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STATE OF HAWAII 

DEPARTMENT OF SOCIAL SERVICES AND HOUSING 
CORRECTIONS RESEARCH AND STATISTICS BUREAU 

1149 BETHEL. STREET. ROO'-1 416 

HONOL.UL.U. HAWAII 96813 

December 5, 1976 

Dear Correctional Administratorj 

This report reflects an intense effort by two LEAA interns to 
understand, study, review and organize an extremely complex area of 
manual records management policies and procedures. A completely 
exhaustive study was not possible due to t..1-te staff and time 
limitations that were imposed by the Bureau's project Director. 

It is intended that this report be utilized as a guide and 
working document for the development and implementation of records 
management policies and procedures for manual case files. The 
impetus for this study is the growing concern for the privacy and 
security of criminal jus~ice records and t..1-teir accuracy, completer-ess, 
and control. 

It should be fully recognized that the full implementation of 
a records management ~rocedure will require additional time, manpower 
and commi~~ent by all concerned. 

The following major phases are required to implement a records 
management procedure: 

GReview of this report on records management 
:Development of Depart~lental policies and procedures 

Development of an implementation plan 
6Implementation of records conversion 
~Training of all personnel regd=ding records managemen~ 
eEstablis~~ent of policies and procedures with annual 

audit 

The above phases represents a major undertaking and should be 
reviewed carefully for determination of priority. 

The Eureau would like to commend the LE~~ interns who had 
worked on this report for an invaluable study which will benefit 
all correctional agencies in the development and implementation 
of manual records management policies and procedures. 

CYFC/pf 

Sincerely, 

Conroy Y.F. Chow 
Project Director 
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EXECUTIVE SUMMARY 

The purpose of this report is to help administrators 

develop a records management policy that will both streamline 

the Corrections filing system and make its files more useful. 

To accomplish this, it is recommended that case files be 

removed and destroyed periodically. 

The procedures recommended for handling inactive case 

files would work this way: 

After tin offender is discharged from Corrections, his 

case file would be retained for a certain number of years, 

depending on the sel" io~,isness of his crime. After this time, 

his case file v0uld be subject to a purge review. During the 

purge review, informa~ion in the case file to be used for 

research, historical or statistical purposes would be compiled 

on a mSSter document. The master document would then be 

microfilmed to be stored indefinitely. The rest of the infor­

mation in the case file, if found useless, would then be 

destroyed. 

A more detailed summary of recommendations follows: 

1. Inactive case files at the Hawaii State Prison and 

the Board of Paroles and Pardons should be stored on a 

chronological basis according to the year an offender is 

discharged from the Department of Social Services and Housing. 

Within each chronological unit, the files should be maintained 

in alphabetical order. Storing the files chronologically 

instead of alphabetically, as is now the practice, would make 

periodic review and purging much easier and more efficient. 
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2. An adult offender r s, felony case file should be 

subject to a purge review twelve years after he is success­

fully discharged from DSSH. Right now, inactive case files 

are kept indefinitely. This not only takes up storage space, 

but because of the massive number of accumulated files, the 

information contained in them has become relatively worthless. 

In general, the longer a case file is kept, the more useless 

the information contained inside. Statistics also show that 

the chance of an offender returning to the custody of Correc­

tions drops to a negligible level after he has been discharged 

for eight years. 

3. An adult offenderrs misdemeanor case file should be 

subject to a purge review eight years after his successful 

discharge from DSSH. 

4. A master document should be compiled for adult and 

juvenile case files. The master document should contain the 

most vital and frequently used information for research, 

historical or statistical purposes. And it should be micro­

filmed before the case file is destroyed. 

5. Inactive case files at the Hawaii Youth Correctional 

Facility should be subject to a purge review ten years after 

a juvenile is successfully discha~ged. 

If an offender re-enters the jurisdiction of Corrections 

before his review date, the purge review date should be 

invalidated and the entire process started over again. 

A much fuller discussion of the recommendations and the 

reasons for them can be found in Section 6 of the report. 
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Introduction 

Criminal justice systems require information networks in 

order to perform their duties efficiently. From the time an 

offender is arrested to his release from prison, files are 

created to promote effective reform treatment. These files 

contain highly sensitive information ranging from an offender's 

psychiatric history to chronological reports of his act~vities. 

When the inmate is released from the jurisdiction of the 

criminal justice system, what happens to his case files and 

records? Right now there are no policy guidelines to help the 

agency determine how to manage inactive files. All offender 

case files are kept, even though the offender has been dis­

charged from parole or may have died. 

The case files are composed of various documents concern­

ing the offender. The documents are intended to be objective, 

but they differ in the degree of objectivity. For example, 

a parole officer's evaluation of an inmate tends to be 

subjective because he is dealing with the inmate's e~ations 

and rationality, which may vary over a period of time. 

Although he is working in the best interest of the offender, 

the parole officer may be mistaken, yet his recommendations 

will still be used for the inmate1s treatment. If the 

documents, on the other hand, record an individual's height 

and weight, the information should be more reliable because 

it can be verified objectively. In this case, a standard 

can be used, and the information will be valid at the time 

it was recorded. 
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This report is the first to deal \~ith correctional 

records policy in Hawaii. The subject is complex, for it 

involves several State divisio~ s and their unique records 

~-~. :ems. Research was done In the various divisions and 

agencies in order to compile as complete as possible an 

information flow of Hawaii's criminal justice system. 

This study concerns adult and juvenile inactive case 

files in Hawaii's criminal justice system. The overall 

perspective will be to formulate a records management policy 

for these files. This is a difficult task because it requires 

developing standards and procedures for handling documents 

and files as well as anticipating contingencies that may 

develop in the file flow. 

There are eight parts to this study: 

1. Defini tions . 

2. Questions and Issues. 

3. Fact-Finding and Research Methods. 

4. Criteria for Policy Recommendations. 

5. Summary of Findings. 

6. Recommendations. 

7. Model Case File Proposal. 

8. Appendix. 

The authors of this study make no claim that this report 

represents the final word on criminal case files in Hawaii. 

On the contrary, the study is designed to help administrators 

develop a records management policy for their case files. We 

hope the study will be useful in fulfilling this need. 
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HSP 

ISC 

BPP 

HYCF 

CRSB 

Sect,ion 1 

Definitions 

Hawaii State Prison. 

Intake Services Center. 

Board of Paroles and Pardons. 

Hawaii Youth Correctional Facility. 

Correcticns Research and Statistics Bureau. 

Purge Review -- The last stage before a case file is destroyed. 

It involves examining the case file for any useful material 

and removing it before the file is purged. 

Purge -- For the purposes of this report, the destruction of 

a case file. This may be done in a number of ways, provided 

that any legible words, graphs, pictures, drawings, etc., are 

deleted from manually stored documents. Computer records and 

storage documents are subject to different rules. 

Expunction -- The transfer of a case file from one designated 

storage section to another. For example, a case file may be 

transferred from the adult active section to the adult active 

parole section. 

Sealing -- The restriction of case files to limited access. 

Sealing case files allows Corrections' personnel to control 

their accessibility, providing for the security and privacy 

of case file information. 
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Active Case File An inmate's case file while he is under 

the jurisdiction of Corrections or the Board of Paroles and 

Pardons. 

Inactive Case File -- An inmate's case file when he is dis-

charged from prison or parole and no longer under the juris­

diction of the Department of Social Services and Housing 

(DSSH). The case file is retained and considered inactive. 

Definition of Public Records, HRS 92-50 -- fI ••• anv written or 
~----------,------~-----------~~~-------- ' 

printed report, book or paper, map or plan of the State or of 

a county and their respective subdivisions and boards, which 

is the property thereof, and in or on which any public officer 

or employee has received or is required to receive for filing, 

but shall not include records which invade the right of privacy 

of an individual." (Emphasis fl.dded.) 

are: 

There are certain qualifications to this definition, They 

1. The records must be the property of the State or 

county. 

2. An entry must be made on the record by a pub~ic 

officer or employee. 

3. The record must be received for filing by a public 

officer or employee. 

The case files used in Corrections and BPP are not public 

records, but the offender may have access to his case file 

documents at certain stages of his incarceration or parole. 

(See Page l8A for complete access.) Once he is discharged 
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from DSSH, all vestiges of accessibility to his case file 

ceases. Some documents in the case file can be inspected 

within the definition of HRS 92-50. But if any documents 

in an offender's inactive case file compromises another 

individual's privacy, then access to those documents is 

prohibited. 

There is a subtle difference between the case file and 

the documents in it. Acce3S to the entire case file is 

prohibited after the offender is discharged. But certain 

documents in the case file may be inspected if they fall 

within the confines of HRS 92-50. 
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Section 2 

Questions, Issues and Clarifications 

Need to Know and Right to Know 

There is a subtle difference between the need to know 

and the right to know. The "need" to kno,,! concerns information 

from an offender's case file that criminal justice personnel 

need so they can handle their duties more effectively. In 

this case, information is dispersed to the agency with the 

usual security. The "right" to know is an entirely different 

matter. The offender should be allowed to review his case 

file for inaccuracies and false statements. The "right" to 

know is information from the offender's case file inherently 

subject to review by personnel with the proper qualifications. 

Both the "Tight" and "need" to know .appear to be applic­

able to different segments of the criminal justice system. 

The "need" to know is linked to agencies that deal with • 
offenders; the "right" to know is one of the offender's 

options while under an agency's jurisdiction. It is apparent 

that the !fright" and the "need" to know are not diametrically 

opposed to each other. Rather, they appear to cover different 

segments of the justice system. 

Page l8A shows an inmate's access to his case file and 

the kind of documents he may review during his incarceration. 

Once he is discharged, access to his case file outside the 

limits of HRS 92-50 is restricted. The scope of this study 

deals mainly with the criminal records management policy, and 

the issue of the "need" versus the I!right" to know criminal 
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information is more a topic of privacy and security. 

The following are grounds on which an offender may try 

to gain access to his inactive case file: 

1. He is being discriminated against in society. 

2. His criminal information (not required by law) is 

being disseminated without approval from the 

originating agency. 

3. He wants to verify the accuracy of the information 

contained in his case file. 

1. The State cannot prevent the dispersal of public 

information. Therefore, it cannot be held responsible if the 

offender encounters discrimination because of a previous 

conviction. Previous convictions are a matter of public 

records; the case file information is not. The ex-offender 

will ~.ave to do his best under the circumstances. To help 

the offender, Hawaii's Legislature recently passed a law, 

HRS 731-2, to help fig'ht offender discrimination. The law' 

states that no State agency may discriminate against an 

offender solely because of a previous conviction. The problem 

of discrimination cannot be entirely rectified by the State. 

But the case file will not be used against him in his 

rehabilitation program. 

2. The second argument for access is that criminal 

information is being disseminated indiscriminately. Records 

are restricted from the general public, but Corrections and 

authorized personnel may review them. Information may 

disseminate from three sources--government officials, the 

- 9 -



--

offender's attorney or the o:t:fender himself. And since case 

file information is restricted, any dissemination can be 

readily traced to its source. If government officials 

released information harmful to the offender, they would be 

violating the purposes of their agencies. One of the goals 

of the offender agencies is to rehabilitate the offender as a 

useful member of society. If government officials were to 

hinder an offender's career, it would be counterproductive to 

the agency's goals and to the criminal justice system itself. 

Logically, the offender and his attorney would have some 

ulterior motive in revealing case file information. This is 

based on the assumption they would have their own interests 

at heart in dispersing information. The possibility is remote 

that government officials would restrict an offender's new 

start, especially with the checks and controls set up in the 

information facilities and systems to prevent such an occur-

renc·e. 

3. The third argument is for personal verification of 

the accuracy of the files. If the inmate feels persecuted, 

it might possibly be a result of his criminal records. But 

after a criminal is released, his files are not open to 

public review. Only when the inmate is under Corrections care, 

does he have access to his case file. At this time his attorney 

may examine his file" and the inmate may challenge the accuracy 

of the information. The challenge and correction can be made 

when the offender reviews his case file. Except for a few 

documents, the inmate's verification can be accomplished only· 

- 10 -
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while he is in active status. (See Page l8A for complete 

description of inmate document accessibility for active status.) 

The concept of the "need" to know criminal information 

versus that of the "right" to know is left unresolved. The 

issue is beyond the scope of this study and would require more 

extensive research into privacy and security and their 

repercussions. The subject was raised only to inform the 

reader of the issue being discussed nationally. It is a matter 

that may have to be settled by legal and legislative processes 

in order to get some firm guidelines to protect all interested 

parties. 

Questions, Issues, Manual and Computer Files -- Retention 
Priority 

Computerized files are being used for criminal justice 

information systems. FO~US, OBTS and CCH will electronically 

store information once written on documents. The use and 

feasibility of computerized files is a moot point. The speed 

and accuracy of computerized data will help administrators in 

their duties and in treating offenders. The question is: How 

long should we retain the manual files when the same information 

is already in the computer? Manual files and documents offer 

a means of verifying irformation: They are tangible and can 

be readily traced. This is not the case with computerized 

files. Computer documents are useful, but erroneous informa­

tion that doesn't identify the source is made more possible. 

The key is the proper retention period for manual_files 

transferred to computer, but the time span for retaining 

- 11 -
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manual files after they are computerized is unknown and beyond 

the scope of this study. This study focuses on manual files 

that have not yet been computerized -- that is, all the case 

files in HSP and BPP. Computerized files are being implemented 

into the Correctional Master Plan, but right now the transfer 

of information is only in the planning stages. 

Computer files may either help or hinder records manage­

ment policy. If the files are computerized, an administrator 

may want to purge the corresponding manual files immediately 

because there would appear to be no reason to retain them. 

But he may have unforeseen problems 1vi th security, access to 

the information and breakdown of the computer system. And he 

could find himself faced with the possibility of having no files 

at all during an emergency. At the other extreme, an adminis­

trator may be compelled to retain the manual files beyond 

policy limits to insuT~ the accuracy of the information 

against unforeseeable ~mergencies. Either extreme is counter­

productive to streamlining the information system. The 

subject is controversial, and it is being continually discussed 

to arrive at a solution. 

The records management policies outlined in this study 

do not specifically address themselves to manual files being 

converted to computer files. There are too many variables to 

be considered in deciding when case files transferred to 

computer should be purged. The Corrections Research and 

Statistics Bureau, hm.,rever, will recommend policy guidelines 

for computerized files in the future. And these guidelines 
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will cover the areas of securtty, information flow and reten- ~ 

tion of computerized files. 

It should be noted that it is important to implement a 

computer system. The speed and versatility of the computerized 

system is beyond reproach. The danger lies in that if tP 

computerized information is replete with errors and fails LO 

verify its information, it may cause the uSers of the infor-. 

mation to doubt the credibility of the data being provided. 

If that happened, the system could lose much of its effective-

ness. 

