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‘FOREWORD :

This request for Technical Assistance was made by the Charleston,
West Virgiria, Police Department. The requested assistance was
concerned with reviewing the existing criminal records system of the
Department and providing appropriate recommendations for improvement.

Requestip@;Agency Chiarleston Police Department,
Chief John Baiies

State Planning Agency: Governor's Committee on Crime,
Delinguency, and Correction,
Mr. Mike Minsker

Approving Agency: LEAA Region III (Philadelphia),
Mr. Edwin S. Schriver,
Police Specialist
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1. INTRODUCTION

Charleston, the capitol of Nest‘V1rg1n1a, is.located at the
intersection of U.S. Routes 64 and 77, aiong the Kanawha River. The
Police Department is staffed by 174 sworn officers and 25 civilian
employees and serves an estimated 65,250 persons who live in 28.7
square miles. The Police Department is divided into major fumnctional
sections befitting a department of this size. The city has no jail;
all prisoners are incarcerated in the County Jail operated by the County
Sheriff. Seven staff members operate the Records Division, which is
only open from 8:00 a.m. to 5:00 p.m., Meinday through Friday. The Mira-
code System is used to microfilm clder records. Tabulation procedures
for Part I and II Crimes were overhauled in November 1975 when a
51gn1fxcant increase in reported srime wis recognized. Based oa pro-
Ject1ng Part I crimes for November and December 1975 and Jamuary 1976,
the total 1976 Part I Crimes will be approximately 6,800. The Crime
Index per 100,000 population would thus be approx1mately 10,400. During
1975, the Department‘made 6,477 arrests and responded to 30,052 calls
for service.

Analyses conducted in the study amd resultaint coriclusions and
recommendations are based on interviews with Department personnel,
observatioas of recordkeeping procedures, review of work documents and
forms, examinaticn of statistical reports, and a review of records
currently maintained by the Department:.

Persons interviewed included the following:

e Chief of Police John Bailes, Charleston
Police Department.

o Lt. A. V. McGinris, Charleston Police
Department.

o Lt. Ken Settle, Charleston Police Department.

e Lt. H. M. Summerfield, Charleston Police
Department.

® Sergeant Sidney Frye, Charleston Police
Department.

s Sergeant J. E. Shepard, Charleston Police
‘o Department.

e Platrolwoman Rita Douglas, Charleston Police
Department.

e Patrolinan Carl Bendsr, Charleston Police
Department.
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e Ms. Virginia Richardson, .Secretary,
Charleston Police Department.

e Ms. Frances Carson, Clerk, Ciarleston
Police Department.

Data collected and reviewed by the Consultant included tha
following:

e Charleston Police Department Table of
Or;;anization.

e Charleston Police Department: Personnel
Complement Report.

e Uniform Crime Repert Statistics, 1975.

s Charleston Police Department records, report
forms, and indices.
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2. UNDERST OF PROBLEM

The Chief of Police realized that the Department's recordkeeping
system was not providing essential information most efficiently and
that the system was fragmented among the Patrol, Traffic, Juvenile,
Detective, Identification, and Records Divisions. The present pro-
cedures had not been reviewed and/or analyzed overall for many years;
report forms were merely developed as specific needs arcse. As a
result of the Chief's awareness of Department recordkeeping problems,
he requested techmical assistance in moderrizing the records system
to bring it to a level of efficiency appropriate and necessary for
effective Department operatiom.



3. ANALYSIS OF THE PROBLEM

The Charleston Police Department records system is characterized
by a basic filing system for offenses and related incidents, which is
divided into 84 separate categories and cross-referenced to a Master
Name File. The system is fragmented among several different Department.
entities, each prOV1dxng a measure of custody and processing for those
records pertaining to a particular function. Details of the system are
outlined below. '

e Dispatch Card -- Each time a radio unit is’

assigned a call, the dispatcher completes a
Dispatch Card. This card, modeled after an

IBM data processing card, contains space for
entering the location, detalls, and disposition
("Citation," "Report," "Arrest") of the call

and space for stamping time received, dispatched,
arrived, and completed. The cards are serially
ﬂumbered but because two dispatchers are
frequently needed, no serious attempt is made

to maintain a sequentlal usage. Completed

cards are submitted daily to Research and Planning
.Division personnel who code the type and zone of
call for entry into the city computer by non-
police data processing personnel. This data is
subsequently used to make computer-assisted man-
power usage and beat design studies. The dis-
position portion of the card is not used as an
audit control to assure receipt of reports resulting
from calls. The caxrds are stored to provide an
gctivity record in case of inquiry. The Department
also continuously tapes radio and telephone messages
received and sent by the Communications Office.

