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INTRODUCTION 
(" 

SCRS test agencies must devise a -:areflll pla!l for the review 

of their present systems and the development of new SCRS 

procedures. Perhaps the best plan is one that includes a set 

of criteria. against which to measure the system. For without 

some type of standardized approach, it would be difficult'to 

implement and, later, evaluate the SCRS test. ~t the very beginning, 

there must be a clear understanding of the basic components of the 

SCRS system, a knowledge of the fundamentals of good systems design, 

and an identification of the es.sential ingredients--both manpower 

and equ~pment--that, properly blended, comprise a complete crime 

reporting system. 

SCRS implementation criteria have been developed to be applicabl~ 

"!nany law enforcement agency with a crime reporting function. They 

were designed to limit the quantity and improve the quality of 

criminal justice information. The availability of a set ot criteria 

should increase the effectiveness of test site project management 

decisions and suggest an appropriate course of action when test 
,. 

site problems Care analyzed and solutions are attempted. 

TheSCRS implementation cri tra.ria ~ere developed using SG! Technical 

Report #9 as a basic source document. They were further refined 

through knowledge gained from a~ extensive literature review, from 
() 

practitioners in the field,£) from ideas presented QY SCRS cqmmittee 
. .. 

members and from 8ttendance by SCRSstaff at seminars and workshops. 

The criteria adhere closely to OCR standards. 
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The criteria are presented under the saIrt1 three ~ajor headin~s 

as theo~rxee modules designed for the presentation of seRS in 

SGI Technica~ Report #9; i.e., data capture, system management 

and control, and data utilizati~n. 

Ii. The following two pages contain a listing of the 19 ori teria, 

each written as a condition required of SCRS test sites~ St.art;ing 

on Page five there is a discussion of each crite.riol'li Each 

criterion is presented as a statement which sets up and establishes 

a model or example for the implementation of some segment of seRS. 

Some criteria are followed by recommendations and/or notes. A 

recommendation is a course of action or suggestion that is not 

mandatory, but is worthy of acceptance or trial. A note may _." 
further explain the criterion or recommendation, or is a cross-

.. ,'( 

reference to other criteria. 

A list of references can be f(~)Und at the end of this document. 

These references are sources of information from which useful 

facts or information about the criteria can be obtained, or 

which contain the authority, custom or general consent on which 

the criteria are based. 
jI 
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LISTING OF IMPLEMENTATION CRITERIA 

"The following criteria must be incorporated into each SC~S 
system .. 

e-

I. DATA CAP'roRE 

A. 

B~ 

C. 

D. 

COMPLAINT-DISPATCH FORM police agencies must 
provide the means to capture data about their 
observed/reported crime. 

CRIME REPORTING FORM - police agencies must 
provide well designed crime reporting forms 
to permit the gathering of all required 
information.· 

CRIME REPORT NUMBERS - each reported crime 
must have its own unique report number. 

seas DATA ELEMENTS - crime reporting forms 
must provide for the capture of all seRS 
data elements. 

E. GEO-CODING - the location of occurrence 
fora crime must be captured by geographical 
coding . 

" If'" 

F. REPORTING OFFICER !DENTIFIER - the unit or 
of:eicerc~rtipleting a crime report must be 
uniquely identified. 

G. REPORT WRITING MANUAL - A report writina manual 
must be provided for '''training and field oJ 

reference that incorporates SCRS report-
taking requirements. 

H. REPORT WRITING TRAINING ~-fQrmal classroom 
training and orientation c-fu13.st be provided 
to individuals completing crime reports. 

II. SYSTEM MANAGEMENT AND CONTROL 

A. SIMPLIFIED PAPER FLOW - written policies 
must be establisHed to ensure a smoot.h crime 
repofting function. 

) ,. 
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III. 

a. REPORT REVIEW - a written report review 
function must be established. 

C. 

\~"f\!, 
~1.; t: 

SYSTEM AUDIT - to assure desired perfort1?tance{~ 
an audit system must be established ."c 

D: RETENTION AND PURGING - written retention and 
purging criteria must be established. 

E. PRIVACY AND SECURITY - appropriate privacy 
and security safeguards must be established. 

('II 

F. FORMS CONTROL - a written forms control policy 
must be established. 

G. REPORT PROCESSING TRAINING - adequate training 
and orientation must be provided t.O processors 
and users of crime data. 