- 13 -
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Suspended/Absconders Case File 

Some inmates and parolees leave DSSH jurisdiction without 

securing the proper authorization and fail to return after an 

extended period of time. For the Corrections DiVision, the 

offender would be classified as an escapee and his file kept 

active. The BPP has two classifications. PTior to 1973, the 

Board classified these errant parolees as absconders. After 

1973, this term was superseded by "suspended". In essence, 

both classifications are identical. It is the number of years 

that determines the difference between them. There is no 

available data on correctional escapees. 

According to the Board of Paroles and Pardons' latest 

annual report, there are one hundred four case files in the 

suspended/absconder section. In a recent Board actic~. of 

June, 1976, BPP discharged twelve case files from absconder 

status. One of the reasons was the excessive age of the files. 

Recidivism would be negligible for these cases. The files 

were placed in inactive status to allow for the possibility 

of returnees. This event shows the amount of administrative 

discretion involving these files, which number ninety-two cases. 

The general Board policy for case files in suspended 

status is to retain these files. BPP would declare the files 

in suspended status. The rationale is that the regulations 

and laws supporting BPP do not allow the Board to change the 

parolee's status unless the parolee is present. 

If the parolee is outside DSSH jurisdiction and not at 

the BPP meetings, the Board cannot revoke his parole. Instead, 
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it will place his file in suspended status. The file will 

remain in suspended status until an administrative decision 

is made. An absconder's maximum sentence is not a definitive 

standard for discharging his case file. His file will remain 

in suspension, and his parole will stop at the point he 

absconds. 

How can records management policy apply to files like 

these? Some parolees have been at large longer than their 

prison term or parole. Current practice calls for Corrections 

to keep the inmate's case file in active status; the Parole 

Board, in suspended status. If the number of files becomes 

too large or too old, as in the cited example, the files may 

be evaluated by authorized personnel to determine if they 

should be kept or purged. The records management policy 

applies to inactive files with established and documented 

criteria; the suspended files have no documentation on an 

offender's whereabouts. There have been cases of escaped 

offenders returning to DSSH jurisdiction years after their 

departure: Some have returned after twenty-five years of 

freedom. Usually, they are evaluated on an individual basis 

and a decision is made for each returnee. 

The reason this segment has been devoted to BPP suspended 

files is a matter of logic. There is a smaller percentage of 

escapees from Corrections compared to escaped parolees. The 

reason is that parolees have a greater opportunity to escape 

from DSSH than their Corrections counterparts. The issue of 

suspended files is a problem because it does not conform to 
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any exact standards. Records, manage-policy applies only to 

inactive case files. This issue is being discussed to show 

a part of the file flow which seldom discussed. Even so, it 

is important in considering the information flow of Hawaii's 

entire criminal justice system. Until this issue is resolved, 

the present policy of allowing administrative discretion for 

each suspended case file will continue. 
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Sectio:p. 3 

Fact-Finding and Research Methods 

Hawaii State Prison - Ba~kground 

The Hawaii State Prison was built on a l5.6-acre site in 

1918. Today, this facility is focated at 2109 Kamehameha 

Highway. The maximum capacity is three hundred persons, 

the prison having 56,762 square feet of building space. The 

director of DSSH, in accordance with HRS 353-3, has control 

over prisons and correctional facilities. For the purpose of 

this study, only the Hawaii State Prison (HSP) will be under 

scrutiny. HSP is the central records depository for Correc­

tions. All inactive adult and juvenile case files are sent 

there. The other adult facilities in the State prison system 

maintain only active case files on offenders within their 

sphere of authority. When the inmate is discharged, his case 

file 1S declared inactive and sent to the central records 

room at HSP. The other adult facilities do not retain any 

case file information on the discharged offend~r. Rather, it 

is left to personnel in HSP's central records room to perform 

this function. 

Fact-Finding- HSP and HYCF 

The Hawaii State Prison records room has approximately 

twenty-six legal size cabinets of adult inactive case files. 

As it would be time-consuming to manually count all the case 

files, it was decided that sample of twenty percent of the 

actual adult and juvenile population would sufficiently 
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represent the entire case file population. This percentage 

was arrived at for a number of reasons. One is that a 

sample percentage higher than twenty percent would have 

re~uired too many in man-hours. Constraints on this study 

prevented greater in-depth research on the subject. Another 

reason is that a twenty percent sample of the cabinets, would 

still mean a sizable amount of case files to be counted. 

Intuitively, twenty percent seems a logical weight to provide 

an estimate of the population. 

Using twenty peTcent sample figure, we estimate that HSP 

has 8,373 inactive adult case files and 4,297 juvenile inactive 

case files. There are 3,061 juvenile case files at Corrections 

Research and Statistics Bureau. Page 27 shows the actual 

figures determined from the sample. .~ average of each 

cabinet was taken by averaging out the sample and multiplying 

it by the number of cabinets containing the same files. By 

this means, the size of the entire population was estimated. 

The authors feel this was the most useful method, given the 

personnel and man-hours involved in this study. 

Classification of file documents is based on the assump­

tion that repeat offenders have the most experience in 

Corrections. With each entry and re-entry, new forms are 

made out on the offender. Thus, it was decided that the 

thicker files would have a higher probability of containing 

a greater, variety of documents than those for first-time 

offenders. This involved inspecting the case files and 

selecting the thickest in terms of width. Using this method, 
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a number of case files were examined for content. Page 20 

shows the documents actually found at HSP, while Page 23 shows 

the possible documents that can be placed in the case file . 
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Adult Fi1es- Corrections 

Legal Documents 

1. Judicial documents- various orders- carbons 

2. Mittimus- original and/or carbon 

3. Indictment- carbon 

4. Carbons of Plea and Arraignment 

DSS-CD Forms 

1. Individual Evaluation Summary 

2. Admittance Record 

3. Work Reports- original. Supervisor's evaluation on inmate 

and rating of work area. 

4. DSS Delinquent Report 

5. Prison Violation Reports- Corrections carbon and original 

6. DSSH-CD Misconduct Report 

7. Individual Evaluation Summary- Gives entire record of 

offender- pre trial, family history, etc. 

8. Work evaluations- original 

9. Conduct Record- original 

10. Abstract of Criminal Records- original 

11. Record- on cardboard- lists facts about the inmate and 

description, time admitted, etc. 
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Other Agencies 

1. Statement of facts by Pardons Investigator 

2. Violation of Parole Hearing 

3. Pre Parole Interview 

4. Institutional Summary by Division of Training and Treat-

ment, Oahu Prision 

5. Parole Violation Reports are listed- BPP 

6. Commutation of Sentence letter sjgned by Governor~ 

original BPP. 

7. Board of Paro1e- documents- copy 

8. Statements from Police Dept.- victims and inmate concerning 

inmate and involvement- carbon. 

Med~cal 

1. Psychiatric Evaluation 

2. Physical Entrance Examination· document for Medical 

Miscellaneous 

1. Photographs 

2. Record of employment 

3. Letters of recommendation by friends, relatives and former 

employers regarding offender. 

4. Letters from inmate, ~upervisor to Board of Paroles. 

5, Chronological entries of contacts- original 

6. Form on ID and list of residences- original 
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Offices that o~iginated records 

Primary: 

1. CO"'rections 

2. Judicial 

3. HPD 

4. BPP 

5. Corrections/Psychiatrist 
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Form No. 
DSS-CD 

1 

2 

DSS-CD Forms 

For STATISTICS use 

Information Sheet on New Commitments 

Individual Record Card (2 parts) (green) 

3 Daily Population Movement Report, 
DSSH-CD (CRSB)-3 

Baily-RepeFt-Mevemefit-ef-¥eHth-afia­
AdHlt-Peptllatiefi 

Baily-MifieF-aficl-AaHlt-PepHlatiefi-Repe~t 

4 Statistical Release Summary DISCONTINUED 

5 Monthly Statistical Report 

6 Characteristics Report DISCONTINUED 

7 

8 

9 

10 

Daily Report of Parole Population and 
Movement 

Monthly Statisticai Report, Movement 
of Juvenile Parole Population 

Maui Interim Community Correctional 
Center Identifying Social Data Sheet 

(Takeover of Maui County Jail) 

Maui Interim Community Correctional 
Center Offense Report 

(Takeover of Maui County Jail) 

Revised listing 6/72 
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Date 

Rev. 2/65 

" 

Rev-;-1/71 
3/73 7/1/75 

Rev-;-7/64 
Rev. 8/74 

Rev. 8/62 

DISCONTINUED 
Rev. 7/64 

New Form 
7/3/73 

New Form 
7/3/73 

,I 
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DSS-CD Forms 

DSS-CD Date 

100 Forfeiture Commutation Restored Rev. 6/62 DISCONTINUED 
101 Forfeiture of Commutation If DISCONTINUED 
182---Eligible-fsr-Parsle--------------- u---------BIS88NTINBEB 
102 Individual Overtime Incurred 5/73, 1/74 
103 Employee Application for 

Non-State Part-time Emp. 2/67 

104 Employment Substantiating Comments 
Required- Work Evaluation (yellow)2/67 

105 Substantiating Comments Required-
Conduct Evaluation 2/67 

106 Comments (blue) 2/67 

107 Report of Inmate Misconduct (pink)Rev. 2/71 

108 

109 

110 

III 
112 
113 

114 

115 

116 

Supervisor Accident Report 
(Ward or Inmate) 

Letter Notifying Inmate to 
Appear in Court as Defendant 

Consent to Operate & Adminis­
tr~tion of Anesthetics 

Request for Withdrawal of Savings 
Juvenile Parole- Budget 
Letter to Dan Liu, Apprehending 
Juvenile 
Transfer of Inmate to State 
Hospital 

pERSONNEL VACATION REQUEST 

Rev. 3/65 

9/62 

Rev. 1/70 

7/62 
7/62 

7/62 

1/63 

11/62 

DISCONTINUED 
DISCONTINUED 

DISCONTINUED 

DISCONTINUED 

CD Daily Personnel Attendance 
Report 

l17A, Attendance Report 
B 

Rev. 2/68 1/75 

Rev. 5/73 1/75 

118 

119 

120 

Isolation Unit Log 

Isolation Order (pink) 

Report of Detention Facilities 
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DSS-CD 

121 

122 
123 

124 

125 

126 
127 

128 
129 
130 
131 
132 
133 
134 

135 

136 

137 

138 

Application 
fer (wards) 

DSS-CD Forms 

for Approval of Trans-

Recommendation for Transfer 
Order Approving Transfer 

HSP Training Program Attendance 
Report 

Inmate Payroll Form 

Resident Daily Pay Record 
Monthly Visitation Report 

Monthly Progress Report 
Furlough Initiation 
Furlough Authorization 
Psychiatric Evaluation 
Counselor Report 
Parole Agreement 
Parent's Contract 

Notice of Report of Misconduct 
(pink) 

Narrative Report 

Visiting and/or Correspondence 
Application 

Quarterly Report 

Date 

11/63 
" 
" 

9/65 

1/67 

Rev. 7/71 
11/66 

9/67 
" 
" 
" 
" 
7/67 
" 

DISCONTINUED 
DISCONTINUED 
DISCONTINUED 

DISCONTINUED 
DISCONTINUED 
DISCONTINUED 
DISCONTINUED 
DISCONTINUED 
DISCONTINUED 
DISCONTINUED 

Rev. 2/71, 7/73 

Rev. 2/71 

3/69, Rev. 12/74 

10/69 

139 Daily Medical Treatment Log Sheet 1/70 

140 Physical Examination & Treatment 
(yellow, card) 1/70 

140-a (blank continuation sheet) 
(yellow' , ruled) 1/70 

141 Dental Department, Examination-
Diagnosis- History (yellow) 1/70 

142- Consent to Release Medical 
Information 1/70 

143 Refusal of Medication and 
Treatment 1/70 



.­.. 
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DSS-CD Forms 

DSS-CD Date 

144 Methadone Treatment Agreement 1/70 

145 Methadone Side Effects 1/70 

146 Employment Furlough Agreement Rev. 10/71, 7/73 

146-a School Furlough Agreement Rev. 10/71 

147 Resident/Parolee Complaint/ 
Grievance 11/70, 2/74 

148 Disposition of Resident1s Personal 
Property 4/71 

149 Individual Resocia1ization Furlough 
Plan Rev. 3/72, 8/73 

150 Furlough Initiation 11/71 

151 (no title) (Certification of 
age of majority) 3/72 

152 Termination Report Rev. 6/72 

153 Resident Progress Report (month, 
year) Rev. 6/72 

154 Request Form for IES (BPP) 5/73 Rev. 4/75 

155 Notice of Programming 7i73 Rev. 4/75, green 

lSfi---Re~~est-te-Q~e~ate-a-M9te~-- ______ g/~~ VOIDED 7/19/74 
Vehicie- (CCB to pick this up) 

157 Program Committee Waiver 12/73 

158 Request for Administrative Review 2/74 

159 ~otice and Authorization of 
Personal Search 

Revised listing 6/72 

- 26 -
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Hawaii State Prison Adult Inactive Case Files 

26 3/4 cabinets- legal size. Full. 

20% of Population= five cabinets. 

I 

76 

72 

69 

61 

278 

2 

94 

62 

63 

73 

292 

3 

44 

84 

94 

83 

305 

Total number of case files in sample- 1,563 

4 

77 

90 

97 

69 

333 

Average number of case files per cabinet- 313 
Estimated total number of case files- 8,373 
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86 

74 

95 

100 

355 
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HSP Adult Parole Files 

6 cabinets- legal size. 

33% of Population = 2 cabinets 

1 

36 

35 

32 

41 

2 

32 

35 

23 

144 123 

Total number of case files in sample- 267 

Average number of case files per cabinet- 133 

Estimated total number of case files- 801 

- 28 -
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{] . Estimated Population of Inactive Case Files 

Inactive Juvenile Case Files at CRSB-

Inactive Juvenile Case Files at HSP-

Inactive Adult Case Files at HSP-

Tota1-

- 29 -
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The reason for the estimate of the file population and 

documentation classification is identification. There are 

about sixteen thousand inactive offender case files in DSSH. 

With an estimated number of files, the quantity can be placed 

in concrete terms. With the case file documents identified, 

the reader will have some idea of what is in a case file. Both 

of these factors will help him comprehe~nd policy guidelines. 

Thus, the estimated population and classification will serve 

to identify what is contained in the case files and the number 

involved in this study. 

After consultations with rorrections personnel, it was 

agreed that very little could be done statistically with the 

population estimates. The ~ample variances, standard error, 

etc., cannot be computed. There is only a rough population 

estimate, the needed data being filed in various parts of the 

case files. (Data is defined as vital statistics and demo-

graphics involving the offender and useful to the State.) 

