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'FOREWORD , , 
'. 

'~ •. 

This request for Technical Assistance was made by the Charleston, 
West Virginia, Polic,,, Depa:-tment. The requested assistance was 
concerned with reviewing the existing criminal records system of the 
Department and providing appropriate recommendations for improvement. 

Requesti~i:: Agency Charleston Police Departmertt. 
Chief John Bailes 

State Pl81:m~g Agency~ Govemor's Committe" on Crime, 
Del.inquency" and COl'rectioJ1, 
)Ir. Mike :Minsker 

Approving Agency: LEAA Regicm III (Philadelphia), 
Mr. Edwin S. Sclh.river, 
Police Specialist 
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1. INTRODUCfION 

Charleston, tfiB capitol of West Y~ginia, is.located at the 
intel'section of U. S. Routes 64 and ", along the Kanawba River. The 
Police Department is staffed oy 114 sworn"officers and 25 civilian 
employees and serves an estimated 65,250 yersons who live in 28.1 
square miles. The Police Department is divided into major functional 
sections befitting a department of this size. The cit.~ has no jail; 
all prisoners are incarcerated in the COlL~ty 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., J.lo:ilday through Friday. The Mira­
code System is us~d to microfilm 'clder records. Tabulation procedures 
for Part I and II Crimes were overhauled in November 1975 when a 
significant increase in reported ~rime was recognized. Based o~ pro­
j'(Icting Part I crimes for Novembelr and December 1915 and Janua.xy 1976, 
the total 1976 Part I Crimes will be apprrotimately 6,800. 'll1e Crime 
Iudex per 100,000 population woul,'! thus be approximately 10,400. During 
1975, t1&e Department made 6,477 arrests and res,7ttonded t.O 30,052 calls 
for service. 

Analyses conducted in the study aUd resultm~t conclusions and 
recommendat~ons are based on. intarviews with D6partment personnel, 
observatio~s of recordkeeping procedures, review of work documents and 
forms, examinati~n pf statistical reports, and a review of records 
currently maintained by the Db~artmen~~ 

Persons interviewed included the following: 

• Chief of Police John Bailes, Charleston 
Police Depar~ent. 

• Lt. A. V. lolcGinnis, Charl.eston Police 
Department. 

• Lt. Ken Settle, Charleston· Police Department. 

• Lt.. H. M. SllIDJOOrfield, Charleston Police 
Department. 

• S~rgeant, Sidney Frye., Charleston Police 
Departmtllnt. . 

• Sergeant J. B. Sh~pard, Charleston Police 
'~ Department. 

• Patrolwoman Rita Douglas, Charleston Police 
Department. . 

• Patrolman Carl Bend~r, Charleston Police 
Department. 
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• .Ms. Y~g:l.nia .Richa.rdson l .Secretary, 
Charleston Police .Department. 

• )ls. Frances Carson l Clark.I Cfulrleston 
Police Department. 

Data collected and reviewed by the Consultant included tru~ 
following: 

• Charleston Police Department Table of 
~ilanization. 

• Charleston Police .Department·· Personnel 
Complement Report. 

• UnifoDm Crime Report Statistics, 1915. 

• Charleston Police Department records, report 
forms, and indices. 
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2. UNDERSTANDING OF TIlE PROBLEM 

The Chief of Police realizad that the Department's recordkeeping 
system was not providing essentill1 information most efficiently and 
that the system was fragmented among the Patrol, Traffic, Juvenile, 
Detective, Identification, and Records Division.s. The pTesent pro­
cedures had not been reviewed and/or analyzed overall for many year.s; 
report forms were merely developed as specific needs arose. As a 
result of the Chief's awareness of Department recordkeepingproblems, 
he requested technical assistance in modernizing the records system 
to bring it to a level of efficiency appropriate and necessary for 
effective Department operation. 
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3. ANALYSIS OF THE PROBLEli 

The Charleston Poli.ce 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 providing a measure of custody and processing for those 
records pertaining to a particu~ar function. Details of the system are 
outlined below •. 