,; 

H. REPORT FILES - adequate facilities for the 
storage and retrieval of reports must be" 
established~ 

DATA UTILIZATION 

Ii 
Ii 

:1 
II 

Ii A. OUTPUT REPORT CONTROL POLICIES - written policies 
must be developed to 4nsure adequate management, 
crime analysis and special need reports." 

B. LOCAL, STATE AND FEDERAL REQUIREMENTS - police 
agencies must satisfy local, state and federal 
reporting requirements. 

C. DATA UTILIZATION TRAINING - adequate training 
and'orientation must'be pro~Jded to users 0.£ 
crime data. 

I' 
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°I. DATA CAPTURE 

A ... ' Police agencies must have the ability to capture data 

about their observedAreported crime. To achieve this, 

agencies should have a structured form completed in the 

coItUtiunications center to capture the following minimum 
information! 

1. Date and time call was received. 

2. Date and time call was dispatched. 

3. Date and time officer arrived at the scene. 

4.. Date and time" assignment was completed. 

s~ Complainant's name, address and telephone number. 

6. Location of occurrence. 

7. Identity of personnel responding to dispatched incident. 

8. Incident disposition (goo.a., unfounded, wrong address). 

9. Code ~iolation (code section that best describes 

incident) • 

"10. Identitv of dispatcher. 

Recommendation: 

In addition to crime reporting activity, all other officer 

activity (e.g., traffic control/, routine patrol, meals) should 

be accounted for to enable administrators to support manage-
ment decisions. 
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DATA CAPTURE 

B. The forms us~d in crime reporting must permit the I~ 

gat,p,ering of' all required information, be d~,-signed for 
' . ., -:"', ,\ 

easy use, and consider the needs of all users of pol~ce 
o 

information. Well designeq forms would include the 

following features: 

2. 

3. 
\) 

4. 

5~ 

6. 

The use of as many check-off or fill-in boxes as 

possible. 

'The arrangement of boxe,$ in logical sequence. 

The allowance of, suffitient space for entries. 

:\ 

The numbering of boxes to facilitate ,. 'training ,for 

reference to the report writing manual ~nd to permit 

the smooth exchange of information. 

The placement of all data·i..tems to be coded on the 

front side of' the' form. n 

Permi ts ~ the' capture of ,:the ABCR attribute aescrip- ~ 

tors. 
'Zj 

7 • ~ . Th~ consolidation of special ~se forms whenever pos.,sible. 
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DA'!'A CAPTURE -, 

C. Each reported crime must have' its own unique repqrt 

number. 

1. ,; Report numbers must run chr~nologically. 

2. ~ll documents assc.~ciatedwi t~ a reported crime report 

must bear the same case number. 

The report number must be large enough to satis~y case 
o '.) 

load and EDP'needs. 

Reconunenda tion : .> ... _ 
o / \ 

The majority of"p~fice agencies in the U.S. are using a report 
~) 

n~er prefaced by a tWO-digit number t;o reflect the year in 

which ~he in.cident ocourred. Although not mandatory for SCRS 

implementation, this numbering system is recommended. 
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1. DATA CAPTURE 

D. crime reporting forms must provide for the ca,.pture of all 

SeRS data elements. c) 

c."\ 
C·) 

NOTE: seRS data elements are listed on the following pages. -
It is appropriate for agencies implementing seRS to 

., 
ada additional data elements to satisfy local needs. 
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STANDARDIZED CRIME REPORTING SYSTEM DATA ELEMENTS 

DATA ELEMENTS 

1. 

2. 
0' 

3. 
c 

4. 

5. 

6. 

7,. 

8. 

" 

9. 

Name 

AKA, Nickname 

Address {, 

Residence tele .. 
phone 

cContact tele-
phone number or 
address 

Da.t@o of Birth 

Sex 
iiI' l! 

I 
i 

Race and 
Ethnicity 

OrU.rer's ti .. 
cense Number 

I 
J 

I 

• • • • 

ENTRY 

Last name 
First name or initial .­
Middle name or initial 
Suffix denoting seniority 

(e.g., Jr., II, etc.) 

DEFINITION OR EXPLANATION 

Eli1ter names' of reportl.ng per'solr;~, 
complainants, victims, suspects, 
witnesses, parents or guardians. 

If complainant/victim is a business 
enter name of business. 

For suspects and for other persons 
invdlved in the incident who may be 
easier to locate throuqh their 
nickname or alias. 