There is no complete master card file or cross-reference of 

manual files in the Hawaii State Prison or the Hawaii Youth 

Correctional Facility. 

the flow chart on Page 31 indicates the case file flow of 

the Hawaii State Prison. The active case file contains infor-

mation on offenders not yet discharged from Corrections. The 

files moves from active case to adult parole status, both being 

considered active. By the end of the third year in prison, 

half of the offenders are paroled, according to the 1975 

Management Data Book. Using a specific date and extending 
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to three years beyond that time, we estimate that fifty per­

cent of the active files for inmates in the Hawaii State Prison 

will be in the adult parole file. Table 6 shows the 

recidivists per release. After the l14th month, or nine and 

a half years, everyone who will return to the criminal justice 

system will have done so. The table shows the present adult 

offender file flow at the Hawaii State Prison, offering some 

idea of how many offenders will be successfully discharged. 

When an inmate is discharged from parole or Corrections, his 

file is placed in inactive status. 

The Correctional Master Plan calls for the replacement 

of HSP by a Community Correctional Center and the creation of 

an Intake Services Center. The ISC will have the responsibility 

of screening offender~ and deciding on appropriate treatment. 

Initial proposals call for a series of diagnostic exams to 

screen the offender, each succeeding exam being more extensive 

than the preceding one. The ISC will have control over the 

offender case files in order to facilitate screening and other 

duties. This aspect of the Correctional Master Plan represents 

a future shift in correctional records management in Hawaii, 

and ~t will follow a basic axiom: Wherever the offender goes, 

so does his case file. A separate and secure storage facility 

in ISC will retain the case files. 

The HSP records flow is well defined. The problem is 

that too many inactive case files are stored at HSP. The 

proportion of active to inactive files is quite large: There 

are three cabinets for active files and forty-three for inactive 

- 3.2 -
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ones. Corrections' personnel stated that referrals to the 

inactive case files are quite rare, perhaps as infrequent 

as six times a year. These records have not been reviewed 

since HSP was built. Instituting a records management policy 

involving HSP will be appropriate before the ISC is operational. 
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Hawaii Youth Correctional Facility 

Background 

The first youth correctional facility in Hawaii, called 

the Keoneula Reformatory School, was established in 1865. It 

included boys and girls under the control of the Board of 

Education, Kingdom of Hawaii. For about one hundred years the 

facility moved to various places and underwent name changes. 

The Department of Public Instruction, the Board of Industrial 

Schools and the Department of Institutions all had jurisdiction 

over the correctional facility. In August of 1961, the Depart-

ment of Social Services and Housing assumed control of the 

renamed Hawaii Youth Correctional Facility. The facility, 

located on a 578-acre site in Waimanalo, is divided by the 

Kalanianaole Hlghway into two parcels. There is a 446-acre 

site for girls and l32-acre site for boys. The Olomana, 

Kaala and Maunawili dormitory buildings are being used for 

the boys. The Hawaii Revised Statutes, 352-2, provides 

statutory authority for th~ facility, stating: 

"Section 352-2--Establishment and Supervision of the 

Hawaii Youth Correctional Facility. The Department of Social 

Services may institute and establish the Hawaii Youth 

Correctional Facility. The facility shall be conducted under 

the direction and supervision of the director of social 

services who shall have the entire management and control of 

all the facility and like management and control of all 

places of detention l,.;rhich may be used in connecti'm wi. th the 

facility." 
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All commitments to the facility are made by the four 

Family Courts of the Judiciary. Once commitment is made, 

the DSSH director is responsible for the custody, placement 

and care of the juvenile. Only law violators are committed 

to the facility. There are two types of court commitments. 

They are: 

1. Long-term commitment--confinement of the juvenile 

offender up to the age of majority. 

2. Short-term commitment--placement of a law violator 

on probation with detention at HYCF for a specified 

number of days. 

The goals of the Hawaii Youth Correctional Facility are: 

1. To provide residential care and treatment in each 

facility for only those children who are in need of 

such a program. 

2. To provide supervision and control. 

3. To provide the kind of institutional environment for 

children that will as near as possible resemble the 

environment of a good home with good parents. 

4. To provide rehabilitative t£eatment to help restore 

the child to a useful and law-abiding life in the 

community. 

5. To provide the kind of administration and managemen~ 

that--within the limits of budgetary resources--will 

m~ke available to the line worker those facilities, 

equipment and skills necessary to efficiently and 

effectively carry out his responsibility for the 

- 35 -
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constructive care and treatment of children. 

With these goals, the facility maintains a cottage type 

of environment to help rehabilitation. During the past few 

years, an increasing number of short-term commitments have 

been used by the Family Court system for the purpose of creat-

ing a "negative reinforcement" treatment methodology. Over 

this type of offender, the Family Court and Corrections main-

tain concurrent jurisdiction. 

The juvenile parole administrator has the authority to 

place juvenile offenders on parole. When the offender success­

fully completes his parole, he is discharged from HY~F and 

provided with a follow-up program. At this point, his file is 

considered inactive and is placed in the HSP records room. 

There are two types of discharge from juvenile parole. 

The first comes after one year of good behavior while on 

parole. The second is a mandatory rlischarge that occurs when 

a parolee reaches the age of majority lage 13). Unlike a good 

behavior discharge, a mandatory discharge is a release without 

any further supervision or follow-up program. 

The Director of Social Services and Housing, under HRS 

352-26, may for good reasonJ discharge or temporarily release 

any child committed to HYCF. Unde~ HRS 352-15, the Director 
" 

of Social Services and Housing or his agents, may place a 

child in a home to give him the benefits of schooling and a 

normal home life. 

If a juvenile is not placed on parole, he is kept at HYCF 

until he reaches the age of majo~ity. This is the long-term 
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commitment. When he reaches 18, he is no longer considered a 

ward of the Family Court and the State, and he is discharged 

from HYCF. There is no follow-up or rehabilitative program 

for the ex-juvenile offender. Likeivise, his case file is 

considered inactive and sent to HSP for storage. 

Juvenile parole is necessary in order to prevent injustice 

from occurring. If an offender is placed in HYCF until he 

reaches the age of majority, he may have to serve a longer 

term of confinement than that of an adult offender for the 

same crime. HRS 346-14 states that the director of DSSH 

will have the authority to: 

(1) Establish, extend and strengthen services for the 

protection and care of neglected children and 

children in danger of becoming delinquent. 

(2) Have the authority to establish, maintain and 

operate receiving homes for the temporary care and 

custody of neglected children until suitable plans 

are made for their care. 

Therefore, a juvenile may be "paroled" in the sense of being 

placed in a family environment before he reaches 18. But his 

file is still considered active, and until he is discharged, 

his case file will remain at HYCF. Wh9n he is discharged, the 

State's jurisdiction over the offender ends, and his case file 

is placed in HSP for storage. 

Fact-Finding- HYCF 

The HYCF's inactive case files are stored in HSP and CRSB. 
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There are 7,358 inactive juvenile case files. Seventeen 

cabinets of these case files are at HSP, and the other five 

are stored at CRSB. Pages 39-40 show the sample drawn and 

how the 7,358 case files were computed. Page 41 shows the 

HYCF file flow. The only difference between the adult and 

juvenile case file flow is that the Family Court has discretion ~ 

over the offender. Pages 42-43 show the HYCF file classifica-

tion, which is composed mainly of Family Court and Correction's 

documents . 
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HYCF Inactive Juvenile Discharge Case Files at HSP 

17 cabinets- legal size. 

20% of Population = 4 cabinets 

1 2 3 4 

69 64 60 16 

88 54 47 66 

76 60 54 84 

81 66 43 83 

314 244 204 249 

Total number of case files in sample- 1,011 

Average number of case files per cabinet- 253 

Estimated total number of case files- 4,297 
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Juvenile Case Files at CRSB 

3 full cabinets 

33% of Population of 3 cabinets = 1 cabinet 

2 partial cabinets manually counted 

Full cabinet Partially 

183 215 

223 90 

195 120 

211 125 

812 550 

Estimated total number of case files- 3,061 
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Juvenile Files 

Legal Documents 

1. Mittimus 

DSS-CD Forms 

1. Report of Misconduct 

2. Parole agreement 

3. Work eva~uation report 

4. Work performance report 

5. Face sheet 

6. Recommendations for parole 

7. Furlough request 

8. Pre-parole evaluation 

Outside Agencies 

1. HYCF evaluation report 

2. Report card from Olomana School 

3. Ward performance report from Dept. of Training 

4. Special progress report from Dept. of Training School, 

Dept. of Institutions 

5. DOH psychiatric interview 

6. Police offense report 

7. Family Court, 1st Circuit face sheet 

8. HYCF student evaluation 

9. Lanakila Mental Health Clinic psychological exam 

10. Family court officers report on informal adjustment 
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Miscellaneous 

1. Request slips for wi thdr'awal of savings 

2. Receipts for clothing 

3. Transfer of ward I s funds 

4. Letters of correspondence 

5. Speeding ticket 

6. Statement of receipt for juvenile's property 

7. Memos 

8. Comments 
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When a juvenile is discharged from HYCF, it may be for 

one of the following reasons; 

1. The juvenile has successfully completed one year of 

exemplary behavior while on juvenile parole. This 

may be before he reaches the age of majority. 

2. The juvenile has reached the age of majority during 

his long-term commitment, and he lS no longer a ward 

of the State. 

The only way a juvenile can be returned to HYCF is if he 

was discharged before he reached the age of majority. When a 

juvenile offender is discharged from parole, he is also 

discharged from HYCF and DSSH. If he returns to Corrections 

before reaching the age of majority, he will re-enter HYCF. 

There is no recidivism to HYCF for people who are eighteen or 

older because the facility treats juveniles only. Sinc~ there 

is no data on discharged juvenile parolees and HYCF offenders 

entering HSP, this study ~ill not include these people. 

One reason for retaining the inactive juvenile case files 

is to prepare the adult file in case an offender enters the 

adult correctional system. Th:s is based on the assumption 

the offender has been in HYCF previously. There is no data on 

this type of occurrence. Even if there was, it would be unfair 

to the ne1v inmate if the agencies used the outdated information 

against him, for such action may cause faulty assumptions and 

different rehabilitative treatment. For this reason, it would 

be better if new screening processes were given to the offender 

and without depending on his juvenile case. Correctional 
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personnel stated that the inactive juvenile case files are 

consulted approximately once every six months. This opinion 

is rather subjective, since there is no form used to monitor 

a referral. It would be advisable to use current jnformation 

instead of the outdated inactive juvenile case files because 

such action may have influence on the type of l"ehabil i tati ve 

program offered to the offender. 
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Background 

Fact-Finding and Research Methods-­
Board of Paroles and Pardons 

With the enactment of Act 4S in 1909, the Territorial 

legislature brought to Hawaii the concept of parole. The act 

stated thpt the Judiciary could not fix the length of the 

sentence concerning an offender. Instead, the term of incar­

ceration stayed within the maximum and minimum prison sentences 

as prescribed by law for the crime for which the person was 

convicted. The Governor had the authority to parole any prisoner 

who had served at least the minimum term, and the warden could 

grant a parole with the approval of the Attorney General. In 

1917, Act 103 expanded the eligibility of parole to all inmates 

except those convicted of murder in the first degree. The Board 

of Prison Il:spectors had legal custody of the parolee and the 

power to enact regulations concerning the retaking of parole 

violators. All paroles, however, were still subject to State 

executive approval. 

The Sixteenth Legislature passed Acts 126 and 129 in 1931, 

establishing a Board of Prison Directors to handle paroles. 

The five members of the Board, serving without pay, had the 

authority to administer the correctional system, the paroling 

of prisoners subject to State executive approval, the supervising 

of paroled felons carried out by appointed parole officers and 

the establishing of minimum terms for incarceration subject to 

judicial review. In addition, the Board could makes rules and 

revoke paroles. It was also given powers that included super-
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vision of the discipline and of the governing of all Territorial 

prisans, prison camps and jails in the First Circuit juris­

diction. This authority lasted for eight years. 

In 1939 the Legislature instituted the Department of 

Institutions. Under the provisions of Chapter 254-A, Section 

6416, the director of the department had the power to govern, 

control, supervise and administer all Territorial prisons and 

prison camps through the warden. The pOivers of the Board of 

Prison Directors were transferred to the director of Institu­

tions, and the board was redesignated as the Board of Paroles 

and Pardons. This statute was the last significant legislation 

concerning paroles enacted for seventeen years. 

In 1957, Act 308 gave the Board of Paroles and Pardons the 

sole authority to grant paroles to prisoners '<1ho had served 

the minimum ~erm of imprisonment. Act 256, also enacted, 

allowed Hawaii to enter the Interstate Compact for Supervision 

of Parolees and Probationers. 

The Admissions Act passed by the First State Legislature 

in 1959 placed the Board of Paroles and Pardons' administrative 

unit (now known as the Division of Paroles and Pardons) under 

the Department of Social Services and Housing to encourage 

uniformity and coordination with the other DSSH agencies. In 

1965, Act 102 directed the Board of Paroles and Pardons to 

determine an inmate1s minimum term of imprisonment during his 

first six months of confinement in prison, without the necessity 

of review by the sentencing courts. In 1967 the Legislature 

passed Act 264, permitting the Board of Paroles and Pardons to 
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refix a minimum term of imprisonment. Act 92, passed in 1976, 

created a professional Hawaii Paroling Authority composed of 

a full-time chairman and two part-time members. The members 

of the Paroling Authority are to be nominated by a special 

panel and approved by the Governor. 

Functions of the BPP from 1900 to today. 

From 1900 to 1930, the Board of Paroles and Pardons was 

known as the Board of Prison Inspectors. From 1931 to 1939, 

it was called the Board of Prison Directors. Both the Boards 

of Prison Inspectors and Directors consisted of five members 

who served without pay. Their duties were: 

1. To administer the Territorial prison and camps. 

2. To parole prisoners subject to executive approval. 

3. To provide for the supervision of paroled felons 

through an appointed parole office. 

4. To fix minimum terms of imprisonment subject to 

review by the courts. 

5. To make rules and regulations. 

6. To revoke paroles where justified. 

Prior to 1939, the Board had control of the correctional 

facilities and parole operations for the entire territory. In 

1939, the Twentieth Legislature approved the creation of the 

Department of Institutions and transferred the administration 

of the Territorial prisons and prison camps from the Board of 

Prison Directors (renamed the Board of Pardons and Paroles in 

the same amendment) to the Director of Institutions. The 
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functions of the Board of Paroles and Pardons were defined to be: 

1. To fix minimum terms of imprisonment and wi tIl executive 

approval and to refix such terms. 

2. To grant the conditional release of felons. 

3 . To supervise felons on parole. 

4 . To revoke paroles. 

5 • To submit reports to the Governor on petitions for 

executive clemency. 

The most significant change for the Board of Paroles and 

Pardons was the transfer of Correctional duties to th8 Director 

of Institutions (now Administrator for Corrections). With 

this transfer, the Board's primary functions came to rest only 

in the areas of parole and pardons. 

Fact Finding 

The (Board of Paroles and Pardons) BPP is a fi~e-member 

board whose decisions are held accountable to the Governor. 

