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FOREWORD 

This request for Technica.l Assistance ""as made by the Virgin Islands 
Department of Public Safet)'. The requested assistance ""as concerned \'1i th 
assisting in the implementation of an LEAA grant for a Planning and 
Research Section/Crime Analysis UnitJ and assisting in the formation of a 
complete centralized recordkeeping system. 

Requesting Agency: Virgin Islands Department of Public SafetYI 
Dr. Winston A. Gibson, Commissioner 

State Planning Agency: Government of the Virgin Islands of the 
United States, Office of the Governor, 
Law Enforcement Planning Commission, 
Mr. William Cunningham, Acting Director; 
Ms. Yvonne Turnbull:- Police Specialist 

Approving Agency: LEAA. Region II (New York) 
Mr. Rene Cassagnc, Police Specialist 



1. INTRODUCTION 

The request for technical assistance originated on OctobOl' 22~ 1975, 
to assist the Department of Public Safety in the implementation of its 
LEM grant for a Planning and Research Section/Crime Analysis Unit. 

In late November 1 a neh' Conlll1issioner of Public Safety assumed office. 
On December 8~ 1975, the Cammissionel' requested that the technical assis~ 
tance be expanded to assist in the fal'mation of a complete centralized 
recordkeeping system fOl' the Depal'tment of Public Safety. This change in 
tho technical assistance request l.'esulted because of needs iclentified by 
the new Commissioner, and his contemplated organizational change to combino 
tho Records and the Planning and Reseal'ch functions and have them report 
directly to the Office of th.;l Conunissioner of Public Safety. 

To pel'farm the requested technical assistance 1 the Consultant IS 
activity was divided into the following areus: 

• Examine the current recordkeeping procedures 
for the central records unit. 

o Examine the record flow and procedures for 
each element of the Department of Public Safety 
\'lith a vie\~ to\oJard needs und operational effec­
tiveness. 

fl Examine l.'ecord storuge~ currently in independent 
activity areas, that would be moved to un 
oporational central records unit . 

., Assess the sta.te-of-thc-~tl't of crime analysis 
and its effect on police op<.:lrations. 

o Assess tho operational proceduros of the Planning 
and Research Unit. 

This :l:eport c,ontains the Consultant IS flndings J conclusions J ancl 
recommendations and suggestions for their implementation. Site visits 
and interviows wore conduc.tod at tho Headquarters of tho Department of 
Public Safety J liThe Fortll police station at St. Thomas J the polico station 
at St. Croix, the Adul t ''';orl.'cction Fncili ty on St ~ Croix1 and tho Central 
Fire Station on St. 1'hor,las. 

During tho onsito visit, tho following officia1.~ wore intorvic\'leci: 

o Mr. Willinm Cunningham, Acting Director, 
Law Enforcement Planning Commission, 
Office of the Governor, 
Govornment of the Virgin Islands of the 
United States. 
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o f'.Is. Yvonne Turnbull> Police Specialist> 
Law Enforcement Planning Commission, 
Office of the Governor, 
Government of the Virgin Islands of the 
United States. 

.. Dr. Winston A. Gibson, COllunissionel' of 
Public Safety. 

• Mr. John James, Lieutenant, Planning and 
Research Division. 

I) Mrs. Mildred Bailey, Sergeant, Crime Analyst. 

c Mr. Cyril Harrigar, Chief, Records and 
Communications. 

• Mr. Hugo Hodge, Detective, Acting Commander, 
Detective Unit, St. Thomas. 

• Mr. Raymond Chesterfield, Captain, Conunander 
Patrol Division, St. Thomas. 

• Mr. Alvin Hodge, Detective, Commander 
Identification Unit, St. Thomas. 

o Mr. Ed Smail, Sergeant, Supervisor of Records 
and Communications, St. Croix. 

e Mr. Richard Scharder, Acting Warden, ACF at 
St. Croix. 

• Mr. Asmestica Rivera, Lieutenant, Patrol 
Division, St. Croix. 

e Mr. Rudolph Jennings, Fire Chief, Virgin 
Islands Fire Department. 

• Nr. Arturo James, Lieutenant, Virgin Islands 
Fire Depar. tmen t: • 

'. 



2. UNDERSTANDING OF THE PROBLEM 

The Virgin Islands of the United States include three mnjor islands: 
St. Thomas, St. John, and St. Croix. The llrinciple employer on the Islands 
is the government, employing 82 percent of the employed \'lorK force. Travel 
to the Island of St. John is accomplished by a llO-Minute ferry ride., and to 
St. Croix on a 55-minute seaplano flight, 

The Department of Public Safety Headquarters, Planning and Research, 
Crime Analysis, Records and Communications (workshop), Office of the 
St. Thomas Chief of Police, Juvenile Detectives, and the Traffic Division 
are located at the Havenslght complex, \~hich is an abandoned elementary 
school. 

The remainder of the Police Department, the jail, and the firo head­
quarters are located in a building called "The vort" in a separate area of 
the Island of St. Thomas. The Fort \~as originally a fort built for harbor 
defense. This facility is inadequate in its current condition for thr 
conduct of a police opel'ation. Plans for constl'uction of an adequate 
facIlity are underway. 

The Department of Public Safety has been in 0. state of flux during 
l'ecent years. Prioritios have changed \~ith the changes of the Director of 
PtJblic Safety 1 which have occurred almost annually. 

" 



3. ANALYSIS OF THE PROBLE~l 

3.1 Central Records Unit 

The following are specific problems noted within the Central Records 
Unit: 

8 The commanding officer of the Central Records 
Unit has the title Chief of Records and 
Communications. The Unit is staffed hy tho 
commanding officel' and two I: lerks. The cOllunanding 
officer is also the radio r\~pairman for tho public 
safety radio equipment, Repair duties frequentlY , 
take him away from the Records Unit. Some 'of the 
repair trips cause him to travel to St. Croix o~ 
to St. John. The commanding officer reports to 
the Commissioner of Public Safety. The Unit is 
only open on weekdays from 9:00 a.m. to 5:00 p.m. 

• The Contral Records Unit does not receive regularly 
scheduled deliveries of police reports from St. John 
or St. Croix or progressive investigation reports 
from any police units. 

II There is no form for reporting the final disposition 
of a cnse by police~ or recovery of stolen property. 

