassettes and other audio
visualleaming materials are used in 
study carrels. Lounge chairs and a 
reading table with straight back chairs 
are examples of other seating equip
ment. Shelving for approximately one 
thousand books should be provided. 
There should be a cabinet for storing 
back issues of periodicals and cas-' 
settes. A ra.ck for displaying new 
periodicals and a display panel show
ing the dust-covers, of recen:~ books 
on law enforcement should be pro
vided. Some provision should be 
made for.organizing all of the learn
ing material. A small cabinet may be 
ideal for this purpose. ,::,~ 

design considerations 

A library/reading room should pre
sent an environment where police 
can comfortably and efficiently study 
the law enforcement process. Uni
form, glare-free lighting is essential. 
Proper wall construction will elimi
nate noise transmission. Carpeting 
is essential as a noise reduction and 
prevention agent. If smoking is per
mitted, special care should be taken 
to see that the ventilation system 
maintains optimal air quality. Col-
ors used in the library/reading room 
should be soft and cool. Color ac
cents used in furniture, shelving 
trim, and book jackets can provide 
visual contrast and maintain alert
ness. All in all, this should be a 
bright and inviting area. 

" 

F 
7.1 
t 



• 

• 

•••• 

training 

·SfUK5 

l , 
library/ read-ing rOom: 
This is a major component of the professional staff center of a Community 
Police Station. It is designed to provide police officers with ready access to 
reading materials in the field of criminal justice. It should be adjacent to the 
briefing area. 

Oross-references: 07s, D1.7f, ES.lt, Gl.lt 
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Ubrary/ reading room;: 
This should be an attractively furnished area designed to provide an optimal 
setting for professional reading. It include,g3 audio-visual carrels for listEming 
to cassettes and using other individual irisfruct10n materials. 

o 

Cl:rpss-references: C7s I Dl. 7f, E5.It, Gl.It 
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library~ reading room: 
If the station reading room is to be made available to the public, it should 
be located near the lobby/reception area. Development of this type of facility 
°provides an excellent opportunity for the police department to extend its hos
pitality to the community. 

Cross-references: C7s, DL7f, ES.lt, Gl.lt 
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library/reading room: 

. . . .. .. 

A professional staff center should include a.library/reading room. This compon 
ent is normally located adjacent to the briefing room. In the design above the 
readi~g room is separated from the assembly area by a glass panel. 

Cross-references: CIs, Dl.7f, E5.lt, Gl.lt 
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seminar room: 
A Criminal Justice Training Academy should have several different types of 
instructional areas. In this design a single projectionist can provide audio/ 
visual services for the seminar room and the two adjacent classrooms. 

Cross-references: DS. 7f, F2. 4t 
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• exercise room 

~--------------------~--,---------; 
us.. of the facility 

The exercise room is an essential 
part of the professional staff center 
in a Community or Independent Po
lice Station. Training programs in 
self-defense and in restraining tech
niques' are taught here. The main 
purpose of the exercise room, how
ever, is to develop and maintain the 
physimH fitness of police officers. 
It is also used for weight control 
programs. 

optimal proximity 

To encourage use of the exercise 
room, it is strongly recommended 
that it be located adjacent to the 
briefing room. A basement area 
is the least suitable location. 
Placing the exercise room near 
the locker and shower rooms will 
add to the of.ficers I convenience. 
This will also place noisy rooms 
near each other, confining such 
areas to one isolated section of 
the building. 

special equipment 

The equipment in an exercise room 

II 

should provide a full range of phys
ical fitness exercises in a limited 
space. A mat for training in self
defense and restraining techniques 
should cover approximately 50% of 
the floor, with protective padding 
for the walls around the mat. The 
area should contain a scale for 
weight control programs. Items 
of exercise equipment designed to 
build stamina and endurance should 
also be included. 

design considerations 

An exercise room can be a noisy and 
stuffy area. Good ventilation and 
humidity control is crucial to main
taining acceptable air quality. A 
high rate of air exchange is there
fore desirable. Any area where 
people exercise will tend to be 
relatively noisy. It is important 
to prevent sClund from being trans
mitted to any other part of the build
ing. Aside from standard methods of 
reducing noise transmis sion, such 
as insulation. in the walls, acousti
cal baffling l.n the ventilation duct
work is highlly recommended. In 
the interest of safety and hygiene I 
this room sh~)uld be bright and well 
lighted. A closet 'With a sink should 
be included for cleaning materials ~ 
An exercise area should be pleasant 
and airy. Bright, cc)ol colors should 
be used for walls, floors I and ceil
ings. Mats and other equipment of 
accenting colors can be used. Dark 
colors should be avoided because 
they make the room seem smaller • 
(See section DI8c.) 
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The professional staff center in a Community Police Station should include 
: i a well-equlpped physical training facility. This component is used in physi-

/1 Ii cal fitness and weight control programs • 

• '1 
I 

;I 
Cross-references: DIO.4c, DIS.4c g D1.12f, E3.U, F8.lo. F8.20, Fa.30 
G3.It 
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filii physical training area·: 

This is a major component of a CriminaJ Justice Training Academy. It should 
include the space and equipment req~lired for a full range of physical training 
activities. 

... 
2 • ... 

Cross-references:, DS. 7f. t DS .11f U 
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'training officers' work area,: 

I , 
I 
I 

This component provides work space for preparing the instructional materials 
used in an in-service traJnlng"program. A location near the library/reading 
room facilitates the supervision of that area by the training officer. e'cP;' cros::~;:~:~ces: C7s, Dl.12f, El.lt, E6.1t, G4.1t 
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lounge (vending): 

This component of a Criminal Justice Training Academy should be located 
near the classroom areas. It should be acoustically controlled to prevene 
interference with classes in session . .• ' 

Cross-references: D5.10f, D5,11f, F2. 2t j G7.1t 
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communications center: 
Tbis facility <mmponent should normallybe ~ocated in the seCurity core of an 
Administrative and Technical Services Center • The dispatching and complaint 
reception areas should include glass panels to pe:n~f~l't visitors to view these 
operations. 

Cross-references: Cta, C2a, C3a 1 D2.8f, D2 '. 9f,El.lc, E2 .lc I E3 .lc I G4 .lc I 
G5.1c 
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communications center: 
The telephone consoles in th~ complaint reception area should be separated 
from the radio dispatching consoles by a glass panel providing ac;iequate a
coustical control. The placement of the supervisor's office should permit 
visual access to both the complaint reception and dispatching areas. . ~ 
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Cross-references: CIa, G2a" C3a, D2.lf, D2 .. 9f, ELlc,. E2.lc 1 E3.lc, G4.lc, ·ca 
GS.lc 
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communications center: 
This component of an Administrative and Technical Services Center (ATSC) 
should be located within the security core of the building. The design above 
is for a computer as sisted system. Complaint reception consoles are linked 
to radio dispatch consoles by means of computer terminals. 

Cross...,.references: CIa, C2a, C3a, El.lc, E2.lc, E3.lc, Glelc, G2.lc, QS.lc, 
G6.lc 
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communications center: 
The design of the central operations area in a st~:..Hl independent police sta
tion (see section D 3f) should make it possible for one or two staff members 
to effectively perform a variety of essential functions. In the above plan 
the lobby is separated from the communications/record room~ The pass
window between these two rooms is equipped with a rolled-slat counter door. 
When the pass-window door is opened, the dispatcher can observe people 
entering the main entrance from his console. 

During normal business hours a secretary/receptionist would be seated at the 
desk near the main entrance. Her responsibilities would include answering 
the phone and meeting the public. The lobby contains display space for 
public information exhibits and a small waiting area for visitors. 

During the night and on weekends the service counter conner.:ting the commu
nications center and lobby could be opened, thereby permitting the dis
patcher to also act as receptionist. 

Glass panels separating the communications area from the two temporary 
holding rooms allow the dispatcher to easily observe persons who are 
detained there. ' 
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MAINteNANCE. 
ANDREPAI~ 

electronic maintenance shop: 
This area contains the equipment necessary to repair the communications 
equipment and other electronic instruments used in police operations. It 
should cohtain sufficient built-in shelving to allow the orderly storage of 
all equipment and spare parts used in this area. 

Cro~s-references: D2.8f, D2.9f, Pl.Ic, G5.1c 
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weapons 
firing range 

space requirements 

Fifty feet is generally oonsidered 
to be the maximum effective length 
for a firing range. Ranges ten to 
twenty feet shorter than this are 
adequate for most law enforcement 
training purposes. 

In a baSic range there are five fir
ing points. When their number is 
increased to ten or more, the range 
should be divided into five-point 
bays, so that more than one type 
of training target can be used at 
a time. Firing pOints phould be at 
least 42 inches wide. A width of 
apprOximately 48 inches is optimal. 
The height of the ceiling in an in
door firing range Should be approx
imately eleven feet. Ceilings less 
than ten feet high are not recom
mended. 

A basement is not necessarily the 
least expensive place to put a fir
ing range, and thus other locations 
should be conSidered. It should be 
remembered that the cost of ventil
ation is substantially reduced when 
the firing range is placed on an up
per floor, rather than in the base-

., mente 
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equlpmeet 

tically splatter upon impact with an 
object. (There is a somewhat out
dated concept that they behave like 
billiard balls" with the angle of re
flection equal to the angle of inci
dence .) Three types of bullet traps 
are widely used: plate and pit, ven
etian blind, and escalator. The es
calator type I because it deflects the 
bullet upward and laCKS the leading 
edges the venetian blind-type trap 
has I can most efficiently, inexpen
sively I and safely deal with this 
bacKsplatter effect. For this reason 
it is used in most modern ranges. 
In addition, any objects downrange 
that might deflect a bullet should be 
covered with steel plates to redirect 
the bullet toward the target. 

Sheoting l?eparators organize the fir
ing line. Stanchion-type separators 
are thin-walled partitions used for 
ranges where the shots are carefully 
aimed. Pylon-style separators (see 
section E 2w)have a number of prOVi
sions for action training conditions. 
Control systems or signal lights can 
be housed in a pylon stall, for ex
ample. Barricades can also be hinged 
to the front of the separator. Also I 
when a weapon that is not pOinted 
downrange accidently discharges, a 
pylon-style separator is generally a
ble to afford better protection than 
a stCl:p,chion-type separator. Shelves 
shoula be built into all of the stalls. 
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The chief safety device on a firing ~ 
range is the communications system. ~ 
The rangemaster can give voice in- -1-1 
structions most efficiently through __ 
headsets built into ear protectors. C .• 
A public address system for people __ 
not in the shooting stalls is also • ~ 

The most important function of a highly desirable. A'signal light sys- .., 
range is to safely dispose of the tern is best for those messages that CI 
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equipment (cont.) 

such as the command to cease fire. 
Even if one did not understand a gar
bled voice communication, he would 
be continually aware of the message 
flashed by a signal light system. A 
safety system that activates a red 
light whenever anyone crosses the 
firing line can be built into a signal 
light system. 

A law enforcement firing range re
quires equipment that will help 
train officers for real-life action 
situations. A "Hogan's Alley" 
target arrangement is a device for 
training in decision-making. The 
target pops out and the shooter must 
instantly differentiate between friend 
and foe. Barricades should be used 
to simulate shooting around objects. 
The public address system can be 
used to produce realistic noises 
(Sirens, screams, etc.) to lend fur
ther verisimilitude to the situation 
for the trainee. 

The criteria for selecting target re
trieval systems should be efficien
cy, safety, and convenience. Three 
standard methods of target retrieval 
ar~ the trolley wire, monorail, and 
floortrack types. Timed firing and 
target oscillation mechanisms are 
part of most retrieval systems. But 
a simpler means of controlling timed 
fire can be to use various patterns. 
of lights to signify different shooting 
instructions. 

design considerations 

The unique problems firing ranges 

present must be dealt with in their 
design. Each shot fired produces 
by-products of combustion, bullet 
lubricant, lead dust (from the bul
lets hitting the bullet trap), and un
burned powder. All of these by
products pose a conSiderable extra 
ventilation problem. The lead dust 
produced after bullets strike the 
bullet trap can be a most serious 
detriment to health. The smoke from 
combustion impairs viSion on the 
range and is a hazard to safety. It 
is important, therefore, to place the 
exhaust behind the target, with the 
air flow directed away from the shoot
ers. 200 cubic feet of air per min
ute should be exhausted uniformly 
along the lower front edge of the 
trap for each shooting pOint on the 
range. Though it is expensive, many 
find it beneficial to exhaust 40 to 60 
percent of the total volume of air di
rectly ahead of shooters in more ac
tive ranges. Accumulated soot and 
unburned powder can build up in ven
tilation equipment and become a ser
ious fire hazard. The ventilation sys
tem must therefore be equipped with 
an accessible and easily cleaned 
filter. 

Target lighting is another factor to be 
conSidered in planning a range. Dim
mers are used on target lights in train: 
ing procedures to simulate actual 
shooting conditions. An incandescent 
reflector lamp with a SWivel fixture 
that is reSistant to bullet backsplatter 
is recommended. There should also 

I)' 
be sufficient light at each target dis-
tance point (at the 21 ft. I 50 ft., and 
75 ft. lines). The level of light pro
vided in shooting areas should be var
iable, so that it can be diminished 
during shooting exercises. 

Noise can be reduced both by dampen-' 
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d.slen considerations (cont.) 

ing the noisELlevel within the range and 
" by el~rninating noise transmission from 

I 
'non-rang'e areas. Noise in the range 
ean be reduced by using acoustical 
materials, but any area downrange 

.. from the firing line that is covered with 
acoustical material should have an 
air space between hard and soft sur
faces I (see F 1. 5w) since otherwise 
bullets tear up the insulating material. 
The floor should be smooth and non
absorptive from the firing line to the 
trap. A floor drain for washing the 
range s.Aould be provided, since un
burned powder accumulation is a fire 
hazard. Because burnt primer and 
soot tend to build up I walls and floors 
should be made easy to wash. Noise 
in the bullet trap can be reduced by 
applying acoustical material to its 
back sid~. Carpeting from the firing 
line to the spectator wall can help. 
Noise transmitted from nearby areas 
can be at least partially eliminated 

by structural isolation and insulation. 
Leaks from doors I pipes I ventilation 
systems, etc., should be as well 
sealed as poss,tble. In the specta
tor area, noise should be reduced 
sufficiently to allow conversation. 
Providing a separate exit and entrance 
to the shooting area will help this by 
relieving th~traffic pattern through 
anyone doOr • 

The rangemaster'slplatform mus.t be 
far enough behind the firing line that 
he can see all of the shooting pOints. 
In order to improve the rangemaster's 
vision, it is a good idea to raise the 
platform from 12 to 18 inches off the 
ground. The design of an opr,m-type 
rangemaster area assumes that he will 
use ear protectors. If it is desired 
that he not wear ear protectors, a 
glass enclosed control booth should 
be 'constructed to protect the range
master's hearing. The rangemaster's 
area should be equipped with a con
sole housing the central audio, tar
get control, and color-coded l.lght 
systems. 
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section 

firing range= 
A ten-point range should be divided into two five-point sections. All firing 
·positions must be visible from the range master'!? console. The spectators' 
gallery should be designed for use as an instruct10nal area. 

Cross-references: DS.7f, DS.lOf, DS.llf, DlS.4c, DIO.4c, El.lw, E2.1w, 
E3 .lw, Gl.lw 
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firing range: 
A five-point range is an optimal size for supervision by one range officer. The 
design shown above includes an area for spectators separated from the firing 
line by a glass panel. The range master must be able to see all firing posi
tions from his console • 

Cross-references: DS.7f, DS.lOf, DS.llf, Dl4.Sc, DlO.4c, DlS.4c, E1.lw, 
E2.lw'l E3.lw " ,-
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legal advisor's. office: 

I 
J I 

This is a major component of an Administrative and Techriical Service~ Cent:,r. 
The police legal advisor's office should be located near both the planning unit 
and the curriculum development office • 

Cross-references: C2s, D2.8f, D2.9f, D3.7f, D3.Bf 
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• staff services 

"--~-~ .. 

aegal advisor's of1:ice: 
A conference area adjacent to the legal advisor's office can be used as a pro
ject work space. This area should include sufficient shelving for a small 
legal reference library. 