• Dispatch Card ~- Each time a radio unit is'r 
assigned a call, the dispatcher completes a 
Dispatch Card. 111is card, modeled after 'an 
IBM data processing card, contains space for 
entering the location, detai15, and disposition 
(nCitation," "Report," "Arrest") of the call 
and space for stamping time received, dispatched, 
at'rived., and completed. The cards are serially 
numbered; but because two dispatchers are 
frequently needed, no serious attempt is made 
to maintain a sequential 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 cards are stored to provide an . 
~ctivity record in case of'inquiry. The fiepartment 
also' continuously tapes radio and telephone mess,ages 
received and sent by the Communications Office. 

- Comment -- The Dispatch Card serves 
its basic purpose well. 

• Daily Bullatin -- The Daily Bulletin is a selective listi~g 
of offenses and other incident~ prepared by the Records 
Division secretary for general distribution. A current 
listing of stolen vehicles is included. A permanent copy 
is filed in the Records Division; present plans call for 
microfilming after two years on file. 

- Comment -- This report would be of more value 
if the identifying file nmber 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., 
master files, cross-indices) are 
readily available. It is, therefore, 
recommended that the Bulletin be kept 
on file for no more than one year, 
then destroyed. 

• Co~~laint Report -- The Complaint Report is used to 
report most crimes and noncriminal police incidents. 
Complaint Reports are handwritten by the report~ng 
officers and forwarded to the Criminal Investigation 
Division (CID) for investig&tor review. The tID 
lieutenant or sergeant then assigns cases to particular 
investigators. The assigned investigator places his 
name on the pen~i1ed report and the report is then typed 
by Records Division personnel. A log or ledger of 
ass,igned cases is not ,maintained. Copies are distributed 
to the CID lieutenant and Juvenile, Tactical, and 
Research and Planning Divisions. Only the original 
report is assigned a sequential "file number" based on 
the type of incident (84 separate and distinct categories) 
and filed by that numbe.t in the Records Division. Index 
cards for the victim (and suspect) are prepared and filed 
alphabetically to provide a cross-refel'ence. At no 
stage is the Complaint Report subject to content approval 
by a supervisor. A special report form is used fo~ 
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; process~ng 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 sections; 
each section contains the same information: One l!.lllf 
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 fon~arded to the Juvenile Division, where it 
is filed by date. No index cards a~e made for c~oss­
reference, and the repol't is not munbered. 

- Comment -- The adoption of an Incident Ledger 
would more, effectively prov'iCle' ~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 
personnel. This procedure ensures the 
basic integrity of the reporting system •. 
A unit other than Investigations should 
be responsible for receiVi~g'and 
officially recording all crimes and 
related incidents" Assignment of specific 
investigators to specific reports eould be 
accompl ished through use of the CID report 
copy_ In addition, an ass.ignment l~ger 
should be maintained in the Criminal Inves­
tigation Division. The use of a single 
Complaint Report form for reporting most 
field illcidents 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 
uoncriminal incidents. (Report exemplars .r~ 
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 amourat to several 
hundreds of dollars. There is no sound basis 
for not providi~g complete report~ng, process~ng, 
and investigation of bicyele thefts just as with 
othftr thefts. Th.e subdivision of reports into 
84 separate categories is unn~essary and is 
cOltducive to codirtg and filing 'er:t~:r~. Prompt 
retrieval of a particular report is n6"!: 
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 nO.t there 
are 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 ~omplete local history of 
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an individual all 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. Th~ informa­
tion only adds volume to the files. If a 
person is wanted, the Daily Bulletin could' 
be used to publicize the fact; if a warrant 
has b~en issued, warrant files would cont~in 
the information; or if the suspect is 
arrested, arrest files would contain the 
information. It is, therefore, recommended 
that the practice of entering suspects', namos 
in the Master Name File be 'abolished. It is 
also recommended that all reports pre~red by 
field personnel. be subject to a supervisory 
approval before be~ng prQcessed. 

• Activity Report -- 'rbe Activity Repo~ is intended to 
serve as a followup or sUllPlement~l ~eport,. In practice, 
it is frequently (but erroneously) psed as a Complaint 
Report. When used.for it~ intended purpose, it is 
attached to the corresponding Complaint Report in the 
file. 