The (Division of Paroles and Pardons) DPP under the DSSH; 

provides the administrative support to the BPP. Table I 

shows the organization of the BPP and its relationship to the 

Governor. Although BPP is directly under the Governor, the 

Director of DSSH, under Section 14, A-4, of the H.R.S. may 

intercede in its functions when it requires his approval for 

rules and regulations established by the Board concerning 

personnel actions, budgetary processes and all purchasing 

matters. Thus, the Division of Paroles and Pardons is under 

both the Board of Paroles and Pardons and the Director of 
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of Social Services and Housing. 

There' are a number of se'ctions in the BPP file flow. 

Page 53 shows the internal file flow at the Board of Paroles 

and Pardons. Although the chart is not very explicit in 

designating the different sections, the possible sections are: 

1. Active parole--Field File. 

2. Active parole--Administrative file. 

3. Active time served file. 

4. Master card index file. 

S. Current action pending file. 

6. Suspended/absconder's file. 

7 . Automatic release file. 

S . Discharge file. 

The case files in sections one and two concerns inmates 

on parole. The field file has documents created by the parole 

staff while the administrative file has important administrative 

documents pertaining to the offender. This "dual" file system 

is maintained while the offender is on active parole. If the 

adult parolee violates parole or leaves parole jurisdiction, 

his file is combined and placed in section five, current action 

pending. When parole is disrupted, the active parole files in 

sections one and two are combined. The parolee is either 

discharged, his parole is revoked or he leaves the Board's 

jurisdiction. With these events, the active parole field file 

and administrative file merges to section five, to be consider-

ed by the Board. The fourth section is the master card file 

which traces the offender through the BPP records system. 
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The automatic release files, section seven, deal with the 

parolees scheduled to be released on a certain date. The 

active case files, section three, are used to assist the 

Board in recommending a minimum term to be served by the 

offender before he becomes eligible for parole. The number of 

active case files are equal to the active case files at HSP 

and the Honor camps. The suspended/absconders file, comprised 

of slightly over one hundred, are files of parolees who have 

left BPP's jurisdiction without proper authorization. It would 

be advantageous if the administrator were given greater lati­

tude, because there are insufficient standards and empirical 

data concerning suspended/absconder files. There is always 

a possibility the offender will return to DSSH in the future. 
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The contents of the HSP case files on Pages 20-22 are 

identical to the BPP case files. The list on Page 57 is a BPP 

case file before 1973. The difference between the two files 

is that they are composites of samples taken from different 

populations. These lists are contents found in the case 

files. The list on Page 23 shows the possible documents that 

can be placed in the case file by Corrections and duplicated 

for BPP. The list on Page 59 is the possible BPP documents 

that can be placed in the Board of Paroles and Pardon's case 

files. These are originals that may be found in the BPP case 

files. 

Finally, when the parolee successfully completes his 

parole, the Board will discharge him. In the BPP files, he 

moves from section five to section eight, and his case file is 

considered inactive. BPP will maintain his file. Before 

1973, the discharge files were located at HSP. 

Page 53 shows the internal flow chart for BPP and Page 

60 shows the case file flow. This macro view of BPP shows 

the complexity of the offender file system. As BPP is one 

of the last State agencies to handle the offender, the records 

system has to allow for the variou~ possible options the 

offender may take .. Present policy at BPP is to retain all 

documents concerning the offender. The Hawaii Penal Code 669 

calls for a record of all Board hearings to be retained. If 

this section of the Penal Code is to be taken literally, only 

a recording of the BPP hearing is required under the law. 
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The case files have no legal requirement to be retained. 

I .• 

" 

However, if a more liberal interpretation of the sec~ion is 

allowed, the case file, ,<Then presented. to the Board, becomes 

part of the hearing, permitting its retention under Section 

669 of the Hawaii Penal Code. 
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Adult Files- Board of Paroles and Pardons 

Legal Documents 

1. DC-7/62 Mittimus-original 

2. DC-32 Complaints-carbon 

3. Various legal documents-carbons 

DSS-CD Forms 

1. Work report form 

2. Conduct evaluation report 

3. Supervisor Accident Report. Injury to ward or inmate. 

4. Forms to make Chronological Reports on. No title. 

S. Misconduct Report-original 

6. Narrative Report, copy to all administrators- description 

of events. 

7. Employment Furlough Agreement 

8. Individual Evaluation summary. All details on offenses, 

etc. 

9. Termination Report- status 

10. Resident Progress Report- progress report of DSSH-CE 153 

original from CCB/AFC 

11. Personal history- carbon 

12. Individual Resocialization Furlough Plan 

Outside Agencies 

1. Hoomana Training School report- carbon evaluation with 

intention of monitoring 

2. CCB-Ol originals. Furlough initiations to be released 

from HSP to be placed on furlough. 
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3. Chronologicals- lists actions and recommendations from 

various agencies- concerning the inmate. Originals. 

4. Warrants of Arrest for Parole Violations- originals 

5. F-26 HSP Routing Inmate form. Original 

6. CRC- 02 Monthly Progress Report- original 

7. Pre Parole Reports to office- original may be BPP source. 

8. CCB-Ol Furlough Initiation, CCB 

Medical 

1. Psychiatric reports- originals plus any medicine taken. 

2. Physical Entrance exam- original. It lists physical 

items of inmate, tatoos, birthmarks etc. 

3. Psychiatric Evaluation- carbon. 

Miscellaneous 

1. Inter office memos. 

2. Correspondence- letters between officials 

3. Photographs 

Office that originated records 

Primary: 1. Corrections 

2. Unknown 

3. Judicial 

4. BPP' 
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Board of Paroles and Pardons Case File Documents 

1. Order of Paroles 

2. Order Revoking Parole 

3. Warrant of Arrest 

4. Chronologicals from Parole Officer 

5. Notice of Board Hearing 

6. Number RM-2--Application for Reduction of Minimum Term(s) 

7. Number RM-3--Board of Parole and Pardons Decision 
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Board of Paroles and Pardons Discharge Files 

There are five discharge file cabinets at the Board of 

Paroles and Pardons. However, only four of these are being 

used. The following figures were taken on July 13, 1976. 

Cabinet 1 2 3 4 

1st drawer 18 23 18 21 

2nd drawer 16 26 27 9 

3rd drawer 31 19 28 26 

4th drawer 15 a a 18 

Total 80 68 73 74 

Combined Total 295 

Two hundred ninety-five was the total count of all the case 

files within the cabinets. 
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Section 669 states: 

"Before holding the hearing, the Board shall obtain"a. 

complete report regarding the prisoner's life before enter­

ing the institution and a full report of his progress in the 

institution. The report shall be a complete personality 

evaluation for the purpose of determining his degree of 

propensity toward criminal activity.lI 

This is one difference between the case files kept at 

HSP and BPP. Is the BPP case file protected under Section 

669 of the Hawaii Penal Code? The question ~emains open to 

debate. The possible legal implication of the BPP case file 

is not included in this study. 

The current policy of retaining inactive case files and 

all records was started in 1973. Before 1973, the Board sent 

its records to the Hawaii State Prison, where both Corrections 

and BPP would use the same case file. The records would 

move from Corrections (when the inmate was incarcerated) to 

the Board of Paroles and Pardons, where it would assist the 

Board in parole evaluations and parole programs. The physical 

separation of the records was a problem because it made 

administering the offender program difficult for the Board. 

Tt was decided the system was unfeasible, and in 1973, the 

Board of Paroles and Pardons started to keep its own records 

which contained duplicate Corrections documents. The 

differences in records-keeping may be explained by the 

offender flow. (See Page 22A for a complete view.) The 

Board handles the inmate in the last stages of D3SH juris-
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diction. Theoretically, the inmate should be at the end of 

the criminal justice system.' Once he is discharged, he is 

out of the system. The records system at HSP caused a time 

lage that hindered the Board's function. This is a possible 

reason for the change in record management policy involving 

Corrections and BPP. 

Currently, the Board allows access to the files only to 

individuals bearing a court order or to authorized personnel. 

This access is along the same lines as CorrectionTs access 

to outside parties. Thus, access to the files is limited, 

and there seems to be no problem of a case file falling into 

the wrong hands. 

The question of consistency in case file policy is the 

dilemma. With the retention of case files by BPP, the 

validity of records management policies may be useless. If 

the case files are purged in one sector and retained in 

another, there may be' problems involving the files. If the ~ 

files are required to be retained by statute, then they 

should be classified as public and thus open to public 

inspection. The Hawaii Revised Statutes 92-50, defines 

public records to be: 

fl ••• any written or printed report, book or paper, map 

or plan of the State or of a county and their respective 

subdivisions and boards, which is the property thereof, and 

in or on which an entry has been made or is required to be 

made by law, or which any public officer or employee has 

received or is required to receive for filing, but shall not 
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include records which invade the rights of privacy of an 

individual.!! (Emphasis added.) 

The last sentence may exempt the agency from allowing confi-

dential records to be dispersed to the public. If the 

information dispersal violates an individual's I ~ivacy other 

than the specific person, access to those records will be 

denied. The situation is somewhat hazy and may require 

legislative remedy in order to settle the matter of legal 

requirements and records retention. 

The situation involving uniformity of records management 

policies is important and cannot be resolved in a short time. 

Offices have different goals and methods in reaching them. 

In the process of accomplishing their goals, the agencies 

may appear to be at cross purposes with each other. However, 

compromises can be negotiated and differences resolved. The 

problem of uniformity is beyond the scope of this study. 

With the legislative process, new guidelines concerning 

records policy may be forthcoming in the future. 
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Section 4 

Criteria for Policy Recommendation 

The emphasis in this section will be on deciding the 

focal points in the case file flow that will be applicable 

to purge review. The three main events relevant to the 

records management process are: 

1. Discharge of the offender from DSSH. 

2. Death of the offender. 

a. Under State jurisdiction. 

b. Not within State jurisdiction. 

3. The exoffender reaches a certain age. 

Each event will alter the offender case file flow. 

These events were determined after examining the criminal 

justice system and locating specific events that may allow 

a case file to be considered inactive. Inactive status does 

not necessarily mean the files ~ill be purged. In the State 

of Hawaii, the comptroller will have final authority over 

the disposal of government records. (HRS 94-5), Thus, 

the three events are merely means by which files may be 

permitted to become inactive. 

1. Discharge of the offender from DSSH. 

An offender may be discharged from DSSH in t\o[o ways. 

First, he may be discharged from parole. According to the 

1975 Management Data Book, by the end of the third year of 

confinement, more than fifty percent of the residents are 

released, and ninety-three percent of the incarcerated 
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population is eventually paroled. Approximately fifty-four 

percent of the released parolees will be discharged from 

parole. It may be inferred that the majority of the offenders 

are taking this route. Another wayan offender may be dis­

charged is on his release from Corrections after having 

successfully completed his prison term. In this way, 

Corrections will maintain final jurisdiction over the inmate. 

Citing the preceding statistics, few inmates will go through 

this route. Discharge from parole seems to be the most 

logical alternative in the file flow. Table 2 shows the 

time per conviction. The third column indicates the number 

paroled. The fourth column shows the number of offenders 

who were, discharged from Corrections who were, put on 

probation or who had died in confinement. The number is 

quite small in comparison to the number of parolees. By 

the tenth year, all offenders that are to be released will 

be. For records management purposes, the case files of 

discharged offenders will be classified as inactive and 

placed in inactive status. 

2. Death of the offendet. 

a. Under State jurisdiction 

In Section 1, it was stated that the offender case 

files are neither required by law nor considered public 

records. The purpose of the case files is to help State 

personnel in rehabilitating the offender. With the death 

of the offender, the case files are useless to the personnel 

in providing treatment for him. Thus, death will be a major 
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criterion for determining when the case file should be 

declared inactive and eventually purged. 

The possibility of lawsuits is a factor that could favor 

retention of case files in such cases. There are two causes 

which may affect the legal action concerning the State . 
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They are: 

1. Negligence on the State's part. 

2. No negligence on the State's part. 

If there is negligence on the State's part, a possible 

lawsuit may be forthcoming, and the Attorney General may 

want to use the deceased case file in order to prepare the 

State's defense. Even if there is no negligence on the Statels 

part, lawsuits may still be instigated. 

The number of case files involved can be seen in Table 

3. From 1967 to 1975, adult deaths totaled eight, involving 

eight case files from the file flow. Juvenile deaths are 

nonexistent. (See Table 4). The file flow is weighted more 

toward discharges from parole than toward deaths in terms of 

sheer number. 

b. Not under State jurisdiction. 

This phrase implies the person is discharged from DSSH. 

The State is not responsible for the person's actions after 

he is released from the State agencies. When the person dies, 

his case file should be considered inactive and purged within 

a reasonable amount of time. There is no logical reason for 

maintaining the file, unless it is used for a lawsuit or 

research or has historical value. With lawsuits, the plain-

tiff's case will be much weaker if the ex-offender is not 

under State control. The research and historical information 

would have been removed from the case file before its 

destruction. Legal action may be a temporary factor ~ompared 

to the research and historical values in the files. 
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According to the Attorney General, the statute of limitation 

eHRS 657-7) requires that civil lawsuits be filed within two 

years after the event. Thus, lawsuits will not become a 

substantial reason for retaining files after two years has 

elapsed. This is on the assumption the offender has been 

discharged or dies. If he is merely injured, the file will 

assume former status after the two years have elapsed. 

3. Age of the offender. 

This factor pertains only to offenders discharged from 

DSSH. In Table 5, BPP age distribution of offenders on parole 

is Sh01Vl1. The important age bracket includes those who are 

sixty and over. The average number of parolees sixty and 

above for the pa3t five years is twenty-three. Thus, there 

will be approximately twenty-three parolees who will be in 

their sixties at the time of their discharge. 

Developing criteria for discharged offenders sixty and 

over was considered. Allowing for a new start, the case 

files would have been subject to a purge review even before 

the recommended retention periods for the appropriate case 

file. However, this may hamper the State in evaluating 

recidivists who leave the Correction's division before their 

sixtieth birthday and re-enter after turning sixty years of 

age. 

There is no available data concerning recidivists after 

their sixtieth birthday. However, this criterion has been 

included in this section and in the proposed flow chart in 

order to inform the reader that the authors are aware of this 
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situation. 

This problem may be resolved with the new ISC. For the 

present, it will be considered an area that requires more 

research . 
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TABLE 3 

NUMBER OF DEATHS AT ADULT CORRECTIONAL FACILITIES: FY 67-68 TO FY 7lL-75 

I 
Hawaii Kulani Olinda Maui 

FISCAL YEAR Total I State Honor lIonor Comm Carr 
Prison . Camp Camp Facility 

1974-1975 0 0 0 -- 0 

1973-1974 3 3 0 a 6- 0 

1972-1973 0 0 0 0 --

1971-1972 2 1 1 0 --

1970-1971 0 0 0 0 --

1969-1970 2 1 0 1 p-

1968-1969 0 0 0 0 --

1967-1968 1 1 0 0 

-- denotes facility was not in operation during all or part of fiscal year. 
Source: Corrections Division records. 
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TABLE -4 

NUMBER OF ESCAPES, APPREHE~SIO:-.rS, A~~D DEATHS AT HYCF: 

Fiscal 
Year 

.' 
.' 