~ Comment -~ The Dispatch Card serﬁes
its basic purpose well,

e Da11y Bulletin -~ The Daily Bulletin is a selective listing
of offenses and other incidents prepared by the Records
Division secretary for general distribution. A curreat
115t1ng of stolen vehicles is included. A permanent copy
is filed in the Records Division; present plans call for
microfilining after two years on file.

- Comment -~ This report would be of more value
if the identifying file number was included
with each entry. Permanent filing and/or
microfilming of this report serves little
purpose except to overload the files.. The
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true value of the report is in its
prompt publication to serve as a
newsletter of current events. Over
the longer period, sources (e.g.,
mas¢er files, cross-1nd1ces) are
readily available. It is, therefore,
recommended that the Bulletin be kept
on file for no more than one year,
then destroyed.

Complaint Report -- The Complaint Report is used to.
report most crimes and noncriminal police incidents.
Complaint Reports are handwritten by the reporting
officers and forwarded to the Criminal Investigation
Division (CID) for investigstor review. The CID
lieutenant or sergeant then assigns cases to particular
investigators. The assigned investigator places his

name on the perciled report and the report is then typed
by Records Division personnel. A log or ledger of
assigned cases is not maintained. Copies are distributed
to the CID lieutenant and Juvenile, Tactical, and
Research and Planning Divisions. Only the criginal
report is assigned a sequential "file number'' based on
the type of incident (84 separate and distinct categories)
and filed by that numbers in the Records Division. Index
cards for the victim (and suspect) are prepared and filed
alphabetically to provide a cross-reference. At no
stage is the Complaint Report subject to content approval
by a supervisor. A special report form is used for
reporting missing persons, processing is the same as for
the Complaint Report. The theft, recovery, and/or

impound of motor vehicles is also reported on the Complaint

Report; processing is the same. If a vehicle incident
involves an impound, a "Tow<In Report" is also prepared.
This 3- by 6-inch report is divided into two sectioms;
each section contains the same information: One half
accompanies the vehicle and the other half is forwarded
to the Records Division, where it is filed by date of
impound. A special report is used for reporting stolen
bicycles. A single copy of this 3 1/2- by 5-inch form is
prepared and forwarded to the Juvenile Division, where it
is filed by date. No index cards arve made for cross-
reference, and the report is not numbered.

- Comment -- The adoption of an Incident Ledger
would more. effectively prOV1de for a centralized
agency record of all reported field incidents.
This ledger should be maintained by Records
Division personnel, not CID personnel. Original
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reports should be forwarded directly

to the Records Division for logging.

All copies should be serially numbered

before transmitted to investigative
perscnnel. This procedure ensures the

basic integrity of the reporting system. -

A unit other than Invest1gat1ons should

be responsible for rece1v1ng and

officially recording all crimes and

related incidents. Assignment of specific
investigators to specific reports could be
accomplished through use of the CID report
copy. In addition, an assignment ledger

should be maintained in the Criminal Inves-
tigation Division. The use of a single
Complaint Report form for reporting most
field incidents is not satisfactory. Because
of the different types of information that

must be reported for different types of
incidents, specific forms should be adopted

at least for the broad categories of

offenses, vehicle incidents, and miscellaneous
noncriminal incidents. (Report exemplars are
contained in Appendix B.) The processing of
these reports should be all the same. With
the adoption of this recommendation, the
present Missing Person, Tow-In, and Stolen
Bicycle Reports could be abolished. In
particular, the present stolen Bicycle Report
fails completely to serve as an official
record of a theft that might amount to several
hundreds of dollars. There is no sound basis
for not prQV1dlng complete reporting, processing,
and investigation of bicycle thefts just as with
other thefts. The subdivision of reports into
84 separate categories is umnegessary and is
conducive to coding and filing erslirs. Prompt
retrieval of a particular report is not
enhanced; in fact, finding a misfiled report

is extremely time-consuming. Moreover, short
of an extensive and lengthly audit, it is
impossible to determine whether or not there
ars reports missing from the files. It is,
therefore, recommended that a simplified numbering
and filing system be adopted. Furthermore, a
particular index card in the Master Name File
should be used for multiple entries concerning
a particular individual. This would reduce the
the volume of index cards going into the system
and would provide the complete local history of
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an individual on one card. The entry of
suspects' names in this file is inappropriate.
Officers define suspects differently; entry
of such judgmental factors may result in
embarrassment.to the Department. The informa-
tion only adds volume to the files, Ifa
person is wanted, the Daily Bulletin could’

be used to publicize the fact; if a warrant
has bren issued, warrant files would contzin
the 1n£brmat10n, or if the suspect is
arrested, arrest files would contain the
1nformat10n. It is, therefore, recommended
that the practice of entering suspects' names
in the Master Name File be abolished. ‘It is
also recommended that all reports prepwred by
field personnel be subject to a superuisory
approval before being processed.

