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- INTRODUCTION

This manual discusses the Managing Criminal Investigations
system theory and the eighteen month program experience by
the Santa Monica Police Department.

Funded by a grant from the Law Enforcement Assistance Adminis-

tration,
Justice,

l.

National Institute of Law Enforcement and Criminal
the manual will include:

Initial Investigation. An increased participation
by uniformed personnel in a comprehensive initial

- investigation at the time a crime is reported.

Case Screening. The establishment of case-screening
system that will remove non-solvable cases from the
investigative process at an early point.

Managing the Continuing Investigation. The productive
management of cases that can be successfully further
investigated.

Police/Prosecutor Relationship. The development of

a Police/Prosecutor relationship that will result in
better case investigation and preparation, and greater
likelihood of successful prosecution.:

Monitoring. A system of monitoring the effects and
effectiveness of the components of a MCI program.

Organizational Structure. A re-examination of
investigative structure to maximize the use of all
personnel.

To provide assistance in identifying the various time frames,
the pages are color coded and numbered by individual component.

1.
2.

3.

MCI system theory -- Goldenrod
Prior to MCI Approach -- Green
After implementation of MCI approach -- White




TABLE OF CONTENTS

INTRODUCTION

CHAPTER l: ORGANIZATION & ALLOCATION OF RESOURCES
CHAPTER 2: THE PATROL ROLE IN THE INITIAL INVESTIGATION
CHAPTER 3: CASE SCREENING

CHAPTER 4: MANAGEMENT OF THE CONTINUING INVESTIGATION
CHAPTER 5: POLICE-PROSECUTOR RELATIONS

CHAPTER 6: THE MONITORING SYSTEM

CHAPTER 7: CONCLUSIONS




1A
1B
1C
1D

1E

2A
2B
2C
2D
2E
2F
2G
2H

21

3A
3B

3C

4A
4B
4C

4D

ADDENDA

ORGANIZATIONAL CHART,
ORGANIZATIONAL CHART,
ORGANIZATIONAL CHART,
ORGANIZATIONAL CHART,

ORGANIZATIONAL CHART,

PRIOR TO MCI

1ST ORGANIZATIONAL CHANGE
2ND ORGANIZATIONAL CHANGE
PRESENT STRUCTURE

TRANSFER OF PERSONNEL

SMPD CRIME REPORT, PRIOR TO MCI

SMPD CRIME REPORT, FIRST REVISED REFORT

SMPD CRIME REPORT, PRESENT REPORT

CRIME REPORT TRAINING BULLETIN

SOLVABILITY FACTORS

REPORT WRITING TRAINING BULLETIN

CAREER DEVELOPMENT & TRAINING PROGRAM BOARD

CAREER DEVELOPMENT & TRAINING PROGRAM BOARD

CAREER DEVELOPMENT & TRAINING PROGRAM BOARD

CASE SCREENING CHECK LIST

DEFLCIENCY REPORT SLIP

CASE SCREENING MONTHLY SUMMARY

CASE MANAGEMENT FORM,

CASE MANAGEMENT FORM,

ORIGINAL

REVISED (PRESENT)

CASE MANAGEMENT FORM INSTRUCTIONS

CASE MANAGEMENT CODE SHEETS




4E
4F
4G
4H
41
43
4K
4L
am
4N
40

4P

5A
5B
5C

5D

6A
6B
6C
6D
oE
6F
6G

6H

CASE MANAGEMENT GUIDE SHEET
INVESTIGATOR'S CHECK LIST

CASE INFORMATION DESIRABLE FOR PROSECUTION
CITIZEN'S INFORMATION BULLETIN, BLUE
CITIZEN'S INFORMATION EULLETIN, GREEN
CITIZEN'S INFORMATION BULLETIN, GOLD
SUSPECT RESTITUTION LETTER

TRAFFIC ACCIDENT LETTER, ADULT
TRAFFIC ACCIDENT LETTER, JUVENILE
INFORMATION NEEDED POST CARD

VICTIM'S INFORMATION POST CARD

DESK ORGANIZATION MEMO

DISTRICT ATTORNEY REJECTION/REFERRAL FORM
PROSECUTION MANAGEMENT FORM
PROSECUTION MANAGEMENT INSTRUCTIONS

SCREENING CRITERIA FOR MAJOR CASES

OCR FORM

MASTER REPORT (1118V)

OPEN CASE REPORT (1118B)

INVESTIGATION REPORT BY OFFICER (1118A)
INVESTIGATION REPORT SUMMARY

PROSECUTION MANAGEMENT REPORT, FELONY (PD5010)
PROSECUTION MANAGEMENT REPORT, MISDEMEANOR

PROSECUTION MANAGEMENT REPORT, JUVENILE




1

61
6J
6K
6L
6M
6N

60

PROSECUTION MANAGEMENT REPORT, ALPHABETICAL

LOS ANGELES DISTRICT ATTORNEY, PROMIS SYSTEM

CALIFORNIA, DOJ, ARREST AND COURT ACTION DISPOSITION FOCRM
CALIFORNIA, DOJ, ARREST AND COURT DISPOSITION FORM
MESSAGE ERROR PRINTOUT (1118)

UPDATE ENTRY PRINTOUT (1118B)

CASE MANAGEMENT MANUAL MONITORING FORM




INFORMATION BASED ON THESE SOURCE MATERIALS:

*Santa Monica Police Department, Investigations Bureau
*University Research Corporation, Washington, D. C.
*Managing Criminal Investigation NILECJ prescriptive package

*Stanford Research Institute Study: Felony Investigation
Decision Model

*Rand Corporation Study: Criminal Investigation Process

*pPolice Foundation Study: Manaqing Criminal Investigations:
The Rochester System

*National Advisory Commission on Criminal Justice Standards
and Goals

*Contacts with police administrators throughout the nation

*Dallas Police Legal Liaison Division - a NILECJ Examplary
Proiject

*Neighborhood Team Policing - NILECJ Prescriptive Packagce

*Police Crime Analysis Unit NILECJ Prescriptive Package

Our sincere apologies to any organization which may have
contributed material but is not independently recognized.



ORGANIZATION AND ALLOCATION OF RESOURCES
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A common theme that runs through the literature on manage~-
ment is the manager's concern for accomplishing organiza-

‘tional goals and objectives. All managers are engaged in

getting things done with and through people to' accomplish

~organizational goals. Regardless of the type of organiza-

tion or level of management, the functions of glanning,
g_g#nizing, motivating, and controlling are central to the,
manager's role. One factor which can help management be-~
cone - effective and help people work together to achieve com-

mon goals-is the organizational structure. An organiza-
tional ‘structure can be thought of as a framework which
facilitates and integrates performance. B !

=y

A continuing responsibility for the poliEe administrator,
as well as other managers in the agency, is reviewing the
extent and type of specialization needed, th=z definition
and allocation of responsipility, the delegation of needed
authority, and the effectiveness of personnel and material
resources.

This, on-going assessmentfof existing organizational and
allocation policies is intended to assure the highest level
of performance at the least possible cost to the community.
To achieve this goal, the administrator must challenge the

operational and administrative decisions of his predeoessor A

as well as his own. \ .

The management of the criminal investigation process in’one
part of the total police function that has been aubjecteé to

&
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‘limited review. In the last few years, however, managers
fhave 1ncreasingly begun begun to take a searching look at
this process and its outcomes.

For most of those. agencies that have already altered the
criminal investigation process, it is too early to deter-
mine the effect and impact of the changes. However, the
-administrators of those agencies believe the new organiza-
© tion and assignment policies are more“responsive to their
particular needs. |

One eleae.fact emerges from a review of the literature and
conversat;ons with law enforcement experts., There is no
isxngle organizational or allocation model which is best for
all policw agencies. The uniqueness of each community and
the capahlllty of its police personnel must be known by ‘the
police administrator before substantlve changes can be made
in the organlzatlon.

1.2
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I. |, ORGANIZATIONAL STRUCTURE , ] | =
W o « /

o A, PRIOR TO MCI APPROACH I ;

l, The Investigatioﬂs Bureau approach described in this |
section refars to the organization of the Bureau prior.
to July 1976. During the month of July 1976 meetings
were: held and gradual changes made in order to gain
momentum and ﬂirection for the anticipated pro;ect

L?' & \\v

start.
7

N

2. The Investigations Bureau has a total of thirty-five
(35) sworn personnel. This number includes one (1)
Captain, who is the Bureau Commander, one (1) Lieutenant
who is the Executive Officer, three (3) éergeants, and
thirty (30) Police Officers assigned to the five (5)
divisions within the Bureau. The divisions consist of

» Intelligence, Criminal Investigations, Youth Services,

E :  Vice=-Narcotics and Administration. (See Addendum #lA).
';/d - The central investigative unit is the Criminal Investi-
gatlons Division. This division consists of six (6)
sections: Crimes Against Property, four (4) officers;
Crimes Against Persons, five (5) officers; Forgdgery,
two (2) officers; Auto Theft, two (2) officers; Traffic
Investigation, one (1) officer; and General Assignment,
four, (4) officers. Included in the General Assignment
section are two (2) officers assigned as night investi-
gators; one (1) officer as a Warrant Officer and one (1)
officer who perforis pre-employment investigdtions.

a) ,Officers assigned tJ the Crimes Against Property
and the Crimes Against Persons sections. perform
Q some investigation or make contaet on each reported
% crime in their area of responsibility.

1.3 . : e




tions Value, it seriously 1mpedes the 1nvestiga-"
zts performance because of the volume”of reports -
eingnreceived and the. amount of time expended )
vveﬂifying the original report. cases which present
‘ ood 1nvestigative leads must be processed as well
. as_ the cases with few, or no investigative leads. |
»tThe pro&uctlve “workK accomplished is therefore re-
duced because of the large volume of assigned ’
cases, if productive work isedefined as those
.cases which lead to suspects arrested and charged

with committing crimes.

i

@

The city is divided into foﬁr sections and each
investigator is responsible for a sector. Each
investigator is also responsible for processing
any "in custody prisoners" 'whether the arrest
was made by the investigator or patrol officers
_Ln his sector.

f:ib) -~ Officers assigned to the Forgery section have
responsibility for all crimes involvxng checks or
credrt cards. . “

i

kOfgicers assigned to the Auto Theft section have
,q_'responsibillty for all crimes involving vehicle
“sfgthefts or thefts from a vehlcle. Due to the
x'ﬁcnature of this type of crime few persons are

| '
' |

- - - - -"




. j =
arrested or charged unless apprehended while com=
mitting the offense. Thefts from vehicle usually
represent mlscellaneous 1tems which cannot be
traced. ' In such cases, post cards are sent to
the victim providing him with the "crime.report

‘§> number" and the name of the assigned investigator

should the victim obtain additional information.
(See Addendum #4N) ., o

d) The General Assignment section is divided into
three units. 1) Two officers are assigned as
night detectives, 2) One officer ié assigned the
responsibility of processing persons for whom the"
court has issued warrants for arrest, and 3) One
offlcer is primarily concerned with pre-employment
1nvestlgat10ns of pollce department personnel.

The Intelligence Division consists of one officer.

He is assigned to a separate division in order to make

him directly responsible to the Investigations Bureau

Commander. The officer gathers and exchanges informa-

‘tion pertinent to special criminal activity in the com-

munity.

The Youth Services Division consists of two sections.

The Juvenile Diversion’ section has one officer and one
Community Services'Counselor. This section has responsi-
fg;llty for diverting the juvenile offender from the
criminal justice system whenever possible. The Juvenile
Investigation section has two assigned off%cers and is
responsible for the juvenile offender or juvenile victim
in cases not handled by other investigative sections.

et SR,




V“_igll vice and narcotlcs activities within the com-

R munlty. ‘
N

The Adminlstratlon Division consxsts of three sworn

and six non-sworn personnel. One Sergeant is responsi-

ble for all administrative matters pertaining to the

is assigned to the South Bay Regional Burglary Team,

a federally-funded grant of mutually%concerned, and
geographically located cities concentrating primarily
on the narcotics problem ‘in a strike force concept. V
‘One officer is assigned as$ the Prosecutor Liaison
Officer and coordinates the filing of cémplaihts with
the District Attorney's office. The four non-sworn
personnel provide clerical and administrative support.

B

operations of the Investigations Bureau. One Sergeant




MCI CONSIDERATIONS

The approach described in this section introduces the
ideas and concepts of MCI into the present Investigations
Bureau. Since the month of July, 1976, numerous staff
meetings were held with personnel who have the authori-
ty to implement changes. A positive plan was formulated

and the beginning phases initiated.

The Investigations Bureau was restructured in order to
establish the highest degree of efficiency to attain
maximum results., The methodology was established as

follows:

1. Investigations Bureau supervisors and key non-sworn
personnel engaged in lengthy "brain storming"
sessions as to past investigative practices which
were restrictive or non-productive to successful

case closure.

2, Methods which are prominently expressed in the
Managing Criminal Investigation Field Test RFP and
the Rand study on the Criminal Investigation Process

were examined.

3. Conferences were held with all officers in the
Investigations Bureau either individually or in
pairs. This method was used in order to gain the

maximum communication exchange possible.

4, Projections were made to determine case load re-
duction for each section, using a case screening
method, and also to determine the number of
officers who might be transferred to other Quties.



5. Consideration was given to placing the reassigned

officers where they would provide the maximum

crime impact. Officers were reassigned to take
advantage of the RFP suggestions. Some of those
mentioned were:

a)
b)
c)
d)
e)

A police prosecutor liaison unit.
A case collation unit.
To the training unit.
Assignment to field patrol units.

A special strike force.

After examining each of the suggested methods of man-

power reallocation, they were individually evaluated

as to their applicability to the needs of the police
department.

a)

b)

The Investigations Bureau presently has a
police prosecutor liaison unit in operation,
With modification this unit met our require-
ments without the assignment of additional
parsonnel (refer to the following Police
Prosecutor Coordination and Cooperation
section).

The case collation unit requirement is
presently being met by the department's
Planning & Research Division. This informa-
tion system was manual and not adequate to
meet the needs of the Investigations Bureau.

A computer program was designed to handle this
function without the use of additional person-
nel.




c)

d)

The training needs of the Bureau are presently
being satisfactorily met by the department's
Personnel & Training Division. Additional
communication and training were provided by
investigative personnel appearing at Opera-
tions Bureau squad meetings on a weekly basis
to train field officers in proper investiga-
tive techniques and requirements.

The special strike force concept appeared to
offer the greatest advantage for the reassign-
ment of personnel. Four officers were initially
assigned to a unit designated as the Major

Crimes Section.

THE MCI APPROACH

Based upon the above information, the initial

Investigations Bureau restructure was implemented.
(See Addendum #1B). During the succeeding months
several other modifications were instituted based

upon information from supervisors and Case Management

data.

1)

The Bureau was modified from five divisions to
two. They are the Criminal Investigations Division

and Special Assignment Division.

a)

The Bureau Commander is a Police Captain who
assumes charge of the entire bureau and re-
ports directly to the Chief of Police. The
Intelligence Section, Vice Section, South

Bay Regional Burglary Team member and miscel-
laneous section report directly to the bureau
commander.




b)

c)

d)

e)

£f)

The Bureau Executive Officer is a Police Lieu~
tenant and is second in command. The Crimes
Against Person Section and Youth Services
Section report directly to the Lieutenant.

The Bureau Administrative Sergeant is third
in command. Personnel in the Crimes Against
Property Sections and clerical units report
directly to the Sergeant.

The Bureau Narcotic Sergeant is in command of
the Narcotic and Special Enforcement sections
and personnel report directly to the Sergeant.

The "South Bay Burglary Team" Sergeant is
funded by a LEAA burglary suppression grant.
The Sergeant is temporarily detached from the
department and has no local supervisory duties.

The MCI Lieutenant is in command of the Special
Assignment Division. Personnel in the MCI
unit, Prosecutor Liaison unit and Case Coordi-
nator unit report directly to this Lieutenant.
The Lieutenant also acts in an advisory capac-
ity directly to the Commander, Investigations
Bureau.

2, The Criminal Investigations Division underwent

major changes. This division is considered the

central investigative unit and as such is more

subject to revision and improvement than perhaps

any other division within the Investigations

Bureau.




a)

b)

The Crimes Against Property section is staffed
by two officers. This is a section reduction
of 50% as the section originally was staffed

by four officers. Approximately 70% of all
burglary reports are now designated immediately
by the case screening officer and not assigned
for follow-up investigation. This section con-
tinues to be responsible for all investigations
concerning burglary and similar type crimes
against property not handled by any other

section.

The Crimes Against Persons section is staffed
by four officers. This is a section reduction
of 20% as the section originally was staffed
by five officers. The case screening process
has diverted approximately 50% of the cases
from follow-up investigation to an "office
review" process. The section continues to be
responsible for all investigations concerning
homicides, assaults, rape, robbery, kidnap,
and other similar crimes against persons not
handled by any other section.

In the past work load division was based upon

an informal assignment separation. Two officers
investigated homicides, assaults, missing per-
sons and similar crimes. Two officers inves-
tigated rdbberies, thefts from persons, kid-
naps and similar crimes. One officer investi~
gated rapes and all sex related crimes.

The change in work load assignment is based

l.11



c)

q)

upon a more complete team concept instead of

a crime classification concept. Officers with-

in this section are cross-trained in order to
provide more expertise and experience to in-
dividual section members. While individual
expertise may assist in the decision of which
member investigates a case, any member may be
assigned a case and the section may operate
as a full team on major cases.

The Forgery-Bunco section is staffed by two
officers. While there were no changes in the
number of personnel assigned, there were
changes within the section. The section title
was changed from Forgery section to Forgery-
Bunco section. The section is responsible

for all investigations concerning forgeries,
fraudulent documents, credit cards, worthless
checks or documents, embezzlement, counter-
feiting and other similar crimes not handled

by any other section. In addition, the section

is responsible for bunco or frauds where any
illegal trick, cunning, or deceit is used.

In order to accommodate the increased case
responsibility, an intermediate clerk has been
assigned to assist the section in the majority
of their clerical work. The clerk processes
all letters to suspects (See Addendum 4J,

Form #46-a) and enters all cases into the
state wide Automated Worthless Document Index
Computer.

The Auto Theft section is staffed by one
officer. This is a section reduction of 50%

1.12

o - _ _
= J




e)

as the section originally was staffed by two
officers. The case screening process has
diverted a majority of the cases to an "office
review" process and has reduced the paper flow
to a manageable one officer level. This sec-
tion continues to be responsible for all in-
vestigations concerning theft of vehicles,
burglary or theft from vehicles and any other
similar crimes not handled by any other section.

An additional modification has been implemented.
The Traffic Investigation Follow-Up section
responsibilities have been assigned to the Auto
Theft section. This merger of responsibilities
has released another officer for reassignment.

The Major Crime section is a new unit. This
unit is staffed by four officers brought to-
gether from the other reorganized sections.

The officers chosen for this assignment were
specially selected for their investigative
ability, initiative, enthusiasm, and consci-
entious work. Together, this section presents
a variety of experience and expertise. Origi-
nally two officers came from the Crimes Against
Property section, one officer from the Auto
Theft section, and one officer from the
Juvenile Investigations Section. The officers
have served in a number of varied assignments,
both in field operations and investigations.
The officers receive additional investigative
training by completing a three week (120 hours)
Los Angeles Police Department Investigator

Training Course.

1.13



Due to the frequent independent action of this
section, one officer has been designated an
"Agent". The agent designation is an interim
rank between police officer and police sergeant
and receives additional compensation for added
responsibility. The section acts independently
of other sections and yet in a coordinating
role. They are primarily designated to act

as a strike force against persons identified

as major offenders. In addition to performing

assignments based upon major crime unit criteria

they also work in coordination with the other
sections where additional officers are needed
for successful case conclusion. The section
hours are flexible to meet the need of their
agsignments and they are not hampered by the
normal 8:00 A,M, - 5:00 P, M,.,Saturday and
Sunday off, schedule of other investigative
personnel. Some of the duties which the
section engages in are as follows:

1) Identify and apprehend serious offenders
engaged in a series of related crimes.