- ColilJDent -- 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 insert 
a measure of ccmfusian in the report processi~g 
procedure. 

• Traffic Accident Report -- The Traffic AcciaentReport is 
prepared in duplicate: One copy is forwarded to the State; 
one copy is filed for one montb in the Accident Records 
Unit of the Traffic Division, by date in a~ "Active File." 
After one month, the report is refiled by date, ,by location. 
Index cards are prepared for drivers, involved pedes'trians, 
and persons killed. These cards are filed alphabetically 
as a cros~-referencs to the reports. No index cards are 
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. 
'l'hereport 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 fiH.ng 
purposes J 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 ind~ed. In addition to other 
traffic accident ~eports, a special two-p'age report 
is prepared for accidents involv~ng a police vehicle. 

~~nen,!: -- The Charleston Police Department· 
records system would be more efficient if 
it was centralized.. The centralization of 
all :reports. would provide bett~T service 
to the public and Department personnel and 
would make better use of clerical personnel 
assigned to records tasks. The Traffic 
Accident Reports should be processed, 
n\):.li1bered, and filed in the same manner and 
in the same files as offense and other 
police incident reports. Irdex cards should 
be prepared for all. injured persons. To 
simplify processing, private property accident 
reports should be processed in the same 
mann~r and filed in the s&~e files with other 
accident reports. Hit-and~run accidents, 
regardless of where they occur, should be 
reported on the regular State Traffic Accident 
Report < The special report for J.~olice vehicle· 
accidents appears to be unnecessary; the only 
apparent purpose is to notify the City Manager. 
The information contained in thj,s special: 
report is either in the standara,. report or 
could be added very easily. Abolishment of 
this report would reduce the amount of report 
writing n.ec~ssary by field personnel and 
would lessen the volume of reports that requira 
filing. It is recommended that an additi.onal 
copy of the standard report be prepared and 
forwarded to the City Mar~ger f~r incidents 
involving poli~e vehicles. 

• Property Led~~r -- All items of property accepted into 
Department Gustody are entered in a Property Ledger main­
tained by the Criminal Investigation Division. . Each item 
of property is marked ,,'lith a Property Tag, however no 
nwnber is assigned from the led~er. . 

~ Comment -- It is recommended that a new 
Property Re~ort be adopted for reporting 
property receipts. Unless a file number 
has already been obtained for other related 
reports~ a file nwnber should be obtained 
as for other reports. This number should be 
entered in the Property Ledger and on the 
Property Tag. . 
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• Arrest Repo~t ., Adult -- The Department does not 
use a true "Arrest Report" for aduits ~ although 
on occa.-:;ion an Activity Report containing arrest 
details is made and attached to a related Complaint 
Repart.When an arrest is made~ the arrestee is 
brought to the Patrol Division Office forproces­
sing. A 4 1/2- by 6-inch prenwnbered "Rec!):t'd of 
Arrest" card is completed by the arresting officer. 
The number from the Record of Arrest card is used 
for i,dentification and entered in the Arre.st Ledger. 
The arrestee isphot.ographed and fingerprint~ 
(except drunk arrests) and arl Arrest Fo1derSheet 
that bears the Ar~est Number is completed. The 
Arrest Folder Shoet is an identification form that 
pro'vides for recording general identifying informa­
tion plus scars~tattoos, deformities, and the like. 
TIle papGrwork is forwarded .wi th the prisoner to 
court for commitment. After commitment in the 
Sheriffws Jail, the Record of Arrest is kept by the 
court pending tria.l. 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 th.e Record of Arrest card, 
which is forwarded to the Records Division for alpha­
betical filing in an Arrest File. After the 
prisoner has been co~tte~, the Arrest Folder Sheet, 
fingerprint cards, and photographs are forwarded to 
the Identification DiVision for processing. The 
processi~lg co~sists of prf.:paring two identical blue 
3- by S-inch index cards, a 4- by 6-inch photograph 
card, and an 8 1/2- by ll-inch Bureau of Idcnti.fica,· 
tion.Report. This 'report essentially duplicates the 
information contained ~n the Arrest Folder Sheet. A 
file folder is prepared wherein most of the papeniork 
is filed by the Arrest Number, and maintained in the 
Identification Division. Fingerprints are classified 
and filed separately by classific~tion. Photographs 
are attached to the 4- by 6-1nch photograph card and 
filed by Arrest Number in the Identification Divis:ion~ 
The two blue index cards are filed: One copy alpha­
betically as a ~ross-reference to the concel;'noo fiie 
folder and one; by type of crime. Th,j.G index file is 
subdivided into appr.oximataly 16 different general 
categories of crimes.. The'se files are used primarily 
by criminal investigators. 

