If you have issues viewing or accessing this file contact us at NCIRS.gov.

b

ncjrs

National Criminal Justice Reference Service

o i e et e s e

,

This microfiche was produced from documents received for
inclusion in the NCJRS data base. Since NCJRS cannot exercise
control over the physical condition of the documents submitted,
the individual frame quality will vary. The resolution chart on
this frame may be used to evaluate the document quality.

. e T R e R T AR T T SR U, epe e,

E;

s iz

2z
e V=
gy

E

-
®

10

FEEER

EF
E
133

e

2 it e

MICROCOPY RESOLUTION TEST CHART %
NATIONAL BUREAU OF STANDARDS-1963-A }

oo

«

I
»
i
o L

- ry

ort e

e
comply with

Microfilr’rznihg procedu;es used to c?eate this fiche
the standards set forth in 41CFR 101-11.504.

Points of view or opinions stated in this document are
those of the author(s) and do not represent the official
position or policies of the U. S. Department of Justice.

' . - e R . i ‘:'g}
National Institute of Justice Y l \ |
United States Department of Justice e
Washington, D.C. 20531 "o

e fkin e e e v o g

‘DATE FILMED

9/10/8L




Ty e TR R A T e T T TR T R

Sh e e,
e i

FUNCTIONAL REQUIREMENTS PROJECT STAFF
ANALYSIS HMB Associates, Inc.
P Falls Church, Virginia
OF Carrel E. Grantham Jr.
STATE IDENTIFICATION BUREAUS
= Philip L. Lynn
B Principal Investigator
] H. Michae! Batsel
Staff
S Norman F. Stultz
L | George J. Bonebrake
Dctober 1980 o Staff Consultant
Jerome-J. Daunt
‘ Staff Consultant
PROJECT MONITOR
o Donald Manson
{ Bureau of Justice Statistics
;;pf : United States Department of Justice
) PROJECT COMMITTEE
H. A. Albert, Texas
Report of work performed under Grant Number 78-SS-AX-0040 and Supplemental Committee Chairman
Grant Number 80-BJ-CX-0037 awarded the International Association for Identifica- : Conrad S. Banner, FBI
tion (IAl), Inc., of Utica, New York, by the Bureau of Justice Statistics, U. S. Depart- W. Gray Buckley, Colorado
ment of Justice. e Charles J. Jacobs, Florida
Points of view or opinions stated in this document do not necessarily reflect the Gary D. McAlvey, lilinois
official position or policies of the U. S. Department of Justice. Lo Pau!l Schultz, Washington
9 James J. Paley
/" IAl Project Director
|
a
Juternational Association for Identification
POST OFFICE BOX 139
UTICA, NEW YORK 13503 i e
@/f\ 11

T ‘,7 g ‘[, N > 3 : TR )‘ 5 B e A IR IR TN
f : ] e Y .




FOREWORD

This report has been prepared by the International Association for Identification (1A1)

under an LEAA grant intended to promote the “Improvement of the State-Level Identifica-
tion Function.”

The goal of this study is 1o provide information for the identification, definition and
prioritization of the needs and operational requirements of state identification bureaus. This

document is one of a series of three documents produced in this project effort. These three
documents are as follows:

¢ Executive Summary — This document presents the highlights and major

findings, conclusions and recommendations of the overall study primarily for
the general reader.

¢ Functional Requirements Analysis — The detailed findings, conclusions
and recommendations of the study are presented here, which are designed to
be of greatest interest to bureau managers and their technical staff

e Systems Development Plan — This work builds upon the findings, conclu-
sions and recommendations of the Requirements Analysis and presents the

general framework and priorities for implementation of improvement opportu-
nities.
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INTRODUCTION

The purpose of this document is to present a functional
requirements analysis of state level identification bureaus.
While the report is designed to discuss the various functional
needs of the bureaus, it also is cognizant of the fact that
each bureau, while having similar functions and goals is

unique and has its own set of special concerns, problems, and
needs.

This report represents an analysis of data about state
identification bureaus obtained by two methods. The project
team participated in site visits to six state bureaus and two
local agencies. The sites visited are listed below:

Florida Department of Law Enforcement
Georgia Crime Information Center
Pinellas County Sheriff's Office

San Antonio Police Department

Texas Department of Public Safety
Utah Department of Public Safety
Washington State Patrol

Wyoming Attorney General

In each site visit, the operation, organization and technology
of the bureau was examined through interviews with staff and
by the collection and review of pertinent documentation. This
data included information on activities, volumes, reporting
requirements and the operational environment.

The second method of data collection was through the use
of a mailout questionnaire to the fifty state bureaus, the
District of Columbia and the FBI (for federal offenders). The

questionnaires gathered essentially the same range of data ob- i

tained during the site visits including fiscal data, personnel
position descriptions, salary structures, operational proce-
dures, and, included a section of prioritization of needs.
Forty-eight of the fifty-two questionnaires were returned,
which is indicative of a high degree of interest in this area.

It is not the intention of this report to set out blanket
solutions or design specific programs but rather to identify
in functional terms the current status and needs of the identi-

fication bureaus as a whole. Once those needs and problems

-




i ifi i been laid for
e been identified the groundwork_w111 hgve
iﬁz systematic application of remedial action and the develop-
ment of individual solutions to those needs.

'hi ument is divided into two main sections: The
firstigéitggg discusses the requiremgnts of fingerprint bureau
administration and management inclgdlng such areas as the 1
duties, responsibilities and organization of the bureautgs wsf
as budget, staffing and fiscal métters. The second sec .1onth
the document deals with the requlrements of the bureau§ in e
performance of their technical services such as name/flgger- _
print search, disposition reporting gnd the like. It also en
compasses the operational relatiopshlps betweep the stafi
bureau, the FBI and local identiflcat19n'agenc%es as we fs
special topics such as the national crlmlngl history 1ntert'
change and local agency requirements that impact the ope;ahlon
of the state identification bureau. Issues related to hlgtt 5
technology such as fingerprint scanners were.purposely omi de
from this document since it was felt that this technology, due
to cost, could only be available to the large states.
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SECTION 1

ORGANIZATION AND ADMINISTRATION

1.0 Duties and Responsibilities

The duties and responsibilities of state level identifi-
cation bureaus are governed and controlled principally by
individual state legislation, and as such, there is some vari-
ance among states. It was not within the purpose or scope of
this study to compile or analyze the separate state legisla-
tion governing the identification function. Rather, states
were asked to indicate if they perform certain common identifi-
cation functions, and whether those functions are legisla-
tively mandated or performed through the discretion of the
bureau or its parent agency. The functional requirements of
identification bureaus which are discussed in this document
are based upon the duties and responsibilities of state bu-
Ireaus as outlined here. Over the full range of state bureaus,
these consist of the following principal areas:

® Fingerprint Identification

® Maintenance of Criminal Histories

® Preparation of Uniform Crime Reports
® Latent Processing

1.0.1 Fingerprint Identi Sication

Fingerprint identification is of course, the primary
functional requirement of state identification bureaus, and
forms the central requirement for nearly all other functions.
Most states mandate the reporting of criminal fingerprints to
the state bureau although not all offenses may Re included in
the mandatory requirements. In a recent survey" for example
only two of 32 states reporting had no statewide fingerprint
submission law. Of those states which do have such a law how-
ever, the average compliance rate was 74 percent. The -ex-
tremes ranged from a high of 100 percent to a low of 20 per-
cent compliance statewide.

lAn Assessment of the Status of the National Computerized

Criminal History Program (Menlo Park, CA: SRI International,

1979).




In addition to criminal fingerprint submissions, the
state bureau may be responsible for the processing of "appli-
cant" fingerprints. An applicant is anyone who has applied
to a public agency or private employer for employment, a li-
cense or a permit and is required to submit fingerprints.

The scope of employment categories and types of licenses and
permits are generally specified by legislation ar statute.

For example, applicants to law enforcement agencies are com-
monly required to have their fingerprints submitted to the
state bureau although other states may require real estate,
insurance or auto sales persons among others to submit fingerxr-
prints.

It is highly important to note, as will be pointed out
again in this document, that the processing of applicant or
non-criminal prints has and is increasingly becoming a major
workload requirement of state identification bureaus. Field
study revealed for example, a few states in which about half
of all fingerprint submissions were applicant. Licenses and
permits are also becoming a larger part of the overall work-
load. Gun permit applicants alone comprised a full 20 percent
of all fingerprint submissions in one state with a gradual in-
crease each year.

State bureaus may process applicant fingerprints in a
somewhat different manner than criminal prints. They may
underge only a name search and not a technical search and/or
be processed as a lesser priority. Other states do however,
perform a full name and technical search on applicant finger-
print submissions. In either event, this category of finger-
print submission constitutes a sizeable and increasingly large
percentage of state bureau fingerprint identification require-
ments.

1.0.2 Maintenance of Criminal Histories

The creation, maintenance and dissemination of criminal
histories is an important end product of the fingerprint
identification function. Criminal history records are gen-
erally created at the time of second fingerprint submittal
to a state bureau although policy may vary somewhat in this
regard. Most, if not all states maintain records of arrests
made in their state alone although "rap sheets" from the FBI
or other states are typically maintained in indiwvidual file
jackets.

Following the identification of a subject, a copy of
the criminal history record or "rap sheet," may be sent to
the contributing agency. In the survey questionnaire for ex-
ample, about two-thirds of states indicated that they respond
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to their contributors with a "rap sheet." Most of these re-
sponses are made through the mail although about one-fourth
of those who respond also have on-~line computer response
capability.

Disposition reporting may be part of the criminal history
reporting system. It is generally recognized that disposition
reporting should be part of a criminal history program at
least in terms of whether or not an arrest has terminated in
a conviction. Court disposition and correctional outcome in-
formation are integral parts of the criminal history and
Offender-Based Transaction Statistics (OBTS) reporting mod-
ules. There is however, a substantial difference in the cur-
rent status of states in development of these systems. Where
operative, to one degree or another, the disposition reporting
requirements associated with these programs typically place
additional requirements on the state identification bureau.

1.0.3 Preparation of Uniform Crime Reports

It may be the responsibility of the state identification
bureau to collect and compile criminal arrest data from local
law enforcement agencies as part of the FBI Uniform Crime Re-
porting Program. Forty-six percent of the 43 states respond-
ing to this part of the survey questionnaire indicated that
their state bureau was responsible for this function.

Where this function is performed by the state bureau, it
also typically includes the training of personnel and coordi-
nation of data collection from the local agencies involved, as
well as the development of a quartérly and/or yearly crime
activity profile report for the state.

1.0.4 Latent Processing

Of those states reporting through the survey questionnaire,
44 percent indicated that they are responsible for latent
fingerprint identification. This function often is included
with crime scene investigation activities supported or con-
ducted by latent fingerprint examiners. Latent fingerprint
examiners may also perform some laboratory analysis functions
such as photography or the testing of illegal or controlled
substances, particularly marihuana. This however, should be
distinguished from the activities and functions of a full
laboratory operation.

1.0.5 Other Duties and Responsibilities

In addition to the primary duties and responsibilities
cited above, state identification bureaus are called upon in a




few states to perform other related functions. These duties
include the following:

® Statistical Analysis Center (SAC)

As part of the OBTS-CCH development efforts of states
previously mentioned, the bureau may serve as the coordinator
of programs and activities in this regard. These include the
possible development of law enforcement, prosecutional, court
and correctional information systems. As the SAC, the bureau
may coordinate the fiscal and operational aspects of these
projects and assist in their development and monitoring.

e National Crime Information Center (NCIC)

The NCIC national network may utilize a control terminal
or message switching unit in and through the state bureau.
This national data base on wanted and missing persons, stolen
vehicles and property and related matters may then be accessed
through equipment housed in the bureau. The personnel used to
manage this function may or may not be included in the bureau's
budget and personnel assignment.

¢ National Law Enforcement Telecomﬁunicaﬁions
Systems (NLETS)

The NLETS is a national message carrying system linking
major law enforcement agencies throughout the nation. The
NLETS control terminal in some’ cases may be located in the
state identification bureau. As in the case of the NCIC
terminal, personnel assigned to this function may or may not
be part of the state identification bureau as such.

As one can see from this overview of primary and secon-
dary duties and responsibilities, state identification bureaus
can and frequently do incorporate a rather broad range of
functions. The depth of operational requirements needed to
fulfill these duties will make this clearer as they are re-
viewed later in Section 2 of this document.

1.1 Central Organization of State Bureaus

State identification bureaus are organized rather differ-
ently within the state government, based particularly on the
nature of the cabinet positions within the state. For example,
where all statewide law enforcement is combined under a de-
partment of public safety, the bureau of identification will
typically be located in that department and in a support serv-
ices division. Where no department of public safety exists a
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popular organizational structure may fi i
' . nd the b i
the state police with similar powerz. ® Purean within

To determine the types and relative fre
central organizational relationships, the suggggcguzgtigggair
asked respondgnts to identify their parent organizations to ©
whlgh fo;ty—flve bureaus responded. While the organizational
designations vary substantially, they generally fall withina
one of three overall groupings--a law enforcement agency a

division of the state de j i
partment of
state service agency. Justice or a separate

1.1.1 Law Enforcement

The largest percentage of stat
: e bureaus are organization-
Ziiy.llnked to a central agency which provides law enforcement
vices. .Sley percent of all respondents to the survey
questionnaire indicated that they are organized in this manner

either within a state department of pubLi
. 1
police or state highway patrol. P ‘e safety, the state

1.1.2 State Department of Justice

The second most frequently cited or i i
places the state bureau withinyan officegggligslggiirzgge en-
iral or a department of justice. Twenty-two percent of tge
ortyjflve‘survey respondents indicated that their bureaus w
organlged_ln such a manner. Similar to those bureaﬁs which e
fal} w1?h1n a s?ate police agency, bureaus under a department
of justice or similar designations may be organized in a sepa-

rate division of law enf i
orcement which provides sta
law enforcement services. P fate level

1.1.3 Service Agencies

The remaining eighteen i i
' lnir percent of responding identifica-
tion bureaus indicate that they are organized asgservice

bureaus to state law enforce :
ment a
of these agencies. . gencies rather than as part

There are, as one can see, a number of organi i
arrangemenps wh%ch are used by the states in tgen;fzgézggi of
the_state identification bureau. There was however, no indi-
cation ?rom the states visited that any of these aréangemants
bad notlceab}e positive or negative effects on either reqaired
1nterface§ with related agency functions or upon operational
and functional requirements of their bureaus.
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1.2 Internal or anization of State Bureaus
__i________iﬁL___________i_______________

For purposes of general introducti&n to those who may not
be completely familiar with bureay organizational Structures,
this section briefly outlines the nature of those relation-

While there isg no "typical® Oorganizational structure for
identification bureaus, lines of control often take on some
common patterns. Figure 1 bresents the basic elements of this
pattern of organization, as well ag additional functional com-~
bPonents of bureaus which often are part of those basic struc-

l.2.2 Deguty Director

Where Present, a deputy director ig generally the over-
all coordinator of line operations. The deputy director ig
available to insure the implementation and functioning of line

oberations and +to keep the director informed of its ongoing j
status. ”

1.2.3 Office Mana er’
—===xt lanager

office Nanager may include staff training, overall systems
monitoring ang evaluation, ang Planning for Systems improve-

A e Sriiaper """*’“';":T;i‘:_‘f“::::i‘”"“*w‘f“:L'f:r’?f:?:‘t:rﬁ:'rr:?:r:t‘r:r—m-am--¢<rsr'v“f~:r;~mm-——ve‘.&w—ww«. T




1.2.4 Administrative Assistant

Aside from the secretarial and clerical staff the direc-

tor may be aided by an administrative assistant (A3).
where an office manager is not available, the AA may assume
some of those planning functions. More typically however, the
AA will .-handle accounting and fiscal control activities, pur-
chasing, various liaison with interactive agencies, as well as

personnel and their work records.

Line operations are typically subdivided into two to four
areas of supervision and control depending on the size, com-
plexity and operational capabilities of the bureau. For pur-
poses of this discussion, we will use four areas of line

operations.

1.2.5 Crime Data and Analysis Section

This area of operations serves to coordinate, organize
and in some cases provide analyses of criminal activity and
incidence reporting as this data flows through the bureau.
This responsibility may be subdivided into two separate re-
porting units or functions--Uniform Crime Reporting and Of-

fender Tracking.

e Uniform Crime Reporting (UCR) Unit

Where this activity is part of the responsibilities of
the identification bureau,
crime from local and state law enforcement agencies in the
respective state. The unit typically compiles quarterly and
annual profiles of the incidence and distribution of reported
crime and is responsible for the coordination of data submit-
ted by local agencies. Field Representatives are often at-
tached to the UCR unit for purposes of field training to con-

tributing local agencies.

® Offender Tracking Unit

Where UCR data is crime incidence or activity oriented,
offender tracking data relates to data pertaining to the of-
fenders themselves. Data collection in this regard may be
subdivided operationally into three separate reporting areas.

These are:

Criminal Histories - Data on overall and individual
histories of criminal activity are often of primary

concern to operational law enforcement agencies.

The compilation of complete and/or short form crimi-

nal histories may be coordinated by this unit and
data compiled as possible for analytical purposes.
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DlsposiFion Reporting ~ The actual process and co-
o;dlnatlon of local reporting of criminal disposi-
tlons.from local and state law enforcement, prose-
cutor%al, court and correctional agencies is handled
py this unit. The local coordination and training
1nh§rent in this function are typically closely co-
zggtnated with_field traiﬁing activities of the UCR

Offendgr Based Transaction Statistics - This unit is
predomlnantly analytical in nature. It uses compos-
ite @ata on criminal histories and disposition re-~
pqulng to perform assessments of the nature, compo-
sition of any changes in the events of criminal
events as they relate to the overall criminal jus-
tlge system. This unit may in some instances com-
prise the state's Statistical Analysis Center (SAC)
which assumes overall coordination of data in these
regards and the compilation of analytical summaries.

1.2.6 Identification Section

The fingerprint classification function i
separated from other bureau functions as a Et;ihgizgiys:iZ?gs"
or thr9ugh some other designation. The sub-units associated
with flnge;print classification vary considerably depending
upon individual bureau operations. Some characteristic func-
tions or sub-units are as follows:

® Receiving and Sorting Unit

® Master Name Index (MNI)

Thé Master Name Index unit searches fin i
' : gerprint cards b
name against the MNI file. This may be done in an automatedy

fashion in which case this function may serve as a data entry ‘

unit, to be discussed later MNI candidates
: . are thereafter
sent to the Technical Classification Unit for verification.