Activity Report -- The Activity'Reporﬁ'is intended to
serve as a followup or supplemental #eport. In practice,
it is frequently (but erroneously) used as a Compla1nt
Report. When used for its intended purpose, it is
attached to the corresponding Complaint Report in the
file.

- Comment -- The practice of using this form
as a Complaint Report should be discontinued.
The report is not designed for such usage
and its use in this manner serves to imsert
a measure of confusion in the report processing
procedure.

Traffic Accident Report -- The Traffic Accident Report is
prepared in duplicate: One copy is forwarded to the State;
one copy is filed for one month in the Accident Records
Unit of the Traffic Division, by date in ar "Active File."
After one month, the report is refiled by date, by location.
Index cards are prepared for drivers, involved pedestrians,
and persons killed. These cards are filed alphabetically
as a cross-reference to the reports. No index cards ars
made for injured persons. Another index card is made and
filed by location as secondary cross-reference. Reports
are not numbered. A distinct one-page report is made for
private property accidents. Only one copy is prepared.

The report is filed in an Active File by date for one
month then permanently filed by date, by location separ-
ately from public property accident reports. For filing
purposes, private property accidents are divided into two
categories: Hit-and-run and nonhit-and-run. Hit-and-run
incidents are indexed in the same manner as other traffic
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accidents. Nonhit-and-run, private property
accidents are not indexed. In addition to other
traffic accident xeports, a special two-page report
is prepared for acc1dents involving a police vehicle.

- Comment -- The Charleston Police Department

Tecords system would be more efficient if
it was centralized. The centralization of
all reports would provide better service

_ to the public and Department personnel and

- would make better use of clerical personnel
assigned to records tasks. The Trafflc
Accident Reports should be processed,

numbered, and filed in the same manner and

" in the same files as offense and other

peiice incident reports. Index cards should
be prepared for all injured persoms. To '
simplify processing, private property accidernt
reports should be processed in the same
mannér and filed in the same files with other
accident reports. Hit-and-rum accidents, '
regardless of where they occur, should be
reported on the regular State Traffic Accident
Report. The speciali report for police vehicle
accidents appears to be unnecessary; the only
apparent purpese is te notify the City Manager.
The information contained in this special -
report is either in the standard report ox
could be added very easily. Abolishment of
-this report would reduce the amount of report
writing necessary by field persomnel and
weuld lessen the volume of reports that requirs
f£iling. It is recommended that zn additional
copy of the standard report be prepared and
forwarded to the City Manager for incidents
involving police vehicles.

e Property Ledger -- All items of property accepted into
Department custody are entered in a Property Ledger main-
tained by the Criminal Investigation Division. Each item
of property is marked with a Property Tag, however no
number is assigned from the ledger. '

~ Comment -- 1t is recommended that a new
Property Report be adopted for reporting
property receipts. Unless a file¢ number
has already been obtained for other related
reports, a file number should be obtained
as for other reports. This number should be
entered in the Property Ledger and on the
Property Tag.

R-76-129
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Arrest Report - Adult -- The Department does not

use a true "Arrest Report" for aduits, although

on occasion an Activity Repor: containing arrest
details is made and attached to a related Complalnt

"~ Repert.. When an arrest is made, the arrestee is
brought to the Patrol Division Office for proces-
sing. A 4 1/2- by 6-inch prenumbered '"Recerd of
Arrest' card is campleted by the arresting officer.
The number f£rom the Record of Arrest card is used
for identification and entered in the Arrest Ledger.
The arrestee is photographed and fingerprinted
{except drunk arrests) and an Arrest Folder Sheet
that bears the Arrest Number is completed. The
Arrest Folder Sheet is an identification form that
provides for recording general identifying informa-
tion plus scars, ‘tattoes, deformities, and the like.
The paperwork is forwarded with the prisoner to-

