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SPECIAL INSTRUCTIONS:


This Chapter must conform to Rules of the Georgia Crime Information Center Council (GCIC).

A copy of the GCIC Georgia Law Enforcement Records Management Manual is to be maintained for reference.

This Manual requires the use of a Incident Report Log.
ATTENTION CEO: For agencies that use computers to enhance their record keeping, much of this chapter will have to be modified to meet the software requirements of your computer system.
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I. PURPOSE
A. Establishes and prescribes guidelines for processing and filing reports.

B. Establishes individual position responsibilities as part of the overall records management system.

C. Establishes guidelines concerning the release of public information.

D. Establishes a standard operating procedure for regulating the release of
information to the news media.

E. Establishes a standard operating procedure for regulating the dissemination of protected information.

F. Establishes a standard operating procedure for the processing of civil process served on the Agency or its employees.

II. DEFINITIONS

A. CRIMINAL JUSTICE HISTORY INFORMATION - Information collected by criminal justice agencies on individuals including: identifiable descriptions and notations of arrests; detentions, indictments, accusations, and information of other criminal charges; and any dispositions arising there from including: sentences, correctional supervision, and releases.

B. RESTRICTED INFORMATION - Information involving data gathering techniques, Criminal Justice Information System (CJIS) network operational procedures, manuals and forms.

C. SECRET - Information involving elements of the operation, programming, and security constraints of the GCIC/CJIS and satellite computer systems.

III. RULES AND REGULATIONS
A. Overview of Records Management - The records management system of this Agency is designed to reflect the system recommended by the Georgia Crime Information Center (GCIC) in the Georgia Law Enforcement Records Management Manual.  A copy is maintained for reference in the Communications Center.

The Agency shall provide (documented) training for the appropriate employees to ensure the effective performance of job-specific tasks relating to:

1. The use of the Georgia CJIS System;

2. The use of the National Crime Information Center (NCIC); 

3. The use of the National Law Enforcement Telecommunications System;

4. The security and dissemination of criminal history record information;
5. State and national Uniform Crime Reporting (UCR) programs;

6. Fingerprinting of arrested persons and the initiation of Offender Based Tracking System (OBTS) forms; and

7. The preparation and submission of reports of final dispositions of charges.

B. Records System for Civil and Criminal Process - Records will be maintained for each item of civil and criminal process.  The records will include information on the following:

1. Date and time received;

2. Type of process;

3. Nature of document;

4. Source of document;

5. Name of plaintiff/complainant or name of defendant/respondent;

6. Officer assigned for service;

7. Date of assignment;

8. Court docket number; and

9. Date service is due or court date.

C. Records will be maintained on the service or execution of civil/criminal process.  The records will include information on the including:

1. Date and time served;

2. Name of officer making service;

3. To whom process was served or to whom executed; 

4. Method of service; and 

5. Location of service.


STANDARD OPERATING PROCEDURE

ISSUED ___________ EFFECTIVE____________

S.O.P. 14-1 COMMUNICATIONS / FIELD INCIDENT REPORTING

I. INTRODUCTION
The Communications/Field Incident Reporting system describes the personnel and various duties that shall be performed to collect information, process and file reports for the Agency's records system.

II. COMMUNICATIONS CENTER OFFICERS' DUTIES
The Communications Center is the point in the system at which most report processing originates. The Communications Center officers are responsible for:

A. Receiving complaints from all sources other than in-person, and relaying this information to officers to respond to those complaints;

ATTENTION CEO: Many small law enforcement agencies allow the communication officer to receive in-person complaints. 

B. Providing communications support to officers in the field;

C. Recording all activity of officers in the field and being continuously aware of their status and pending emergency conditions; and
D. Recording law enforcement activities with the following documents:

1. Radio Log: Used to record all incoming and outgoing radio traffic. 

ATTENTION CEO: It is customary and recommended that all radio traffic be recorded by electronically taping or by a written radio log. 

2. Complaint Card: Used to record the receipt of a complaint or other notification of impending activity.  After the complaint is answered, the time and nature of the police action taken is recorded.  All incidents that result in formal documentation by the responding officer are assigned a case number.