, Enter address of if! above. 

l) 

• Month 
• Day 
• Year 

o 

• Male 
• Female 

• Indian "7 
• Asian 'v 

• Hispanic 
• Black 
• Wnite 

If 
c 

!' 

D 

1':;' 

Q .)-9;'" 

Enter home telephone number of *1 
above. 

The best! telephone or address 
to reach *1 above. 

Enter date of birth for suspects, 
complainants, victims, or any 
other persons involved in the 
incident whose age may be a I 
factor in the investigation. If : 
date of birth is unknown, enter ! 
~stimated year of birth. 

Indian includ~s American Indian or 
AIasKan native, 
Asian or P~cific Islander, 
nrseanic A person of Mexican, 
Puerto Rican, Cuban, Central or 
South American or other Spanish cul 
ture, regardless of race, 
Black, not of Hispanic origin, 
~, not of aisl?anic~origin. 

while the collection of data is not 
limited to the categories des­
cribed above, any required report­
ing which USeS more detail shall 
be orqaniz3d in such a way that the 
additional categories can be 
aggregated into these basic racial! 
ethnic categories. 

" 
~ference NC!C Operat~pg Manual. 
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DATA ELEMENTS 

:l0. 

ll. 

12. 

13. 

114
• 

1 
I 

15. 

16. 

17. 

i 
I 
I 
! 
118. 
I 

! 
119 • 
l 

i 
I 

120
• 

I 

121 • 

Height 

i'l'€:ight 

Colo:c-Eyes 

Colo:c-Hair 

Scars, Marks, 
Tattoos 

clothing and 
Glasses 

SusPect's occu-
pation 

IJ 

Victim/suspect 
relationship 

Undst' influ­
ence drugs/ 
a.lcohol 

c; 

Suspect: Anced 

Suspect: Sta-
tus in the 
criminal jus .. 
Hce system 

, 

Loc~tion o~ 
incident 

,; 

• 
• • 

• • 

• • 

• • • • • 
'" 

• • 

ENTRY 

"7'.] 

suspect is unknown to 
victim 
unknown relationship 
suspect~is known: 

Drugs 
Alcohol 

Yes 
No 

'" 

Probation 
Parole 
O.R. 
Bail 

' prior conviction 
Unknown 

c' 

Address 
Beat/gao code 

• • 1L:w:4 

tJ 

4U. #$1 

DEF1NITION OR EXPLANATION 

Reference MCIe Operating Manual. 

Reference MCIC Operating Manual. 

Reference MCtC Operating Manual. 

Reference NcrC Operating Manual. 

Reference MeIC Operating Manual. 

Complete description of clotHing 
and glasses worn by the suspect. 

Pr.in~ipal occupation of suspect, 
Ii evert if unemployed. If the per­

son is in .the armed service, 
indicate branch and rank. Also, 
indicate if student, housewife, 
07; rp.tiret'{. 

Check off boxes to indicate 
whether suspect is known to vic~ 
tim; if known, how. 

For suspects and for any other 
person involved in the offense 
whose physical and mental"condition 
may be a factor in the investiga­
t.i=. " 

Check off boxes and describe. 

() 

Check off boxes and describe. 
o 

Complete in one of the following 
ways which .re listed in ~rder of 
preference: 
(a) exact addrus inc.1.udlng the 
building, room ,or apartment number. 

$!!.",:;;c: ioIMI( $0$4 ••. 1 *_; t \MOCij *.U" • ...-4 

o 

• 

• 
() 

c' 

('f:, 

o 

(1 

u o 

(, ~: 
'. o 

~"~ __________________________________ •• ___________________________________ ~ ____ ~'~Ol~ __________ ~ __________________ ~, ________________ ~~~_ 

DATA ELEMENTS 

22. 

24. 

25. 

t 

Type of pre­
mises 

~lature of 
Complaint 

Priority of 
field response 

Event status 

o f 
I 

E~rrRY 

• Street (Highway) 
• Gas Station 
• ChaiIl:=Stt:lre 
• Bank 
• Other Commerical 
• Residential 
• Miscellari~ous 

• Urgent 
• Routine 
.' As Available 

• In progress/Developing 
• Just occurred/Recent 
• Cold 
• Unknown/Incomplete call 

G\ L 
"---- -
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DEFINITION OR EXPLANATION 

(b) closest street address indi~ 
cating,.in front of, adjacent to, 
rear of;-acros,s, from, e1:'.c. 
1C1 SIock number as shown by 
s~reet sign indicating if location 
is on the odd- or even-numbered 
side of ~he street. 
(d) distance and direction from a 
known pOint. 