Cross-references: C2s, D2.8f, ,D2.9f, D3.7f, D3.8f 

1.2 
s s 

(I) 
. ..., 
c 
CD 
c 
o 
CL 
E o 
u 
>. .. • ,a --U 
ca 

~ __ ~ __ ~a __ ~ ________ .~ ______ ~ ______________ ~'1 



• 

• 

• 

staff • services 
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planning and research area: 
This area contains the necessary work areas and equipment for the d.evelop7 ,-' 
ment of new programs and the evaluation of existing police seryices. It shqyld 
be placed near the' research library and the office of the legal ,advisor • 

" '.::' 

Gross-references: CIs, D2~'8f, D2.9f 
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planning and research area: 

Open planning techniques I based on the utilization of coordinated furniture 
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systems I are ideally suited for use in this type of work area. Duplicating 
'- .. _- equipment should normally be placed in an ancillary space with a high degree __ 
•. "\) of.acoustical control. U 
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staff • services 

planning and research area: 

This area should provide an optimal setting for reading and concentration. 
There should be enough space to accommodate additional staff members as 
the organization ·expands. Furnishings should be used that allow 1/ high 
degree of flexibility in the way the space is used. . 

F 
1 2.3 

s s 

en ..., 
r: 
CD 
I: o 
a. 
E o 
u 
~. ..., ..-
U 

~_c __ ro_s_s_-_re_f_er_e_n._c_es_: __ C_l_S_'_D_2_.~8f_'_D __ 2_.9_f_'_G_~2_._1_SS_. __ G_2_~2_.S_S _______________ (_~.~ ~ 
"~'-=- -'= 



• 

• 

• 

staff • services 

public information office: 
This component of an Administrative and Technical Services Center 
incorporates the facilities' required to conduct a comprehens ive public 
information and education program. (See section C 8s.) The briefing 
room is used for meetings with representatives of the news media and 
for v:l.deotaping public service announcements. The duplicating equipment 
room and the exhibit construction shop should be acoustically insulated 
from the adjacent offices. 
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staff services 
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t"esearch library: 

:;, 

This is one of the principal components of an Administrative and Technical 
Services Center. It should be centrally located for easy access from the" 
work areas of all staff service programs. It should provide a suitable setting 
for a full range of research activities. 

Cross-references: D2. 8f, D2. 9f,' G3.1ss 
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.research library: 

The library in an Administrative and Techniqal Services Center should contain 
sufficient space for an expanding collection of criminal justice reference 
materials. It should include an adjacent work room for receiving and cata
loging books I periodicals, maps, and other l1brary materials. 
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career development office: 

Personnel or career development counseling is the principal activity taking place 
in this area of an Administrative and Technical Services Center (ATSC). Sounds 
from the counseling areas should not be audible in other parts of the office • 

Cross-references: C5s, D2.8f, D2.9f 
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photographic services laboratory: 

A full-service photographic laboratory is an essential component of an 
Administrative ?ind Technical Services Center. It should be close to the . 
forensic laboratory and to the public information offices. This area should 
be carefully planned to accommodate an expanding demand for services. 

Cross-references: CSa I D2. 8f I D2. 9£ I DI3. 2c I E1.Ip I G4.Ip 
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darkroom: 

An efficiently I1!n photographic processing facility requires a number of closely 
integrated operational areas. This facility component must be properly ven
tilated to control temperature, moisture, and dust . 

Cross-references: C8a I D2. 8f, D2. 9f, D3. 7f, D3. 8f, D13. 2c, E1.1p, G4.1p 
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tel.evisio'n production studio: 
This component of an Administrative and Technical Services Center is used in 
connection with awlde range of staff service programs. A properly designed 
studio assures the most effective utilization of television equipment. The area 
should include a gallery to allow visitors to view the operation without en:
tering the control booth or studio. 

Cross-references: D2.8f, D2.9f, G3.1p 
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photographic 

television production studio: 

This design provides a functional arrangement for the preparation of Videotapes 
for in-service training programs and other police operations. The studio should 
be located near the curriculum development unit and other offices requiring 
frequent access to televiSion facilities. 

Cross-references: D2. 8f I D2.9f, E2 .lp I F3 .le I G2 .lp I G3.1p 
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storage 
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pue,UC ACCESS 

vehicle impounding facility: 
This facility component is used primarily for holding vehicles associated with 
criminal investigations. It should be convenient to the fingerprint analysis 
unit and the crime laboratory. Sufficient security should be provided to pre
vent tampering with the impounded vehicles. 

\) 

Gross-references: e9a, P3.1e 
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vehicle impounding facility: 
This is an lmportant auxiliary space in a crime laboratory complex. It should 
contai..'1 administrative space for the maIntenance of impounded vehicle re')cords. 
Proximity to both the fingerprint classification and analysis unit and the bal
listics shop 1s essential • 

Cross-references: C6a, e9a, F3.le 
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c recovered property storage: 

This facility component should be entirely separate from the evidence storage 
vault described elsewhere in the Guidelines. It should contain adequate space 
for storing property not related to criminal investigations. 
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vehicles 
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vehicle maintenance shop: 

This is a. full-service facility for the repair and maintehance of automobiles 
and other vehicles used in police operations. It should contain sufficient 
built-in shelving for storing all of the tools and spare parts used by the 
mechanics in performing their duties. ' 

Cross-references: CIOs 
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" Lobb~r/Reception Area G 10 
Intenriew/Detention Space G20 
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Crime Laboratory G Ie 
Ballistics Shop G2e 
Visitors' Observation Gallery G3e 

TRAINING ca 
Library/Reading Room G It .-.. 
Seminar Area G2t ca Exercise Room G3t 
Training Officer's Work Room G4t 
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\) 
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introd uction 

The material included in this part of the 
Guidelines is 1ntended to further clarify 
design concepts presented in Section F. 
Architectural details of various parts of 
police facilities are illustrated in three
dimensional perspective drawings. 
Items of equipment and other program 
components described in Section E are 
illustrated in appropriate facility con
texts. 

Each of the illustrations in the section 
has been cross-referenced with related 
materials found in other parts of the 
Guidelines. The topical system used to 
organize materials in Section G is iden
tical to that used in Sections E and F . 
This should further faCilitate comparison 
of rela.ted materials in the three sections. 

The illustrations in Section G should be 
used as a source of ideas for developing 
design criteria for the various operation
al areas in a police facility complex. 
The reader should focus on the concepts 
that underlie the drawings and not on the 
specific details contained in them. He 
should use these illustrations as a start
ing pOint for his facility planning efforts. 
The drawings can also be used as a 
basis for discussions between architects 
and police planners. 
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i)'pical work area: 
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Por reasons of security and efficiency, administrative work area's should be 
isolated from those parts of the facility to which the public has access. Maxi
mum use should be made of .flexible furniture units. This will enable the de
partment to respond rapidly to organizational changes arid modifications of work 
flow. The use of work surfaces other than conventional desks should be con- . 

'!\ 
sidered. 

Cross-references: F3.la, F3.2a, Fl.Uo, F2.90, Fll.lt 
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The potential uses of conference or seminar space should be carefully considered .-.. 
during the facility planning process. If community uses are antitipated this -
component should be located adjacent to the lobby/reception area. A conference • 
room can often be used as an alternative counseling area for juvenile operations. --
If this use is anticipated it should be placed in close prpximity to the juvenile ~ ~ 
operations area. .; 

Oross~r~ferences: F2.la, F2.2a, F2.3a, F2.4a, F3.la, F5.3a, F1.70, F1.90, 'I 
F4.30, F4.60, F2.6t •• 
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training academy staff offices: 
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Faculty offices in a Criminal Justice Training Academy serve a variety of func~ 
tions • They are used for concentration and course development. They are also 
used for conferences between staff members and st~p,ents. They should be suf
ficiently large to comfortably seat three or four students. 

Cross-references: DSf, FSa 
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secretarial area : 

Open planning concpets provide maximum flexibility for work areas of this type. 
Furniture units should be arranged to facilitatA a functional work flow within 
the secretarial area. This facility component should be isolated from public 
access pOints within the building. 

Cross-references: Ela 
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operations 

lobby I reception area: 
A lobby jreception area in a community police sta1tion is an important point of 
contact between a police department and the public it serves. Tbis (part of the 
facility should be inviting and readily accessible for public use. The lobby 

. shown 9pove includes a coffee bar for public use.~ 

Cross-references: D1.6f, F4.lo, F4.30, F4.40, F4.60, F4.lDQ 
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operations 

lobbyl reception area: 
c:' 

A smail waiting area should normally be included in the lobby of a community 
police station. Lamps I planters I and other decorative items will contribute 
to creating an inviting atmosphere. 

Cross-references: Dl. 6f I F4 .10 I F4. 30 I F4. 40 I F4. 60 I F4.100 
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operations 

obby I reception area: 
The lobby of a community police station should be equipped with one Qr more 
consultation rooms. These rooms are primarily intended to be used for confi
dential discussions between pqHce officers and complaintants • 

Cross-references: D1.6f, F4.1o, F4.30, F4.40, F4.60, F4.lOo 
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lobby I reception area : 

.... 

, 
, I 

' •• # 

The main entrance and all areas of the lobby should be.clearly visible from an 
adjacent operations center. The opening between the lobby and the operations 
center should normally be ~quipped with bullet resistant -glas s. When a re
ceptionist is not on duty in the lobby the public entrance should be controlled 
by an officer in the operations center. 

Cross-references: F1.5c, F4.40, F4.50, F4.120, G6.lc 
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lobby I reception area: 
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For security purposes the lobby/reception area of a community police station !".
should not conJ:lect directly with any major operational componen:t of the buildfng. 14a. 
The receptionist should be able to observe ali'parts of the lobby from his des1c~ .-

U ca '1 Q 

(., . 
Cross-references: F4.lo, F4.20, F4.30, F4.40, F4.50, F4.60, F4.70 
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· . 
lobby/ reception area: 
All''''persons entering an Administrative and Technical Service Center (ATSC) 
should be screened for security by the building receptionist. The receptionist 
should be in full control of all entrances to other parts of the building. 

Cross-references: D2.6f, D2.9f, E1.20 
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operations 

lobbyl reception area: 
:Qlsplay panels mpunted in the lobby of a 'community police :st.f!.!i:on can be used i 

for public education exhibits. Display materials to be used in tI1is"'area are nor- i 
mally prepared by the staff of the public information unit. Citizens should be ' 
encouraged to enter this part of the buU,ding. 

Cross-references: F4.lo! F4.80., F4.90 

~--------------------------------------------~(~! -----------------' 

G 
1.7 

o 

ca 
.." 
ca" 
-a 
-tal 
I: CDc 
I: 

"",:.I 

u~ ) .. >.t 
-tal .-. .-u 
J! 



operations 
• 

.' 

~ . 

,' . . .... .. 

.. 

. . . 

interview I detention: 
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The interior of all detl'mtion rooms should be clearly visible from a 24-hour 
operational area. Therefore ,one wall of the room should be equipped with two
way glass panels. All seating in these areas must be securely bolted down. 
Th!s facility component also functions as an intRLview space. 
/ 

Dross-references: C3f, F3.lo/;P.-3.20, F3.30, F3.40 
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operations 

entrance:' 
For the convenience of handicapped persons all entrances to law enforcement 
facilities must be equipped with special ramps. Adequate parking for vis'rt'Ors 
should be located near the public entrance to a police building. 

Cross-references: D3c, Dl. 7f 
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entrance: 
The main entrance to an Administrative and Technical Service Center (ATSC) <l 
should be clearly identified. This type of facility is normally surrounded with a 
high security perimeter. 

• Cross-references: D2. Sf I Ds. 2c I Ds. 3c 
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entrance: 

The public entrance to a community police station should be easily accessible 
to pedestrians. The facility above is located in a shopping complex. 

Cross-references: D4. 6c 
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multi-purpose briefing room: 
The facility component illustrated above combines four important functions. In 
addition to serving as a briefing room it is also a classroom. A television set 
for showing video tapes is mounted on the wall. The room can also be us ed as 
a reading room. Books I periodicals, and other professional literature is IJ"'O.V<:::' .... I 

on shelves along the rear wall. The area also includes a small kitchenette 
unit and can be used/las a staff lounge. Mail distribution compartments are 
built into the opposite wall. 
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professional staff center: 
. The profes sional staff center is the area of a communit:V' police station to which 

officers report at the beginning of their shift. A libraz1Vreading room should 
normally be Ideated adjacent to the briefing room. otIiler major components of 
a professiona] staff center include an exercise room al~p a locker room. 

'::----. --
Cross-references: F7.lt~ F8.lo, F8.40 
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juvenile counseling area: 
.... 

Informal chairs .~nd tables are appropriate in a counseling area. This faGility 
component should normally be carpeted. The function of this part:of a juv~ni1e 
operations area is to provide an optimal setting for informal discussions. A 
relaxed l nonthreatenin.g atmosphere is desirable for this purpose. 

/' I ~ 

Cross-references: Cllf, B1.8f, Bf.lo, F2.30, FlO.lo 
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juvenile counseling area: 
The ·counseling space ina Juvenile operations area should be adjacent to the 
receptionist's work station and waiting room. The administrative area should 
not be visible from the counseling area. In the illustratioI1 above a model plane 
has been mounted in the display case. 

-- ---
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juvenile counseling area: 
The principal function of a counseling area ios to provide an optimalsetting 
within a police facility for discussions between officers, parents and juveniles. 
No office furniture should be installed in this area. The use of pla.nts, lamps, 
and other decorative items can help to create an attractive I warm atmosph~re. 

Cross-references: CHf, D1.8f, E4.lo, F2.30, F2.40, F2.So, F2.oo, FlO.Io 
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service counter: 
/) 
'; 

The counter for a records area should be irnmediat(;:ly adjacent to the building 
lobby and public entrance. It should normally q(ilprotected w·ith bullet resis
tant glass. Seating should be provided neat the service counter as illustrated 
above. 

" 

Cross-referenc'es: F4.l20, F4.13o 
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detective area: 
Open planning techniques provide maximum flexibility. Necessary privacy 
and acoustical control is 'achieved by partitions between activity spaces • 

Cross-references: Pl.lo I Plo 20, Plo 30 I P1.40, Pl. 60, Pl.ll0 I P1.120 
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shift commander's office: ~~ 
Built-in metal lockers for the temporary storage dif evidence is an important r .-_ 
feature in a shift commander's office. In the ilh:!stration the status/locator 
board is electronically linked to the communicatf;ons center. This informs the 

I 

commander concerning the status and location o~, all units in his district. 
" I) 

II 
il Cross-references: F5 .10 ~ F5.20, E5 .lc; E2.1e 
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shift commander's office: 

", 

, , 
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A shift commander's office should normally be adjacent to the briefing room and 
the plisoner processing area. A separate file drawer for each shift command~\r 
(normally five) should be provided. This room should be equipped with a re
ce1'v:er/transmitter unit for communication with field ':.lnits • 

Cro~s-reference: P5. 30 
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The secretary-receptionist in a juvenile opera'Uons unit is normally re~)Pc>nS1D.Le 
for the waiting area. She must be skilled in coordinating appointments and 
meeting the public. The receptionist should be abl~ to effectivelY'Qontrol 
acces s into the other parts of the juvenile operations area.·\ 

Cross-references: F2.1o, F2.20, F2.30, F2.40, F2.So, P2.6b 
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operations area: 

G 
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~ .., 
A waiting rOOnl for parents and juveniles is a,n essential component of a juvenile --
operations area. Persons seated in this space should no" be able to see into • 

.. any other pa.rt of the operations areQl" It should be a comfortable attractively .-
futnished area. U 
Oross-re£~rences: P2 .10, F2. 20 I F2. 30, F2 ~40 I F2 ~ 50 I P2. 60 ca 
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microfilln data processing area: 
The storage space required for various types of records can be substantially' 
reduced through the use of a microfilm process. This component should b.~I' 
l09ated within the central security core, of an AdministratiVe and Technical" 
Setvices Oenter (ATSC) • 
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cqmputer data processing area: 
/f~!jgh degree of acoustical control is required in a central-records area. If 
'carpeting is installed in this area it must be grounded. This will prevent inter
ferencewith electrical equipment caused by statis electricity. This facility 
component must be located within the security core of the building. 