• Report fOl'ms are not in adequate supply. As a result J 

reports al'e being recorded on forms that do not contain 
needed data. ~breover) reports are nat uniformly 
completed by officers. No report \.,rit:i.ng reference 
manual exists for supervisors or officers. 

o Reports are indexed inadequately. They are indexed 
by the person's nume written after tho \<lord complainant,; 
ho\~ever ~ officers are entering tho report.ing party's 
name in that space. Traffic and criminal offense 
repol:ts are filed separately in the Unit. Traffic 
offenses are indexed by month and location of occurrence, 
\.,ith a copy indexed by date. Criminal offenses are 
indexcld by each island. Each island has a file \~ith a 
folder by classification of the monthly report in case 
repol't number sequence. There is a 20-day lag betveen 
receiving records and indexing in the files. Index 
cards are kept by yent rathor than in one master name 
index .. 

• Criminal history record information is stored in the 
ID U:ni t on St. Thoma.s) and in tho Records Unit on St. 
Cl'oix. HO\'Iever, there is no uniformity bct\'Ieen police 
rece/rds system on tho two islands. 

R-76-120 
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C!t Index cards are made froln copies of the 
original offense report by cutting out and 
stapling the complainant box to the card. 
With use, the stapled box tears off because 
of the abrasiveness of staples on both sides 
of the card. The system requires an extra 
copy of the original report and an index 
card for each reference to a victim. 

• Case report numbers arc assigned at the 
desk/dispatch opel:ation when a police unit 
is assigned a call for service, and only 
reports that arc noncriminal-related are 
given numbers. 

• A log is located in the Records Unit to record 
the release of copies of police records. This 
is not kept accurately. 

9 There is no accountability in the St. Thomas 
desk sergeant/communicatIons center for 
accurately recording time spent in dispatching 
calls and time spent by officCl:s in tho field 
on calls. 

'" The physical plant for the Central Records Unit 
is not large enough for the planned record 
storage. The building is located in the complex 
at the Headquarters for the Department of Public 
Safety. 

9 The pOlice department reports crime as an event, 
as defined in the Virgin Island Code. 

• The commanding officer of the Central Records 
Unit is responsible for compiling the Federal 
Bureau of Investigation Uniform Crime Report 
(UCR). Because of incomplete and unreceiveu 
reports, an accurate UCR cannot be tabulated. 

00 There are no corrections or fire department 
records maintained at the Central Records Unit. 
Similarly) there arc no stolen property Or 
stolen auto files. 

3.2 Planning and Research 

The problem in Planning and Research is that the section is not so 
dynamic as it shOUld be in addressing probloms and solutions within the 
Department of Public Safety. Al though the COl1sul tunt did not perform an 
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in-depth inspection of the Planning and Resear.ch activity, the follo'''iug 
problems \'lere observed: 

• There is uo clear chain of command bet'oleen 
Planning and Research and the CQlnmissioner 
of Public Safety. 

• Planning and Research has access to mnny 
studies of the police department conducted 
by outside agencies. HOHever, the study 
data and recommendations have not been 
implemented. 

• The section is not adequately staffed to 
respond to the unit ,.,ork description as de­
fined in the Planning and Research Nanual, 
February 1975. Duties are performed exclu­
sively for the police function of the Depart­
ment of Public Safety. 

3.3 Crilne Analysis 

The problem in Crime Analysis is that the anolY8 ts are not aware of 
the state-of-the-art of the police deportment's recently ocquired crime 
analysis function. 

The Consultant found the follo,,,ing associated with the filing system 
and dissemination of crime analysis informotion. 

II The crime analyst is lacking the following 
necessities: 

Access to reports of progressive 
investigations. 

Information on recovery of stolen 
property. 

Formal notification of the clearance 
of crimes. 

Feedback on changes in patrol monpower 
allocation. 

• The crime analyst produces information to be 
disseminated on 0 y7eekly basis. 

• There is no full-time insular crime analysis 
capability on St. Croix or St. John. 
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3.4 Corrections Records 

The Corrections Records Unit was stated to have no specific problem 
are.a. The Consultant \vas requested to design a method to duplicate this 
records system within the Central Records Unit for records useful to the. 
Commissioner of Public Safety. The following are specific problems dis­
covered in the records survey conducted at the Corrections and Central 
Records Unit. 

8 Tho Adult Corrections Facility is unique; 
it functions as a pretrial detention 
facility, a city jail, and a long-term 
correctional facility. The facility 
receives prisoners from police officers 
on St. Croix, where the officel.'s present 
the prisoner and arrest sheet. Should 
the custodial facilities at the police 
station on St. Thomas and St. John be 
filled to capncity, or have an unruly 
prisoner, the prisoner is transferred 
to the Adult Cor:r:ections Facility on 
St. Croix. 

• Inmates received at tho Adult Corrections 
Facility are not fingerprinted or given 
a unique identification number. 

" Records are decentralized. Inmates 0.1'0 
not excluded from the Central ROCOl'ds Unit. 
However, no inmates arc assigned there and 
records of inmates are currently kept at 
the Adult Corrections Facility Records 
Unit only. Court records arc kept in the 
inmates jacket. Work release records arc 
isolated and inaccessible, and the Corrections 
Records Unit is not allO\oJed access to inmate 
criminal history. Thero is no alias file in 
the Contral Rocords Unit. 

3.5 Pire Department 

The COlmnissioner of Public Safety expressed a desire to have copies 
of significant Fire Department records from oach island for\'/ardcd ant! 
stored in the Central Records Unit. A revie\'1 of records kept at the 
Fire Department Headqual'turs on St. Thomas revealed an eXisting firo 
record system and the beginning of a firo inspection system. Currently> 
no reports are fOl'Narded to the Central Records Unl t . 
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4. RECOMMENDATIONS 

4.1 Central Records Unit 

The following reconunendations are made as a result of site visits and 
a physical search of stored records and index systems. The l.'ecommendntions 
listed are not necessal'ily "school book tl solutions ~ but are made with an , 
attempt to tailor a records system to fit the environment in I'/hich it must 
function. 

#J The Central Records Unit should be commanded by 
a person who has no other duties that would 
conswne his time. The responsibility for imple­
mentation of a Central Records Unit wil.l re,quire 
constant attention. Because of the Volume of 
work created by the construction of a Central 
Records Unit, the staff of t\</O clerks will need 
to be increased. The number of additional clel.'l,s 
Hill have to be determined as the Unit begins its 
function. InitiallY, one additional clerk is 
impera ti va. 