2) Provide support to, or assume responsibility
for, cases and/or suspects assigned to
individual investigators or teams where
the circumstances of the case necessitate
intensive team invéstigation.

3) The unit reviews all felony crime reports
for "Method of Operation" and crime pat-
terns. The unit coordinates their efforts
with those of Planning & Research Division.

1.14




£)

g)

h)

4) Pawn shop and pawn tickets are reviewed
in an attempt to identify stolen property,
persons selling stolen property and per-
sons receiving stolen property.

The Warrant section is staffed by on: officer.
There were no changes in the number of person-
nel assigned to this section. This officer

was removed from the General Assignment section
and placed in this newly designated section.
The section is responsible for all investiga-
tions concerning persons where the court issues
warrants or extraditions are required. The
officer is also responsible for police permit
investigations and other similar duties not
handled by any other section.

The Intelligence section remains unchanged and
is staffed by one officer. The section con-
tinues to collect, analyze and correlate in-
formation pertinent to police operations. It
coordinates informational data and activities
with other law enforcement agencies. 1Its
duties were expanded so that it serves as a
catalyst between the various sections in the
exchange of criminal information which is not

administrative or sensitive in nature.

The Vice~Narcotics section was changed in
order to separate any conflicts of interest
and to institute a more defined responsibility.
Each section reports directly to the Bureau
Commander rather than the Vice section report-
ing to a sergeant in charge of a joint Vice-




i)

Narcotics section. The sections are

separated by office geographic location
as well as administratively.

1) The Vice section is staffed by two
officers who are responsible for all
investigations which relate to prosti-
tution, liquor laws, gambling, porncog-
raphy and other laws normally associated
with vice activities.

2) The Narcotics section is staffed by a
Sergeant and two officers who are
responsible for all investigations con-
cerning restricted narcotics and drugs.
This is a section reduction of 60% as
the section originally was staffed by
five officers. A close liaison and
investigative process are established
with the Crimes Against Property section,
Major Crimes section, and any other
sections where persons abusing narcotics
may commit crimes in order to provide
money to continue their narcotic use.

The Youth Services sections have a reduced
complement. Instead of three officers and
one counselor, there are two officers and

one counselor, which is a 25% reduction in
personnel.

1) The Juvenile Diversion section is staffed

by one police officer and one Community
Services Counselor. The section is

l.16




3)

responsible for all investigations con-
cerning juveniles where there is a pos-
sibility of corrective action through

a diversion process outside the criminal
justice system. The Community Services
Counselor within this section is a
trained youth counselor and is used in
the counseliﬁg ané referral of juveniles
to agencies which may correct anti-social
behavior and reduce the recidivism rate
of juveniles coming to the attention of
the police department. This section is
also concerned with juveniles who are
victims ‘and are in need of service from

a police agency.

2) The Juvenile Investigations section is
staffed by one officer. This is a
section reduction of 50% as the section
originally was staffed by two officers.
This section is responsible for the
investigation of all offenses committed
by juveniles and not handled by any
other section.

The Traffic Investigations section was
staffed by one officer. This unit was so
impacted by the case screening process that
the paperwork flow was greatly decreased. |
The section responsibilities have therefore
been merged with the Auto Theft section

and the officer who was assigned has been
transferred to another assignment. In the
past this section was located within the

1.17



k)

Operations Bureau or Field Services Section
of the Police Department. As the Santa
Monica Police‘Department does not have a
Traffic Division, the responsibility for
investigation of traffic offenses has been
placed in the Investigations Bureau. This
section was responsible for all investiga-
tions concerning hit and run traffic ac-
cidents, fatal or serious injury type
accidents involving felony crimes, and
other similar c¢rimes not handled by any
other section. The investigator spent
one-half of his time as the traffic fol-
low-up investigator one-fourth of his time
as the police department coordinator with
the NYPUM program (National Youth Project
Using Mini-Bikes), and one-fourth of his
time as the police department training

instructor in weaponless defense tactics.

This officer was reassigned as the Case
Screening Officer and is still able to pro-
vide leadership in the NYPUM 2rogram and
weaponless defense tactics.

The Background Investigation Officer is
assigned to handle all pre-~employment in-
vestigations on police department personnel.
Due to the restrictions placed upon police
agencies pertaining to security and con-
fidentiality of records, this investiga-
tive position has been placed in the In-
vestigations Bureau, rather than the Per-
sonnel & Training Division. Should the

1.18



1)

m)

investigator be free of any investigations
of this nature, he directs his energies
toward performing investigations as assigned
by the Investigations Bureau executive offi-

cer.

The Junior Clerk position is non-sworn.

The Junior Clerk assumes the responsibility
as a receptionist for the Investigations
Bureau desk. The position includes light
clerical functions and is responsible for
mailing victim information letters as
designated by the investigative officers.

The clerical staff consists of one (1)
stenographer, one (1) intermediate clerk
and two (2) police cadets. The steno-
grapher is primarily responsible for the
typing and processing of investigative
follow-up reports. The intermediate clerk
is responsible for assisting the various
investigative sections with purely clerical
duties, i. e., the Forgery-Bunco section,
by processing all of their information into
the A.W.D.I. computer system and the send-
ing of form letters.

On-going plans are constantly being evalu-
ated to transfer routine duties to clerical
personnel. Wherever clerical functions can
be handled by non-sworn personnel they will
handle those duties. The two (2) police
cadets (student workers) assist by handling
routine assignments and many clerical
functions which will save the investigator's

time.
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The Special Assignment Division includes the

Case Coordinator (Case Screening Officer),

Prosecutor Liaison Officer and members of the

MCI grant unit.

a)

b)

The MCI Project Director (Lieutenant)
supervises personnel within the Special
Administrative Division.

The Prcsecutor Liaison Officer is responsi-
ble for ensuring that the supporting docu-
mentation incident to a felony arrest is
provided the District Attorney's Office

and if a complaint is obtained from the
District Attorney that this complaint is
filed in the Santa Monica Court Clerk's
office. The liaison officer also trans-
ports defendants to the arraignment court.
The Prosecutor Liaison Officér establishes
a communication base with the District
Attorney's Office and engages in activities
which will ehhance the successful prosecu-
tion of defendants. Through this vehicle,
training information is prepared to improve
the investigatiVe ability for both field
and investigations personnel. When seeking
a criminal complaint, the Prosecutor Liaison
Officer obtains information as to strengths
and weaknesses of each case. Many cases
are referred to the City Attorney's Office
for misdemeanor filing after rejection

by the District Attorney's Office and the
Prosecutor Liaison Officer is expected to
seek in-depth information for training bul-
letins. (See Chapter 5, Police-Prosecutor
Coordinator and Cooperation) .
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c)

The Case Screening Officer has been trained
to reduce paperflow in the Investigations
Bureau. (See Chapter 3, Case Screening).
This officer is an agent due to the im-
portance of his duties. In addition, he
serves in a supervisory capacity for train-
ing purposes. The Case Screening Officer
reviews all crime reports forwarded to the
Investigations Bureau. He decides on the
probability of solution of the case and
whether it should be forwarded for investi-
gation or whether office review will place
it in an inactive status. Cases which

have been designated for office review will
be forwarded for analytical purposes to:

1) The Planning & Research Division.

2) To the Junior Clerk who will mail the
‘police department's information bulletin
to victims. (See Addendum #4G & 4H).

3) To the Major Crimes section for coordi-

nation of any known offender data.

4) To the section involved for general in-
formation.

Cases in which solvability factors have
been indicated are forwarded to the proper
investigative section for investigation.
As the case screening officer reviews each
report he notes reporting defects by the
field patrol officers. He writes a brief
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d)

critique on reports which are deficient
advising of the proper procedure. (See
Addendum #3B). These reports are returned
to the Operations Bureau for training of
the reporting officer. Through procedure,
there has been a gradual improvement of
reports by the field personnel and a more

active participation in the initial investi-

gation.

The Managing Criminal Investigation Grant
section has been placed within the Special
Administration Division for the duration
of the grant period. The unit consists

of a Police Lieutenant, an Administrative
Aide, a part-time clerk and a police cadet.
The unit is responsible for seeking new
improved methods of managing‘the criminal
investigations process and monitoring the
analytical data.

1.22
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OBSERVATIONS

Prior to the MCI system approach the Investigations
Bureau had not closely examined its organizational
structure for a number of years.

The rationale for having the number of persons assigned
to a certain function was, "we have always had that
number of people assigned to that detail", or "more

paper means more people."

With the philosophy that we had little to lose by
adopting the MCI concepts, we based the initial organi-
zational changes on "best estimate guesses." Ensuing
changes were based upon information provided by super-
visors and the Case Management data.

Reorganigation gave us the personnel staff the positions
of Case Coordinator and Major Crimes section. We have
also been able to absorb the loss of five officers from
the Investigations Bureau to other assignments in the
department.

The present philosophy is that the organizational
structure should not be based upon tradition and "cast
in concrete" position but rather to be flexible and
constantly under review in order to utilize all person-
nel for the maximum efficiency. Our structure is

much more efficient than before the MCI approach and
should continue to improve with additional data and
observation. ‘
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CHAPTER II. THE PATROL ROLE IN THE INITIAL INVESTIGATION

The management of the criminal investigation process is a
complex and multidimensional undertaking. Though there is

no commonly accepted definition of the criminal investiga-~
tion process, it may be operationally described as the

total police effort to collect facts that lead to the indenti-
fication, apprehension, and arrest of an offender, and the
organization of these facts in a way that presents evidence

of guilt so that successful prosecution of the case may occur.

The deductive nature of this process--a probing from the
known to the unknown backward in time--identifies it as one
that essentially depends on others, apart from the police--
victims, witnesses, suspects, and arrestees--for its suc-

cessful outcome.

Guiding and supporting the process are a variety of local
policies, and procedures, many of which are derived from
custom and experience, and all of which vary greatly from

agency to agency in their use and application.

It has only been in the past few years that police adminis-
trators have seriously begun to examine the compcnents of
the criminal investigation process. Because a substantial
amount of police time and personnel resources are allocated
to the investigation of reported crimes, increased atten-
tion has been directed to the many activities of the process
in order to assess which parts work best and why.




Findings from a variety of empirical research studies
conclude that police administrators should re-evaluate
their traditional thinking concerning the role of the
patrol officer in the investigative process. By care-
fully reviewing existing procedures governing the crime
information collection function of the patrol investiga-
tion, administrators may improve the timely collection of
information that has been shown to be most useful in the
solution of crimes.

How well the patrol officers develop and report on a case
in the initial investigation will greatly affect all
subsequent events as the apprehended individual is
processed through the criminal justice system.

Thus, management of the investigation process might
quickly improve if police decision-makers were to outline
a greater role for the patrol officer. However, one
evaluates the patrol officer's role in the investigation

of crimes, one fact is clear: the patrol officer is already

involved to some degree in almost all investigations.

Unless all specialized crime investigators are placed on
street patrol and are available to respond to every re-
ported crime, the first contact with the victim of a
crime will continue to be made by a patrol officer. Con-
sequently, the local policies and procedures that govern
the role of the patrol officer have a direct impact on
the effectiveness of the investigation as well as the

ultimate outcome of the process.




A. PRIOR TO THE MCI APPROACH

The Santa Monica Police Department approach prior to imple-
menting the M.C.I. components was similar to that of most
California police departments.

The patrol officer received extensive academy training prior
to being assigned to police duties. This training was updated
during his career through the use of frequent in~-service training

and some specialized training classes.

Patrol officers assigned calls or discovering incidents requir-
ing reports were responsible for the preliminary investigation.
This procedure is followed on all investigations except where
the investigator desires to conduct the preliminary investiga-
tion and relieves the patrol officer of that responsibility.
Those incidents where the investigator relieves the patrol
officer from making the initial investigation are rare.

The information gathering tool (crime report) was similar to
many other used by law enforcement agencies within this area.
(See addendum #2A). The report asked the standard questions
concerning the incident but did not attempt to identify
"solvability" factors or give importance to specific informa-
tion which might determine if the case could be solved

through follow-up investigation.

The initial investigation was generally satisfactory but
as the patrol officer knew that the investigator had to make
a follow~up investigation, there were occasions when the
patrol officer did not pursue the matter as far as he should

have.
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In addition, as crime reports were dictated on a tape re-
corder there are often times when reports were not as carefully
reviewed for complete content by the approving supervisor,



B,

THE MCI APPROACH

1. The Initial Investigation

Staff met and discussed how the department could increase
the uniform personnel participation in making as compre-
hensive an initial investigation as possible.

The on-scene case investigation was still the responsi-
bility of the responding patrol officer. It consists
of seeking out all information pertinent to the investi-
gation and the processing of any physical evidence.
Should a follow-up investigation be necessary, the
investigating patrol officer has the discretion to
pursue the investigation within a reasonable distance
and for a reasonable length of time. The distance

and time constraints are determined according to the
needs of service by the field patrol units at the time
of the individual incident. Should the Operations
Bureau be experiencing a severe demand for service,
then the patrol unit would have to forego the follow-up
report. Should there be an opportunity to pursue the
investigation further due to minimum calls for service
at that time, then the investigating officer may pro~

ceed.

Recent findings indicate that unless relevant informa-
tion is obtained at the crime scene as quickly and
efficiently as possible, the chances of a case being
solved by the detective are minimal. The single most
important determinant of whether a case will be

solved is the information supplied to the police officer
by the victim or witness immediately after the commission

of the crime.




One recent study showed that if limited information from
the witness or victim in burglary cases is gathered with-
in at least one hour of the time of occurrence, the
chances for a successful outcome of the case is increased
by 50 percent. Further, if suspect information is

developed in burglary cases, the probability of successful

case solution can be as high as 95 percent.

Improvements in the outcome of criminal investigation
would seem to be possible if, in fact, the patrol officer
were trained and directed to collect relevant, important
information during the initial investigation. Improve-
ments in the information collection role of ths initial
responding patrol officer can be a simple, cost-effec-
tive approach which can produce several benefits.

2. The Revised Crime Report

Staff gave careful consideration in developing a new
information gathering tool (crime report).

Questions on the new form prescribe a directed search
for predetermined solvability factors (See addendum #2E),
and the patrol officer assumes an active role in the in-
vestigative process by collectf.g information which can
lead directly to the apprehension of a suspect. The
work of the patrol officer is directly related to the
continuation of the case by detectives. Thus, use of
the form acknowledges that the role of detective and
patrol officers are interdependent and inseparable.

The patrol officer's activities have a basic over=-riding
investigative objective: to collect in a structured,



organized manner that information which experience and
study have demonstrated is most likely to solve a crime.
Rather than being thought of as a taker of miscellaneous
information, the patrol officer performs activities that
have a clear and meaningful purpose.

When the patrol officer "yields the case to the investi-
gator", for follow-up, the outcome will be a report with
clear and detailed information. The information will
have been collected in a way which eliminates the need
for investigators to repeat any steps of the preliminary
investigation and which provides investigators an out-
line for developing follow-up plans.

Requiring the patrol officer to clearly check those
questions which have not been answered provides an outline
of what yet has to be done when the investigator plans

his next steps, so that nothing is overlooked in conducting
the follow-up. Thus, the detective is provided clear
guidance for beginning work and an outline or an "inves-
gative map" for proceeding with the investigation.

The form gives the patrol officer one additional level
of responsibility: recommending, after the initial
investigation is completed, that the case be either
closed as early as possible or continued.

This patrol officer's recommendation is based on the re-
sults of the "hunt for solvability" conducted in the
initial investigation. As a consequence of training and
experience, the officer develops skill, knowledge, and
the ability to predict that some cases have little, if
any, probability of successful solution while other
cases have a high probability of solution. There is
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little reason why such an officer, upon completion of
the initial investigation, should not make a formal
recommendation to his supervisor to close or continue
the case.

All experienced police officers know that some cases
will niever be solved. An informal process operates

that effectively closes these by placing them on the
bottom of the detectives' caseload or by filing them

in an active but suspended file. Why shouldn't this
informal process which is already in place, be formal-
ized? Why couldn't the formalized process begin with

a recommendation from a trained, capable officer who has
followed departmental policies and procedures in con-
ducting the initial investigation?

By introducing the patrol officer's recommendation into
the investigative process, a simple yet critical pro-
cedure begins to emerge as a benefit in manmagement of
the process: case screening. The recommendation by the
patrol officer will contain a judgment that some cases
should be pursued or closed; in effect, the officer

screens the case.

The patrol officer and his supervisor have the authority
and responsibility for making recommendations about con-
tinuing or suspending the investigation. Both the patrol
officer and the supervisor use solvability factors. The
patrol officer in collecting information and making judg-
ments about the value of this information for the con-
tinued investigation and the supervisor in accepting

the officer's recommendation.

The Department developed a reporfi form which improved
the quality of on-scene investigation and included a
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format similar to the Rochester report for the determina-
tion of an investigative follow-up. The Rochester Police
Department model was used in lieu of the SRI (Stanford
Research Institute) Model. It was felt that for the
initia)l period the Rocherster Report would be much easier
to implement with fewer mistakes being made by the majority
of police personnel. The new report is designed to direct
the reporting officer's investigation toward addressing
solvability factors. The majority of the solvability
factors were acquired from the Rochester crime report.

It is believed that this was an excellent beginning due

to their previous success and the short duration of our
grant project. The new report will address all of the
past desired information plus the new information.

The Rochester design was integrated into the Santa
Monica Crime Report and initiated throughout the police
department on May 11, 1977, giving us our first revised

crime report. (Addendum 2B).

During the following six weeks of use there were numerous
comments concerning the new form, both positive and nega-
tive. Most positive comments were received from in-
vestigative personnel as the new forms contained sub-
stantial information on the face sheet. Some of the

negative comments were:

a) The report was not typewriter spaced for typing.

b) The report was too "busy" and eye confusing
with the numerous disjointed boxes.

c) There was only room for one victim,

d) There were several ambiguous questions.

e) Insufficient room for full suspect information.

f) Confusing recommendation choices. '

g) Etc., etc.
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3.

A task force composed of management and line personnel
from the various bureaus was formed, and drafted a re-
vised crime report. The new form still utilizes the
solvability factors but in an improved format which is
beneficial to all of the users. All previous complaints
were resolved in the newest form (see addendum #2C).

The present report form is being accepted very well by
both police and prosecutors alike.

Report Writing

A new report writing style was implemented during the
latter part of 1977. The new procedure encourages the
officer to write in the first person. This style is
simpler, more straight forward, clearer, and avoids

the "standard" police style of writing which was found
to be difficult to read and understand. This improved
writing format was initiated with suggestions from the
District Attorney's Office and has improved the investi-
gative reports for all users. (See Addendum #2F).

» .~ Training

a)‘ Review of Skills.

Acting in coordination with the Personnel & Training

Division a review of all current investigative talents
and skills of both patrol and investigative personnel
wa$ made. The format was developed based on criteria

. established by P.0.S.T. (Peace Officers Standards and

Training, State of California). The design of the form
seeks to identify the level of training of each officer
through experience, formal training, and formal educa-
tion. (See Addendum #2G-2I).
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b) Training Program.

Of course it is desirable to increase the proficiency
of patrol officers in conducting thorough on-scene
investigations. Some of the areas included are:

1) witness interview practices, 2) offender pursuit,
and 3) physical evidence gathering., Personnel & Train-
ing tries to add emphasis in this type of training.
Although officers receive this information in training
during their initial indoctrination (four months
academy training and ongoing in service programs),
additional training is formulated which stresses the
desirable investigative activities undertaken by patrol

officers.