® Technical Classification and Search Unit

Candidates produced by the MNI unit and tho '
: se that could
noF produce a cgndldate through the MNI are forwarded to this
Unit for comparison or full technical classification.

- 11 =~




O Latent Fingerprint Unit

In most bureaus, the latent fingerprint function if per-
formed is separate from the identification bureau. 1In those
cases where the bureau is in charge of latent processing, the
unit may be under the control of the Fingerprint Classifica-

tion Section. :

1.2.7 Data Entry Section

The third major line operation of an identification bu-~
reau may involve the actual entry of data to records and files.
The composition of this section varies substantially depending
upon the operational capabilities of the identification bureau.
For example; data may be entered automatically by terminal
operators to a computer-based system or, individual records
may be created and maintained manually. Procedures such as
auditing and verification of records may be performed as sepa-
rate functions or combined with other data entry activities
depending chiefly upon the size and complexity of the bureau

Operations.

Computer-based systems and manual systems undergoing con-
version to automation are generally the most divergent in
their operating procedures. Automated systems may for example
allow for direct access in creating and updating files or
allow only for off-line inputs. Each of these systems result
in various differences in operational procedures. Many of
these differences will be discussed in Section 2. For pur-
poses of this discussion it is only necessary to indicate that
the process of data entry is typically set apart organization-
ally and operationally whether it pertains to criminal histo-
ries, disposition reporting, changes in the identification
record or other data entry responsibilities. :

1.2.8 Support Services Section

A Support Services Section may exist within an identifi-
cation bureau to incorporate those functions which literally
support and serve the bureau's primary functions. Three areas
of operations which are common %o many bureaus should be noted

in this regard.

® Telecommunications Unit

The Telecommunications Unit Operates the communications
linkages to the state bureau and, where appropriate, from the
state bureau to the statewide law enforcement network. Prin-
cipal among these are the NLETS and the NCIC systems which
were previously noted.
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® ADP* Unit

The ADP unit may consist of staff member(s) who are
totally responsible for ADP development on dedicated bureau
equipment, or more likely, staff who work with ADP personnel
in systems development. The ADP Unit is the key point for
development, maintenance and changes of ADP operations.

® Microfilm/Microfiche Unit

This unit is responsible for the conversion of hard copy
files to microfilm or microfiche for both operational records
and those which may be retired to archives.

These are typical of many identification bureaus in terms
of the various functions performed as well as organizational
alignments of those functions. However, this organizational
format has been used more for purposes of illustration in this
discussion than as an example of a particular bureau or an
"ideal" structure. Moreover, the ideal structure for a given
bureau is one that incorporates the particular needs and oper-
ational requirements of a bureau. In this respect, it has not
been possible in this study to find any two bureaus which are

exactly alike.

1.3 Budget

In state identifications bureaus, as in most other agen-
cies, effective management and planning are closely tied into
the budgeting process. In some states, bureau chiefs may not
be directly responsible for developing their budget requests.
Most state bureaus however, must develop and be accountable
for their budgets whether to an overall parent organization
or directly to a legislative body. 1In either event, it is
essential that bureau administrators be completely familiar
with the budget process, and most particularly, be capable of
providing concrete justification for budget requests.

The survey questionnaire attempted to provide some in—.
sight into the budyets of identification bureaus by requesting

budget data in six separate areas. These were:

Personnel

Computer Equipment and Terminals
Communication Lines

Software

Other

Total Budget

*Automated Data Processing
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Only 26 of the 46 states reporting were able to complete -
information in these regards. The total budget for those
bureaus ranges widely from a low of $51,000 to a high of about
$14.6 million. "Average" total budgets for identification bu-
reaus under such circumstances have very limited value. A
more useful basis for analysis and comparison may be total
operating costs to the total annual volume of fingerprints
processed. However, several caveats should be mentioned in

regard to such an analysis.

First, the variety and extent of bureau duties and re-
sponsibilities are not limited to fingerprint identification
as discussion in Section 1.0 indicated. Many bureaus provide
services that others do not and so a budget comparison based
only on the fingerprint function may be a bit misleading.

There are also operational differences which should
affect the cost of processing fingerprints. Computerization
should for example, theoretically bring the overall costs of
processing down through time savings and other savings. As
well, not all -states may process to the same degree. Civil
fingerprints may in particular be searched on the basis of
name and then as a secondary priority to criminal print pro-
cessing. This also will reduce overall operating costs. As
well some states are operating with a backlog of fingerprints
that cannot be handled. In these circumstances it is also
difficult to compare agencies on the basis of budget to annual

fingerprint receipts.

Finally, budget comparisons are subject to the limita-
tions of states to itemize and fully account for monies re-
ceived. Communications lines, computer costs, facilities and
related budget items may be paid for by other state agencies,
or if shared, their cost to the identification bureau may be

difficult to specify.

Even in light of these limitations it is important to ex-
amine identification bureaus from a budgetary perspective. A
first step in this regard is to establish, to the degree pos-
sible, the overall cost of state identification bureaus on a
national basis. In order to do this, states which were able
to clearly delineate their budgets were identified in the
questionnaire survey. The population of each of these states,
as a percentage of the national population, was then estab-
lished. The sum total of these known budgets and their states'
combined population percentages was then determined and used
to extrapolate a national cost for all identification bureaus.
According to these calculations, the nation's state identifi-
cation bureaus are budgeted to spend nearly $60 million in

fiscal 1980.

- 14 -

i K m_xfrxwﬁ
i,
“y

73

i
H o5
P

Jiiag S

Jes o T

gy T

R oy 3 P APt »
TN o L gt P g i e

At e,
P,

g
I

TR

r

¥ gt it

i b

1 e M

e i s s

o o e e e g

B T DUV NP

;g Columbia, nor the FBI
entification Divisio ¢
: n to that of th
cost fo ifi i Sreaote .
s totgllgggzlfl?aFlon Ooperations approache: §?§9n;fii?al
Oor identification Oon a nationwide levell(i?n £
_ S 0

Anothe . ;
combare total costs to aniiar e ognification costs is to
often he OL service. For
based onaiieogafgs gg:Engf providing hospital h:;i?ﬁliérgne
structi ' P I a single bed. T
facilftggslgitiﬁuthns such as jails, prisong tﬁgnggithof o
pressed in th e like, the "unit" of measureéenr is 1ealth

€ cost per bed even though it is recogni:egotﬁxE
a

a variety of operatj
@it cosy. perational andgd Support functions make up that

By a
identigicgiiggyéuone may regard_the operational costs of a
or proquatio Wh.rﬁag based on its Principal "unit" of se vi
card. agion w ich is commonly regarded as the finger r'erce
fdentifioanas Scognized in Section 1.0 of this documegtlnt
of Puporsatd Buzeaus perform a varied ang extensive va"
Processing aﬁd igeﬂtggiggiié:rgg Epey rorine oased uponriﬁgy
fore, i1f one compares"the an; 1ngerprint ot e;
1deptification bureaus ang usg:lagnggzgigmgzztzigirzllfstate

o

The .
fication ;;i?gggggs cost associated with fingerprint identi-
to recognize sg fs is a good testament to the need not i

S Ilscal significance in the criminal jUSz?cy
e

latter sense, means for
P reducing the overlap and i i
phot giebﬁzgﬁin iocal, state and federal ?dentigggiisgslve
cusseq tacoligh {himportan « These relationships are di _oper—
thot indeos in stli document. 1In addition, it is neces:ar
at the efeiosal ate bureaus take an increasingly hard 1lo ﬁ
oS y and cost effectiveness of their own o Y
S respect it was surprising to note the nE$§:;

- 15 -




of bureau administrators who could not clearly delineate the
costs of their bureau operations.
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1.4 Personnel and Staffing

Identification bureau operations are quite intensive in
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this section together with a review of some of the most sig-
nificant problems in this area.

1.4.1 Job Classifications and Salary

There are a variety of functions performed in state iden-
tification bureaus although the actual number of job titles
and classifications are quite limited. One may find for ex-
ample, a "clerk typist" in one agency sorting incoming mail,
typing and filing documentation while one designated as a clerk
typist in another agency may have basic or limited fingerprint
identification skills and be establishing the primary finger-
print classification or "blocking-out" prior to the name search
routine. In a similar manner, a fingerprint technician or ex-
aminer may include various responsibilities ranging from basic
manual name search to overall supervisory responsibilities for
technical fingerprint classification and comparison. However,
these dissimilarities are infrequently evident in the’ job de-
scriptions and classifications used in identification bureaus.
Such job classifications typically reflect several problems.

A rather common problem with job classifications is that
they do not adequately differentiate between duties and re-~
sponsibilities in identification bureaus as opposed to other
state offices. For example, a highly trained computer terminal
operator who can enter and update files, perform name searches
and other functions is not comparable to a "records clerk" who
may require limited training, perform tasks of very limited re-
sponsibility and require substantial supervision. However, it
is not uncommon to find that the same job title is applied to
both jobs where no attempt has been made to closely examine
the respective levels of responsibility between the two.

The result of this is that both jobs are placed on the
same salary level which often creates a problem among bureausg
in the recruitment and retention of gualified personnel. Also
in such cases the description of the job's duties as well as
basic requirements of skills and abilities used for recruit-
ment does not present a fair picture to applicants.

Strictly speaking, one may say that all activities, duties
and responsibilities in identification fall into one of three
basic categories—--management and supervision; technical finger-
print classification and comparison; and records keeping. How-
ever, the range of skills required in these three areas can be
guite divergent from unskilled to semi-professional by defini-
tion. Therefore it is often the case that these basic job
categories need to be expanded to include first, longitudinal
steps which reflect increasing competence and technical skills
acguired. The most common example of this would be the

1
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fingerprint technician with an entry or trainee position lgad—
ing by step and merit increases to the top level gf.expgrtlse
which may or may not include latent examiner certification
and/or the assumption of supervisory duties.

Secondly, the three basic job categories previogs}y.ngted
need to differentiate between the duties and responsibilities,
as well as skills and abilities associated with the various
functions of the bureau. The variety of these functions will
become more apparent as we discuss the job requirements asso-
ciated with each in Section 2 of this document. As prev19usly
cited for example, they need to differentiate between baS}c
manual, routine or simplistic duties and those which require
more knowledge, training and responsibility with salaries that
are commensurate with those differences.

For comparison of compensation in these basic job.ayeag,
the survey questionnaire collected information on specific job
classifications and salary ranges. As points of reference,
the following data present the lowest entry level salary and
the highest salary level attainable (i.e. the range) as sepa-
rated by the survey respondents, and an average of all reported
entry and terminal annual pay rates.

Entry Terminal

Level Level

Bureau Chief Range = $10,416 - $38,186
Average = $19,350 - $25,812

Fingerprint Tech- Range = $ 7,716 - $19,800
nician/Examiner Average = $ 9,655 - $14,840
Clerk Typist Range = $ 6,300 - $16,464
Average = $ 7,919 - $11,818

It is difficult to draw conclusions on the adequacy of
salarv levels based on national averages since regional and'
state differences greatly affect such judgments. However, it
ig important to note that as a whole, state identiflcgtlon bu-
reaus listed low salaries as one of their most significant
personnel problems, particularly as they affect recruitment
and retention of staff.

The refinement of job descriptions and pay rates was
noted earlier as a necessary step toward the solution to this
problem. It is interesting to note in this regard that those
states which have made some changes along these lines reyeal
some apparent improvement. For example, those statgs wh}ch
differentiate between "clerk typists" and computer ® terminal
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operators" reveal a salary level just below those listed for
f fingerprint technician as the following indicates:

Entry Terminal
! Level Level
ﬁ Terminal Operator Range = $ 8,160 - $17,117
i Average = $ 9,410 - $13,136

S i Y :
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Recruitment

{ | 1.4.2
f

Identification bureaus responding to the
naire indicated that recruitment of personnel
g most serious personnel problem, second to the maintenance of
H enough staff. Undoubtedly these two problems are interrelated,
! just as low salaries also impact both of these situations.

survey question-
is their second

The recruitment of personnel for identification bureaus
can be regarded from two levels, first, the practices associ-
ated with the attraction of qualified applicants and second,
the screening of those same applicants for suitability.
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Recruitment and screening are most typically handled
through procedures established by personnel offices of the pri-
mary organization such as the Department of Public Safety or
State Police. While such practices vary, they may consist of
; an announcement of position availability, basic screening of
? candidates for mandatory qualifications, testing (if available)

y and/or interviews. Two azpects of this process deserve some
i comment.

N First, by some accounts, identification bureaus tend to
attract and some managers prefer to hire from within the parent
organizations. In the case of fingerprint technicians there
is often a marked preference (which is frequently based on a
reported history of good experience), for the selection of
personnel from other functional areas of the bureau itself.

It is reasonable to expect that personnel who have been ex-
posed to the identification function would have picked up par-
ticular knowledge that would enable them to perform better on
tests, if those tests are specific to the fingerprint identi-
fication process, as well as perform better during initial
training. No information is available however, on the long-

! term quality of these as opposed to other recruits who do not

i have such prior identification experience. However, one fac-

k tor does seem clear, and that is that broader attempts to re-

3 cruit qualified persons are needed among a large percentage of
: identification bureaus.
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Testing, to better identify potentially well-suited fin-
gerprint technicians, is used by about half of all states re-
sponding to the survey questionnaire. Most of these tests
however, are standardized instruments which are used for a
wider cross section of job applicant screening. In a much
smaller number of cases, states have developed specialized
tests to help specifically in the identification of candidates
who have particular abilities in fingerprint pattern identifi-
cation and comparison.

This study was not meant to identify or evaluate tests of
this type for validity or reliability. However, examination
of several such tests revealed that they have a marked tendency
to overdiscriminate in favor of persons with specific experi-
ence in fingerprint identification. In other words, a test of
this type should hopefully be able to test general abilities
such as overall pattern recognition and comparison aptitude
rather than specific fingerprint pattern recognition as is the
case in those tests examined. This is not to say that such
tests do not prove to be of some value in personnel selection,
but that they may overly discriminate on behalf of persons who
have had prior fingerprint experience and eliminate persons
who may have equal or greater talent but lack that specific
experience. The development of a valid and reliable testing
instrument of this type would undoubtedly be of assistance to
identification bureaus generally, if coupled with an effort to
bring personnel salaries and benefits in line with job demands

and requirements.

1.4.3 Training

Pre-service and in-service advancement training for iden-~
tification bureau personnel is a matter of established policy
in about 75 percent of all bureaus. The bulk of such training
is performed on the job and is of a less formalized nature

than classroom training.

Fingerprint examiners typically enter state bureaus in a
trainee capacity unless they have had a degree of prior expe-
rience which would preclude the need to provide intensive per-
sonal instruction and supervision. This is often the case
with regard to the transfer of examiners from other states or,
more typically, from the Federal Bureau of Investigation's

Identification Division.

Many states utilize fingerprint classification systems
which are somewhat different from the Henry system, and there-
fore require some training even among transferees.
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Pre-service as well as in-service training of fingerprint
examiners varies markedly depending upon the size and workload
demands of the state bureau. The larger the bureau and its
workload the greater the likelihood that it will have a more
systematic initial training and advancement training routine.
Among smaller bureaus, there is a greater possibility that
training will be less systematic through exposure to various
levels of fingerprint identification. In neither case, how-
ever, is it common to find a completely formalized system of
training, qualifications and systematic advancement through
incremental levels of technical skills and responsiblity, or
for purposes of establishing career paths and increased pro-

fessionalism.

Most typically, advancement through the technical levels
of fingerprint examination is based on the judgment of super-
visory staff with regard to the level of proficiency which an
individual has achieved, and, professional advancement is a
product of time-in-grade rather than formally demonstrated or
tested competence. In a major way, this is the product of
many states' inability to establish performance standards for
its examiners in terms of either the quality or quantity of
work performed. More will be said about this later. For the
present discussion however, it is important to recognize that,
for the most part, technical and professional advancement of
fingerprint examiners is based more on the workload demands
and current personnel needs of the bureau in question rather
than on defined criteria for passage from one skill level to
another. While there are some notable exceptions to this gen-
eral rule, this does seem to be the prevailing situation among

state bureaus.

The structure of training under this generalized circum-
stance typically finds the examiner trainee being gradually
exposed to more and more technical and responsible duties.
For example, the trainee may first be exposed to the files
through the name search process, proceed thereafter to bring-
ing up a primary fingerprint classification or "blocking-out"
and advancing on through full fingerprint classification,
technical search, comparisons and identification, and estab-
lishing and/or confirming "raps." Trainees may not perform
these functions in this exact sequence or perform these func-
tions exclusively during training or later periods. However,
generally there is some progressive exposure to the intrica-
cies of fingerprint comparison and identification.

As previously indicated however, what is typically lacking

in or during these training periods, as well as later in one's
career is, clearly defined policy in the following regards:
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® The basic skills and abilities which must'be
mastered in order to progress through various
levels of proficiency leading to the designa-
tion of fingerprint examiner.

® The degree of accuracy and level o? production
which is acceptable during the various levels

of training.

® The sequence and time frame which must be ad-
hered to between training levels.

® The supervisory alternatives and/or sanctions
(e.g. counseling, retraining, performance rat-
ing) which are adhered to in employee eyalua—
tion during training, as well as later in the
career path.

Fulfillment of these and other formal requiremen?s if set
out by departmental policy would lead to the designatlon of
"fingerprint examiner." Such procedures and requirements are
set forth at the federal level by the FBI as well as py some
state bureaus. However, a broader recognition of the}r need
and value among other states is warranted if the service gf
fingerprint identification is to become more pFofe551onallzed.
Correspondingly, it should be recognized that 1ncreased'pro—
fessionalism typically carries with it the salary benefits
which have been considered to be below par among many state

bureaus.

While the idea of certification for fingerprint.egamipers
is not necessarily advocated here, the national certlflcaylgn
program for latent fingerprint examiners has had.sqmg positive
effect on elevating the professionalism and cred1b111t¥ of
those individuals. It may be that certification for f%nger—
print examiners will become one of the logical.conclus1ve
steps leading toward the professionalism of this group as well.
As this section indicates however, there are many prel%m}nary
steps that states can and should take before such certifica-
tion can be reasonably undertaken.