• The Conunission of Public Safety should direct 
the commanding officers of the appropriate 
agencies to forward reports to the Central Records 
Unit on a timely basis. The Unit's chief shOUld 
report failure to comply \'litl. this directive im­
mediately to the Director of Public Safety. The 
Central Records Unit should store the original 
report, type a copy from the original, and l'eturn 
the typed copy to the originating policy agoncy. 
A diagram of report £10\'/ is shown in Figure 4~1. 

If A general order shOUld be published requiring all 
original supplementary reports to be forwarded to 
the Central Records Unit for filing t"i th the 
original report (seo Figure 4-2). The supplementary 
reports ,,,,auld be numbered with the original case 
report number. Unnecessary storage and independent 
filing of police reports should be discouraged. 
Once the Central Records Units is in operation, it 
will gain the confidence of its users. 

• A form should be adopted for completion by and 
signature of the repol'ting officer. The f01'111 would 
be forwarded to tho supervisor of the detectiVe unit 
who has investigatory responsibility for the case 
fa l' his rovie,,, and administrative adjustment (see 
Figures 4 .. 3 and 4-4). This form should ~'eflect 
\'/hethel' a case is cleared, and if so 1 how. If the 
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case has been cleared by a:t'rost, the name and 
appropriate identifiers of the arrested party 
should be included. The form should also 
include a dollar value of l'ecovered stolen 
pl'operty. The recovered stolen property form 
will, of cOllrse 1 be supported by a supplemental')' 
investigation report. An oxrunple of and instruc­
tions for completing a "Clearance Sheet" is 
inchlded in Appen<1.ix A. 

• The appropl'iato unit having responsibility for 
ordering forms should order them when the supply 
is 10\'1 , not wait for the supply to be depleted. 
Report forms should be color-coded to aid the 
officel's in selecting the correct form. 

• At present , there is no report Nriting manual. 
However, the Planning and Research Unit has 
prepared a rough draft manual. The Consultant 
has revie\-Jed the draft, and his roconllnendations 
are attached as Appendix B. The l'eport writing 
manual should be printed and issued to every 
officer; although 1 it should not be issued without 
first having every officer receive a class in 
report writing. The manual will resolve the 
problem of the discovering or reporting parties' 
names being placed in the complainant lino. The 
manual will require the complainant line to list 
the victim. 

• The Central Records Unit should separate police 
reports by the island where the report \'Jas 
written. Each island's reports should be filed 
by case roport number. As police repol'ts arc 
cleared) an arrest is made u.nd, as supplementary 
reports arc received, they \'I.L11 be placed with 
the original in the file. There is no reason 
for the Central Records Unit to file traffic 
reports separately. The reporting officer can 
give the parties involved in the accident the 
case report number at the scene. If the Central 
Records Unit is efficient, the traffic report will 
be indexed \-li thin 2 days. 

• Records Unit clerks should index criminal reports 
as soon as possible after receipt of the l.'eport. 
Case report mmlbers should indicate the year of 
occurrence ane the reporting iSland. All index 
cards should be filed alphabetically. There is 
no need to separate index cards by island 01' by 
yoar. 
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o Criminal history rocords of n1.'l'osted 
persons should be kept in the Centl'nl 
Records Unit. When possible J the Idonti­
Hcntion Cnit should be located Nithin 
~le same physical facility as the Records 
Unit. 

• It is recommended that the chief of the 
Records Unit and Chief of Police from 
each island meet with the Director of 
Pu1Jlic Safety to agree \1pOn n policy defining 
the chain of command of persons working in 
the Records Unit. The Consultant found a 
great deal of confusion on policy of rec.ord­
keeping systems~ and, in fact, who was whose 
supervisor. Once the question of chain of 
command and supervision is resolved, whoever 
exercises a position of conunand authori'ty 
over the Records Unit should act quickly to 
standardize its functions and file systems 
as much as possible. 

o It is recommended that index cal'ds be typed, 
not constructed by copying the police report, 
cutting out the complainant. box and stapling 
it to an index card. This poliCY is more 
cost-effective; the time spent typing the 
card is loss than the cost of the copy. Once 
a card is made, case numbers and date of 
OCCLll.'rcnce could be added with less time. The 
one card index \'Jill provide a complete record 
index without pulling every card on the subject 
from the file. Stapled cal'ds cause an abr~tsive 
scratching on the f;;tce of the card to the rear. 
It can cause the card to be defaced or torn, 
thereby losing the record :i.ndex. Putting each 
event on n. separate card also t;;tkes up file 
space unnecossarily. 

o Case report nwnbers should be issued at the 
request of the police officer and they should 
be requested for criminal reports and l'cports 
of information that mtty result in a crime. 
To give each call for service a case report 
number, all policc activit)' must be copied, 
indexed, and stored in the Central Records 
Unit. It is recommended that nct.Lvity be 
recorded on incident reports and turned in with 
cl'iminnl reports, nnd that incident reports not 
rec(>lve a. cnse report number. The inCident 
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report$ should be reviCl.,.ed by tho patrol 
supcl'dsol.'s and commo.mlel'S antl then stor0tl 
in tho Central Records Unit for a l)oriod 
of time to be defined by the Patrol Division 
comm~mder. The incident reports shoultl be 
ust:>d as a supervisory chock of activity, and 
a tool to define training needs. 

• The release of reco1.'tl log should be carl"fully 
antl accurately kept, In nddition to the log, 
a stamp should be purchased that has spaces 
for entering \.,.ho received the copy, tho date, 
and recipient 1.5 signature. The informution 
should he put on the back of the od ginnl 
copy, This infol'fllution is frequently n 
valuuble investigative aid. Members of the 
Department of Public Safety should be made 
aware of the NaHonal Privacy and Security Act. 