1974-1975 •••• 

1973-1974 ..... 

1972-1973 •••• 

1971-1972 •••• 

1970-1971. .... 

1969-1970 •••• 

1968-1969 •••• 

1967-1968 •••• 

FY 67-68 TO FY 74-75 

Escapes 

241 

172 

131 

78 

76 

56 

63 

95 

Appre­
hensions 

221 

165 

131 

76 

73 

55 

64 

104 

Source: Corrections Division reco~ds. 
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Table 5 

Age Distribution of Total Parole Population as of June 30 

Numbers are cumulative 

Age Group 1971 

26-30 93 

30-34 86 

40-45 87 

50-60 41 

60 and over 24 

1972 

90 

86 

74 

41 

20 

1973 

62 

86 

76 

48 

24 

1974 

69 

88 

64 

44 

22 

Parolee's Number of Paroles as of June 30 

1972 1973 1974 

On 1st parole 314 308 319 

On 2nd parole 127 III III 

On 3rd parole 59 52 50 

On 4th parole 25 21 19 

On 5th parole 7 7 8 

On 6th parole 2 2 1 

On 7th parole 2 1 1 

Source: BPP Anntml Reports 

Average is rounded to nearest number. 
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1975 

63 

78 

48 

51 

24 

1975 

325 

110 

51 

16 

7 

2 

0 

Average 

75 

85 

70 

45 

23 

Average 

317 

115 

53 

20 

7 

2 

1 
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Section 5 
Summary of Findings 

The preceding sections discussed the case file flow in 

Hawaii's criminal justice system. The target of this study 

was the inactive case files. When an inmate is incarcerated, 

he is still under DSSH jurisdiction. During parole, the 

offender is placed back into society. His case file, however, 

remains active. Only when the parole has been successfully 

completed will the Records Management program begin. The 

pivotal point is the discharge from parole. 

The main reason the major portion of this study is 

devoted to the Board of Paroles and Pardons is because it 

depicts the majority of discharges from DSSH. (See Table 2.) 

According to the 1975 Management Data Book, over ninety-three 

percent of the adults incarcerated will eventually be placed 

on parole. With this many offenders being released on parole 1 

it would be logical to concentrate our efforts in an area 

where the majority of offenders are being diverted. 

HSP, HYCF and CRSB are involved in treating the offender 

before he is placed on parole or in violation of parole. The 

case files at HSP and HYCF are useful, but once an inmate is 

released on parole, the BPP takes over the care of the 

offender. 

On the following pages, the authors will briefly 

summarize the major points researched at each office. 
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HSP 

The "Hawaii State Prison" for this section will mean 

only the facility on 2109 Kamehameha Highway. The Honor 

camps, adult furlough center and Halawa Jail are all part 

of the HSP system. Because of limitations in scheduling, 

the authors were unable to allocate time to these facilities. 

As a result, only the Hawaii State Prison will be examined. 

The Hawaii State Prison is the centra.l rec'.:>rds storage 

facility for the Corrections Division. Whenever an inmate 

goes to another correctional facility, his case file is 

transferred with him. In time, the case file returns to HSP. 

Security of the records room is fairly good. Only certain 

personnel are allowed to examine the active and inactive 

case files. The active and inactive case files are stored 

in separate cabinets and under custodial care during working 

hours. The cabinets are arranged in alphabetical order for 

both the inactive and active files. Each file contains every 

form generated by the offender while he is in the Corrections 

flow, ranging from originals to carbons, to chronologicals 

and legal documents. 

It can be reasonablo ascertained that some inactive 

files date back to the l'JlO IS. A time span of over sixty~ 

five years is involved with some inactive case files. There 

are approximately thirteen thousand case files in HSP. Eight 

thousand are adult inactive case files and three thousand are 

inactive HYCF case files. 
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The internal file flow moves from active to parole to 

inactive, all within the same room. The file itself is 

arranged in an orderly manner, and information can be 

extracted by referring to a number of-documents. The infor­

mation is dispersed fairly evenly and it is a time-consuming 

process to get the required information from the case file. 

All case files are manual; there is no electronic storage of 

the files. The case files have not been purged at all. Thus, 

every file should be stored at HSP. 

The Referrals to the inactive case files are infrequent. 

In discussing the matter with various Correction's personnel, 

we obtained a subjective estimate of how often the staff 

refers to the inactive case files. It is subjective because 

there are no records or means by which the custodian can 

monitor the inactive ~ase file referrals. Only recently has 

the practice been started. It was determined that the staff 

refers to the inactive case files only two or three times 

every six months. Also, the documents in the case file lose 

their value quite rapidly once they are placed in the file. 

They may help the BPP in fixing a minimum term and evalua-

tions. However, Corrections personnel seldom re-examine the 

inactive case files except for information regarding reci­

divists. Any other matters seem to be insufficient motivation 

to re-examine them. 

In summary, there are eight thousand inactive adUlt case 

files at HSP. They contain all the documents generated by 

the offender. The documents rapidly lose their administrative 
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Court documents, which are the counterpart of Circuit Court 

documents in an adult case file. The juvenile files also 

contain evaluations and reports unlike the adult chrono-

logicals and individual summaries. The case files are 

government records and cannot be destroyed without the 

comptroller's approval. The inactive case files, dating 

back to the 1910's, are approximately four thousand in 

number. 

In summary, the juvenile inactive files are composed of 

Correction's and duplicate Family Court documents. The only 

time the inactive case files are used is when an offender, 

previously a juvenile at HYCF, enters the adult sector of 

Corrections. The adult offender criteria of an offender's 

death is applicable only to the adults. Table 4 shows the 

current data on juvenile HYCF deaths. The criteria of a 

juvenile offender's death cannot be used for case file 

retention. 

BPP 

The Division of Paroles and Pardons is the administrative 

organization of the Board of Paroles and Pardons. It is known 

collectively as the BPP and is housed in the Kamamalu 

Building on 250 South King Street. In the BPP office, the 

case files are kept in various sections. 

The BPP uses a two-tier system for the active parole 

section. The BPP Administrative Services Branch keeps a 

"dummy" file in order to file important documents concerning 
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the offender--e.g., mittimus--while the BPP Field Services 

keeps a duplicate file and retains parole reports. There are 

roughly five hundred parolees and parole case files. The 

only time both files are combined is when the parolee dies, 

when he is discharged or when he violates his parole. 

The BPP maintains a separate duplicate case file on 

every adult offender in Corrections. Since the latter part 

of 1973, the Board has kept its own discharge files on its 

premises. 

Although HSP is the central records room for almost all 

Corrections' inactive records, the BPP case files do not 

revert to HSP when the parolee is discharged. The Board of 

Paroles and Pardons is separate from the Hawaii State Prison. 

After 1973, BPP maintained their own case files. 

The BPP situation is similar to HSP and HYCF. All 

agencies receive case file documents processed in the 

criminal justice system. Both the BPP and HSP's current 

practice is to retain these documents in the records system 

regardless of any policy directives. 

There is a major difference in records management policy 

for BPP in comparison to Corrections. Under Act 9 of the 

Hawaii Penal Code Section 669, the Board of Paroles and 

Pardons claims a legal obligation to maintain duplicate case 

files beyond any records management policy. This is a legal 

issue and may require legislative action. When a parolee is 

discharged, dies or violates his parole, his file is 

classified as current action pending and placed in the same 
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section. A Board meeting is also held to determine the most 

reasonable course of action. 

BPP is the end of the offender treatment flow. It 

provides treatment to parolees and tries to help them adjust 

to society. However, their primary duty is to insure the 

public's safety. With a majority of the offenders being 

assisted through this route, more emphasis has been placed on 

the BPP, its remedies and possible faults. 

In summary, the BPP adult inactive case files are 

identical to the HSP case files. The only exception is that 

the Board of Paroles and Pardons have retained their files 

only since the beginning of 1973. The major difference 

between HSP's and BPP's case files is that the Board, under 

Section 669 of the Halvaii Penal Code, retains its duplicate 

case files beyond any records management poljcy, citing 

legal and recidivist reason. 

CRSB 

The Corrections Research and Statistics Bureau is 

located on 1149 Bethel Street. Its primary task is to 

research and correlate data for State personnel. CRSB is 

constantly using documents from the case files for research 

purposes. The reason CRSB is mentioned in this study is that 

it can alter the file flow to its bureau. 

Theoretically, the entire case file can be sent to CRSB 

wi~h proper authorization. In practice, only certain docu­

ments from the case file are sent to CRSB for research and 
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statistical purposes. With this in mind, CRSB is mentioned 

as a possible avenue to the case file flow. Usually, the 

information is secured from BPP or HSP records, the case files 

seldom being sent to CRSB. The three thousand juvenile 

inactive case files at CRSB date back to the 1940's. 

With proper authorization, CRSB may obtain the case file, 

altering the case file flow. In practice, this rarely 

happens, since BPP or HSP files serve its purposes quite 

adequately. CRSB is mentioned in this records management 

study because of possible future centralization of case file 

records in this unit. 

HSP, HYCF, BPP and CRSB a.l1 in some way affect the case 

file flow. Essentially, the case file is part of the docu­

mentary evidence of the offender's stay in DSSH. When the 

offender leaves the system, the case file is declared in-

active. 

HSP is the central records Toom fOT Corrections. The 

Corrections Division has been maintaining records on all of 

its offenders. The inactive case files in CD have never been 

sorted or reviewed. Yet their informational value has been 

decreasing with each passing year. 

BPP maintains a duplicate case file on the same 

offenders. This duality saves time and increases efficiency. 

It is identical to the Correctional file and is expedient 

because of the location and manner in which it is stored. 
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There are now two identical case files being used for 

offender treatment: One is at BPP and the other at HSP. 

The two case files under the different agencies may affect 

the uniformity of any records management program implemented. 

It is a situation that may need more attention in the future . 
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Section 6 
Recommendations 

-~-.--~-----.-~-- ~- ..- "--r-

This section will deal ''Ii th guidel ines concerning the 

inactive case files at HSP, BPP and the future ISC. These 

guidelines have been developed with all the research and fact­

finding kept in proper perspective. There are four options. 

They are: 

1. Microfilming, 

2. Transferring. 

3. Recommended Retention. 

4. Purging. 

Microfilming is an expensive process. After consulting 

with State Archives officals, we estimate it will cost one to 

twenty-five cents per frame for recording. A microfilm frame 

can record only a one-page document. The Teason for the wide 

variation in costs is due to the volatile labor. It is 

directly proportional to the data sensitivity. Page 108 shows 

Standard 8.5 from the National Advisory Commission. It indi­

cates the type of data sensitive to dissemination. If the 

mateira1 being microfilmed is highly sensitive, the labor 

costs will be proportionally higher. There will be less 

personnel involved in the process in order to insure security. 

HRS 92-31 allows for microfilmed material to replace original 

documents. For example, the judicial documents are being 

microfilmed after ten years of storage. The originals are 

destroyed, and the microfilmed documents are valid in the 

judicial system. 
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The second option is to transfer the inactive case files 

to another area for safekeeping. Case files contain poten-

tially sensitive information concerning offenders. If 

unauthorized information leaks out, it will be in violation of 

HRS 92-50, and legal action may be forthcoming. The records 

at HSP and the future ISC are and will be in a restricted 

area. Access to the files will be restricted to screened 

per-sonnel. If the files are transferred to a less secure 

place, unwanted information dispersal may be possible. Trans-

ferring the files fails to.address itself to the main point. 

Should inactive case files be kept beyond a certain date? In 

transferring the files, there is a shifting of files but no 

real evaluation to see if the agency really needs the files. 

Transferring inactive case files is a possibility. Unless 

there is some evaluation of the files and their contents, it 

will not help to correct the situation. 

The third option is the recommended retention period, 

defined as keeping the files until a specified date. This 

option is predicated on the fact that the files are classified 

inactive and not as on parole or time served. Retaining an 

inactive file for a specified time means holding it unless 

some event occurs. such as death or recidivism, within the 

specified time period. During this time period, the file is 

sealed. When it expires, the file may be used in the pre-

scribed manner as determined by the originating agency. This 

option can be used in conjunction with the other options. It 

provides one final waiting period befcre any action is taken 
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on the files. 

The four th option is purg'ing. This means the removal 

and destruction of the inactive case files. Tpe mode of 

destruction is unimportant as long as it is complete and no 

legible document remains after purging. This will help the 

agency remove unwanted files as well as insuring the 

ex-offender his privacy. In this study, it will be the final 

stage in records management policy. 

These four options can be combined to form a viable and 

useful records management policy'for the cirminal justice 

system. The options may go from recommended retention and 

microfilming to transferring or purging .. TIle comb ina tions 

will be discussed in the proceeding section. 

Present Situation: At HSP and BPP, inactive case files 

are stored in alphabetical order. This includes all case 

files, active and inactive, up to the master card files. The 

older files are stored with the new files in the same drawer. 

Recommendation: The case files be stored on a 

chronological basis and segregated according to the year in 

which the inmate is discharged from DSSH. Alphabetical order 

should be maintained in each chronological unit. 

Reason: If there is a records management policy, case 

files will be removed and destroyed,. When a recoTILJlended 

retention period is used, the basi~ for changing the status 

of th~ case files is the year or age of the same. If the 

case files are stored alphabetically rather than chrono-
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logically, it will require an increased amount of man-hours 

to sort them out. Efficiency ~ill be increased with no 

major changes in the records system or the facility if the 

files are stored chronologically. The relevant year will be 

contained in one accessible location instead of being scat-

tered throughout ~e entire records system. 

Present Situation: HSP and BPP inactive files are kept 

and have yet to be evaluated since the formation of DSSH. 

Some files go back to the 1910's. This accumulation has 

built up to a point where the older files may impede the 

retrieval of case files in the inactive section. This is the 

situation at HSP. The situation at BBP has been discussed 

earlier. 

Recommendation: That an offender's adult felony case 

files be subject to a purge review twelve years after he has 

been discharged from DSSH and that misdemeanor case files be 

subject to a purge review eight years after an offender has 

been discharged from DSSH. 

Reason: This recommendation deals only with inactive 

case files. Twelve years was selected for felony case files 

for a number of reasons. Table 6 shows the recidivism per 

release. These are offenders released on parole. A certain 

percentage will violate parole and return to Corrections. 

