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	Policy #

Police Information
	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:  26.1, 26.2, 26.4, 26.5

	Date Implemented:
	Review Date:


I. POLICY

The Police Department utilizes a simple records system that is comprehensive, adequately indexed and centralized, that aids the Department and the general public. The Police Department has procedures for the review, recording, maintenance, control and retrieval of records, which are the responsibility of the Department. Official records will be prepared and maintained to document reported police activity, whether originated by a citizen or a Department member. The Police Department maintains full participation in the Kentucky Uniform Crime Reporting Program. 
A. It will be Department policy to prepare documentation for the following categories of incidents, if they were alleged to occur in the city:

a. Citizen reports of crimes

b. Citizen complaints

c. All citizen requests for services of the Department when an officer is dispatched, an employee is assigned to investigate, or an employee is assigned to take action at a later time.

d. Criminal and non-criminal cases initiated by or coming to the attention of Department personnel.

e. All auto accidents reported to police.

f. Incidents involving arrest, citations, or summonses.

II. PROCEDURE

A. Records Component:

a. The Administrative Section is charged with the responsibility for the supervision of the records component of the Department.

b. The Records Unit consists of any personnel assigned by the Police Chief.

B. Records Unit Function:

The functional responsibilities assigned to the Administrative Section include report control, records maintenance, records retrieval and records destruction.

C. Report Review

a. Report review is delegated to the supervisor of the reporting officer. This review is made to ensure completeness and accuracy of all reports submitted, and that all required reports are completed. Unsatisfactory reports will be returned for corrections.

D. Report Control

a. The Records Unit will control the availability and confidentiality of all reports and records.

E. Records Maintenance

a. The Records Unit will maintain all reports and records and distribute copies to authorized persons/agencies.

F. Records Retrieval

a. Filing and retrieval of reports will be by the name and assigned report number.

G. Documentation of Police Actions

a. Documentation of police activity may be in the form of a completed incident report, citation, or offense report using KYOPS. Field interview reports (FIR) will be maintained in the RMS.

H. Specific Information for Documenting Police Action

a. All reports and records maintained to document police activity will contain at a minimum the following information:

a.) Date and time of the initial report;

b.) Name, if available, of the citizen requesting the service, or victim’s or complainant’s name;

c.) Nature of the incident; and

d.) Date, time and type of action taken, if any, by law enforcement personnel.

I. Report Forms - Members of the Police Department will use the appropriate report form(s) as indicated by the nature of the incident being reported. The importance of having a well written and complete report cannot be overemphasized. The police record system depends on the work product of the officer in the field.

a. Forms Generally Used in Field Reporting:

a.) Offense reports or E-NIBRS

b.) Supplemental/follow-up reports

c.) Property report forms and property labels or tags

d.) E-Crash or Kentucky uniform traffic accident reports

e.) E-Citation or Kentucky uniform traffic citations

f.) Field interview Reports(FIR)

g.) E - Courtesy Notice

h.) JC-3 or E-JC3

i.) Incident Reports or E-Call Response

b. Procedures to be Followed in Completing Reports

a.) Offense Reports/E-NIBRS or Incident Reports/E-Call- Reports will be entered into the KYOPS System, if this is not possible they will be printed or written in a neat, legible manner so as to be read without difficulty. A report shall be made on all of the following:

1. Reports of criminal offenses as described in the Uniform Offense Reports (UOR) violation codes, which occur within the city.

2. Criminal acts which are brought to the attention of the Department and occur within the city, even though the complainant does not wish to file charges or make an official report.

3. Certain specified types of incidents of a non-criminal nature such as first-aid incidents occurring on city property for which the city might be liable. All applicable information will be recorded in the report narrative and all persons and/or vehicles involved listed in the appropriate section of the form.

4. Non-criminal incidents such as suicides, attempted suicides, missing adults and missing juveniles.

b.) Supplemental/Follow-up Reports - Supplemental/follow-up reports will be submitted by the investigating officer, using ENIBRS, when it is necessary to explain, expand, or continue with information from the initial report, or to record important confidential information not contained in the initial report (such as investigative leads, names of suspects, and any unsubstantiated information which could be of investigative use such as intuitions, hunches, possibilities, etc.).

1. Supplemental reports will be entered into the E-NIBRS, if this is not possible they will be printed or written in a neat, legible manner so they can be read without difficulty.

2. The supplemental reports submitted by the reporting/investigating officer will be entered into the initial report and filed in the case file with the original.

c.) Domestic Disputes/Family Troubles - The Police Department is required to keep a record of domestic disputes and domestic violence problems.

1. The officer will file an initial report.

2. In emergency situations, the officer is to provide an Emergency Protective Order form to the victim and verify the petition. The petition is to be filed with the District Court.

3. Officers must report all incidents, using a JC3 Form or E-JC3, of actual or suspected domestic violence or abuse within their knowledge to the Cabinet of Human Resources, Department of Social Services within 48 hours of the incident.

4. In the event an arrest is made, the officer’s report will accompany the normal paperwork associated with the incident.

d.) Miscellaneous Reports - Other miscellaneous reports are to be used by officers to report certain specialized situations.

1. An officer may document an officer-citizen contact by using a field interview report. Field interview reports are entered into the Master Name Index of RMS.

2. A property report form and property tag/label will be completed by officers to report property taken into or released from custody in accordance with policy. 

3. Officers conducting an accident investigation, in accordance with policy, will complete an accident report. E-Crash or Kentucky Uniform Traffic Accident Report.