., The desk sergeant cOllununications center on St. 
Thomas and tho communications center on St, 
Croix should be supplied with a time-stamp 
machine und an automatic numbering machine for 
case report numbers. Those should be used in 
conjunction with dispatch cnl'ds. The dispatch 
cttru should havo a spnce for the dispatchor to 
record the nattH.'e of tho (~all, adtlrcss of call, 
name of reporting pnrty, unit rospontling, 
covering unit (5) 1 lUll; location o£ nni t l'e~pondillg 
to the call. When the call is received, the card 
,';Quld be stmnped and completetl by the dispatcher. 
When the dispatcher dispatches tho call, the card. 
,~ould be stamped the second time. When tho unit 
arrives, the card \~ould bo stamped. the third time. 
When the unit clenrs £1'0111 the call, tho cnl'd 
would be stamped £01' the fOU1:th timo. If tho 
officer in tho fialu requests it, the dispatchor 
Hould stamp the carll \'l1th a complaint number. At 
the end of the tour of duty, the desk sorgoant 
should separate the dispatch cards botween those 
\'lith and l'lithout ca~;o report numbors. '1'ho desk 
sergeant \~o\lld check roports turned against 
complaint numbers. All dispatch cards would be 
trunsferrod daily to the Cantl'al Records Unit for 
a second check of reports agai.nst case numbers. 
All dis)atch cnl'us would be stol'c~l by day £01' a 
period of one year. 

~ The Central r~e(.;()l'dH Un i t ~hould be moved 1:0 c()rn~ 
parable, but lurger faciliti~9. 
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o Tht' pl)l ice department should tl'ain its 
officors in Uniform Cl'ime Rcpol.'ts definlthllls 
of crim~J and oach officol.' ~houhl dnssifr 
and report crime in nccord~m\.!(' \'iith tieR 
definitions. This \'lC'uld not affect anY' 
chargos that the prosecutor may clo~t ~Q fi1Q, 
On the othOl' hand, it wou 1d oliminate a 
report r('vi<'H~' o fficc:l.' IS hnving to l'ead .. lli\l 
l'OS core each l'aport. A report rov i ('\~ \'i (,1 II hI 
need to be done, bu~ tho job would be to 
confirm tho classification, not to rC5~0r~ 
for UeR pm'posos. 

o Tho Central Rocor~ls Unit is the aplll'opl'int.c 
place for compiling tho FBI Uniform Cl'illH.) 
Reports. Hvery effort should be made tl) 
tabulate an accurato UCR. No guessi.ng or 
"scientific,~ estImates" should be llsed bC~(\llSC 
such practices causo confusion \'Ii th plnnning 
staff when crime figures tn.-a not consistent. 
RccOmtn0ndations nrc made in the! critique of 
the l'cport \~'ri dng manual (soo Appol1dia 0) 
that should make roporting propcl'1y l'oflt'ct 
criminal nct iv1 ty and should Cl'(!ato a sYlit~\m 
of counting crime that will be uniform tht'ough h 

out the department. 

• A revlc\>J of the Central Records Uni.t \ms 
conducted at tho Adult Corrections Pctcility 
(ACF) on St. Groix, and tho cxmnlnation 
rovealed tho budding of a rocords system. 
(Specific corrections rocords arc covered in 
0. sopt\.rato slH.:tion of this rOpol't.) nach 
individual inmate has a records jacket. in 
which official events relatini! to custody 
status ant! internal disciplIne c!oncorninn the 
individual arc rocordcc,l. Thero .\.1'0 al:;o AGll 
summary reports puhHslwd pcl'ioc.l1cal1y. Onco 
tho rO(~ol:t! of: an 1nm,lto is const1'uctctl~ that 
rectll'd ShOllhl be copied ant! sent to tlw Central 
Reco:l.'ds Un it. 

o A review was maue of the fj 1'0 dcpU'l.'cmcnt 1'oC'ordH 
on St, Thomas. The re~o.t'ds arc kept (lxcltmivoly 
at the firc station. (Pite l'ccotds nrc addl.'osHcd 
in a separate section of this 1,'01>01't.J RUP01'tS 
of firo nThi inspections shOUld he copied and 
stored in thu Central Records Unit. 

R .. 'l(l~1JO 
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o A stolen property filo to include autolllob ill'S 
should be constructed inunediately, Tho file 
should be maintained in the Investigations 
Unit, \'lith copies sent to the Investigations 
Units on each of tho other two islands and to 
tho communications centers on euch islan~l, 
Because the Investigations Unit has th(,~ rospon­
sibility for preparing tho "clearance shoots," 
it is the Unit that could bost maintain control 
of the system. The officors in the field cur­
rently havo no way to check slIspected stolen 
property. The conununications center stolen 
property file \'lould provide that capabllity. A 
stolon property file should be correspondingly . 
maintained in oach Investigations Unit, as it is 
frequently an investigation aid. A detailed 
description for implementation of a stolt:.m 
property file. is attached as Appendix C. 

4.2 Planning and Ros.£!~ 

The following recommendations arc based on the Consul tant:' s obs(,'rva~ 
tions of the Planning and Research Section: 

Q A cloar chain of command bet\'/een Planning 
and Reseal'eh and the Director of Public Sufoty 
should be established. No organization can 
function efficiontly without dirccdon and 
appropriate rosponse tlu:ough a chain of cOllummd. 

o Prior to requests fa l' technical assistance or 
work projects by Planning and Roscarch, a chock 
of prior stUdios should be conductod with ,1 
vio\'/ to\'/al'd finding a \'/ol'kable solution. 

• Plnnning and Roseal'ch should be staffed to the 
levol stated in the manual published in 
February 1975. If staffing is not complotod, 
a l'ovio\'/ of Planning anel Research functloJU; should 
be cond.uctecl with a view tm'/ard selection of 
functions to bo dropped from tho manual. 

• Contact should be made with the Commissioner of 
Public Sa.fety since Planning nnd Research is 
intended to serve the entire Depnrtmertt of Public 
Safety. The Planning and Research Manuo.l clearly 
indicates that Planning and. Research pel.'fo:t'ms 
police planning and. rosearch only. If the 
function is oxpected to sorve the ontiro Dr;partmont: 

". 
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of Public Safety ~ an immedinto effort must 
be made to integrate corrections and f.ire 
officers into the Planning anti. Rescnrch staff. 

o A rev.iOl'/ of tho Planning and Resenrch Manual 
sho\'15 it to be a complote anti. concise doclunont. 
If the lmit makes the appropriate modi:ficntions 
relating to chain of comnmnd and nrcn of the 
Department of Public Safety to be served~ it 
\~ill be an outstanding ol'gnnizationnl document. 