This means the complement to this percentage will complete 

parole and be discharged from parole. If the ex-offender is 

recommi t ted to Corrections ,,'i"i thin the retention period 

allowed, it voids the review date. Ninety percent of the 
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CUHULATIVE PERCENTAGE DISTRIBUTION 
OF 

RECIDIVISM PER RELEASE 
( BY YEAR RELEASED ) 

DISTRIBUTION OF TIME FREE 
PER 

RELEASE 

C I 1 E ( --- SIX - MONTH PERIODS ---
YEAH I L. f: L R 6 12 18 24 30 36 /,2 48 54 60 66 72 78 84 90 96 T02"T08 ·lf4+ 

I PD 0.0 0.0 11.1 11.1 11.1 11.1 22,2 44.4 44.4 55.5 55,S 66.6 77.7 77.7 88,8 1007. 100i. 100% 100% 
1961 171 85 77 9 PV 34.6 50.0 63.5 71.2 75.0 84.6 90.4 90.4 94.2 98.0 98.0 98.0 1007. 1007. 1001. 100% 1002 1007. lOOt 

PRI 37.5 62.5 75.0 81.2 Bl.2 87.4 93.6 1007. 1007. 1007. 100% lOOt 1001 100% 1007. lOOt 100~ 100% lOOt 
PDI 0.0 0.0 0.0 0.0 0.0 0,0 o.o~ 0.01 20.0~ 20.0~ 20.0 20.0 20.0~ 20.0~ BO.O~ 80.0 80.0j 80.0 lOOt 

19621 1971111/741 12/ PV 28.8 46.1 61.5 73.0 82.6 88.4 94.2 96.198.0 1007. lOOt lOOt 1.007. 1007. .1007 100% 1007. IDOl 100% 
PR 11.8 29.4 58.B 76.4 9~.0 94.0 IDOl 1007. 1007. 1007. 100% 100% 100% 1007. 1007. 100% 100% 100% IDOl 
PD 0.0 20.0 20.0 20.0 40.0 40.0 40.0 40.0 60.0 60.0 60.0 80.0 80.0 80.0 80.0 100% 1007. 100% IDOl 

19631 211 117 80 14 PV 21.6 47.1 74.5 82.3 90.1 92.1 94.1 98.0 98.0 98.0 98.0 98.0 98.0 1007. 1007. 100% 1007. 100% 100% 
_ PR 37.5 66.7 B7.5 95.8 95,8 95.8 1007. 1007, 100% 100·/. 1007. 100i. 100% 1007. 1007. 1007. 1007. 1007. 1007. 

I PD 0.0 25.0 25.0 25.0 50.0 50.0 75.0 75.0 75.0 75.0 75.0 75.0 75.0 75.0 75.0 lQO% 1007. IDOl 1007. 
1964 157 77 68 12 PV 31.1 57.8 66.7 88.9 93.3 97.7 97.7 97.7 97.7 1007. 1007. 100% 1007. 1007. 1002 100i. 1001 1001. IDOl 
__ ( __ !--_ PR 31.6 57.9 63.2,79.0 e9.5 89.5 100;. 1007. 1007.1007. 1007. 100i. 1007. 1001. W07. 1007.1007.1007.1007. 

Al PD 0.0 33.J 33.3 33.3 33.3 33.3 33.3 33.3 66.6 66.6 66.6 66.6 66.6 1007. 1007. 1007. 1007. 100% 100% 
1%5 151 92 53 12 PV 37.565.085.0 92.5 95.0 95.0 95.0 95.0 1007 100i. 100i. 1007. 1007, 100i. 1007. 1007. 1007. 1007.1007 • 

.rn 20.0 80.0 1007, 1007. 1007. 1007. 1007. 100i. 100i. 1001. 100% 1007. 1007. 1001. 100% 100i. 100i~ 1007. 100i. 
PD 0.0 O.~ 0.0 0.0 50.0 50.0 50.0 1007. 1007. 1007. 1007.1007.1007 1007. 1007. 1007.1007. 1007.1007. 

19661 19411051 631 261 PV 4j.l 66.6 88.2 88.2 90.2 90.2 94.1 96.1 96.1 98.1 100% 100% 1001. 1007. 1007. 100% 1007. 1001 IDOl 
PR 30.0 50. 60.0 70,0 90.0 1007.1007. 100i. 1007. 1001. 1007.1007.1007.1007. 1007. 1007.1007. 10Q7. 100~ 

PD 33.~33:J 33.-]33;3'33.3 33.3 33.3 33,3 66.6jlOO7. 1007.,1001.1007.11007. 1007. 
196811751791 771 191pv 28. 45,377.481,285 .. 0 90.6 94.'1 96.3 96,3 98.298.21007.1007.1007. 1007. 

PH 28.6 66.7 71.5 71.5 85.8 95,3 95,3 100/. 1007. 100i. 1007.,1007.1007.100'/ 1007. 
PD 

PD 0.0 O.~- 33.3 33.3 33.~ 33.3 66.6 66.6 1007.~ 1007.~ 100% 100% 1007.~ 1007.j 1007.~ 100% 1007. 
19671 18311061 631 141 PV 51.1 57. 75.6 84.5 91,2 91.2 93.4 95.6 95.6 97.8 97.8 97.8 100i. 1007. 1007. 100i. 1007. 

PR 53,3 60. 80.0 80.0 BO. 86.7 86.7 86.7 86.7 93.4 93.4 1001. 100% 100i. 1007. 100% 100% 

PR 5.6 38. I) 66,7 72.3 72.3 72.3 89. 0 94~~ 94.6 lOQ~ 1007. lO~ -!:l..::::.O~Oi.~tl_-l-_-t-_-t-____ -+-__ _ 
19691 1331 72 141 I 191rv 31.9 68,9 75.8 82.7 B2.1 36.1 R6.1 86.1

m
J.0 93.0. 96.4 100%1 100% 

,
. I'D 33.366,666.666.6 66.6 66.6 66.6 1007. 100;. 1007. lOOt ' 

l0701 13St 7'-1150 11 PV 28.0 36.u 56.0 68.0 8~},O 88.0 88.0 96.0 100i. 100% 1007. i ! 
1 I _ . PH 22.7 45.4 54.5 68.1 81.7 8~.2 90.7 1001.1100'7. 100% 100~~ _L. __ . ..b..l~---l._--L_--'_---l_--I __ _ 

PD-THOSE RETUHNING TO PRISON FROH DISCHARGE .. 
PV-TIIOSE RETURNING TO PRISON FOR A TECIINICAL VIOLATION. 
PR-THOSE RETURNING TO PRISON FOR CONHITTING A NEW CRUIE. co 

co 
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adult incarcerated population will be placed on parole. With 

a high percentage being put on parole, it would b~ logical to 

infer some conclusions from it. After looking at Table 6 a 

pattern emerges: Of those that will fail parole, the failure 

should be evident by the ninety-sixth month or eighth year. 

In the ninety-sixth month column, almost everyone who returns 

to Corrections because of a new crlme violation, parole 

violation, etc., will be in by then. The data extends only 

to nine and a half years. There is a hundred percent reci-

divisim of those that will return by that time. The rest 

will be sucessfully discharged from parole. The argument 

that inactive case files should be retained for recidivists 

fails to make sense after ten years. The standard was 

extended two extra years to provide for errors in the system. 

Standard 7.5 of the National Advisory Commission on Criminal 

Justice Standard and Goals (Page lO~ calls for criminal 

information on a serious crime (felony) to be purged ten 

years after discharge. It was the authors' decision to 

expand the standard despite the empirical evidence and the 

recommendation that called for ten years. 

Although Standard 18 of the SEARCH Group Technical 

Report No. 13, (Page Ill) calls for seven years for felony 

criminal iniormation and five years for misdemeanor convic-

tion information, the authors feel this criteria is too 

lenient. The inclusion of Standard 18 was useful to get an 

idea of the minimum lengths being considered nationally. With 

the number of inactive files kept relatively stable, it may be 
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advantageous to retain the files a few years longer. It will 

allow more time for the files 'to be used before they are 

sub j ect to a purge I'eview. The words "purge revi ew" means 

the files are evaluated for any value in the documents. The 

case file may have some research, historical or unique value 

useful to the agency. 

If no value can be found, the files are placed in the 

purge status to be destroyed shortly. Consulting with 

Corrections' personnel, we found that there is virtually no 

referrals to the inactive case files except by outside 

agencies. This is current practice that probably will not 

change in the future. Corrections' personnel at HSP rarely 

consult the inactive case file unless specifically motivated 

to do so. 

Eight years was selected for misdemeanor case files. 

The time is shorter because this is a far less serious crime. 

The rationale for eight years is Standard 7.5 (Page 105) , which 

calls for seven years. With the addition of one year, it will 

allow for the review to take place without any time con­

straints. The review will include all documents in the case 

file, and none will be excluded unless agreed upon in the 

purge review. 

Present Situation: The active and inactive case files 

at HSP, BPP and HYCF contain information useful to state 

agencies. After the 1920's, documents became more specific 

in purpose. This allowed for greater flexibility in circu­

lating information throughout the information system. With 
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this increase In specific documents, there was not a single 

document that contained all the vital information needed for 

research, historical or statistical purposes. The case files 

expanded without a central document containing vital informa­

tion. 

Recommendation: That a master document be instituted to 

contain vital information for adult and juvenile case files. 

It should be microfiled before the purge review. 

Reason: With a master card in the case file, one of the 

options can be used. The life span of microfilm is over 

fifty years. Thus, a permanent record can be made. Micro­

iilming, however, is an expensive process. It involves labor 

and equipment, as well as money. Once a case file is des­

troyed, there is· no record of the offender and information 

about him. A master document can easily be filmed and 

preserved. The information s~ored in it will be Type A data 

from the case film model. It should contain information 

especially from the case file front cover (Page 116) and the 

identification segment (Page 117) from the proposed case file 

for the ISC. 

There ''iill be a compact record of the vi tal statistics 

concerning the offender in a form that can be easily guarded. 

Mi~rofilming is allowed under HRS 92-31. It can be treated 

as documentary evidence in a court of law. State Archives 

handles the majority of filming tasks necessary for preserva­

tion.. It should be worth the costs of filming to retain 

offender information for research and offender demographic 
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purposes. Once the file is destroyed, the information cannot 

be recovered. 

Present Situation: HYCF inactive case files are placed 

in HSP for storage. A juvenile offender is discharged from 

HYCF when he reaches the age of majority. Therefore, HYCF 

may have some recidivists in their facility after discharge. 

The inactive case files remain at HSP with no policy concern­

ing them. The only feasible use for the inactive case files 

will be for adults entering Corrections who were previously 

juveniles at HYCF or for research value. 

Recommendation: That HYCF inactive case files stored at 

HSP be subject to a purge :,eview ten years after the juveniles 

have been discharged from HYCF. 

'Reason: There is very little use for juvenile inactive 

case files after the offender is discharged. A new offender 

entering Corrections should be subject to new screening 

processes and not treated according to events that occurred 

while he was a juvenile at HYCF. The use of outdated infor­

mation may negate any rehabilitative efforts being constructed 

for the first-time adult offender. There is no empirical data 

for HYCF discharges entering HSP. The SEARCH report calls fOT 

seven years; Standard 7.5 of the National Advisory Commission, 

for ten years. The reason ten years was selected for inactive 

case files is that some HYCF crimes are serious and some are 

not, and it is difficult to decide which file according to 

its crime will be retained and which will be purged. There 

may be recidivism for discharged juvenile parolees under the 
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age of majority. However, there is no data concerning this 

situation. For the purpose of this study, this itsm will be 
, 

considered negligible in comparison to discharges at the age 

of majority for juvenile offenders. The information vital 

to the agencies will be preserved and the files will be 

destroyed after the tenth year. 

Summary of Recommendations 

The records management policy will call for all four 

options to be used at different periods in the offender case 

file flow. All case files after the offender is discharged 

will have a recommended retention period as per the nature of 

the case file. When an offender or discharged offender 

(during the retention period) dies, his file will be subject 

to a purge revielv and appropriate action taken. The case 

file will have a master document for each offender when the 

file comes up for review. This master document will be 

microfilmed. If the other information is useless, it will be 

purged or the documents deleted after the recommended reten-

tion period. The authors recommend: 

1. The case files be stored on a chronological basis, 

the basis being the year the offender is discharged 

from DSSH. Alphabetical order should be maintained 

in each chronological unit. 

2. The adult offender's felony case files should be 

subject to a purge review twelve years after his 

discharge from DSSH. 
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3. The adult offender's misdemeanor case files should 

be subject to a purge review eight years after his 

discharge from DSSH. 

4. A master document should be instituted for adult 

and juvenile case files containing vital and most 

frequently used information. It should be micro­

filmed before destruction. 

5. HYCF case files should be subject to a purge review 

ten years after the juvenile's discharge. 

These are merely recommer.dations to assist the 

administrator in records management policy. If the offender 

re-enters Corrections before his review date, the purge 

review date will be invalidated and the process will start 

allover again. 
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Proposed Records Process 

The flow chart on Pages 98-99 shows the proposed records 

process for the information system, starting from its present 

status to the recommended treatment for each specific case 

file criteria. The diagram depicts the complexities of the 

file system and the possible options a file may have with the 

proposed procEss. 

Pags 96-97 are the proposed records policy incorporating 

the recommendations into procedures to be used by adminis-

trators in determining the status of their files. It is in 

proper relationship to State Archives procedures and forms. 

The references used to arrive at the policy are included in 

the study. 

These recommendations have been presented in condensed 

form to help administrators visualize these guidelines in 

proper perspective to the records oper9tions in Hawaii's 
• 

criminal justice system. 
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Proposed Records ~!anagement Policy Procedures for HSP, BPP & ISC 

Policy 

Evaluation of Inactive 
Case Files (Criteria) 

1. Case files where 
there is a potential 
lrovsuit. 

Destruction of Records 
(Criteria) 

1. 

2. 

3. 

Adult felony case files 
after 12 years 
discharge from DSSH. 

.~ult misdemeanor case 
files 8 years after 
discharge from DSSH. 

Juvenile case files 
10 years after 
discharge from DSSH. 

4. Death of offender. 

Reference! 

Standard 18 from SE;RCH 

Standard 7.S from the 
National Advisory Commission. , 
Cri.11inal Justice Infonllation 

System 

Empirical data from table 
# 6 , H.R.S. 94-3 

- 96 -

Procedures 

1. Put file in retentjnn 
period of two years. 

2. If there is no action 
the file should be 
evaluated. 

3. If it involves an 
offender's death 
it should be subj ect 
to purge renetV'. 
If not, then placed 
in fonner status. 

1. Prepare SA-2 form 
in triplicate. 

a. Total m.unber 
of case records 
to be destroyed. 

b. Explanation of 
the nature of 
the case records. 

2. Prepare SA -1 "Records 
Disposition Authori­
zationtl in triplicate. 

a. Secure Br&~ch 

signature. 



Microfilm master card 
from each case file 
prior to case file 
destruction 

H. R.S. "92-"31 
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b. Send SA-l and 2 to the 
Director for approval 
and fonvard to State 
Archives. 