1.4.4 Staffing Levels

The number of fingerprint technicians necessary to pro-
cess the volume of incoming criminal and non-c;iminal finger-
print cards is an important operational, planning and budget—
ing consideration to bureaus. The needs'of.bureaus vary .
considerably as the following data will indicate. Thls varia-
tion in staffing requirements is affected by two primary fac-
tors among others. These are operational capabilities and

operational policy.
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Operational capabilities have to do principally with the
degree of automation available to an identification bureau.
Fully automated name search procedures for example, greatly
reduce the processing time required for this function. As
well, the retrieval of fingerprint images through microfilm
also offers the potential to eliminate much of the time and
motion associated with hard copy file search, if the microfilm
procedures are structured properly.

Operational policy on the other hand includes such matters
as whether a bureau fully processes or partially processes
non-criterion offences, whether or not it performs a technical
search, and its policy on the priority and degree of processing
with regard to non-criminal fingerprint cards, and its policy
in regard to handling backlogs of work.

With these factors in mind, data on the volume of crimi-
nal and non-criminal fingerprint cards was compared to the
number of technical and supervisory fingerprint examiners in
each state. This comparison also included the number of exam-
iner positions filled as opposed to those budgeted. The re-
sults reveal that for each fingerprint examiner now employed
there are about 7,650 cards received annually, or about 35
cards per examiner per working day. However, the range of
cards received in any case varies greatly from a high of
16,000 cards to a low of 2,200 cards per examiner each year.

The foregoing data provide only a reference point for
gauging the number of technicians that may be needed to meet
technical fingerprint processing requirements of state bureaus.
Such a reference point should be considered with the utmost
caution when attempting to gauge the requirements of specific
bureaus, as previous reference to Cperational and policy dif-
ferences has indicated. If anything, the wide statistical
difference in examiners' workloads reflect the great likelihood
that those operational and policy differences are quite opera-
tive in. various bureaus. These statistics also may suggest
that those bureaus which reflect widely divergent manpower to
workload ratios from this national average may be facing seri-
ous problems in either or both operational and managerial
areas.

It appears that a specific effort needs to be undertaken
for the development of national staffing norms which could be
related to productivity and operational differences between
bureaus. In the interim however, state bureaus must fill this
gap by development of their own state staffing and productivity
norms. With these, planning for staffing requirements can be
accurately undertaken and corresponding budget requests clearly
justified where workload increases and other factors impact
the bureau.
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Lack of manpower among fingerprint technicians is of
course not the only area of staff shortages which affect bu-
reau operations. In fact, overall staff shortages were cited
more often than any other factor as bureau's number one per-
sonnel problem. Retention of that staff was considered the
number two problem. Clearly, the proper staff balance between
supervisory, technical and support staffs needs to be ad-
dresséd in the development of both state and national staffing
norms.

1.4.5 Performance Requirements

Throughout this section, reference has been made to per-
formance criteria for staff both in terms of the quantity and
quality of work performed. While such measures are necessary
for all staff this discussion will center upon the require-
ments associated only with the duties of fingerprint identifi-
cation. This is the heart of operations of the identification
bureau upon which all support operations pivot and the basis
from which all other work demands flow.

® Quantity

The volume of work which should be produced by finger-
print technicians is one which has received a substantial
amount of discussion. Each bureau has its own concepts about
what an acceptable level of work should be. That concept will
vary depending on the quality of staff, the pressures of the
daily workload and the bureau's operational ability to handle
that workload. But whatever the criteria, it is first impor-
tant that managerial and supervisory staff resolve and formal-
ize their expectations on productivity and make these clearly
known to all technicians. Without an initial understanding of
this type between all concerned, performance appraisals will
become clouded by a lack of definition and charges of appraisor
subjectivity. With clear policy on this and related matters,
such confusion can be greatly reduced or eliminated.

® Quality

The quality of work produced is the other side of perfor-
mance measurement which should be included in a personnel eval-
uation system. The measurement of quality or accuracy is some-
what more difficult to determine however since it goes beyond
the simple tabulation of work units completed. '

For example, assessment of quality or accuracy in some
cases would require the placement of "ringers" (i.e. known
idents) in the daily workload of name search and technical
search routines. Some states perform this function and keep a
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. tions.
. ratings should be formalized and documented.

Funning account of personnel accuracy in positively identify-
ing these ringers. Other state bureaus are satisfied with a
personnel accounting based on "missed idents" returned by the
FBI as consolidations to the state bureau, or, with the use of
spot checks by ident supervisors.

Measure of work quality or accuracy is also more complex
than thoge related to production since some types of error are
more serious than others. False idents, or the positive iden-
tification of the wrong individual, is a non-acceptable form
of error amcng most bureaus. On the other hand, minor differ-
ences in the interpretation of print patterns or ridge counts

can.be expected and should be considered to be a much less
serious error.

Therefore, both the number and the seriousness of errors
mus? be built into quality measures of personnel performance.
As in the case of quantity measures, gradations of acceptable
quality scores (i.e. Excellent, Very Good, Good, etc.) should

be specified by type of job performed and the level of worker
competence.

While this may appear to be a significant task, the only
true.effqrt involves the establishment of levels of acceptable
quality in accordance with technician competence or experience
levels gnd in accordance with the volume of work performed.
Once t@ls is established the accuracy rating system may be
formalized by means of a matrix, as is used by some states.

In such a matrix an individual in a given technician c¢lassifi-
cation may be systematically and objectively graded by the
number of errors committed and in keeping with the volume of
work produced. Thus, the greater the volume of work produced
Fhe greater the tolerance for possible error, and correspond-
ingly, the lesser the amount of work produced the fewer the
number of errors that are acceptable.

® Rewards and Sanctions

I§ a.bureau is prepared to judge personnel on the basis -

of their job performance, it should also be prepared to issue f
rewards and sanctions to personnel based on individual rat-
ings. An individual's progress should be based in large mea-
sure on the ratings received in periodic performance evalua-
The bureau's possible response to one or more poor

_ ; These should be
prgsented in a hierarchy of alternatives, based on the rating
using such actions as retraining, counseling by various levelé :

of supervisory staff and/or recommendation X Do
ble dismissal. s leading to possi

¢
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With such a formalized system of personnel performance
rating tied to corresponding sanctions and rewards, a bureau
may remove much of the ambiguity and subjectivity in these
areas which now frequently tend to exist.

1.5 Management and Evaluation

The effective and efficient operation of a state identi-
fication bureau relies heavily on the use of professionally
accepted management techniques. Most of these management
practices or principles are not specific to the identification
function but are typical requirements of a broad range of
agencies with diverse operational requirements.

While the need for sound management practices and proce-
dures in the identification function is clear, there is little
evidence to indicate that many agencies have systematically
addressed needs and requirements in this area. The lack among
many agencies for example, of a comprehensive and updated set
of agency policies and procedures is indicative of shortcom-
ings in this report. Several underlying factors which con-
tribute to this situation can be identified.

For example in some cases bureau chiefs and first line
supervisors do not possess the requisite education and train-
ing to identify managerially related agency requirements and
shortfalls. Even though these individuals may be expert in
the field of fingerprint identification procedures and opera-
tions, current requirements go well beyond this discipline
alone. Bureau administrators today are forced to deal in a
wide variety of operations ranging from the applications of
modern computer technology to an evaluation of the impact of
pending legislation on agency operations, workload demands and
budgets. Without some specialized training, either formally
or informally, many improvement opportunities invariably go
unrecognized and undeveloped.

Additionally the substantial daily workload demands of
most bureaus greatly reduces the availability of managerial
time that can be devoted to evaluation and planning. The need
to stay up-to-date with such primary functions as fingerprint
identification, recording of dispositions and dissemination of
criminal histories is typically an all consuming effort. Under
such circumstances, the development, audit and refinement of
managerial policy and procedures must frequently receive less
attention.

The present study also reveals specifically that there is
a significant lack of communication between state level iden-
tification bureaus. This is most noticeable in relationship
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to the_solution'of common problems. As a result, even where
po?entlal golutlons to managerial and operational difficulties
exist, their existence is not widely known.

A final delimiting factor to bureau chiefs is a general
lack of_funds for system enhancement. Even where solutions
are gvallable,~such as is often the case in regard to computer
applications, financial backing for their implementation is
frequently not available.

For.these and other reasons, the systematic application
of solgtlons.to management and organizational problems has not
been widely implemented in state identification bureaus.

. While many aspects of management and evaluation activi-
ties apd functions could be addressed in this section, three
areas in particular stand out as principal elements of these
functlons which typically require attention. These are facil-
ity management, performance and system workload monitoring,

and planning and evaluation. ,

1.5.1 Facility Management

The requirement for substantial floor space and indeed,
more space than is currently available, is a typical concern
of mosF bureaus. It is too frequently the case that bureau
operations have simply outgrown the original space allocated
to them and/or have failed to keep pace with available me thods

ag? techniques to utilize and manage the space that is avail-
able.

As is the case in most work places, the surroundings,
both esthetically and mechanically have substantial impact on
worker productivity and the quality involved in their perfor-
mance. The production oriented nature of identification bu-
reaus Which typically subjects workers to substantial pres-
sures 1s most subject to changes which time and motion and
space management improvements can produce.

‘ Typical operations of identification bureaus create a
variety of space and operational requirements. The principal
of these space demands include the following:

® Offices for management and supervisory staff.

® Open areas for free movement between multiple
work stations.

° F%ling.and storage space for hard copy and/or
microfilm of fingerprint cards.
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® Work areas and stations for various indepen-
dent functions.

® Separate areas of relative quiet for technical
search and verification.

® Areas for hardware in automated data entry
and retrieval as well as outside communication

equipment.

The fulfillment of these and other functions within the
confines of a single bureau is frequently cumbersome. As often
as not the aforementioned space requirements are not adequate-
ly met, either because they cannot be due to facility limita-
tions or because methods of enhancement are not fully ex-
plained. Space managemerit techniques need to be more
completely explored by most bureaus. But these need not re-
quire substantial additional monies or time such as may be the
case in the conversion of hard copy files to microfilm or
microfiche.

For example, they may be as simple as the development of
burge criteria so as to reduce the size of active files.
Purged, sealed and expunged records and general archival rec-
ords may be kept in separate locations or at least in less
trafficked areas.

Indeed one should be careful not to necessarily assume
that the application of higher technologies will reduce prob-
lems associated with Space management. For example, a gen-
erally perceived primary advantage of microfilming records is
the space-saving advantages associated with this approach.
While microfilm does require less storage space, it also re-
quires additional space for microfilm readers as well as pos-
sible room for actual microfilming equipment. 1In addition,
most bureaus do not destroy hard copy files once microfilmed
so that alternative space is required for storage of these
documents. If such approaches are used, they should be em-
ployed for reasons of increased records accessibility and not
necessarily as remedies for Space management problems.

In any event, the point to be made is that space and gen-
eral facility management is an issue which should be constant-
ly studied by bureau managers, particularly as file sizes grow.
Deficiencies in these areas have direct and often serious ef-
fects in such regards as misplaced or lost records and the
reduced production and accuracy of technicians.

1.5.2 System Workload and Performance Monitoring

The management of any agency, irrespective of function,
service provided, or product produced, must consider questions

- 28 =

s rdbinine

e o

R 1 Kot

N g

S v et g

g

e A i A

e e b e i

regarding the system and personnel capabilities to meet work-
load demands in an efficient and effective manner. Identifi-
cation bureaus should be equally concerned with these ques-
tions. However, data indicates that at least half do not
address these issues through the systematic collection of
data. Those which do collect data often fail to do so in a

In order to gain a clear understanding of the workload
of an identification bureau, one must be capable of identify-
ing the components and sources of system inputs and trace
their processing through the various work stations of the bu-
reau. While most bureau chiefs have a clear understanding of
the components of the fingerprint processing routine, only
about half of all states have formalized the process through a
workflow diagram which clearly depicts the flow and sequence
of work. About the same number of agencies maintain statistics
which reflect the volume of transactions associated with the
various key points in the identification process. The survey
questionnaire for example, inquired as to whether agencies
keep data in regard to the following events or transactions:

® Number of incoming fingerprints searched by
name.

® Number of fingerprint cards searched by name
that have a possible identification.

® Number of possible identifications by name
confirmed by technical search.

® Number of technical searches conducted.

® Number of identifications made as a result
of technical search.

® Number of missed identifications by name
(i.e. technical search resulted in an identi-
fication where no possibles were determined
by name).

® Number of FBI consolidations (i.e. missed
identifications caught during fingerprint
search by the FBI).

Even though about half of all identification bureaus keep
statistics on the foregoing it is clear from site visits that
many of these bureaus do not use the data systematically for
planning purposes. In some instances it is collected and pub-
lished only in annual reports without any extensive analysis,
or is used in a limited fashion for monthly summary statistics.
These data however, can be used effectively to monitor the
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functioning of the overall bureau as well as its component
parts.

For example, the relative change in the overall volume
and composition (e.g. criminal vs applicant) of incoming fin-
gerprints can reflect changes in legislation or changing atti-
tudes toward the utility of fingerprint submissions. The ef-
fects of legislative changes in general can be monitored in
gross terms from the volume of fingerprints submitted and

generally reduce the frequency of hits of both name and tech-
nical searches simply because the chances are less likely that
a criminal record will be on file. 1In any event, a slight
fluctuation in technical search hit rates may reflect changes
in the composition of fingerprint submissions and/or the
quality of the technical search which is being conducted.

These are only two basic examples in which statistics on
the volume and flow of prints through an identification bureau

can be helpful. Numerous other applications are of course

possible if procedures are first available for the collection
and on-going analysis of such data. Data of this type deter-
mine the bureau manager's ability to project future require-
ments, such as those related to personnel budgeting, computer

g o i

changes in personnel or other bureau requirements gauged ac-
cordingly. Changes in legislation which allow or mandate the
taking and submission of fingerprints in civil areas (e.g. in-
surance, auto sales, firearms permits etc.) have had particu-

g
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larly noticeable effects along these lines. This strongly sug-
gests that bureau managers should maintain constant awareness
of pending legislative and statutory changes so as to ascer-
tain where and to what degree workload requirements may be
changed at the bureau level. In order to do this however, one
must have established a benchmark from which to measure such
changes. Without a clear understanding of the bureau's capac-
ity to respond to current work requirements, there is little
way of accurately measuring the change which additional or
altered requirements will reap.

In addition to monitoring general inputs, bureau managers
need to closely monitor current activities as well as changes
in functional areas of bureau operations. As requested in
this study's survey questions one needs to know the number of
fingerprint cards searched by name as well as those "hits" by
name which are later confirmed by technical comparison.

Such data can, for example, prove valuable in gauging the
relative quality of the name search. A reliable name search
can be constructed by current technology to achieve no less
than 90 percent reliability. That is, if a true match is in
the file, it should be found at least 90 percent of the time.
If technical verification of name search candidates, and/or
actual technical search statistics reveal that the name search
falls short of this goal, study of name search procedures
would appear to be called for. As well, noticeable fluctua-
tions from an established agency standard would also be an

indication that problems may exist in agency procedures or
other areas.

Similarly, changes in the "hit" rate of technical searches
may present a flag to bureau administrators. Most technical
searches for example, exhibit a hit rate of no more than 5
percent. This will vary slightly depending principally on the
mix or relative proportion of civil versus criminal fingerprint
cards received. A much higher proportion of civil prints will
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applications and requirements, policy and procedural changes
and facilities requirements. This information is also highly
important to managers in their efforts to provide firm justi-
fications and convincing arguments for budget requests. With-
out data of this type, management of the identification func-
tion assumes more of a reactive than a controlled and planned
operational environment.

1.5.3 Planning

The preceding section provided some thoughts on the need
to develop an adequate information-base upon which to make
sound management and planning decisions. Here, we wish to
make some general statements with regard to the planning func-
tion.

First, it is rarely the case that an identification bureau
can support a full-time staff position dedicated to planning.
Even in the largest of bureaus this activity is typically the
responsibility of the bureau chief, the deputy administrator
and first line supervisors. Results of the survey question-
naire suggest and on-site interviews generally tend to confirm
the fact that planning, as a concerted active process, is the
exception rather than the rule. In many cases in fact, plan-
ning in regard to personnel recruitment, budgeting and related
bureau functions is diluted within a larger organizational
entity such as a department of public safety or the state
police. As such, planning must frequently accommodate the
needs of other department line functions which have historic-
ally tended to take precedence over support activities.

Administrators have come to recognize that they cannot
possess all of the technical and managerial expertise required
to meet bureau demands. This is nowhere more apparent than in
the application of computer technology to the identification
function. Identification bureaus have evolved in the recent
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past from purely manual operations to automated systems utiliz-
ing modern telecommunications and computer technology in the
larger bureaus. As files grow over the years, there will be
an increasing need to upgrade current applications where they
presently exist and to make technology in general available to
more bureaus where currently not applicable or unavailable.
While the increased use and availability of computer technolo-
gy is promising in its reduction of workload processing time,
manpower requirements and similar matters, it places heavy de-
mands on bureau chiefs to insure the responsiveness of such
improvements.

For example, on-site review of bureaus which were at dif-
ferent stages in their use of computer technology revealed the
following typical problems:

e Systems where the design éoncept was not ade-
quately verified or validated and which fell
short of requirements when implemented.

® Systems which had hardware and/or software
deficiencies at the time of implementation
which were not fully apparent until later.

® Systems which had been installed and had not
been thoroughly evaluated for adequacy and
upgrade since their original implementation.

® Systems currently under design and/or imple-
mentation which had not taken full advantage
of common design and implementation problems
previously solved by other bureaus.

It is evident from these and related problems associated
with automated systems, that the planning, continued evalua-
tion and on-going upgrade of such systems can be as much a
problem as their actual design and implementaticn.

If bureau chiefs and managers do not possess the requisite
technical skills to monitor systems design, then they must
look elsewhere for qualified personnel to perform this func-
tion. This holds true with regard to planning for all other
functions and activities.

