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I. PURPOSE

A. To establish policy and uniformity in the use and preparation of Helena Police Department reports, including those documenting arrests, crimes, officer follow-ups and traffic crash reports.

B. To properly and efficiently record arrest and crime information, including information from subsequent investigations.

C. To provide proper documentation of officer involvement in non-criminal incidents.

II. POLICY

A. Officer reports are the official records of the Department.  They provide documentation of nearly all the actions of Department officers.

B. A written report should be complete, clear and easy to read so that any person reviewing it should thoroughly understand the subject of the report without any prior knowledge of the incident.

C. Nearly every action of the Department, including all calls for service and most incidents, crimes and traffic crashes investigated by Department officers are recorded in a permanent record of some type.

III. GENERAL REPORTING INFORMATION

A. The Helena Police Department utilizes, in conjunction with the Lewis and Clark County Sheriff’s Office, the Logisys Records Management System (RMS) to manage law enforcement records.

B. Activity is tracked through the use of two numbers:

1. Call for service numbers (CFS) - is a sequential number assigned to each individual citizen report, officer-initiated activity, or incident.  Numbers are generated based on the date the activity is reported, along with an issued sequential number.  For example, a typical CFS number issued on March 15, 2006 would read 031506-25, indicating that this is the 25th call for service issued on March 15, 2006.

2. Case number - is a sequential number assigned to track a case file.  A case may contain, through computer links, several calls for service.

a. Example: A series of broken vehicle windows are reported in a 2-block area.  As each victim contacts the dispatch center, a separate call for service number is likely created for each occurrence.  As it appears the incidents are related, the officer should assign one case number and complete one report listing all victims.  Each call for service is electronically linked to this one case.

b. A case number (DR number) is required any time a written report is completed.

c. Officers may also self-initiate cases without the use of a call for service number in the event of incidents reported directly to the officer or other field-initiated activity.

3. Written reports are comprised of two major components

a. A face-sheet containing information concerning the offenses in question, the parties involved and property information. This document is composed of the information entered into the RMS system.
b. A written narrative recounting a detailed description of the events of the incident. 
c. The first report filed on a case report is designated as the initial report (the “IR” report), the second report is designated as report “1”, the second “2” and so on.  Subsequent follow up reports are designated in this manner regardless of the officer completing the report. 
d. It is usually not necessary to use multiple case numbers to complete multiple reports on the same incident.  For example, an officer investigates a vehicle accident and subsequently arrests a driver for DUI.  Only 1 call for service is required, as is only 1 case number.

C. Written reports and investigatory information gathered by officers will be entered into the RMS system by the reporting officer.

1. During times officers are not able to access the computer network because of maintenance, repair or malfunction, reports may be hand-written.  This information may be later entered by support personnel.

2. There are instances, as outlined in this policy, where written reports of incidents are not required of officers. In these instances, officers may be required to enter a brief description of the actions taken into the dispatch call for service.

D. It is important that all information entered on each report or incident is accurate, complete and thorough.

1. It is the direct responsibility of each officer to complete a proper and complete investigation of every incident he/she investigates.

2. This is to include collecting current information for each party involved, including:

a. Full legal name, street and mailing addresses, phone number;

b. Place of employment and work phone number;

c. Personal identifiers (date of birth, height, weight, hair color, eye color, Social Security Number and drivers license number).

3. Proper and complete information is essential in maintaining a current database to assist in future investigations and aid in contacting parties.

4. Officers should completely fill in all applicable information in each report.

5. All reports shall be completed by officers before the end of the shift in which the incident was reported, except with permission from a Supervising Officer.

6. Reports will be submitted to the Supervising Officer in the designated “In” basket for review and approval.

IV. REPORT NARRATIVE FORMATS

A. Report narratives are written in two formats

1. Arrest format

a. The arrest narrative format contains the following headers within the document body, organizing report information.

(1) Source of activity - this section contains information describing how the incident was initiated or how the officer became involved.
(2) Observations - this section contains the investigative information and probable cause established for the arrest.
(3) Arrest - this section describes the actual arrest, ie was the person taken into custody, issued a Notice to Appear and released, etc.
(4) Booking - this section describes the booking process, if the person was booked at the jail, including service of warrants, service of Notices to Appear, charges the subject was booked on, bond set on the arrestee and court appearance information.
(5) Evidence - this section documents items of evidence seized in the case and their disposition (returned to owner, entered into evidence, etc).
(6) Other - this section is used to document any miscellaneous information not contained elsewhere in the report.

b. This format is used to complete the following reports:

(1) All written Arrest Reports.
(2) The narrative section of Protective Custody incidents.  (See SOP Volume 5, Chapter 3, Section M – Mental Health/Protective Custody)
2. Normal narrative format

a. A report written in this format should contain the same information concerning:

(1) How the officer became involved in the incident.
(2) Investigative information concerning the incident and any probable cause necessary to establish the crime(s) occurred.
(3) Actions taken by the officer and other information describing the incident.

b. This format does not utilize the headers within the body of the narrative.
c. This format is used to complete all reports other than those described above in the arrest report section, including narratives for accident investigations too lengthy to be  included on the Crash Investigators Report (HQ 1599-B).

3. All report narratives will be signed by the reporting officer and attached to the corresponding report face sheet or accident report.

V. ARREST REPORTS

A. An Arrest Report is to be completed by an officer any time an arrest is made, either custodial or noncustodial (NTA only).