Explain by a word or phrase where 
event occurred. For example; 
inside . alley 
front driveway 
rear garage (private), 
side carport 
roof parking lot 

Complete for robberies only. 

On comp~aint/dispatch f~~, des­
cribe filature of complaint being 
reported, using descriptive 
phrases. 

I
, Check off boxes on complaint/ 
dispatch form. 

!complaint/d:spatoh information. 
• In progress/Developing: Re­

porting person can see Or hear 
or otherwise knows that the 
activity which prompted this. 
call is now taking olace or/is 
imminent. -

• Just Occurred/Recent: The 
event being reported has just 
taken place or is so recent 
that the Scene is essentIally 
intact 1 witnesses mayor may 
not be "available; suspect not 
at scene. 

• Cold: Incident has taken place; 
probably no useful clues at 
scene; report and/or follow-up 
required. 

• Unknown/Incomplete Call: 
Caller requests poli~e assis­
tance but refuses or is no~~ 
able to describe reason for 
call. 

10 
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DATA ELEMENTS 

26. Primary re,. 
sponding 
unit I.D. 

27. Support Unit 
Identification 
Number . 

~8. Hazard factors 

" 

~9. How call was" 
received 

30. Last seen 
heading 

" 
31. Action .-

initiat~d 
Q 

'I, 

'32. Event/crime 
report number 

, 

0 

~3. Crime 

" 

ENTRY 

• weaponli invoiv~d 
a Gang/crowd 
• Drugs/alcoholc 
• Mental 

~ 

ta " Phone j 
'I 

• l'ialk in 
It On view ., Other 

• Field resl?Onse 
• 0 Office rti!!iponse 

{) 

• NO, respon~\e. Why? 
, Referred to ------

v, 

0 
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DEFINITION OR<~XPLANATION 

This is the unit respon:sible for 
handling the assignment. 

This is the backup unit(s) dis­
patched to support the primary 
unit. 

Dispatch information 'for respondin9 
unit1s information. Check off 
boxes and describe. 

Complaint/dispatch information. 

0 1 
c? 

a " 
C) 

Complaint/dispatch information to 
indicate I' direction sllsr-et!t/ 
vehicle was last seen 
heading. 

v Q 

Com~laint/dispatch information. 

0 

A sequentia~ number recorded on the 
complaint-dispatch form for every • 
called-for service. When a crime I 

, report is c¢mpleted, this number ' 
be~omes the unique number assigned 
to the reported crime. All docu-

. me~ts associated with a reported 
cr~me must bear the same case 
number. 

(7 

Enter the name of the crime, fol­
lo~~d by the section number, sub­
section, when applicable, and 
code abbreviation. 

I CheCk off box and describe. 

I 
l 
1 

! 
t 

() 

(\ 

rr;, 
"\J 

G· 

f» 

f'$ 

0 

(1 

I 
j 
1 
I 

I 

1 
i 

I 
f 

--,-

i) 

.. ~./ 

{) 

:;;-::> .0 

iO 

• 

• 

'. 

(;-----------::--------------
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DATA ELEMENTS 

3S t 

~7. 

~8. 

~9. 

" 

~o. 

41. 

Date and time 

Vehicle 
description 

Knowledge of 
event 

Elements of 
crime 

Investigative 
steps 

e, 

G 

Disposition of 
persons and 
property 

'. 

" 
Suspect al?pre", 
hension infor-
mation 

I 

I 
( 

ENTRY 

• Month 
• Day 
• Year 
• Time 

0 

. 
• Year" 
• Make 
• Model 
• Body style 
• Color{s) 
• License number 
• VIN 
• State of license number 
• Yea~ of license number 
• Condition of car body 

\' 

DEFINITION OR EXPLANATION 

Complaint/dispatch form should 
indic~te date and time: call 
recei1l1~d, unit dispatched, unit 
arrive~l at sce~e, and unit com­
pleted the assignment. Crime 
report should indicate dat~ and 
time incident occurred and was 
reported. " 

!n rel?orting time, military time 
should be-used. 

Re.·ference Ncre Operation Manual. 

Oescribe what each invollled per­
son ~nows about the incident and 
to wha t he/she can testify. 

