[image: image1.jpg]Insurance Services



                                                        


	Policy #

Traffic Reports
	Related Policies:

	This policy is for internal use only and does not enlarge an employee’s civil liability in any way. The policy should not be construed as creating a higher duty of care, in an evidentiary sense, with respect to third party civil claims against employees. A violation of this policy, if proven, can only form the basis of a complaint by this department for non-judicial administrative action in accordance with the laws governing employee discipline.

	Applicable State Statutes: 

	KACP Accreditation Standard:  22.4

	Date Implemented:
	Review Date:


I. POLICY

Established guidelines govern the preparation and processing of traffic citations, arrests, supplemental reports, and the accountability of the Kentucky Uniform Citations. 
II. DEFINITION

A. Kentucky Uniform Citation book - shall refer to the book of 25 sequentially numbered citations obtained from the Kentucky State Police supply section.

B. Uniform citation log sheet - shall refer to the sheet on which the control number and completed status, whether written or voided, shall be maintained on each citation.

III. PROCEDURE

A. Preparation of Citations/Arrest Reports/Other Reports 

a. Traffic citations and arrest reports form the basis for prosecution of traffic offenders.

b. Specific guidelines on the preparation, processing, and distribution of citations are as follows:

a) All spaces requiring information will be completed.

b) The court date will be assigned according to court guidelines.

c) Officers will write a detailed statement of the facts in the post-arrest complaint section of the citation. If more space is required, a supplemental report may be attached to the citation.

d) A copy of the citation is given to the violator; all the other copies are to be forwarded to the Court System

e) Electronic citations are electronically submitted.

f) Paper citations are submitted to the Police Supervisor who is responsible for submission to the courts.

B. Accountability For Traffic Citations

a. Uniform traffic citations are accessed via the Electronic Citation System. Accountability of citations is maintained by the Administration Office of the Courts. Under normal circumstances the State Electronic Citation System will be used for all state citations. In the event that E-Citation is unavailable the following procedures for Kentucky Uniform Citation - Paper will be followed.

b. Kentucky Uniform Citation – Paper

a) Issuance of Kentucky Uniform Citation books

1. Supervisors will issue a Kentucky Uniform Citation book and a blank citation book log sheet. 

2. When an officer obtains a citation book, he/she shall promptly record his/her name, date issued, and listing of citation control numbers in the appropriate areas on the blank citation book log sheet and promptly return this sheet to the supervisor.

b) Accountability for citations 

a) Completed Kentucky Uniform Citations shall be presented to a supervisor, prior to the end of his/her tour of duty, for subsequent review and approval.

b) Checked and approved citations are handled in accordance the departmental policy.

c) The issuing officer is responsible for marking the date the citation was written on the appropriate citation book log sheet, along with the citation's final status indicated as "written" or "void".

d) Officers are accountable for each citation. Citations voided in the field for an error, must include all copies and be presented to the supervisor along with an explanation, for approval.

e) Voided citations shall be forwarded to the District Court with the appropriate paperwork, prepared by the supervisor.

f) Upon completion of a book of citations, the completed citation book log sheet shall be forwarded to a supervisor. A completed log sheet must be returned prior to issuing a new book of citations.

C. Cancellation of citation(s) will be handled in the following manner:

a. A supervisor may cancel a citation if upon investigation it appears the citation was improperly or inappropriately issued. This type of cancellation would follow the normal cancellation process, requiring approval of the Chief, the prosecutor and the judge.

b. The officer will submit a request for citation cancellation through their supervisor to the Chief of Police, along with the citation to be cancelled, explaining the reason for the request. All copies of the citation will be included. Such request will be signed, if approved, by the Police Chief before being forwarded to the prosecutor and judge for their approval.
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