court for commitment., After commitment in the

- Sheriff's Jail, the Record of Arrest is kept by the
court pending trial. The case is entered in the
Court Docket Book using the number from the Record
of Arrest. After the case has been disposed, the
disposition is entered on the Record of Arrest card,
which is forwarded to the Records Division for alpha—
betical filing in an Axrest File. After the
priscner has been committed, the Arrest Folder Sheet,
fingerprint cards, and photcgraphs are forwarded to
the Identification Division for processing. The
processing consists of preparing two identical blue
3- by 5-inch index cards, a 4- by 6-inch photograph
card, and an 8 1/2- by ll-inch Bureau of Identifica:-
tion Report. This report essentially duplicates the
information contained jn the Arrest Folder Sheet. A
file folder is prepared wherein most of the paperwork
is filed by the Arrest Number, and maintained in the
Identification Division. Fingerprints are classified
and filed separately by classification. Photographs
are attached to the 4- by 6-inch photograph card and
filed by Axrest Number in the Identification Divisiom.
The two blue index cards are filed: One copy aipha-
betically as a cross-reference to the ¢oncernsd fiie
folder and one by type of crime. This index file is
subdivided into approxxmataly 16 different generax
categories of crimes. These files are used primarily
by criminal inves%igators;

- Comment -- Despite the many varied forms
_generated by an adult arrest, mong provide

for the effective recording of the actual

details of the arrest, statements of the
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- arrestee, or okher matters that might
be the subject ¢£f courtroon tesiimony.
The procedure #s invelved and fragmented.
It is recommended that the propase&
report forms and relateg prccenurea,be S .
adopted for thia reporting and processing T s
of arrests. ‘This proposed system Juggests :
the estabiishient of a detailed arrs
report; a single Arrest Package, f11ed
alphabetically that would contain the
arrest papers of all arrests involving a
particular individual; and the entrance
vf all arrest data pertaining to a partigu-
lar individuai on one Master Name card used
for recording victims of offenses, traffic
accidents, and so on. By use of this systenm,
all related information would bz available
in one file lecation and a simgle cross- v E
reference card would provideg access te all =
arrest information. The 4 1/2- by 6-inch
Record of Arrest should also be filed in
the Arrest Package. The value of having all
paperwork accompany the arrestee through
the commitment process is subjact to question.
The Arrest Foldyr Sheet, fingerprint cards,
photographs, and the like should be fcrwarded
d1rect1y to the Records Divisiem for proces-
sing. The Records Divisien should maintain
arrest papers. This would further centraizgz -
Deparfiment records. Fingerprint cards, of
courss, should then be returnied to the Records
Pivision for inclusior in the related Arrest
Package. Tiie Burcau of Identification Report
should be abolished since it duplicates the
Arrest Folder Sheet. Adoption of this
recommended system would also negate the
necessity of preparing two blue index cards
4nd the 4- by 6-inch photograph card.

® Arrest Report - Juvenile -~ The Juvenile Bureau Blotter
form serves as an arrest report for juveniles. When a
juvenile is arrested, the arresting officer completes the
Blotter form, which resembles a true arrest report. The
form is forwarded to the Juvenile Division. If the case
will be referred to the Juvenile Court, the next unused
File Number is assigned tc the case and a Juvenile Case
History report is prepared. The Case History form provides
for information about the arrestee's school, family, and
the like. The yeports are filed by the Flle Number, and an

R-76-129
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index card is prepared and filed alphabetically as a
cross-reference. Reports and files are kept in the
Juvenile Division until the subject reaches his
eigliteenth blrthday. At that time, the juvenile
arrest package is microfilmed. If the case is informal
{not to be referred to court), the Juvenile Bureau
Blotter report is filed alphabetically until the
subject reaches his eighteenth birthday, then micro-
filmed.

- Comment -- The maintenance of juvenile
Tecords separate from the Records Division
is another instance of fragmented records
that serves to make the overall system
less efficient than desirable. The need
for using a separate arrest report and
maintaining separate files for juveniies
is well understood. However, the same
arrest report recommended for adults, with
minor modifications, should be used for
juveniles, Separate records files should
be maintained, but in the Records Division
along with other records. Furthermore, all
juvenile arrests should be entered in the
recommended Arrest Ledger and assigned an
1dent1fy1ng number, regardless of whether
the arrest is formal or informal. Both
formal and informal reports should be filed
in the same manner recormended for adult
arrest reports: A single arrest package
that contains papers relat1ng to all arrests.
The index card should be discontinued and
the Master Name File should be used. The
microfilming of juvenile arrest information
at age 18 unnecessarjily deprives investigators
of an information source. All records, other
than those a court has ordered sealed or
expunged, should be maintained in the same
manner for the same time period as for adult
arrest records.

e Field Interrogation Report -- This 3- by 5-inch single-
copy report is used to record interviews with persons in
the field for whom an arrest caanot be made but possible
future identification might be necessary. Space for the
person's height and weight are not included in the general
identifying information provided for on the report. When
forwarded to the Records Division, the Field Interrogation
Report is filed in a separate alphabetical file. An index
card is made and filed alphabetically among the Arrest Cards.