Describe ~he elements of the re­
ported offense and all other 
crimes the event can justify. 
Excluded should be those elements 
of lesser included crimes. 

Narrate steps taken in the pre­
liminary investigation, ~Qllow-up 
inllestigation, and in an arrest 
situation for the reported offense 
(e.g., statements ta~~n, protec­
tion of crime scene, broadcast of 
information and information help­
ful in apprehending suspects, such 
as known associates and known 
haunts) • 

Describe details of the gat.ltering 
(or finding), condi'tl.on I and 
disposition of any evidence, 
pro,perty, children, pets I vehicles, 
or injured persons. 

Describe details of suspect in­
terrogations, line-ups, co­
defendants, and include informationl 
about why suspect was arrested for 

i the crime. 
1 
i 

'--------"-=====-=.,,=--.... .. =:.: .... ~"' ......... ft/IfI!<'" .... ..J.... i 
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.. 

\; 

a 

~----------------~--------------------------~----------.~------------------.~ 

DATA ELEMENTS 
;:-::; 

42. Search 
employed. 

Identification 
number 

Action taken 

45. Personal 
injury 

46. Stolen 
property 

ENTRY 

C9mplaint-Dispatch ~ispo-
s~t~on: -
Report, type ________ ____ 
Arrest 
Citatio=n=-------
Gone on arriv~l 
Invalid address 
Unable to locate complainant 
Void 
Civil 
Referred to 
Adjusted at~s~c~e~n~e-"-------

Case DisPosition/~rrestee 
Status: 
.Ai'iest and prosecui:ion 
ComR refuses to prosecute 
COIttplaint refused" by DA 
Prosecuted for another 

offense 
OA citation 
Unfounded 
Occ~red in other jurisdic­

tion 
Turned over to other juris­

diction 
Death of offender 
Appropriate juvenile dis­

position 
Arrestee status _____________ _ 

• cw:rency, notes, etc. 
• Jewelry & precious metals 
• Clothing & furs 
• Office equipment n ~ 
• Televisions, radios, 

stereos, etC. 
• Firearms 

,. Household goods 
• Consumable goods 
• Livestock 
• Miscellaneous 

DEFINITION OR EXPLANATION 

Describe completely any search for 
evidence, information or suspects 
in a crime scene search, neighbol~­
hood check, suspect search, or in 
connection with ~1 arrest. 

For operator, dispatcher, officers, 
approving supervisors, investiga­
ting officers, etc. 

Check off boxes and fill in, wher0 
needed. \, 

«.Ii 

u 

Indticate whether death or injury 
occurred to any of the persons in­
volved in the incident, the extent 
of the injury, and what action was 
taken in each case. 

Check off box to indic~te category 
of loss and describe completely 
us~ng ~qxc manual for guidance, 
Snter value for each item. Enter 
total value. Description should 
include quantity of items taken, 
type and name of each article, 
make of brand, model number, 
serial number, registration/ 
license number, color, size, 
iderttifying marks, caliber and 

L ~. __ ... __________ -,--,-___ ~:~11.n9~h_~:_gun_s_. __ , ____ -1 
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DATA ELEMENTS 

47. Method of 
entry/exit 

48. 

49. 

50. 

51. 

52. 

Point of entry/ 
exit 

Weapon/force 
used 

Tool (13) used 
against 
property 

Tradell'.ark/ 
unusual actions 
or traits of 
suspect 

Report/dis­
tribution data 

53. Notifications 

54. Charge(s) 

55. S~oking ~umber 

ENTRY 

• Lawful 
• Forced 
• No force 
• Attempted force 

• Handgun 
• Other;gun 
• Knife/cutting instrUment 
• Hands/feet 
• Threat 
• Other -----------------------

Other reports submitted 
Additional distribution~ 
Page No. -----

• oescribe request 
• Agency/anit 
• Date/Time 
• Officer identification 

• Code section 
• Name of offense 

-15-

DEFINITION OR EXPLANATION 

For entry, check off boxes and 
describe in narrative. For exit, 
describe in narrative. 

Explain in narrative or box. 

Check off box and describe. 

Explain by word or phrase. 

Actions taken by the suspect to 
prepare for or accomplish a 
crime, or to avoidQapprehension 
that have not been recorded 
elsewhere in the report. It 
includes unnecessary or bizzare 
acts, e.g., "eats food," 
"changes clothes," "leaves note. "! 