B. Warrantless arrests

1. Officers are to complete an Arrest Report any time a person is arrested for a crime or issued a Notice to Appear and released, with the following exceptions:

a. City Ordinance violations (may be completed using the RMS Citation Module)

b. Routine traffic violations.

2. An officer may, at his/her discretion, complete a written report on any arrest where one would not ordinarily be required.  This decision may be made depending on the circumstances of the incident, or if directed to do so by a Commanding or Supervising Officer.

C. Warrant arrests

1. If a person is arrested pursuant to an arrest warrant, the officer will complete the appropriate Arrest Report.

2. A new case number (DR number) will be assigned to the call for service, unless the warrant contains a Helena Police DR number.

a. If the warrant contains a Helena Police DR number, the CFS may be cleared, but will reference that DR number.  The arrest report will be completed as a follow up on the original case number.

b. In this manner, cases for which warrants were issued will be cleared with arrests in the RMS system.

3. Officers will use the “arrest” format in completing the narrative of the report.

4. Arrests made outside Helena Police Department jurisdiction 
a. If notified by another jurisdiction of an arrest made pursuant to a Helena City Court warrant or Probation/Parole warrant issued from the Helena office:

(1) The original warrant will be located and determined if a DR number is already present on the warrant.  If so, an arrest report will be completed on the original case, as described in the warrant arrest section above.

(2) If no DR is present on the original warrant, a Helena Police DR will be assigned and the report completed.

b. An arrest face sheet will be competed, however only a brief statement as to the circumstances surrounding the subject’s arrest is necessary, as the reporting officer was not involved in the arrest of the subject and is often not aware of many of the details of the arrest.  The report may be completed in the normal narrative format rather than the “arrest” format.

VI. OTHER REPORTS

A. Reports are generally completed when crimes are reported by citizens or an officer develops a criminal case through self initiated activity 
B. Once a report is completed on a case, any additional crimes reported in relation to that case, or additional persons or property discovered in the case, are documented by completing a follow up report. 

C. A written report will be completed in all instances where a firearm or motor vehicle is reported as stolen, regardless of the value or availability of a serial number.

D. An officer may, at his/her discretion, complete a written report on any crime or other incident where one would not normally be required.  This decision may be made depending on the circumstances of the incident, or if directed to do so by a Commanding or Supervising Officer.

VII. DISPATCH CALLS FOR SERVICE

A. In instances where a written report is not completed, it is still essential that adequate information be noted in the dispatch call for service to document the persons involved, information gathered and actions taken by the investigating officer.  This information can be relayed to the dispatcher via radio and recorded, or entered by the officer through their MDC unit. 

1. Dispatchers will not record the names of suspects, witnesses, etc on dispatch call for service.

2. A written report should be completed to document this information, or the information entered personally into the dispatch incident by the officer as soon as possible.

B. If the information to be recorded cannot be documented in 1-2 short sentences, the officer must either complete a written report or enter the information personally into the call for service. 

C. As it is impossible to list every possible incident a police officer may be called to investigate, it is not possible to always dictate when a written report may be required as opposed to when a dispatch call for service will suffice.  Therefore, officers should consult their supervisor when questions arise.

D. Officers may be directed by a Supervising or Commanding Officer to complete a written report rather than entering information into the dispatch incident.

E. An officer may elect to complete a written report on any incident at his/her discretion.

VIII. TOWED VEHICLE REPORT

A. If a motor vehicle is towed as abandoned pursuant to Helena City ordinances, a Towed Vehicle Report must be completed

B. The Towed Vehicle Report is an included module within the RMS system.

C. The Towed Vehicle Report serves as the written report filed when a vehicle is towed as abandoned.

D. A CFS number is necessary when completing a Towed Vehicle Report.  The CFS number (with the “dash” removed) is used as the tow number on the report.

E. The Towed Vehicle Report must be accurately completed, including entry of the towed vehicle into Master Vehicle files.

F. The Towed Vehicle report is not printed. It is maintained electronically and can be recalled as necessary.
IX. TRAFFIC CRASH REPORTING

A. In all instances as required by Montana Statute and Department policy, officers will complete a written report of their investigation of traffic crashes.  See SOP Volume 5, Chapter 3, Section T - Traffic Crash Investigation and Reporting.
B. The Montana Highway Patrol Crash Investigator’s Report form (HQ 1599) is to be used to complete these reports.

C. Any statements gathered in connection with an accident investigation are to be attached to the Crash Investigator’s Report and becomes part of the official case file.

D. Information or personal identifiers of witnesses and other involved parties not listed on the Crash Investigator’s Report form are to be listed on a Helena Police Department Additional Names form and attached to the Crash Investigator’s Report Form.  This information becomes part of the official case file.

X. ASSOCIATED FORMS

A. If any of the following Department forms are completed in connection with an investigation, the forms are to be attached to the original report and become part of the official case file.
1. Originals of forms

a. Additional Names Form (Accident Reports or hand-written reports)

b. Administrative Warrants

c. Consent to Search Form

d. Intoxilyzer Breath Test Analysis Form

e. Missing Person Documents

f. Notice of Rights for Victims of Violent Crimes

g. Photo line up

h. Photo log

i. Property Confiscation Report

j. Request for Laboratory Analysis (State lab Blood analysis kits)

k. Rights Waivers

l. Voluntary Statements

2. Copies of Forms

a. Evidence Form

b. Receipts from Searches with or without Warrants

c. Sexual Assault Physician’s Examination Form
B. Each form must contain the report’s incident and case number.
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