Crosz reference: F2.Ir 
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fingerprint analysis lab: 
j '[ " ' , 

A fingerprint ¢~)alysis work area should contain sufficient ~torage space fer all 
. items of equipment used by the laboratory technicians. Unlike the adjacent 

fingerprint classification area this facility component should hi~ve high securi 
features ~!ui1t in. \{l ~. 

\\ ' Cross-references: F3. 2r I F3. 3r I F3.4r 
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l The fingerprint analysis lab should be adjacent to the classlfication unit work 
f area. It $hould also be lOda,ted relatively near the evidence storage vault. :, e

tl
l 'f:~;6)e a major component in an Administrative and Technical Services Center 
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II Cross-references: P3.2r, P3.3r, F3.4r 
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fingerprinfting area: 
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This componeui of the boo~jng CllJ,d prisoner processing ar~a should be unclut- Ie -- ' 

tered: and "free;of all movable obj ects that might endanC]er the safety of perSQn~ ~', 
in the area. In the illustration above the counter used for fing~rprinting qpera- , .... . 

. tions .is cov91"ed with a fold t:JJtWn QQver when not in use,,,';f , , ... , ,'" 
t' ' .. 

Crqss-reiere;nces: D6.1c, E3.1i, Pl.1i,.F1.2i" P1.3i, F3.1i/\'F3.2i/F3~3ijP3.41' II 
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tamper- resistant lighting fixtures: 

Lighting fixtures in holding. rooms and other security areas should be of sturdy 
constru.ction. They should also be attractive and contribute to the overall ap
pearance of the rOOm in which they are .installed. 

Cross-references: P4.l?" F4.2i, F3.1o, F3.20, F3.30, F3.40 
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A drive through\;sally port equipped with automatic security doors at each end is 
an e:hi:remely effective arrangement. A sally port should )Je bright and well . 
lighted. It should be on the. same lev,al as the prisoner processing area in the 
building. 
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sally port: 
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Sobriety testing equipment can be installed in a sally port. In the' illustration 
above the vid~eotaping camera is installed in a room adjacent to the sally port • 
Weapon stOl'~lge compartments should be built into the wall of the sally port. 

Cross-references: FS.li, f5.2i, Fl.li, F1.3i 
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temporary holding room: 
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Rooms for the short-tenn detention .of adult arrestees should be well ventilated. 
The level of illumination, in the temporary holding room shlJuld be equivalent to 
the amount of light in adjacent areas. Holding rooms should normally be equip
ped with two-way glass panels opening into 24-hour operational area. It is as . 
important for poHce dep~rtment staff members to be able to see into the room as 
it is for the perSIJn detained there t9 ~e able to see out. I ' . 

' .. ' . . ~ !i 

Cross-references: DS.lc, F4.1i, F4.21, F4 •. 31 
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t.'"aining academy staff offices: 

Faculty members should have direct access to the instructional resources 
clenter. Their offices must also be convenient to the main clas sroom area. 
The principal function of the lobby is to provide a pleasant setting for the 
reqeption of vis Itors. Thl,l,s, the lobr,y should be adj acent to the vis itors I 
parking area. 

Cross-references: D5.lf, D5. 2f, G3.a 
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training academy' staff of·fices: 
. The faculty offices in a criminal justice training facility must have direct 
acceSEi to the main instructional area • Visitors should be able to enter the 
lobby/reception area without entering the faculty' office area. 

Cross references: DS .1f, D5.2f,G3a 
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training acadel11Y staff off·iCes.: 
Faculty offices in a criminal justice training' facility should normally be 
adjacent to the maifi administrative core. However, it is also essential 
for the instructional staff to have immediate access to the classroom area. 
Faculty-student conferences are among the principal activities taking place 
in the faculty office suite. 
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d~ectiveope~t~nsa~a 

I 

uses of the facility 

This component of a police building 
is the base of operations for most 
criminal investigations. It is the 
area in which interviews are con
ducted with witnesses, victims, 
suspects, informants, and attor
neys. Although many of these con
versations are conducted by phone, 
it is not uncommon for a detective 
to meet with several people in his 
office during an average workday. 

The preparation and review of inves
tigation reports is another important 
type of activity that takes place in 
the detectives' work area. If re
cording equipment is used in pre
paring reports, one or more dicta
ting booths should be provided for 
this purpose. 

There are a number of activities that 
routinely take place in this area and 
tha t g:.enerally involve three or more 
people. These group activities in
clude the following: 

Daily staff briefings 

Planning sessions for special 
operations 

Meetings with officers from 
other law enforcement agencies 

Debriefings following operations 

The detectives' area is one of the 
parts of a police facility in which 
criminal suspects may be detained 

for periods of up to four hours. 

equipment 

The following items of equipment are 
normally used by detectives in their 
area of a police facility: 

Small conference table for plan
ning seminars 

Wall display panels and map 
boards 

Desks for professional and cler
ical staff 

Files and built-in storage cabinets 

Receiver/transmitter for monitoring 
field operations 

Telephone consoles 

Typewriters, recorders, and other 
standard office equipment 

ancillary spaces 

Persons wctUing for appointments with 
detectives should be seated in a com
fortably furnished reception area. 
This space should contain sufficient 
room for a secretary/receptionist. 
People seated in this room should 
not be able to see into the main 
office or to hear conversations in 
that area. 

One or two interview/detention rooms 
(see section F 30) should normally 
be included in a detectives' op~ra-
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ancillary .paces (contl'lI""') 

tions area. This type of room pro
vides privacy for confidential inter
views and sufficient security to 
q~tain suspects for periode, of up 
to four hours., 
A large storage closet sholuld be pro
vided for report forms and. other of
fide supplies I and for the special 
equipment used by the program staff. 

design c,onsldert.ttloliS 

A detectives I operations area is a 
controlled-access I medium-security 
space. Visitors must be able to 
reach the waiting room from the pub
lic entrance without passing through 
any other operational areas. The 
area should be laid out so that wit
nesses and victims can enter with
out coming into contact with de
tainees or suspects. The staff 
entrance can be used for bringing 
suspects into the detectives I oper
ations area. 

Certain parts of a detectives' opera
tions area must be isolated. When 
the facflity is of open area design, 
partiti.ons can be used to isolate cer
tain parts of the area. Designing the 
area in an L-shape can also be help
ful for this purpose. In particular, 
separation of the unit supervisor's 
o'fficEl space from the remainder of 
the area by means of a partition with 
a glass panel is an effective way of 
providing conversational privacy while 
at the same tirria allowing vj,sual ac
cess to thee,operation. 

The detectives' area should promote a 
maximum of efficiency and a miriimum 
of visual distraction. There should 
be sufficient noise control so that 
several people can use the area sim
ultaneously without disturbing each 
other. Carpeting is extremely help
ful for reducing noise levels in this 
type of area. If electronic recording 
devices are used for preparing reports, 
there should be at least one small 
soundproof booth. To lnsure optimum 
efficiency, task lighting should be 
provided at the planning table and at 
each desk. 

Since many detectives I operations 
areas are in use 24 hours a day, it is 
important to bear this in mind during 
the planning process. Furniture and 
carpeting will have to be more durable 
than that used on a more limited basis. 
Materials that are easily maintained 
should be used because the detectives' 
operations area must be cleaned while 
the room is in use. 

An important design consideration in 
planning a detectives' operations area, 
is size. This space should be flexible 
enough to accommodate an expanding 
staff without re,quiring extensive mod
ifications. Projections of the num-

, ber of detectives that will be assign
ed to the area ten years after the 
date of initial occupancy should be 
made. (Personnel projections for an 
Independent Police 'Statfon should 
normally extend to fifteen years be
yond the time of construction.) 

proximity requirements 

A detecti.ves I operations area should 
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• proximity requ.lrements cont. In Independen~ Police Stations, the 
detectives I operations area should 
be close to the criminal identifica
tion bureau. Since detectives are 
often involved in the preparation of 
material for presentation in court, 
the evidence storage vault should 
also be located near the detectives I 
operations area • 

• 

• 

I 

be as close as possible to the en.'
trance used for bringing prisoners 
into the building. This will faciH
tate moving a suspect to a detec
tives I area for interview. 
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detective operations area: 

A functional layout based on open planning techniques should be considered 
in planning the details of this component of a law enforcement facility. The 
ability to provide confidential interview spaces is a prime criterion in evalu
ating design alternatives for the detectives I work area. In agencies with 
five or more detectives I it may be desirable to divide the waiting room into 
several :small areas. 
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detect ,~perations area: 

To attain the degree of 'security necessary tor this partbf a Community Police 
Station, public access must be limited. The detective operations area must 
also be close to the booking area. If the facihty includes criminal -
identification and evidence storage areas, the detectives I offices should 
pe relatively close to both these cO!llponents. 
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detective operations area: 
The elements in this facility component should be combined in a manner that 
facilitates unobtrusive entrance and egress. The arrangement of the furniture 
and other equipment should also be consistent with the high degree of confi
dentiality required in interview proc~dures. 