4.3 Crime Analysis 
. 

Upon adoption of an improved clearance and l'ccovel'ed property report) 
a Central Records Unit, and the inc1us'\on of the crime analyst in tho 
report flow, progressive investigation reports, recovcrcd property, and 
clearances ''1ill be routinely given to the crime analyst. With this in 
mind, the Consultant recommends the follo\'ling: 

9 Any maj or change in patrol nH.tnpO\'1er nllocat loll. 
should be transmitted to the crime analyst. 

• The ''1eekly report shOUld be continued. Howevcr, 
the crime analyst should consider publishing a 
daily l.isting of Part I crimes that reflects 
the past day's activity and the \'lock's history. 
This would a11o,'1 commanders to keep on top of 
crime as it develops into a pattel'n. The crime 
analyst should periodically conduct an informal 
survey of how the report is used, and the useful­
ness to command officers of the various charts 
and graphs in the report. 

• Although the Consultant did not conduct n lengthy 
survey of the basic characteristics of Part I 
crimes in St. Croix, he ''las informed by tho 
Commissioner of Public Safety that crime was 
geographically scattered and infrequent; thcrcfol'c, 
St. Croix did not rcqull'e all onsito crime analyst. 
Based on that information, crime analysis sh\Juld 
be conductccl fOl' St. Croix by tho c).'imo an:l.lyst on 
St. Thomas. There is a part-time crime analyst on 
St. Croix who also acts as court liaison officer. 
If the crime analyst on St. 'I'homas did tho crimo 
analysis for St. Croix, there would have to be a 
liaison officer appointed \'Iho has a duty pos;ition 
requiring him to be in tho station and acc()ssibh) 
to officers and command personnel. A sugr,c'stiol1 
is to appoint a crime analyst liaison officor in 
the Records Unit. 

-, 
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8 The Consultant clid not visit the Island of 
St. John and, since there were no police 
reports over 6 months old nccessible~ no 
recommendations could be made based on data 
revie\\·od. It is reconunendetl, however) tJw t 
a crime analyst liaison officer be appolntou. 
on St. John. 

o The Consultant found Sgt. Builey, tho crim0 
analyst, to be intelligent, innovtttive, and 
competent. Sgt. Bailoy' s ability to construct 
a comprehensive filing system with tho limitod 
data available to her is remarkable. For the 
crime analysis prodtlct to be useful, commantlcl's' 
and supervisors require training in the use of 
crime analysis tlata. The crime anal),sis report 
in its current form is too sophisticated for 
use by untrained commanders. 

• A review of the crime analysis manual revealed 
a concise and comprehensivo doscription 6£ 
duties. The manual stated that no analysis 
would be performed of rape and homicide. Homiddc, 
not conunitted as a result of another felony crimo, 
is not predictable and docs not lend itself to 
analysis. Rape, however, can be the subject of 
crime analysis because the perpetrator ropents. 
Thore is n specific known time, knO\m place, and 
a suspect description with identifiable modus 
operandi characteristics. 1'he1'efo1'o, rape should 
be added to the list of analyzed crimes. 

• The crime analysis manual also lists numerous 
repol'ts to be compiled and disseminated. This 
list should be revised to reflect actual activity 
of a one-person unit servicing three islands. 
Noncritical, nonopcrational reports should be 
dropped from the list. Priority should be given 
to the weekly summary report and to a daily report 
as soon as one is developed. 

• The crime analyst should be supported by n derk­
typist who works exclusively for the analyst. 
The crime analyst cannot continue to type all 
reports. With the improved dnta flow and the added 
burden of crime analysis of St. Croix and St. John, 
the addition of the clerk-typist is mandatory. 

R-76·,120 
4-12 

'. 

- -' 



I! r:1 
r:1 
1;1 
1,1 
£,1 
[I] 
[ 1 
[' 1 

r:l 
II] 
r ,I 
[ ) 
II1 
I I) 
II) 

111 
t I) 
. I] 

. ]] 
1~ 

Tho follOldng rocollu1\ondations 1.11'0 basod on the Consu 1 tant IS 

obsorvations of the Corrections Records Unit. 

e No changes can he made in the broad use 
of the fac.ili ty. However J '''hen inmates 
arc transferred fo).' control p1'oblol11:>, a 
letter of transfer detailing the reason 
for transfer should accompany the inm;,tt.e. 

• As a routine procetlure , each inmate received 
should be fingerprinted, The ftngerprint 
card could contain munerous items of identi­
fication data and should be filed alphnboti­
cally. An example of the desc:dbed fingor­
pr:int form is shOl'/n in Figure 4-5. 

• A permanent identification number should be 
issued to an inmate. The identification 
number should be issued only once and \IIould 
be reassigned to the individual each timtl 
he 01' she is in custody at the Adult COl'l'ec~ 
tions Facility. Like any othor, tho population 
service~ by the ACF, has name duplications. 

• Planning and Reseal.'eh should conduct a study to 
determine the feasibility of creating a Dc.1IHu't­
ment of Public Safety Idontification Numbor. If 
this could be accomplished, an individual woulel 
not have a separate number at oach pol.ico doplU.'t~ 
ment, and yot anothol' at the Adult Corroct ions 
Facility. Uniformity of ID numbering would neld 
to tho tracking of offenelel's through the is lands. 
If a conunon ID numbering system cannot bo imple­
mented for the Depal'tment of Public Safety, tho 
Adult Corrections Facility should initi.ILt(~ it:; 
OIm. A name index should be used to l'oforoncu 
the ID number, and all inmate records should bo 
filed by ID number. 

o Although the requested technical ass.istance did 
not exten.d to corrections methodology, tlw 
Consultant could not ign.oro the lack of sC,!curlty 
and control of inmates in the Vicinity of th<.! 
Central Records Unit. The Central Records Unit 
should remain locked at all time!>, nnd original 
court commitment papers should be copied. Tho 
original should be placed in a folder \'lith the 
inmate's ID number and ca.se, and tho fold(q: should 
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COLORADO ST l\.rrE PENITENTIARY , 

Male Canon City,Colorado 
_..!.!N~an",,"le ____________ ..-:,:N.~o. _____ ---=C~la5.~lflcntlon 

Alils Color 

Rer. 