- Commen,t -- D~~spite the manr vari.ed foms 
. generated by an adult arrest, none, provide 

for the effective recording of the actual 
details of the arrest, statements of the 
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CU'~estee, or o'(dJ.ex ..matter's that might 
be the St!bj ect of courtroOJll' t~stimony • 
The procedure 1s involved and fragm~nted. 
It is recClmmended that the IJl'Oposed 
repo~t forms 'and related prceijQure~ b~ 
adopted for tha ~~porting and processing 
of arrests .tnis proposed system suggests 
the establishment of a detailed arrest ' 
report; a single Arrest Package, filed 
alphabetically that would c~ntain the 
arrest papers of all arrests involv.i,ng a 
particular intlividual; and the entrance' 
of all arrest dat.a pertaining to a psrti~u-
1a1' individual on one Master Name card used 
for recording' ViC1~ims of offenses, traffic 
accidents, and sa on. By use of this system~ 
all related information would be available 
in one file loc~tion and a sip..gl~ cross­
reference card would providq access to all 
arr.est information. The 4 1/2- by 6-inch 
Record of Arrest shoul~ also be filed in 
the Arrest Package. The value of having all 
paperwork a.ccODipany the arrestee t!u:o'ugh. 
the commitment pt:ocess is subj~ct to 'question. 
The Arrest FolCk)r Sheet, fingerprint c.ards, 
photographs,~d the .1ike should be fo~arded 
dire'ctly to the Records Division for proces­
sing. Th~ Records Divisien should .maintain 
arrest papers. This would £ut-thercentrl&li:t~ 
Depa~~ment recoT;ds. ~i,ngerprint cards, of 
co~se, sho~'d then be retq~~d to the Records 
J)iYision for inclusion' in the related Arrest 
Package. The BUl'~au of Identification Report 
should be abolished since it duplicates the 
Arrest Folder Sheet. Adoptit)n of this 
rect,)mmended system would also J1II~gate the 
necessity of prepa.ring two blue index cards 
~nd the 4- by 6-incli photograph card. 

• Arrest Report - Juvenile 'n The Juvenile Bureau Blotter 
form serves as an arrest r~port for juveniles. When a 
juvenile is arrested, tile arresting officer completes the 
Blotter form l which resembles a t'ru~ firrest l;eport. The 
form is for'\oIarded to the Juvenile Divisio':t1. If th0 case 
will be referred to the Juvenile Co"tlrt, the next unused 
File Number is assigned to the case and a Juvenile Case 
History report is prepared. The Case History fOl~ provides 
for information about the arrestee's school, family, and 
the like. The ~~ports are filed by the File N,~ber, and an 
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index card is prepared and filed alphabetically as a 
cross-reference. R~pOO"ts and files are kept in the 
Juvenile Division until the subject reaches bis 
eigliteenth birthday. At that time, the juvenile 
arrest package is microfilmed. If the case is informal 
(not to be referred to ~ourt), the Juvenile Bureau 
Blotter report is filed alphabetically until the 
subject reaches his eighteenth birthday, then micro­
filmed. 

- Comment -- The maintenance of juvenile 
records 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 juveniles 
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 Ax'rest Ledger and assigned an 
identifying number, regardless of whether 
the arrest is formal or informal. Both 
formal and informal reports should be filed 
in the same manner recommended for adult 
arrest reports: A si11g1e arrest package 
that contains papers relating 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 ~,eeessar~ly deprives investigators 
of an information source. All records, other 
than those a court has ordered sealed or 
expunged, should be maint~ined in the same 
manner for the same time period as for adult 
arrest records. 