One objective is to increase the proficiency of

field supervisors in coordinating patrol and investiga-
tive work. Also, to improve investigative reports using
case screening criteria. At present, all first line
supervisors are indoctrinated in the investigative
process by having been assigned to an investigative
role prior to their appointment as Sergeant of Police.
The Santa Monica Police Department several years ago
instituted a program where all officers to be promoted
to the rank of Sergeant serve as an investigator for

a minimum of 6 months. This training process plus the
120 hours of supervisory training at the Los Angeles
Sheriff's Academy prepare the first line supervisor to
impart his knowledge of the investigative process to the
field officer. The Investigations Bureau in conjunction
with Personnel & Training Division prepares training
bulletins and provides for instruction in the use of the
case screening criteria to patrol supervisors and patrol
officers.
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C. OBSERVATIONS

Prior to the M.C.I. system approach the Santa Munica Police
Department was operating in much the same manner as most of
the police departments in California.

Patrol officers were receiving adequate academy training to
prepare them for their role in law enforcement. Officers
were responsible for conducting all initial investigations
and were generally satisfactory in their efforts. The

standard crime report was general in nature as to the gathering

and reporting of the crime information. The thoroughness

of the investigation was at random depending upon the officer.

With the implementation of the new crime report and its
solvability factors, the gathering of information is now
directed. The officer has the opportunity to collect and
present information in a structured organized manner which
leads to a more complete initial investigation. .

Not only is the material better structured and prepared, but
it provides the first case screening recommendation as to
anyrapher investigative process and shows the strengths

and weakness of the individual case.

The new procedure has not increased the time necessary to
complete the initial investigation. The procedure has
clarified the investigation and information process for the
patrol officer, the investigator, and the prosecutor.

This component has been realized as much more successful for
. ,
all users than than the previous method.
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’I SANTA MONICA POLICE DEPARTMENT

Check (¥)) ] Frlorhv

CRIME REPORT

Steno. Initials

l 1. Date & Time Rptd. to P.D.

E. Date & Time Crime Occurred

2. Classification

3. Rpt. Dist. Crime Ocerd.

4. Day of Wk, Crime Occrd,

6. Lacation of Occurrence

7. No. of Recorder

L]
'S, Victim's Name (Firm name If business; 10. Residence Address (Firm address if Business) Zip Res. Phone
Business Addcess Bus. Phone 0800-1700
11 Victim's Name {Firm Name if Business) 12. Residence Adduu (Flrm Address if Business) 2ip Res. Phone
2.
Business Address Bus. Phone 0800-1700
13. Person Reporting Crime to Police Dept. 14, Compiste Residence Address Zip Res. Phone
Business Address Bus. Phaone 0800-1700
18, Person Who Secured Premises or Vehicie 16. Complete Residence Address 2ip Res. Phone
Bulsiness Address Bus. Phone 0800-1700
17. Witnass(es): Name 18. Complete Residence Address 2ip Res. Phone
kB
Business Address Bus. Phone 0800-1700
19, 120. Complete Residence Address 2ip Ras, Phone

‘2,

Business Address

Bus. Phone 0800:1700

21. Victim's Occupation Sex x__Race Age

22, Investigative Bureau or Units Notifiad (Bureau of Unit and Person Contacted)

23. Street Lights

YesD NoD

25, Evidence Tagged? (Yes or No) — if yes, Locker number or Person Released To

v

26. Type of Premises

27. Instrumaeant, Weapon, Force or Means Used

28, Point Where Entrance Made

29, Method Used to Gain Entrance

30. Were Occupants Present or Absent?

Pl. Vehicle Locked

ves[d wno O

32. %7 YES NO

33. Type of Property Taken

34, Exact Locatio’n of Property on Premises

Form#26maue | ]
Form #38 m! I |

35, Victim's Vehicle — Year, maka, type, color, licanse number

36.. Amount of Loss

37. Suspect’s vehicle — Year, make, type, color, licanse number and any other identifying features

1.
24.

[o]
hl
38. Trademarks of Suspect(s) (Unusual Featura of Crime That is most Apt to recur trom Crime to Crime) 5
39. Sex Race Age | Height Waeight Hair Eyes Compl, |Cilothing
Susp, l
No. 1
Namo and Address, Identifying marks and characteristics, {If arrested, suspect’s full name, booking number and age only.)
40, Sex Race Age | Height | Weight Hair Eyes Compl. |Clothing
Susp.
No, 2 ]
Name and Address. Identifying marks and characteristics. (If arrosted, suspect s full name, booking number and agn only.)
Supervisor Approving Serial No, Qtficer(s) Reporting Serial No. On Tape
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Form #38 made [ Inscribed Items 0o o <]
.77, 1S THERE SIGNIFICANT PHYSICAL EVIDENCE PRESENT? .- ‘ ' ) " 4P NO PLACE AN X IN BOX “K ;r_‘]
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) 0 Fd
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85. Supervisor Review : Date & Time Signed ) -
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86. Supervisor Approving Serial No, 7. Ofticer(s) Reporting Serial No, 88, On Tape :

ADDENDUM # 2B

Yes {77 Neo [J




L) if Priority | 2. () it Arrest SANTA MON|CA POL|CE DEPARTMENT 3, Steno Init, 4. DR, NO.

S. Classificoticn 6. Location of Occurrence
7. Date & Time Crime Occurred 8, Date & Time Rptd, to P,D, 9. Day of Wk. Occrd, 10. Rpt, Dist, Ocerd.
11, Neme t2. Res, Addrass Zip 13, Res. Phone 14, Bus. Phone
Vel 15. Information Provided 16, Bus. Address Zip 17. Occupation Sex Race Age

ﬁ Indicate with propsr code in bons provided, powons rolonon to invosﬂgaﬂon' V-2 Vlcﬂm, W-1 witness, R/P reporting party, etc.

Z |15 -WASTHIRE A WITHMIS!YO: W e ' N i et i At o

I: l9 Name Res. Addvosﬂ Res. Phone Bus. Phom

i 20, Information Provided Bus, Address Zip Occupation  Sex Race Age

-

-

2 21. Nome Res. Address P Res, Phone Bus. Phone

>

22. information Provided Bus, Address Zip Occupation Sex Race Age

23. WAS A SUSPECT ARRES 0 3 :
‘24. CAN A SUSPECT B8\, : ; i, BIECAGE S J
25. CAN A SUSPECT » TRy ' p ; PR ANIREIN: SOR .
26, CAN §) SUSPECY .88 S ' 3 : AN HON.
27, Sex Race Age Height Weight Hair Eyes Compl, Clothing

w |51 |

§ Name and Address. Identifying marks and characteristics. (1 arrested, suspect’s full nams, booking number and age only.)

Y

wr

a S228. Sex Roce Age Height Weight Hair Eyes Compl, Clothing

|

Name cnd Address. Idontifying marks and characteristics. (I arrested, suspect’s full name, booking number and age only.)

. Suspect’s vehlcle-—-voor, make, type, color, license number and any other idontuyino homva

-
2

32. Victim's Vehicle — Year, make, type, color. license number
— b TSt FCRERS T T T R i IS - ey A
- 33, WAS THIRE A VICTIN - AV IR S TR T
z 34, Where Ho:pntolized 36. Date/Time 37. Attending Physician 38. Nomro of Iniury
-
— - 3 ¢ Now — .;.,v —-v
w . 39, IS THE STOLEN P T T’*‘"“",’ﬁ"zﬁxnz" B S i IR ' e T o G4 J
3 40. Type of Property Takcn 4)1. Location of Property on Premises
-l

. 13 THIRL-A GISNIP, R, &

44. Trademarks of Suspect(s) (Unusuol Feotuu o' Crime that is most apt to recur nom crime to crime)

LR e | |

. 45. Type of Premises 46. Method to Gain Entry 47. Type of Weapon, Instrument or force
o
z 48. Were Qccupants Present | 49, Premises Locked 50. Point of Entry 51, TT Request Yes No
Yes 0 No O Yes 3 No (O Serial ## Items 9
Inscribed items :
52. Inv. Bur, or Units Notified & Persons Contacted|S53. Point of Exit 54. CZ)
Form #26 made B B b
Form £38 made
35. 1 THERR JIGNIFICANT PHVEICAL SVIDENCE PRI '
Q[ 56. HAs" AN 1BENTIFICATION FECHNICIAN mu‘iuvol. o B PLAGE. 4 ,
a $7. Evidence Tagged? (Yes or No) !f yes, Locker 2 or Person Releosed To S8. Propcra' Re&on
- Yes [)
L . " 3 = - ey 0y
<59, (3 THIRE A SIGNIFICANT REIAON' TO M!&!}C MR | B N ] i i «1P.NO PAACE AN X IN BOX l [N]
&40, Re; omng umw Recommends 6. On Tape 62. Supervisor Review 63 inv, Bureau Screening CSO . |~
§ d’ fice Rev. [J Inv. F/U Yes No OO DConcur. 3 O/R [ Follow Up 0 Concur O ()/R° O Follow Up :25
a 84, Officer(s) Reporting Serial No. 65, Supervisor Approving Serial No, 66. Date & Time Signed § *
« ADDENDUM # 2C L




o SR
3

- 'TRAINING BULLETIN
| SANTA MOWICA POLICE DEPARTRIENT

1685 MAIN ST. SANTA MONICA, CA.  (213) 395-9931

i

BULLETIN NO.77-01 ' DATEwm=m1

REVISED CRIME REPORT, 3.1.1 (Rev. 1-78)

=]

(Second Revision) '

PURPOSE

To modify our at;vfﬁ“f
improved 1n£ormatio
crime report 1deg

k Ny o
; 'd::"’u ::«:l' 5 j?"‘

8d’ crime.  ‘Thiimev i tinill assist
offiéer and the rn.» :

n‘/

’
.
,,,,,
2

& % Qt&be the Offensef;‘

' mﬁserious cr
4 gbb %fés.w/

yYocessed
heggfog provide
a1 and oﬂtigatw*e personnel.
’“‘?\ ’ .




J)

J
77 - ‘07 Page 2

BLOCK 3

The steno who types and/or processes the report will place her
initials in this block.

BLOCK 4 :

The D.R. number assigned to the report will be placed in this
block.

BLOCK §

The offense or type of report will be placed in this block.

(See the Record Division file classification sheet for proper
title.)

BLOCK 6
The exact location of the offense. Be specific, use apartmant

numbers if appropriate. If not an exact address, use the hun-
dred block of the occurrence.

BLOCK 7

List, to the best of your information, the time the crime
occurred. If the specific time is known, place the information
in the box. Use military designation for the hour. Example
4-1-77 1730, using numbers rather than letters. 1If the specific
time of occurrence is not known, determine the limits of the
time and date of the occurrence. Place the first limit in

the left portion of the box and second limit to the right.

BLOCK 8

Date and time the formal report was taken by reporting officer.’
Utilize military time and number rather than letters.:

BLOCK 9

Day of week on which offense occurread.

BLOCK 10
Reporting district within which the crime occurred.

BLOCK 11 -

State the victim's name, giving the last name first. If tho
victim is 2 firm, state the legal name of the firm.
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BLOCK 12
The exact address of the victim, including zip code.

BLOCK 13
The residence telephone number of the parson.

BLOCK 14
The business telephone number of the person.

BLOCK 15

State briefly what information may be provided. Example; able
to identify the suspect, secured the building, obtained the
license number, etc.

BLOCK 16

State the victim's place of employment address in order to
permit contact while at work. If the victim is in schoel,
state the name of the school, and the address.

BLOCK 17

When the victim is an individual, his actual occupation; e.g.,
liquor store owner, jewelry salesman, etc. When the victim

is a firm, the position held by the person reporting; e.g.,
manager, cashier, clerk, etc.

List the victim's sex as M for male and F for female.

The race of the victim as W for white, B for black, L for
Latin, 'O €6r'orientsl and I for Ihndian.

The age of the person.

BLOCK 18

This block is to deasignate a solvability factor and if there
were no witnesses to the crime,an "X" is marked in the box on
the right side of the page. 1If there are witnesses to the
crime, the box is left blank.

BLOCK 19

This block may be used for a second victim or any other person
who can or may be able to give information relating to the
offense. The person's relationship to the case shall be coded
in the box in front of Box 20.
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BLOCK 20 o

State briefly what informg&ibn:may be provided. See Block 15.
)

BLOCKS 21-22 v,

Space designed for information concerning a third victim or

any other person who can or may be able to give information

relating to the offense. See Blocks 1ll-17 for complete details.

SUSPECT IDENTIFICATION AND INFORMATION

BLOCK 23 ]
This block is to designate a solvability factor. 1If there
was not an arrest made, an "X" is marked in the box on the right

side of the page. 1If there was an arrest made, the box is
left blank.

BLOCK 25 .

This block is-to designate a solvability factor. 1If a suspect
cannot be located, an "X" is placed in the box on the right side
of the page. If a suspect may be located, the box is left blank.

BLOCK 26 .
This block is to designate a solvability factor and if no
suspects can be described, place an "X" in the box on the right

side of the report form. If a suspect is described, leave
the box blank.

BLOCKS 27-28

These blocks provide space for information concerning 2 suspects,
If a suspect can be described or is in custody, provide his/her
description in the boxes provided. If a suspect is named or

may be located, place the information on the second line.

If a person is arrested and booked, state his booking number.

BLOCK 29

This block is to designate a solvability factor. If a suspect

cannot be identified, an "X" is marked in the box on the right
side of the page. 1If a suspect can be identified; i.e., can
a person be picked out of a group, the box is left blank.

DOCUMENTING OTHER EVIDENTIARY INFORMATION

BLOCK 30

If the suspect's vehicle can be identified, leave the box on
the right side of the report form blank indicating the. sol-
vability factor. 1If a vehicle cannot be identified, place
an "X" in the box.
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BLOCK 31
List all available information which perxrtains to the suspect's
vehicle.

BLOCK 32
List all available information which pertains to the victim's
vehicle if the vehicle is associated with the crime.

BLOCK 33 .

This block is to designate a major area of concern. 1If there
is no major injury or rape victim involved, mark an "X" in
the box. If there is a major injury or rape victim involved,
the box is left blank.

BLOCKS 34-38

The nature of a person's injury may determine the degree of
the offense committed, so it is important to obtain all of
the pertinent information regarding the injury as well as
the names of the attending medical personnel in case they
must be contacted latexr for further processing the case.

BLOCK 39

If the stolen property is traceable, leave the box on the right
side of the page blank, indicating the solvability factor.

If the property is not traceable, place 2n "X" in the box.

BLOCK 40

List the most identifiable by name and the balance by general
type; e.g., radio, camera, .22 rifle, silver, currency, woman's
lingerie, etc.

LLOCK 41

Indicate from where the property was remcved; e.g., bedroom,
living room, garage, etc.

BLOCK 42
Indicate a fair market value of the property loss.

BLOCK 43

If there is.a significant M.0. present, leave the box on the
right side of the page blank, indicating a solvability factor.

If there is no significant M.O. present, place an "X" in the box.
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BLOCK 44 - . 5

Daescribe an unusue! feature of the crime that is most apt to
recur from crime to crime and tend to establish the suspect's
M.O0.; e.g., pries sliding glass door, ransacks bedrooms, takes
credit cards, jewelry. Runs behind victim, knocking her down
with blow to head, fiees with purse into waiting vehicle. Posed
as survey taker, etc.

BLOCK 45

-Describe the type of premises where the offense took place;
e.g., if a regsidence, the type; apartment, residence garage,
motel unit, hotel room, etc. If other than a residence des-
cribe area; e.g., alley, street, parking lot, store entrance,
~vehicle, etc.

BLOCK 46 N
Describe what the suspect did in gaining or attempting to
gain entry; e.g., sawed hasp, used pass key, pried up, etc.

BLOCK 47

Describe the weapon, instrument or force used if appropriate;
e.g., 1/4" screw driver, 3/4" pry bar, .38 cal. B/S revolver,
4" blade knife, struck with fist, twisted arm, etc.

BLOCK 48
Check *he appropriate box if the ¢ffense applies; e.g., bur-
glary, theft, robbery, etc.

BLOCK 49
Check the appropriate box if the offense applies; e.g., theft
from vehicle, burglary, etc.

BLOCK 50
Describe where entrance was attempted or gained; e.g., side
kitchen window, rear bedroom, front door, etc.

BLOCK 51

Check tha appropriate box "yes" or "no" to indicate if a

teletype has heen requested. The boxes apply to information pro-
vided to D.0.J. Sacramento on stolen items which have a serial
number or which are inscribed with some identifying mark.

St
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BLOCK 52

Applies to any notification made to any investigative unit,
identification division personnel or supervisory personnel.
Name the person contacted.

BLOCK 53 ,
Describe where the exit was made; e.g., side kitchen window,
rear bedroom, front door, etc.

BLOCK 54

Check the appropriate box "yes" or "no" to indicate if a
teletype has been sent. Form #26 is the Area C teletype
which provides information concerning an offense. Form #38
is a teletype message .to D.0.s. requesting informatiocn on a
person.

BLOCK 55

If there is significant physical evidence present, leave the

box on the right side of the page blank, indicating a solvabili-
ty factor. 1If there is no significant physical evidence present,
Place an "X" in the box. The reporting officer will determine
(as a matter of decision/opinion) whether there is significant
evidence present.

BLOCK 56

If an identification technician has been involved in your
case, either at the crime scene or at H.Q., leave the box on
the right side of the page blank, indicating a possible
solvability factor. If a identification technician has not
buen involved, place an "X" in the box.

BLOCK 57
Indicate if evidence was tagged and placed in a property locker
(by locker number) or the person the property was released to.

BLOCK 58
Indicate if a property report (form #3.2.2) was completed.
Check the appropriate box.

BLOCK 59

The r reportxng officer will review his teport and will determine
(as a matter of decision/opinion) whether or not this particular
offense requires further investigative effort. If the decision/
opinion is negative (no), place an "X" in the box.
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BLOCK 60

The reporting officer has identified and/or determined the
availability/possibility of any solvability factors. If such
factors exist and will assist with a follow-up investigative
effort, the "Irnv. F/U" box is to be checked. 1If there are

no solvability factors present or factors exist but are so
insignificant that it will not assist in any follow-up investi-
gation, the "Office Rev." box is to be checked.

BLOCK 61 e

The appropriate box is to be checked indicating-if the report
was recorded on tape. g ;

BLOCK 62 ) :
The supervisor reviews the report for completeness and concurs
with the reporting officer'syfecommendation or based upon his
training and knowledge may change the recommendation. If the
supervisor agrees with the/reporting officer's recommendation,
the "Concux" block is chrcked If he disagrees with the
original recommendatha, then he will check his personal
recommendation as "Ofﬁice Review", or "Follow Up".

i :
BLOCK 63 :
The Investigations Bureau case screening officer reviews the
report and recommendations made by Operations Bureau personnel.
Report is evaluated based upon the previous recommendations and
any other investigative data known to the case screening officer.

BLOCK 64
The block is to be completed by the reporting officer by
entering the first initial, last name and serial number.

BLOCK 65 .

The block is to be cqmpleted by the supervisor approving,
by entering the rank, first initial, last name and serial
number.

BLOCK 66
The block is to be completed when the supervisor approves
the report.
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10.

11.

12.

Information

Arrest of a

Naming of a

Information

Information

Information

Information

Information

Information

Information

Presence of

SOLVABILITY FACTORS

from witnesses.

suspect.

suspect.

about

about

about

about

about

about

about

suspect's location.

suspect's description.

suspect's identification.

suspect's vehicle.

traceable property.

significant M.O.

significant physical evidence.

evidence technician who indicates that

good physical evidence is presenf.

A judgment by the patrol officer that there is enough

information available that, with a reasonable investment

of investigative effort, the probability of case solution

is high.