R~76-129
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- Comment -- The Field Interview Report
shown in Appendix B should be adopted
as a replacement for the present form;
the recommended form provides more
completely for inclusion of necessary
and appropriate information. Two copies
should be completed: One filed alpha-
betically, the other by location of
interview. This would be a more func-
tional use of 2 second copy than inclusion
among Arrest Cards. As previously recom-
mended, Arrest Cards should be filed in
the Arrest Packages and arrest information
added to the single Master Name index cuvd.

Traffic Citation -- The Department uses four copies of
the Uniform Traffic Citation: One copy is retained by
the officer, a hard copy is given to the violator, and
two copies are forwarded to the court. The Patrol
Division desk officer daily types a 24-hour' listing of
citations issued. The listing is forwarded to the
Criminal Investigation Division for preparation of a
monthly report that lists the number of citations issued
for various violations. In addition, the Patrol Division
desk officer prepares a prenumbered, 4 1/2- by 6-inch,
yellow Record of Arrest card (similar to the white

Record of Arrest card prepared for physical arrests) for
each citation written. This card is forwarded to the
court for entry of case disposition information, then
sent to the Records Division for alphabetical filing in
the same file as Record of Arrest Cards used for physical
arrests. The number on the card is used a a court docket
number. :

- Comment -- The system of tabulating, filing,
and storing traffic citations involves a
greater expenditure of clerical effort than
the availability of such information warrants.
It is recommended that the citing officer not
be allowed to keep a copy of the citation; this
in itself is not a desirable practice. This copy
should instead be forwarded to the Records Division
for alphabetical filing by violator's name. As
copies are received, a tally of the type of violation
could be made for monthly reporting purposes. This
would make the daily listing prepared by the Patrol
Division desk officer unnecessary, as well as the
subsequent report preparation by Criminal Investiga-
tion Division personnel. Moreover, this task is
fore properly one for Records Division personnel.

R-76-129
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It is also recammended that alternate

methods of securing dispesition informa-

tion from the court be explored if this
information is deemed essential. The

Record of. Arrest card serves no useful

purpose except for transmitting d1;posxt10n
information. The actual value of this in-
formation for traffic violations is relatively
minor, particularly in light of the effort
necessary to provide it. It is submitted
that the Police Department could operate
effectively without the information. The pre-
viously recommended file of citations, filed
alphabetically by violator's name, provides a
very satisfactory record of citations issued.

- Parking Citations -~ All copies of park1ng citations are
forwarded tc the traffic clerk. The Department maintains
no files on the information.

- Comment -~ No change is recommended.

Patrol Car and Motorcycle Radio Log -- This report serves
as a daily report of field officers' activities. After .
completion, it is forwarded to the Office of the Chief of
Police where it is filed by area for one year and then
destroyed.

- Comment ~- This report could and should serve
as a major source of workload statistics. It
is recommended that it be routed through the
Research and Planning Division for data compila-.
tion before f111ng. (An example of a similar
form is shown in Appendix B.)

Bicy~le Registration Card ~- This form is completed in
triplicate: One copy is retained by the bicycle owner
and two copies are filed in the Juvenile Division office,
cne by name of owner and one Ly registration number.

- Comment -- It is recommended that his registration
file be kept with other basic files in the Records
Division.

Pawnshop Ticket Files -- Pawn ticket records (3~ by S-inch
forms) are received daily frem local pawnshops. They are
divided into general classes of merchandise and recorded
chronologlcally in a 14- by 18-inch ledger. The ticket
records are then bound with a rubber band and filed by
date, by type of property.

R-76-129
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- Comment -- This system is unduly lahorious
and.restrictive. The .recording of various
classes of merchandise by day creates daily
“"subfiles" of information that must be
checked individually when seaxching files.
It is recommended that the ledger be dis-
continued and the 3- by 5-inch pawn ticket
record be filed simply by type of property
without segregating each day's records.
This would create a single file of pawned
yproperty, by typé, that could be checked
easily against stolen property reports.