• field Interroga~ion Report -- This 3- by 5-inch single-
copy report is used to record interviews with pers'ons in 
the field for whom an arrest C8J.'lnot be made but possible 
future identification might be necessary. Space for the 
person's height and weight are not included in the general 
~dentifying information provided for on the report. \~e~ 
fOl~arded to the Records Division, the Field Interrogation 
RepoTt is filed in a separate alphabetical file. An index 
card is ma~e and filed alphabetically among the Arrest Cards. 
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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 infomation. Two copiets 
should be completed: One filed alpha­
betically, the other by location of 
interview. This would be a more func­
tional use of a second c~py than inclusion 
among Arrest Cards. As previously recom­
mended, Arrest Cards'should be filed in 
the Arrest Packages and arrest information 
added to the si:ngle Mast61r Name index C~t!,'d. 

• 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 
Cr.'iminal 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 prenumbere4, 4 1/2- by 6-inch, 
yeUow Record of Arre!;t 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 fili:ng 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 prep'ared by the Patrol 
Division desk officer unnecessary, as well as the 
subsequent report preparation by Criminal Inves~iga­
tion Division personnel. Moreover, this task is 
~ore properly one for Records Division personnel. 
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It is also recommended that alternate 
methods of securing disposition informa-
tion from the coUrt be explored if this 
infoxmation is deemed essential. The 
Record of. Arrest card serves no useful 
purpose except for transmitting disposition 
information. The ac:tual value of this in­
formation for traffic violations is relatively 
minor, part-lcularly in l.ight 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 parking citations are 
forwarded to the traffic clerk. The Department maintains 
no files on the information. 

- Comment -- No ch~ge is recommended. 

• Patrol Car and ,Motorcycle Radio Lo&. _... 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. 

Comme,!lt. -- 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 fili~g" (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 a~e filed in the Juvenile Division office, 
one by name of owner and one by registration nwnber. 

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

• Pawnshop Ticket Files -- Pawr.l ticket records (3- by 5-inch 
forms) are received daily frolln local pawnshops. They are 
di.vided into general classes of merchandise and recorded 
chronologically in a 14- by IS-inch ledger. The ticket 
records are then bound with a rubber band and filed by 
date, by type of property. 
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- Comment -- This system is unduly laborious 
and. restrictive. The.recording of various 
classes of EerChandise by day creates daily 
"subfiles" of infomation that must be 
checked i.ndividually when searching 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 ~roperty 
without segregating each d~y's records. 
This would create a single file of pawned 
property~ by type, that could be checked 
easily .against stolen property reports. 

• :Miscellaneous -- Felony warr.ants are kept in the Judge! s 
Office; as a rE:!sult they are virtual.ly· inaccessible except 
weekdays from 8:00 a.m. to 5:00 p.m. Misdemeanor warrants 
are kept in the Communications Office since the Records 
Division is only ope~ weekdays from 8:00 a.m. to 5:00 p.m. 
If the Records Division contin.ues to operate only during 
these hours, then felony 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 se~vices could be accomplished without 
addil'lg additional personnel. The integration. of personnel 
assigned to traffic records maintenance into the Records 
Division would providu sufficient manpower to operate the 
Records Division on a 24-hour basis. The centralization 
of existing records functions no~ performed by Traffic, 
Juvenile, Criminal Investigation, and Records Division 
personnel should materially improve .the overall. operation. 
of recorG;~eeping activities. It is also recommended that 
a copy machine be acquired for use by Records Division 
personnel. This is vital to the operation of a central­
ized system where access to records is limited to only 
aS$igned personnel. Adoptian of open, metal-shelf starage 
for most records is also recommended. Metal-shelf storage 
i$ much less expensive than file cabinets, requires signif­
icantly less space» and makes records more readily arid 
thus efficiently available. 

R .. 76-l29 
3-11 

-. 



, 

Specific recommendations pertaining to particular report fQxm5 have 
been made in Section 3. These recommendations are embodied in .the 
proposed system presented in Appendix A. "Exemplars of report forms that 
can be used 01' lIlodified for use in connection ,d th this system are 
presented in Appendix B. It should be emphasized that this proposed 
system is subject to some degree of mo~ification as circumstances change 
and/or new demands are made on the police. It is believed that such 
modification could be lIIade without seriou!ily j eopardiz~ng the basic 
concepts of the system. 