ADDENDUM # 2E



o

y

. TRAINING BULLETIN

W

SANTA MONICA POLICE DEPARTMENT

1685 MAIN ST. SANTA MONICA, CA. (213) 395-993

BULLETIN NO. 77 - 06 | | DATE ® - ¥7

REPORT URITIG

"IT'S EASY TO WRITE
BETTER POLICE REPORTS" o .

fundamenial Hawevﬁa, even the most

c‘.¢A&enced peace officens. sometimes
' ‘ epeats. 1
diit. es heqiuiine
LNE aud arres
, % ' 4ep0424 may §4ind some of

.Welpful. Reproduction and db ‘0 . 2 ,:ﬂ" .

matea4a£4 §onr
aged




\\\\"

pne
77~ 06 | o Page 2

Moat police officers write lousy reports. When I was a cop,
I wrote lousy reports...I just didn't realize it until I
became a prosecutor and had to try to read, understand, and
rely on reports written by other cops.

What's wrong with your reports? Just about everything. Some
are too short; others are too long. Your language is stilted
and confusing. You state too many conclusions and not enough
facts. The "standard" police style of writing has turned
your reports into gobbledygook.

Because they're so difficult to read and understand, your

reports slow down the complaint-igssuing process; they make it
more difficult for the prosecutor to determine who should be
subpenaed for trail; and they give the defense attorney something
to use to try to confuse your: testimony. (Incidentally, you're
all the more unconvincing to the judge or jury if you testify

the same way you write, as many officers do.)

Luckily, it's easy to break your bad writing habits and elimi-
nate uall ‘the unnecessary problems you've been creating. Most
of the problems result from your attempts to copy the reporting
style of other officers, and from your eagerness to display
your literary style. Therefore, about all you have to do to
correct these problems is to writ: more naturally.

If you think you have to show off your literary style and
your impressive vocabulary, write a novel. Police reports
should be kept simple, straightforward, and clear. They are
the wrong place to express your creativity. Their purpose is
to inform, not to confuse or entertain. :

The best way to write a police report (and the best way to
testify, incidentally) is to be yourself. Remember that the
purpose of your reports and testimony is to communicate infor-
mation. You fail to achieve this purpose when you abandon every-
day language and your natural methods of communicating, and adopt
the totally unnatural and confusing language and methods of

the "gtandard" police report.

Here are a few suggestions for a bhetter report format, improved
word usage, and a betteér writing technique. These suggestions
are guaranteed to make your reports more readable and more
factual, with less effort than you're probably expending now

on your lousy reports. .




77 -~ 06 : Page 3

FORMAT:

(1) Details which are going to be important in avery reporxt
filed (such as date, time, location, and identiiles) are
normally provided in the standard heading. Once iisted,
these items do not need to be duplicated in your narrative.
Probably two-thirds of all reports have a duplicative "intro-
ductory" statement which should bhe omitted.

For example, after completing the appropriate blanks in the
heading, the officer begins his narrative by saying: "On
above date and time undersigned résponded to above location
and contacted above-~listed party." 1If this information has
already been given, leave it out of your narrative. Get right
to the facts.

(2) Another wasteful and confusing practice is the endless
repetition of such words as "suspect, " "victim," "subject,"
etc. Repeating these labels each time you mention someone's
name in the narrative simply wastes time and words, and adds

to the confusion. A better practice is to list in the heading,
and fully identify (by name, sex, DOB, address, phone, and role-
e.g., "witness," etc.), everyone materially involved. Then
refer to them in your narrative only by last name (use £full

name if two or more share a last name).

EXAMPLE

*“Bad: Victim #1 told Suspect #2 that
Victim #2 was going to Suspect #l's
house.

(This "numbering system” forces the reader to turm back
‘constantly to the heading to see who "Suspect #2" is etc.)

*Better: ASA told BLUE that CORD was going to
DOAN's house.
Good examples of standard report forms which use this more
sengible format are Garden Grove Police Department forms 307
and 313.

(3) when you are going to report a number of things told

to you by someone, do not begin a dozen sentences with the
words, "EASTER related that..." It is better to say, "BEASTER
gave the following account;" and then set forth what he told
you.
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EXAMPLE

*Bad: EASTER stated he saw it all. He
further stated FRANKS started it.
EASTER related that GRANT waved
a knife. EASTER explained that

e < HAWKS fell. EASTER continued by

S i adding that IRWIN fled.
““.MBetter: EASTER said: FRANKS started it;
N GRANT waved a knife; HAWKS fell;
. and IRWIN fled.
(4) Do not use ramblfﬁgsgentences or long paragraphs. Para-
graphs of more than 4 or 5-sentences are harder to read and
digest. T

WORD CHOICE:

Some words seem to have a special appeal to poliqe officers,
and I don't understand why. They are among the most ambiguous
and least descriptive words in the language.

(1) The worst is probably "indicate." A person can "indicate"
by saying something, by rhaking his head, by pointing, by
glancing, or through a facial expression or sign language. BHe
can indicate directly or indirectly. Putting a statement in

a report which says that someone "indicated" something is not
very helpful.

EXAMPLE

*Bad: KREBS indicated that he did not
desire to submit to custody.

*Better: KREBS said: "You ain't taking me, pig!"

(If you use the word "indicate" while testifying in court,
your answer may be stricken as "conclusionary.")

(2) Another poor word is “contact." You can "contact" a
witness in person, by phone, by letter, by telegram, or by
E.S.P. Each of these methods presents different problems of
proof. 1Instead of saying that someone "w:.s contacted," say
who did it, and how.
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EXAMPLE
*Bad:

*Better:

Page

LEWIS was contacted at his home.

I phoned LEWIS at his home.

(bon't use the ridiculous expression “telephonically con-
tacted” when you mean "phoned.")

(3) "Responded" is

another overworked word that could always

be replaced with a shorter, more factually precise word.

EXAMPLES

*Bad:

*Better:

*Bad:

*Better:

*Bad:
*Better:

(4) "Proceeded" is

EXAMPLES

*Bad:

*Better:

*Bad:

*Better:

*Bad:

*Better:

I responded to First and Cherokee.

I drove to First and Cherokee.

Her mother responded to the station.

Her mother came to the station.

I responded to the security office.
I went to the security office.

abused 2 ways.
I proceeded to the rear yarad.
I went to the rear yard.

I proceeded to conduct an investigation.

I investigated.

I proceeded to question the witnesses.

I questioned the witnesses.

5




<

~

(5) Instead of using vague words such as "observed" and
"detected," simply say what you mean.

~EXAMPLES

*Bad: I observed that there was a bottle
on the floorboard.

*"Better: I saw a bottle on the floorboard.

*Bad: I detected the odor of burning
marijuana.

*Better: I smelled burning marijuana.
(6) If you have the terrible habit of using the senseless
expression "It should bc noted that...," start changing that
habit with your next report. This phrase is just surplus
verbiage.

EXAMPLES

*Bad: It should be noted that the trunk was
enpty.

*Better: The trunk was empty.
*Bad: It should be noted that he fell.
*Better: He fell.

When you throw "it should be noted that" into your reports,

~all you do is write--and force someonw to read--five extra
words- which add abhsolutely nothing to the meaning. If you

are typical, you use that phrase 5 or 6 times in each report,
over 1000 times each year. That's up to 6000 words of pure
report padding per year, per officer. Resist the temptation--
do not use this ridiculous expression.

(7) As & rule, you should use the most specific words you

can to describe things. Using general words and expressions

usually just raises questions ("how?" "vhat kind?" etc.).
EXAMPLES

*General: It was determined that MOON was
a minor.

/J7 - 06 o Page 6
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*Specific: A DMV teletype showed MOON's DOB

See the difference? The specific statement tells you, in
the same number of words, not only what the general state-
ment tells, but also the two additional facts of exact DOB
and source of your information.

*General: NEAL is the sole occupant of the
residence.

*Spaecific: NEAL lives alone in the apartment.

The essential difference between general and specific terms

is that a general term usually describes a category made up

of specific things. A "residence" could be a house, an apart~
ment, & mobile home, or a hotel suite. If you haven't said
which it is, don't use the word "residence" until you d&o.

Being specific sometimes means that you use more words, but
you'll still be ahead 1f you drop all the unnecessary words
you've been using. And being specific always means that your
report is less ambiguous and more factual. It's ‘the difference
between telling someone, "There's somebody here to see you,"
and saying, "There's a tall, buxom, blue~eyed blonde here in

a bikini."

(8) Here is a list of some of your most popular expressions,
and some suggested substitutes to eliminate work and increase
claraity.

BAD __BETTER

related

stated

explained + said
articulated

verbalized

informed

advised told
notified

instructed

altercation

mutual combat

physical- fight
confrontation
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BAD BETTER

verbal alterxcation

verbal dispute

heataed debate’ . axgument
fiery exchange 5f words ’

-verbal flare-up '

regarding

in regard to

reference about
in reference to

due to the fact that
in view of the fact that because
in l1ight of the fact that

at this point

at this time ’ then
: at which time (often, you need no substitute=--
at this point in time just leave these words out.)
utilize
make use of ) use
employ

kept under observation
maintained surveillance over watch
visually monitored

There rae many more, of course. Review a few of your cld
reports and see how often you've used ambiguous or meaning-
less language where shorter and more precise language would
have achieved your communication goal much better.

The best advice I can give about word choice is this; put
things down the same way you'd tell it to a neighbor--use

, everyday language and be as factually specific as you can.

[l
h

TECHNIQUE :
o

Vauétktwo major changes in the reporting technique I see most

often could turn lousy reports into good ones.

I
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(1) Sstop pretending that the pronouns “IY and "me" are
poison. Nobody really believes that your reports are more
objective simply because you call yourself “"this officer,"
or "the undersigned," or "writer," etc.

In fact, use of this archaic third-person narrative makes

your reports seem suspiciously unnatural and unnecessarily con-
fusing. If anyone in law enforcement has a justifiable reason
for preferring the awkard third-person style to the straight-
forward first-person style, I haven't heard it.

A juror once asked me, after a trail in which police testimony
and reports were in evidence, "Why do the police write and speak
like they don't want you to understand them? What've they got
against straight talk?",..What DO you have against straight talk?

"I" is one of the shortest words in the language, and "me"
and "my" aren't much longer. You may have been told in your
college creative writing course to avoid these pronouns, but
when you are composing a police report about things, you diag,
don't worry about creative writing--just communicate.

Look at the difference:
EXAMPLE
*Bad: This officer verbally advised OWENS to
give this officer the baton belonging
to this officer,
*Better: I told OWENS to give me my baton.
(2) The second thing you should do is to stop using what
grammarians call the "passive voice." Almost every report I
see has been so inflated and complicated by the passive voice
that this one change in writing style could easily reduce report
length by 20% and increase factual clarity by 80s.
The alternative to the passive voice is called "active:"
EXAMPLE

*Passive: PERKINS was arrected by me.

*Active: I arrested PERKINS.
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What's the difference? 1In this example, the "active" eentence
uses 408 fewer words to say precisely the same thing as the
"pagsive." This example shows the most common use of the passive
voice=--the extra words are usually "was" and "by."

The worst feature of the passive voice, though, is not the
extra length it adds to most sentences where it is used:; it is
worse that you often use it in such a way that you create an
unanswered question when you are supposed to be communicating
specific facts.

EXAMPLE

*Pagsive: R knife was found in QUINN's right boot.
{Who found it? Most arrests involve at least 2 officers.
Will you remember later who found the knife? Can the DA tell
from your report whom to subpena for trail?)

*Active: Officer RAY found a knife in QUINN's
right boot,.

*Passive: It was ascertained that a gun had been
drawn by SANTOS.
(How was it ascertained? By whom?)

*Active:r TAYLOR told me he saw SANTOS draw a gun.

‘Passive: The booking process was completed on
USHER and the broadcast was cancelled.

*Active: Officer VANCE booked USHER and I
canczalled the broadcast.

See how the active voice forces you to be more precise (and
usually saves several words per sentence)? There are tines
when the passive voice is appropriate, but a good rule for
police report construction is this: 1If you can say it in the
active voice, don't ume the passive...Your reports wi’l then
answer questions, rather than raising them, and will be infor-
mative, rather than just woxdy.

o
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Any single poor writing habit is bad enough, but when you string o
several bad ones together, as many officers do, the result is
even worse,

EXAMPLE

*Bad: Oon above date and time at referenced
location, this officer was verbally advised by re~
porting party that suspect #3 and victim #2

became engaged in a verbal dispute, which then
escalated into a physical altercation between
victim #2 and suspect #3. It was unknown by re-
poxting party which of the subjects had actually
initiated the physical altercation. It should

be noted that when this officer responded to the
location of victim #2, this officer was able to
observe no indications of the altercation, except
that on contacting victim #2, it wag ascertained
by this officer that victim #2 was indicating that
he was suffering a painful head. It should be
noted further that in view of this fact, a unit

of the paramedics was requested by this officer

at this time.

*Better BIRD told me GOON and MEEK argued and
then fought, but he did not know which of them
was first to use force. MEEK said his head hurt,
so I radioed for the paramedics.

The "better" example is shorter, NOT because any facts are
omitted, but because all the meaningless, surplus words and
phrases are left out. Remember that the only words you should
eliminate are those which add nothing. Always include in your
report anything which may conceivably be relevant to the case
(see "CONTENT CHECKLIST," Appendix C).

For a further illustration of the difference sensible writing
technique can make, see the sample reports in Appendices A
and E. SAMPLE REPORT 1 is an actual rxeport from a local
agency. It is not the worst report I could find: I selected
it because it is typical of the reports most of vou write.
Only the names and places have been changed. You will notice
that, like many of your own, this report is bloated with most
of the wordy, meaningless expressions I've singled out above.




el
n>

77 - 06 - Page 12

oy

)
SAMPLE REPORT 2 is the same report, with deletions and short
modifications, to show you how the officer could have said
all the same things far more clearly, and in 45% fewer words.
Notice 'that I could not always rewrite the passive sentences
into active voice, because the very information needed to re-
write the sentences is the information left unknowa by using
the pagsive voice. _

As 1 suggested earlier, some of yodr bad writing habits are

_carried over into your testimony. Appendix D contains some

hints on how to testify (and how not tc).

A final word; whether writing or testifying, always keep

your purpose in mind, be natural, and strive for clarity,
accuracy, and completeness. You'll find that following these
suggestions generally requires legss effort, not more, and

will make you far more effective in communicating information.
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APPENDIX A

SAMPLE REPORT 1

(The standard heading of the actual report showed it was

for a 647f arrest of two men, who were fully identified, and
a juvenile detention, occurring on 2-16-76, at 12:35a.m.,

at 400 5. Cherokee.)

FURTHER DETAILS:

On 2«16=<76, at l2:35a.m., this officer, while in
the parking lot of Tic Toc Market at First and
Cherokee, was contacted by an unknown named subject
who advised this officer that in the alleyway at
400 South Cherckee twc subjects were engaged in a
fist fight.

This officer regponded to that location and upon
arrival observed two subjects to be facing each
other as if they were going to begin to fight.
This officer exited the police vehicle and upon
doing so subject YOUNG turned and ran eastbound
through the alley. At this time this officer
responded to subject WELLS who was standing at
the location and this officer yelled at subject
YOUNG to freeze and to return to this officer.
YOUNG appeared to be extremely intoxicated and turned
around and ran back towards this officer.

At this point this officer asked subject WELLS

what had transpired and subject WELLS simply did

not answer this officer. It should be noted that

at this time, Officer Brown had arrived at the scene
and both subjects YOUNG and WELLS were once again
facing each other. This officer heard the subject
WELLS state to YOUNG, "Okay, if you want to fight,
let's go!": at which time subject WELLS took a
karate type stance, as if he was preparing for a
fight., At this time this officer stepped in be-~
tween both subjects drawing the baton from the baton
ring and ordering subject YOUNG to the rear of a
vehicle which was parked in the alley approximately
five feet_away. Due to the fact that subject YOUNG
was extremely intoxicated this cificer placed sub-
ject YOUNG under arrest for being drunk in public.
The subject was handcuffed and placed in the rear

of this officer's police vehicle. It should also

be noted that subject WELLS was also extremely
intoxicated and was in fact taken into custody

13
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by Officer Brown upon request of this officer.
Subject WELLS at this time was Placed in the rear
of Officer Black's vehicle and then replaced

into Officer Green's vehicle.

It should be noted that while both subjects were
facing each other this officer got a chance to look

at subject WELLS' face and also subject YOUNG's

face, It should be noted that on WELLS' face there
was a small cut below the right eye which appeared

as if subject WELLS had been struck by the subject
YOUNG. This officer had information from the subject,
who informed this officer of the fight, that both
subjects had already in fact been fighting.

It should be noted that subject YOUNG had a reddening

mark under one of his eyes which appeared that sub-

ject YOUNG had been struck by the subject WELLS.

While this officer was attempting to conduct an

investigation by contacting witnesses, contact was
made with the suspect LIBBY PINK.

This officer asked LIBBY PINK if she had seén

Aany actions that had taken place at that location

at which time she stated no she did not and that

she wasn't going to say anything. At this time
thxsiofflcer asked for identification from the sub~
ject LIBBY PINK, at which time she stated that she
did not have any and that she would not answer any
questiaons asked by this officer. It should be

noted that subject LIBBY PINK appeared to be very
young and attempts were made to obtain identification
and also her age. The subject LIBRY PINK stated to
this officer that she had driven toc the location in
a vehicle and would supply this officer with no
furthexr information other than her home phone number.
This officer contacted witness AL PINK, who advised
this officer that the suspect in question was in

fact only 16 years old and he had thought that she
was at a movie. Due to this fact the subject was
taken into custody by this officer for violation of
curfew.

The suspect was transported to the ciity police
department\where she was placed in a juvenile
detention room The suspect's father was then con-
tacted by thcs officer and advised of the circum-
stances and suspect LIBBY PINK was released to the

14
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custody of AL PINK, It shoﬁld.be noted that a
juvenile contact report was completed on this
subject by the undersigned.

It should be noted that both suspects involved

in the fight were transported to the city police
department where they were released to the custody

of the jailer. No further action taken by this officer.

It should be noted that at no time during the con-
frontation in the alley did this officer or any
other officers become involved in any type of
altercation with either suspects WELLS or YOUNG.

APPENDIX B

SAMPLE REPORT 2

In the parking lot of Tic Toc Market at First and
Cherokee a man told me that in the alley at 400 €.
Cherokee two men were fighting.

I went there and saw two men facing each other as
if they were going to fight. BAs I left my police
car, YOUNG turned and ran east through the alley.

I walked to WELLS and I yelled at YOUNG to stop

and return. YOUNG appeared to be extremely intoxi-
cated; he turned around and ran back towards me.

I asked WELLS what had happened; he did not answer.
Officer Brown had arrived at the scene and YOUNG
and WELLS were facing each other again. I heard
WELLS say to YOUNG: "Okay, if you want to fight,
let's go!" Then WELLS took a karate-type stance,
as if he were preparing for a fight. 1 stepped in
hbetween both men, drew my baton, and ordered YOUNG
to the rear of a parked vehicle about five feet
away. Because YOUNG was extremely intoxicated, I
arrested him for being drunk in public. I handcuffed
him and put him in the back seat of my police car.
WELLS was also extremely intoxicated. At my re-
quest, Officer Brown arrested him and put him in
Officer Black's police car, and then into Officer
Green's, )

///
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While YOUNG and WELLS were facing each other, I had
. seen their faces. I saw a small cut below WELLS'
:ight eye; it appeared tlat YOUNG might have struck
"him. T had information from the man who told me
'of the fight that both men had been fighting.

YOUNG had a reddening mark undexr one of his eyes;
apparently WELLS had struck him. While I was talking,
I quke to LIBBY PINK.

I asked LIBEBY PINK if she had seen what had hap-
pened. . She said, "no," and that she wasn't going
to say anything. I asked her for identification.
; She said she had none and would not answer any
,/ questions. She appeared to be young, so I asked
{ . for identification and asked her age. She said
Lot she had driven there and would give no further infor-
. mation, other than her home phone number. I called
) AL PINK, who said that LIBBY was 16 years old, and
that he thought she was at a movie. I detained
LIBBY PINK for curfew violation.