ReceIved From County CrImp 
SentenCE! 'To Y~nrs Date of Sentence ~Iln. Term F:splres 
Dale oC BIrth Birthplac~\ NatlonnliW Occu[!ntlon 
Age Hci~ht Weight (Mid 

Hair Paroled D1schargrd 
Nearest ReIn tives 

Senrs and lIIarks 

------------------ Signature • 
LcftHand 

lD-F 20 

Hight Hand 

Figure 4-5. Fingerprint Caru (pago 1 of 2) 
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'" 
EDUCATION CLAIMED _________ _ FBINO.--__________ • ______ ~ 

RELIGIOUS INSTRUCTION _________ _ SOC. SEC. NO. ________ _ 

MARITALSTATUS __________ _ OLD CSP on CSR NO. __ ~, 

NO. OF CHILDREN __________ _ 

MILITARY SERVICE (BRANCH, YEARS, TYPE OF DISCH.) 

DETAINERS & CANCELLATIONS: (DATE, NAME OF FILING AGENCY, NAME OF FILING PERSON, 
STREET ADDRESS, CITY, STATE, ZIP CODE, OFFENSE AND REASON FOR CANCELLATION, 
IFANY): 

----------------------- ....... ~ .. ---... -.--~""-,. 

------------------------------------------------------------~-~--~ 

____ ......... .", .... ___ .. _____ . ___ ...... tec_.~_._, _____ , 

Figure 4-5. I/ingc'u"print Card (Page 2 of 2) 
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be filed by to numbul' in tt vmllt OJ.' ~ar('. 
Tht:' copy of the original should he pla~cd 
in the inmato's l'el~ol'd jal.~kl't in tho Ct"ntl'al 
Records Unit. 

o Effol.'t~; shouhi be l1l::\dt~ to pl'cvlmt ere-at iun 
of pock~ts of records at activity slte lo~ntions 
wit.hin tho Adult Corrections Fal!i1ity. While 
th(' Consultant was on site, tht.' supervisor of 
till' \.;ork r(\lcaso progrnm ''IRS away clwcking inmntt'S 
at \'lark l'clcase 1 oentians. Ilis dut:il.'s frequently 
l'cquire his abscncf..~. All \\'ork l'010n90 l'el~ol'~l'l 
aro kept in his office, \.;JH~l'C he has (.~xc1\lslv~~ 
nCCQSs. No record of \\'ork ro10ase acHvl ty could 
be found in tho inmate record j ackot. Th" ahsl'm'c..' 
of records on work l'01('::\50 l'cducos tho cnpabili t)' 
of ndministrative ovo1'81 gIlt of the progrmn. Tlw 
Acting Warden had no knOl"lcdgo of tho number of 
inmates who \~erc currently participating in tho 
wor~ rulcasC' program. 

o Al'rangoment~) should be mado to provide thu AGF, 
us soon us reasonable, w'ith o. copy of tho inmut(Jts 
criminal history. Tho AGF noods the criminal 
history to aid in proto(,~ting COl'l'cctlom; p01'sonno1 
and otll~~r inmates fl.'om excoptionally v.iolcnrl\~pNIW 
in<11 v.ldual:.; • The criminal histOl'Y \'ioulc.l also be of 
usc in (.~orrol!tions IH'cHTrnmH and wOl'k J:.'l'ILlUSO. An 
inmatt' could bo .incm·c~rn:ted for auto theft, but 
have nn unl\nO\~n rccol.'c.l for child lI101o~it: inn. The 
\vork rcle[lSt1 officer might. get tho inmato a job us 
an elementary sdwol jnnito:t', The potential prohloms 
are endless. 

o Ar. alphabetical ali(ts file should ho cons trnctcd. 
Bncnusc of ethnic naming practice~ used by tho 
sorvic(.'d llopulation~ individuals frQqtHmt ly mH~ 
di£f(~l'cnt I.:ombina.timts of their name. 'fhe alian 
file \.;ould allow for a chock so tha.t or, intlividual 
docs not cnte!' tho Adltl t Corrc(.~tions r:acility \dth 
a "fresh" l[) number and jacket> when hc) or ~Jho ls 
in fact an nlul1lnus. Tho a11as curd uhouhl refCl.'l'llt:O 
a true nnmu and l[) numhel.' and contain othel' umml 
idcntiEicat ion information. 

• ThD Auul t COl' !'t'ctions Pad 1i ty shOUld cupy the 
fl)Umd ng forms nnd forward them to tho (:<.'n1'1':1l 
Rm.'ords Unit in !:it. Thuma~t fOl' fllinn in un inillate 
record jactet b)~ int&l(ltu Tn numhcl'. Tho files should 
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be sl.!paratcd bet~."een inmates-in-custody and 
inactive-inmate jackets. 

- A copy of any court commitment 
paper or arr~st report effecting 
the custouy or release of an 
:innlate.. 

- Record Form 5, sentence data record -­
As new data are generated for this 
form, a letter of change \\Jill be sent 
to the Department of Public Safety 
Centt-al Records Unit for the appropriate 
changes to be made in the inmate jacket. 

- Record Form 8. 

- The initial acceptance form for ,,,ark 
release program and monthly audits of 
wod~ release program performance. 

Copit:ls of the Harden's report to the 
Virgin Islands Board of Parole, w'hen 
generated. 

- Each repol:t of incidents and disciplinary 
action. 

- Record :Form 6 -- To be place.d in 
chronological order in folders by n\onLh. 

Tho following aro l'cconunenc1ations associated ''lith tho FJ ro Department 
Records: 

• Each l'oport of firo should be copied and 
for\mrdcd to the Contral Records Unit to be 
filed chronologi.cally by month, separated 
by island. 

• Reports of firc code Violations .md subsequent 
rcinspection and final disposition should be 
for\'lnruou to tho Central Records Unit to be 
filed chronologically by month, separated by 
island. 

• The monthly report of fire summary sheet shOUld 
bC' copied and for\'lardcd to tho Central Rocords 
Unit for storage in a fo1<.lor by yeal', separated 
b)' island. 
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APPENDIX A 

Clearance, Reclassification, or Unfounded Report 
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CI FJ\R,\NCE, m:CLASSU'lCM'IO~ OR UNFomroED RF.POR'l' 
POLleF. DEPARTMENT 

VIRGIN ISLANI~ 

COHPLAltl'l' NUHBER~_(_l_)_ 
__________________ ~dntoo ____________ (4_) __ 

t/.t -: (2) report of (J) -- tl1IltIe 

1:'!r."lilGSi fy to 
. (5) 

(6) • ,~, reason o£ --------------------------------------------------_.----. 
nhH Ch'nrnncos - ROuson . (7) ---

·:Joan,"} by arrest Of ___ .;.(_8.;;.) _______ -..:DOB ______ ... Mln, ______ _ 

... _'- .. 
. 