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

• The system must be as complete as possible us~ng 
as few different reports as is consistent with 
efficiency. 

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

• Persons using the system must be able to locate 
required irifo~ation easilYJ and the info~ation 
must be available at all times. 

• Actual access to the files should be l:iinited to 
only those persons responsible for their maintenance. 

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

• Only two basic nlwbering 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. 

R-7.!»-129 
'4-1 

'0 



, 

-. 

APPENDIX A 

Proposed Records System 



PROPOSED RECORDS SYSTEM 

1. Incident Ledger 

• This ledger serves as the primary agency record of re­
ported fi~ld incidepts, a report audit source, and a 
chronological crossfile to all reports. Entries are 
sequentially numbered. 

• Upon completion of an Offense Report, Miscellaneous 
Incident Repor'l;, 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. 

... Victimi' if any. 

... Officer reporting. 

~ Related reports under this Incident Number. 

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

• Traff~c Accident Report Number may be preceded by the 
letter fiT" if desired: To:o76 .. 1379. 
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2. 

S. 

Radio Call Card . 
• This form is a S~inch by 6-inch IBM-type prenumbered· 

card used by the dispatcher to rp.r.ord all calls for 
police services. It is also to U~ completed by 
the dispa~cher when field personnel initiate action 
independelltly 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 
while the unit is out of service. 

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

- Serves as the basis for compiling the Daily 
Report. 

• The form shQuld 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 completi~n expedites 
filling in the Card. 

• Detailed disposition of the call is not essential 
to the completion of the Radio Call Card. Dis-
position information is recorded in the Officer,J 
Daily Activity Report. 

• Filed numerically. 

.. This number is not cross-referenced to other 
numbers assigned to reports. The sole purpose 
is to facilitate filing. 

!!.nill Rep,ort 

• The Daily Report shouid be maintained at the Com-
munications Office as a running log of field activ u 

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 m~o! 
police inter~5t that occur during the designated 
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 Roport but 
do not routinely come to the attention of the 
person maintaining it l!1!!st be l'eportedfol' 
inclusion by the officer handling the inci­
dent (for example, detective arrest. or 
c~letiori of an Offense Report not resulting 
frQmi a; radio .t~ansmissibn)'. .' 

• 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 completed for !!! 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 prop"rty taken, extent of injury or like­
lihood of suc(:essful prosecution. 

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

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

Chief of Police. 

- Detective Division. 

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

" Officer's Information Pile. 

• Related reports should be cross~referenced in body 
of report. 

• Index Files .. 
~ Master Name Fil~ (victim) -- Filed alphabeti­

cally. 

.. Location File (Optional) .. - F.iled 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. 

S. 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 destroyed. 

" DangerQus excavation. 
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Lost property reported. 

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

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

• The number of additional'copies and distribution 
should be determined by Department needs ,J as in· .. 
dicated in Section 3. 

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

• Index Piles 

~ Master Name Pile Should include names of 
victim and/or person involved# filed alpha­
betically. 

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

- Type of lncident Pile (Optional) -- Filed by 
type of incid~nt, by date. 

6. Supplemental Report 

e The Supplemental Report should be used: 

As a continuation for any other report. 

~ To add additonal information to a previously 
reported incident. 

- To record progress of a continuing investiga­
tion. 

e' The Report should bear same Inciq~nt 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. 
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7. !!!ffic Accident RepOI! 

• 'fhis Report should be completed for. all traffic . 
accidents occurring on the highway (eicept those 
with only minor damage) and all private property 
accidents involving death, injury or a vIolation 
of law. 

• Incident Numbers should be assigned as in Section 1. 

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

... If 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 number of additional copies and distribu­
tion should be determined by Department needs, 
as indicated in Section 3. 

~ Index Files 

- Master Nam,~ File -- Sbould include names of 
parties to the accident and persons killed or 
injured, filed alphabetically. 

Location File (Optional) -- Filed by street 
address or other 1dentiiying factors) by date. 