I drove LIBBY PINK to the police department and put
her in a juvenile detention room. I then phoned
her father and told him what had happened. I re-
leased LIBBY to him, and completed a juvenile
centact report.

Bothfsuspects\involved in the fight were taken to
the city police department where they were released
to the custody of the jailer. I took no further

action.

R I

“Neither I rior any other officer was involved in any
kind of altercation with WELLS or YOUNG in the alley.

*The best way to compare the two samples above is
to look at each sentence of the criginal report,
then look at that same sentence in SAMPLE REPORT 2,
To make this comparison easier, I've used the same
paragraph divisions.
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APPENDIX C

CONTENT CHECKLIST

When you file an arrest or crime report, remember that it
serves different purpoOses--for the detectives who will eon-
tinue the investigation; for the prosecutor (who can't
usually call and discuss the case before deciding whether to
issue a complaint and whom to subpena): for the defense,
who will use it to try to get a charge reduced in negotia-
tions, or to impeach you or other prosecution witnesses at
trail; for the judge or jury when the repo¥t is in evidence:;
for you yourself, when attempting to refresh your recollec-
tion for trail; and for the department, when someone complains
or files a lawsuit.

As appropriate to the particular kind of case, check your
reports for the following:

*ELEMENTS OF THE OFFENSE

Obviously, you'll have to be familiar with the elements

of each crime. 1If you're in doubt, read the section and
ask your supervisor. If you fail to include the facts
which show a necessary element, and if that missing element
can't reasonably be inferred, the DA may be unable to issue
a complaint. ’

As an example, refer back to SAMPLE REPORT 1. Bearing in
mind that the arrest was for PC 647(f), look closely to

see what the officer said to support the charge. You will
discover that the report shows the suspects were in public;
however, the only statements to show intoxication were the
officer's declarations of opinion that the men were both
"extremely intoxicated." Although you may state your opinion
about drunkeness, you should include your observations to
support that opinion: demeanor, speech, gait, etc.

*PENALTY-ENHANCING CIRCUMSTANCES

ff

If the particular crime can be punished more severely under
specified conditions (e.g., armed with deadly weapon, in the
night, against a peace officer, etc.), be sure to include
the facts which will support the increased penalty, whenever
present. Don't wait to bring them out on trail--they must
be alleged at the time the complaint is filed.

3
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*PROBABLE CAUSE FOR STOP/DETENTION/ARREST

As you know, even an obviously~guilty felon can get a free
crime if we have serious problems here. GO INTO THE GREATEST
POSSIBLE DETAIL ANYTIME YOU REPORT FACTS ABOQUT A SEARCH AND
SEIZURE ISSUE.

I\

Instead of simply saying: "I stopped the car for a traffic e

violation," say: "I stopprped the car because LUCAS made a
right turn from a lane rarked ‘'Left Turn Only' going from

northbound First onto eastbound Cherokee." (Hopefully,

even if you develop a major felony arrest from the carstop,
you will still issue the traffic citation; otherwise, some
judges may believe the traffic violation was fabricated to
supply P.C. after the arrest.)

The cases hold that you must bhe able to state "articulable
facts? to show your P.C., each step of the way. Mention
every observation, any report you had, any radio dispatch,
any bulletin ycu'd seen, and any prior experience which
contributed to your suspicions about the arrestee. And
don't be general and conclusionary. Instead of saying:
"It was a high crime area," say: "The area for a radius
of approximately % mile from the scene of the arrest had
experienced 21 burglaries, 2 armed robberies, and 8 cases
of malicious mischief within the past 12 weeks, making it
one of the highest crime dreas in the city. Most of the
crimes had occurred at night."

When discussing "furtive movements," "suspicious actions,"
and people or cars which "fit the description,” get specific,
and spare no detail! Who made the furtive movement? What
dird he do? How? Where? When? What.made it "furtive?"...
Hoy” did he fit the description? What was it? Where did you
get it? What was similar? How?

I have seen many reports with too little information on
probable cause: I have never seen one with too much.

l
*BASIS FOR SEARCH AND SEIZURE OF THE PERSON/VEHICLE
*BASIS FOR ENTRY INTO PRIVATE DWELLING

Unless your reporxt shows that you took evidence on authority
of a search warrant, include all facts which show your legal
basis: consent, incident to lawful arrest, contraband in
plain view, imminent destruction of evidence, crime in pro-
gress, exigent circumstances, etc. Again, be as specific and
detailed as pessible. If two or more bases exist, cover them
all completely. .

o
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*“MIRANDA" ADVISEMENT AND WAIVER .

Unbelievable as it may be, police reports occasionally
contain details of an interview and full admissions, with-
cut saying a word about advisement and waiver! Your
discussion of these topics should show where and when the
advisement occurred, who was present, what representations
were made, the absence of threats and promises, your
method of explaining suspect's rights, and his method of
acknowledgment and waiver.

Instead of making a statement that "He understood and waived
his rights," write down what he did and said: "When I asked
if he understood, he said, 'I've heard 'em a dozen times...
I probably know 'em better than you do...I know all that
stuff. Ask me anything you want to...I ain't got nothing

to hide, and I don't need no stupid lawyer, neither!'"

Particularly if your suspect is young, intoxicated, emotion-
ally upset, or interviewed soon after a trauma or serious
crime, you must anticipate that even after an admission, he
may claim there was no intelligent waiver. Be sure your
report contains every detail of your advigement and waiver.

*STATEMENTS BY SUSPECTS

Do not say: "The suspect admitted to the crime:" use his
words: "LARSON said, 'I run up behind her and grabbed her
purse before she knew what happened. Then she started
yellin' and everything, so I jumped on my Moped and split.'"

Report everything the suspect says in explanation of his
actions: if it is inculpatory, it may be admissible as a
spontaneous utterance, an operable fact, etc., even without

an advisement and waiver; if it is exculpatory, it is probably
hastily~fabricated and can be exposed at trial more easily
than a story contrived between booking and trial. Don't

make the mistake of including only the inculpatory statements--
sometimes a blurted-out excuse or alibi can do as much to
convict a criminal as an admission,.

*STATEMENTS BY WITNESSES

These fall into two categories and should be viewed some-
what differently. If the witness seems friendly to the
suspect, report his exact words, in detail, whenever possible,
His statements may be used to impeach him at trial if his
testimony is inconsistent with them.
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For all other witﬁesses, including the victim, be cautious
about reporting direct quotes and minute details of their
statehents. At trial, you will not_be able to testify as
to wh#t a witness told you (hearsay), except for limited
purposes, such as impeachment. If your report shows the
victim said something that conflicts with his testimony,
you may be called as a defense witness to prove that a
prosecution witness made a "prior inconsistent statement.
Therefore, you should be very sure you are correctly at-
tributing a precise detail to the right witness-=-double
check it with the witness before leaving the scene, and

be sure your notes are clear.

When reporting from memory, don't guess at. which of
several witnesses made a particular comment, and don't
put something down just because you think that's what the
witness meant. Your recitation of witnesses' statements
must be accurate.

*SUSPECT'S DEMEANOR

- In cases of serious crimes where it is reasonable to antie-

cipate that the suspect may advance a defense of ."diminished
capacity," you should carefully record your observations

"of his demeanor. You may note, for example, that he d4id not

show any signs of intoxication, that he gave you a detailed
statement of everything that happened, that he knew where he
was, what time and day it was, and what he had been doing, or
that he made statements or asked questions (specify what they
were) which tend to show his awareness of the situation.

*CLIFF-HANGERS

Perhaps nothing is more frustrating to those who read your
reports than to be given enough facts to show an issue or

a question, and then be left hanging, wondering about the

resolution.

For instance, if your report describes a crime occurring
in January, with a known suspect, and an arrest in July,
with no mention of the reasons for the 6-month delay in
making the arrest, readers can only guess and wonder. The
defense attorney in such a case would file a motion to
dismiss for lack of speedy trial, and the prosecutor would
be on the defensive, without sufficient information to
respond. In cases of delayed arrests, your rgports should
show what efforts you made to effect an early arrest, and
:hy these efforts were unsuccessful.

20
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In cases involving scientific analysis, be sure to include
the results in your report, or attach a copy of the criminal-
list's yreport to vours, if available. Before submitting
reports: to the DA for complaints, check to be sure you are
forwarding all the reports needed for a full account of what
happened.

*As you write each report, keep in mind the different
purposes it serves for the various people who use it .
From their points of view, check it to insure that it will
communicate accurately and completely.
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APPENDIX D

WHEN YOU TESTIFY...

*Come prepared. If possible, you should:

*Review your report.

*BEring a copy with you...it may be permissible
to refresh your recolleetion from it.

*Review any documents or items of evidence

you are ordered to bring to court. Be sure
you can identify them, if necessary.

*"If appropriate, revisit the scene, and be
prepared to draw diagrams.

*Let the. court know if--and why--you are going to be
delayed in arriving.

*Seek out the prosecutor ahead of time and review your

testimony with him. Be sure to mention any unusual facts
about the case.

*You take the stand as a witness, not as an .advocate.
Therefore:

*Don't try to help the DA.

*Don't try to hinder the defense attorney.
If the jury gets the idea you are anxious to answer the
DA's questions and reluctant to answer the defense, they
may think you're trying to hide something.

*Don't beat around the hush, and don't disguise your answer
in a lot of police doubletalk-~do not refer to yourself
in the third person ("this officer").

*If you are pertain about an answer, sound like it. Be
forthright and firm.

*If you are not certain of an answer, make that clear:
"I'm not sure, but I believe it was blue."

*If you don't recall, just say, "I don't remember."

*Tf you do not kr.ow an answer, say, "L don't know." Do
noi, start guessing and then be forced to back down and
admit you were guessing. The jury will wonder how much
of your total testimony was guesswork.

- *Do not argue with anyone. Be equally courteous to both
the DA and defense attorney.

|
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*Speak clearly and loudly enough to be heard.

*When an objection is made, stop talking and wait for the
judge to rule. If the objection is overruled, you will
be allowed to answer; if it is sustained, wait for the
next question,

*Try not to hecome annoyed by repeated defense objections.
It is the DA's job, not yours, to find a way to bring out
the evidence.

*If an objection or a motion to strike is aimed at your
answer, it will often be for one of 2 reasons: (1) your
reply was unresponsive; or (2) you stated a conclusion,
rather than an observation.

EXAMPLES

(1) Q: Did the defendant say anything?
A: He didn't have to. (unresponsive)
*A. No. (OK)
(If you can, answer yes-or-no questions "yes," or "no,"
and wait for the next question.) :

Q: Where were you at that time?
A: I was worried about my partner. (unresponsive)
*A: I wags just inside the back door. (OK)

Most unresponsive answers are given because the witness

is anticipating the attorney's line of questioning--~don't
do this. Be patient, and confine your answer to the scope
of the question. The attorney can then keep the questions
and answers in a logical, orderly sequence.

(2) Q: Why did you approach from the south?

A: Because he couldn't see me that way. (conclusionary)

*A: Because he was facing north, and I
didn't want him to see me. (OK)
©: What did the defendant do then?

23

A: He got mad and decided to fight. (conclusionary)

*A: He clenched both his fists, put his left
fist a few inches in front of his face,
and pulled his right fist back alongside
his right shoulder. (OX)

In general, avoid offering your conclusions about someone's
abilities or mental state, unless you are specifically asked.
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*If you are the victim, the arresting offlicer, or the
inveatigator, nobody really expects you to be unbiased.
They do expect you to be fair and completely honest.
Every answer you give, and your demeanoy on the stand,
should demonstrate that you are fair and honest.

.*When you are excused, leave the courtrcom (unless requested
to remain). Do not display an inordinate interest in the
outcome of the trial.

*puring recesses, and after the trial, do not discuss the
case in places where jurors might be present. Conduct
yourself at all times around the courthouse as if every
civilian you see might be on the jury.

I

-l ON G5 O B G5 OF S0 G5 U5 65 OR G 0 oW 05 U W W



AR
AL AT
-

Y



izz3

p o

> Pugorilg Suliord

PP

=313

T Ceies

LR S PR S S

patsss

EE

=

q;;' 15 Y
%ﬁg 33

B, R LA

&
S




*
i

g

Y
D

BRI

dillar

W el R

g

e
L

iy
R

WA

s

i

G

Sty o
o
i

i
>

e 42

% gt

i
oy
i

2 v
e :
y e
e

L ST
o st
v

i)
s

iy

ot i
TR
/i il

el Bk

E:
Ma e Tl, 7

S

Kl
3

o

B I élv:“‘ew

‘ h’;.’(,’“/"‘”’ ‘«,;i/,ﬁ/lf'/' "7/"}‘1..', P rﬂ’//,},",-’,‘;/.
il "7//‘ il
i P /7? i ;

I il 4 i
W f

Vi b
iy

e
b
:,%%;:’ 4
i
I
A

]
s
;

il
s B
i o ,4/"%72

. / f;%vqff'[hy_v

sl ,;2““,, a

g b

i/

resger )
Al

et Y Ay
e

opontt 2

i, ¥

§ ety
AR
L

1 oy IR

s e
", ol
i,

o
i
/g

iy

i




¥
9
£

>
=2
2=3
SZ3
325
= =
E
3
MMGW
Um%
ISZ2
Y ==
J =
] =z
o |
[’
1,
-4 =
N_ 3
=)
- =
2
0\ [
L a E—
] s
el 3
— - E
ﬂu
.Lm
-
- =
Z
=] =
- =
“ =
=
» =
e [ g
— =
>
-
=
- >
~— F-4
=
5

TRAINING BY ASSIGNMENT

SPECIAL TRAINING

TRAINING BY ASSIGNMENT

rddendun & 2I




CHAPTER III. CASE SCREENING

e

One of the latest tools to be introduced into the manage-
ment ¢f criminal investigations is case screening. Based
upon experience and research efforts, an increasing number
of police executives are looking at case screening as a
means by which they can maximize the effectiveness of their
investigative and uniformed personnel, a critical need in

the light of the fiscal constraints most municipalities face.

What is case screening? Simply stated, it is a mechanism
that will facilitate making a decision concerning the con-
tinuation of an investigation based upon the existence of
sufficient solvability factors during the initial investiga-

tion.

Solvability factors are those elements of information regard-
ing a crime which have in the past proven to be important in
determining the likelihood of solving a crime. Case screen-
ing is designed to provide sufficient information about a

case at the earliest possible time in the investigative
process to permit a decision with respect to the desirability
of continuing to invest investigative resources in the case.
The outcome will be either early suspension of unpromising
cases or a follow-up investigation of the reported crime. The
proper use of the screening procedure enables the police exec-
utive to exercise control over the expenditure and kind of in-
vestigative effort to be made. ‘

In short, the police executive will be able to determine

whether the facts available warrant investing investigative
resources in the particular case.

3.1
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Is case screening a new concept? The ‘answer is an absolute

. NO! Police agencies have always screened cases in one manner

or another. However, the screening process in the past has
usually occurred as a result of individual detective's action
on an informal basis. BEach detective has traditionally taken

© the cases assigned to him or her and sorted them into two

dategories: (1) those which are worth pursuing because  in-
formation and leads are alive and likely to lead to solution
and (2) those which will never be solved on the basisg of in-
formation available (and on the hasis of experience gained
in attempting to track down similar cases in the past).

The establishment of a formal case screening system can bring.
about a major and critical improvement over an informal system.
It takes the~éecision-making authority for investigation of
reported crimes out of the hands of individual detectives

and places it in the hands of management--where it properiy
belongs. The police executive cannot manage and control

the investigative process workload unless he monitors the
commitment of investigative resources and then makes criti-
cal déterminations concerning allocation of resources.

Recent studies suggest that a management decision to estab-
lish case screening and implement early case-suspension
will result in a reduced number of cases referred to detec-
tives. In the absence of such a system of screening and
early suspension, a considerable amount of investigative
#ime and energy is wasted by detectives in unproductive
follow-up activities. An inherent danger is that by allow-
ing individual detectives to control their own workloads,
there is a natural tendency to exaggerate the volume of ef-
fort required. When more manageable detective caseloads are
achieved, investigators will be able to concentrate their

3.2 .




efforts on solvable cases, which should lead to more pro-
secutions through more thorough case prepération.

Another obvious advantage of case screening to the police
administrator is the opportunity to review investigative
performance on the basis of realistic (and actual) investi-
gative workloads.

There are a number of other lbenefits to be realized by in-
troducing a formal case-screening system. ' For example,
according to a report published by the Police Foundation on
the experience in Rochester, New York, 'prior to the intro-
duction of a case-screening system, patrol officers had
little motivation to conduct a "good preliminary investi-
gation."

This was attributed to a number of factors. Primarily, it
was due to the officers' realization that their work would
be passed on to detectives, who would probably criticize
and unquestionably duplicate the work. With the constant
repetition of this process the patrol officers tended to
produce preliminary investigative reports in a perfunctory
manner, since the entire matter was perceived as a nuisance
and a burden. At the same time, the patrol officers had
never been given clear or definitive guidance on conducting

a preliminary investigation.

As a result of working more closely with investigative per-
sonnel, and the development of new procedures, officers be-
came more inclined to conduct thorough preliminary investi-
gations. 1In essence, the purpose of the preliminary investi-

gation became the hunt for solvability factors. At the

conclusion of the initial investigation, each case was screened
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on the basis of the existence of solvability factors and
certain other exceptional criteria, and a decision was
made on whether the crime would be investigated further.

The experience in the Rochester Police Department suggests
that case scre2ning can result in improved morale as well
as in better quality. By concentrating follow-up investi-
gations on the more promising cases, the police will have
a greater capability to uncover new information which will
lead to greater success in making arrests.
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CASE SCREENING

A,

PRIOR TO MCI APPROACH

Prior to implementation of the MCI system there was no
formal case screening process. All cases were for-
warded to the Investigations Bureau for some type of
follow-up contact or 1nvestlgation.

As stated in the MCI component theory, each investiga-
tor received the cases assigned to him and processed
the cases informally. Those cases which preéented
leads which might lead to successful case closure were
pursued as soon as possible. The cases which presented
little chance of closure were allowed to die a natural

‘death. Each investigator used his own decision criteria

rather than a single standard measgure. .

Supervisors had a difficult task iﬂ”determining the
true case load of an investigator based upon investi-
gatlve effort. Ghe decision-making authority for in-
vestigation of reported crimes was in the hands of the
individual investigator instead of management.

THE MCI CONSIDERATIONS

There were two known major approaches to developing case
screening criteria.

The first approach involves the development of a listing of
unweighted criteria for the screening of cases, and the
second establishes a listing of weighted criteria.

3.5
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: "e);pnweighted ceée‘Screening Aggroachf

~Inherent in the "unweighted screening“ approach are two

" basic methods for establishing the criteria. They can

be established by a unilateral determination by a police
executive or by the task force of experieneed investi-
gative personnel without the benefit of an in-depth
statistical analysis of how casés have been solved in’
the pest. i
The Rochester Unwe_ghtea Case Screening_Approach--In
Rocnester, New York a departmental task force designed
and field-tested a case screening system using experi-
ﬁeﬁlal solvability factors. After considerable testing,
the department became convinced that the most productlve
initial investigation by the uniformed officer involved
a search for solvability factors which could lead to an
early decision to suspend a case. A new form was de-
‘veloped which permitt=d the patrol officers to search
for solvability factors and decide whether early sus-

pension was sappropriate.

The . Case“ﬁgalysie Approach—-Other departments through-
out the country have developed simllar programs to use
solvability factors in determlnlng the toutcome of

initial investigations. They have derived case screen- -

rules, in part, from an analysis of cases which have
been successfdlly solved. 1In effect, the agencies have

. 9learned from their successes and failures.