Cross-references: C3.f, D1.9f, G8.10 

F 
1.6 
o 

(/) 
-1-1 
C 
G) 
C o 
a. 
E 
0' u 
~ 

-1-1 .-.-u 
ca' 

~~~------------------------------------------'I 



• 

• 

• 

operations 

ODin 
~Ef1TT.GNI5I 0 

P~-!5'AREA 

o 

it 
-tOIL-t:?t ---------_--II--:~ 
~~vATION------------_Jr_~~iR .. ~ 
WILe. ----------n--___ t--::;~ I o 

detective operations area: 
Although an organization with a limited secretarial .staff may ·use one reception'::' 
ist for both the detectives' and juvenile operations areas, the waiting rooms 
;for these two areas must be completely separate. The design above includes 
a planning and briefing space that can also be used for confidential intervtews. 

Cross-references: C3.f, D1.9f, F4i,.F4.3i, F30, F3.30 6 F3.40, andF3.50 
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detective operations area: 
The planning and briefing area in this design provides an alternate work 
space for special projects. It should be equipped with telephone jacks. 
A high degree of sound proofing must be engineered into the holding room, 
briefing area, and waiting space. Persons sea ted in any -of these three areas 
should not be able to hear conversations taking pl~ce in the primary work 
area. 
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detective operations area': 
This arrangement allows one receptionist to service two entirely separate 
wai~:Lngareas. Acoustical techniques should be employed that will prevent 
con/.,,6:;,-::ations in one area from being overheard by clients in the other 
wai ting room. 
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This facility component is designed to provide functional work space for an 
investigation unit consisting of one commander, two supervisors", ten detec
tives, a receptionIst, and two clerk/typists. The arrangement of individual 
work spaces is determined by open-plan or "landscaping" te~hniques. The 
area contains sufficient space to acqommodate an additional s'upervisor and 
six mOl"e detectives as the organization expands. (See G8.10) 
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Open~ planning techniques are often effective in operational areas used by . 
detectives. This approach to space management ereates a highly flexible 
arrangement that will allow rapid response to organizational expansion. 
(See Ge.lo) 
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operations 
juvenile operations area 

design objectives 

A juvenile operations area must pro
vide an efficient work space for both 
the administrative and service func
tions of the delinquency prevention 
staff. The officers using this area 
will be engaged in many of the ac
tivities normally conducted by police 
dete.ctives. They will be interview
ing complainants, witnesses, and 
victims, and preparing investigation 
reports. Although many of these in
terviews will be conducted by phone, 
the officers will often need to meet 
with people in their offices. The 
layout of the area must provide a 
suif~ble arrangement for the dis
cussion of confidential matters. 

The reception room for this area 
should be sufficiently large to ac
commodate the maximum number of 
people that might be waiting to see 
staff members at anyone time. This 
space should prOVide a pleasant at
mosphere for juveniles. and members 
of their families waiting to meet with 
a juvenile officer. It is important 
that persons in the waiting room not 
be able to see or hear any of the ac
tivities taking place in the juvenile 
officers' work area. 

The deSign criteria for counseling· 
rooms, essential components of a 
juvenile operations area, are out
lined in a later section (see section 
FIOo). 

i'J II 

ancillary spaces 

A juvenile operations area should nor
mally include a restroom. It should 
also contain a large storage closet 
for office supplies, cameras, tape 
recorders, and other equipment used 
by the juvenile officers in their work. 
A large youth bureau, conSisting of 
twenty or more staff mempers, may 
also require a [staff lounge and lock
er area adjacent to the prime work 
area. 

\} 
Juvenile offenql,ers held by the police 
will normally ramain in the personal 
custody of a youth officer until they 
are released t9 their parents or to 
another agenc~t. Solitary confine
ment, even for brief periods, is al
most never walTanted in the case of' 
youthful offendlers. 'fherefore I tem
porary holding :~rooms of the type 
found in a dete!ctives' work area are 
not included in, the juve.p.ile opera
tions area. 

proximity requirements 

The juvenile op.eratlons office should 
normally be located very near the 
main lobby/rec'aption area of the 
building. Pers(ms entering the build
ing should be able to pass directly 
to the youth.officers' waiting room, 
without walking past any of the other 
o~eIj;l.tional components of the build
inC':. 'Uill alternative arrangement 

-...:--, 't.', ,:! ~ 

would be to provide a separate en-
tt::"ance to the building speCifically 
for the use of juvenile officers and 
their clients. If this is done, the 
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operations 
proximity requirements (cont.; 

corridor leading from the entrance to 
the waiting room must be designed 
so that those who enter the building 
through this door will not have ac
cess to any part of the building other' 

.i than the juvenile operations area. 
This is essential for maintaining an 
adequate level of building security. 

In smaller departments it may often 
becnecessary for one secretary/recep-· 
tionist to serve both the detectives' 
offices and the juvenile operations 
area. In thiS situation, the secre
tary's work station can be located 
so that people entering both waiting 
rooms can be observed. However, 
those in either waiting area should 
not be able to see into the other. 
When only one secretary is avail-
able to serve both the detectives' 
offices and the juvenile operations 
area, these two parts of the building 
must be in close proximity. The area 
should also be reasonably close to 
staff restrooms. 

special equipment 

This area should include sufficient 
filing equipment to contain all of 
the. records of the juveniles cur
rently being served by the depart
ment. It must also:have sufficient 
desks and other office furniture for 

all of the officers ami clerical staff 
who may occupy the area at anyone 
time. Staff prOjections for at' least 
ten years beyond the probable date 
of initial occupancy must be made in 
order to determine the space require
ments of this area. 
Other items of special equipment 
that may be included in a juvenile 
operations area are bulletin boards, 

display cases, and wall-mounted book 
shelves and magazine racks. These 
items of equipment can help provide 
a suitable environment for the juven
iles who may be detained in this area 
for several hours. 

psychological Impact 

The juvenile officers' work area should 
be q,uiet and cheerful. In order to a
void the confusion often associated 
with this type of function, the work
flow should be as well-regulated as 
possible. The area should have a 
calming effect on everyone who en
ters. Every element in the waiting 
room and main work area should con
trihtite to the goal of reducing fear 
and anxiety . 

The use of wood paneling or brick for 
some of the walls in the juvenile op
erations area will increase the warmth 
and overall attractiveness of the 
rooms. Because of their emotional 
impact, bright reds and oranges 
should generally be avoided in se
lecting colors for this part of the 
building. Greens, blues, and other 
cool colors are highly recommended 
for carpets, uphols·tery, and walls. 

~----------------------------------~------------.~--------------------~ 

F 
2.2 
o 

(I) .. 
C 
~ 
C o ca. 
E o u 
~ .. .-.-
U ftS< 

'I 



• 

• 

• 

operations 

juvenile operations area: 

A juvenile operations area sho1.11g be placed close to the main entrance of a 
police facility. A sep~rate entrance fer the use 'of complainants, parents, 
and other clients is aiso highly desirable. The counseling space included in 
this area should not be furnisried with desks or other office equipment~ Rest 
rooms should be integral parts of this facility component. 
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Juvenile operations areal 

The arrangement of the elements of a juvenile operations area should permit 
unobtrusive movement -from one area to another. Furniture and equipment 
should be arranged to provide a high degree of privacy for the int.~rviews 
conducted in this area. 
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juvenile operations area: 
This component of a Community Police Station provides an optimal setting 
for conferences between police officers I juveniles, and parents. It is also 
an area in which victims, witnesses I and complai~ants are interviewed. 
The counseling and interview spaces are completely separated from the 
office area. In the example above I an exterior courtyard is included as an 
alternative counseling space. 
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juvenile operations area: 
Separating the counseling and administrative functions in a juvenile opera
tlonsarea is highly desirable ~ Partitions and furniture should be arranged 
to assure the confidentiality of interviews. Clients should be able to enter 
the couns~ling space without passing through the main office area. 
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. juvenile operations area: 

The chief design criterion for a juvenile operations area is that it provide 
an optimal setting for meetings between police officers , juveniles, and their 
parents (see section C llf). Counseling spaces should normally be separate 
from office areas. In the design. above, built-in cases are included for dis
playing items of interest to young people. This type of architectural detail 
will contribute to the desired atmosphere. 
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,juvenile operations area: 
A juvenile officer is required to spend much of his time assisting parents 
and their children. The area used for meetings between police officers, 
juveniles, and their families should not contain desks or other office furni
ture". It is essential that persons seated in the waiting room not be able 
to h~ar conversations taking place elsewhere in the operations area. 
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juvenile operations area: 
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juvenile operations area: 

Open planning techniques offer an excellen.7: means of organizing space in 
juvenile operations areas. The chief advantage of this approach is the high 
degree of flexibility it allows. 
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operations 
interview/d~tention 

uses of the facility 

Interview/detention rooms are used 
primarily for confidential discussions 
between police officers and victims, 
suspects, witnesses, and informants. 
They may also be used for planning 
sessions involving small groups of 
police officers. Because they are 
soundproof, these rooms are suitable 
for use as recording booths for dic
tating correspondence and reports. 

An important secondary utilization of 
this type of room is as a temporary 
holding facility. Its design provides 
sufficient security for holding most 
criminal suspects for periods of up 
to four hours. 

ancillary spaces 

An interview/detention room should 
normally include a small adjacent 
space containing a toilet and wash 
basin. Although this space does not 
have a door, it provides a moderate 
degree of privacy. The presence of 
the toilet should not be apparent on 
entering the room. 

It is also desirable to locate a small 
observation space next to all inter
View/detention rooms. The observa
tion space is equipped with a small 
one-way mirror for viewing activities 
in the interview room. (See section 
C3f.) 

proximity requirements 

All interview/detention rooms must 
adjoin an area where operations are 
conducted 24 hours a day. Placing 
these facility components in corri
dors, basement areas, or in any part 
of the building not normally occupied 
by department personnel is not recom
mended. 

special problems 

All lighting , plumbing, and ventila
tion fixtures included in an interview/ 
detention room must be vandal-resis
tant. However, this aspect of the 
fixtures should not be readily ap'par
ent to those using the room. 

Because thes:e are relatively small 
spaces (90 - 120 sq. ft.) containing 
no windows, they present special 
ventilation problems. The problem 
of maintaining an acceptable level 
of air purity ls further complicated 
by the fact that the door is normally 
closed when the room is in use. For 
these reasons, the ventilation sys
tem used in em interview/detention 
room must pmduce a much higher 
rate of air exchange than that used 
in most other parts of the building. 

All items of furniture placed in an ,I 

interview/detention room
e 
must be of 

a heavy duty, highly durable quali
<ty. The table s and chairs should 
\:6e firmly bolted to the floor and 
wall with metal brackets. 
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The design of this room must take 
into account the fact that it will of
ten be used for interviewing criminal 
suspects. It mur;;t therefore provjde 
a setting that is conducive to obt21in
ing voluntary confessions. The room 
should contain as few distractions to 
interfere with the process of inter-

, 

viewing suspects as possible. Air 
vents, for example, should be care
fully arranged to, avoid directing 
drafts at anyone's head. 

The room should not have an in timi
dating character, and shou~d be a 
reasonably comfortable' area in which 
to be seated for several hours. Al
though it is often used as a temporary 
holding room, it should have the gen
eral appearance of a small c.;onsulta
tion room. 
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~~--------------~------~~--------------------------interview I detention: . ~ 

This facility component should have the overall appearance of a small waiting 
room. It is designed to provide sufficient s~curity for the short-tenn deten
tion of arrestees. In order to minimize the Eliffects of solitary confinement, 
transparent panels can be used in the walls and doors. Detention roonlS 
should normally be adjacent,to some 24-hour operational area. 

Cross-references: C3f, El.li, G4.2i, G2.10 
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~AT1ON. 

intervie",/detention: 
This area is used for interviewing suspects I informants I victims I witnesses I 
complainants 1 and others. It is also used as.:'l temporary holding facility . 

. Security features are incorporated into this space in an unobtrusive manner • 

• 
'l" Two-way glass panels facilitate surveillance from adjacent spaces. They 

also make it possible, for the person detained to see out, reducing his sense 
of solitary confinement. The panels can be equipped with shutters for prJ.vacy 

when the space is used for interviewing. 
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intfirview I detention: 
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This is a medium security temporary holding space. , It is also designed to 
provide an excellent setting for' confidential interviews between police offi-

3.5 
o 

cers and suspects. Unbreakabls9lass panels in the walls and door permit __ 
visual access. Privacy for interviews can be achieved by equipping theSe' U = 

panels with blinds or shutters. Interview/detention rooms should normally be" 
visible from the shift commander's work space or some other'24-hour operahop.- ca 
al area. ~~ 
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lobby I reception area 

\</ 
design objectives 

A large volume of pedestrian traffic 
in front of the building is an import
ant site" selection criterion for the 
Community Police Station. The main 
entrance to the building should com
municate the fact that use of the fa.-

, cility is not restricted to emergency 
law enforcement busines s . The de
sign of"the lobby/reception area 
should attract the public into the 
building. 

The overall appearance of the lobby 
:should be bright, cheerful, and un
cluttered. Its furnishings and gen
eral atmosphere should convey the 
public service orientation of the po
lice department. It should have an 
efficient atmosphere, but it should 
not be an excessively busy area. 
Personnel working in the building 
should not have to pass through the 
lobby to move from one operations 
area to another. 

The lobby should be arranged to al
low the building receptionist to ef
fectively control public access to 
all of the -other parts of the building. 
Limiting the size of the lobby is one 

" main way toachieve this objective. 
The lobby must be sufficiently small 
to allow the receptionist to converse 
with people in any part of the room 

" in a normal conversational tone with
out leaving his de!?k. 

The lobby/reception area functions 
as a security check-point for con
trolling access to-QV~~(t)tional areas 

-'".-' 

of the building. Nothing in the de
sign of the space, however, should 
suggest that security is a significa.nt 
consideration. (See security guidla
lines, section D 56.) 

.. : 

ancillary spaces 

The lobby/reception area should in
clude a small consultation room. 
This room will provide privacy for 
brief conversations between police 
officers and citizens. It can also 
be made available to community 
service organizations requiring tem
porary office space in which to con
duct their programs. 

Public rest rooms should also be in
cluded in the deSign of the lobby / 
reception area. 

special equipment 

The following are examples of items 
that can be included in .the lobby/ 
reception area for the convenience 
of the public: 

• Complimentary ccff~e b.~+ 

• Drinking fountain 

• Public telephone 

• Display panels for exhibits 

• Rack for printed materia.l 

All of these elements will tend to 
make the area more inviting and 
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.peclal equipment (cont.) 

contribute to the objective of en
couraging increased public use of 
police facilities. 

proximity requirements 

The entrance to the lobby should be 
a short distance from a v~sitor' s 
parking area. A well-lighted walk
way ~hould lead dir.ectly from the 
parking area to the ·entrance. 

The station c>lassroom should he ad
jacent to the lobby/reception area. 
This w!ll enable the department to 

I 

make this room avavable to commu
nity organizations without d.isrupting 
police operatlons in other parts of the 
building ~ .' 

Ths lol:!r)y should be directly' connect
ed ~o the waiting room of the juvenile 
opf.r,;'ations area. It should also be 
relatively close to the conference 
room and to" the commander's or chief's 
office. The library/reading room 
should also be convenient to the 
lobby. 

If the building contains a records 
office, its public service cou~ter 
should be a short distance from the 
reception area. 

No doors should lead directly from 
the lobby into an operational area 
of the building. 

1-------------------1.--_ ..... '" __ , ----------------4 

F 
4.2 
o 

en .. 
C 
CU 
C 
o 
a. 
E o 
U 

>.' 
-I-' .-.-
U 
ca 

'I 



• 

• 

• 

operations 

~------------------------------------------~.~---------------------~ 

lobby I reception area: 
Direct access should be prov~ded between the lobby/reception area and 
those parts of a police facHity}requently used by the public. It is also 
desirable to locate the juvenile operations area near this part of the 
b~i1ding • One of the principal functions of a lobby /recepti~n area is to 
faci

0
litate effective control of public acces s to other parts of the building. 
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lobby I reception area· 
.Seven basic components can be incorporated intoAhe lobby/reception 
area of a police building. The receptionist should be able to observe and 
control activities taking place in all of them. Designs employing open 
planning techniques should definitely be considered for the lobby/reception 
area. Conveniently located parking spaces for guests are essential to. the 
proper functioning of this part of the building. 
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public access __ 
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C7tbbby I reception area: 
It is essential that a police station receptionist be able to observe everyone 
entering the building through the main entrance. This is an important part of 
the security plan for the builc;Ung. The receptionist should also be able to 
effectively control public access to other parts of the building. 
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lobby I reception area: 

This part of a police facility should include a coffee bar I public telephones I 
restroorns I and other elements intended to attract citizens into the building • 
Display space is used by various public information programs. The interview 
room included in the design aoove can also be used by civic organizations 
for temporary offic.e space. 
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lobby I rec~~ption area.: 

ReCEPTlDNIST 

~.,The lobby of a Jaw enforcement facility is the site of important contacts between 
. 'the police and the public. It should be inviting, attracting people into the 

building. Display panels in\,this area can be used to present graphic materials 
that help people understand tlhe citizen I s role in reducing crime and delin-

II 
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lob-by I reception. area: 
Open planning techniq1Jes are generally appropriate for this part of a police 
facUity. The design concepts presented here and on the next page are ~jltended 
to produce an area with a high degree of versatility. A lobby/reception area 
must be both attractive and functional. 

Cross-references: Gl. 70 
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'. lobby I recepti~n area: 
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" 
The design of this area '~hould encourage the use of a broad range of graphic 
materials. The lobby/reception area is the central location of many of the 
activities of a public information program. 

Cross.;...references: Gl. 70 
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lobby I reception area: 
" In an Administrative and Technical Services-Center (~ee section D 2f) or large 

police station, seating should be provided for persons waiting for staff mem
bers to accompany them to other parts of the building. l'his will reduce con
gestion and facilitat~ proper control of public access to the facility. 

Cross-references: D2. 6f,Gl. 60 
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lobby I reception area: 
For security P\lt:,p~;ses the lobby sho~ld be completely separate from comm
unicationf,l and !cscor<;ls areas. In tIlis design a service counter for persons 

. needing record~ is provided in an alcove. 

Cross-references: G7.lo, Gl. 20 
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shift _~ommander's office: 
~ ',' 1 '" 

~ -

J'%ie shift commander's office is the operational hub of a CommunitycPolice 
Station. Lockers for the temporary storage of evidence should be installed ','\ 0 

~ ,i 

in this area. Bec-auseit is a~~~1l9u~,<:>?erational area, it is also appropriate ~I 
to locate temporary holding rooms adjacent=to' this~,office_.. fl:. status/locator '(I 

board with a map indicating the location of field units should b,~ installed here~1 
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shif't commander's office: 

Whenever temporary holding facilities are built adjacent to the shift commander's 
office, he should 'be able to observe persons held there. The radio console and 
locator/status board enable the commander to monitor field operations. 

Gross-references: F8 .10, tn.13f, G9 .10, and G9. 20 
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This area should include sufficient space for confidential discussions involving _
three or four officers. The glass panel separating the shift cornmander's office 
from the holding room should be equipped with drapes or blinds to provide pri
vacy when required. 
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Cross-references: D1.7f, Dl.l3f, E2.1e, F4.li, F4.2i, F4.3i, G9.·ll 
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shift commander's office: 

This facility component should be adjacent to both the booking area and the 
professional staff center (see sectiop. F 80). Placing lockers for the temporary 
storage of evidence in this 24-hour operational area provides an added measure 
of security. 

Cross-references: D1.7f, Dl.13f, E2.le, F4.1i, F4.2i, F4.3i, G9.10 
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briefiog room: 

The primary use of this area is for the daily briefings that precede each shift. 
It can also be used for training. If the briefing room is used for conducting 
in-service training, it should have the overall appearance of a conventional 
classroom. Placing the staff lib.rary in or near this area will increase the 
utilization of reading materials. 

F 
6.1 
o 



• 

• 

• 

----------~----------

operations 
'----------------------------, 

briefing room: 

This component forms the core of the police station's professional staff cen
ter. It should be convenient to all of the. facilities used by police officers 
op. a day-to-day basis. If it is to be used as an instructional area, the 
briefing room must include space and facilities£or audio-visual materials. 

Cross-references: P8.lo, F8.20 
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operations 

briefing room: 
. 

The primary function of this area is to provide a setting for routine briefings 
staff meetings.: However, the design shpwn above combines a variety of other 
functions. Book shelves at one end of the room are used for the station',·1ibrary • 
A seating area and kitchenette at the other end can be used as a staff lounge. 
The area is equipped with

O 

a rear projection screen and can be used for training 
classes. (See GAo and ESt.) 
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• 
locker room: 
This is a major component in a professional staff center. Included in this 
part of the building are locker and shower rooms for male and female officers • 

. This component of the building should be convenient to the staff entrance 
and the roll-call or briefing area. 
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locker room: 
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"~ +-' 
A locker room should provide a high deg~~a of security for the clothing and 
equipment stored there. It should be conveni~,nt to the staff entrance and 
parking area.' \ 
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The shower areas in a police building should be located near the exercise and 
physical training facilities. All floors in this area must have a non-skid, hy
gienic, seamless finish. 

Cros s-references: Fa .10, F8. 40 
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This facility component should have suffic.ient space to provide personal 
lockers for all police officers using the buUding. ,Projections of the anti
cipated growth of the department shouid be available to the architect at 
the time t~:~i building is designed. 

Cross-references: Dl.12f, Dl.13f, D5.lOf, DS ;11f, Fa .10 
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professional staff center: 
This part of the building includes fill of the facilities used by officers 
assigned to field service programs. It sho.uld be convenient to the area 
used for parking patrol vehioles. Public access to this area should be 
restricted. 

Cross-references: DI.13f, E7.1o, E9.lo, E3.lt, ES.It, GS.Io 
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profess.ional staff center: 
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In. this design i the briefing room is equipped to function as an instructional 
area. When this space is intended for In-service training activities, a work 
area for the officer in charge of training should be included. 
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professional staff center: 
If the police organization is using automated data storage and retrieval 
systems, the "report preparation II space might contain computer te.J.minals 
for entering. information 'from investigation report forms. 

.,'\ 

Cross-references: Dl.13f, E7 .10, E9 .10 ,E3 .1t I E5 .1t, G5.10 
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professional staff center: 
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By locating the station's library adjacent to the briefing room, a higher degree 
of reading material utilization can be achieved. Acoustical control should be 
sufficient to permit the showing of training films in the briefing r.oom without 
disturbing operations in other parts Qf the facility • 
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neighborhood walk-in facility: 
The main function of this type of facility is to provide an optimal setting for 
informal meetings between police officers and citi~ens. It should have adequate 
space for displaying posters and other educational materials. 

Cross-references: D4f 
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neighborhOO~~ wal.k-in facility: 

promote 
community 

relations 

A community service center should be equipped with comfortable seating I a 
coffee bar I public restrooms I and other accommodations that will attract 
pedestrians into the facility. A meeting room with seating for twenty or more 
can be used fot discussions with local businessmen and residents. 

Cross-references: D4f 
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neighborhood 'walk-in facility: 
The principal fUnction of a neighborh9od service center'is to help the public 
understand its role in crime prevention. The display area should be deSigned 
to attract passersby into the building. Location in a shopping center is 

,generally quite suitable for this type of police operation. 

Cross-references: D4f 
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counseling area 

psychological Impact 

A counseling area I s function is to 
provide an optimal space for meet
ings between police officers; juven
iles, and their parents. The char
acter' of this room must not be in
timidating in any way. Indeed, it 
should be arranged to reduce the 
tension or embarrassment of the 
people who use it. Discussions with 
the juvenile and his family ought to 
be private and low-key, rather than 
overdramatic or stigmatizing. A ju
dicial or quasi-judicial mood is to 
be avoided in every possible way. 

atmosphere 

A counseling area should be an in
formal room, with no office furnish
ings (desks, typewriters or files). 
Chairs should be co.mfortably ar
ranged, so that no artificial bar-

';,; riers between persons inhibit dis
cussion. A coffee table or other 
type of stand might be provided for 
ashtrays and other items. The over
all atmosphere of the space should 
be warm and inviUng. 

design consideratlorls 

To insure privacy and prevent the em
barras sment of the juvenile and his 
parents, the counseling area should 
be easily accessible to public park
ing. It should also be adjacent to 
the juvenile operations area, so that 
~e people using the counseling area 
will not come int.o contact with any 

Ii of the other operations in the build-
ing. It is advisable I therefore, to 
have a restroom in the counseling 
room. To further isolate the area, 
a courtyard might adjoin the counsel
ing room .. This exterior space could 
be used as an alternative counseling 
area. 

proximity requirements 

The design of the counseling area 
should produce a pleasant environ
ment for discussion. Ligh'ting should 
be controlled I perhaps with a dimmer. 
