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	Policy #

Administrative Reporting Program
	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:  5.1

	Date Implemented:
	Review Date:


I. Policy:

It is the policy of the Police Department to establish an administrative reporting program which requires the collection of monthly and annual information for reports of agency activities, and statistical summaries based upon such reports, and routing requirements for same.  

II. Procedure:

A. The Section Commanders or their designee shall be responsible for data collection and developing the data into a report each month using KYOPS and the Records Management System. 

a. Patrol Activities

a) Total monthly and year-to-date assists to other departments, categorized by department type, i.e., Police, Fire, EMS, and listed by department name.

b) Total monthly and year-to-date calls for service taken in the jurisdiction of another police agency.

c) Total monthly and year-to-date vehicular accidents investigated by the Department  categorized by the following:

· Number of accidents resulting in one or more persons injured.

· Number of accidents resulting in one or more persons being killed.

· Number of persons killed as a result of an auto accident, using Kentucky State Police reporting standards for vehicular accident fatalities.

· Number of hit-skip accidents investigated by the Department.

· Total number of accidents reported to the Department.


d) Total monthly and year-to-date citations and arrests for the following traffic violations:

· Driving Under the Influence.

· Restraint violations, e.g., seat belts.

· Speeding.

· Insurance violations.

· No operator’s license.

· Suspended operator’s license.

· Total citations and arrests for traffic violations listed above.

e) Total monthly and year-to-date warning citations issued by Department personnel.

f) Aggregate monthly and year-to-date totals
b. Investigations

a) Monthly and year-to-date totals of criminal acts reported to the Department, categorized in accordance to Uniformed Crime Reporting guidelines for Part I and Part II crimes.

b) Monthly and year-to-date totals of property reported stolen to the Department or recovered by Department personnel.

c) Monthly and year-to-date totals of drugs seized or money and property seized resulting from drug activity by Department personnel.

d) Monthly and year-to-date totals of persons reported missing to Department personnel, and monthly and year-to-date totals of reported missing persons located by Department personnel.

e) Monthly and year-to-date totals of persons arrested for Part I and Part II crimes, categorized by crimes committed in accordance to Uniformed Crime Reporting guidelines.

f) Year-to-date clearance of Part I crimes reported to the Department stated by percentage and aggregate number of cases cleared.
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