3. \fuen approval is received 
from Archivist and Comptroller, 
destroy case files under 
supervision of an employee 
of the department. 
(see pages'S9-90 for examples 
of .l\S-l and 2) 

1. Remove master document from 
case file prior to destruc­
tion of case file. 

2. Prepare SA-l and 2 forms 
in triplicate requesting 
filming and action according 
to policy. 

3. Screened personnel to pro­
cess the documents 

4. The film is representative 
of the document in terms 
of clarity, etc. 

S. Destroy the master dccument. 

6. Master index be maintained 
on files destroyed and 
filmed. 



Active, Inact \e 
c. f., Pub 1 i c 

'-H-S-P-, -S...Jpi-..P-an-d---' Reco rd 

I' 

Acti~e Case rlles 
Publ i c. 
Records 

Public in­
spection of 
records as 

ISC storage 
~--~--!of c.f. and 

No Public 
Inspection 

~~-------1 of Active 
all owed in 

Offender 
is a cer­
tain age 

Active and 
Inactive 
Case Fil e 

records . 

Death of 
offender 

Inactive 
status 

Case Files 

Offender1s 
discharge fro 
;parole or Has there 
tim~ served been another 

~crime in time 
/" allowed? 

No 
Purged 
after sealed 

Yes c. f. react'l­
vated to 

If the 
ex-offender 
dies 

Purged 
after sealed 

Active 
status 

c.f.= case file 

Proposed Records Management Process for HSP, SPP and ISC 
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lawsuit is 
settled 

Is there 
another _ 
possible 
1 awsuit? 

Inactive 
status 

Purged 
after seale 

Proposed Records Management Process for HSP, BPP and ISC 
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Attention: State Archivist 

Hawaii 96813 

compliance with Section 94-3 Hawaii Revised Statutes, as amended, I hereby request 

otherwise dispose or the numbered record items listed below. 

o Continuous authorization to destroy 

o Authorization 

FORM NO. DESCR.IPT!O!'l R.ETENTION 

Record itenu Nos. ______________________________________________________________________________________________________________________________________ ~ 

• ____________________________________________________________________ Wl1l be preserved on microiilm in accordance with Section 92-31 Hawaii Revised Statutes. 

that Record items Nos. __________________________________________________________________ . ________________________ _ 

.~ ___________________________________________________________________________________________________________________ he ll~r.1ierred to the State Archives. 

AaENCY 

terrify that the records .., listed, unless exteptions are listed below, do not appear to be of sufficient value for leg:tl, administrative. or research purposes to warrant further pre,eTVa-

I_ .. r.;;;:;;-------------------------------- to be transferred to 

De.tr'uttion Or other disposal, with exceptions indica ted, 

o State Archives 

D ------------,A"'G"."'N"'C"y--,---------

D Continuous authorization 

o Authorization 

STATE ARCHIVIST 

Oote: _______________________ . __________________ ; 



p 
" .... 

-.-,-,_ .. ¥, 

.~ 

.... -

// 

SA-2 (Rev. 9/71) STATE OF HAWA~I 
RECORDS INVENrORY 

Agency Division or Bureau Sheet No. 

1. Description, Purpose and Use of Records 

2. Office that Originated Records (if different from above) .. 
3. Duplication Elsewhere in Content or Form (Distribution of Copies) 

4. Laws, Rules or Regulations De~ermining Use and Retention 
(include auditing requirements) 

5. Audit 6. Inclusive Dates _'_I Yes / - i Yes 
Federal 

, I No 
State 

/ I No 

From To. _____________ _ 

".:,*-- :-

~!.. 

Date of Inventory Name of Recorder 

7. Volume in Cubic Feet 

Office Other .• 

8. Rate of Accumulation (cu. ft. per year)-

9. Filing System 

10. Location(s} 

11. Frequency of Use (no. of referrals per mo.) 

mecommended Retention 

lvist r s Recommen~ation 

I-' 
o 
I-' 
I F 



~,: JI,_:;:.i;;;;;;.;:;.1 .. ;".1lIIl .. iiIM e i. .! ..... -HE .: 

. 
Prepare this form in trip,lieate and please use pencil. 

Fill in the top line first: 

Ti tle of agency 
Di vision or Bureau 
Number the 'sheets in the order filled out 
Da te of inV'entory 
Name of person mriking the inventor'J 

The -numbered boxes are for recording information about your r~cords as you make 
the inventory ... 

1. Description of Records: 

The unit of entr'J is a series of records. ~ series is a distinct group 
of records" They rela'te to a particular' subject or activity. 

For example: 

General Correspondence file of the agency head relating to the 
policies, administrative and operational actiVities, and 
procedures of the department. 

- RepoI La f:l""1'e;----

a. Case files on individual reports required by the 
Department of • 

b. Case files of reports required by other authorities. 

Project working papers: 

Background material j notes, rough drafts, interim and 
progress reports and related papers. 

The description of the records should give ip10rmation on: 

a. The pUrpOSE! for which the records were created and 
their relation to the activities of the office. 

b. Their relationship to other records - in other offices 
as well as your ovm. 

c. Any unusual and significant kind of copy. (Give the 
location of the record copy.) 

d. The nature or type of record -- correspondence, reports, 
press releases, abstracts, ledgers, maps, charts, etc. 
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e .. '~,h ~ subject matter of' the records. Hhat is their scope? 
~)O!';;;3 it 'cover all subj ects that are the concern of your 
'::.epartment? Is it restricted to one particular phase of 
yr"ur operation? 

f. Has the series ever been cut off at the end of a calendar 
or fiscal year, or a biennium? 

2. Office that Originated the Records: 

Did this form originate in, some other office and come to you? 

t-1a6 this series at one time maintained by al'lother office? Give 
name(s) and dates. 

3. Duplication, in form or content.... Is another copy of this form filed in 
another location? Is the information contained in this file obtainable 
elsewhere? 

4. Give citations for 16.\'15, rules, or regulations deten::rl.ning the ~ 
and r~tention. Include auditing l'equirements, and depar~ntal ruJ.es 
and regulations .. 

5" Audit: Are these records subj ect to audit by State, Federal or 'both? 

6. Inclusive dates of the series. 

7" Volume expressed in cubic feet. List office s,nd storage aoounta separately" 

NOTE: For purposes of this report, cubic feet may be calculated 
according to the follm'ling table of equi Yalents: 

Letter sized filing cabinets (full 'but 1I1orkable) - J:~ cu. ft .. 
per drawer 

Legal sized filing cabinets (full but ' .... orkable) - 2 eu ... ft • 
per drai'/er 

Tabulating cards -- 10,000 per cu. ft. 

3 x 5 filing cas"e (full but \·rorkable) - 1/10 cu ... ft. per 
12-inch drawer 

4 x 6 filing case (full but workable) -- 1/6 cu .. ft. per 
12-inch drawer 

5 x 8 filing case (full but workable) -- 1/4 cu. ft. per 
12-inch dra\>Jer 

r·iap cases and other outsized equipment - oubic measurelIlent 
of inside of containers 

Adjustments for partially filled cabinets should be made~ 
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8. Rate of Accumulation: Give the cubic feet created per year. 

9. Filing System: Is it chr<;>noJ..ogical, alphabetical, rrumerical, by sllbject, etc.,.'? 

10. Location: Give all physical locations of the records. 

11.. Frequency of Use: The number of times the series is referred to each month. 
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Criminal Justice System, National Advisory Commission on 
Criminal Justice Standards and Goals. (Green Cover) p. 105 -7. 

Standard 7.5 Completeness and Accuracy of Offender Data 

Agencies maintaining data or files on persons designated 

as offenders shall establish methods and procedures to insure 

the completeness and accuracy of data, including the following: 

1. Every item of information should be checked for 

accuracy and completeness before entry into the system. In 

no event should inaccurate, incomplete, unclear, or ambiguous 

data be entered into a criminal justice information system. 

Data is incomplete, und.ear, or ambiguous when it might mislead 

a reasonable person about the true nature of the information. 

2. A system of verification and audit should be 

instituted. Files must be designated to exclude ambiguous or 

incomplete data elements. Steps must be taken during the 

data acquisition process to verify all entries. Systematic 

audits must be conducted to insure that files have been 

regularly and accurately updated. Where files are found to be 

incomplete, all persons who have received misleading informa-

tion should be immediately notified. 

3. The following rules shall apply to purging these 

records: 

a. General file purging criteria. In addition to 

inaccurate, incomplete, misleading, unverified, and 

unverifiable items of information, information that, 

because of its age or for otter reasons, is likely to be 

an unreliable guide t\) the subj ect I s present atti tudes 
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or behavior should be purged from the system. Files 

shall be reviewed periodically. 

b. Purging by virtue of lapse of time. Every 

copy of criminal information concerning individuals 

convicted of a serious crime should be purged from active 

files 10 years after the date of release from super­

vision. In the case of less serious offenses the period 

should be 5 years. Information should be retained where 

the individual has been convicted of another criminal 

offense within the United States, where he is currently 

under indictment or the subject of an arrest warrant by 

a U. S. criminal agency. 

c. Use of purged information. Information that is 

purged but not returned or destroyed should be held in 

confidence and should not be made available for review or 

dissemination by an individual or agency except as 

(1) Where necessary for in-house custodial 

activities of recordkeeping agency of the regula­

tory responsibilities of the Security and Private 

Council (Chapter 8); 

(2) Where the information is to be used for 

statistical compilations or reserach studies- in 

which the individual's identity is not disclosed 

and from which it is not ascertainable; 

(3) Where the individual to whom the infor­

mation relates seeks to exercise rights of access 
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and review of files pertaining to him; 

(4) Where necessary to permit the adjudica­

tion of any claim by the individual to whom the 

information relates that it is misleading, 

inaccurate, or incomplete; or 

(5) Where a statute of a State necessitates 

inquiry into criminal offender record information 

beyond the 5 and 10 year limitations. 

When the information has been purged and the individual 

involved is subsequently wanted or arrested for a crime, such 

records should be reopened only for purposes of subsequent 

investigation, prosecution, ar.d disposition of the offense. 

If the arrest does not teTminate in conviction, the records 

shall be reclosed. If conviction does result, the records 

should remain open and available. 

Upon proper notice, a criminal justice agency should 

purge from its criminal Justice information system all infor­

mation about which a challenge has been upheld. Further, 

information should be purged by operation of statute, admin­

istrative regulation or ruling, or court decision, or where 

the information has been purged from the files of the state 

which originated the information. 
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Criminal Justice System, National Advisory Commission on 
Criminal Justice Standards and Goals. (Green cover) p. 128-3~ 

Standard S.5 Data Sensitivity Classification 

Places and things included in criminal justice 

information systems should be classified by criminal justice 

agencies in accordance with the following system: 

1. Highly Sensitive- places and things which require 

maximum special security provisions and particularized privacy 

protection. Items that should be included in this category 

include, for example: 

a. Criminal history record information accessed 

by using other than personal identifying 

characteristics, i.e., class access; 

b. Criminal justice information disclosing arrest 

information without conviction disseminated 

to criminal justice agencies; 

c. Criminal justice information marked as IIclosed", 

d. Computer, primary, and auxiliary storage 

devices and physical contents, perpheral 

hardware, and certain manual storage devices 

and physical contents; 

e. Security system and backup devices; and 

f. Intelligence files. 

g. Additional items that may be included in this 

category are: computer programs and system 

design; communication devices and networks; 
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criminal justice information disseminated to non-

criminal justice agencies; and research and 

analytical reports derived from identified indi­

vidual criminal justice information. 

2. Confidential- places and things which require a high 

degree of special security and privacy protection. 

Items that may be inclu·,· in this category for 

example, are: 

a. Criminal justice information on individuals 

disseminated to criminal justice agencies; 

b. Documentation concerning the system; 

and 

c. Research and analytical reports derived 

from criminal justice information on 

individuals. 

3. Restricted- places and things which require minimum 

special securi~y consistent with good security and 

privacy practices. Places that may be included in 

this category are, for example, area and spaces that 

house criminal justice information. 

Each criminal justice agency maintaining criminal 

justice information should establish procedures in 

order to implement a sensitivity classification 

system. The general guidelines for this purpose are: 

a. Places and things should be assigned the 

lowest classification consistent with their 

proper protection. 
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b. Appropriate utilization of classified places 

and things by qbalified users should he 

encouraged. 

c. Whenever the sensitivity of places or things 

diminishes or increases it should be re-

classified without delay. 

d. In the event that any place or thing previou~ly 

classified is no longer sensitive and no longer 

requires special security or privacy protection 

it should be declassified. 

e. The originator of the classification is wholly 

responsibl~ for reclassification and declassifi-

cation. 

f. Overclassification should be considered to be 

as dysfunctional as underclassification. It 

shall be the responsibili'~ ~i the Security and 

Privacy Council to assure that appropriate 

classification systems are implemented, main-

tained and complied \vith by criminal justice 

agencies, within a given State. 
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Standards for Security and privacy of Criminal Justice 
Information, p. 24-6, Te~hnica1 Report 13 (Gray cover) 
SEARCH Group: Inc. 

Standard 18. Sealing and Purging of Arrest Record Information 

and Criminal Record Information 

18.1 Each criminal justice agency should adopt procedures to 

insure that arrest record information and criminal record 

information are sealed or purged when required by federal or 

state statute, court order or court rule. In addition, such 

procedures should provide for the sealing or purging of­

Ca) arrest record information where the arrest is not 

followed by formal charges or ivhere prosecution is declined: 

(b) arrest record information where the individual is 

acqui tted or where .the arrest is not followed by a conviction 

within two years of the arrest or detention, if prosecution is 

not actively pending at the end of that period and if the 

individual is not a fugitive; 

(c) felony conviction records if the individual has been 

free of criminal involvement for a period of seven years 

following final release from confinement or supervision, unless 

the conviction record has been specifically exempted from 

sealing under federal or state statute; and misdemeanor 

conviction records if the individual has been free or criminal 

involvement for a period of five years following final release 

from confinement or supervision, unless the conviction record 

has been specifically exempted from sealing under federal or 

state statute. 
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18.2 Purging should be accomplished by the removal and 

destruction of all criminal justice information relating to 

the arrest, detention or charges. Sealing should be accom-

plished by some procedure that, as a minimum, removes the 

information from routinely available status requiring special 

procedures for access, 

18.3 Sealing and purging should be accomplished in automated 

systems at intervals as frequent as feasible, and, in systems 

in which the sealing and purging process is not automated, upon 

request for access to the information or upon receipt of a 

court order or other formal notice that sealing or purging is 

required. 

18.4 Sealed records should be permitted to be made available­

(a) for employment and appointment purposes as 

authorized by Standard~ 11 & 12; 

(b) for research, evaluative and statistical purposes; 

(c) for review by the individual for purposes of 

challenge or correction; 

(d) for audit purposes; 

(e) if the individual is subsequently arrested for an 

offense which is subject to imposition of a higher sentence 

under a federal or state statute providing for additional 

penalties for repeat or habitual offenders; 

(f) if subsequent criminal charges aTe filed against 

the individual; and 

(g) upon court order. 
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18.5 Criminal justice agencies should maintain indexes of 

sealed records to facilitate access to the records for the 

purposes set out above. Access to such an index should .)e 

limited to authorized officials and employees of criminal 

justice agencies who need access for one of the purposes 

enumerated. 
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Section 7 
Model Case Fil~ Proposal 

The following model is the result of a recent Peat, 

Marwick and Mitchell study involving the formulation of a 

case file format being recommended for the new Intake 

Services Center under the Correctional Master Plan. The 

data segments in the model are comprehensive and extremely 

detailed. 