Carpeting will help achieve a quiet, 
warm feeling for the area. All of 
the seating in the counseling room 
should be of the same general char
acter. Pictures, plants, and other 
decorative accesories might be used 
to further relieve anxiety and to thus 
produce an optimal setting for the ef
fective counseling of juveniles and 
their paren ts . 
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counseling area: 
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-+' This area is designed for the use of officers meeting with juveniles and their __ 
parents. It should be located near the juvenile operations area waiting room. 
This area should not be furnished with desks and other office equipment. All __ 
of the seating in the counseling area should be of the same size and style of ~ , 
c~nstruction. The courtyard in this design provides an alternative counseling ~ 
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counseling area: 
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This component of the juvenile operations area is used for meetings between 
officers, parents and. childf,en. Files, desks, and other office furniture shou~ 
not be installed in thlS area. . 

(\ 

Cross-references: Cllf, D1.8f l • E4 .10, F2. 40, G6.10 -;"' 
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counseling area: 

"\1 
In the illustration above an exterior courtyard provides an alternative counselin 
space. Informal furnishings should normally be used in this area. 

• Cross-references: Dllf, D1.8f, E4.lo, F2.40, G6.lo 
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counsel ing area: 
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Counseling spaces in a juvenile operations area should be adjacentoto the 
waiting room. Persons seate4 in the waiting area should not be able to see or 
hear activities in the counseling room. Planters I lamps and other decorative 
items help to produce an informal and inviting atmosphere. i. 
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Cros~:;J-references: CHf I Dl. 8f I E4 .10 i F2. 40 I G6.lo \::>.' 
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central. records area: 

In an indiependent police station (IPS) this component should be located within 
the ~ecu:rity core of the building. The service counter should be protected with 
bull~t resistarit glass • 
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computer pl-ocessing area: 
This is a high security facility component. Both its placement in the building 
and the design of its entrance should make possible a high degree of control 
over access. The design above includes two large glass panels for members 
of the public touring this faqility component. 
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Cross-references: G2.Ir 
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fingerprint classification area: 

This area contains the operational components directly related to the conduct 
of criminal ~dentification programs. Thus I it should be adjacent to the crimi
nal identification unit's work area. Fingerprint experts are also involved 
in the ey.amination and analysis of much of the physical evidence gathered 
in the investigative proces s • For this reason I proximity to the area used 
for evidence receiving and storage is essential. 
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fingerprint classification area: 

This set of functionally-interrelated work spaces must be arranged in a 
manner that will facilitate the efficient conduct of fingerprint classifice:tion 
and analysis programs • The fIngerprint anal~hi·.I.s laboratory is used for 
processing physical evidence and is therefore a high secl,lrlty component 
of this complex. 

Cross-references: C4a, D2.9f, G3.1r, G4.1r 
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fingerprint classification area:· 
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~~anning the functional work spaces for this program requires a thorough 
r::,-=::, analysis of the flow. of materials related ,to criminal investigation and 

ic;lentification. The' service counter in the n,:;'ceiving and processing area 
should normally be 'adjacent to the criminal iden.tification unit,·s opera
tional area. The laboratory area is used for the examination of physical 
evide9-ce. The lab fs a "high security zone, and it shoJ,lld be equipped 
with built-inistorage lockers for the evidence being processed there. 
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fingerprint classification and analysis area: 
c· 

" 

This is a major facility component in an Administrative and Technical Service 
II Center (ATSC). It should be located in close proximity to the crime laboratory t 
/ ballistics shop t. and evidence storage vault • 

Cross-references: C4a, D2. 8f,.o2. 9£, G3 .lr, G4.lr 
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• • pnsoner processing area: 
The arrahgements of components in this part of the building should facilitate 
the efficient and humane handling of persons detained by the police. This 
area should be s~parated from all other operational areas of the building. 

Cross-references: Gl.1i, G2.1i, G3.1i, G4.1i, GS.1i 
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. '. prisoner processing area:· c\ 
., 

An enclosed sally port facilitates the transfer of prisoners from vehicles .. into . 
th~ -processing area. All furniture ifl the booking office and the temporary 
holding rooms should be securely fastened to the floc)1'"or walls. The sobriety 0 <, 
testing space can also be USf;ld when physical searches of prisoners are neces-
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~ . prisoner processing area: 

Personnel on duty in the communications center are able to see into the tempor
ary holding areas without leaving the radio console. 

o 

Cross-references: D1.8f, D1.l3f, E1.1i, E2.1i, E3.1i, G4~li 
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sobriety testing area: 

This component is used for producing videotapes of DWI suspects. ",It also 
contains space for breathalyzers and other sobriety testing apparati. It 
should be located near the sally port entrance. 
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This area has everything needed for the proper handling of DWI suspects. 
Persons are detained here for brief periods for II sobering Up.·l Although high 
security is not required in the holding rooms in this area, they must be well
lighted and ventilated. 

Cross-references: GS.li, E2.li 

il // 

F 
2.2 

en .. 
C 
CU 

II 
II 
J! ,<, 

C' 
o 
1:.2-

8 u 
>. .. '.& .-
U 
'ca 'I 

I 



• 

• 

• 

intake 
booking area 

special equipment 

Those arrested and detained by the 
police should be able to look back 
on that experience with the feeling 
that they have been treated fairly 
and courteously. The entire process 
of arrest and booking should be con
ducted in a manner that,enhances 
the individual's self-esteem and 
res'pect for the criminal justice pro
cess. As an aid to accomplishihg 
these difficult objectives, the book-. 
ing process,must take place in aset
ting that is highly conducive to po
lite interaction. (See civility guide
lines, D6c.) 

-
One of'the problems a police officer 
may face in attempting to treat the 
people he arrests with courtesy is 
the fact that, under these circum'" 
stances, people' are often bellig~r
ent and(;uncooperative: Therefore, 
it is e.ssential that the booking area 
possess features which will tend to 
have a calming effect on both pris
oners and booking officers. 

The colors, tex~ures, and lighting 
used in the booking area should make 
the occupants feel that it is a spe
cial part of the building where quiet 

.. and orderly conduct is appropriate. 
Because of the behavioral expecta-

. "" tions carpeting connotes'; this type 
of floor covering should' be used 
throughout the booking area. Car-

. peting is allo desirable'· because 'of 
its excellent acoustical properties. 

, '. 

This area should incorparate secur-

ity features that will help officers to 
maintain control over arrestees with
out havipg to resort to physical re
straint. The booking area should con-· 
tain no exterior windows, although 
the use of a panel of unbreakable 
glass between the booking are.a and 
the corridor is desirable. In most 
cases the booking area should have 
only one entrance. 

No items of furniture or equipment 
that might be picked up or used as 
a weapon should be included in the 
booking area. No surfaces or mater
ials that are susceptible to vandal
ism should be visible to arrestees 
while they are in the booking area. 
Built-in metal cabinets with secure 
doors and hardware should be pro
vided for all equipment used in the 
booking process. If arrestees are 
seated on a stool while being photo
graphed, it should be securely bolted 
to the floor. 

Security features shou.ld be engin
eered into the design of the boqking 
area in such a way that the occupants 
will be entirely unaware of them. 
There should be nothing in the overall 
appearance of the room to suggest 
th\!it security is a Significant consid
eration. The room must provide a 
pleasant, unintimidating environment. 

. proximity 'requirements 

The booking area should be near the 
J!iittance used for bringing prisoners 
into the bulld'lng. It should be .im
mediately adjacent to theteml'orary 
holding rooms used for searching and 
detaining adult arrestees. 
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If a fingerprint analysis and classifi-
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proximity requlrements(cont.) special equipment 

cation program is conducted in the 
building, it should be near the book
ing room. In some cases it may be 

... practical to connect the fingerprint 
section and the booking area by means 

t':.. of a small serviqe window. Finger
print forms can then be easily trans
ferred to, the analysis section. 

I 

The booking room should never be 
located near the lobby/reception area. 
It should also be separated from a.~l 
of the other operational components 
of the building. . 

A booking area will normally contain 
the following items of equipment: 

• Fingerprinting equipment 

• Wash basin with soap and 
towel dispensers 

• Built-in storage cabinets 

• Camera with lighting equipment 

• Wall-mounted height indicator 

F 
3.2 . 

I 



• 

• 

• 

intake 

. . 

.. .. ' 

'. o 

: ." . ' \ I ". . . . 
~:: . . Ii' .' 
:.'.:' .' .' '1'1.. ~v:',,~ 
~,: : f:R15::?1'le~ ~ f~ : . :. . I I ' . 

a-1Z_--iO ~ J-bt-.D1NG I I . ' 
~ :;, / ,1\· . 

'.' I 
: .... :.-. , J ~ I .' . 
i',::-::' .... 1 " 1"1, ..•.•..• 

-, -""1 E=t==:::::n\ 

booking area.: 

The design of this area should be compatip-le with the objective of courteous, 
non-coercive handling of persons under arrest. It should have an attractive 
and pleasant atmosphere. Sufficient storage should be provided so that no 
movable objects are visible anywhere in the booking area. 

Cross-references: D6c, ,D14c, E2.1i, E3.li, Gl.li, GS.li 
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booking area: 
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() 

Operations in this area of a police facility have a high potential for interper
sonal conflict. Thus, every effort should be made to create an atmosphere 
that is calming and conducive to courtesy. The booking area should be a 

('non-threatening environment. 

Cross-references: D6c, D14c I E2.li, E3 Qli, G1.li I G5.li 
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• temporary holding room , 
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• 

• 

design considerations 

The purpose of a temporary holding 
room is to provide a suitable place 
for the detention of arrestees for 
periods of up to four hours. In 
most jurisdictions, a large propor
tion 6f those arres ted are held in 
police custody for relatively short 
periods of time. People may be 
held for a few hours pending iden
tification checks, or for a "cooling 
off" period following an altercation, 
The majority of those arrested will 
either be released on bond or trans
ferr~d to a oorrections intake center 
withi.n a few hours following their 
iniUal detalnment. 

This type of holding facility is in
tended for use with the categories 
of offenders most often held in po
lice custody. Although a temporary 
holding room should almost elimi
nate the probability of escape I it 
is not designed for holding' bellig
erent and uncooperative prisoners 
charged with serious crimes of vi
olence. This type of prisoner should 
normally be detained under high se
curity conditions. He will generally 
be transported directly from the scene 
of his arrest to a h~gI: security facil
ity. However I such arrests will tend 
to be relatively rare events. 

Although highly aggressive prisoners 
will rarely be held in police custody I 
temporary holding rooms should have 
all of the fea tures required for the 
safe handling of violent and destruc
tive persons. By constructing each 

o 
G 

detention r60m in this manner I da-'" 
partment personnel will be equipped 
to cope with almost every possible' 
situation. 

The room should be brightly lighted 
and equipped with attractive, vandal
resistant furniture. On entering the 
room, a person should have the im
pression he is in a waiting room. 
All 'security features should be built 
into the room in an unobtrusive 
manner. 

special equipment 

Placing a person in the temporary 
holding room should not mean iso
lating him. The room must be equip
ped with a large I unbreakable 
glass panel. This panel allows the 
detainee to see out and enables those 
in the building to monitor his behav
ior. Except for a small toilet cubi
cle, all parts of the room should be 
readily vif.'·ible from the outside. 

Lighting fixtures should be recessed 
in the ceiling or walls and mounted 
in tamper-resistant enclosures. The 
level of lighting in the room should 
not differ from tha t of the other 
rooms in the facility. '" 

A metal door equipped with an auto
matic security lock is recommended 
for most temporary holding rooms. 
Locking the door should not require 
the use of a key or of any other de-

" vice visible to the detainee. 
t,j.'<;"'; 

" 
Plumbing fixtures should be operated 
by tamper-resistant push-button 
controls. 
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desired psychological Impact proximity requirements 

A temporary holding room should pro
vide a rea.sonably comfortable, non
threatening environment. It should 
have a calming effect on anyone who 
enters it. Reducihg hostility and 
anxiety will contribute to the safety 
ef both the prisoners and of those 
who must manage thelYl. 

\\ If the person is eventually found 
f"- guilty, his experience while in po

lice custody should be consistent 
with sound correctional practice. 
The character of the temporary hold
ing room should in no way contribute i 

" to ,a further criminalization or alien
ation of the offender. The detention 
space should provide a non-punitive 
setting that respects the dignity and 
personal worth of all who are placed 
there. If the person is found to be 
innocent, his experience with the 
criminal justice system should not 
be the more exasperating because 

I 
of the accommodations provided. 

Temporary hoiding facilifles can be 
located in t\I\TO parts of a Community 
Police Sta tiOl1 • Generally ,one or 
more rooms of this type should be 
located near the bookin9 area. Ad
ditional holding rooms can be placed 
near the detectives· work area. 

For reasons of both security and safe
ty, the glass\?panel rr:l.ust face a room 
that will be occupied during most of 
the time that a person is detained 
there. The shift commander's office 
is one 24-hour operational area that 
could be considered. The dispa tching 
room of an Independent Police Station 
is another. By placing one or more 
temporary holding rooms adjacent to 
the dispatchers! work area, the pris
oners' behavior can be easily moni-
tored without leaving the radio con
sole. This arrangement avoids iso
lation and greatly increases the level 
of security provided by this facility 
component. (NOTE: It is as import:
ant for the prisoner to be able to see 
out as it is for police personnel to 
see in.) 
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temporary holding room: 
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This component should have the overall appearance of a small waiting room. _1iIIIII-;'!l 
Glass panels in~he walls and doors should open into '24-hour operational !"i 

area. The illumination in a temporary holding room should be equal to that ~ -
in adjacent rooms. 0 U 0 

Cros s -references: DIG. 4c, El.l!, G4 ."Ii, G2.l! . J ca 
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sally 'port: .. ' 
A dr~'~~-thrt' sally port should be equipped with electrically·· operated auto
matic doors at both ends. There should be a high level of il!uminationin 
the interior. In the j,lh.lstra.tion above, a skylight is used to produce a bright, 
non'" threatening atmosphere. 

Cross-references: G3.2i/ G6.li 
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sally port: 
. . ,\ /-, )) 

A sally port is designed to facUitate the rapid and safe "tran(i,,,,jof prisdners ,. 
'-~-- If t from an automobile into the building. It sh.ould be equipped with an electroni- d 

cally operated security door. l.t should be on the same level as ~he prisoner 
processing area. /;/ 

\. 

Cross -references: G3. 21, G6. iU 
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evidence 
evidence receiving and 
processing room 

An eVidence receiving and processing 

anclUary spaces 

A large supply closet with adequate 
shelving should be provided in the 
evidence receiving and processing 
room. This closet will contain all 
of the printed forms and other mate
rials used by the evidence custo
dif.<hS'in performance of their duties. 

room i.s a component of an Administra - J-----------------.... '''''--.... 
tive and Technical Services Center. 
It is the area where all evidence is 
received prior to being examined by 
forensic sCientists, ballisticians, 
or other evidence technicians. Con
trol nl1mbers are as Signed, and a file 
is established on each item of evi
dence • Evidence received by mail 
is unwrapped and prepared for exam
ination and storage. Records are 
maintained to indicate the status 
of evidence during the time that it 
is in the possession. of the police. 

equipment 

Two types of equipment are neces
sary for an evidence receiving and 
processing room. A large work table 
and scales for weighing certain type~ 
of evidence are examples of equip-

,'; ,~ent needed for.evidence }:;'7ocessing. 
- 'in addition, various sizes of bags 

and other containers, rolls of tape, 
and a supply of stick;"Qn 19bel:;; 
should be on hand. .A desk, filing 
cabinets, and a typewriter are the 
types of equipment needed for the 
record keeping function of the evi
dence storage unit. 

design considerations 

An evidence receiving and processing 
room should be designed for maxi,mum 
security because it contains the on~y 
entrance to the evidence storage nnit. 
Every efff)rt should be made to ,elim
inate the possibility of sabotage or 
burglary. A "Dutch door ll with a 
service counter on top of its lower 
half for receiving evidence should 
be the only entrance. Traffic in and 
out of the room should be minimal. 
For security reasons', no windows 
sh()Uld be included in this space. 

For security reasons, personnel 
working in this room will be iso
lated. Thus, every effort should 
be made to make the evidence re
ceiving and processinrr room an 
attractive work area. Bright col
ors for the office files and othf'.!r 
equipment are recommended. (See 
seption D18c.) 'Bright carpeting 
will make the area more lively 
and less tiring for personnel who 
must work for long periods stand
ing up. The level of illuminaUon 
should be appropriate to the tasks 
performed. 
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evidence rjeceiving iYand processing room: // 
J' // 

A work room for the initial handling of evidence should be locatedadjaoent to 
the evidence storage vault. In the independent ]police station (IPS) thiS area 
should be equipped with items used for the anal~!,sis of physical evidence. 

;.~ ;.' I 
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cThis component of an independent police station.(IPS) should be adjacent to .~i' 
ahe evidence storagevault. It should also be located E~ar the detectives ,area. , .~ 

Cross-references: D3. 8f, E4 .le ~ 
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evidence storage ViJult: 
.• Ii 

This area must provicle high security storage for a wide range of evidentiary n 

materials • Ev1.dencerelated to crimtnal proceedings may be held for periods 
of up to five l:pa~ • The use of shelv,es that sl~de on tracks permits the, 
storage of lar;t)a qtt~L\itities of evidence in a relatively sma!,l area. The evi"", 
dence custodJan's bv;,orka,rea is used for receivlngand processing evidence I 

from the field. ..IJ , " 
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evidence storage vault: 0>. .. 
This component of an Administrative and Technical Service Center (ATSC) should ._ 
bJil equipped with maximum securlty hardware. Movable shelves provide large 
volume storage in a relatively small area. . .-

• U Gross-references: C7a, D2.9f, '])10.50. "'" 
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crime laborat'ory: 
. " ~ •. i: • i 

T~is is a high security I limited-access Slrea that proyid(3s 'a"iull range od 
fa'cilities for the examination and analysis of physical evidence. \\['he 
library contains techni6al reference.works. It is also .used for statf 
meetings. The CaTV studio is uS'ed for prepa:;lnginstructiopal materials 
and for transmitting testimony to court .::: II 
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crime laboratory: 

(\ 

A full-service forensic laboratory consists of sixtee,n interrelated components, • 
The'principal, work area is divided into three laboratories - chemical analysis., 
instrument~tion, and serology. Th~ observation gallery should be designed 

, 0 to allow visitors to view operations in each of thes,e three areas wi thout 
actually entering them. 
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ballistics shop: 
The balUstician's work area consists of two components. The office space is 
used for administrative functioniS. The labo~atory space is used for the sci
entific examination of w(eapons and bullets. Ii Thif?faci11ty component should 
be adjacellt to the crime laboratQry and the evidence storage vault. It must 
also be relativelyc!ose to the fingerprint analysis laboratory. 
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ballistics shop: 
The ballistician's work area should.\include a high ~?ecurity storage facility 
for mainta~ning a firearms reference'\collection. This ,.faci1i.tycOmp~nent 
should be located in the security cot.e of an Administrative and T~chnic~l 
Services Center. 

Cross-references: C6a, El.le, G2.1e 
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~obriety 'testing area: 
, .{,}::I 

The use of videorecordings can pe highly effective in processing DWI cases .. 
The area used for this function should be adjacent to the booking room. 
Lighting and other equipment should be built in. It is also recommended that 
the camera and reqorder be placed in a separate room connected by a glass 

(0 panel. .' 

eros s -references: F2 .li I F2. 2i 
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The crime laboratory is a major component of an Administrative and Technical 
Serv~les Center (ATSC). It should be located adjacent to the fingerprint clarifi
cation~'ana analysis area. It must also be in close proximity to the evidence 

>-. .41' ----U 
Cross-references: Cga, D2.8f, D2.'9f, DIO.4c, E4.1e, P3.le, P3.2e, P3.3e 0 .• 
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crime laboratory: 

"J 

Crime laboratories should normally be located within the security core of 
an ATSC. The abs,~nce of windows in this area presents lighting problems. 

,. In 'the illustration above a luminous ceiling has been used to achieve 
\\ effective overall lighting. Storage must be provided for all equipment 
~sed in the laboratory. 

Cross-references: C9.8a, DS.Sc, DlO.4c, D14.4,c E4.le, F3.3e, G1.le, 
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ballistics shop: 
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The ballistics analysis area should be adjacent to the evidence storageevault 
(~nd fingerprint classification unit. It should be equipped with a bullet recovery 
tank. 

Cross-references: G6a, El.le I F4.le, F4.2e" 
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visit(n~s' observation gallery: 

A crime laboratory is one of the components of an Administrative and Technical 
Services Center (ATSC) that should be equipped with an observation gallery for D 

, " visitors. Groups should be able to view activities in the laboratory without 
entering the area. 

Cross-references: Cga, F3.le 
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library/reading room: 
An area for books, periodicals and other instructional materials is an impor
tant part of a professional staff center. This room should contain several 
study carrels. This area should be adjacent to the briefing area. 

Cross-references: F7.It, F7.4t, C7s, E6.lt, F8.lo,P8.30,F7 .It,F7 .2t, F7.4t 
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• seminar room: 
Seminar rooms provide an excellent setting for small group discussions. A 
Criminal Justice Training Academy should include a variety of ;.nstructional 
areas • 

Cross-,references: DS.7f, F2.lt, F2.2t, F2.4t, F2.6t 
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exercise room: 
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A well eq~ipped"'physical training area is an important part of the profes sional 
staf~ center in a CJ,mmunity Police Station. This area should be well v'enti
lated and brightly lighted. This c.facility is used wit:h phystcal fitness and 
weight control programs. It is also used forinstruction 'in self-defense tech
niques. 

\\ 
Cross-references: DlO.4c, Dl5.4c, E3.lt, F9.lt, F9.2t,FS.lo, FS.20, FS.30 
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"c training officer '5 work areal: 

This facility component should be adjacent to the classroom in a cpmmunity 
police station. It should contain sufficient work su:rfaces~(lr preparing a 
variety of training aids and instructional materials. 

Gross-references: Fll.lt 
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training 

specoal classroom: 
Crime scene procedures are demonstrated in thiS theater-classroom. This 
component of a criminal justice training center is us~d for various types of 
instruction requiring students to observe detaJled action. It should include 
sufficient built-in storage space for training aids needed by instructors • 

;, 

Cross-refer.ences: DS.6f, F6.lt, F6.2t, F6.3t 
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special cl,ssroom: 
In this specially designed classroom students are seated on an elevated plat
form overlooking the instructional arena. The room can be quickly transformed 
into a simulated crime scene or court room. 

• ' Cross-references: DS.6f, F6.lt, F6.2t, F6.3t 
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special classroom: 
A criminal jUstice training academy should contain at least one instructional 
area for classes 'that require students to observe demonstrations of technical 
procedures. Students are seated on an elevated platform overlooking the in
structional area. 

Cross-references: D5.6f, :R6.lt, F6.2t, F6.3t 
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station lassroom: 
A well equipped qlassroom for in-service training is an essential part: of a 
Community Police Station. If this room is to be made available to organiza
tions in the community it should be located near the building lobby. 

Cross-references: C7s, DIS.4c, D1.7f, P3.lt, P3.2t, P3.3t 
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In a criminal justice training center the area used by st,\.ldents during class 
, ~)" ' 

,breaks should be adjacent to the rOoms used for instruction. There should be 
sufficient acoustical control to avoid interference with classes in progress. 

Ii , !\" 
Cross-references: DS.llf,}'l2.1t, F2.'lt, F2.2t "l ,.II 
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dispatcher~s area: 
A conveyor belt system is one of the methods that can be ui~ed to transmit re-

/-

quests for dispatch between the complaint reception and.:radio rooms. 

Cross-references: C3a, DlO.Sc, D14.Sc, DlS.6c, E2.1c, ES.lc, F1.2c, F1.3c 
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complaint reception area: 

. .. ... . 

(I 

This component of' a communicationscenter,shqtild normally be separated from 
the radio room. 

Cross-references: CIa, DlO.5c,DI4.5c, DI5'o6c, Pl.2c, P1.3c 
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complaint reception area : 

" . . 

.. 
• l .' 

In a computer assisted communications center, work stations for complaint 
reception operators are equipped with CRT and printer terminals. The consoles 
illustrated ab'ov,e are -used for both complaint reception and service expeditor 
operation. 

Gross-references: G1.11a~ G1.14a, C2.6a, p3.2a, E3.Jc, P1.lo, F1.4c 
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co'mmunications 
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'visitor observation gallery: ,.! .. ' 

" 

The communications center is one of the operational areas in a police facility 
that, should be equipped with a large glass panel to be used in., conducting 
guided tours. . 

Cross-references: P1.2c I PI. 3c, G3.le 
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communications supervisor's office: 
The person in charge of a communications center should have visual access to 
both the dispatching and complaint reception areas. This office should normally 
contain sufficient space for use as a command and cont,rol center in the event 
of an emergency. 

Oro s s -references: Fl. 3c ,Fl. 4c 
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maintenance shop: ..., 
This coml~onent of an Administrative and Technical Services Center (1\~SG) shouid ~--

r', ~ 

be adjacent to the crime laboratory, communications center I videotaping studio, 
and other operational "areas in which electronic equipment is used. 

Cross-references: Pl.lc, PL4c 
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communications center: 
When a receptionist is not on duty in the lobby the public entrance should be 
controlled by a staff member in the operations center. The opening between the 
operations center and the lobby should be protect~d with bullet resistant glass • 
During normal business hours when a receptionist is on duty this . opening can be 
oovered with a sliding panel. The radio operator must be able to observe the 
public entrance from his console. 

Cross-references: F1.5c, F4,.llo, F4.l20 I G1.40 
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weapons 

firing range: 
Panels separating firing points help to organize the range. However I all per
sons on the firing line must be clearl:y visible to the range control offiCer. The 
illustration above includes a glass pi9.nel separating the range from an obser
vation gal+ery. 

Ii () c"> 

Cross-references: El.lw, E2:1w~'E3 .1w, Fl.lw, F1.2w I Fl. 3w I Flo 4w I FI. 5w 
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emergency equipment storage: 
Special equipment used in response to emergency situations should be stored 
~in an orderly manner. This area should normally be near the shift commander's 

(~tation. Built-in compartments in varying sizes are ideally suited to this pur
,JPose • 