I 

All related documents should be 
listed, i.e., statements, sui­
cide n9tes, evidence forms,. 
suppletllentary forms. Note the 
number of extra copies needed 
and a distribution list. 
Indicate Whether the report is 
complete or whether it is one 
or several pages, e.g., Page 
of _ pages. 0 -

Record those requests for 
immediate service during an 
ofiic;er's preliminary investi­
gation, e.g., for criminal in­
vestigators, cdroner, ambulance, 
tow truck. Note requelflts for 
MCIC checks, radio APS's, tele­
types, etc. Note notifications 
to parents/guardians of juvenile. 

A numbe~ that identifies that 
particular arrest. 

I 
1 
1 
.~ 

\ 
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DATA ELEMENTS 

56. Resistance to 
arrest 

57. Itow arrest 
was made 

sa. Rights ex­
plained 

59. Response to 
riqhts 

60. Disposition 
of vehicle 

ENTRY 

• Fled 
• Attacked 
• Abusive 
• Passive 

• On view 
• ', Warrant 
• Citizen 
• Call (dispatched) 
• Investigation 

• Yes 
• No 

• Silent 
• Waived 
• Understood 
• Statement 

Towed~ 
Hold? 11 

Re~eased to _____________ • 
Other-<.j.;., _______ _ 

61. Arresting • Name 
officer/agency • Serial number 

62. Chanqe report­
ed crime and 
classifica­
tion to 

64. Recovered 
property 

Where property 
recovered 

66. M.O. addi­
tions and 
changes 

$_----

• Itemize 
• Describe 
II Unit value 
• Total value 

-------:..,-

o 

DEFINITION OR ~XPLANATION 

Resistance to arrest should be 
charged or noted on the arrest/ 
offense report. 

Check off box and explain in 
narrative • 

Check off box and explain in 
narrative. 

Check off boxes and exp16in in 
narrative. 

Check off box and eXPlain in 
narrative. Describe if vehicle 
towed and.where, if there is a 
hold on vehicle, and for whom 
the hold was placed. 

Enter name and identification 
numhe-l:' o'f arresting officer. 
Include name of agencY/9r qani- i 
zational unit when nec~~sary. > 

Fill in change of reported 
crime, and/or claSsification 
when appropriate, 'to indicate 
correct type of crime. 

_ Fill in revised ~~lue of loss 
as needed. 

II 
Describe recovered. property, 
give value of each reCOvered 
item and the total value. 

Fill in location of recovery and 
address. 

Fill in any additions or 
changes in M.O. that may be 
different from the ori9'inal 
report. 

~--------~------~--~,-------,----------------~~~~~--------------------~ -16-
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DATA CAPTURE 

E. The location of occurrence 

be captured by appropriate 

~.:::. 

for a crime d/ an or arrest must 

geographical coding lo' 
t • e. , 

reporting districts, census' tracts 
or geographical base 

files~ 
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• I. DATA CAPTURE 

G. A report writing manual must be developed for use in training 

and for field reference. The contents of such a manual should 
include: 

1. Basic instructions on when and how to complete appropriate 

SCRS forms. 

2. Standardized instructions for entering data on SCRS forms: 

a. the information requested, 

b. the word "none, II 

c. the word "unknown" abbreviated "unk, " 
d. the word "refused" abbreviated "ref," or 
e. a short dash (-) to indicate "not applicable." 

3. A list of approved abbreviations: 

a. NCIC abbreviations, and 

b. SCRS II Committee approved abbreviations. 

4. Criteria for offense classifications if the agency re­

quires the person completing the report to make the crime 

classification. 

5. Criteria for property valuation. 

individual agencies) 

Recommendation: 

(Standardized within 

A pr~perly designed field manual can become, next to safety 

equipment, an officer's most valuable tool. It will refresh the 

officer's memory on conducting a proper investigation and contain 

useful information and resource material to make the officer's 
o 

job easier: 
Such a manual would have the following characteristics: 

1. A design that incorporates the following features: 
i' 

a. LOOSe leaf so that additions and revisions can be 

easily made. 

-19-
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'I 

b. -~ ') ., 

Numbered and dated pages to identify the most current 

information. 

c .. Use of coGbr coding or index tabs to indicate appropriate 

sections. , 

d. Table of contents for a reference guide. 