Even though it is preferable to have a built-in capacity
to perform these and related planning functions this is not
always possible. In view of this, short term technical as-
sistance is often a desirable means of filling intermittent
technical needs, such as those related to computer technology
previously noted. On the other hand, on-going or recurring
needs such as budget and personnel planning should be met by
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building in-house capabilities and skills. Specialized, ex-
ecutive development and in-service training programs are
excellent means for gaining such skills.

l.6 ADP Interface

As has been noted earlier in this document, state identi-
fication bureaus are coming to utilize ADP applications to an
ever greater degree. Increases in the daily workloads together
with burgeoning files have made such conversions operationally
mandatory in some cases and much more attractive in others.

The development and on-going maintenance of computerized
systems however, often brings a new set of concerns to bureau
chiefs and their staff. As previously noted, knowledge of ADP
systems, capabilities and applications is not typically an
area in which bureau personnel have been expected to be con-
versant. Developments in this area have in some cases forced
bureau chiefs to become more familiar with applications of
this nature. Yet, it has invariably created a new dimension
of demands and requirements on these same individuals.

Most frequently these demands for system design, imple-
mentation and maintenance have been addressed through the
bureau's parent agency--Department of Public Safety, or State
Police--or through another state agency. These agencies or
state departments will frequently maintain their own data pro-
cessing capabilities or will interface directly with a central-
ized state data processing facility for this service. The ADP
requirements of the state identification bureau will thereby
be included with those of other state agencies. This service
relationship is most often justifiable in terms of costs since
it is rarely the case that the identification function can
justify its own ADP operation. However, this arrangement can
and has caused some difficulties related to coordination and
control.

For example, state computer service centers typically
serve a variety of clients with rather diverse interests.
Even where criminal justice agencies are served by a dedicated
system, the identification bureau must have its needs, re-
quirements and schedules balanced against those of other agen-
cies. This can cause difficulties particularly if the bureau
cannot, for any of a number of reasons, relate its needs to the
ADP staff, coordinate with other similarly situated agencies,
or, appreciate the capabilities and limitations of the ADP
facility. :

In most cases where problems arise, it is related to the
lack of adequate coordination and interface between the bureau
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and the ADP Center. Bureaus which have assigned the responsi-~
bility for this coordination to one individual generally find
that many of the service problems with the center can be cor-
rected or avoided.

In states that are now undergoing conversion to a comput-
erized system a formal liaison mechanism is essential so that
the system applications and functional requirements of the bu-
reau can be accurately translated to the ADP Center's techni-
cal staff and systems analysts. While it would be greatly
beneficial if this individual were to have some ADP system ex-
perience, it is not mandatory. However, this individual's
comp}ete knowledge of the bureau's operations and reporting
requirements is essential. Once the system is operational,
this individual should continuously monitor its adequacy and
wo;k w%th the ADP staff in making required changes and devel-
oping improvements.
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SECTION 2

OPERATIONAL AND TECHNICAL

..

2.0 Background and Methodology

The project team gathered data on the administration,
management and operational procedures of state identification
bureaus through on-site visits to state and local bureaus and
responses to survey questionnaires furnished by 46 state
bureaus. This section presents the functional requirements of
state-level identification bureaus as determined by analysis
of data collected. It includes a definition of major require-
ments, indicates the degree to which requirements are being
met and provides examples of methods by which requirements are
being met by various bureaus.

The material has been organized in a manner that follows
the workflow of a "typical" state identification bureau. While
there is no "typical" identification bureau, there are common
functions shared by the bureaus in fulfilling their duties and
responsibilities. A discussion of their activities provides a
common ground for presenting their functional requirements.

Each bureau, whether at the national, state, or local
level, has developed procedures to meet the unique require-
ments of its own environment. Some procedures were developed
after careful study, others were put in place as stop-gap
measures which became permanent features of the operation.

As the various identification functions are discussed, require-
ments will be identified and the problems that are symptomatic
of the requirement remaining unsatisfied will be presented.

The solutions offered by various identification bureaus
will be addressed as appropriate. It is not the intention of
this document to provide a catalog of solutions but rather to
identify the problems and their relative priorities providing
a basis for a system development plan to attack the problems
over the next three to five years. While this methodology
seems cumbersome and lengthy, it is necessary to proceed care-
fully to insure the most judicious use of dwindling funds to
resolve the most critical problems of the state identification
bureaus. Their needs must also be presented in the light of
changing responsibilities in the state to federal relationship.
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While these changes are not clear at this time, there must be

an awareness of changes currently contemplated which could

have a far-reaching effect on the functions of the state identi-
fication bureaus.

2.1 The State Level Identification Function

Typically most state identification bureaus function as a
central repository for source documents concerning individuals
who enter into contact with the criminal justice process within
the state. They receive, edit, error check, collate, summarize
and retrievably store this information and make it available
to various criminal justice agencies, upon request. In certain
instances, where required by law, they provide similar service
to non-criminal justice users.

2.1.1 Levels of Service

The types of identification services at the state level
vary. Some bureaus receive non-~idents as well as idents
from local agencies, others perform initial identifications
for local users and many perform both types of service. Some
state bureaus act as the interface between local agencies and
the Identification Division of the FBI in forwarding arrest
fingerprint records for both idents and non-idents, while in
other states the local agencies deal directly with the Identi-
fication Division (see Figure 2).

2.1.2 Fingerprint Identification Processing

Generally the state identification bureau's data base is
comprised of three major files: the jacket file, the master
fingerprint file and the master name index file.

The jacket file consists of case folders. Within each
folder is contained all the source documents processed per-
taining to a given subject. The folders are filed in numeri-
cal sequence by a unique State Identification (SID) number
assigned to each subject at the time of initial entry into the
data base.

The master fingerprint file contains a single fingerprint
card for all individuals included in the master name index
and jacket file. Each fingerprint record is annotated with an
SID number.

The master name index file contains a record of the name,

SID number and other annotations for all individuals whose
fingerprint record is included in the master fingerprint file.
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The principal operational activity of most state identi-
fication bureaus is the processing of arrest fingerprint records
submitted by local arresting agencies. While procedurally
this process varies among the fifty state bureaus, it is func-
tionally similar. Figure 3 depicts the logical flow of the
process. A fingerprint card is received. A search is made to
find a matching card in or_.er to visually verify the identity
of the subject from the fingerprint images, and positively
link him/her to an SID number. The SID number is subsequently
used to retrieve the appropriate information.

2.1.3 Effectiveness and Productivity

Typically it is estimated that approximately 60 percent
of arrest fingerprint cards submitted to state bureaus relate
to repeat offenders. As a consequence the "hit-rate" (number
of matches made between incoming fingerprint records and file
records) of criminal fingerprint submissions approaches 60
percent for the majority of state bureaus.

In effecting criminal offender identifications on the
basis of the foregoing statistic, the name search activity
produces from 90 percent to 95 percent of these identifica-
tions. The remainder are produced by a fingerprint data
search (technical search).

In the context of productivity, a name search identifica-
tion can usually be accomplished in less than half the time it
takes to conduct a technical search. This is attributable, in
part, to the necessity of manually deriving a classification
formula for the incoming fingerprint record before the master
fingerprint file can be accessed, for technical searching. This
operation generally requires approximately six minutes to com=
plete for a set of ten good quality inked fingerprint im-
pressions.

Computer automated name searches and fingerprint classi-
fication searches significantly reduce the time and labor of
both of these functions, while generally improving their
effectiveness. These subjects will be addressed later in this
report.

2.2 User Inputs

Identification bureaus are fairly unique in their opera-
tion in that they have little control over the record input,
volume or timing of the entry into the workflow. The patterns
of arrest, dispositions, mailings, and delivery all contribute
to the uneven distribution of work. While this activity is
the least controllable aspect of the work performed by the
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Figure 3

Typical Basic Work Flow of State Identification Bureaus
In Prcecessing Criminal Fingerprints




" bureau, it has the greatest potential for adversely impacting
the work of the bureau. :

The main volume of work flowing into the identification
bureau consists of hard copy documents. The traditional
fingerprint card with its ten inked and rolled fingerprints

provides the largest volume of work for the identification
bureau.

The submission of a fingerprint card to the state identi-
fication bureau has as its main purpose the positive identifi-
cation of the individual whose prints appear on the card.

This is true of both criminal and civil (or applicant) prints.

In addition to fingerprint card submission, identifica-
tion and record bureaus also process a volume of arrest dispo-
sition forms. These reported dispositions range from straight-
forward arrest disposition reporting, utilizing the carbon copy
created when the fingerprint card is prepared, to sophisticated
transaction/tracking systems involving prosecutors, courts and
corrections. In any case, this input contributes an extensive
workload to the records processing functions of the bureau.

Most bureaus remain tied to a manual reporting system;
however, a few are experimenting with automated or semiauto-
mated reporting methods. These experiments utilize tracking
numbers assigned at the time of the arrest and reported on the
arrest fingerprint card. Subsequent transactions rely upon
this number, sometimes in conjunction with a check number (such
as local OCA) or name to match the disposition to the arrest.
As the state criminal history programs have developed, the
reporting requirements for dropped charges, up/down graded
charges, plea-bargained and other charges have increased. This
increased level of detail has placed additional burdens on

both the identification and records personnel in the identifi-
cation bureaus.

There is a distinct requirement for the continued devel-
opment of state level disposition reporting programs. Although
considerable attention has been directed to this subject,
there are still many associated problems. The cost of the
processing of the disposition workload will remain high unless
systems are devised where this reporting is a by-product of
other reporting procedures.

The third major input to the identification process is
the special request. Requests may be in the form of name
check requests, special processing for fingerprint cards or
for other identification bureau services. Special requests,
from both in-state and out-of-state requestors, make up a
significant part of name check volumes.
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The majority of these requests are for special name
searches and/or criminal histories (rap sheets). Such requests
are.typically delivered via the state and national telecom-
munications systems, but others also come in by mail, particu-
larly from non-criminal justice agencies. The request must
be searched in the name file in the same manner and using
essentially the same procedures and personnel as when process-
ing fingerprint cards. Criminal histories are usually provid-
ed to the requestor but with notations indicating that the
record is not verified by fingerprint.

e g

There is an increasing requirement for the state level
identification bureaus to provide this service. Although not
widely accepted as a standard practice, some agencies have
allowed (with some restrictions) direct access to the internal
identification Master Name File via the state criminal justice
telecommunications network. Query capability may be limited
to name and DOB or SID number and responses furnished may be

}imited to the index record (identification segment) and may
include a criminal history summary.

The burden of special requests, especially when associ-

. ated with a legislative mandate such as a licensing function,
is becoming a "growth" area for the identification bureaus.

The bureaus are undergoing a workload increase that is essen-

tially created by the public and private demand for name checks

and not by the growth of criminal activity which could be pre-
dicted.
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2.3 Quality of Data Received

The major aspect of quality is the taking of the finger-~
print image. In spite of experimentation with automated and
semi-automated methods and the appearance of several com-
mercial products, the majority of agencies still take the
prints in the traditional manual method.

e £V b A

The quality of submitted prints varies from one type of
agency to another due mainly to the personnel turnover rate
in the agency. Most large cities do not have this problem as
their identification personnel are permanent. It is more of
an issue in the smaller and rural agencies.

S i A A S

e g

In the national survey, the percentage of rejected cards
based on bad fingerprints (defined as not classifiable) varied
from a stated 3 percent to 25 percent. This discrepancy can
be accounted for by a number of factors. The first is the
point in the work flow where the quality check is made. If
the check is not made until after name search, then approxi-
mately 50 percent will be identified and will not require
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if] ion. A second factor is the definitiop of "clgss1-
gizgizf%cagér various state systems, the fingerpr%nt detilll
requirements vary. For example, some states requlri atwroi's
ridge count rather than just the tracing. gnother. a::c.oif s
the degree that the state fully pyocesses flngerprip S; .
state does not utilize a fingerprint §earch but re 1is ugs
the FBI, then the criteria for rejection of prints changes.

omatic of the problem of unclassifiable prints are
the f§{?g§ complicated processing @e?hods that the statis have
developed to deal with it. A significant numbgr offsta igssi—
have begun "unclassifiable" files. These cons;st of lr'lnct.On
fiable cards that have been name-searched and 1dent1flgih1
segments entered into the automated or manual syste?hw; R led
temporary State Identification Ngmbers. These are e e
by the temporary number. The main purpose of this pgoce .
is to provide a file so that if an offender re-o?fen staﬁ -
uses the same or similar name, the ngme-searcp will matc ie
the temporary file. Another reason 1S tha?, if two sipaia ® e
sets of prints were made and one was sent 1n§ependen§ Yy tote
FBI, the FBI will identify the offen@er gnd inform the sta
identification bureau of the identification.

The fact that several states have bggun such files 1s
indicative of several problems. First, if the qards arebre-
turned to the local agency SO another set.of prints canthet
taken, the offender is usually no longer 1n custody so t a ;
the card is never returned. Secqndly, th percentagﬁ zh ie
turned prints in several stateg is s%gnlflcapt enoug f? e
considerable gaps in the identification of first time orre
ers are occurring.

The other aspect of the quality of the fingerrint car%
is the personal and offense descriptive data. This facet g
the data quality is less subject to the problgms associate

with fingerprint taking but nevertheless remains a concern for
most of the states.

i 1fi i handle resolu-
Most of the identification bu;eaus try to . 1
tion of problems with the descriptive data.on Fhe fingerprint
card via the telephone or the state communications ngtwgrk.
This procedure is usually successful and few states indicate
that this is a problem area.

There is a need to provide to the s?ates the gbillty to
continue the in-state training programs i1n tbe taking og_ .
fingerprints. Many of these programs bavg either been 1scgmS
tinued or reduced due to funding restrlcFlons. ?he§e progr m
are essential to assure quality fingerprint submissions, par

ticularly in agencies where there is a large turnover.
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Many states have developed training packages including
operation manuals and procedure manuals, but there is a need
for the development of a standard training package with the
ability to be "tailored" to the individual states. The

standard FBI training manual is an example of how effective
such a program can be.

2.4 Transmission Modes

The traditional and currently most widely used method of

delivery of fingerprint cards to the state identification bureau
is the mail.

Facsimile transmission of fingerprint records is employed,
in addition to mail service, by Illinois and New York. This
reduces from days to minutes the overhead imposed on turn-
around time by the mail delivery mode. Several states are
currently experimenting with facsimile technology where an

identified need for speed is emerging, i.e. priority requests
to the Identification Division of the FBI.

Record responses are also widely returned by mail. Again
facsimile is also used for this purpose in Illinois and New
York. Additionally, many states with automated criminal
history files employ state telecommunications facilities for
electronic delivery using terminals or line printers. New

York is a notable example of this electronic mode of record
response.

It was not disclosed within the site visits or survey
activity that accelerated delivery of fingerprint cards was a
priority problem. This was brought about in part by the fact
that most bureaus indicated they did not have the capability
to respond to fingerprint submissions in less than five to
seven days. Staffing and technical problems were cited as
their rationale. Several state bureaus did, however, indicate
they currently possessed the technical ability to respond in
one to two days after receipt of a fingerprint submission.

For this group, the time required for mail delivery is signifi-
cant. ’

An emerging factor that may significantly influence the
need for more rapid delivery of fingerprint cards is a current
movement toward more rapid arraignments. Depending on legis-
lative mandates and criminal justice policies within a state,
the reguirement for record responses from the state identifica-
tion bureau could be reduced to two or three days. In New
York, where rapid arraignment has been in effect for several
years in the New York City area, the state identification
bureau must provide fingerprint verified responses in two to
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three hours. The bureau routinely processes upward of 150,000
such requests annually.

Presently the only viable means of electronically for-
warding. fingerprint cards is via facsimile technology. This
comes about because of the need for photographic quality hard

scale). This is the same technology employed by the newspaper
wire services to distribute news photos to their subscribers.

Facsimile technology is currently undergoing dramatic
advancements in technical capability and reduced costs. There
is a need to evaluate the present state-of-the-art relative
to a foreseeable future need in identification processing.

2.5 Preprocessing and Work Flow

Although state identification bureaus are thought of as
having a fairly simple and straightforward processing proce-
dure, this is not necessarily the case. Aan analysis of the
data collected by on-site visits and the survey questionnaire
indicates a distinct need for agencies to evaluate their
bureau operations from a top down view. That is, the work that
comes into the bureau should be viewed not only with the end
goal in mind (identification), but also with consideration of
the various methods of achieving that goal using the data
provided.

2.5.1 Logging and Statistics

Through the nationwide Survey, it was determined that
relatively few of the state identification bureaus maintain
in-depth statistics on workload. Nearly all bureaus maintain
some level of statistics, but only a few maintain the following
minimum statistics:

Criminal F/P receipts by agency
Applicant F/P receipts by agency
Special Requests received by agency, by type

Percentage of incoming fingerprints identified
as a result of name check

Percentage of incoming fingerprints identified
as a result of fingerprint technical search

® Rap Sheets disseminated, by agency

The basic reason for maintaining these statistics is for
performance monitoring. A subsidiary reason is to provide the
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agency with a "zero base." Without this base and documenta-
tion of the staff workload standards, the bureau cannot pre-
dict or accurately document the expected impact of legislative
or procedural changes. This is particularly relevant, as many
agencies responded in the questionnaire that increases in work-
load in handling state applicants, gun licenses, private re-
quests, and other mandated work were Creating an increasing
burden on the bureau with no increase in the funding. It is
nearly impossible to demonstrate to the parent agency, budget
personnel or the legislature a need for funding or staff in-
creases without reliable statistics.

Several states have combined the need for a document
control system with the capability to automatically collect
statistics as a by-product of the document control system.

Because of the differing approaches to the problems of
identification, there is an inherent problem in attempting
to compare statistics from one state to the next. Such fac-
tors as file size, file make-up, level of automation, and
reporting requirements affect the throughput of the various
bureaus. There is a need however, to attempt to. establish
workload criteria for certain functions that are common to
all bureaus such as classifying prints, file searching, and
filing. 1If these basic work measurements can be developed,
then the states can build into them their unique requirements
and reach an optimal throughput level. By the judicious
gathering of statistics the bureaus can then compare the
throughput capacity to actual volume or anticipated volume.
Only by this comparison can the bureau establish whether its
budget/staff level is consistent with its mission.