Before completion of each tour of duty, the communications officer will prepare an incident report log showing all actions documented by the shift.  The format is as follows:

OFFICER # / TYPE OF CALL / LOCATION / TIME RECVD / TIME ARRIVED / TIME COMPLETED / DISPOSITION (Shown by patrol area)

ATTENTION CEO: Many agencies now have a CAD System to provide this information.  CAD System is particularly helpful for agencies that have a 911 or E-911 System.  

III. PATROL OFFICERS' DUTIES
When providing normal law enforcement services, patrol officers perform four primary duties including patrol and surveillance, investigation of offenses, arrest of offenders, and public service and assistance.  In performance of these duties, the following records shall be completed by law enforcement officers:

A. Incident Report: Used in describing the incident which has occurred and those actions taken by the officer; reporting names and other related information on persons involved in incidents; recording serialized and-non-serialized articles, events, suspects and witnesses, statements and investigative leads;

B. Miscellaneous Incident Report: Used in reporting those incidents that are non-traffic and non-criminal in nature;

C. Supplemental Incident Report: Used in recording follow-up investigations and all overflow information from the Incident Report;

D. Arrest/Booking Report: Used in recording details of an arrest and booking;

E. Officer Activity Log: Used primarily by officers to record their daily activities; 

F. Uniform Traffic Ticket: Used in recording a traffic violation;

G. Uniform Accident Report: Used in recording a vehicle accident;

H. Vehicle Impound/Inventory Report:  Used in recording a vehicle which is impounded/inventoried; and

I. Wrecker Pull Slips: Used in recording which wrecker service towed a vehicle.

IV. SHIFT SUPERVISORS' DUTIES
Shift supervisors are responsible for the immediate supervision, control and administration of personnel on their shift, and for activities or incidents which occur during their shift.  Duties include reviewing and approving all reports generated during the shift in order to ensure that each is clear, accurate, legible, and completed according to established procedures and policies.  Shift supervisors shall account for each complaint number issued and the corresponding complaint cards with required reports, using the Incident Report Log as the final check.
V. RECORDS PERSONNEL'S DUTIES
The records personnel are responsible for the distribution, indexing, filing, and retrieval of information resulting from investigations and other activities conducted by the Agency. Records personnel perform the following functions:

A. Receiving and verifying all reports;

B. Distributing copies of forms and reports to the courts, prosecutor, probation, defense attorneys, and or victim when required;
C. Indexing and filing Agency copies of all reports;

D. Forwarding fingerprint cards to GCIC;

E. Forwarding criminal dispositions requested;

F. Forwarding custodial papers to the Georgia Department of Corrections (DOC) on sentenced inmates;

ATTENTION CEO: The task of mailing custodial papers to the DOC is often performed by the Clerk of the Court.  In some cases, the Sheriff's Department hand-delivers the papers to the DOC.

G. Entering, updating and canceling GCIC/NCIC entries (in coordination with the Communications Center);

H. Extracting data which are needed for the UCR and existing internal reports, and generating these reports; and

I. Records processing - All forms used in the Incident Reporting and Records Management System will be processed by the records personnel.  These forms and duties are outlined below:

1. The following reports are to be completed by responding officers as needed: Complaint Card, Incident Report, Miscellaneous Incident Report, Supplemental Report, Uniform Traffic Ticket, or Accident Report.  Information from these reports are used for:

a) Extracting data needed to complete UCR and monthly Agency reports;

b) Preparing separate index cards for each complaint, victim, suspect, missing person, alias, or arrested person in a case for incorporation in the Master Name Index as designed by the Agency;

c) Storing documents in the appropriate files.
2. Master Name Index Card - Used as a "pointer" to all reports when they must be referenced by a person's name;

3. Arrest/Booking Report - Provides details of the arrest, booking and court disposition.  Used for input into UCR and filed in Arrest File and Case File; and

4. GCIC and Law Enforcement Data Forms (LEDS) Worksheets - Used to enter, add, cancel, delete information to the GCIC/NCIC System.