A lightweight plastic cover, smooth so that it can be 
G< 

e .. 
\i 0 ~ 

used as a ~riting surface, and imprinted with lists of 

the most commonly misspelled words in police report 

)writing. 

2. Additional information helpful to the field officer may 

include: 

a. Beat maps; 
II 

'0 

b. List of buildings and .. landmarks and their locations; 

e.g .. , Flatiron Building, Tower Apartments; 
0-· 

c~ Agency and city (or county) telephone numbers; 

d. List of all neighboring law enforcement agencies, social 
o 

agencies, hospitals and other agencies the officer may 

need to con~~ct, with their addresses and telephone numbers; 

e. Matrices to show which, report for.ms to make, where extra 
. II 

copies should go; and appropriate notifications for unusual 

or infrequent situations such as child abuse cases, born.Jj~ 

threats, poisonings, types of traffic accidents; 
~, f. Matrix to show how to process different types of juveniles 

and dispositions, e.g., runaways, ne<J,lecte,d, dependant, ba'by, 

felony arrest; 

g. Copy of NATA Handbook insert showing where the VIM is located 

on various makes and ~~rs of vehicles; 

,} -20-
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h. Rep~oductioI+s from ATF Handbook Which illustrate commonly 
used guns; 

0 

i Orie page chart of first aid techniques; 
,. 
\'/'.f 

j . List of .. comm6n local ordinances; 

k. List of common vehiCle code violations and local traffic 
ordinances; 

l~ List of common pe~al code sections; 

m. A guide to using the proper report form; 

')~ 
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H. An \f1dequate formal classroom training a~d orientation 
,I 

prol~ram must be provided to those personnel who complete 

" crime reports. Characteristics of such a training pro-
I: 

gran!' should be: 
I-

1. Instruction using formal course outlin,es, exams, and 

critiques which address: 

a. SCRS standardized information including SCRS back-

ground, purpose and procedures, 

b. Compliance with agency and state report writing 

~'equirements , 

c. Use of the report writing manual, 

d. Evaluation Cr'-iteria. 
~~ 

2. Periodic retraining as ne~ded. 

Recommendation: 
// 

To further the acceptance of SCRS, information about the program 

should be provided to all agency personnel. 

NOTE: Training for processors of data is required in Criteria II, 

G., and for users of data in Criteria III, C. 
o 
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SYSTEM MANAGEMENT AND CON'TROL 

A. A simplified paper ,P'-o;' I essential to the (smoo~h func­

tioning of'SCRS, must be established. This can best be 

accomplished in a!'~ystem featur;;Lng: 

1. 

2. 

3. 

• ~ 0' 

wr~tten pol~cies to control the entire crime report 

flow that will cqver system supervision, I:eport copy 

control, personnel and tra~ning, and system.evaluati~n, 

the physical positioning of report depos;t t 1 
_ wi. r~;cep ac es I 

'. 
report reproducing section, the files, and all other 

essential equipment and work areas for the convenience 

of report takers, processors and users, 

regulations to prevent defays in report processing 

caused by the failure of report takers to submit 

reports properly, by the report review or audit process, 

or through equipment b,~eakdowns f 

4. written procedures which include: 

a. 

b. 

c. 

a distribution list for all report copies, 

provisions for the physical distribution of reports, 

responsibilities for adequate stocks of paper and 

supplies and for the maintenance of equipment. 
d'-' 

f, 

1\ 
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II. SYSTEM MANAGEMENT AND CONTROL 

.« 

" , .. ,,- "-;',-"'"-'',''''' -;" 
I 

E. Responsibilities for report review and approval must be 

~learly defined in writing. Such a review function will 

o 

,> 

permit the examination 'of submitted reports for accuracy 
o 

c 

and completeness, permit the return of l::eports to the 

reporting office~ for correq~ion, and yet 0 not unduly delay 
" 

the movement of report forms in the report processing system. 
o 

1. The procedures must provide a way to communicate 

deficiencies in report writing to the reporting offrcer. 

2. Space must be provided on crime reporting forms for 

app~ving signatures. 

o 

i.) 
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II. SYSTEM MANAGEMENT AND CONTROL 

C. To assure that the Standardized Crime Reporting System 

is in fact opet'ating at the desired level of perf;rma~ce 
(, 

and is producing high quality information, the system must 

be periodically audited. The audit syst'em should have 

the fOllowing characteristics: 

1. The audit policy and procedures m~st be in formal 

written form. 