8. f_ropertyLedger 

• This ledger should be maintained to prOV'i,:ie con­
trol Ole property; to allow for swift, accurate 
inventc)ry; and to serve as a chronological c:i:oss­
referer.lce .to property in De1partment \~ust(Jdy. 

• Each it.em of property baoked should be entered, . 
and appropriate notations made about th6 Inci­
dent Number, Date Booked, Person Booked To, hin 
or shelf number use~ for storage, and details 
of relf1lase. 

- All evidence should be booked to the arrestee, 
victim, or the Q,fficer finding, in that order. 
If 1~he case involves only found property, the 
prop~r~y should be booked to the actual finder. 

-. 



9. ~operty Report 

• The Property Report should be used to record all re­
ceipts of property into department custody. 

.. Evidence. 

~ Found property. 

- Safekeeping. 

• An exception is the receipt for a prisonC'>r's per­
sonal. property. 

---,~---- ..... -. -----~-.- .. 
• An Incident Number should be assigned as des­

cribed in Section 1. 

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

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

(me copy should accompany the property. 

.. Detectives: Division. 

Arrest Package, if related to an arrest. 

.. Officer's Information File. 

..Property should be described in related reports. . 

.1 Index Files . , 

- Master Name File 
alphabetically. 

Filed by Hbooked to", 

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

10. !A.rr~st Report 

I. This should be used to record identifying infor­
mation and details of the arrest of aU persons 
taken into custody and booked into the Jail sys­
tem, regardless of whether or not the arrestee~ 
haye been immediately released on bail. This 
report serves as pe~anent r~cord of the offi­
cer's actions, arrestea~s statements and. actions" 
and other ~rest details. 
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• All arrests should be entered in an Arrest Ledger 
by Department Arrest Number or by the Booking 
Number if a separate Booking Number is used for 
each arrest. 

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

• The original should be filed in the arrestee's Arrest 
Package, along with photographs, fingerprints, 
and other arrest-related documents. 

.. Arrest Packages should be kept in the Records 
Unit, filed by permanent Department Arrest 
Number. 

Offensf} reports, if ally, should be attached •. 

• The number of additional copies and distribution 
should ba determined by department needs. 

.. Chief of Police. 

.. Detective Di v;t~ion~ " 

~ Officer~s Information File. 

.. M~ster Name File Filed alphabetically. 

'" Loca·tion File '.- Filed by street address 
or other 1dentifying factors, by date •. 

11. Arrest Ledge~. (USlotterll ) 

• The Arrest Ledger should serve as the primary 
chronological r~cord of all 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, locati·on of arrest, 
arresting officer, and dispositon. 

~ Use of a separate Booking Number for each 
arrest is recommended. 
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• 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 numb~r 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. 

12. Uniform Traffic Cita~ion 

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

• The distribution should be as indicated by citation 
c~i~. . 

- Court. 

- Violator. 

- Department Citation File, filed 
alphabetically by violator's 
name for approximately 3 years 1 

then destroyed. 

13~ Field Interview Report 

~ The Field Interview Report should be a 3- by S-inch 
card used to report and identify, for possible future 
investigative purposes J suspicious persons against 
whom there is no specific charge 01.' per.sons warned 
regarding certain prohibited conduct~ 

• The form should 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 vehicles. 

• Incident Numbers should be assigned as described under 
Section 1. A recovered vehicle should bear the stolen 
Incident Nwaber, 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 
Inciden.t 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 d~te. 

~ Stolen File (Optional) ~~ Filed by license num­
ber. 

- Impounded Vehicles (Optional) -- filed 
by license numBer. 
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IS. Of~icer's Daily Report 

• 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 Inc:;'~el\t Ledger. 

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

.. Provides a record for measurement of \.,orkload 
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. 

• The Report should be filed by officer's name, by 
date. 

16. Supervisor'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. 

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

17. Reco,rds Check Out 

• 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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Incident Number. 

- Officer. 

- Date removed. 

- Purpose. 

- Date returned. 

- Record clerk's initials (or number). 

18. Additional Rec~mendations 

• Acquire a copy machine for reproduction of report copies. 

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

• Centralize records in the Records Division including 
personnel now assignod to traffic accident records 
processi:ng. 

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

Exemplars of Reports 
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