/'rrr.-:f>t:ed by OEf!c:ers ___ ..:.(.;;.9:..) _______ _ 

Divisio~-Beat-Bureau 

Divir.ion-Deat-Uureau 

(; 1.I02red by invcl1t:igation 
"\;~':f'qucnt to arrest hY __ (,-1_0..;;.) ___ , 

Division-Beat-Bureau 
.' 

Division-Bcat-Bureau 

'/o'IJ U!l of property rQcovf!l:ed, __ ..:(~l:.::l.!.) ______________________ , 

rt.Hdat:ed by • (12) 
t:ame 

"101 F. __ -->C..;::1"'4.4l. ____ _ 

V~i;rr;:; to: . 
·::~:~·\1?DS SEC'l'I~)H 

11N1!~:~'rIC::I\TIONS DIVISION 
.l>'m":l'.U ,DIvtS10}!, OR. milT HAl(INa NUtEST 
~'I.i\Nti!lIG )\110 RESF.J\RCH 

... ------------------------------~ 
(16) 

Title Bureau 

'l'itlo nureau 

SUSPEC'l' O!SPOSITIOtf 
(15) 

DlUm:cIl?lIL COURTQoUNTl1 COURUOIS'l'IUC'r COlIH1 

DOND ________ ...:COURT 01lTE, ______ _ 
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The following Hre instructions for completing the Clearance, 
Reclassi fication, or Unfounded Repol't. The munbers belO\" correspond 
to the numbers indicated on the form. 

1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 

11. 

12. 

13. 

14. 

15. 

16. 

Put the case :l.'epo1't number of the original report here. 

Put the original UCR definition of the report he1'e. 

Put the name of the victim here. 

Put the date of the occurrence of the crime here. 

If reclassified, put the reclassified definitioi her~. 

Put the reason as described in the PBI UCR manual here. 

Put clearances other than arrest of suspect here. 
Reasons are described in the FBI UeR manual. 

Name of person or persons arrested for the offense with 
date of birth and address of arrested person. 

Name the officers \'lith ID numbers and the unit of 
assignment \'lho made the arrest. 

Name the detective who \'lorked the case and submitted the paper 
work supporting the clearance causing this form to be completed. 

List here the value of recovered property that matches the 
value stated on the original report of it being stolen. 

List the officer \'1ho completed the paper \'lork supporting the 
recovery of stolen property, or reclassification of the 
offense, causing this form to be completed. 

Name of supervisor of officers listed in items 10 and 12. 

Date that this form \'laS completed. 

Disposition of person arrested. 

To be completed if the arrested person is a juvenile. 

" 
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APPENDIX B 

Report Writing Manual -- COllunents and RecollUnendations 
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Report Wl'i ting Manual 

Lt. James of Planning and Research hilS prepared a comprehensivo l.'oport 
wri ting manual. The Consul tant found, however J three maj or changes that 
should be made. 

o The report \'iri ting manual should require that 
a complaint number be given to criminal offenses 
and incidents when, nt the discretion of the 
reporting officer, the matter should be recorded 
in the Central Records Unit. Routine police 
activity, whore no arrest or enforcement ac~ivity 
is taken, would not be given a complaint number. 
and \~ould be recorded as directed by the offic())." s 
supervisor. 

If this policy is not adopted, the Central Records Unit would be 
expending man-hours and file space to store documents that are noncriminal 
in nature and have no need to be stored. The individual officor's activity, 
when placed on an incident report and given a number and forwarded to tho 
Records Unit, would be indexed. This could cause the c1epal'tment to purge 
its records at a later date for a person \'/ho had previous police contact, 
but had not been arrested and had no enforcement action taken against hilll, 
was being indexed. The indexing lnay be considered as tho indiscriminate 
gathering of intelligence. Although the Pl'i vacy and Security Act provIdes 
for intelligence files, they al'e to be stored separatoly and accessed under 
more controlled conditions than the Central Records Unit. 

If the completion of an incident report is merely to roflect officer 
activi ty, using the report for supervisory l'easons is served without the 
case report numbcr being appliod. Officers may turn in acti vi ty )"eports 
to their supervisol.' for his revie\.". After the supervisor I s l,'evie\'! ~ thQ 
reports ma.y be stored until their usefUlness to the unit's commanding 
officer has expired. 

~ All crimes should be classified under Federal 
Bureau of Investigation Uniform Crime Reports 
definition by the officer making the original 
report. 

The title of the offense by the police is an administrative tool for 
use by Planning and Research, Cl'ime Analysis, and command officers. The 
body of tho report contains the description of the repol'ted events so the 
prosecutor can decide \."hat charges to file. For organizations Nhich are 
not doing this, it is frequently a difficult concept to sell. Thoro is no 
relationship betweon the offonse heading on the report and the specific 
charges filed by the Pl'OSCc\,.ltor. 

The advantages of the UCR system are that all scoring of cl.'imc on tho 
development is unifol'llI. Tho dcpartmcmt cannot fight a problem that it 
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cannot see. Ctn:ren t reports of crime arc illaCCl.H'a to and pl'OV 1do n f.tlse 
impression to persons who attempt to analyze it. Under the UCR systom 1 

only one definition~ the most sorio\ls~ \'lill bo givon to a criminal event. 
By use of the current report procedures ~ the Consultant has seen as man>' 
as five types of crime reported after ono event. 

The current report \~ri ting manual p:l,'ovides fo),' tl report revle\ ... 
offieOl: to intcrp:l.'ut the listed offense to UCR dofinition. This function 
I"ould l'cquire cxcossi ve man-hours in the record section. Not only I~ould 
the report need to be l'eclassified; hut as each supplement report is for .. 
warded, tho report rovicl'l officer I"ould have to check tho file for a UCR 
classificatioI1 J then l'ead the context of the report to cnSUl'O that addi­
tional information does not change tho classification o£ the offense. 
When recovery of property> arrests> and clcUl.'ances al'e re(foivod , ,the l'cport 
roview officer l'lould have to look up the UCR definit ton on tho,ot'iginal 
report to properly score tho new activity related to the case. 