® Miscellaneous -~ Felony warrants are kept in the Judge's
Office; as a result they are virtually inaccessible except
weekdays from 8:00 a.m. to 5:00 p.m. Misdemeanor warrants
are kept in the Cummunications Office since the Records
Division is only oper weekdays from 8:00 a.m. to 5:00 p.m.
If the Records Division continues to operate only during
these hours, then feleny warrants should also be kept in
the Communications Office. However, it is strongly recom-
mended that the hours of operation be expanded to 24 hours
a day, 7 days a week. Efficient service to field personnel
requires the constant availability of records and reports;
limitation of service to only 8 hours per day severely
restricts field personnel in using Department resources.
This expansion of services could be accomplished without
adding additional personnel. The integration of personnel
assigned to traffic records maintenance into the Records
Division would provide sufficient manpower to operate the
Records Division on a 24-hour basis. The centralization
of existing records functions now performed by Traffic,
Juvenile, Criminal Investigation, and Records Division
personnel should materially improve .the overall operation.
of recordieeping activities. It is also recommended that
a copy machine be acquired for use by Records Division
rersonnel, This is vital to the operation of a central-
ized system where access to records is limited to only
assigned personnel. Adoption of open, metal-shelf storage
for most reccrds is also recommended. Metal-shelf storage
is much less expensive than file cabimets, requires signif-
icantly less space, and makes records more readily and
thus efficiently available.
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4. RECOMMENDATIONS

Spec1f1c recommendations pertaining to particular report forms have
been made in Section 3. These recommendations are embodied in the
proposéd system presented in Appendix A. Exemplars of report forms that
can be used or modified for use in connection with this system are
presented in Appendix B. It should be emphasized that this proposed
system is subject to some degree of modification as circumstances change

and/or new demands are made on the police. It is believed that such
modification could be made without seriously jeopardizing the basic:
concepts of the system.

There are certain basic factors that pertain to police records re-
gardless of volume, manpower, or other considerations.

e The system must be as camplete as possible using
as few different reports as is consistent with
efficiency.

e Files must be combined whenever possible, and
cross-references must be complete but limited.

e Persons using the system must be able to locate
. required information easily, and the information
must be available at all times.

e Actual access to the files should be limited to
only those persons responsible for their maintenance.

e Original copies of records should not be removed from
the files to other locations except by court order.

e Only two basic numbering systems should be used:
One for crimes and related incidents, and one for
arrests.

With these concepts in mind, the system in Appendix A is recommended.
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APPENDIX A

Proposed Records System
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PROPOSED RECORDS SYSTEM

1. Incident Ledger

® This ledger serves as the primary agency record of re-
- ported field incidents, a report audit source, and a
chronological crossfile to all reports. Entries are
sequentially numbered.

e Upon completion of an Offense Report, Miscellaneous
- Incident Report, Traffic Accident Report, Property
Report, or Vehicle Report, the reporting officer
should obtain an Incident Number from the person

maintaining the Incident Ledger.

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

~ Incidents not falling in the categories specifi-
cally listed should not be assigned a number

from this. Ledger. All numbered incidents require
completion of one or more of the listed reports.

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

- Date and time of occurrence.

-~ Type of occurrence.

~ Location.

~ Victim, if any.

- Officer reporting.

~ Related reports under this Incident Number.

e Incident Numbers are preceded by the last two digits
of the current year: 76~1378.

® Traffic Accident Report Number may be preceded by the
letter "T" if desired: T-76-1379.
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2. Radio Call Card

® This form is a 3-inch by 6-~inch IBM-type prenumbered.
card used by the dispatcher to record all calls for
police services. It is also to uLe completed by
the dispa‘cher when field personnel initiate action
independently of a radio-assigned call.

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

- Serves as a record of the location of a unit
vhile the unit is out of service.

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

-~ Serves as the basis for compiling the Daiiy
Report.

e The form should be designed to enable the dis-~ .
patcher to record as much information as possible
by checking appropriate boxes. Use of a time-
stamp machine to record times of receipt, dis-
patch, unit arrival, and completion expedites
£illing in the Card.

® Detailed disposition of the call is not essential
to the vompletion of the Radio Call Card. Dis-
position information is recorded in the Officer'a
Daily Activity Report. .

e Filed numerically.
~ This number is not cross-referenced to other
nunibers assigned to reports. The sole purpose
is to facilitate filing.

3. Daily Regprt

e The Daily Report should be maintained at the Com-
munications Office as a running log of field activ~
ities. Its primary intent is to brief the Chief of
Police and other personnel on major matters of in-’
terest.
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The Report should cover 24-hour period and should
be filed by date.

The ‘Report should contain all incidents of major
police interest that occur during the de51gnated
24-hour period.

~ Routine radio transmissions and minor matters
should not be included.

~ The primary source of information is selected
Radio Call Cards. However, incidents that
should be included in the Daily Report but

do not routinely come to the attention of the
parson maiqta'!n'ang it must be rnprn-fnd for

o 4 0 ity

1nc1us1on by the officer handling the inci-
dent (for example, detective arrest, or
completlon of an Offense Report not resulting
from!a‘radio transmission)-.