Weighted Case-Screening Approach--The weighted case-
screening methodologies vary from the nonstatistically

- derived system of Multnomah County, Oregon, to the

statistically derived system of Oakland, California.
i ' o o = g
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_An analysis of the two decision models shows that/there is ,
‘a similarity between variables and their relative weights o
/in contributing to caso clearance.
Qwitness or victim provides the most useful information

leading to case clearance. Cne difference which should be ‘noted

)

s}

¢}

In both models, a

between the two models is the dominance of vehicle informa- "
tion in the robbery decision model as the next-most-impoxtant
information element. ’

It appears clear,

[ “a
PARNY

Qmégardless of the method used, that there
.are certain critical pieces of information needed if a case

is to be solved through investigative activities. The'
practical experlence of police agencies and efforts by re-
soarchers ‘suggest that the following items of infcormation
appear to be vital to successful conclusion of an investiga-

tion.

1.

5.
6.
7.

Witness to the crime

Suspect named

Suspect known

h Suspect described

Suspect identified
Suspect preyiously seen
Vehicle ideﬁtiﬁied‘
Traceabio progortyﬁiﬁ"ﬁ

=

il b -
Significant M. O,

o
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o 3
Limited oppbrtunity for anyone other than the
suspect to have committed the crime

de

11. Signifiéant evidence

12, Lapse of time between crime and initial investi-
K _ gation less than one hour.

At

&

&

3.8




THE MCI APPROACH

1. Development of a Case Screening Model

Staff meetings were held to discuss the different
approaches and to select the design to be utilized by

the Santa Monica Police Department.

The "Weighted Case Screening Approach" appeared to pose
some initial problems as each category of crime classi-
fication would have to be evaluated and a decision
model with different values applied. In addition the
screening process was to commence as soon as possible
with the use of the o0ld crime report form. All cases
would initially be screeﬁed by the Investigations
Bureau screening officer and he would have to tabulate
the points for the solvability factors in each case be-
fore arriving at a decision as to whether to proceed
with an investigation or not. This would introduce a

significant delay during this critical decision period.

The "Unweighted Case Screening Approach" appeared to
offer the easiest decision criteria based simply upon
solvability factors and was a model which could be
introduced rather quickly. This selection was all the
more expeditious when it is realized that both decision
models utilized similar critical pieces of information

when forming their determination factor.

Once it was decided to use the "unweighted Case Screen-
ing Approach" a determination had to be made on the
value of each solvability factor to solving the individ-
ual case. It was decided that during the initial
training phase a two column decision review would be

3.9




beneficial. A case screening check list of
"Rochester's Solvability Factors" was used. These,
plus a couple of Santa Monica's decision points, repre-
sented the decision determination. The decision
criteria was listed in one numbered column. In the
other two columns were the categories of "Investigation
Required"” and "Investigation Possible." "Investigation
Required" would always require some type of follow-up

investigation. "Investigation Possible" may or may not

be followed up. (See addendum 3A).

The separation of decision was based upon how much in-
formation was available in the noted factor. An
example is, "Can suspect be described?" If a descrip-
is listed as "male, about 5'10" in height", that de-
scription would be of little value in a county with a
population of 7 million persons.

The check list also served as a training tool to sup-
plement verbal training and so that personnel

involved could be trained on the philosophy of case
screening on a case by case review. This training tool
worked very well to establish uniformity between the
MCI staff, case coordinator, supervisors, and investi-
gators in reaching the same understanding of solvabi-
lity factors and case screening criteria. The form was
utilized until the implementation of our revised crime

report.

Questions are often asked regarding the handling of
cases which were not assigned for active follow-up
investigation., This topic will be discussed in
Chapter 4.

3.10




Case-Screening Mechanism

It has been stated that Case Screening is more than
case review, it is a formal mechanism for making a de-
cision on whether or not to continue an investigation.
Case Screening should result in a supervisory review,
verification, and approvgl of the continuation or non-
continuation of an investigation.

It was decided that the screening process should begin

at the earliest level possible. This was made possible
by placing the solvability factors on the crime report

and listing them so that they could readily be reviewed
for decision purposes. (see addendum 2C)

The case screening review and recommendation was im-
plemented at three (3) decision levels. The first re-
view is made by the reporting officer, the second by

the approving report supervisor, and the third by the
Investigations Bureau screening officer. Each level of
decision has the opportunity to make a recommendation
based upon their observation, training and expertise.
Each level has a specific area to mark his recommenda-
tion. This practice also serves as a training device
to enhance the individual philosophy of "case screening"

and "solvability factors" through officer feed back.

There is an informal fourth level of case screening
which is conducted by the Investigations Bureau super-
visor as the reports pass from the case coordinator to
the investigator. Should a particular case be such
that it might be either assigned or non-assigned, the
case coordinator would discuss the matter with the




section supervisor. This process is so well coordinated
that it is rare that supervisor does not concur with
the decision of the case coordinator.

Case screening decision philosphy comes only to the
department after extensive training and constant feed-
back. Without this type of on-going process the depart-
ment may well revert back to many individual philoso-
phies.

The Investigations Bureau has set forth a procedure to
insure that the principles of case screening continue

as originally implemented. 1In addition to reviewing
the individual crime reports for assignment determina-
tion, the Case Coordinator examines the report by in-
dividual segments and as a whole. Any report deficien-
cies are noted and the information returned to the
Operations Bureau on a "Deficiency Report" form. The
procedure acts as a training tool to improve the initial
investigation and reporting thereof. (see addendum 3B).
This procedure has resulted in generally better pre-
pared crime reports than before the implementation of

the procedure.

Case Coordinator

The Case Coordinator position is one of utmost
importance in maintaining the highest level of achieve-
ment. It was decided that this position would be best
served by utilizing an experienced investigator. For-
tunately most departments have one or two investigators
who meet the requirements for this important position.
Some of those traits are:
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a) Excellent judgement and decision making ability.

b) Up=-to-date knowledge concerning all phases of
police investigator techniques and information.

c) Stability and flexibility.

d) Good communication ability.:

e) Mutual respect by command and line personnel.

Due to the quasi-supervisory responsibilities this
position was designated an "agent" position with addi-
tional financial compensation.

As the investigator's hours are staggerd, starting
times at either 8:00 A.M. or 9:00 A.M., the Case

Screening Officer commences reviewing the previous
day's or weekend's crime reports at 7:00 A.M. This

review serves a twofold purpose:

a) Screen cases to identify investigation status, as

follows:

l) Those cases having solvability factors
sufficient to warrant inveétigation for
felony or misdemeanor prosecution.

2) Those cases to be reclassified for misdemeanor
prosecution,

3) Unfounded reports.

4) Those cases lacking sufficient solvability
factors to warrant any investigation.

b) Serve as a training adjutant.
In order to insure continuity, a second officer has been

trained as a replacement in case of vacation or illness.
All supervisors are also familiar with the decision process

3.13




and paper flow and would be able to assume case screening
responsibility should both officers be unavailable.
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OBSERVATIONS

After selection and training of the case screening
officer, a control group was started to test the screen-
ing process and the officers involved. The Crimes Against
Property Section (Burglary Unit) was selected as the
control group. This choice was made as burglary is a
major problem in Santa Monica and the unit was reduced

by 50% of its personnel (four officers to two). The con-
trol period was for '6 weeks, November 8 through December
17, 1976. During this period the number of cases to be
investigated was reduced by 73%. If the original equa-
tion was 4 officers dividing 100% of the total cases then
each officer received 25% of the total. During the con-
trol period the 2 officers divided 27% of the total cases
or 13.5% for each officer. The extra time provided by
this reduced caseload allowed for a more complete inves-
tigation of those showing solvability factors.

On January 1, 1977 case screening commenced for the
entire Investigations Bureau. As a result of case
screening approximately 71% of all Part I crimes (lar-
ceny-theft excluded) are screened away from active
follow-up investigation. (see addendum 3C for example)
At the same time we have observed our total reported
Part I crime clearances (larceny-theft excluded) in-
crease from 18% in 1976 to 24% in 1977. With reference
to all reported Part I crimes, the clearances increased
from 18% to 20%. The significance of these figures will
be discussed more completely in the Conclusions Chapter.

Case Screening has led to a reduction in the number of

unproductive cases that are followed up and with in-
creased success in those cases which are investigated.
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CHAPTER III ADDENDA

CASE SCREENING CHECK LIST
DEFICIENCY REPORT SLIP

CASE SCREENING MONTHLY SUMMARY




INVESTIGATIONS EUREAU
CASE SCREENING CHECK LIST

DECISION CRITERIA INV, REQUIRED INV. POSSIBLE

1) Suspect
a) Suspect in custody?

b) Suspect named?

¢) Can suspect be located?

d) Can suspect he identified?
e) Can suspect be described?

2) “vehicle

a) Vehicle license no. known?
b) Can vehicle be located?

¢) Can vehicle be identified?
d) Can vehicle be described?

3) Proverty

a) Can property be located?
) Was there a major Prop. loss?

c) Can property be ideatified?
d) Are serial numbers known?
e) Is stolen property traceakle?

4) Injury
a) Was there a major injury?

b) Was victim a child or
rape victim?

5) Crime scene

a) Was there significant
physical evidence?

b) Was there a significant !1.0.7?

6) Decision

a) Is there a significant reason
to believe that the crime may
be solved with a reasonable
amount of investigative time?

Case Screeninj Officer Supervisor Review

Smpd. 11/76
Addendum # 3A



DEFICIENCY REPORT

DATE:

-‘TO: OPERATIONS BUREAU
TE I SERVICES B

FROM: INVESTIGATIONS BUREAU CSO

SUBJECT: SPELLING

WRONG CLASSIFICATION

FACE SHEET INCOMPLETE

REFER TO

OTHER (SEE COMMENTS)

ACTION REQUIRED

ADDENDUM ¢ 3B



- CITY OF
CALIFORNIA
DEPARTMENT OF POLICE
GEORGE P. TIELSCH ‘
Chief of Palice 1685 Main Street, Santa Monica, Calitornia 90401 (213) 395-9931
CASE_SCREENING x TIME FRAME 213-243  {AUGUST}

TOTAL REPORTS RECEIVED BY INVESTIGATIONS BUREAU 1123
TOTAL SCREENED TYPE 1 57.9~% b4y
TOTAL SCREENED TYPES 2-§ 4e .1z 4k
PART 1 CRIMES ONLY {LARCENY-THEFT EXCEPTED}
TOTAL SCREENED 3ae
TOTAL SCREENED TYPE ) ?).5% OF PART 1 CRIMES 273
TOTAL SCREENED TYPES 2-5 28.5% OF PART 1 CRIMES 109

CRIME - PART 1 {LARCENY-THEFT EXCEPTED}

1
-
HOMICIDE/MANSLAUGHTER
RAPE/ASSAULT TO COMMIT RAPE x5
ROBBERY | 15
ASSAULT {NON-SIMPLE} 13
BURGLARY ' 12k
GRAND THEFT AUTG 1Y
TOTAL 273

* ALL S TYPE 1 SCREENINGS WERE ASSAULTS TO COMMIT RAPE.

~ ADDENDUM # 3C

SCREENING TYPES
GO

e
-
e
?
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1

Y )
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NOT RAPE.
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CHAPTER IV. = MANAGEMENT &F THE CONTINUIN? INVESTIGATION S

Once the preliminary (initial) iﬁvestigation of the re-
ported crime has been completed by the uniformed officer,
the case is most often referred to the specialized Criminal
Investigation Division for continuation of the investiga-

»tion. The number and category of crimes referred will be

determined by departmental policies governing the case
screening process.

Although the cases referred for continuing investigation
are supposed to be received and processed under a well-
structured management procedure, this ordinarily does not
happen. More typically, the assignment, the investigation,
and the decisions about case continuation are made by the
individual investigator without management input.

In many agencies the person who gets the referred case for
investigation will be the one who was on duty at the time
of referral or the one who was aSSignéd to receive those
cases referred during a particular period of the day. The
assignment thus is dictated by chance rather than according
to sound management principles.

Upon receiving the 6omplaint, the investigator decides the
course of investigative action. He/she will informally
screen all the cases assigned to him/her or accumulated
during his/her "watch" and decide which ones are worth ;
serious pursuit. Generally, the actions taken and reports
prepared will be kept in the inﬁestigat;}*s*peréonal file,
which remains inaccessible to all others. Supervisors and
other mariagers are kept vaguely informed concerning the
progress of a case. As a consequence of this procesé,

the investigator generally determihes his/her own workload

4.1




Jvie%edmfrom the management perspective, it nevertheless con-
, forms with the facts.;

o

o . . @

A review ‘of the avallable literature largely confirms the ab-
‘ sence in police departments 6f a management system for assmgn-
,"ing, coordlnating, directing, monltoring, and evaluating the
overall investigative effort.

The lack of mane:%rlal control over the. continuing investiga-
tlon process undoubtedly leads to many shortcomlngs, such as in-
equitable caseloads, improper assignment of cases, incorrect
epriority dec151ons, lateness of investigator response, and lack.
« of 1nvestlgative continuity. Unquestlonably, the absence. of b
managerlal direction in this vital act1v1ty has contributed 1n‘
some degree to the dismal performance of 1nvest19at1ve efforts

on reported crime in most departments.

Police admln :strators have 1ncreasxngly regognlzed the necessity
for establlshing a management system for the continuing investi-
gation process. " In 1973, the National Advisory Commission on
‘Crimlnallpustlce Standards and Goals recommended that:
‘“Evervapciice agency should establish quality control procedures
" to insureﬁthat every reported'crime receives the investigation
it werrants. . Thesé procedures should include:

. 7
1. A follow-up report of each open investigation

i

every 10 days and command approval of every
continuance of an investigation past 30“days;

M 9

N

Constant inspection and review of individual

4.2
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team and unit criminal investigation reports and
investigator activity summaries; and

3. In individual team and unit performance measures
based at least on arrests and dispositions, crimes
cleared, property recovered and caseload."

While it may not be 'clear how much improvement can be achieved
by establishing”a management system in the continuing investi-
gation process, it seems reasonable to assume that some improve-
ment is likely in comparison with the non-managed process. And
even if there is little or no improvement, the manager will at
least be able to make intelligent decisions about resource al-
locations and alternative "courses of action.

In establishing the!management system for continuing investiga-
tions, the overall goal should be to increase the number of case
investigations of serious crimes that are cleared by prosecutable
arrests of the criminals responsible for these - crimes.

Objectives of a managed‘iﬁvestigation process could include:
1, Assigning case investigations more effectively.

2. Improving on the quality of case investigatioh .
and preparation.

3. _Monitoring the progress of case investigation
and making decisions about continuation.

4, Evaluating results on the basis of investigative

outcomes.

The supervisor of the investigative unit, as is the case for all
managers, should be held accountable for achieving stated goals

o
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and objectives through the effort of his/her team. The super-
visor must: ' a

i 1. Organize the unit.

! 2. Establish work schedules and deploy resources.
f - N 3. Determine effective and economical assignment
| ” policies. ' '

4. Organize workloads.

5. Assign cases on equitable and skills basis.

6. Makg)decisions about "exceptional" investments
of time to certain cases.

7. Coordinate and direct the unit's investigative
efforts. ‘

8. Develop required records to facilitate direction,
monitoring, and evaluation of efforts.

9. éﬁpervise personnel on a continuous basis.
10.. Evaluate performance.
11. Train and develop investigators.
12. Promote a rapport with internal and external units
that affect the ability of the unit to meet its

~goal.

Other management activities may also be called for. However, the
above listing should be a good starting point.

4.4
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. PRIOR 70 MeI aPPRONCH

R Prior to implementing a systems approaeh 1<uthin the Investi
Ve ‘ gations Bureau,’ the investxgatn.on of each case was ba.s:.cally‘
in the hands of the individual invest:.gator. o PRI ? g

0 o
7

'I The cases were rece;ved and dlstrlbuted by the receptlonlst S
directly to the detall responsible for that partlcular type ’
.‘l » of offense. Should the detail have geographical responsi- .
| - bilities then the officer responsible for that section .5 o
; . would receive the- case. Cases were not screened by a super-
' vxsor prlor to the investigator receiving the report. - :
'I Supervisors were aware of the daily case investigetions by
1. Reading the reports in preparation for the daily N
I squad meeting. . | o
2. Reading the repeorts whlle rev1ew1ng for "Vlctlms ’;‘ '
' . of Violent Crimes" information. ; ) TR .
3. Attending squad meetings and hearing an outllne
of the important daily crimes.
l 4. Hearing of a case through the "grapevine."

The organizational structure was such that supervisors re-
ceiving ‘follow-up reports frequently knew little of the
content of the or:.ginal report for the majority of the re-

A

ports they signed.

Investigators completed the type of investigation on each
case that they were capable of or felt that should vbemade.
Supervisors rarely were involved in individual cases or .
requested additional :.nvest:.gatlongafter readlng the fol-

l 1ow-up report. o : e

bl
=~

Vi

Invest:.gators were requ:.red to write a follow-up report on
each assigned case. The only control mechanism was a
master ‘log book kept at the :ecept:.om.sj:'_s desk. BT

i~




A

the case load of each person or:

o .
il
v

. " : X . . n . ’ . . ‘, .
How many cases were assigned/carried.

How long the casés were active. ‘ :

fphét‘kind~of‘cases they had. ~

What their clearance rate was. . o - .

1
§
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THE MCI APPROACH

A task force was formed in order to discuss the current
investigative process, determine what changes should be
made, what information was desired, how the information
should be gathered and what controls should be established.

1. Past Investigative Process and Changes

The investigative process was discussed in Section B,
"Prior to the MCI Approach". It was found that manage-
ment was exercising little control over the investiga-
tive process and had little information by which to
make positive changes. On examining material which
was available it was decided to implement as many
information gathering measures as possible without
burdening the investigator with numerous time con-
suming reports to the point of counterproductivity.

2. Information Desired

Numerous types of information were desirable in order
to ascertain what activities were taking place within
the Investigations Bureau. It was decided that the
following information would be of value:

a) Types of offenses,

b) Dates-reported, assigned, cleared/suspended,
c) Case Screening decisions,

d) Reclassifications,

e) Investigating officer,

£f) Investigating unit,

qg) Units making the arrests,

h) Were I. D. techniéians used,

i) Was there any lab analysis performed,
3) Was there physical evidence present,



k) Was the suspect an adult or juvenile,

1) Property information - c¢laimed, revalued,
recovered, |

m) Property released after case disposed,

n) Type of clearance or case disposition,

o) When and how the arrest was made.

Information Gathering Source

In order to accumulate the desired information, some
document had to be designed which would serve this
purpose. A Case Management form was designed which
could serve several purposes.

a) It could be a quick manual reference and,
b) It could be used to process the information for
the monitoring component.

Our initial format was designed to be placed on a data
processing size card. As a control test the informa-
tion was placed on 8" x 11" paper as it was less
expensive than key punch cards. Our investigators
later requested that we continue the 8" x 11" sheets
as they were more functional and allowed for notes at
the bottom of the sheet. This request was honored

and key punch cards were not implemented.

The test control period was most satisfactory and as
of January 1, 1977, the Case Management form was
implemented for the entire Investigations Bureau.
Personnel adapted to the use of the form without any
major problem. Any errors which occurred were minor

-and returned to the investigator by his supervisor

or MCI personnel for correction and retraining. The
time required by the investigator to complete the
form is minimal and the form has been well received.
(See Addendum 4A)
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Based upon the initial success of the Case Management
form it was revised and expanded in its use. Revisions
were made in order that the form could more readily be
utilized by the data processing personnel, to serve

as an investigative supplementary report for the

cases which would not be presented for prosecution
and to meet the needs of the Records Division personnel.
This procedure has saved the investigator's time by
eliminating the need to prepare another supplemental
report and is meeting the needs of the other users

as well.” (See addendum 4B & 4C).

Controls, Monitoring

When the Case Screening Officer refers a case for in-
vestigation he records information from the case onto
a case management sheet. The case management sheet
and reports pass to the receptionist at the desk who
logs the information in the Master Log bock (by DR
number) and forwards the information to the MCI staff.
The clerk then types the information as to investi-
gating officer unit, plus available information onto
the data processing format. The case management sheet
and reports are then forwarded to the supervisor in
charge of the investigator who will be conducting the
investigation. Upon review of the investigation the
supervisor may make any comments concerning the in-
vestigation to be made and will then forward the
information to the concerned investigator.

