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LINK/NCIC Entries
	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:  26.3, 26.4,

	Date Implemented:
	Review Date:


I. POLICY

The Police Department maintains full participation in the Law Information Network of Kentucky (LINK) and the National Crime Information Center (NCIC). It is the policy of the Police Department to ensure entry and removal of persons and articles from the LINK/NCIC computer system, as required. 
II. PROCEDURE

A. When a police officer prepares an official report of a missing person or crime where property identifiable by unique number and make is unlawfully taken, or determines that persons or property currently in the LINK/NCIC computer system have been recovered, said officer shall cause the person or property to be entered into or removed from the LINK/NCIC computer system.  The following procedure shall apply to all such entries and removals.
a. The reporting officer shall provide on-duty Communications personnel an accurate and complete NCIC/LINK entry checklist for each article or person to be entered.

a.) A copy of the KY NIBRS and/or a copy of the official agency case report for the person or article entered into the LINK/NCIC system shall be submitted at time of entry.  

b. The reporting officer shall provide on-duty Communications personnel a copy of the official agency case report indicating recovery of property or the return of a missing person, and an accurate and complete LINK/NCIC clear/cancel checklist for each article or person to be removed.

c. The Supervisor or his/her designee shall review all reports at the end of each shift to ensure that appropriate articles and persons have been entered or removed from the LINK/NCIC computer system.

B. Verification of entries into LINK/NCIC

a. It will be the responsibility of the assigned Supervisor or his/her designee to verify all items entered into the LINK/NCIC system by the Police Department.

b. The Police Department will verify all outstanding entries in LINK/NCIC, thirty days from the date of entry, and every year thereafter until the item is located or purged from the system.

C. Juvenile Missing Persons

a. The guidelines listed in section 1 of this policy are to be followed and in addition officers shall do the following:

a.) Have the communications center broadcast a detailed description of the missing child.  This description should include the following:

1. Clothing description

2. Height

3. Weight

4. Race

5. Sex

6. Scars/tattoos

7. Mental state

b. Within 24 hours of making the juvenile missing report, or before the end of the shift the officer’s shift, the reporting officer shall forward a copy of the report to the Kentucky Missing Child Information Center.
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