In examining the case file model, consider the offender 

case file selections. The first option is to select the 

different segments that represent concentration of informa~ 

tion in which single documents provide extensive, intensive 

or diversified information in a concentrated form. This has 

been proposed in Section Six, Recommendations, which calls 

for a master document to be maintained in the case file. 

The second opt.ion is to select a limited number of documents 

that are illustrative of the case file as well as adequate 

in explaining the event under investigation. In the pre­

ceeding section, part of the proposal called for a master 

document which contains information requirements from this 

model. This has fullfilled the two options listed here. 

The authors feel record management policy will be 

pertinent to the proposed ISC case file. Its structure is 

based on similar lines as the past and present case files. 

With the advent of computer coded information, information 

retrieval and storage will be greatly facilitated. This 

will accentuate the Correctional Master -Plan. 
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Type A data is information which is readily available to all 

agencies who deal with the individual and should accompany the 

individual to each agency such data may consist of: 

a. Front cover 

b. Identification data segment 

c. Summary record of offenses and dispositions 

d. Summary lead pages from data segments as required 

Type B data is detailed information which serves as a basis 

for evaluation, analysis, and recommendation. 

a. Personal background 

b. Education and employment 

c. Health report 

d. Treatment history 

e. Chronology 

f. Miscellaneous 

Type C data is information and reports which should be 

reviewed only by authorized persons or authorized agencies. 

a. Health reports 

b. Treatment history 

c. Legal documents 

d. Evaluations and recommendations 
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CASE FILE FRONT COVER 

The front cover of the case folder will contain data which is 

most frequently extracted from the file. 

a. Name 

b. Identification number 

c. Current contract information: phone number, address, 

re1ative"s phone number 

d. Attorney and phone number 

e. Counselor assigned by stage of processing 

f. Currently military (yes or no) 

g. Present offense, plea, and custody status (ROR, 

released with supervision, etc.) 

h. Amount of bail 

i. Court data, time, purpose, judge 

j. Due dates for release from incarceration/parole 

hearing, etc. 

k. 

1. 

m. 

Date paroled/probation, etc. 

Control classification, type of prisoner 

Taking medication or under psychiatric care 
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IDENTIFICATION SEGMENT 

This segment will contain all types of data ''lhich ,.,rill help to 

identify the individual. 

a. Name and aliases 

b. Date and place of bir~h 

c. Photograph (s) 

d. Fingerprints 

e. Height and weight 

f. Complexion 

g. Eyes and hair color 

h. Scars and tattoos 

1.. Pos ture 

j. Manner of speech and tone of voice 

k. Physical proportions 

1. Identification numbers: A-number., Social Security 

number 

m. Address(es) and telephone numbers 

n. Marital status 

o. Citizenship 

p. Attorney 
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RECORD OF OFFENSES SEGMENT 

Information about each offense the individual has been charged 

with will be in this segment. 

General 

a. Criminal, juvenile, traffic (traffic cases 
only) ~STRACTS (local and mainland) 

b. FBI report 

c. Trial and sentence data 

d. Date, place, offense and disposition 

e. Failures to appear 

f. Violence involved: weapons, etc. 

g. Number of arrests (juvenile, adult) 

h. Number of convictions 

i. Age at first arrest, first incarceration 

j. Number of commitments: length, facility 

Specific • 

a. Pleas, verdicts- dates of each 

b. Counts, period covered, nature, dates and 
places 

c. Property damage/monetary loss/defendants 
profit/restitution possible 

d. Aggrevating/extenuating circumstances 

e. Defendant's version of offense (statement) 

f. How charged; indictment, arrest, etc. 

g. Original charges/final charges 

h. How convicted: plea, trial- date of case 
dispostion 



:'··.f~·· 
,; 

--•" .... 
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i. Judge 

j. Attorney (court appointed or self-retained) 

k. Amount of bail, reductions, cash or bondsman 

1. Co-defendants and disposition 

m. Copy of HPD report 
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PERSONAL BACKGROUND AND STATUS SEGMENT 

During fact finding, it was determined that the large amount 

of data proposed for this segment is often not extensively 

used. This segment is divided into eight sub-segments; 

information for each is identified below: 

Family 

a. Standard of living 

b. Early developmental influences- physical/ 

emotional 

c. Attitudes of father/mother, etc., in formative 

years- discipline, affection, rejection, etc. 

d. By whom reared, corporal punishment 

e. Age left home, reason (s), truancy- number, age 

ranges, comments 

f. Relationship of parents, siblings, et al. 

g. Family cohesiveness- marriage intact, foster 

home/institutional placements 

h. Relatives/friends with whom defendant is close; 

relationship with family: mother, father, 

siblings 

i. Emotional disorders, diseases, criminal back­

grounds (parents, siblings) 

Marital 

a. Father/Mother: name, age, date of birth, place 

of birth, ethnic background, extent of educa-
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tion, address, phone number, employment, 

retired, present/last employer, nature of 

work/number of years 

Home 

a. Father/Mether for each (indicate if current): 

1. date of marriage (s), age at time, age 

of spouse at marriage, outcomes, dates 

2. any children- ages (dates of births)-

which marriage, current custody, indo 

support, etc. 

3. attitude towards spouse/children and 

vise versa 

4. problems in marriage- brief description 

of marriage 

5. any criminal background- spouse, children 

6 . social agency interest in family 

Neighborhood 

a. Des crib e current residence in full/ other occupants 

b. Type of neighborhood, influences in community 

c. Attitude toward home/neighborhood 

d. How long there- past residences . 

e. Prior home/neighborhood which have had an 

influence 

Religion 

a. Affiliation 

b. Frequency of attendance 

c. Pastor- name/church 
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d. What has church meant to defendant 

Interests 

a. Sports, hobbies, creative work, or.~anizations-

what he likes to do 

b. Talents and accomplishments 

c. Associates (family, etc.) 

Personality 

a. Characteristics- observed, given by family, etc. 

b. Atti tude about himself and others (family, et al.) 

et al.) 

c. Social adjustment in genersl 

Financial 

Other 

a. Contracts with welfare, unemployment, or 

welfare agencies 

b. Means of subsistence during unemployment 

c. Assets/liabilities- general- current BOP: 

required monthly payments including child 

support 

d. Standard of living 

e. Income sources - amounts 

a. Personal references (name, address, phone 

number, years known, position) .. 
b. Responses to questioning: 

1. 

2. 

What is your health? 

Would you like to see a psychiatrist/ 

psychologist- if yes, for what problem? 
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c. Individual's brief description of childhood, 

especially anything that was unusual, etc. 

d. What people influenced him: positively/ 

negatively- how significant. 

e. What are his values? 
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EDUCATION, VOCATION AND EMPLOYMENT SEGMENT 

This segment will contain valuable information for use in 

planning reintegration of the individual into the community. 

Education 

a. Highest grade achieved, date 

b. Age left school- reasons 

c. Schools attended, dates, location (state) 

d. School adjustment (conduct, truancy, grades 

repeated, problems, attendance, academic 

behavioral) 

e. Ability to read/write 

f. Type of test given, test explanation, results, 

date 

Vacation 

a. Type of schoel, dates, results 

b. Occupational skills and interests (if 

unemployable, note) 

c. Knowledge, abilities 

Attitudes 

a. Towa~ds past and future, employment, military, 

learning to read/\vri te, etc. 

Employment (including military) 

a. Dates, nature of work, earnings, reason for 

leaving, supervisor, employer, gross pay, job 

performances 

b. Employer evaluations 
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III .... ... 

c. Branch of service, serial number, rank, type of 

discharge 

d. Disciplinary actions: military, late for work, 

e. 

f. 

truancy, etc. 

If presently employed, details/comments 

Job possibilities 
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TREATMENT HISTORY SEGMENT 

This segment will contain all information about the offender 1 s 

behavior after arr8st. The type of data to be included are: 

a. Institutional history: dates, report of adjustment, 

present status 

b. Parole history: dates, adjustment, outcome, viola-

tions 

c. Rehabilitation progress entered 

d. Recori of bailor ROR jumping 

e. Progress to\.,rards meeting prescribed "correctional 

plant! and how well implemented by institution/ 

outside agencies (refer to Education segment) 

f. Conduct evaluations/reactions to circumstances 

g. Activ1ties while incarcerated: 

1. Leisure activities 

2. Outstanding achievements 

3. Rule infractions/misconduct reports 

4 . Behavior patterns observed 

5. Current outstanding problems 

6. Visitors/correspondence 

h. Escape history 

i. Number of counselor contacts: 

1. Pre-trial 

2. Pre-sentence 

3. Post-sentence 

4. Post-exit 
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j. Referrals to other agencies (CRSB, John Howard, 

etc. ) 

k. Supervision reports 
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HEALTH SEGMENT 

This segment would contain all information provided by medical 

doctors, psychiatrists and psychologists, relating to the 

individual's mental, emotional and physical status and needs. 

Specific data elements in this segment should include: 

a. General physical condition 

b. General health problems 

c. Defendants estimate of health 

d. Use of narcotics, barbituates, marijuana, et al., 

alcohol 

e. Surgical history, serious injuries 

f. Current medications 

g. Under nourishment/obesity 

h. Disabilities 

i. Psychological and Psychiatric: rioting, dates, 

examiner, ,yhy referred~ complete history 

j. Awareness of emotional problems, what has been done­

does anything need to be done 

k. Mental, emotional, physical status and needs 
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PROGRA\1 PLANS, EVALUATIONS, RECOMlvIENDATIONS AND SUMMARIES 

In this segment, a copy of every report prepared about the 

individual will be kept. The types of information for this 

segment would include: 

a. Classifications decisions- re: pre-senten~e report 

b. Summary: total personality/history 

pcint out strengths h,eaknesses 

ascertain needs- vice versa resources 
available/feasible 

prognostic tendency to recidivage, evaluate 
con,:ensus of defendant and communi ty 

describe/analyze circumstances attending 
commission of crime 

c. Attitude/interest in improving employability!to\lfards 

education- educational wants and needs. 

d. Pastor, teachers, employer and family/spouse 

impression/evaluation- what caused failures 

e. Counselors evaluation of defendants intelligence 

level in social/operational functions, personality, 

problems and needs, potential for growth 

f. Analysis of factors contributing to present office/ 

prior convictions (may be different) 

g. Help needed by defendant to re'olve difficulties 

h. Recommendations of action and support (reason) for 

recommendation (sentencing alternatives for P.S. 

report) (diagnostic team) 

i. Suggested plan- include role of: parents, pastor, 
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spouse (probation, sentence, etc.) education, 

employment 

j. Threat to public 

k. Nature of response to earlier correctional program-

ming 

1. Personal stability/responsibility 

m. Deficiencies: education) vocational, emotional, etc. 

n. Psychological characteristics that determine 

offenders perceptions 

o. Custodial evaluation: behavior while incarcerated, 

prognosis of future adjustment 

p. Social evaluation: strengths and weaknesses 

q. In community evaluation 

r. Reactions and adjustments, relevant personality 

changes, current functioning ability 

s. Prognosis of future behavior- probable success on 

parole 

t. Plan if pre-trial release: residence, employment, 

etc . 
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source of information for the State in its efforts to help 

rehabilitate the offender. In addition, they provide a 

record of the offender's stay in the criminal justice system. 

The offender may use these documents to gain some insight into 

his behavior and the effectiveness of the rehabilitative 

program. The recommended mast~r document will serve to 

accumulate un~que and important information concerning the 

offender. With its praservation, vital statistics may be 

used for research purposes. It would also help the department 

in the planning of better offender programs and treatment. 

The future Intake Services Center is part of the 

Correctional Master Plan and will take over records duties 

from HSP. The reason for the lack of in-depth study is 

simply the fact that the ISC has not been fully implemented 

into the criminal justice system. Any policy recommendations 

would be speculation without tangible references to the ISC. 

The problem of computerized files and information 

retrieval was discussed earlier without any recommendations; 

and this study is primarily concerned with manual case files. 

The computer fil~s, however, ,viII be an integral l!~rt of the 

ISC. They are now in planning stages and will probab ly not be 

implemented until the new ISC is established. The rationale 

for the treatment of the ISC will have to serve for the 

computer files, for their electronic retrieval and for their 

dissemination. Any restraints or policy recommendations for 

both subjects may be more harmful than beneficial. The 

situation for the ISC and computer files will be resolved 
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before the implementation of the Intake Services Center. 

This study is the first devoted to criminal records 

management in Hawaii. In the past, it has been an area 

neglected because of limitations in time and standards. It 

is hoped this study will serve to aid present records manage­

ment policy and the formulation of future records management 

policies in the Intake Services Center. The under1y in5 fact 

in records management policy is that government has only a 

limited amount of funds for the preservation of its docu­

mentary resources. Whether it be for storage of manual files, 

microfilming or computerized files, these funds must be 

applied judiciously for the preservation of the most important 

resources. 
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CHRONOLOGY OF EVENTS SEGMENT 

This segment will contain a summary of all events which 

transpire after arrest. This segment might include: 

a. Record of custody; in and out dates and reasons 

b. Chronology of all reports and evaluations prepared 

c. Counselor assignment and changes 

LEGAL DOCUMENTS SEGMENT 

This segment will contain all legal documents \vhich pertain to 

the individual. 

a. Arrest Report 

b. Pre-trail/pre-sentence reports 

c. ROR recommendations 

d. Court record of preceedings 

e. Mittimus 

f. Orders fixing bail, minimum term and final discharge 

g. Parole Board actions 

MISCELLANEOUS DATA SEGMENT 

Any corresponsdence or information about the individual which 

does not logically fit into one of the above segments will be 

placed in this segment. This could include all post exit 

follow-up information, correspondence, and summary data (i.e., 

number of arrests, infractions). 
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Aften'ford 

The proposed records policies should not be considered 

general principles in criminal records management. These 

recommendations cannot be reduced to exact standards. It is 

hoped these recommended standards will be applied with rnodera-

tion and common sense. Safeguards have been set up to 

preserve the vital information before the file ~s destroyed. 

The uncertainty of each case file status prompted the 

selection of a "purge review" instead of outright case file 

destruction. In addition, a recommended retention period 

holds the information in a sealed period before deciding on 

possible alternatives concerning the inactive case files. 

As stated previously, records management policy cannot 

be made exact or precise. Neither should it be based on 

intuition or arbitrary suppositions of value. Analysis is the 

essence of records management. Therefore, record policies 

should be based on a thorough examination of the documents in 

the case file. The evaluator should try to relate the case 

files to other records to understand their significance as 

evidence or organization and operations. There should not be 

complete consistency in judging files and retention periods. 

Informational values change over time. The f.~ure may call 

for different information requirements and radically new 

policies of records retention and management. 

Offender case files are a unique combination of 

documents. They are in a form that makes them valuable as a 
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