Although it may appear that the handling of the case

by so many people creates a barrier to a speedy investi-
gation start, the processing is done very quickly and
little time is lost. Several things are achieved in
the control area by this processing method.

4.9




a)

b)

c)

d)

The report is screened prior to investigation

to ascertain that there are sufficient solvability
factors to warrant a follow-up investigation. The
first control is being established in telling the
investigator what type of case we desire that he
investigate.

The receptionist logs the information into a
master DR log book which serves as a cross
reference in case someone, victim or officer,
desires to locate a case.

The MCI clerk logs the case information so that
the first monitoring step may be taken. The

most specific in this instance is the Open Case
File report. By entering the information prior

to the officer receiving, we are able to establish
that the case was received, assigned, and how long
it remains open. The second control has been
established in telling the investigator how long
we want him to keep a particular case open and
active.

The supervisor reviewing the case established that
he is aware of all the cases which are being for-
warded to a unit and to a particular investigator.
He is therefore aware of the case load and the
type of investigation necessary in each investi-
gation. During the course of the investigation
the supervisor makes periodic inquiries as to
whether he can assist the investigator. The

Open Case report is printed every 10 days. On
receipt of the report the supervisor discusses
each case which is older than ten days, and makes
a decision to either suspend the case or allow
the investigator to keep the case open for another
ten days. Upon completion of the case by the




investigator the case once again (along with

all follow-up reports) goes back to the super-
visor for review. At this point the supervisor
reviews the total case and either agrees that

the investigation is as complete as possible or
makes recommendations and sends the case back to
investigator. Upon completion of the case, either
by clearance or suspension, the case management
sheet with additional data is returned to the MCI
clerk where the form is again processed. From
this source document various reports are printed
and forwarded to the supervisors so that they
may be aware of the investigative efforts of
their investigators. Types of reports are dis-
cussed in the Monitoring chapter.

In the past, investigators have structured their desks
to suit their own personal preference. While that
served the purpose of the individual, it did not serve
the purpose of the Bureau. Policy has now been set
forth that states that each investigator's desk will
be organized in a prescribed manner. (See addendum 4P).
This procedure was instituted in order that a super-
visor or another investigator could quickly ascertain
information pertaining to any given case in the as-
signed investigator's absence. The procedure has not
caused any great inconvenience to the individual in-
vestigator, and has helped to create order and effi-

ciency.

Controls, Forms

Several forms, in addition to the Case Management
sheet, were initiated in order to assist the investi-
gator in completing as thorough an investigétion as

possible.
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a)

b)

Investigator's Check List

This form serves as a cover sheet to his case
folder. (See addendum 4F) The sheet contains
information concerning the victim, suspect,
court, follow-up reports, teletypes, source
checks, contacts and miscellaneous comments.
The sheet is particularly valuable to newer
investigators and for those cases which are
somewhat complex.

Case Information Desirable for Prosecution

This sheet is based upon the study presented in
the Rand Report. (see addendum 4G) The form

is a two page instrument which asks questions
concerning interviews, offense, suspect, victim/
witnesses, and the arrest. The form was utilized
for a six week period with the District Attorney's
Office in order to ascertain if they felt that

it was beneficial to their prosecution. At the
conclusion of the test period they agreed that

the form was good but not necessary for their
prosecution. Staff then made a decision that in
order to complete a thorough investigation, investi-
gators should continue to utilize the form. The
form is prepared on every case which will be pre-
sented to the District Attorney's Office for
felony consideration. The information is kept

in the investigator's case folder and is not part
of the District Attorney folder. The form also
serves as a training tool for newer investigators.

Additional forms were implemented which serve the investi-

gator by allowing him the freedom to send correspondence

by mail instead of having to place numerous telephone calls.
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The written correspondence may be handled by clerical
personnel rather than sworn officers thus giving them
more time for their actual investigative efforts in-

stead of performing details which could be handled by

other persons. Some of these are:

a) Suspect restitution letter (addendum 4K).
b) Traffic accident letter, adult (addendum 43i).

c) Traffic accident letter, juvenile (addendum 4M).

d) Information needed postcard (addendum 4N)
e) Victim's information postcard (addendum 40).

Citizen Information Bulletins for the Crime Victim

The department has initiated two form letters which

it utilizes o notify crime victims that the police
department is in receipt of their case and what action
is being taken. This program recognizes the studies
which state that victims are concerned about their
individual cases and desire information as to the
investigative proccess. The letters are very much a
part of ocur case screening process and our desire to
work with the citizens of our community.

There are two bulletins which are different only in
color and in the wording of the first two paragraphs.
The "blue" bulletin advises the victim that an in-
vestigator has been assigned to his case, the investi-
gator's name and telephone number, and the case number.
The "green" bulletin advises the victim that the case
has been reviewed by Investigations Bureau personnel
and that the case is "Open, but Inactive" pending re-
ceipt of additional information. The bulletin gives
the case number and the telephone number of the Case
Coordinator should the victim desire further informa-

tion.



Bsth bulletins state that the victim will not be
personally contacted by the Investigations Bureau un-
less we need further information or we have solved
the case. The bulletins also list the various things
that are done in each case where that type of action
would be appropriate.

The bulletin also lists the citizen's responsibilities
and gives points to consider for their protection.

It lists other services performed by the police de~
partment; and should people desire information per-
taining to security, they may contact our Crime Pre-
vention Unit for additional information and service.

The bulletins are sent to all victims of felony or
Part 1 crimes (petty theft excepted), and considera-
tion is being given to expanding the bulletins to
include all types of offenses.

This program has been well received by the community,
and no complaints have been réceived. In addition, it
is one more way to reduce the need for investigators
to make foliow-up contacts with all victims, and yet
to communicate and be able to receive additional in-

formation concerning a case should any be forthcoming.
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OBSERVATIONS

The Investigations Bureau has proceeded from a point
where the individual investigators were basically setting
their own standards and management had little control or
information on which to measure its resources and make
positive changes to a position where management now has
established standards, exercises controls and makes
positive changes.

Some of the realized benefits are:

1. Better case assignments.

2. Improved quality of investigative effort.

3. Supervision of case progress.

4. More intelligent use of reiources.

5. Review of decisions to continue'investigations.
6. Evaluation of results.

The individual investigator appears to be taking more
pride in his work and is achieving better results. 1In
addition, the liaison with the community and cthe prose-
cutors is better than ever.
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CHAPTER IV ADDENDA

CASE MANAGEMENT FORM, ORIGINAL

CASE MANAGEMENT FORM, REVISED (PRESENT)
CASE MANAGEMENT fORM INSTRUCTIONS
CASE,MANAGEMENT CODE SHEET

CASE MANAGEMENT GUIDE SHEET
INVESTIGATOR'S CHECK LIST

CASE INFORMATION DESIRABLE FOR PROSECUTION
CITIZEN'S INFORMATION BULLETIN, BLUE
CITIZFN'S INFORMATION BULLETIN, GREEN
CITIZEN'S INFORMATION BULLETIN, GOLD
SUSPECT RESTITUTION LETTER

TRAFFIC ACCIDENT LETTER, ADULT

TRAFFIC ACCIDENT LETTER, JUVENILE
INFORMATION NEEDED POST CARD

VICTIM'S INFORMATION POST CARD

DESK ORGANIZATION MEMO



8. INVESTIGATIVE UNIT: ED
(See Coda Shest) -

9. mvssnwxm OFFICER: ED]

(See Code Sheet)

3. DATE OF REPORT l
4. CASE SCREENING
1. Action pending
2. Referred for investigation
3. Unfounded

111
2. orFENSE HENERIEEE ) D:l
HpERR

11. I.D. TEGINICIAN
12, LAB. ANALYSIS
13. PHYSICAL EVIDENCE

6.

17. Pl

18.

Oome \
Dz Juvenile

Chinadval\n

(TTTTT]
"Nale changed to

HERERE

14. CASE CIEAMED BY:

|' (I 1T 1T [T

1. Arrest
2. Exception
3. Unfounded

6. DATE ASSIGNED: L l

7. DATE CLEARED-SUSPENDED

(See Code Sheet)
1]

——
CASE MGT.

——
10/76

20.

. VALUE PROPERTY REQOVERED

NERERE

DATE PROPERTY RELEASED

HEgERE

2]. USE DATE
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SANTA MONICA POLICE DEPARTMENT

INSTRUCTIONS FOR CASE MANAGEMENT FORM

PurEose

The purpose of the Case Management form is to be able to identify
various aspects of the investigative function. It has long been
realized that the investigator performs many important tasks. How-
ever, the difficulty of the assignment has never been able to be
measured. In order to be able to effectively and efficiently
measure the investigative functions, several items must be identi-
fied. This system therefore will attempt to identify areas into
what type of offenses are being investigated by the Investigations
Bureau personnel, the length of time from date of report to the
date of assignment, the length of time from date of assignment to
date cleared/suspended, how the reports are cleared and the final
disposition of the case as it flows to the Prosecution Management
form. 1In addition, the Case Management System has been arranged

so that it will serve a dual purpose. Information contained on
this form may be utilized to more accurately complete the necessary
information required by the Federal Bureau of Investigation as well
as identify the investigative role.

The form has been placed on yellow colored paper in order to dis-
tinguish it from other forms. The form will be placed on the in-
dividual investigator's desk so that he and/or a supervisor will
be able to ascertain at any given time the number and state of in-
vestigation of any individual case.

Not only is this information necessary to fulfill the requirement

of the Criminal Investigation Field Test but is'also highly desirable

in order to identify what is occurring within the Investigations
Bureau in order to have a solid basis for any changes.

The Form

Crime reports are received by the Case Screening Officer. He will
review the contents of ths report and determine if the case should
be assigned to an investigstor for active investigation or to an
action pending status. If & case is designated for active investi-
gation, a {ase Management sheet will be prepared. If a case is not
assigned, a Case Management sheet will not be made.

The revised form was designed to match the OCR format to make the
transfer of information easier and with fewer errors. It has also
been designed to serve as an investigator's follow-up report for
cases which will not be filed by a prosecuting agency and to meet
the Record Division's need for information.
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Case Screening Decision

The C.S.0. is making his case screening decision based upon the
solvability factors located on the crime report, the recommenda-
tion by Operation's personnel, and additional information concern-
ing the case which he may possess.

Completing the Form

All entries made on the form by the C.S.0. will be in red pencil.
All entries made by the investigator will be in standard dark lead
pencil. The color difference designates information to the MCI
clerk. The red pencil material is entered originally before the
form goes to the investigator. The dark pencil is entered later
and reduces the amount of items to be entered, thereby saving time.
The pencil is also used so that erasures may be made when necessary.

1. D. R. No.
The first part of the box is for the year. Use the last two
digits of the year. Example: 1977 = 77
The last part of the box is for the D. R. # assigned to the
report. Use five digits. Example: 05942

2. D. R. bate

The D. R. Date is the date the crime was reported to the

Police Department. (Crime Report Box #7). The first part of
the box is for the year. Use the last two digits of the year.
Example: 1977 = 77. The last part of the box is for the
Julian date. Use all three digits. Example: March 11, 1977 =
070. Julian dates are located on the lower left page corner
of your desk calendar.

3. New Case

This box is checked "x" when the case is originally received
and entered. The case will almost always be marked by the CSO.

4. Data Update

This box is checked with a dark lead pencil whenever an investi-
gator desired to reopen a closed case, add additional informa-
tion not already entered, or change information originally
entered. If the Case Management form will not be used as a
supplemental report, you need only mark the data update box,
list the DR number, and enter the new information. If the form
will be used as a supplemental report, you must additionally add
the victim's name and the offense.

5. Victim's Name
\

The victim's name will be placed in this box. Use the victim's
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last name first. Example: Doe, John.

If there are two victims, you may combine them by using both
last names. Example: Jones & Smith.

If the offense does not involve a victim but only a statute
violation such as H & X or 647-F, cross out the word "victim"
and write in the suspect's name.

Offense

In the first part of the box write the violation in the numbers
of the offense by penal code, vehicle code, or code which re-
flects the offense. Example: Burglary = 459. The second
part of the box is used only for Part 1 violations. This box
provides information necessary for the FBI report. Check your
code sheet for the proper listing. Example: Burglary with
"forcible entry" = 51.

The biank box following Box 6 is not assigned, and should be
left blank.

Date of Report

This box is a duplicate information gathering point and re-
cords the same information as Box 2. As it serves no addi-
tional value, it is left blank.

Case Screening

The CSO will circle the appropriate designation. #1 -"Action
Pending” will be an office review process and not assigned to
an investigator due to limited solvability factors. Should
additional information be forthcoming at a later date, the
case could be redesignated. #2 "Refer for Investigation"
classification is assigned to an investigator for a follow-up.
#3 "Unfounded" is utilized when there are no elements of an
offense present. #4 "To Prosecution" is circled when all of
the information is present and sent to the prosecutor. An
investigator may use this item when he sends a complaint to
the City Attorney for consideration and the complaint results
may not be known for some time. #5 "Other Agency" may be
used when the case is forwarded from our agency to another for
disposition.

Reclassified To ‘

Should the offense be reclassified either by the Case Screen-
ing Officer or from additional information by the investigator,
the reclassification will be placed in this box. Information
in Number 9 would supersede the information in Number 6 as the
correct offense for the computer information. The boxes are
completed as stated in Box 6.




10.

11.

12.

13.

14.

15,

16.

17.

18.

Date Assigned

This box is used for the date the case is assigned to an in-
vestigator. The instructions for completing are the same as
listed in Box 2.

Date Cleared - Suspended

This box is used to record the date the case was either
cleared (solved) or suspended (open but inactive status).
The instructions for completing are the same as listed in
Box 2.

The investigative unit will be identified by the code sheet.
Example: 06 would indicate crime/property. This will be the
investigative unit which handles the case.

Investigating officer

The investigative officer's serial number will be placed in
this area. The printouts will transfer the officer's serial
number into the officer's name. If there is more than one
officer handling, the primary officer's number should be used.

Who Made Arrest

This box is used if an arrest was made in connection with this
offense. The unit responsible will be identified by code number
Information is provided on the code sheet. Example would be
Number 13, Patrol Division; or Number 09, Major Crimes Section.
1f two units make an arrest together, the unit which performed
the primary investigation leading to that arrest would be placed
in this box.

I. D. Technician

Ifan identification technician is involved in this case, the
box would be checked.

Lab Analysis

If any material or evidence is sent to the lab for analysis,
‘this box would be checked.

Physical Evidence

If any physical evidence is booked into property, this box
will be checked.

Case Cleared By

If the case is cleared, one of the three types would be circled.

’
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If investigators are uncertain as to the definitions, check
Page 44 of the FBI, UCR book. Briefly -~

#1 "Arrest", suspect must be arrested, charged with com-
mission of the offense and turned over to the Court for
prosecution.

#2 "Exception", establish the identity of the offender;
have enough information to support an arrest, charge, and
then turning over to the court; know the exact location
of the offender; and there is some reason outside Police
Control that stops you from arresting, charging, and
prosecuting the offender. Our one exception to this is
when we have filed a complaint and received a warrant of
arrest.

#3 "Unfounded" - investigation reveals that there are no
criminal elements in the stated offense.

To clear a juvenile case by arrest a petition must be filed.
C & R and referrals are exceptional clearances.

19. Type of Clearance

A code number will always be placed in this box. There are
basically four major sections which may be considered. They are:

1) Cleared by Arrest - where the arrest is made at the time
of the offense.
a) Bl - all suspects arrested
b) 82 - some suspects remain unarrested

2) Cleared by Arrest - where the arrest is made at a later
time after the offense. List the one or two best reasons
why the suspect was arrested.

a) 83 - Positive I. D.

b) 84 - Physical evidence

c) 85 - Confession

d) 86 - Possession of stolen property
e) 87 - Similar M. O.

f) 88 - Other

3) Cleared without an arrest

a) 89 Victim refuses to prosecute
b) 90 Died, held in other jurisdiction, other reasons
c) 91 - A warrant of arrest has been issued

4) Suspended - Case not cleared
a) 99 - Suspended

20. Adult or Juvenile




21.

22.

23.

24.

- -
This box is to indicate the age category of the suspect.
#1, Adult should be indicated if all the suspects are
adults or if there is a combination of persons over and
under the age of 18. #2, Juvenile should be indicated if
all the suspects are under the age of 18.
Property: Claimed Value

This box will list the dollar value of the claimed property
loss. Only dollars will be logged, no cents.

Property Value Change.

This box will list any property value change due to re-
valued loss. Dollars only, no cents.

Property Value Recovered.

This box will list the value of property recovered.

Date property Released.

This box will record the date that a property release
form was forwarded to the Property Custodian. Cleared
and suspended cases should be dated so that property may
be released when it serves no further use to the police
department.

Invalid Box

This box is to be used only by the MCI clerk, and serves
to cancel an OCR typed form.

File Copy Info

The two boxes give the officer the choice to utilize this
form as a supplemental report if the report will not be
used in a prosecution matter. If he desires to use the
lower portion of the sheet for his report and have the

copy attached to the original report in the Record Division,
he checks the "yes" box. If he does not desire to use the
sheet as a supplemental report, he will check the "no" box.

Follow Up Date

This line will record the date the follow up (supplemental)
report is submitted, if the officer desires the case to be
used in such a capacity.

Supervisor

This line will be used by the investigator's supervisor to
note that he has seen and approved the Jnfarmatlon contained
therein.
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Narrative

Lined space is provided for the officer to record his
information. The first line should be used for suspect
names.

Record Division Information

The seven boxes at the bottom of the page provide informa-
tion necessary to the Record Division. If any of these
items are relative to the case, then the concerned box
should be checked. If there is no new information, then
the last box, "no change", should be checked.




MURDER

RAPE

ROBBERY

ASSAULT

BURGLARY

LARCENY

THEFT

AUTO
THEFT

ITEMS 6 & 9

INVESTIGATION CASE MANAGEMENT CODES

ITEMS 12 & 14

ITEM 19

TYPE OF CLEARANCE

CLEARED BY ON SCENE ARREST

81 Ail perpetrators arrested
82 Some perpetrattors remain
unarrested.

CLEARED BY FOLLOW UP ARREST

83 Positive I.D.

84 Physical Evidence

85 Confession

86 Possesssion of stolen property
87 Similar M.O.

88 Other Means

CLEARED W/0O ARRESY

89 Victim refuses to prosecute
90 Other, died, held in other
jurisdeiction, etc.

11 Murder & Nonegligent INVESTIGATIVE UNIT ?
manslaughter WHO MADE ARREST ?
12 Manslaughter by
negligence 01 1Intelligence
02 Narcotics
21 Rape by force 03 Vice
22 Attempts to commit 04 South Bay
forcible rape 05 Crimes/Persons
06 Crimes/Property
31 Firearm 07 Forgery
32 Knife or cutting 08 Auto Theft
instrument 09 Major Crimes
33 Other dangerous weapon 10 Warrants
34 sStrongarm (hands, 11 Juvenile
fists, feet etc.) 12 Special Assignment
13 Patrol
41 TFirearm 14 Other Agency
42 Knife or cutting 15 fTraffic
instrument 16 Citizen
43 Other dangerous weapon 17 Pros. Liaison
44 Hands, fist, feet, etc. 18 C.s.0.
aggravated injury
45 Other assaults-simple
not aggravated
PROS . MANAGEMENT CODES
51 Forcible entry
52 Unlawful entry-no force 01 Lack of corpus
53 Attempted forcible 02 Lack of probable cause
entry 03 1Interest of justice
04 Victims unavailable/
60 Except motor vehicle declines to prosecute
theft 05 Witness unavailable
06 Illegal search &
71 Autos seizure
72 Trucks & buses 07 Combined w/other county
73 Other vehicles 08 Referred to City Atty.