2.5.2 Sorting and Grouping

There are several major groups that could be used to
group and sort the work of the identification bureau. These
Procedures are typically used in most bureaus but it was found
that nearly all bureaus operate on "exception processing."
That is, the work flow is designed for a particular operation
and prints that don't meet the operation are handled as ex-
ceptions.

Nearly all bureaus stated that the primary.grouping was
by priority with the major determination being whether the
card is a criminal or applicant (civil) print. Universally
the criminal print is given priority in processing. Within
these groups only a few states indicated any further break-
down. Those that did separated the criminal group along
criterion/non-criterion offense or juvenile/adult offender
lines. Another priority breakdown that some states use is to
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differentiate between law enforcement (arrest) and prisons
(corrections) prints. The reason is the feeling that respond-
ing to the initial identification need is more important than
the acknowledgment of a movement of a supposedly known person.
This differentiation is not universal in that some bureaus
operate on a first come first served basis.

Because of increasing demands placed on the state identi-
fication bureaus, their neegd to manage the workload and to
maintain statistics on that load, it is necessary to develop
a document control system. There are many examples and models

{ available in private industry and these should be developed
; to fit the needs of the bureaus.

e

Although many local agencies are entering the State Iden-~
tification Number of FBT Number on fingerprint cards submit~
ted, it is typical practice for state identification bureaus
to process these cards with the remainder of the input without
regard to the existence of these unigue numbers. It is sug-
gested that, in those agencies maintaining SID or FBI indexes,
it would be more efficient to process them separately using
the SID or FBI Number to make the probable identification.

In those relatively few cases where the probable identification
proved to be false by the print comparisons, the card could

be entered into the name search stream. Many larger cities
have identification bureaus which essentially duplicate efforts
at the state level and errors in identification can be made at
the local level. Such errors should surface when print com-
parisons are made at the state level.

R e i e S

2.5.4 Special Processing

During the prccess of documenting work flows in various
state identification bureaus, several problems that require
special processing were identified.
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oo several states include the Henry Primary/Secondary
e Classification on name searches to allow a more Precise dif-
i ferentiation on common names. This is true of the larger name
files where there may be twenty to fifty candidates to a com-
mon name.
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additional workload on the fingerprint technicians. 1In one
state, non-technicians have been taught to perform this func-
tion. Some states have begun a "screening® process whereby
after a name search, the subject names are eliminated visually
by fingerprint classification prior to attempting the identi-
fication verification.

There is no standard processing flow among state identi-
fication bureaus which employ varying methods of sorting,
grouping and processing fingerprint cards. It is recommended
that a fuller exchange of processing methods and procedures i
be made available to the managers of identification bureaus. (
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; - For large files this seemingly simple operation has a
great beneficial effect and should be implemented as time/
funds allow in all bureaus.

2.5.3 Document Control

Due to the volume of fingerprint cards handled by state i
identificatiocn agencies a method of controlling and monitoring
the flow of those documents is essential. This is particu-
larly important considering the different pPriorities and pro-
cessing methods discussed earlier. Few states, however, have
embarked on any formal document control System. Among these,
few states have full-fledged control systems, and some states
have limited monitoring capabilities.

v

Another example of special processing involves the use of
a temporary identification record. Because most of the iden-
tification bureaus at the state level have response times that
range from four to eight days there can be two fingerprint
cards on the same individual in the work in process. This can
come about as a result of several actions in the field. First,
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" As a minimum, the control system should identify which
documents are in which batches being processed by the bureau
and identify where those batches are. The most extensive
system noted by the project team was capable of identifying
the exact location of each document at any point in the pro-
cessing flow. Not only is this system necessary to effectively
manage any backlog that might develop, it provides as a pro-

cessing by-product the statistics needed to manage the work : : although the first card may be in the process Many states

flow. i_ : have solved this problem by Creating a temporary identifica-
X }i - S tion entry whenever there is a negative response to a name
E

it mins pagn T
Fitwed b RSF

fingerprinted again. Both cards are sent to the state agency
within a short period of time. Or the arresting agency may
send in a fingerprint card On a particular offense and then
charge the offender with another crime, requiring another or
update card. The pProblem here is that the second card has
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search. This temporary identification record will then match
if a second identical record should be searched.

While this procedure seems unnecessarily complex to solve
an outwardly simple problem, the extension of the procedure
can be very useful. If after the technical search, -there is
still no positive identification, the temporary identification
record can become the permanent record with little modifica-
tion. Since this work must be accomplished in any case, the
effort of creation of the temporary record is salvaged by
this procedure.

This method of assuring that duplicate records will not
occur because of missed records in process can be adopted by
the state bureaus in the manner fitting their particular
operations. Many, if not most, consolidations have their
beginning in the creation of two simultaneous records, and
this procedure would eliminate that possibility.

2.6 Name Search

Name searching is a dominant factor in the identification
process. It produces from 90 percent to 95 percent of the
identifications made by most identification bureaus at the
local and state levels. In the case of arrest fingerprint
processing, it is the Master Name Index that is searched first
to effect the retrieval of an SID number which leads to a file
copy of a fingerprint record for comparison and verification
pus poses.

Quite often in the case of non-criminal identification
processing or special request identification checks, where a
fingerprint backup is not available, name searching is the
only means of accessing the agency's criminal history file.

Name searching is a continuously expanding functional
activity since it is directly linked to the growth of the
identification bureau's record keeping functions. It turns
out, that name searching is the fastest and most economical
means for the agency to locate "jackets" or case folders for
file maintenance such as updates, deletions etc.

Historically, the automaticn of the Master Name Index
of the identification bureaus was the first step taken in
the movement to computerization of the fingerprint identifica-
tion function. The result of the national survey indicated
that seventeen states were computerized and twelve were a
combination of computerized and manual. The combination could
be taken to mean two situations. First, the bureau is in the
process of automation, or secondly, they have completed the
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au?omation but have opted for a "day one" conversion and will
malptain the manual files in parallel with the automated files.
It is significant that 30 states of the 46 that answered the
survey are computerized. Two states which did not respond are
known to be computerized, so that approximately two-thirds of
the states are utilizing computers for their name search.

. This means that one-third (17 states) are still operating
with totally manual name indices. Of these seventeen, thirteen
are @n.the lower twenty states in terms of population. For a
significant number of states; the manual name index is still
an alternative. The manual file may be mechanized but no dif-
ferentiation is drawn between these and cards filed in cabi-
nets. The organization and use of manual files are tradi-
tional and no attempt will be made here to describe their use.

.The computerized files, however, were not based on any
traditional approach and there are many differences among them.
The variations have occurred as a result of differences in the
perceived functions, file size, computer power, and experience
and skill of the implementors. Most systems are designed
around bne of the following basic search strategies:

® Use of dictionaries to handle commonly occur-
ring names along with techniques for sound-
alike matching

® Use of Soundex or similar schemes

® Use of exact matching on name

The more sophisticated systems can use all of these strategies,
depending on the type of query, data input, etc. There is a
geid by most systems currently in operation to add this flexi-

Many of the present operational systems were designed to
achieve a certain selectivity (return of a prescribed number
of records) and reliability (return of a target record). File
growth and operational needs have altered the design concepts
for these systems, which suggests re-evaluation and modifica-
tion where warranted.

Other characteristics that the survey and site visits
revealed can be summarized as follows:

o There is a wide variation between systems in
the number of responses produced by name based
searches. In systems where scoring techniques
are not employed or retrieval lists restricted
to a certain number, the number of candidates
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and response time depends on whether a common
Or uncommon name is being searched.

® Some systems produce suspect lists that are
not in "best-first" order. This situation
leads to many manual pProcessing problems.
The computer simply returns to the inquirer,
in the order located, all records that "match"
the subject record. This requires the user
to peruse the output looking for the best fit.

® The survey disclosed that the data elements
most common to all automated name search capa-
bilities in addition to name are sex, date of
birth and race. Name and date of birth are the
most generally used data, while half of the
bureaus also reported using name only. About
one-third used one or more of the foregoing
data elements supplemented by some form of
fingerprint data (usually Henry Primary and

Secondary) .

In the studies it was brought out that most users of computer
automated name search systems, while generally satisfied with
their respective capabilities, were interested in technical

assistance in evaluating the effectiveness of the search and

making improvements where necessary.

The foregoing reflects a conclusion of the study that
there exists a need to assist in the upgrade of many present
computer name search capabilities. Attention should be directed
toward improving reliability, efficiency (selectivity) and

flexibility.

The current LEAA sponsored MICRONYM project addresses
many of these needs.

2.7 Technical Search and Verification

These two functional activities are generally recognized
as the most technically oriented and costly in the identifica-
tion process. They are labor intensive, relatively slow and

require highly trained personnel.

The technical search operation consists of conducting a
file search structured upon features found in the fingerprint
impression. To implement a file search, the fingerprint record
must be first classified, that is, the filing formula must be
derived. Classification permits the systematic filing of
fingerprint records based on fingerprint features. When an
original card is filed by the system's notation, any subsequent

,'50""-

fRCiE T S e G |

e ANOT

T

T Mg bkt st
thet 00 et T .

o e T

B e .
o x e R sy o e v

card of that individual falls in the same section of the file
and a search of the section yields the earlier record.

The most widely used classification system is the Henry
System (dev1§ed by Sir Edward Richard Henry in 1900). This

tion of fegtures in all ten fingerprint impressions. The fea-
tgres consist of: pattern types (loops, whorls and arches),
rldge counts (loops) and tracings (whorls). Other classifi-
cation systems, where used, are essentially equivalent.

.Technical sga;ch is performed on non-identifications re-
sultlng from an initial name search. Quite often the quality
9f an ident made from a technical search isg high since a non-

bgyond the classification notation is utilized. These are the
minute characteristics of the ridge contours whose location
and typgs (islands, bifurcations, endings etc.) reflect the
full uniqueness of the individual's fingerprint. Verification
1s the "Bottom Line" for both the name search and technical
search functions.

_ The process of verification of probable name identifica-
t}ons, and the classification and searching of non-identifica-
Flons by name continues to be the major pfocessing bottleneck
in most bureaus. The reasons for this are many and varied.
They re;ate to the type of files available, the structure of
those.flles, automation, required processing standards and
stafflng levels and training. As each of these areas impact
processing, they will be discussed as identification needs in

this section.

2.7.1 File Types

Most state bureaus operate using a manual file for pur-
boses of search and verification. There seem to be few prob-
lgms Or needs in this area as this is one of the bureau operz-
tions that tends to be the most controlled of identification
functions. ~

_ Traditionally, manual fingerprint files are maintained
W}th hard copy cards filegd in Henry classification order in
file cabinets designed for that Purpose. No provisions are
generally made for cards to be filed in rotary files or for
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them to be sequenced in classification schemes other than
Henry. Computerization of master name files and in some cases
of the fingerprint classifications has impacted this tradi-

tional way of doing things.

One of the most radical departures from the manual filing
system is the use of microfilm to store card images. Typically,
under this approach fingerprint cards are microfilmed after
processing. Non-idents are recorded as masters and idents are
cataloged by either reel and frame number (if microfilm) or
sheet and X-Y coordinates (if microfiche). This microfilm
index data is stored in the computer along with the personal
identification data. When the prints of that record are to
be retrieved, the technician simply locates the microfilm
image using the microfilm index and works from the microfilm
screen as he would from a card.

Several problems have been identified in the use of micro-
film in the states that use it. One problem is that of image
quality. Despite advances in technology, there remains the
question of whether or not the microfilm image is of sufficient
quality to allow accurate identification. This is basically
a question of technique. Many of the bureaus are using equip-~
ment that is now some years old and using personnel that have
been trained on the job with some access to the microfilm
manufacturers' representatives. Nearly all complaints about
quality could be satisfied by the provision of technical train-
ing and evaluation of the current microfilming procedures.

Another problem is file accessibility. Due to the orga-
nization of the file, the option most bureaus have taken is to
provide a complete copy of the file to each technician or at
least a reasonable number to avoid file access problems. Some
bureaus have segmented the file and distributed it to the
technicians. The name "hits" are pre-sorted so that each
technician receives possibles only in his segment of the file.

A corollary problem to that of accessibility is the diffi-
culty of file update. As new idents are added to the file,
they will usually be entered into the computer system immedi-
ately, but due to microfilm processing time, it may be days or
even weeks before the new fingerprint card image is available
to the technician on microfilm. This necessitates the use of
a temporary card file for the new identifications.

In addition to new identifications, there is an associated
area of concern involving file purges. Depending upon the
bureau interpretation of purge orders, the print image may
have to be physically removed from the microfilm and the film
spliced. Due to the operation of the microfilm readers, such
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splicing shortens the film's useful life. Because of this,
Several states have taken the approach that deletion of the

. In summation, none of these concerns are o j -
tlons,'indeed all are solvable. However, priorftgaggi gigigr
embarklng on.a project to convert to microfilm from the manual
fll?S{ a thorough investigation of those and other possible
ramifications of the conversion is advisable. The impact upon
the bureau's Ooperation of these and related matters can be of

. One_additional file type should be recognized at this
point which was reviewed during the on-site visit to Washington
Sta?e. The system is known by its manufacturer name as "Trans-
A-File" and was developed as a commercial product. The system
uses a la§er Scanner to record data concerning each fingerprint
card on high-density magnetic tape. The image can then be
regopstrgcted on a visual display with extreme accuracy, thus
ellmlnatlng_the need for either microfilm or hard copy éards.
The system is highly regarded by its users but suffers from
the onset of age. The manufacturer is also no longer in busi-
ness and the system is approaching maximum capacity.

The bureau is off-loading the name search, origi
part of Trans-A-File, onto a large main frame in angggziigt to
pro;ong thg life of the System. The operation of the system
is impressive and boasts a very good history of name-based and
fingerprint-based hits identified on the visual display.

nectiop with storing fingerprint images on microfiche trans-
paien01es. New York has sponsored R&D in this area of tech-
nology.

2.7.2 File Structures

. Ba§ically.there are two methods of constructing finger-
print fllgs, e%ther classification card (predominahtly Henry)
or state identification number (SID) order.

Most agencies that follow up name searches with a techni-
cal search do so in a manual file sequenced by the Henry filing
system. The search follows the classical standards and pro-
cgdures which have developed over many years. There is much
literature and assistance available to agencies in this area
and this does not appear to be a major issue.
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Washington's system was developed as part of the con-

version to the Trans-A-File system and is called the Alpha-
Numeric Coded Fingerprint System (ANCF). The system assigns
Eigéesgsgitfgggiiﬁ,sso$e state bureaus have Qeveloped'automated numeric identifiers io pattern types and alphabetics to rgdge
These systems are esgs imslf° comp lement their operations. . , : counts. The system offers more detail than the NCIC Classi-
search capabilities eghéafigg:ggsggirgiizéigigagigislflcatiin | { fication, yet can be cranslated to both the NCIC and Henry
i es manua ; ! e :

developed by the classifier, along with other data eiements Y : Classification systems.
such as date of birth and sex are entered into the computer

2.7.3 DAutomated Fingerprint Search Systems

As an additional means to speed up processing and to con-

Y

by a terminal i . . . : Utah's system was developed by personnel in their identi-
fingerprint ca?geigtgﬁé bTh}s gata obtained from the incoming fication bureau in conjunction with the development of the
the computer ok storn th:s;zmeogagze-iomputerfsearch. Within 3 computerized system that supports the bureau operation. The
retained in the mrok b . _eélements or each record e : classification scheme consists of an alphabetic identification
number b computeirfiiggfgprlgt féle along with the §ID : of the pattern type, followed by a three-digit code. The
print data such as pattern N or ng by sex and then finger- v three digits consists of a score indicator and a two-digit
finally g4 . YP€, ridge counts, tracings, and L ridge count. The classification scheme is also convertible

Y date of birth. i : to NCIC and to Henry

s -
e ™ e o

T O ey

Georgia (and a few other states) use the NCIC Classifica-
tion system as the fingerprint search index scheme. The de-
velopment of the scheme was based on work done by an outside

g consultant to GCIC. The System has worked well, but due to

I~ the file size increase, which is currently over 440,000, it
will soon be necessary to adjust the scoring criteria. The

Additionall a retriey . - . ; Georgia experience has shoyn'thay with the proper file access

will genera{iy result iilail:§c8§a2§ g?gztgiaghgﬁnggaggig:§§? ; techniques, the NCIC Classification can be used by many states.
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2.7.4 Benefit/Cost Automated Fingerprint Search
Systems

Automated fingerprint search systems are very similar to
automated name search systems in that they are software (com-
puter programming) oriented. They require no special purpose
hardware attachments. Once installed, the update and file
maintenance is usually automatic.

_ Mogt of the bureaus which employ this capabilit i i
their fingerprint file in SID order,Yalthoughpsome s{i?ilgzgln
Fhe Henry classification scheme. Generally where SID ordering
1S used, the computer returns the SID number and in some cases
a name. The filing of first time offenders is simplified in
files o;dered in this manner, since SID numbers are usually
Sequentially generated. One drawback to this file system is
that Searches by partial fingerprints, such as latents, are
compl}cgted by the lack of use of fingerprint battern types
for filing purposes. Most computerized fingerprint search
Egstims have'riliived this problem by allowing cross indices

T Ilngerprint classificatio ] i
doeine offipent naassi ns and Accommodating searches

R T —

There are many advantages to a computer automated finger-
print search system. Probably the main advantage is that it
permits the reordering of the fingerprint file in SID number
order. This significantly improves the efficiency of the veri-
fication of name search identifications, in addition to greatly
facilitating the technical search. This is brought about, in
part, by the elimination of congestion which is present in
classification files in the densely populated sections. Accu-

. e by i
” Ik“‘..a-».‘;ei,,,,M-wn%_MN«

There.are seyeral other fingerprint Classification schemes
currently in use in automated systems. Of particular interest

&

are those used in the states of Georgia, New York, Utah and
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racy and efficiency are also improved since the computer in-
ternally screens suspects (equivalent of rifling through a
section of the manual file) and only displays the most promis-
ing suspects. An additional feature is the ability to consider
references simultaneously and include them on the retrieval
list if they are in contention.
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are vulnerable to classificati
Able : ; on errors. A mistake i -
;ngogggisd353ggatlon is fatal. Errors in ridge couigiigPZZn
: ated for up to a certain point. Th i '
. Cer . eoretical
ts Eogﬁdthgn adequate dlscylmlnatory capability in thelgaggzii
yp ridge count descriptors for most state file sizes.