Entry should include Time of Occurrence, Type of
Occurrence, Location, Officer of Unit assigned,
and Disposition.

All incidents of police interest that have an In-
cident Number and/or Arrest Number should be iden-
tified in the Daily Report by inclusion of the In-
cident Number in the Dispositon column.

Pertinent information should be presented at roll
call to personnel coming on duty.

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

_ 4. Offense Report

The Offense Report should be compieted for all crimi-
nal offenses that come to the attention of the po-
lice (except those traffic violations disposed of
by means of a traffic citation) regardless of the
value of property taken, extent of injury or like-
lihood of successful prosecution.

An Incident Number should be assigned as described
in Section 1,
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The original should be filed by Incldent Number in
the Primary File.

The number of additional copies and d1str1but10n
should be determined by Department needs, such as:

- Chief of Police.
- ~Detective Division.

~ Arrest Package (attached to 6opy of related
arrest report).

~ Officer's Information File.

Related reports should be crosc~r=£erenced in body
of report.

Index Plles

. Master Name File (v1ct1m) -- Filed alphabeti-
cally.

~ Location File gogtional) -- Filed by street
address or other identifying factors, by date.

- Type of Property File (Optional) ~- Filed by
type of property, by date.

~ Type of Incident File (Optional) -- Filed by

type of incident, by date.

5, Miscellaneous Incident Report

This should be used to report actions of officers '

or situations not reported on Offense, Traffic
Accident, Vehicle, or Property Reports. The
general purpose of this report is to officially
report situations of importance to the Department,
wherein no actual criminal violation is involved.
Some examples of these situations are:

- Injured person aided.
- Missing person.
~ Animal dest:oyed.

~ Dangerous excavation.

R-76-129
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- Lost property reported.

An Incldent Number should be a551gned as descrlbed
in Section 1. :

The original should be filed by Inc“dent Number 1n;
the Primary File.

The number of additional’ c0p1es and distribution
should be determined by Department needs, as in-
dicated in Section 3.

- Related reporis should be cross-refprenéed in
the body of the report.

Index Files
~ Master Name File -~ Should include names of

victim and/or person involved, filed alpha-
betically. . .

~ Location File tional) -- Filed by street
address or other identifying factors, by date.

- Type of iIncident File (Optional) -- Filed by
type of incident, by date.

Supplemental Report

The Supplemental Report should be used:
- As a continuation for any other report.

~ To add additonal 1nformation to a preV1ously
reported incident.

- To record progress of a continuing investiga-
tion. .

The Report shouid bear same Incidént Number as
the original report.

The Report should have the same distribution as
the original report and should be attached to
the original report in the files.

Changes to index cards previously prepared may

~result from the Supplemental Reports.

R-76-129
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7. Traffic Accxdent Report

o

e This Report should be completed for all traffic -
accidents occurrlng on the highway (excapt those
with only minor damage) and all private pr*oerty
accidents involving death, 1n3ury or a violatio

of law.
e Incident Numbers should be assigned as in Section 1.

® The original should be filed by Incldent Number in
the Primary F11e

~ 1If separate filing of traffic accidents is con-
sidered to be mandatory, a separate block of
numbers from the Incident Ledger should be used
to preserve the integrity of numbering system.

'« The mmber of additional cepies and distribu-
tion should be determined by Department needs,
as indicated in Section 3.

® Index Files
- Master Name File -- Should include names of

partiss to the accident and persons killed or .
injured, filed alphabetically.

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

8. Property Ledger

® This ledger should be maintained to provide con-
trol of property; to allow for swift, accurate
inventory; and to serve as a chronological ciross-
reference to property in Department custody.

e Each item of property booked should be entered, -
and appropriate notations made about the Inci-
dent Number, Date Booked, Person Boocked To, bin
or shelf number used f£or storage, and details
of relgase.

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

o The Property Report should be used to rzcord all re- .
ceipts of property into department custody

~ Evidence.
- Found property.
- Safekeeping.

® An exception is the recexgt for a prlsonar's per-
sonal property.

° An.Incident Number should be asSigned as.des~ - ' i
cribed in Section 1. ’ S

e The criginal should be fiied by Incident Num-
ber in the Primary File.

e The Number of copies and distribution should
be determined by Department needs.

~ OUne copy shouldAaccompany the property.
- Detectives Division.
-~ Arrest Package, if related to an arrest.
- Officer's Information Fxxe.
[ .é;operty should be descrxbed in related reperts.

o Index Files

- Master Name File -- Filed by *booked to'",
alphabetically.