~~~----------------------------------------------------------~ 

G 
2.1 
w 

~ .. . -.-u 
ca 

'1 



• 

• 

• staff services 

research library: 
(~\ 

Many of the programs normally found in an Administrative and Technical Services 
Center (ATSC) will require the availability of a crimina~ justice research librqry. 
This facility compOneI\t should be directly accessible to the following operation
al areas: legal advisor's office ,curriculum de .... relopment unit.,. office of planning 
and evaluation, and crime lab.oratory. " 

r,' 

Cross-references: D2.4fw, D2.Jlf, D2.9f 
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planning and research area: 
~ 

' .. . -
Open planning techniques using furniture systems to define work areas is recom- , ••• 
mended for this type of operational space. This approach provides maximum --; 
flexlbility and will enable the organization to respond more easily' to staff ex- U 
pansion. ca' 
Cross-references: CIs, D2.3f, D2.8f, D2.9f, El.la,. F2.lss, P2.2ss, P2.3ss 
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planning and 

" 
This component of an Administrative .and Technical Services Center (ATSC) will 
require shelving for reference books used for research and planning. One or 
more tables for group proj ects should be included in ,the area. 

"~ 

Cross-references:, CIs, D2.3f, D2.8f, D2.9f, El.la, F2.1ss, F2.2ss, F2.3ss 
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~----~~----~~~~~-··--~------~----------------------------------------4 phqi~O set-up, booking area: 
I' 
',i 

The area used for photographing persons under arrest should be neat, clean, 
and well lighted. It should contain no items of furniture or equipment that is 
not essential to the photographing process. The use of carpeting in this area 
is strongly recommended. The camera illustrated above is equipped with a 
pl/:ite for I~lecording the subject's name and identifying number. 

Cross-references: D6c,(:~.li, F1.2i, F1.3i,;f.'3.li, F3.2i, F3.3i, F3.4i 
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vidiOtaping room: 
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The use of videotaping equiplli,ent will normally be more efficient s!\d effective y ~ 

if a room is allocated for this purpose. This facility component can '~e used 
'~ 

conjunction with curriculum development and public informationprogram~. 
~roxim1ty of videotaping roOI!lS to crime laboratory facilities is highly recorn: 
mended' c, 
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television studio: 
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4 fully equipped television production studio is a major component in an Admin-
istrative and Technical Sexvices Center (ATSC). This facility component can be 
an important resource in training and public information programs. Engineering 
equipment consoles should normally be separated from the production area by a 
sound proof glass panel. iJ 

],-, 

Cross-references: F3 .lp, C,7. 61? 
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photog~phic 
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photo processing lab:, , 
Photographic processing areas must cO~ltain sufficient built-in storage for 
chemicals, papers and other supplies. Water and chemical resistant materials 
'ate used on floors and all work surface:s. The, floor should be equipped with a 
drain. 

Cross-references,: 10. 4c, PI.lp, P2.lp 
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A 
Acoustics: DIS .1e-ls .7 c 

Booking area: F3.li 
Classroom: F2,.2t, F2.st 
Communications center: C3.lla 
Detectives: FI..20, Flo90, Plo100 
Exercise room: P9.lt 
Firing range: Fl. 2w-l. 3w 
Interview room:F3 .10 
Juvenile operations: P2. 80 
Library/reading room: P7.lt 
Professional staff ,oenter: F8. 40 

Aircraft: 
Air surveillance: C3. 2s, Cl4df-

14.9f 
Fixed wing: C14. 4f, C14. 7f 
Helicopters: C~4.4f 
Helistop: 014. 7f, E2.lv 
Uses of: C14.2f-14.3f 

Alcohol .problems: 
Breathalyzer: E2.li 1 P2.li 
Police referral to other agencies: 

Bs.2, Bs. 5 
Administrative and Technll.cal Services Sobriety testing area: E2.li t PI. 21 1 

PI.li, Plo3i, P2.1i, P2.2i, G3.2i, 
GS.li 

Center (ATSC): D2 .1£-2 .9f 
Acoustics: DIS .lc 
Air quality: DlO .lc 
Community police stations and: 

Dl. Sf, D2. 2f, D2.4f 

Survey of persons detained for: 
A9.0-9.3 

-'. 