There are disadvantages to be sure. Automated systems

2.7.5 Standards Development

it relates to fingerpri
print search and verification i i
Zzizgg gs gell as sensitive matter. The overallni;:u:no;n_
st thig 30 evelopment an@ usage has been discussed in Section 1
cument. Here it is worthwhile to note its specific

relationship to i ;
tions. P the fingerprint search and verification func-

For example, of the 46 stat i

i : e 4¢ €s responding to th
g;esslznnalre, only 11 indicated that they mgintaineaisrzeye
porgeg ihszstem for production. Wwhile nearly all states zg—
_ at the work of technicians is monitored, only fourteen

In terms of quality control, i
. 11 + 1t was also found t
ii&hizgzzs are requiring the check of each ident by ahggcggg
perceptiog.thgglihmaz bﬁ due to overwork by the staff or the
Cer e technici . :
verification of their work.lans %€ expert and do not require

aboutIzhzltggi.event, tpere is some difference of opinion

Romocins o? éi;:grggithlstpractice, with managers sometimes

. ng ng strongly about its use. The il-

igglopéglon, however, favors the use of verification p;sziiéu-
Yy ere other types of quality control are not eﬁployed

bureai: igogii be ioteq that, in the main, quality of work in
infrequent cremely high, despite generally low salaries
Lar e% b raises, an§ tedious work under extreme pressuré
is very semaitive. ‘his high quality the issue of work quotas
can demonstr;téviﬂatBuﬁ ghe question remains whether managers
. : ¢« under current workloads and pe
ﬂgzétg;lgg igstems, an increase in workload must bg ;iggﬁggce
. crease in staff or a decrease in i -
5 :
1s the root of many problems in state bureaus. ervice. This

Legislatures have continued to add to the already in-~

creasing criminal workloads b iri i
' ; ] Y requiring fingerprint
for licensing and applicants, without providgngpadgit:gisfs
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funding or consideration of the additional burden that this
will create. Indeed, many bureaus are faced with funding
reductions in tandem with this increasing workload. This
situation, if allowed to continue, will mean that many bureaus

face reduced levels of service.

This situation also emphasizes the need for the provision
of new technology to identification bureaus so that they may
maintain their.function at the highest possible standard and
efficiency. New technology must be integrated into the bureau
in an effective manner and not as a stop-gap measure. Tech-
nical assistance to bureaus in this area would be most useful
to assure methodic use of such technology. Yet, it is an
initial requirement of bureau managers to establish the work

- performance and productivity standards which are required to

adequately justify the additional expenditures required for
automation and other bureau improvements. :

A number of state bureaus have formally established work
quotas. The production requirements presented below are meant
to be an example of one state's requirements along these lines
and not as prescriptions for other states to follow or to
necessarily emulate. It is felt, however, that these figures
may characterize the range of requirements which may be suit-
able as reference by other state bureaus in the development

of their own systems.

Verification Classification Comparisons
of of of

Identifications Fingerprints Fingerprints
Excellent 25 16 23
Very Good 20 13 18
Good ‘ 15 11 13
Fair ' 12 9 10
Unsatisfactory below 12 below 9 below 10

Example of Fingerprint Technician Hourly Work Quotas

As the chart indicates, this system properly utilizes
gradations of acceptability ranging from "unsatisfactory" to
"excellent" for three types of functions--verification of
identifications, the classification of fingerprints and the
comparison of "candidates" to master fingerprint cards. )
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2.7.6 Fully Automated Fingerprint Systems

Beyond the computer assisted fingerprint systems, there
are currently under development several fully automated sys-
tems; most notable of these are the FBI's FINDER system and
that of the Royal Canadian Mounted Police in Ottawa. Employ-
ing rather sophisticated image scanning and processing tech-
nologies, these systems are designed to abstract the finger—
print data directly from the card, enhance it and relay_lt
directly to a dedicated computer for searching and/or file
maintenance. The fully automated system employs ridge contour
data (minutia) for final candidate selection in its search

~strategies. This level of detail provides the highest qegree
of selectivity presently obtainable from a fingerprint image.

There are several systems problems currently being ad-
dressed, which when resolved will allow the fully automated
systems to more nearly approach their full potential fo; bepe—
fit/cost, etc. Typical of these problems is that of malntgln-
ing an acceptable minimum quality level for inked fingerprint
records, in order to permit automatic scanning.

At the present time no state identification bureau has
a fully automated capability under development. Several large
local agencies have developed capabilities which are generally
oriented toward crime scene (latent) fingerprint processing.
These systems exploit the minutia processing techniques to
attempt single finger identification which is usually required
in this application area.

2.8 FBI Interface

The relationship of the state identification bureaus to
the FBI identification division is a current topic of consider-
able concern to both the states and the FBI. The present
situation which involves considerable redundant processing of
fingerprint cards has become an increasing fiscal and mana-
gerial concern. With an increasing workload on one hand and
pressure to decrease or hold costs on the other, bureaus are
facing reduced services and must seek new methods to increase
productivity.

2.8.1 Impact of FBI Identification Function

Traditionally, the FBI's identification division has re-~
ceived and processed criminal and civil fingerprint cards for
the states which meet certain offense criteria. The FBI has
also allowed cities and municipalities to contribute directly
to the FBI and either bypass or include their state bureaus.
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Most state bureaus do not have single source agreements
with the FBI, so that the FBI continues to process locally
submitted cards even if states are by law receiving all cards

from in-state agencies. This leads to the following situa-
tions.

The local booking agency makes at least two (sometimes
three or four). sets of fingerprints; the first being sent to
the state and second to the FBI. Even if the state receives
both sets of prints, it usually marks the State Identification
Number (SID) or FBI number on one of the cards since that is
all the FBI will allow, and forwards it to Washington. This
procedure is followed for all cards submitted.

Both the state and the FBI respond to the local agency,
and the FBI also provides a courtesy copy of the response to
the state bureau. The state then adds to its own files any
data from the FBI it deems important, such as arrests from
within their own state which were not previously on file. If
the person being processed is a single state offender (reliable
estimates place the percentage at 60 to 70 percent), then the
state reply and FBI reply should be the same, unless some

direct local reporting has taken place to the FBI without state
bureau notification.

Some states have instituted sole source reporting. That
is, all fingerprint cards destined to go to the FBI are pro-
cessed in some manner by the state bureau before being for-
warded. This procedure is helpful in that the state can
synchronize its files with those of the FBI. The presence of
the FBI Number on incoming cards allows the FBI to bypass the

name search and directly access the fingerprint file for veri-
fication purposes.

This procedure is effective, and only a small percentage
of "mis-hits" occur. An additional advantage to this procedure
is that more control can be employed over the quality of prints
submitted. For example in dual reporting, either the card
sent to the FBI or state may be rejected as unclassifiable or
may fail to meet quality standards. Under such circumstances
the card may be returned to the user and unless a new card is
forwarded, the files become unsynchronized.

If we include the reporting of dispositions and file
purging in the workflow, the system becomes much more complex.

A good deal of time is spent in identification bureaus

processing the FBI Rap Sheet against the state files in order
to verify the accuracy of both records.
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_ $a§ed on the foregoing review it would appear that state
1@en§1flcation bureaus need to institute single source sub-
mission so that, as a first step, this duplication of effort
can be corrected. However, for most states this first step
will create a substantial and possibly unmanageable workload
burden. ?he need for the provision of adequate staff, funding
and Fechnlcal aid is never more apparent than when discussing
po§51ble solutions to the tangled identification system as it
exists today.

Although for the foreseeable future the FBI will require
both idents and non-idents be submitted, in the ultimate sys-
tem, the states would process all fingerprint cards and submit
to the FBI only those cards that were not identified. For
those tbat were identified, only that data required to update
the national file need be submitted, with the FBI number.
However, this ideal situation may be far from realistic. For
example, 1ln one state, an experiment to assess the additional
workload involved in receiving all cards from local agencies
showed that a workload increase of from 25 percent to 50 per-
cent could be expected with attendant processing delays. This
work;oad increase came about mostly in the clerical overhead
required to process two cards, including annotating the FBI-
pound card and forwarding the card. If this workload increase
1s correct, one can expect that most state bureaus simply
could not handle the increase based on current funding and
staffing levels.

_ ;n addition to the workload increase and the need for
additional funding to handle it, there is a question of how
the updatg p;ocedure would occur. A pilot program currently
proposed is investigating the concept of using the NCIC/CCH
program for this purpose, but this procedure has not been
resolved.

o This area of the national identification system process
i1s impacted by policy decisions, funding and available tech-
nology: ;t was not within the scope or purpose of this study
to deal with these issues in a comprehensive fashion. How-
ever, any attempt to proceed with a system will reqguire an
upgrade'of state level identification bureaus if the proposed
system is to have a reasonable chance of success.

2.8.2 FBI Data

The FBI Identification Division has been in business
longer than most of the state bureaus and therefore has
accumulated more data than most states. Since the FBI normally
sends a copy of the criminal history for each offender to the
state bureau, there is an opportunity to update the state
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record to include all data on the FBI criminal history. Most
states have attempted this but generally are only picking up
arrests and dispositions for their state and not other states.
Some states, due to work overloads, are only verifying the

FBI number and recording it for new idents, while other states
due to evcessive workloads are not doing either of these. If
the intent of any new national system is to allow states to
respond to users for "single" state offenders, there will have
to be a process of file verification and synchronization.

This is true for the mariual state as well as those states cur-
rently participating in the NCIC/CCH program.

According to the survey, five states do not currently
follow—-up the name search with a technical search but rather
rely on the FBI for this service. While most states do not
favor this approach, the economics do appear attractive if
one only considers that when a name search is 90 percent to 95
percent effective, a technical search must process all "no
hits" including first-time offenders to find only 5 percent
to 10 percent of the incoming workload.

However, experience has shown that name search is very
vulnerable to "missed" identifications, where subjects delib-
erately give a false name and other fictitious data. Under
these circumstances, it is virtually impossible to identify an
individual through a name search. At the same time, these arec
the types of identifications that it is most desirable to
effect, for by definition, the subject must have a compelling
reason for avoiding detection. On the other hand, a technical
search, by virtue of the information derived from the finger-
print impression, cannot readily be circumvented. The data
is invariant and if the search is conducted accurately, an
identification must follow, when there is an earlier record on

file.

The use of computer assisted fingerprint search systems
is not currently as widespread as computer automated name
search technology. However, where employed, the cost effec-
tiveness of technical search is invariably improved. Computer
scoring techniques, SID ordered fingerprint files, and greater
physical accessibility to files contribute significantly to
reducing processing time for the computer oriented technical
search. As pointed out earlier, a reliability in excess of 90
percent has been reported for such systems, which compares
most favorably with the best manual based systems.

2.9 Local Agency Interface

The largest majority of the state identification bureaus
workload comes from the local agencies as a result of arrest




processing. A copy or copies of the card is sent to the state
bureau for processing.

In addition to sending cards as to the state, most larger
city and county law enforcement agencies maintain their own
fingerprint and master name index files. For each local of-
fender, these agencies maintain a duplicate criminal arrest
record to that of the state and FBI. As the fingerprint card
is processed locally, the case number or local identification
number is written on the card and typically sent to both the
state bureau and FBI. Any return from the state and FBI is
matched to the original record by the use of the case number
or local ID number. This situation means that in at least
three agencies (local, state and federal), duplicate process-
ing is occurring.

In some states an effort is being made to supply the
State ID number (SID) to the local agency on any return and
have the local agency supply the SID on submissions to the
state. According to the survey results, of the states where
the local agency places the SID on cards submitted to the state
bureau, 30 recheck the identification at their state bureau,
while 9 reprocess the fingerprint card entirely. None of the
respondents accept the identification on face value.

This local-state situation is similar to the state-FBI
interface. It shows that at a minimum, states are rechecking
the work done locally. The solution to this obvious duplica-
tion of effort is not easily answered. For example, if the

state views itself as primarily a repository for data, shouldn't.

it accept local data with certain minor reservations? On the
other hand, can state bureaus afford to accept local identifi-
cations without some sort of certification of the local bureau
or reverification of their identifications? No state has been
identified that currently accgepts arresiz data in an automated
form for criminal histories although some do accept automated
UCR data and automated disposition data.

This interface has the greatest potential for streamlining
the functioning of the state level bureaus. Hany local juris-
dictions have devnloped sophisticated subject-~in-process
systems which are keyed to the local identification bureau.

By linking such local systems to the state bureau, much re-
dundant processing can be avoided.

Most of the states that utilize a computerized name index
have the entire state Master Name Index (MNI) in the computer
files. Less than half of the states indicated in the survey
that local agencies have access to the MNI. It is not known
how much of this access is limited to the short form criminal
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history_given a particular name. In any case, this local
agency interface could be greatly enhanced if the local law

enforcement agencies who keep fingerprint files had access to
the state MNI for gquery purposes.

2.10 Purging

. For many ggencies file purging has created work distribu-
tion and security problems. In large files the onus of conduct-

ing a file purge can be so disruptive that purges don't occur
regularly.

There are two.types of "required" purges in the sense
thgt they_are required on a regular or pre-set time to main-
tain the integrity or legality of data in the files.

Age pgrging is the most common of purge criteria. For
agencies with automated files, age purging is quite simple.
In those systems the computer system distinguishes the records
thgt are candidates for the purge according to present purge
criteria, and, either physically removes them or marks them
deleted. 1In manual files, records must be processed one by
one and those meeting purge criteria removed. Most agencies

retain tbe purged records on the theory that the record may
be reactivated.

Many spates now have first offender or limitation laws.
Thgsg laws include the requirement to suppress or remove a
criminal record if no further criminal activity occurs in a
pre—set.tlme frame. For an automated system this requirement
poses }lttle problem as the system can be programmed with the
criteria and decision-making tables to automatically and peri-
odically purge the files. The only manual requirement is then

to access the file and physically remove the record if neces-—
sary.

For manua} systems, the purge is often time and manpower
consuming and is perhaps the second biggest draw on resources.

Some jurisdic?ions also require the purging of arrest
records where the judgment is not guilty or the charges are
dropped. 1In one state this has become a regular practice

causing a workload increase of nearly 50 perce
bureau. Y p nt on the state

There is a particular problem if the law requires the
surrender of the original fingerprint card and the bureau
operators use microfilm. The obvious intent is to physically
rgmove.the record, but this is a complex procedure in a
microfilm based system. However, most states have satisfied
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themselves and the judiciary that if the computerized index
is removed, then the access to the record is basically elimi-
nated.

An additional concern of some bureaus in this area is the
inability of the courts to adequately identify the record to
be purged. Generally, the only data available is the indi-
vidual's name, and, occasionally, the date of arrest, charge
and arresting agency. If an OBTS or similar system is in op-
eration, then the assigned case or tracking number is of
assistance. Yet, in many cases, there is not enough informa-
tion to positively identify an individual. An inability to
comply with court orders in this regard may have serious
results. This problem should be addressed at the state level
by an effort to provide to the cdurts a method of expressly
identifying the record(s) to be purged.

2.11 Security/Privacy

Security and privacy does not seem to be the issue that
it was five to ten years ago, at least in terms of the dissemi-
nation of information. Security and privacy laws in the states
and dissemination policies at the local, state and federal
levels have effectively curbed those excesses which were at
one time major fears.

Record access is usually dependent upon two criteria: the
agency requesting the data, and the data that is being request-
ed. Most states now have security and privacy regulations
which are implemented manually or by a computer which central-
izes this aspect of access to criminal history data. As such,
this does not seem to be a major issue at the state level.
However, the accessibility of criminal records by non-criminal
justice agencies and by the individual have become issues with
respect to the increasing impact on the workload of the state
bureau. q

Access by non-criminal justice agencies has, more than
any other area, created an increase in workload for state
bureaus. Legislatures, concerned with protection of the public
have allowed/required licensing agencies to check the criminal
records of applicants for security guard, gun permits, gambling
licenses, life insurance salesmen, auto salesmen, and physi-
cians among others. The scope of agencies sending applicant
prints to the state bureau is becoming broader. This increase
has caused several operational problems in many bureaus, such
as response time requirements and relative priority assessment.
Almost universally, the criminal workload is handled first
leaving the applicant (civil) prints to accumulate before any
others if a backlog develops.
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There must be a determination in each bureau as well as
to the extent that applicant cards are to be searched. The
question is whether they should be completely processed
through the name and technical searches. The answer most
bureaus have arrived at depends on two considerations, the
type of applicant and the bureau's relative workload. For
criminal justice applicants, a full search is generally con-
ducted, while for most others, a name search only is conducted.

The right of the individual to review his record has been
widely recognized. Most states have implemented procedures
whereby an individual by identifying himself through submission
of fingerprints may examine his record, make notes and challenge
any data. The method of challenge differs from state to state
but usually involves contacting the originating agency and re-
guesting the courts to expunge or change the record. This
activity does not represent a significant workload for state
bureaus but it is important from an operational file integrity
standpoint.

The only way to protect the state bureau against claims
of illegal or inappropriate dissemination of criminal records
and to place responsibility on the agencies to whom the recoxd
is released is through the maintenance of a dissemination log.
The log documents the record released, the purpose of the dis-
semination, the  agency and the date. Even if it is not re-
gquired by law, all agencies should keep such a log. If crimi~
nal histories are generated by computer, the log could be
produced at the same time, otherwise, a manual log could be
established and maintained in the mail room.

2.12 Criminal History Interchange

The subject of criminal history interchange and its effects
on the state level identification bureau has become a topic of
major interest. In the past, there have been several concepts
developed and pilot programs run. The NCIC Computerized Crimi-
nal History (CCH) was a step toward the realization of a :
national criminal history interchange. Current indications -
are, however, that the concept was not supportable by many ;
states for a variety of reasons.

It appears now that states are more in favor of a move-
ment toward the concept of a national fingerprint index and a
decentralized criminal history. A recent FBI survey indicated
that, of 46 states responding, 28 felt that the maintenance
and link of such an index to the states which houses the crimi-
nal record would be satisfactory, and 31 indicated in a differ-
ent survey their support for this concept.
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If the concept currently proposed proves to be feasible,
then the impact upon the state bureaus could be dramatic. As
a prerequisite, the participating states would have to become
"single source" states. That is, all fingerprints would be
sent to the state bureau for processing and then forwarded to
the FBI. In a recent survey, 21 of 45 states responding indi-
cated that they expect an increase in workload if single-source
submission was implemented in their state. In addition, 34
indicated that additional funding would be necessary to imple-
ment this concept, although 28 also indicated that there were
no state funds available for this purpose.