J. Report Numbering - The case numbering system used by the Records Unit requires the assignment of a different record number to all offense reports and accident reports.

a. Report Numbers are automatically generated and assigned to calls by the CAD and RMS system. 

b. Paper Citations are issued individual control numbers. E-Citations are issued electronically assigned control numbers. Officers shall enter the report number assigned by CAD to each citation they issue in the space provided for local report numbers.

K. Distribution of Reports

a. The original copy of all E-NIBR reports will be checked and initialed by a supervisor

b. During processing, the reviewing supervisor verifies that all information is correctly entered. This includes ensuring that information is entered into LINK/NCIC when applicable. 

c. All follow-up reports are processed in the same manner.

d. In accordance with KRS 61.870 - 61.884, all public records are made available to individuals. Public records may be viewed according to established procedure/open records law. 

L. Status of Reports

a. Offense/E-NIBRS Reports

a.) The original of all reports will be retained in the Records Unit files. Copies of supplemental investigation reports will be filed with the original.

b.) Upon the review of a case report, the Supervisor may assign the complaint for further investigation to an investigator or Patrol Officer for follow-up investigation.

b. Traffic Accidents

a.) Traffic accidents requiring further investigation will have a copy returned to the investigating officer.

b.) Accident reports that require further investigation will have their report status checked by the supervisor of the reporting officer at least every seven days.

M. Records Security and Privacy

a. Information contained in written reports stored in the Records Unit will be released outside this agency in accordance with Kentucky law.

b. Criminal history record information will only be released under the guidelines established in U.S. Department of Justice regulations (28 Code of Federal Regulations, Part 20) with regards to dissemination, completeness and accuracy, audits, security requirements, and access and review.

N. Records Retention Schedule

a. Records shall be destroyed based on the State of Kentucky retention schedule.

a.) When destroying records a Records Destruction Form will be completed and disseminated as follows: 

1. Forwarded to the Kentucky Department for Libraries and Archives, Public Records Division.

2. A copy shall be retained for the Department files.
O. New Form Development

a. The Administrative Section will be responsible for the development and modification of all forms used by the Department. The Administrative Section will also review existing forms to ensure there is no duplication of information. The Police Chief will make final approval of all forms.

b. As a general policy, forms will be developed with the input from the particular component or section that uses them.

c. Forms will be reviewed annually to ensure they are current and consistent with records maintenance and/or data processing requirements.

P. Records Operations

a. Accessibility of Records

a.) Personnel assigned to the Records Unit will control the accessibility of all reports, records, and other information stored in the Records Unit. Sensitive information shall be placed in a locked file cabinet, encrypted or under limited access code in the computer.

b.)  At those times when the Records Unit personnel are not present, access to general records will be open to all Department personnel.

Q. Arrest Files

a. An E-Citation, Uniform Citation or E-NIBRS Report is maintained on all physically arrested persons and offenses.

b. For more serious offenses such as theft, CCW, drug charges, etc., the record shall consist of an offense report, uniform citation and may contain the officer's field notes. Fingerprint cards and photos may be taken by the officer and/or the Detention Center who submits them electronically to KSP. The complete file will be contained in a folder with the incident number and suspect’s name on the outside. All case files shall be filed in the appropriate file cabinet by their respective case number.  At no time shall any case files be stored on officers’ desks for an extended period of time.
R. Warrant and Wanted Persons File 

a. The Criminal Investigations Section maintains a warrant and wanted persons file, and enters wanted persons into the LINK/NCIC.

b. Procedures to maintain this file are as follows: 

a.) Warrant entries will be made in accordance with established guidelines.

b.) The Criminal Investigation Section will maintain an active warrant file. All Department warrants will be stored and maintained in this file, and the file will be periodically examined for accuracy and to purge outdated or cancelled warrants.

c.) All information about the warrant will be verified before entering the warrant into the computer. Information received from other jurisdictions will be verified either over the telephone or by LINK/NCIC before an arrest is made of a suspect when the computer indicates an outstanding warrant from another jurisdiction.

d.) After a Department warrant is served, the responsible officer will ensure the removal of the wanted entry from the LINK/NCIC system and the Department warrant file.

S. Recording Arrest Information

a. An arrest citation is to be filled out for every arrest. This citation should contain the details, which led to the arrest.

b. Fingerprints and photographs will be taken Detention Center.

T. Records Maintained Outside of the Records Unit

a. Most reports generated by the Police Department personnel are maintained in the Records Unit with older reports stored in the records storage area. Some records, usually of either a confidential nature or containing such information, which renders them more appropriately stored in a specific unit or section, are maintained outside the Records Unit.

b. Other reports and records which are maintained by the various components within the Police Department include, but are not limited to the following:

a.) Patrol Section: Vehicle maintenance and inspection sheets, officer inspection sheets and duty assignments for each squad.

b.) Administrative Section: All records of Department issued property (uniforms, equipment, etc.), all records pertaining to training, available training and the Department accreditation program.

c.) Office of the Chief: Internal Affairs investigation, Personnel records, Chief's correspondence file, and applicant information records.
U. Separation of Juvenile and Adult Records - The Records Unit maintains separate files for juveniles and adult records, arrest reports, and arrest cards on all juveniles, even in cases where the same person has both a juvenile and adult record. Juvenile records are purged according to KRS. 

V. Uniform Crime Reporting Procedures

a. The Police Department maintains full participation in the Kentucky Uniform Crime Reporting Program.

b. Kentucky Uniform Offense Reports/E-NIBRS Reports are prepared for all misdemeanor and felony crimes reported to the Police Department.

c. The Administrative Section submits the reports to the Kentucky State Police for inclusion in the FBI's Uniform Crime Reporting Program.
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