Interagency cooperation and: B8 .4- Architect: 
8.7 Basic services of: D3 $9..:.3.10 ,D4.1 

Program components: B8.s, Clo3s, Role of in facility planning: D3.21, 
C2.3s, C7.lOs, C8.5s, 04.sa, D3.24- 3.27, D3.9 
C8.la, D2.3f-2.4f Selection of: D3.10 

Scale: D9 .lc-9 .2c 
Security: Ds .4c 
Training academies and: Ds. 8f

s.9f 
Utilities: D13.lc 

Air quality: D10 .lc-1O • 6c 
Cri.me 1 aboratory: E4 .le, GI.le 
Exercise room: P9.lt, G3:dt 
Firing range: Fl.lw-lo 2w 
Interview/detention rooms: P3.10-

3.20 

Arrest: 
Booking: B9. 2, D,G.lc .-' 
Field citations: C4 .If-4. 4f 
Relation to correctional objectives: 

B4.s, B9.2 . 
Respons e time and: Cl.la 
Survey of arrests: AlO. 0-10.5 , 

Allol-ll.3 
Temporary holding: Elo1i I P4.li-

4.2i, G4.li 

Library/reading room: P7.lt Audio-visual equipment~' See Training. 
Photographic processing area: P2.lp 
Sobriety testing area: F2. 2i Automobiles. See Vehicles. 

Air surveillance. See Aircraft. 
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B 
Ballistics: C6.1a-6.5a 

Ballistics shop: C6.4a, F4.1e, 
F4.2e, G2.1e 

Bullet retrieval system: C 6. 4a, 
El.le, G2 .• 1e 

Evidence storage and: C 6 .la, C 6. 4a 

Basic car plan. See Team policing. 

Booking: 
Facilities: Fl.2i, F3.li, F3.2i, 

FC? .. 3i 
Procedures: B9 .2, D6.1c 

Breathalyzer. See Alcohol problems. 

Briefing room. See Professional staff 
center. 

Building tours. See P·ublic information. 

c 
Career development: C5 .ls-5 .4s 

Facilities: F4.1t, F5.lss 
Program: C4. 6s, C5 .ls-5. 4s 
Training and: C7.4s 

Census tract: A7.0-7.1, B3.31, C3.4a 

Central records. See Records. 

Chain of eVidence. See EVidence. 

Ci~atioI'l: release. See Field citation 

Civility: B9.2-9.3, D2.5c,D6.lc-
6.3c, D14.4c, F3.li-3.3i, F4.2i 

Classroom, station. See Professional 
staff center. 

Classrooms. See Training. 

Climate: D12 .lc-12 .4c 

Closed-circuit television: C6. Sa, F3 .le 
Crime laboratories and: C 9 • lOa , 

F3.le 

Color: D2 .lc-2 • 6c, F2. 20, F3.li, Fl.le, 
F7.lt, F9.lt 

Command and control. See Communica
tions. 

Communications: 
Center: Cl.lla-3 .12a I el.13a-l.15a, 

Fl.lc, Fl.2c, Flo 3c, F1.4c, Fl. 5c, 
G4 .lc, G6.1e 

Complaint reception: Cl.la-l.16a, 
E3.lc, E3.2c, F1.4c, G2.lc 

Computers and: Cl.Ha, C1.14a, 
C2.5a, C3.3a-3.4a 

• 

Dispatching: C3.1a-3.12a, E2.lc, 
FI.lc, GLlc • 

Electronic maintenance shop: C 3 • lOa , 
Pl.lc, F2 .lc, G5.lc 

Information specialist: Cl. 4a I C1.6a, 
C3 .la, C3. 8a, El.lc, El. 2c, Flo 4c 

Mobile command post: F3.lc 
Security: C 3 .IOa, D5. 5c-:5 • 6c 
Service expeditor: C2 .la-2. 7a, 

F1.lc, F1.4c 
Status-locator board: E5.lc, Gl.lc 
Telephones: CI.13a 

Community Police Station (CPS): B7.1-
7.6, Cl1.5f, D3.24, D1.5c, D8.lc, 
D9. 2c, D13.lo, D1. Of-LI3f, Dln-D4n 
Administrative and Technical SeIVice 

Center and: B7.3, Dl.4f-l.5f, 
D2 .3f-2. 4f 

Entrance: D5 "6c, F4. 30, F4 .40, 
G3 .10, G3. 30 

Intake Service Center and;'B'l,. 4, 
D3.22, D4.2c, Dln-4n .",. 

Location: D4. 2c, D4. 5c-4. 6c I Dl.lOi' '." 
Network of: DL4f, Dln-4n ... 
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Community service agencies. See 
Health and we~~are agencies. 

Complaint reception: 01.1a-1.l6a 
Console: 01.13a:"1.14a., E3 .lc, 

E3.2c, Fl.lc-1.4c, G2.1c 
Program: 01.4a-1.9a 
See also Oommunications., 

Computers. See Communicaticms, Rec
ords. 

Conference room: DID. 5c, D14. 50, 
Dl.9f, Dl.12f, Flo3a, F2.la-P2.3a, 
F3.la, F3.2a, F4.30, F4.50 

Security: D2.6f, Glo2e 
Training academy and: D5. 9f, 

Gl.2e 
Utilities: D13. 2c I E4.le 

Orime prevention:'" 
Crime analysis and: 03.5s' 
Neighborhood walk-in facility 

and: D4.2f 
Police-schooll1ason and: 06.2f 

· ,'.'!:" 

Property identification: 05,.lf :( ,I 

Public iIiformation and: 08 .ls-8. 3s' 
Public involvement in: BlO .1, 

05.lf 

Orime scene investigation: Cl.If-l. Sf 
Oonflict management. 

intervention. 
See Family crisis Equipment: Cl.2f, Cl.4f-l.5f, 

Corrections and police: B4. 5, D4. 2c, 
D5.3f 

Couns eling. See Oareer development, 
Juvenile counseling. 

Courts and police: D4.lc-4.2c" D5.3f 

Crime analysis: 03.ls!""3.7s 
Crime prevention and: C3 •. 2s,03. 5s 
Functions of: C3.ls-3.2s 
Planning and: 03. 6s 
Program facilities: D2.8f, D2.9f, 

D3 • 7f, D3. 8f 
Team poliCing a(\d: G?". Sf 
See also Records. 

Crime laboratory: 09 ~'la-9 .12a 
Air quality: DlO. 4c, E4 .le t Gl.le 
Building tours and: C9. 3a, F3.1e-

3.2e, G3.le 
CCTV and: C9 .10a, F3 .le, 'F3. 3e 
Curriculum development and: 07 .9s, 

C9.2a 
Equipment: 09. 8a-9. 9a 
Evidence storage and: 09,,9a,Gl.le 
Fire safety: D16. 2c-16. 3c i 
Lighting: Glo 2e 

E3.le 
Mobile unit: F5.le- 5.2e 
Procedures: C4. 3a-4. Sa, 01. 2f-

1.3f 
Team policing and: CJ.. 3f 

Criminal identification: 03. 6s, 01.4a, 
F1.30, F1.50, F3.lr 

Oriminal justice system: 
Facility network: Dln-4n 
Police and: B4 • .1-4.6 
See also Oriminal justice training 

academy." 

Criminal justice training academy: 
ATSC and: D5. 8f-5 .9f 
Olassroom: F2 .It-2. 5t 
Faculty offices: D5.7f, Fff.la-

5.3a, G3.la 
Instructional resource center: 

F5 .It-5 .2t 
Learning resource center:' D5. 5f

:5.6f, Fl.lt-L2t 
Methods of instruction: D5 .4f-

5.5f 
Physical training room: D5. 7f, 

FlO.lt, G3.1t 
Pursuit driving course: D5. 8f, 

D5.1lf 

c': 
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Seminar room: D5.7f, F2.1t-2.2t, 
F2.4t, F2. Bt, G2.It 

Site selection: D5. 8f 
Special classroom: D5.Bf, FB.lt

B.3t.:l G5 .It-5 • 3t 

CUrriCUl~~ development: 
Oriml:' laboratory and: 09. 2a 
In~~JJ~iCe~!training and: C 7 • 3 s , 

C7.7s 

D 

Program implementation and: B3. 55,. 
01.2s-1.3s, 03.Bs, 01.12a,C4.8a, 
Cl.Sf 

See also Training. 

Dark room. See Photography. 

Data storage and retrieval. See Records., 

Drunkennes s: See Alcohol problems. 

E 
Education: D5.lf 

Entrances: 
Arrestee: D5.Bc, Dl.l3f, G3.1i-

3.2i 
CPS: Dl. 7f, DI.9f, Dl.l3f 
Public: D5. 3c, D1.l3f, D2·. Bf, 

D2.9f, G3.10, G3.30 
Staff: D1.13f 
See also ATSC, Lobby/reception, 

Sally port. 

Evidence: 
Chain of: C9.9a,01.lf-I .. 2f 
Mobile collection van: F5 .le-5. 2e 
Receiving and processing: 07.2a, 

•
' r' 

. ,) 
~" ., 

Demountable partitions. See Flexibility' 
architectural. 

D2.4f, FI.Ie-1.3e 
Storage: C7 .2a-7 .4a, E2.1a, F2.le- • 

2.2e, G9.lo 

Design for disabled: D3 .lc-3 .4c, 
E B .10 I G3 .10 

Detectives' area: B7.3, D2 .5c, DB .lc, 
D1.9f, Dl.12f-1.13f, Fl.lo-l.llo, 
G4.la, G2.10 

Detention. See Temporary detention. 

Exhibit case. See Public information. 

Existing structures, use of: D3 .23, 
Dl. 3c-l. Sc 

F 
Facility component specification !'Isheet. 

Dispatching: 01.3~-I.4a, Ol.Ba,03 .. 1a- S!3e Facility pl~nning. 
3.12a 

Equipment: 03.9a , E2.1c, Gl.lc 
FacUities: C3.IOa-sella, D5.Bc, 

F1.lc-1.4c, G3.lc 
Procedures: 03 .la-3 .Sa 
See also Communications. 

Facility network: B3.13 
Metropolitan: D2n 
Mutli-city: D3n 
Multi -county: DIn 
Municipal: D4n 

Display panels. See Public information. Facility planning: 

Diversion. See Field citation. 
~..:, 

Document identification: OSa 

Component specification sheet: 
D3 .18-3 .21 

Pre-design phase: D3 .11-3.24 
Principles: B4.0-10.3 
Process: D3.l-3.27 

• 



• 

'. 

• 

----- ------------~--- -----;-------

c 

Relation to programs and operations: 
D3 .17-3 .23 

Resources: B3.12-3·.17 
Team: B3.7-3.8, B14 

Family criSis intervention: B4.5, C8.!f-
8.5f 

Field citation: C4 .If-4 .4f 

Fingerprint: 
Booking and: F3.1 
Classification and analysis: C4 .la'-

4.9a 
EqUipment: E3.ii-3.2i, G1.1i 
Facilities: F3.1r-3.4r, F3.3i-3.4i, 

G3 .lr, G4 .lr, G1.li 
See also Ballistics, Criminal iden

tification. 

Fire safety: D16 .lc-16 • 4c 

Firing range: FI.lw-l.3w 
Acoustic s : DIS. 4c 
Air quality: DlO .4c, F1.2w 
Equipment: El.lw-4.lw 
Facilities: Fl. 4w-l. 5w 
Lighting: DI4.4c, Fl~2w 
Location: DS .IOf-5 .11f, DIn, D3n, 

F1.lw 

G 

Juvenile operations! G6.lo, GlO.20 
Lobby/reception area: ES .10 I Gl.lo-

1.20, GI.40 
Open planning systems: D3. 3, El.la, 

G4 ..• la, G 8 .10 
Secretarial area: G4 .la 

Glossary of architectural terms: D4.1-
4.3 

Guns. See Weapons. 

H 
Handicapped. See Design for disabled. 

Health and welfare agencies: 
Police and: B5 .1-5 • 5 
Survey of: A5. 0-5 • 6 

Helistop. See Aircraft. 

I 
Illumination. See Lighting. 

Fle;dbility, architectural: D8 .lc-8 .13c Image, departmental: 
Demountable partitions: D3.3, Building entrance and: DI.7f,D1.9f, 

D8.3c fi_-=cC~o~,-- G3.lo, G3.30 
Program modification and: B3. 54, Building location and: D4 .lc, D4. 5c, 

C2.6, D3.2-3.3, F2.100, F2.3ss Dl.lOf \' 
Response to staff expansion: B'3 • 54, Complaint reception and: C1. 8a 

PI. 20 Juvenile-programs and: C6.lf, C11.3f 
Patrol vehicles and: El.lv 

Forensic sCience. See Crime laboratory. Uniforms and: D2. 6c, E5 .10 - 5 .. 20 

Furniture: 
Briefing room: E7.10 
Classroom: E2.lt 
Conference room: G2.1a 
Counseling: E4.10, G6.10-6.30 
Detective-:coperations: G8.10 

" 
~mpO\lnded vehicles. See Fingerprint 

analysis, Storage. 

-. Independent Police Station (IPS): D3.U-
3.Sf 

1.5 
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Information slpecialist. See Communi- L 
cations. 

Information systems. See Records. 

In-service training: 
Curriculum development: C7. 7s 
Facilities: F7 .It-7 .St, Fll.lt,G4.1t, 

G6.1t 
Materials: E6 .It, G1.lt 
Methods: C7 .Ss .... 7 .10s 

lnstructional resource center. See 
Criminal justice training academy. 

Intake Service G'enter: B 7 .4, D4. 2c , 
Dln .... 4n 

i Interagency cooperation: A4. 0-4 .2 , 
B3.13, BS.l-S.7, C1.3s, C1.1Sa, 
03.7a-3.Sa, 014.Sf, DS.3f 

Interrogation. See Suspect interview. 

Interview/detention room: Fl.lo-1.40, 
Fl.6o-1.90, Fl.llo-l.120, F3.1o-3.So 

Investigation: 

J 

Crime scene: C1.lf-1. Sf, E3 .le, 
FS .le-5 .2e 

Traffic accident: ClSf 

Juvenile: 
Counseling program: Cll.lf-H. 6f I 

DI.Sf 
Facilities: E4 .10 I F2 .10-2 .100 I 

FlO .10-10.50, GIO .10-10.20 
Incidents survey: A12. 0-12.5 
Operations: B4. 3, B7. 5, C7 .If-7.3f I 

C11.1f.,..11.6f 
See also Police-schoolliason. 

Learning resource center: DS. 5£-5 • 6f 
Design of: FI.lt-l.2t 
Equipment: E4 .It, E5 .It 
See also Criminal justice training. 

Legal advisor: 
Criminal histories and: C3.Sa-a.9a 
Functions of: C2 .18-2 .4s 
In-service training and: C7.4s, 

C7.6s 
Office: Fl.lss, F1. 2ss 
Polygraph use and: ClO. 2a 
Suspect interview and: C3. 3£ 

Libraries. See Learning resource cen .... 
ter , Library/reading room, Res earch 
library • 

. Library/reading room: Dl. 7£, E5 .If, 
F7 .It-7 .St, G1.1t. See also Pro~ 
fessional staff center. 