In addition to the expected increase of fingerprint sub-
missions, most states would require a technical upgrade of
either computer hardware or software or both. Many states that
are automated do not now have the hardware capability to trans-
mit state criminal history data on the state communications
network since the Master Name Index and associated support
hardware/software is logically if not physically separate from
the state network. This technical upgrade will also require
funding if the states are to be able to respond to a request
from another state for criminal history information. The tech-
nical requirements of such an interchange have been proven
feasible. At this point, it is the application of that exper-
tise that requires funding support.

2.13 Training

In the survey questionnaire the state bureaus expressed
training to be a priority in terms of overall needs. This
need manifests itself in several ways. First, field training
by competent bureau training staff insures that the finger-
print submittals and accompanying data will be of the highest
quality. As this training ceases, the quality of the data is
noticeably diminished. Many state agencies, because of fund-
ing restrictions, have been forced to reduce or even eliminate
their training programs. States could benefit from a stan-
dardized training curriculum and access to trainers on an
as-needed basis to avoid the overhead costs of a full-time
training staff. The curriculum might be coordinated with the
FBI training being conducted nationwide.

The second training need involves state bureaus' assistance
to local identification bureaus in the internal training of
their staff, not only in terms of the local environment but in
regard to an understanding of the state operation. If progress
is to be made in allowing local agencies to supplement and
enhance the efforts of the state identification bureau, then
some standardization of training is essential. This is par-
ticularly true when the state bureau has adopted specialized
processes and functions.
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Third, the state bureaus are in need of developing on-
going, in-house training programs for their staff. These
programs must be tailored to fit the operational needs and
requirements of the state bureau, yet some technical assistance
could be used in the development of the overall components.

The development of formalized in-house training programs
coupled with clearer personnel performance criteria estab-
lishes the basis for staff progression according to a prede-
fined professional development program. This facilitates the
solution of some of the perennial problems relative to promo-
tion of the best qualified personnel.
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APPENDIX A

Survey Questionnaire Responses

4
3
i
\
[
%
i
b
[
5

»
-
*
- e e R e 1 B O SRR A
SURHOPREE. SR PR - :

INTRODUCTION

Included in Appendix A is the survey instrument and
a presentation of relevant survey findings. The totality
of the survey responses is not given as some of the data
(budget, salary, etc.) is necessarily voluminous and does
not lend itéelf readily to tabulation. This data was used
primarily during the analysis. Where appropriate however, .
the data has been presented in tabular form. E

The questionnaire was mailed to each State Identification
Bureau, the Washington, D. C. Metropolitan Police Identifica-
tion Bureau and the FBI Identification Division. Forty-five
state identification bureaus, the Washington, D. C. Metro-
politan Bureau and the FBI Identification Division furnished
positive responses. One state (Nevada) does not have a
state-level identification bureau and four other states did
not return questionnaires. The FBI return was utilized in
volume, statistical and workload analysis but is not represented
in the following discussion.

All agencies did not respond to all items in the
questionnaire either through omission or because specific
items were not applicable. In some instances, bureaus
responded to more than one option or qualified their responses
which is indicative of a diversity of procedures (or combination

of procedures) extant among identification bureaus.

ORGANIZATION AND STAFFING f

Organization Chart

Twenty-four of the states or 53% indicated that they had ﬁ
and could provide an organization chart which indicates the
functions and services of their bureau, while twenty-one
or 47% indicated they could not provide an organizational ¥
chart.




Organizational Relationship

The parent organization of state bureaus generally
falls into one of three general designations. The first of
these relates to law enforcement agencies such as a depart-
ment of public safety, state police or state patrol. L
Sixty percent of all respondents indicated that they fall ?
within this first group. The second most prevalent

organizational relationship finds state bureaus under a 4§
department of justice or attorney general's office. Twenty-
two percent of states responding fall into this category-

The remaining 18 percent of state bureaus function as service

bureaus within their state's governmental structure.

Staff Positions

Although difficult to compare like jobs with varying
job titles among the states, the following table represents

the project teams analysis of job titles and salaries:

® Bureau Chief Range = $10,416 - $38,186

Average = $19,350 - $25,812

e Fingerprint Range = $ 7,716 - $19,800

Technician/ Average = $ 9,655 - $14,840
Examiner

e Clerk Typist Range = $ 6,300 - $16,464

Average = $ 7,919 - $11,818

e Terminal Oper- Range = $ 8,160 - $17,117

ator Average = $ 9,410 - $13,136

Job Descriptions

Forty-three of the states (96%) have work classifications
for the positions in the bureau but only thirty-four (76%)
indicated that the descriptions relate to the specific jobs
in the bureau as opposed to general clerical or technical

position descriptions.

Personnel/Staffing Problems

The survey respondents were requested to indicate the

T A SO AN N Y

type, level of problem and seriousness of personnel/staffing

problems. The responses have been tabulated in table A-l.

Entry Level Testing

Twenty-five of the state bureaus (58%) utilize an entry
level test to evaluate potential fingerprint exéminers. The
survey did not evaluate the type of test, but the site visits
revealed that a broad range of aptitude and skill tests are
used.

Training

The survey asked three questions concerning the bureaus'
responsibility in training. Twenty-eight (62%) of the bureaus
indicated that they conduct statewide training of local
agencies in fingerprinting techniques. Of these, five
indicated that the training took place on a request basis.
Thirty-five of the states indicated that they provide entry
level training for new staff and thirty-two said the bureau

provides for advancement training.

Quality Control

The bureaus were asked whether they utilize any formal
quality control procedures. Sixteen or 36% replied that
they do. Quality control techniques range from the insertion
of known hits into the daily work and monitoring the ability
of staff to accurately identify them to the review of daily
work for accuracy. The majority of bureaus with formal
quality control procedures follow the technique of reviewing
daily work for accuracy.

Quotas

Only thirteen states or 29% indicated that the bureau
utilizes a quota system to monitor the daily workload. The
quotas varied widely depending upon the type of system used
in the bureau and therefore, are not tabulated.
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X P Bureau Functions
Frequency Lo
i The bureaus were asked to identify the functions that they
Type of Level* Continuing Temporary Intermittent : perform in addition to the primary fingerprint identification
Problem 5 function. Table A-2 presents those responses.
I 7 2 1 ‘ States
II 5 - 3 _
Recruitment  III 3 1 6 5 Function Number Percent
v 2 - 5 G
\v 2 1 3
: Identification Services for
_ 1 total State* 43 96%
. 1 N - 5 B Tdentification for partial State 2 4%
Caliber 11 4 - 3 e Criminal History Maintenance 42 93%
of Staff ITT 3 - Z Uniform Crime Report Preparation 20 443
Iv 5 g 2 ) Latent Fingerprint Processing 21 47%
v 1 , Applicant/License Processing 45 : 100%
. I 6 - 2 Table A-2
Retention II 5 1 3 | .
of Staff I%\J; __‘i ; lg FUNCTIONS PERFORMED BY STATE IDENTIFICATION BUREAUS
\ 1 - 3 * Does not mean sole source
; “submission to FBI
I 21 1 1
Not Enough IT 4 1 - :
Staff I%\I, g 2 i B WORKFLOW AND FUNCTIONS
v 1 - 1
: The questionnaire included several questions concerning the
* % T 2 - - i workflow and functions of the bureau. The questions were designed
Salary IT 4 - = e to elicit responses that would enable the project team to
offered too ITI - - - i ) . ) . .
low v - ’ - - y identify areas of special need in the state bureaus and to point
v - - - out any problems.
Workflow Diagram
TABLE A-1 The state bureaus were asked whether or not they have a

workflow diagram that illustrates the current processing in the
state bureau on the premise that in order to effectively understand
and monitor workflow this type of documentation is required. Only
twenty-two (49%) indicated they had such a diagram.

STAFFING/PERSONNEL PROBLEMS

* Level I most serious, V least serious
*% This problem written in by respondents
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Statistics

The accurate maintenance of statistics is an integral
component of management in the operation of the state bureau.
The state bureaus indicated the following statistics were
regularly maintained.

procedures for purging the files. Eight replied they did not

Function Yes No
Number of:
Fingerprints searched by name 53 2
Name searches with possible identifications 26 19
Name search possibles confirmed 31 14
Technical searches conducted 34 11
Technical search identifications 27 18
Missed identifications by name 13 32
Missed identifications by fingerprint search 5 40

Table A-3

THE NUMBER OF STATE BUREAUS WHICH COMPILE STATISTICS,
BY FUNCTION

Purging

Thirty-four bureaus indicated that they maintain established

and three did not answer this question.

Input Documents

The survey asked bureaus to document the use of trans-
mission methods other than mails for sending documents to the
state bureaus. The preponderant method remains the U.S. Mail.
Table A-4 documents the response of those agencies which use
additionel methods of transmission.

Facsimile Photo Copy Telex Computer
Transmission

Illinois Connecticut Florida Connecticut

Massachusetts Indiana Michigan Florida

Michigan North Dakota Rhode Is. No. Carolina

New York Oklahoma South Dakota

No. Carolina Rhode Island Iowa

Rhode Island South Dakota

W. Virginia Vermont

California

Table A-4

STATES USING TRANSMISSiON METHODS
OTHER THAN THE U.S. MAIL

Nearly all (38 or 84%) stated that they now provide special
quick turn around or emergency service to name or fingerprint

search requests, with an average response time of less than
one hour.

Document Control System

Twenty of the state bureaus indicated that they used a
document control system to assist in processing fingerprint
cards.

Despite the small number of bureaus utilizing a document
control system, forty-one bureaus answered that incoming
fingerprint cards are organized into groups based on some
criteria to assist processing. Most bureaus simply group
fingerprint cards intc male/female groups of some number (50 §
most prevalent), but others subdivide by fingerprint class, . k
alphabetic by name and age groups. :

Quality and Completeness Check

Nearly all, (43 or 96%), bureaus perform quality and
completeness checks during the processing of fingerprint cards.

T
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Table A-5 indicates the procedures used by bureaus in

processing fingerprint cards.

Type of Problem

Action Incomplete Data Poor Prints

Card is proceésed as 8 22
well as possible

Card is returned to 24 22
agency
Card is kept by bureau 30 9

after problem cleared
up with contributor

Table A-5

PROCEDURES USED BY BUREAUS IN
PROCESSING FINGERPRINT CARDS

These figures are greater than the total of respondees
because some agencies react differently to various degrees
of the problem. The figures indicated that no matter what
the problem, only about one half of the agencies return
cards to the local agency.

The agencies were also asked to estimate the percentage
of prints that had to be processed specially or returned
due to poor prints or missing data. The response varied
from 3% to 25% with the average being 10% . When
asked if this is a serious problem, twenty-one or 47%
indicated that it was a serious problem. It is interesting
to note that the state which reported the 3% return rate
considered it a serious problem while the state reporting
a 21% return rate did not.

ikt

2

Name Search

In order to document the current level of automation in
the state bureaus, the survey asked if the Master Name
Index was automated, mechanized or manual. The following is

a profile of those responses. (Some states checked more

than one response.)

Manual 13
Manual & Mechanized 4
Manual & Computerized* 15
Computerized 16
No Answer 1

*Indicates a split operation usually in the midst of
conversion

Manual Name Search

State bureaus reported that the manual systems were
indexed by the following data items:

Alias 29
FBI Number 3
State ID Number 18
Arrest Number 2
Social Security Number 2
Fingerprint Class 3
Tracking Number 1

In the manual systems, twenty-two agencies reported having
non~criterion offences in the MNI and eleven reported having
juveniles in the MNI.

Computérized Systems

The state bureaus reported the following name query
combinations available in their automated Master Name
Indicies.

Name only - 20
Name & date of birth 25
Name, sex, race & date

of birth 25

Name, sex, race, date
of birth & fingerprint

data 17
Name & fingerprint data 13
Name & sex 1

S
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The following numeric indicies are available for query

State Identification No. 41

Local Arrest No. 10
Social Security No. 22
Drivers License No. 10
FBI Number 26

The survey requested information on the maximum number of
names that would be output to a query. All of the thirty-one
automated systems indicated there was no maximum to the number

of names output to a name query.

Computer Facilities/uysage

Twenty-five bureaus replied that they utilize a computer
dedicated to criminal Jjustice use and ten indicated they
share a general government computer with other state agencies.
Twenty~five bureaus expressed satisfaction with the
computer support given while seven did not. There does not
seem to be a correlation between satisiaction and whether
the computer is managed by a criminal justice agency or not.
Only twelve of the bureaus responded :that they have their
own programming staff and twenty—three‘indicated they use
the computer facility for programming support.
Only ten of the bureaus indicated that an EDP Coordinator

was resident on staff.

Technical Assistance

The state bureaus indicated their priorities for technical
assistance. These are presented in Table A-6. The rank is
1 as the greatest priority, and 5 the least.

Rank Programming Technology EDP Staff
Assistance Identification Evaluation Training
1 6 11 3 2
2 6 6 3 6
3 3 4 4 4
4 1 2 7 7
5 2 1 1 3
Table A-6

STATE BUREAU PRIORITIES FOR TECHNICAL ASSISTANCE

¥

Fingerprint Files

The survey asked several questions designed to document
the current operational use of the state bureau fingerprint
files. The questions relate to procedures, organization and
usage.

File Access

When asked to document how the fingerprints are accessed
for verification of name-based searches the bureaus indicated
the following:

State ID Number 22
Reel & Frame Number 5
Henry Classification 35
Other 1

The number of responses exceeds the number of respondees
due to some states operating a parallel file system which
is under conversion.
The survey responses indicated that thirty-four of the
bureaus can have more than one name to verify as a result
of a name search, while eight indicated only one name is
selected for verification. Three did not answer this question.
Only twenty-one (47%) of the states have a technicians
identification verified by another technician. Twenty-one
do not follow this procedure. Three bureaus did not respond
to this question.

Fingerprint search

Only five states (11%) do not perform a technical fingex-
print search after the name search, the remaining forty do
perform a technical search.

File organization

The following file organizations are used by the state
identification bureaus:

Henry 3
SID Orxder

Microfilm (Reel/Frame)
American

Automated

HHWW




Table A-7 represents the response of bureaus to a
request to document their current standard for fingerprint

processing.
Time Frame Criminal Non~Criminal
1-2 days 13 8
3-7 days 15 12
7-14 days 4 7
14-21 days 1 2
Over 21 days 1 2
Table A-7

STATE BUREAU STANDARDS FOR FINGERPRINT PROCESSING

When asked whether the bureau currently was meeting the
criteria for response, twelve of these bureaus answered no.

When asked if the bureau was currently operating with a
backlog, twenty answered that they had a backlog. (The
definition of backlog was left to the individual states).

Of those that have a backlog, twelve indicated that the
backlog was growing.

Thirty~one of the state bureaus currently provide
contributors with a rap sheet, while twelve do not, and two
replied that they do on request.

The majority (30) of bureaus that do provide a rap sheet
do so through the mails but bureaus also provide response via
the state communication network (6) and via facsimile (2).

LOCAL AGENCY INTERFACE

The survey asked several questions about the relationship

of the state bureau to local agencies. The following documents

the responses to those questions.

The bureaus were asked whether local agencies regularly
place either the FBI or SID number on the cards that are
submitted to the state bureau. Table A-8 documents the
response.

e L

o

7, st costio A

i
§y
1

a

Yes No N/A
SID 28 17
FBI 26 18 1
Table A-8

STATES IN WHICH LOCAL AGENCIES PLACE SID
AND FBI NUMBERS ON FINGERPRINT SUBMISSIONS

Table A-9 illustrates responses as to whether the
state bureau places FBI or SID number of cards submitted to
the FBI.

Yes No N/A
SID 30 13 2
FRI 32 11 2
Table A~9

STATE BUREAUS WHICH PLACE FBI AND SID NUMBERS
ON FINGERPRINT CARD SUBMISSIONS TO THE FBI

When a local agency places an SID number on the card
submitted to the state agency, none of the states accept
the identification without further processing. Thirty-four
states reported that the identification is accepted only
after verification and nine states reported that they
completely reprocess the card.

Nineteen states reported that the local agencies have

access to the bureau's name files via the state telecommunications

network, while, twenty-three indicated that local agencies
do not have access to the name file. The questionnaire did
not document the extent of access of the eighteen states, but

it is believed that the local agencies generally cannot use

the MNI in the same manner that the state identification bureanu

does, but only for retrieval of criminal histories.
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NEEDS ASSESSMENT
The bureaus expressed their current needs as presented
in Table A-10:
Need
Area Yes Urgent b
Staff Training 21 5
Quality Control 23 7 :
Standards Development 20 4 i&
Software Development 20 5 i
Systems Evaluation 21 6 v
Technology Transfer 20 5 Liv
More Staff 2 2 o
Salary Improvement 1 1 S
Table A-10 £ APPENDIX B
NUMBER OF STATE BUREAUS INDICATING A NEED FOR ASSISTANCE z;;
w Site Visits
The following bureaus expressed these priorities for
software development: =
Package 1 3
Assistance 11 ; L
Turn Key 4 . %
Evaluation 3 . -+ é
Twenty—-four of the states stated that outside technical :' ?
assistance would be useful in satisfying their needs while U %
thirteen felt that outside assistance is not necessary. S i
When asked to express which néeds in particular could = i
be satisfied by outside help the bureaus were asked to "fill g
in the blanks" and not to make a choice from several alternatives. 3 g 1
System Development/Work 12 gﬁé ‘f{ ’ %
System Evaluation 6 % T E
Training 5 ;ﬁ r,@ : ’,
Standards Development 4 i : !
Technology Transfer 4 : ‘
S
g ! b
; ! k
P - o) et
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SITE VISITS

As part of the information gathering process for this

study, six state-level identification bureaus, one county

and one city identification bureau were visited. Data
gathered through interview, observation and collection of
documentation included processing methods, volumes, peak
loads, processing bottlenecks, operational environment,
administrative and managerial procedures, budgeting and
the agencies' perceptions as to the priorities of current : : i
problems and the need for technical assistance.