- Type of Property File (Optional) -- Filed by
type of property, by date.

10. Arrest Report

®» This should be used to record identifying infor-
mation and details of the arrest of all persons
taken into custady and booked into the Jail sys-
tem, regardless of whether or not the arrestees
have been immediately released on bail. This
Teport serves as permanent record of the offi-
cer's actions, arrestea’s statements and actions,
end other arrest details.

'R-76-129
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11.

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

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

e The original should be filed in the arrestee's Arrest

Package, along with photographs, fingerprints,
and other arrest-reiated documents.

- Arrest Packages should be kept in the Records
Unit, filed by permanent Department Arresi
Nunber.

~ Offense reports, if any, should be attached..

® The nunber of additional copies and distribution
should be determined by department needs.

~ Chief of Police.

~ Detective Division. .

-~ Officer's Information Fiie.
o Index Files

-~ Master Name File -~ Filed alphabetically.

= Location File -~ Filed by street address
or other identifying factors, by date. .

Arrest Ledger ("Blotter')

o The Arrest Ledger should serve as the primary
ctironological record of ali arrests made by
the Department regardless of whether the
arrestee is incarcerated or released on bail
or bond.

- Information recorded should include date,
time, charge, name, location of arrest,
arresting officer, and dispositon.

« Use of a separate Booking Number for each
arrest is recommended.

R-76-129
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13,

Each January 1, the numbering sequence should start
with number 1 followed by the last two digits of
the year (e.g., the first arrest in 1978 would be
1-78, the second arrest would be 2-78). This would
provide a stable numbering system and at the same
time would provide instant information as to the
number of persons booked during the current year.

-~ This number should be cross-referenced in De-'
partment files to a permanent Department Arrest
Number assigned by Records personnel at the time
of the first arrest.

Uniform Traffic Citation

This form should be used for traffic offenses othef
than those involving physical arrest.

The distribution should be as indicated by citation
copies.

- Violator.

- Department Citation File, filed
alphabetically by violator's
name for approximately 3 years,
then destroyed.

Field Interview Report

o

The Field Interview Report should be a 3- by 5-inch
card used to repert and identify, for possible future
1nvest1gat1ve purposes, suspicious persons against
whom there is no specific charge or persons warned
regarding certain prohibited conduct.

The form shoulé be completed in duplicate: One copy
filed alphabetically by name and one copy filed by
location of interview.

Because of the specific investigative purposes of
this form, it should be filed separately and
distinctly from the Primary and Location Files.
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14,

Vehicle Report

This is used to report and identify stolen, recovered,
and impounded vehicies.

Incident Numbers shouid be assigned as described under
Section 1, A recovered vehicle should bear the stolen
Incident Number, if stolen locally.

The original should be filed as follows:
~ Recovered Vehicles -~ If stolen locally, file

attached to related stolen report, otherwise by
Incident Number in Primary File.

« Stolen and/or Impounded Vehicles -~ Filed by
Incident Number in primary File.

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

-~ Detective.

- Impound Garage.

Index Files

~ Master Name File ~- Filed alphabetically by
owner's name and should include license number on
car,

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

~ Stoien File (Optional) ~- Filed by license num-
ber.,

- - Impounded Vehicles (Optlonal) -~ Filed
by license number.

R~76-129
A-11



15. Officer's Daily Report

e The Officer's Daily Report is vital to effective
operations. Therefore, it should be completed by
the field officers. The Report serves the following
purposes:

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

~ Provides a record of the daily éccOmplishments
of each officer for supervisory as well as
statistical purposes. '

«~ Provides a record for measurement of workload
factors.

« Provides a source of data for manpower usage’
analyses, budget requests, responses to
public inquires, and the like.

~ Provides a safeguard for field personnel
against unjust accusations.

o The keport should be filed by officer's name, by
date.

16. Sgpetyisor's Daily Report

® This Report should be completed by field supervisors.
The Report would provide a resume of activities of
duty tour related to personnel and criminal matters,
as well as other police problems.

o The Report should be filed by supervisor's name,
by date.

17. Records Check Out !

e Orginal records removed from file should be identi-
fied by substituting a brightly colored card of
similar size that bears the following information:
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18.

- Incident Number.

- Officer.

- Date removed.

- Purpose.

- Date returned.

- Record clerk's initials (or number).

Additional Recommendations

o Acquire a copy machine for reproduction of report copies.

e Acquire open, metal shelves for records storage and convert
from existing file cabinets.

o Centralize records in the Records Division including
personnel now assigned to traffic accident records
processing.

e Establish a 24-hour, 7-day-a-week Records Division to
provide full service to operating personnel.
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