Lighting: D14 .10-14. 6c 
Communications center: D14. 5c 
Firing range: D14. 4c I Flo 2w 
Natural: D14. 5 
Security: D5.4c 
Tamper-resistant: G2.li 

Lobby/reception area: 
Acoustics: Gl.60 
ATSC: F4.100 
Classroom and: D3.Sf, F3.It, F4.30 
Color: D2. 5c 
Communications center and: Fl. 5c I 

Gl.40, G6.1c fT;"~ 
Conference room and: DI.13f, F?f~Ia-

2.3a 
CPS: Dl.6f-1.7f, F4.20, P4.40, 

F4. 60-4.90 I F4 .110-4 .130, GI.30 
Furniture: G1.1o, Gl. 20 
Lighting: DI4. 5c 
Public information and: C S .Is -S .2 s , 

E2.Io Ii 

Security function: DS. 30 I El.lo-:l. 20 I 
F4.30 

• 

• 

• 
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• Location: D4 .lc-4. 7c Neighborhood walk-in facility:, B7.2, 
C4.3s-4.4s, C9.2£, C12f, Dl.Sc, 
DS.7c, D4.lf-4.Sf~ F9.lo-9.30 

• 

• 

ATSC: D4. 6c, D2. 4f-2 .5f 
CPS: D4 .2c-4 • 5c, Dl.lOf 
Facility networks: Dln-4n 
Neighborhood walk-in facility: 

D4.5f 
Training academy: D5. Sf-5 .9£ .. 

Locker room. See Criminal jlI~tYce 
training academy, Profes sional staff 
center, Storage. 

M 
Management consultants. See Program 

planning. 

Media. See Public information, Recruit-

o 
Open office planning: 

Acoustics: DIS. 2c 
Air quality: DlO. 3c 
Detectives' area: P1.40, Fl.Uo 
Flexibility: DS • 3c 
Furniture units: El.la 
Juv~ni1e operations: F2. 90-2 .100 
Lighting: D14 • 3c 
Utilities: D13.lc 

Operations manual.. See policy manual. 

ment. Offices: 

Metal detection device. See Security • 

Microfilm equipment. See Records. 

Mobile command post. See Communica
tion.s. 

Multi-purpose briefing room. See Pro
·fessional staff center. 

Mutual aid plans. See Inter-agency 
cooperation. 

N 
National Advisory Commission on Crimi

nal Justice Standards and Goals, 
Police: B7.2, C1.55, C2.4s, C4.7s, 
C5.4s, C7.13s,' CS.11s, Cl.16a,C2.7a',.. 

p 

Career development: F5 .ls s 
Commander's: Fl.la-1.3a 
Communications supervisor: G4.lc 
Juvenile operations: F2. 50-F2 .100 
Legal advisor: Fl.J.ss-l. 2ss 
Secretarial: F3 .la-3 .2a, G4.la 
Shift commander: F5.lo-5.40, G9.lo-

9.20 
Training academy staff: F 5 .la -5 • 3a , 

G3.la 
Training officer: F11.l t, G4 .It 

~arking: 
Disabled: D3.lc-3.2c 
Security and: DS .4c 
Staff: Dl.13f, D3.Sf 
Visitors: D4. 3c-4. 4c, F 4.30, G3.10 

C3.l2a, C7.4a, C9.11a, C2.6f, C4.4f,fl'atrol vehicles. 
C5.5f, C6.Sf, Cll.6f 

.See Vehicles. 

Neighborhood conference: C9 .If-9 • 3f 

Neighborhood police team. See Team 
policing. 

Personnel: 
Career development: C5 .ls-5 .45' 
'Projection~.: B3 ,.41-3 .44, D3 ~l5-3 .16 
Recruitment: 04 .1s -4.7 s 

II Survey: A3. 0-3.7 

I 
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Photography: 
Come laboratory: 09. 6a 
Equipment: 08. 5a-8. 6a, El.lp 
Facilities: FLIp, F2 .lp, G4.lp 
Fingerprint analysis: 04. 4a 
Prisoner processing and: F3. 2i-3.4i, 

GI.lp 
Services: 08.la-8.6a 
Utilities and: D13. 2c 

Physical fitness: 
Equipment: E3.lt, F9.lt 
Facilities: DID. 4c, F9 • I-FlO .1 
See also Oriminal justice training 

academy, Professional staff center. 
" 

Planning. See Facility planning, Pro
gram planning. 

Planning and research: 01.ls-1. 5s 
Oareer development and: 05. Is 
Orime analysis and: 03.2s,03.6s 
Dispatching and: 03. 3a, 03. 7a 
Facilities: F2.lss-2.3ss, G2.lss-

2.2ss 
In-service training and: 01. 25 I 

07.9s 
Legal advisor and: 02.ls 
Units: 01.3s-1.4s 

Police-school liason: 04. 3s, C 6 .If-
6.8f,09.3a 

See also Orime prevention, Juvenile 
operations. 

Policy manual: B3.49, 01. Is , 02.1s, 
OI.IOa, 03.8a, 09.9a, 01.4f, 03.3f, 
04.2f, 01l.4f, D3.16 

'Polygraph: 
Facilities: C1O. 2a 
Use of: OlO.fa 

Portable building systems: 
Oommand and control: F3 .lc 
,Description: 'D8 .lOc-8 .12c 
Evid,ence collection van: F5 .le-5 .2 e 
Recruitment van: 04. 3s 

Presideilt's OommissiOn. on Law Enforce- • 
ment ana Administrati~n of Justice: 
01.5s, C2.,4s, 03.7s,O'4.7s, 05.4s, 

" 07.13s, 01.16a u 03.12a, 04.9a, 
09.12a, 01.5f, 06.af, 011.6f ;_cc '<",,:":.c, 

// 
/t I 

Prisom~r processing area: F1.It:['-1.3i 
I, 

AC01\,lstics: DI5. 7c : I 
Booking: F3. U-3 ..4i 
Breathalyzer: E2.li 
Oivility: D6 .10-6. 2c 
Fingerprinting equipment: E3.li, 

GI.li 
Lighting: D14. 4c 
Photoset-up: G1.lp 
Sally port: F5.li-5.2i, G3.li-3.2i 
Sobriety testing: F2.li, G3. 2i, 

G5.li 
Temporary holding room: E1.1i,F4.1i-

4.3i, G2.1i, G4.1i 

Procedures manual. See Policy manual • 

Professional development: B9 .1-9.3, 
04.ls-4.2s,07.ls. SeealsoOareer 
development. 

Professional staff center: Dl.l3f I F8.10-
8.40 

Briefing room: G4 .10, G5 .10, F 6 .10-
6.30 

Equipment and furniture: E7 .10 i 
E9 .10, E2.1t, E3.lt, E4.lt, E4.2t, 
E5.lt 

Library/reading room: F7 .It-7 .5t, 
G5.10 

Locker'room: F7 elo-7 Ao:-'~~, 
Multi-purpose briefing room: G4.10 
Shift commander's office: F5 .10-5.40 
Staff parking and: F7 .16", F 8 .10 
Station clas sroom:F3 .1t\~ .3t 

\\~ 
'" Programming ,architectural: D3 :,,?4-3 .26, 

D4.3 ',\\\ 

"'-"'z. 
Program planning: 01.ls·-1.5s 

Management consultants: B3 .16-3 .17 
Principles: B3. 25,-3.3,6, B4. 0-10.3 

• 

• 

, 
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Systems approaclP: B3. 3-3.9 

I, Team: B3'.14" 
I: Unit: B~!.12-3.14 

Programs: 
Auxiliary: C2. 3, B3. 25 
Community be.sed de1iv~ry: B7 .1-7. 
Definition of: C2 .1-2.3; B3. 23 
Evaluation of: B3 .25-3 .40 
Field service: B3 .25, C2~.3 
Inter-agency development of; B3.l2 

3.14 
Kinds of: 

Air surveillance: C14 .If-14 .9f 
BallistiCS: C6.la-6.6a 
Career development: C5 .ls-5 .4s 
Central records: C13a 
Complaint reception: C1.la-1.l6a 
Crime analysiS: C3 .ls-3. 7s 
Crime laboratory: C9 .la-9 .12a 
Crime scene investigation:Cl.lf-

1. Sf 
Criminal identification: C12a 
Curriculum development: C 6a 
Dispatching: C3 .la-3 .12a 
Document identification: C5a 
Evidence storage: C7 .la-7 .4a 
Family Crisis intervention: CB .If .... 

B.5f 
Field citation: C4 .If .... 4 .4f \) 
Fingerprint analysis: C4.la-4.9a 
In-service training: C7 .ls-7 .13s 
Juvenile counseling: Cll.lf-ll.6f 
Legal advisor: C2 .ls-2 .4s 
Neighborhood conference: C9.lf-

9.3f 
Neighborhood store fronts: C12f 
Photographic services: C8.1a-8.6a 
Planning and eva1.uation: C1.1s-

loSs 
Police-schoolliason: C6 .If-6 .Bf 
Police-parole liason: C13f 
Polygraph examination: ClO .la-

1O.3a 
Pro];1erty identification: C5.lf-

,;,\ 

5.5f 
Property impound: Clla 
Public information:':: CB .ls-8 .lls 

", :\\ 
• I" 

Recruitment: C4 .ls-4. 7.s 
Reference library: 09 s 
Ride along: G7 .If-.7. 3f 
Service expeditor: C2 .la-2. 7a 
Suspect interview: C3.1f-3.4£ 
Tactical operations: ClO~ 
Team policing: C2 .If-2. 6f 
Traffic accident investigation: 

C15f 
Vehicle maintenanoe: ClOs 
Weapons maJptenance: Clls 

See also prog]l'ain planning. 

Property Identification: C5 .If-5. Sf 
See als9 Crime prevention. 

Public information: C4.4s, CB.ls-B.lls 
Building tours: C7.lf, CB.7s, ('1:9.3a, 

D3 .1<7, G3.le, G3.lc ' 
Display panels: Dl. 7f, D4. 3f, E2. 

:P4.l00 
Exhibit case: E3.jlo 

\ 

Facilities :'F3.ls 5' 
Lobby/reception area: D5. 3c, D1. 6f 

D2.6f; D3.5f, EB.la, F4.loJ G1. 
1.30 /} 

Media: CB. 2s, CB. 4s-8. 5s 
Neighborhood walk-in facilities: 

D4 .1f-4. Bf 
Program: CB.ls-B.lls 
Ride along: C7'~lf-7. 3f 

Public intoxication. ' See Alcohol prob
lems. 

R 
Records: 

Central: C13a 
Communications center and: Cl.lOa I 

C3.3a-3.5a 
Computer applications: C3. 2a-3. 4ti~', 

C4.2a, C3.6s, C5.3s " 
Crime analysis: C3.2a-3.5a 
Criminal histories: C3. Sa 
Microfilm equipment~ ~4 .lc I Gl.l~ 
Personnel: C5. 2~ 
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1.10 r-- Program evaluation and: I Public service counters: 
5.2c,G7.lo ' 

I', 
'.' 

Recruitment: 
Criteria: C4. 4s-4. 6s 
M~c1ia: C8. 4s 
Mobile van: C4. 3 s 

"Procedures: C4 .ls-4. 7s 

Gl.lOa 
D5.lo-

Security:D5 .lc-5 • 6c 
Acces s control points: Dl.13f ~ D2 • 9f, 

D3. 8f I F4. 30 
Builqing receptionist and! DS. 2c-

5.3c, F4.lo 
Lighting and: D5. 4c 
Metal detection device: E1.lo-1. 20 
Zoning: D5. 5c 
See also Lobby/reception area. 

Res earch library: D2.,4f, D2.8f, D2.9f, Seating: 

\\ 

Gl~lss 

Regionalization. See Inter-agency co
operation. 

Renovation. See Existing structures, 
use of. 

Restrooms: 
Communications center: Fl.lc, 

Flo 3c J Flo ~c 
Interview/detention room: F3.10-

3.50 
Juvenile operations: P2 .10-2 .100 
Lobby/reception: F4.10, F4.40-

4.50, F4 .100-4 .130 
Temporary holding room: El.1i, 

F4 .1i-4. 3i 

Ride along: C7 .If-7 .3f 

s 
Sally port: 

Acoustics: DIS. 4c 
DeSign: F5.1i-5.2i, G3.1i-3.2i 

\,,~ighting: G3.1 
S-eQurity: DS. 5c-5 • 6c 
Sobriety testing and: G3. 21 

~cale (facility): D9 .10-9 • 3c 

~ ~chools, and police. See Police-schaol 
liason. 

Classroom: E2.lt 
Counseling area: E4.lo 
Lobby/reception area: Gl.20 

Selection. See Recruitment. 

Service expeditor: C2 .la-2. 7a 
Equipment: C 2 • Sa 
Facilities: E 3 .lc, FL lc , Flo 4c, 132 • 2c 
Functions: 02 .2a-2.4a 
See also Communications center. 

Seminar room. See Criminal justice 
training academy. 

Site selection. See Location. 

Sobriety testing area. See Prisoner 
processing area. 

Storage: 
Emergency equipment: G2.lw 
Impounded vehicles: F 3 .le, F3. 2~ I 

Flots, Flo 2s 
Impounded, property: El.ls 
Personal property (lockers):. 77.10-

7 ~ lIo . 
Weapons: E4 .lw, E5 .lw I G3.2i 
See also Evidence. 

\ 

Surveys: 
Facility planning and: D3. 21-3.22 
Kinds of: 

Adult arrests: AlO.0-IO.5 
Cotnmunity resources: AS. 0-5.6 
Dispatch: Al4 .1-14.7 
Juvenile incident: Al2. 0-12.5 

" 
" 

• 

'2;., 



'. 

------------------------.------------.-----~----------~~--------------~ 

Law enforcement·resources: A4.0-
4.2 

Offenses repOl:ted: A7. 0''''7.3 
Persons detained for public in-

toxificati6n: A9. O~9 • 3 
Police evaluation: A8. 0-8 • 7 
Police personnel: A3. 0-3.7 
Referral to other agencies: .A6.l-

6.2 
Temporary detention: Al1.l-H.3 
Traffic accident: Al3 .1-13 • 6 
Victimization: A8. 0':""8 • 7 

Program planning and: B3.37-3.40, 
A2.3-2.4 

Suspect interview: 
Facilities: C 3. 2f 
Inte~i~w/detention room: F3 .10-3.50 
Program: C 3 .If-3 • 4f 
Se~ also Detectives I area. 

System: 

T 

Concept: B3. 3-3.5 
Criminal justice: B4. 2 
Juvenile justice: B4. 3 
Master plans: . B3. 41-3.46 
See also Program planning. 

Team poliCiIlf1: B 7.2, 02. ~1"'2. 6f,C1. 3f 

r Telephones ~ See Communications. 
'" "", 

Televi~ion: 
Clo~~d circuit television: C9 .10a, 

F3.le . .,..3.3e , 
'Equipm~.nt: E2 .lp, G2. ip 
Facilities: F3 .lp, F3. 2p I G3.lp 
Use in training: C7. 7s ,D5 .. 5f,;F3 .2p 
Videotaping: E2 .lp, F3 .2p, G2.lp 

Temporary detention: 
Facilities: F4 .li-4. 3i, G4.li " 

,Survey: AlloI-H.2 

Terms, architectural. See Glossary of 
architectural terms. 

Traffic accident investigation: 
Procedures: G15f 
Survey: Al3.l-l3.~ 

Training: 

u 

Audio-visual equipment: C7. 75, 
D5. 6f, El.lt-l. 2t, E4 .1t-4. 2t, 
E6.lt 

Classrooms: F2 .It-2. 5t, F3.lt,-
3.3t 'I 

In-service: C7 .ls-7 .13s 
Trafhing offiQ'3rs I w.ork area: 

.1 

FH.It, G4.lt 
See also Criminal justice training 

academy, Curriculum develop
ment. 

Uniforms: 
Female: E5. 20 
Male: E5.lo 

Utilities: _ D13 .lc"-l~ .13c 

v 

Crime laboratory: D13. 2c, E4.le 
Flexibility and: D13. 2c 
Temporary holding rooms;.F4.li-4.2i 

Vehic:les: 
Impounding: Fl.ls-l.2s 
Maintenance: ClOs, fl.lv 
Patrol: El.l v 

Victimization survey: A8. 0-8.7 

Visitors: See Public information. 

o 

1.11 

c:? 

fJ 



I 
1.12 

w 
Weapons: 

Maintenance: ells 
Storage: E4 .1w, ES .lw 
Training: El.lw, E2 .• 1w, E3.1w 
Fl.lw-1.5w, Gl.lw 

• 
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