J. Creating and maintaining a criminal history file on each arrested person.

STANDARD OPERATING PROCEDURE 

ISSUED ___________ EFFECTIVE_________
S.O.P. 14-2 RELEASE OF INFORMATION TO THE NEWS MEDIA
I. INTRODUCTION
The press serves the public by supplying information, stimulating thought, and providing a medium for expression.  The news media exercises a genuine interest in the public good and greatly influences public opinion.  Crime, its results, and the efforts to combat it are matters of continuing public concern.  The Agency is regularly involved in events at which members of the news media are present and gathering information.

II. ROLE OF THE AGENCY
The Agency actively seeks to establish a cooperative environment in which the news media may obtain information on matters of public interest without hampering Agency operations.  However, certain information will be withheld from the news media to protect the constitutional rights of an accused, to avoid interfering with an Agency investigation, or because it is legally privileged (see S.O.P. 14‑3 Dissemination of Protected Information).

III. RESPONSIBILITY FOR THE RELEASE OF INFORMATION
A. When an event being investigated is of a spectacular or unusual nature and stimulates general community interest, the news media will be notified at the discretion of the Chief Executive Officer or his/her designee.

B. When an incident involving Agency policy or the interpretation of policy occurs, or statements are requested which may adversely reflect on the Agency's reputation, the release of information will be made at the discretion of the Chief of Executive Officer or his designee.

C. A release of information in an on-going investigation shall be made at the discretion of the Chief Executive Officer or his designee.

D. In other cases, the type of information listed in Section 3 below may be released by the ranking officer present.

IV. SCOPE OF CONTENT FOR NEWS RELEASES
In cases other than on-going criminal investigations, only the following information shall be made available to the news media
A. Accused's name (if adult), age, residence, sex, race, employment, and marital status.  If juvenile, arrest status only; 

NOTE:  Juvenile Proceedings Code - OCGA 15-11-60(g)(1) The name or picture of any child under the jurisdiction of the court for the first time shall not be made public by any news media, upon penalty of contempt under Code Section 15-11-62, except as authorized by an order of the court. (2) It shall be mandatory upon the judge of the juvenile court to release the name of any child who is under the jurisdiction of the court for a second or subsequent time.  No person, firm, or corporation shall be guilty of any offense by making public the name or picture of any such child.

B. Originating source of information for the action, either citizen complaint, officer initiated, warrant or indictment;

C. The length of the investigation and present status, either active or concluded;

D. The immediate circumstances surrounding the arrest including time, place, any acts of resistance on the part of the arrestee, and a description of any items seized;

E. Information on the victim shall be limited to the following:

1. If a victim is killed or seriously injured as a result of the action, the victim's name or address cannot be released pending notification of next of kin;

2. If it involves a crime against a person: 

a) physical status (e.g., hospitalized with a gunshot wound);

b) relationship to suspect; and

c) sex; age; race.  

3. If it involves a property crime other than a business, identification of the victim, no address.  An address may be included on businesses.

F. Officers and employees of the Agency shall not make statements at public gatherings concerning the plans, policies, or affairs of the administration of the Agency unless directed by the Chief Executive Officer; and

G. Responsibility for publicity for the Agency shall be delegated by the Chief Executive Officer.

V. RELEASING PHOTOGRAPHS TO THE MEDIA
Employees of the Agency will neither encourage nor dis​cour​age the media from photographing or televising defendants when they are in public places. Employees of the Agency shall not position or pose the accused for the benefit of the media.
Any request by the media for a mug shot or photographs made by the Agency shall be forwarded to the Chief Executive Officer. (See S.O.P.14‑3 Dissemination of Protected Information).

ATTENTION CEO: Rather than having all request for mug shots and photographs forwarded to the Chief Executive Officer, the Agency should consider a policy that either authorize or prohibits the release of mug shots or photographs to the media by the shift supervisor.