2. The Gomplaint dispatch form must be used as a source 

document to include ~s many potential police responses 

as possible in the audit process. 

3. The complete police response must be audited, from 

complaint receipt to event disposition. 

4. The audit system must permit the reconciliation of 
,. 

differences between deficiencies noted by the auditors 

and theQsupervisors and reporting officers involved. 

Recommendation! 

The audit should be performed by an independent agency_ The procedures 

should provide for the auditors to make recommendations for system 

improvement or personnel training . 

NOTE: The IACP/UCR Audi,t Guide is available for any agency that 

wishes to 'Use it. 
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<tJZ. SYSTEM MANAGEMENT AND CONTROL 

·'-'·-'··"~(:.M 
\.;, 

D.'Written criteria for the retention and purging of crime 

reporting documents are an essential par~ of SCRE. Such 

criteria must: 

1. Conform with federal, state, and local requirements~ 

2. Consider agency space limitations. 
:;'j 
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II. SYSTEM MANAGEMENT AND CONTROL . 

E. Appropriate privacy and security safeguards must be in­

stall~d in any SCRS program. At a minimum, these safeguazds 
I' ,j ~ 

ratis~ include: 

I., Knowledge and enforcement of appropr~ate Federal and 

state laws, 

2. Compliance with applicable requirements ot. LEAA Criminal 

Justice Information Systems Regulations (28 CFR Part 20) 

and LEAA Regulations on the Confidentiality of Research 

and Statistical Information (28 CFR Part 22) • 

-27-
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II • SYSTEM MANAGEMENT P-.ND CONTROL 

F. A written forms control policy for SCRS must be established 

to accomplish the following: 

1. 

2. 

3. 

4. 

Avoid unnecessary duplication of cr;me .... reportin9' forms. 

Prey-ent unauthorized crime reporting forms re{[sion. 
p 

Insure that adequate supplies of crime reporti1ng forms 

are maintained .. 

Maintenance of sample crime reporting forms in a single 

file, a history of forms, a d f n a orms numbering control. 

Recommendation: 

Forms control should be the responsibility of a single unit. 
A 

periodic review shOUld be made to determine the need for forms. 

-28-
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II. SYSTEM MANAGEMENT AND CONTROL 

G. Adequate training and orientation must be provided for 

processors and users of crime data. The instruction 

must include: 

1. Pertinent written policies and procedures, 

2. Restrictions on unauthoriz~d system deviations, 

3. Privacy and security regulations. 

Recommendation: 

Periodic ret~aining should be p~~vided when there are system 

revisions or new equipment and as insurance against unauthorized 

system deviations. It would also be helpful to provide an employees' 

suggestion system,toso).icit ideas for improvement. 
;;;> 

NOTE: Training for report takers is required in Criteria I, H., and 

for users of data in Criteria III, C . 

o 

o 
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II. SYSTEM MANAGEMENr.I;' AND CONTROL 

ij. Agencies implementing SCRS must arrange for facilities 

~for the storage and retrieval of reports. Such facilities 

must include adequate index and case files, and sufficient 

space for easy access and for expansion. 

I? 

o 

() 

(j 
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III. DATA UTILIZATION ! 

c:::9 

A. Written policies must be developed to in.sure that the require­

ments fc::>r SCRS management, crime analysis and special need 

reports are met. Such policies must include; 

1. Justification for all reports, 

2. Establisromemt of approval mechanisms for interim and 

special reports, 

3. Output control mechanisms, including a requirement for 

keeping a sample collection of all output reports for 

periodic evaluation, reView, and mOdification or dis­

continuance where warranted • 
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B. There must be provisions in the SCRS specifications 

for a variety of reportir~g requirements. At a minimum, 

specifications must include: 

1. ·LoC~l.l f state and fed~ral reporting requirements, and 
'" 

2. 'ProV'isions for adhering to UCR guidelir~s for reporting 

deai:llines, arrest information, classifica~ion and 

scol~inq of crimes, and clearance reporting. 
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c III. DATA UTILIZATION 

z.; () 

C. Adequate training and orientation must be provided for users 

of crime data. The instructions must include such subjects 

as: 

1. How to !/ read the reports, 

2. How to analyze the data, 

3. Row to effect~i vely use the data, and 

4. How to critique output reports. 

NOTE: Training for report takers is required in Criteria I, H, 

and for report processors in Criteria II, G • 
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