The county and city bureaus were visited as part of
the review of local/state agency relationships.

Data collected during site visits was utilized not
only for analysis of functional requirements of state
identification bureaus but also as input for the design
of the survey questionnaire.

Details of the site visits follows:

Florida

Agency: Division of Criminal Justice Information
Systems; Florida Department of Criminal
Law Enforcement

Date: December 17-20, 1979

Project Team:
Carrel E. Grantham A
Philip L. Lynn :
H. Michael Batsel ‘ '

Personnel Interviewed:
Robert L. Edwards, Director
Ed Stafford - F/P Ident. Supervisor
Danny Quick - Criminal Information Input Supervisor
Al Spradley - F/P Ident. Supervisor
Kathy Kueston - Criminal Information Input Supervisor
Roy Youngblood - Criminal Justice Coordinator

&
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Local Agency Visited:

Date:

Pinellas County Sheriff's Office
December 20, 1979

Project Team Members:

Carrel E. Granthanm
Philip L. Lynn
H. Michael Batsel

Personnel Interviewed:

Utah
Agency:

Date:

Capt. Louis Kubler - Records & Identification
Sgt. Mike Cloud - Fingerprint Supervisor
Bonnie Cox - Crime ILab Technician

Bob Herbert - Criminal Justice Coordinator

State Bureau of Criminal Identification
Utah Department of Public Safety
January 14-15, 1980

Project Team Members:

Carrel E. Grantham
Philip L. Lynn

Personnel Interviewed:

Wyoming
Agency:

Date:

Project

A

Del Mortenson - Law Enforcement Services Director
Byron Penrod - Fingerprint Bureau Chief

Judy Sorenson - Office Manager

Terry Dennis - Fingerprint Technician

Leroy Redford - Computer Systems Coordinator

Division of Criminal Identification
Office of the Attorney General
January 16-18, 1980

Team Members:
Carrel E. Grantham
Philip L. Lynn

o e e b sy e
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Personnel Interviewed:

Texas

Agency:

Date:

Dave Hall - Criminal Ident/Communications Mgr
Steve Tarris - €.J. Systems Analyst

Robert Olsen - Communications System Supervisor
Irene Lamb - Criminal Ident Work Leader

Joseph Soper - C.J. Research Work Leader (SAC)

Tdentification and Criminal Records Division
Texas Department of Public Safety
February 4-8, 1980

Project Team:

Personnel

Agency:
Date:

Project Team:

Personnel Interviewed:

Carrel E. Grantham

Philip L. Lynn

George Bonebrake

Interviewed:

J. D. Chastain ~ Chief, Identification & Criminal
Records Division

H. A. Albert - Fingerprint & Records Bureau Mgr

Gaston McDonald - Fingerprint Section Supervisor

Lowell Carter - Records Section Supervisor

Bob Ripper - Microfilm Supervisor

San Antonio Police Department §
February 8, 1980 :

Carrel E. Grantham |
Philip L. Lynn |

George Bonebrake

Capt. Jacques Hardy ﬁ
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Georgia

Agency: Georgia Crime Information Center
Georgia Bureau of Investigation

Date: February 20-22, 1980

Project Team:
Carrel E. Grantham
Philip L. Lynn

Personnel Interviewed:

' Capt. Paul Shultz - Director

Sgt. Bob Howe - Records Supervisor

David Grieve - Fingerprint Supervisor

TR eV e S AN
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March 17, 1980

Dear Sir:

The International Association for ldentification (IAI) is presently
involved in a project designed to develop a national picture of the needs
of state identification bureaus. The enclosed survey questionnaire is one
aspect of that project which will document current and available technology
and methods to assist state identification bureaus in meeting their needs.
The information gathered here and in selected on-site state visits will be
developed into a functional requirements analysis of the identification bu-
reaus that could potentially impact upon future Federal funding strategies.
Your bureau will receive a copy of the study when it is completed in late
summer 1980.

We are aware of the drain that a survey of this type places on already
strained resources; however, your assistance in completing the questionnaire
is requested as it is very important. To keep the questionnaire as short as
possible, we have utilized the results of other surveys, thus eliminating
the need to repeat these questions here.

The attached questionnajre should be completed to the best of your abil-
ity. If you do not understard a question or the questions do not apply, feel
free to use the space provided to make appropriate comments. The purpose of
the survey is not to create a statistical analysis of such things as the vol-
umes and workloads of identification bureaus, but rather to create a picture
of what is going on functionally in the identification bureaus and where and
how assistance may be provided. To this end, please feel free to enter com-
ments, annotations or attach explanations to the survey as you see fit. All
questions such as budget, personnel, etc. relate to the identification bureau
only.

Handwritten responses are encouraged to help reduce the time required to L
complete the questionnaire.




March 17, 1980
Page 2

To insure that we receive your questionnaire in enough time to compile
our findings, we ask that the survey and any attachments be returned by

April 15, 1980. A self-addressed, postage paid envelope is enclosed for this
purpose.

Your cooperation is greatly appreciated. If you need to discuss any
part of the survey or wish to pass other comments along to the project team,
please contact either: Carrel Grantham, Project Manager, (HMB Associates) at
(703) 821-2310, 7700 Leesburg Pike, Falls Church, Virginia 22043; or Jim

Paley, IAI Project Director, at (305) 723-1370, P. 0. Box 3758, Indialantic,
Florida 32903.

Sincerely,

H. A. Albert
Chairman

IAI Advisory Committee
HAA: abc
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AGENCY IDENTIFICATION

Please provide the following:

A. Agency Name:

Agency Address:

Telephone No.:

B. Director or Chief-of-Bureau:

C. Persons completing this questionnaire-

Name

Title

Name

Title

General Instructions

p " . . . . . .
b}gﬁi? answer "Yes/No" questions with an "X in the appropriate

Please answer fill-in-the-blank

f questions with as concise an
answer as possible. :

Where questions do not pertain to your a i i
: gency, you will notice
that the opportunity has been provided to skip these.

Please use the return envelope provided, or return to:

International Association for
Identification

c/o HMB Associates, Inc.

7700 Leesburg Pike, Suite 304

Falls Church, Virginia 22043

%

PART 1
QRGANIZATION AND STAFFING

I-1. Does your Bureau héve a current organizational chart showing the
relationship of the various functions and services provided?
. Yes No

) a) If Yes, please attach a copy to the return.
I-2. What is the relationship of the Bureau to its parent agency? (For

example; is the Bureau part ¢f the Department of Public Safety,
Highway Patrol or a separate state agency)?

I-3. Please provide a listing of staff positions by (a) official job title,
(b) the function principally performed (such as records clierk, typist.
fingerprint technician, terminal operator), (c) number of positions
budgeted, (d) number of positions filled, and (e) the entry salary
level for this job classification

If an individual is performing more than one job/function, select the
most predominant only.

(a) (b) ()~ (d) (e)
Job Title Function Positions Positions Salary

Budgeted Filled .. Range

$ -

(If you need more room, please attach a separate sheet.)
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Are job descriptions/classifications available for the positions
noted in question 3.7

Yes No

(a) If Yes, are these descriptions designed specifically for
ghe duties and responsibilities of the Identification
ureau?

Yes No

(b) Are they standard state job classifications?

Yes Mo

What are the major problems (if any) which you have with personnel?
Rate your responses in order of seriousness, that is, 1 being the most

serious and 5 the least serious. In each case indicate whether the
problem is continuing, temporary, or intermittent.

Type of Problem Level of Problem

Seriousness Continuing Temporary Intermittent

]
L]
]

a) Recruitment

b) Caliber of Staff
c) Retention of Staff
d) Not Enough Staff
e) Other (Specify)

|
0 0000
0 0ood

L]

If any of the above problems are considered to be critical, indicate
which ones and why they are considered critical.

Does your Rureau utilize an entry level test for evaluating potential
fingerprint technicians?
Yes No

Does your bureau conduct its own training for following? (Check
if Yes)

a) Statewide fingerprint taking by local agencies?

b) Basic entry level training for new staff in
your bureau?

c) On-going advancement training in your own
bureau?

Does your bureau use any formal quality control or audit measures
to evaluate the performance of your fingerprint technicians? (e.q.
Inserting known "Hits" in the daily input of fingerprint cards)

Yes No

If Yes, please note these approaches below:

Does your bureau have any work performance quotas? (e:g. Average
number of namesearches performed, fingerprints classified, etc. per

hour or day)
Yes No

If Yes, please note these quotas below:

What was your bureau's budget for the last fiscal year in the following
categories?

a) Personnel $
b) Computer equipment/terminals $
c¢) Communication lines $

(CONTINUED ON FOLLOWING PAGE)




I-11.

I-12.

Page 5

(CONTINUED)
d) Software $
e} Other $

f) Total (may include more than above
categories) $

a) Criminal fingerprint identification for
1) Téta] State? (or)
2) Partial State?

b) Maintain criminal histories?

c) Prepare Uniform Crime Reports?

d) Latent Processing?

e) Fingerprint identification for Ticensing?

What functions does your bureau perform? (Check as appropriate)

r
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PART II
WORKFLOW AND FUNCTIONS

to organize this survey questionnaire and provide a

S reference point for comparisions, a workflow diagram of a "typical"
%% Identification Bureau js presented on the following page (Figure 1).
EE It is not intended that this workflow represents your or any other

Identification Bureau, but rather that it be of assistance in developing

—~—

a

b)

c)

e)

R D

] Lo and responding to the questionnaire.

General Questions

II-1. Does your bureau have a workflow diagram prepared similar to that
in Figure 1?

Yes No

If Yes, please attach a copy to this return.

I1-2. Do you compile statistics on the following fingerprint identifica-
tion functions? (Check if Yes)

Number of incoming fingerprints searched by name

Number of fingerprint cards searched by name
that have a possible ident

Number of possible idents by name confirmed
by technical search

Number of technical searches conducted

Number of identifications made as a result
of technical search

Number of missed identifications by name
(i.e. technical search resulted in an ident
where no possibles were determined by name)

Number of F.B.I. consolidations
(i.e. missed identifications caught during
fingerprint search by the F.B.I.)
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Figure 1

SAMPLE WORKFLOW

Add
to
master-file
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Information on the volume of criminal and non-criminal finger-
print submittals is available through other survey questionnaires.
To complete the picture however, please provide the average
monthly volume of transactions for the following:

a)
b)
c)
d)

Dispositions received?

-Special requests received?

Expungement orders processed?

Seal orders processed?

Does your agency adhere to set procedures for purging its finger-
print file?

A.

Yes No

Input Documents

a) Other than mail, does your bureau use any of the
following methods to receive arrest data? (Check
as appropriate).

1)
2)
3)
4)
b) Does

Facsimile

Photocopy

Telex

Computer transmission

your bureau provide special (i.e

around or emergency response) service
requests for name search or fingerprint search?

1)

Yes No

. quick turn-
to priority

If Yes, how are these requests generally

received?

3 and

2) What is the typical turnaround time on these

special requests? hou

c) Do you use a document control system?
or attach a control number to incoming documents)
Yes No

rs

{i.e. record

|
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d)

Quali

Are the incoming fingerpri ivi i

i Prints subdivided in g
manner, e1th¢r functiona]]y (i.e. criminal pr?ggs
applicant prints etc.) or organizationally (j.e. ’
parts of the alphabet, groups of 50 etc.)

Yes No

If Yes, please indicate the method(s) used.

ty And Completeness Check
L ~Tbleteness Check

a)

b)

Are all incoming fin
quality of prints an

gerprint cards screened for
d comp]eﬁﬁness of data?
___No

Yes

If No, please skip to part C. Name Search of the

Workf1ow section.

What procedures are taken if fin i

] gerprint
1), lack data elements or 2), do not prov?ggd;rints
of proper quality? (Check as appropriate below)

Incomplete Data

1) Card is processed
as well as possible

with what is
available

2) The card is
returned to the
contributing
agency.

3) The card is

kept by the bureay

and problems
solved over the
phone, telex, or
other communicati
with the
contributor

(CONTINUED ON FOLLOWING PAGE)

(1) (2)

Poor Prints

ons

-

3
3
3
ix
i
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4) Other, please specify

c) About what percent of incoming fingerprint cards
cannot be completely processed at initial receipt
because of problems of print quality or a lack of
elements? percent

d) Do you consider this to be a significant problem
in your operations?
Yes No

Name Search

a) Is your master name index:

«Manual?
*Mechanized (but not computerized)?

* Computerized? —_—

Note: If manual, complete questions b-c.
If computerized, complete questions d-k.

b) If manual, is it cross indexed by: {Check as

appropriate)
* Alias «Arrest Number
‘-FBI Number *Social Security
Number
«State I.D. * Other (Specify)
Number

c) Does the master name index contain: (Check is Yes)
«Adult non-criterion offenses

*

+Juvenile records -
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d)

f)

When comparing names in the computerized name search,

does the system use: (Check if Yes)
* Soundex (or equivalent)
* Exact name match
* Soundex/exact match combination

* Other (Please specify)

What name search inquiry formats are allowable in
your system? (Check as appropriate)

1) Name only
2) Name and date of birth

3) Name and sex and race and date of
birth

4) Name and sex and race and DOB and
fingerprint data

5) Name and fingerprint data

6) Other (Specify)

Does your inquiry format allow for search by any
of the following numeric identifiers? (Check if Yes)

1) State Bureau of Identification
number (SBI)?

2) Local Arrest number?
3) Social Security number?
4) Drivers License number?

5) FBI number?

e
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g9) Is there a maximum number of possible name idents
to a name search?

Yes No

—_——

If Yes, what is the maximum?

h) What computer facilities does your bureau use?
(Check one)

1) A computer dedicated solely to criminal
Justice agencies to include your bureau
operation? '

2) A central computer serving several
agencies?

——

i) Does the computer facility that you use provide
your bureau with adequate operational support?
Yes No

j) Does your bureau (Check as appropriate)
1) Have its own programming staff?

2) Rely on personnel of the computer
facility for programming support?

3) Have an EDP Coordinator on staff?

—_——

k) If outside technical assistance were available
to your bureau in the area of computer applications,
what would be your priority of need? (Rank Order,
1 being the greatest priority)

Rank Order
1) Assistance in programming computer

applications that your bureau has
identified as requirements

(CONTINUED ON FOLLOWING PAGE)




ey e R S T RN

Page 13

Rank Order

2) The identification of available
technology that could potentially
be applied to your bureau, to
include such things as "off-the-
shelf" programs?

3) The evaluation of current EDP
operations within your bureau?

4) Staff training in computer
technology as applies to your identi-
fication requirements?

5) Other (Please note and Rank Order)

D. Verification Of Name Search Possible Idents With

The Fingerprint File

a)

b)

Once a list of possible idents by name has been

developed, are the fingerprints accessed by: (Check
as appropriate)

1) State I.D. number (SID)
2) Reel and frame number

3) Henry classification

Are the candidates for verification organized in

any manner? (e.g. Alphabetically, male/female,

sequentially by SID or reel and frame number)
Yes No

If Yes, in what way?

d)

f)

Page 14

Is only one candidate for name search selegted
for verification or can more than one candidate
be selected?

One only

Mcre than one
Are all positive identifications acainst the finger-
print file checked independently by another

fingerprint technician?
Yes No

If your fingerprint file is manual, how are
the fingerprint cards filed?

N/A

File cabinets
Rotary files
Tub files

Other (Specify)

If your fingerprint file is microfilm/microfiche
are hard copy fingerprint cards kgpt?
N/A

———

Yes

No

Technical Fingerprint Search

a)

If no match is found with a name search, do you
perform a fingerprint technical search?
Yes No

If No, skip to section F.
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c) If your technical search is manual, how is the
fingerprint file organized? (Check if Yes)
1) Henry order
2) SID number

3) Other (Specify)

d) What is your bureau's standard for total pro-
cessing of fingerprint cards, from intake to
completion of technical search and mailing of
response to contributor? . '

1) Criminal days

2) Non-criminal days

e) Is this standard ("d" above) presently being
met for fingerprint cards?

Yes No

—

1) If No, how many cards are presently in the
backlog?

0 Criminal

0 Non-criminal

———

2) Is the backlog getting larger?
Yes No

f) After a non-ident or ident is made, does your

bureau respond to the contributor with a rap
Sheet?

Yes No

If Yes, do you reSpond by: (Check as appropriate)
1) Mail
2) On-line

————

3) Facsimile

4) Other

7

ITI-1.

IT1-2.

ITI-3.

I11-4.

ITI-5.
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PART III
LOCAL AGENCY INTERFACE

Do local taw enforcement agencies put the following on their
fingerprint card submissions to your bureau?

a) SID number Yes No

b) FBI number Yes No

Does your bureau add the following to submittals to the FBI?

a) SID number Yes No

b) FBI number Yes No

Does your bureau place any standards or require any quality
assurances from Tlocal agencies which send identified fingerprints
to your bureau? )

Yes No

If a Tocal agency identifies an.individual and provides your
bureau with an SID formerly assigned, do you: (Check one)

a) Accept the ident?

b) Accept the ident after
verification only

c) Completely reprocess
the fingerprint card

Do any local law enforcement agencies in your state have on-
Tine computer access to your bureau's name and/or fingerprint
identification index files?

Yes No
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PART IV
NEEDS ASSESSMENT

Which of the following (if any) do you consider to be needs

in your bureau. (Check if Yes and indicate if you feel that
the need is urgent)

Yes  Urgent
a) Staff Training
b) Quality control
c) Standards development
d) Software development
e) Systems evaluation

f) Technology transfer (from
other I.D. Bureaus)

g) Other Specify)

— e

If software is a priority do you prefer: (Check if Yes)
a) Package?
b) Assistance?

c) Turnkey?

d) Program maintenance
evaluation

Do you feel outside technical assistance would be particularly
useful in accomplishing any of the foregoing needs?
Yes No

a) If Yes, which in particular,

Page 18

i i 7 i be of particular
-4, If technical assistance.is not considered to
Y 4 value in meeting these needs, what other help would you prefer?
(Please note briefly)
IV-5. Do you wish to pass any information on to other state identi-

i i i hich
fication bureaus about anything you do in your bureau w
you feel is particularly innovative and usgfu]? Any
provided here would be particularly appreciated.
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