• A form should be implemented that \~ould 
show clearance, arrest, un founding , and 
recover}' of stolen property. Although 
therc is space on some of tho current forms 
to )"ecord the recovery of peoperty and status 
of crime, a separate form should be used for 
the following reasons, 

Officers arc not completing tho 
blocks on the existing reports 
when a ruport is mado. 

Invcstigat.Lon reports are not 
always included in the paper flm'l 
of supplementary l'oports. 

- To review a case for its status -" 
cleat'cd, unfounded J reclassified> 
arrest made, propel'ty recovered -­
tho reviewer must read oach separatl1 
sheet in the file. 

With a "clearance sheet," the disposition is placed as the first 
document in the rcport. The desired information can be found at a glullce. 
If the outlined proceduro is followed, cool'dination \'Ii th the Investigations 
Unit would be ensured. 

The clearance sheet should be completed by the InVestigations Division. 
The signature 011 tho report ",ould indicate the Investigations supervisor's 
authorization that the data concerning tho clearance and recovered property 
arc accurate. When comph}tccl, tho form ~)hould be copied. The original 
should be sent to the Central Records Unit l a copy remain with tho CflHC work 
in Invostigations> 11 copy sent to the unit commander of the unit making the 
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arrest or recovering the property 1 and a COP)' sent to the crime analyst 
in Planning and Research. . 

The report writing manual should bl~ .l'ovisod. Tho Consultant 
recoJlullends that a task force perfol.'m this fllllGtlon. '1'he task force 
should be representative of all users of t.he manuul. Careful selection 
should be made of the task force participants to ensure that kno\,lledge­
able persons are members. Persons to be (~ons:tdercd Ul'e a Nutch commander 1 

desk sergeant, chief of records, Investi gations communder, traffic com­
mander, commander of Planning and Research, and the crime analyst. When 
the report writing manual is reviewed and revised, a report flo\ll shoUld be 
designed. 

It is recommended that the report flow all St. Thomas' con~orm basically 
to Figure B~l. Fol.' this to be effectiv(\, H. ,,,ould require a quick, clean, 
copy machine to be installed in the vicin:ity of the desk sergeant's office. 
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Figure B-1. Recotr:n'£mded Clearance Sheet. Report :B'l.ow -­
St. ThoIr.as 
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APPENDIX C 

Stolon Property File Recommendations 
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A stolen l)ropert)' fi Ie can be iJ.litiatud by having a clerk in tho 
Investigations Unit complete filing cards on each article of property 
stolen, The clerk would be l'equired to l'cvieh' every original report I 
every supplement, and evel'), cleC'rance sheet. Each card should be com­
pleted twice: One copy for the investigations file, and the other for 
the file at the communications center for each island. \\lum property 
is recovered, a notice should be sent to the cOImnunications center can­
celling the filing card. 

Table C-l presents an alphabetical listing of frequently stolen 
propel'ty. Items fl'equently stolen in the Vb'gin Islands not on this 
list should be listed as a separate category. When the stolen property 
cards are filed under the category, cards without serial numbers listed 
\\'ould be filed behind cal'ds of items in the same category ' .... ith, serial 
numbel's. 

Figure C-1 presents an example of a card which could be' used to file 
stolen property. 

The munbered paragraphs below are instructions for completing the 
correspondingly munbered blank on the card. 

(1) Name the article by category then list 
addi tional identification. The fh'st 
\~ord is the one to be indexed, so it 
should be one of the filing categories. 

(2) List the serial number of the item if 
known. I f the item does not have a 
serial number, list "None. 1I If, however, 
the item is serial numbered and the 1,olice 
do not have the number, leave it blank. 

(3) Use this space to describe the stolen object 
in detail. 

(4) Address where theft occurred. 

(5) List tho UCR definition of the offense. 

(6) List the case report number. 

(7) List the date the property was stolen. 

(8) List the name of the owner of the 
stolen property. 

(9) List the address of the owner of the 
stolen property. 

(10) List the phone number of the owner of the 
stolen 1u'opcrty 
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TABLE C-l 

Adding Nachincs C& Calculatol's) 
Air Conditioners 
Auto Accessories 
Auto Tape Player 
Banks (Pigg)') 
Barber Tools 
Batteries 
Bicycles 
Binoculars 
Boats and equipment 
Boo},s 
Building Materials 
Cameras 
Carburators 
Cigarette Lighters 
Clocks 
Clothing 
Coins 
Compressor (Air) 
Drafting Equipment 
Electrical Equipment 
Engines (Gasoline) 
Fire Extinguishers 
Fishing Equipment 
Garden Tools 
Glasses (Eye) 
Guns 
Household Appliances 
Household Furnishing.:; 
Hubcaps 
Hydraulic Equipment (Jacks fJ Cylinders) 
Je\\'elx'y and Jewelry Boxes 
Keys 
Knives 
Laboratory Equipment 
Lmm MO\.,rers 
Luggage 
'Medical Equipment and Supplies 
Metals 
Miscellaneous 
~Iotor Bikes fr Accessories 
Notal'S (Electric) 

R~7u .. l20 
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Nusical Eq\.dpment 
'Musical Instruments 
Offico .Nachincs 
Plumbing :Materials 
Proj ectors (Novle) 
Propane Equipment 
Purses 
Radiators 
Radios 
Razors 
Record Players ~Radio Combination) 
Recorders (8 Track apd Cassette) 
Records 
Regrigeration Equipment 
Rings 
Saddles 
Safes (Coin Boxes) 
Sm.,rs (Chain) 
Se\dng Machines 
Silverware 
Speakers 
Sporting Goods 
Surveyors' Equipment 
Tachometers 
Tape Play~rs (Home U.li ts) 
Tapes (8 Track and Cassette) 
Testing Equipment 
(Noters and Gauges) 
Tiros & Wheels 
Tools Oland) 
Tools (Powor) 
Toys 
Trailers 
Transmissions 
Typc\'lri tors 
Television Sets 
(Color or Bl~lck and \\11ite) 
Wallets 
Watches 
Welding Equipment 

". 
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Serial No. (2) --..:.......:..---

AHT!CU~ (1) ______________ .h'· __ _ 

DES!mIPTION (:3) 
----------------------------------

Loc. of Theft -_ ... Offense Case Report Number (6) 

DATE STOLEN (7) 
OWNER (8) 
ADDRESS (9) 
PHONE (10) 

Pigurc C~l. Stolen Property File Card 
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