IV. ALLOWING NEWSMEN TO ENTER AREA OF A SERIOUS INCIDENT OR CRIME SCENE
Police lines may be established to prevent persons from enter​ing the area of a serious incident or crime scene. Dependent upon the tactical situation and the likeli​hood of jeopardizing police operations, members of the news media may or may not be allowed in these areas.  Authorization for entry is normally dependent upon the judgment of the supervisor present.  While newsmen may be permitted in the area of a crime scene or a serious incident, they do not have the author​ity to be within an area which has been secured to preserve evidence, or at any location where their presence jeopardizes police operations.

VII. NEWS MEDIA NOT EXEMPT FROM LAWS
The primary responsibility of news professionals is to report the news by obtaining information and photographs of newsworthy inci​dents. Their opportunity to do so is frequently at an emergency scene.  An officer sharing these circumstances with news people should not obstruct them in the performance of their duty.  However, members of the news media are neither implicitly nor expressly exempt from the requirements of any municipal, state, or federal statute.

VIII. REQUESTING WITHHOLDING OF PUBLICATION
News professionals may photograph or report anything they observe when legally present at any emergency scene.  When publication of this coverage would interfere with an official investigation or place a victim, suspect, or others in jeopardy, the with​holding of publication is based on decisions of a cooperative press, not censorship by the Agency.  Under these circum​stances, officers should advise news professionals or their superior offi​cers of the possible consequence of publication.  How​ever, officers may not interfere with news media activities as long as the news person's performance remains within the confines of the law.

STANDARD OPERATING PROCEDURE

ISSUED ___________ EFFECTIVE____________

S.O.P. 14-3 DISSEMINATION OF PROTECTED INFORMATION
I. INTRODUCTION
The Agency shall disseminate accurate and factual accounts of occurrences of public interest not protected by law.  This dissemination is to be made with consideration of an individual's legal rights and the confidentiality of Agency records.

A. Records maintained or originated by the Agency which are and are not covered by Federal and State Privacy Laws:


Covered






Not Covered

Arrest Fingerprints



Uniform Crime Reporting Form


Final Disposition



Incident Report


"Rap" Sheets




Supplemental Report








Arrest Booking Report








Uniform Traffic Ticket








Radio Log








Jail Docket








Complaint/Dispatch Cards








Miscellaneous Incident Reports

B. Release of all criminal history information to individuals shall be done in accordance with the Rules of the Georgia Crime Information Center Council (GCIC).

C. The release of any photograph made by the Agency shall be as follows:

1. Crime Scene - Any photograph made at the crime scene, or for any official on-going investigation, shall be processed and made available only to the investigating officer, investigating agency, or to the District Attorney.  Photographs will not be disseminated to, or viewed by, anyone else without the written approval of the Chief Executive Officer, the District Attorney, or without a Court Order;

2. Traffic Scene - Provided no death or serious injury resulted, traffic accident photographs may be reproduced and released to the victim's insurance company, or its agent, or to the victim's attorney, for civil action.  Disseminations are subject to a fee to cover the associated costs.  When death or serious injury occurs in an accident, no photograph shall be released to anyone, other than the investigating officer/agency, or the District Attorney, unless approved in writing by the Chief Executive Officer, the District Attorney, or without a Court Order.
D. Uniform Crime Reporting - Each law enforcement agency is required by law to participate in the Uniform Crime Reporting (UCR) program.  UCR reports include:

1. Reports of criminal offenses reported to or investigated by law enforcement agencies;

2. Reports of persons arrested (Arrest/Booking Report);

3. Reports of offenses cleared by arrest or exceptionally cleared;

4. Special reports on juveniles arrested for DUI (Juvenile DUI Arrest Reports);

5. Special reports on all homicides;

6. Special reports on law enforcement officers killed or assaulted in the line of duty;

7. Special reports on known or suspected arson;

8. Special reports on juvenile arrests or administrative dispositions of juvenile offenders; and

9. Special reports on the number and type of law enforcement agency employees.

ATTENTION CEO: Many agencies submit computerized UCR information directly to GCIC.

E. Applicability of State and Federal Laws and Regulations: All State and Federal Statutes not referenced in this procedure shall be adhered to by the employees of this Agency and shall supersede this procedure if some conflict should exist between it, the law, or GCIC Rules and Regulations. 
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