09 Other - Indicate reason
10 17b4

WARRANT ISSUED FOR ARREST

91 Arrest Warrant

CASE SUSPENDED PENDING INFORMATION

99 Case suspended




ARREST CODE TYPE REQUI REMENTS 1 213 j4]5 {6 9 {10 |11 2 |13 14 115 |16 (17 | 18| 19}20 R1 (22 P3 |24

181 Petitioned or to prosecution, all x x Ix 1 x |x ptl x |1 x xiI Opgiondl= |1 Bl |1 optiiondl ppt
AT suspects arrested at time of offense
1 B2 Petitioned or to prosecution, some x % {x |1 |x Ix >, sbpt! x |1 x | x|1T |optiondl~ |1 B2 jI |Optliondl ppt.
SCENE suspects still not arrested {
2 81 Not petitioned or prosecuted , all X X Ix I x |x bpt{ x |1 X x|I Opfliondi— |2 Bl |1 Optiondl ppt.
ARREST suspects arrested (ie Couns. & Released)
2 82 Not petitioned or prosecuted, some X x [x 1 x [x B 5ppt.| x (I x x {1 Optilongl~ (2 B2 (I Optlondl Bpt.
suspects still not arrested I
2 83 Follow-Up Arrest by Positive I.D. x |x [x |[I ® Ix op{x 1I Ix |x | I joptliionall— }2 831 1 [Optional- |Opt
FOLLOW !
2 84 Follow-Up Arrest by Physical Evidence x {x {x {I |x {x opt{ x I {x {x { I [Optionafll— [2 84 | 1 loptionall- |opt
2 85 Follow-Up Arrest by Confession , x x % I x |x optix |I Ix |x I {Optjonaf— [2 85 | I pPptionall- {Opt
| up
2 86 Follow-Up Arrest by Possession of x | x |x I |x [x optlx |I fx |x |I Opt}onak- 2 |86 {1 pptionajl— {Opt
Stolen Property
2 87 Follow-Up Arrest by Similar M.O. x | x |x JI |x Ix optlx |I Ix {x |I |optlonal- R 87 | I pptionajl-— [Opt
ARREST
2 88 Follow-Up Arrest , cleared by means X x |x I X |x opt| x I |x X I [Optjonal-. P 88 |1 pptipna}-. Opt
other than those listed above
2 89 victim refuses to prosecute only x | x |x I [x |x dpt x |I Ik [Ix ptionaj-- |2 [89 |Ooplt dfonal
2 90 No arrest made, case cleared (ie died, x | x |x I |x |x optjx |I Ik |x ptional— |2 {90 jO pjt ijop a il
RO released to parents, other)
g; 291 Warrant issued or pending, no arrest ye x | x |[x I x |x opt]x I Ix x ptional— [2 [P1 [0 p{t o a |t
3 90 Case is unfounded by investigator x | x |x |1 X |x optix {I I Ix ptional— |3 ]P0
ARREST -
4 99 o Case suspended by investigator X ) x Ix I 1 x [x optix I kX |x ptional— |4 P9 jo pjt ijlo a )
4 Bl1-88| OTHER May be uses in rare circumstances when | x | » |x I |x |x opt|x |I & Ix ptilonalw |4 Bl-

. an arrest is made related to the case,

but the arrest does not. clear the case.
(ie the original 459 suspect is still
outstanding and somenone else is
arrested for 496 P.C. or the wrong
suspect is arrested

B8 i1 Optfongl opt}

Y = Not to be filled out
x = should already be filled out during screening
if not filled out, complete as needed
I = To be filled out by investigator

12-2-77, Mahoney



Victim's Name (Last, Firsi) Crime DR’
& [victin's Address Res. CRA I FBIF ' CITH g
g Date & Time Occurred Location gz:;rred Other I.D.#s Priors T
Last, First) Booking #
RS INVESTIGATOR'S CHECK LIST
Address TELETYPES SOURCE CHECKS
Descent DOB Height |Weight Hair Eyes CIiI SMPD Records/Wants
§ Physical Oddities FBI Pawns
% uspect Vehicle Stored Rel. Date AWWS F.I.s
Oper. Lic. Soc. Sec. ## NCIC Crime Logs
Date & Time Arrested Location Arrested AWDI MO. Check/Maps
Charge Arrested By h DMV Veh. 10-29 Mug Photos
Filing/Who Charge Date NDispo DMV Veh. 10-28 Known Offenders
Arraigned Date Court Division Bail " DMV Veh. to Suspect Parole
E lPrelim Date Court Division Dispo DMV Lic. Phy. Data Probation
8 Juv. Dispo Court Division Dispo DOJ Firearms Other Depts.
Trial Date Court Dept. DOJ Stolen Articles ID/Prints Photos
é Follow up Rpt./Date Made DOJ Other ID Tech. Reports
% I APB CONTACTS
é Investigator TT Other - Visit Crime Scene
TT Canceled Contact Victim
g Misc./Daily Bulletin Contact Witness/es
g Property Held Interrogate Suspect/s
8 Property Reviewed Informants
§ _I Property Released Line-up on suspects
=

i
|
{
|
i
i




CASE INFORMATION DESIRABLE FOR PROSECUTION

INTERVIEWS

1.

Victim, initial report

2. Victim, follow up report
3. Witness, initial report
4. Witness, follow up report
5. Suspect, initial report
6. Suspect, follow up report
OFFENSE
7. 1Is there a verbatim report of the offense?
8. Is there a verbatim report of the force used?
9. What was the physical harm to the victim?
10. 1Is there a detailed description of the property taken?
11. What waz the method of suspects escape?
12, what type of vehicle was used by suspect?
13. What type of weapon was used by suspect?
14. If gun was used, was it loaded?
15. If gun was used, when was it acquired?
16. Where is the location of the weapon now?
SUSPECT
17. Was S under the influence of alcohol or drugs?
18. What are the details of S's defense?
19. What is S's economic status?
20. Was S advised of constitutional rights?
21. If xultiple suspects, what is their relationship?
22. Is there evidence of prior offenses by Susp.?
23. 1Is there evidence of Susp. motives?
24, 1Is there evidence of past psychiatric treatment of Susp.?
25, What is susp. parole or probation status?
26. Does Susp. have an alcohol of drug abuse history?
27. Where is Susp. employed?
28. Does susp. have a history of violence?
VICTIM/WITNESSES
#9. What is the relationship between S and V ?
i0. what is the credibility of the witness?
31. Can the Wit. make a contribution to the case prosecution?
32, Were mug shots shown to Vic. or Wit.?

3

'.Ii4:

Was a line-up conducted?
--h--

If shown, are the procedures and results adequately described?

YES

NO | DNA

COMMENTS

|




35.
36.
37.
38.
39.
40.
41.

ARREST

42.
43.
44.
45.

Lo
YES NO DNA

If conducted, are the procedures and results adequately described?
Was an effort made to lift fingerprints at the scene?

If made, were usable fingerprints obtained?

Were photos taken at the crime scene?

Is the exact location from where the photos and prints taken given?
Did Vvic. verify his statements in the crime report?

Did vic. have improper motives in reporting the offense?

COMMENTS

What was the legal basis for search and seizure?

How was the location of evidence learned?

How was the location of Susp. learned?

How was the arrest of Susp. made?

ADDITIONAL COMMENTS:




OPERATION IDENTIFICATION

The Santa Monica Police Department has avail-
able to you, on a free one week loan, electric
engraving tools. We urge you to take advantage
of this service, and etch ycur driver’s license
number or California |D on valuables. The
problem of ownership identity of stolen goods
is widespread. Unidentifiable property is cen-
tinually being recovered by police departments
throughout the state. Without identifiable
rnarkings, most of these valuables cannot be re-
turned to the victim/owner. Remember, Oper-
ation identification can help YOU get your
stolen articles back. Take advantage of this
program by contacting the Crime Prevention
Division of the Santa Monica Police Depart-
ment, 395-9931, Extension 284.

SMPD FORM # 358 (9-77)

HOME OR BUSINESS SECURITY

Expert security advice can be yours at no
cost. Just call and make an appointment
with our Crime Prevention Unit. We will
conduct a home or business security
survey and advise you on ways to make
your property less vulnerable to crimc.
No method is foolproof, but most
buildings have littie deterrence for even
a casual criminal.

You are in no way obligated to buy ex-
pensive devices, but may choose or pass
any or all of the suggestions made. There
are many things that you can do that
cost you nothing. Remember, our in-
terests are your interests, and through
mutual aid we can defeat the intruder.

For information contact...

SANTA MONICA POLICE DEPARTMENT
CRIME PREVENTION
DIVISION
395-9931 Ext. 284

GEORGE P. TIELSCH
Chief of Police

Sa“nta Monica

Police Department

INFORMATION
BULLETIN

for the

CRIME VICTIM
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INFORMATION FOR A
CRIME VICTIM

Dear

The report that you recently filed with
the Santa Monica Police Department has
been assigned to Detective
Your case has
been asslgned a report number, DR#

. If you wish to inquire about

your case, please call 395-9931, ext

, Menday thru Friday, between the
hours of 9:30 am and 4:00 pm. If you do
not find him in, leave a message and he
will return your call if desired.

Remember that your case is only one of
many assigned to the investigating of-
ficer. It is important to him and he will
give your case as much consideration
as possible. Please be advised that cer-
tain things will be done in each case but
that you will not be personally contacted
by the investigating officer unless he
needs further information or has solved
your case.

AN

e All serial numbered items will be
" entered into a state wide computer.

~ « Very valuable item will also be en-

tered into a National computer. This
applies to stolen articles of over
$5,000 value or coupled with more sei-
ious crimes such as murder, rape &
Federal violations.

¢ Teletypes will be sent out to other
agencies where the items stolen, or
the suspects, if known, can be iden-
tified.

fome”

Local pawn records are checked daily.

Teletypes from other agencies are
checked daily.

Similar cases are coordinated with
other areas of our city as well as other
agencies.

Fingerprints of known criminails using
the same methods that were used in
your case will be checked.

Arrests of criminals made by Santa
Monica, or other agencies, will be
closely checked to see if they could
be responsible for your offense. Their
fingerprints will be checked, where
applicable.

Property held by this department or
other departments will be closely
checked in an effort to return it to the
legal owner. ~

YOU HAVE A
RESPONSIBILITY TO...

Make every effort to obtain any
serial numbers of agticles stolen.

Keep the investigating officer ad-
vised of any information you may
learn that will be of assistance to
the investigation.

Make sure that you list all stolen
items in your report as accurately
as possible so that officers of this

_agency or any other police agency

receiving our teletypes will have
the best . possible description of
your property.

e If the return of your property, or

prosecution of the offender are
important to you, you must keep
your police department notified
of any change of address you make.
We can not return your property or
prosecute the offender without you.

OTHER POINTS TO CONSIDER

¢ Take measures to make yourself, your
house, apartment, or store, more
secure against intruders. Consider
marking your valuable items with your
driver’s license number, Social Sec-
urity number or other suitable num-
bers for positive indentification if
stolen. ‘

¢ Record serial # of items and keep them
in a safe place.

¢ Place valuable items such as jewelry
in a safe deposit box.

Keep in mind that your police depart-
ment will make every effort to locate
your property and/or arrest the offender,
but officers must rely on you to supply
the most accurate and up-to-date in-
formation available.

Now and in the future, if you have iden-
tified a suspect or suspects in your
report, you should give your reason for
naming that person as a suspect.
Remember that in the absence of proof
there may be very little that the in-
vestigating officer can do to develop
suitable evidence to present to the court.
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OPERATION IDEN' !’ IFICATIDN

The Santa Monica Police Department has avail-
able to you, on a free one week loan, electric
engraving tools. We urge you to take advantage
of this service, and ‘etch your driver’s license
number_or California 1D on valuables. The

probléi'?a) of ownership identity of stolen goods:

is widespread. Unidentifiable property is con-
tinually being recovered by police departments
throughout the state. Without: identifiable

markings, most of these valuables cannot be re-

turned to the victim/owner. Remember, Oper-
ation identification can help YOU get your
stolen articles back. Take advantage of this
program by contacting the Crime Prevention
Divisioni of the Santa Monica Police Depart-
ment, ?95-9931, Extension 284,

SMPD FORM #35A 077) .

HOME OR BUSINESS SECURITY _

W

Expert security advice can be yours at no
cost. Just call and make an appointment
with our Crime Prevention Unit. We will

conduct a home or business security

survey and advise you on ways to make
‘'your property less vulnérable_to crime.
No method Is foolproof, but most
buildings have little deterrence for even
a casual criminal. = ,

- You'are in no way obligated to buy ex-
pensive devices, but may choose or pass
any or all of the suggestions made. There
are many things that you can do that
cost you nothing. Remember, our in-

terests are your.interests, and through |

mutual aid we can defeat the intruder.

g
R o

For information conta,{ct cen
” )
/]

SANTA MONICA POLICE DEPARTMENT
~ CRIME PREVENTION
s DIVISION. '
395-8931 Ext. 284

GEORGE P. TIELSCH
chlef of Ponpe ~

A
A Q

e T - _ ,,\'.

Santa Monica"

Police Department

INFORMATION
BULLETIN

for the

CRIME VICTIM



INFORMATION FOR. A
B_uner.An-v vicTim®

Dear

The report that you recently filed with
the Santa Monica Police Department has
been reviewed by Investigations Bureau
personnel. Officers concerned with your
type of crime have been advised and all
investigative leads have been followed.

At this point your case has been placed
in a “Open, but Inactive" status. Further
investigation willr continue upon receipt
of any- information Your case has been
assigned " a report number, DR#

——, to which you can refer in the
future should you learn additional facts
or if the police department obtains in-
formation from another source. If you
‘wish to inquire about. your case, please
call 395-9931, extension 240, Monday
thru Friday, between the hours of 9:30

- am and 4:00 pm and 4ask for the Case

= ooordinator

Your case is one of many received by the
investigations Bureau. Each case is im-
portant and we will give your case as
much consideration as possibie. Please
be advised that certain things will be
done in each case but that you will,not
be personally contacted by the In-
- vestigations Bureau unless we need fur-
ther information o( we have solved your
case.

Investigation: mcludes ’ /

* All serral numbered items will
entered into a state wide compute'
. Very valuable items will also be
“entered into a National computer.
e " This~oplies to stolen articles of over
" $5,0L0 value or coupled with more

‘serlous crimes such as murder, rape .

& Federal violauons

I ¥,

il
c.‘)

o

. Teletypee will be sent out to other
agencies where the items stolen, or
the suspects, if known, can be iden-
tified ;

* Local pawn records are checked daily.

* Teletypes from other agencies are
checked daily.

B Slmrlar cases are coordinated with

- other areas of our city as well as other
agencies. :

- Finger:"‘;rints of known criminals using

the same methods that were used in
_your case will be checked. :

* Arrests of criminals made by Sknta
Monica, or other agencies, will be
closely checkcﬂto see if they could
be responsible for your offense. Their
fingerprints will be checked, where

applicable. C s el
PP N

* Property held by this department or
other departments will be closely
checked in an effort to return it to the
legal owner:

¢ [(l .
YOU HAVE A
RESPONSIBILITY TO...

* Make every effort fo obtam any senal
numbers of articles stoien.

* Keep the investigating officer advnsed
of any information you may learn that
will be of assistance to the investiga-
tion. r

@

’ - Lk

/

* Make sure that you list all - stolen
items in your report as accurately
.28 possible so that officer of this
agency or any other police agency
receiving our teletypes will have
the best possible description of
your property.

* If the return of your property, or pro-

secution of the offender are impor-
‘tant to you, you must keep your police
department notified of any change of
address you may make. We can not
return your property or prosecute an
- offender without you.

OTHER POINTS TO CONSIDER

* Take measures to make yourself, your
house, apartment, or store, more
secuye against future attacks or in-
truders. Consider marking your val-
uable items with vour driver’s license
number, Social Security number or
other suitable numbers for positive
identification if stolen. "

* Record serial # of items and keep
~ them masafeplace

* Place valuable items such as jewelry
in a safe desposit box.

Keep in mind that your police depart-
ment will make every effort to locate
your property and/or arrest the offender,
but officers must rely on you to supply
the most accurate and up-to-date infor-
mation available.

r




OPERATION IDENTIFICATION

The Santa Monica Police Department has avail-
able to you, on a free one week loan, electric
engraving tools. We urge you to take advantage
of this service, and etch your driver’s license,
number or California ID on valuables. The
problem of ownership identity of stolen goods
is widespread. Unidentifiable property is con-
tinually being recovered by police departments
throughout the state. Without identifiable
markings, most of these valuables cannot be re-
turned to the victim/owner. Remember, Oper-
ation ‘identification can help YOU get your
stolen articles back. Take advantage of this
program by contacting the Crime Prevention
Division of the Santa Monica Police Depart-
“ment, 395-9931, Extension 284.

SMPD FORM # 35-C (9'7.",

HOME OR BUSINESS SECURITY

Expert security advice can be yours at no
cost. Just call and make an appointment
with our Crime Prevention Unit. We will
conduct a home or business security

~ survey and advise you on ways to make

your property less vulnerable to crime.
No method is foolproof, but most
buildings have little deterrence for even
a casual criminal.

You are in no way obligated to buy ex-
pensive devices, but may choose or pass
any or all of the suggestions made. There
are many things that you can do that
cost you nothing. Remember, our in-
terests are your interests, and through
mutual aid we can defeat the intruder.

For informatiun contact ...

SANTA MONICA POLICE DEPARTMENT
CRIME PREVENTION
DIVISION ‘
395-0931 Ext. 284

GEORGE P. TIELSCH
Chief of Police

Santa Monica

Police Department

INFORMATION
BULLETIN

for the

CRIME VICTIM




e'to help you collect foz any damag“s or 103; you have suffered. Listea

{

Year Make.

]

b . State

partv 4in this accident criminally. but it is e&tremely difficult to establish
Should a criminal complaint be filed by the City Prosecutor, and a
the result would be punishmernit of the defendant, but restitution for

¥
ve any questions or have further information please contact the Hit and Run
‘_at 395-9931, Extension 271. : e v

Yours truly,

'GEORGE P. TIELSCH Ly
Chief of Police '

e ° : i

. ‘ ,
By: ) o
Acc$denp.1nvestigator

i 5

< "




CITY OF
CALIFORNIA
DEPARTMENT OF POLICE
GEORGE P. TIELSCH
Chief of Police 1685 Main Street, Santa Monica, Calitornis #7401 (213) 395-9931

A crime report charging you

has been filed with this department.

Before further action is taken in this matter, I wish to
afford you an opportunity to show cause why a criminal
complaint should not be issued against you. If 1n fact you
did not intend to violate the law you are advised to

contact

within ten (10) days to make restitution.
Should you fail to make restitution within the specified

time you are instructed to contact Detective s

who has been arsigned to this investigation. He may be
reached at 395-9931, Ext. during normal business hours.
Failure to do so may result in the i1ssuance of a warrant

for your arrest, without further notice.

Form #U6-A(G) 8-T76



- CITY OF
| CALIFORNIA |
DEPARTMENT OF POLICE
GEORGE P. 'TﬁELSCH ‘
Chiet of Police 1685 Main Street, Santa Monica, Calitornia 90401 (213) 395-9931
%Rkkssék? Date

S DR #

A review of the traffic accideat report in which you were
involved indicates that you violated certain sections of the
California Vehicle Code.

A traffic citation has been filed in the Superior Court of
Santa Monica Judicial District charging you with the viola-
tion(s) listed on the copy enclosed.

You are hereby instructed to appear in the Juvenile Traffic
Court, Room 225, 1725 Main Street, Santa Monicae, on the date
and time specified on the lower portion of the attached
citation,

'Failure to appear as herein directed may result in the issu-
ance and service of a formal warrant for your arrest.
Yours truly,

GEORGE P. TIELSCH
Chief of Police

By:

Accldent Investigator

SMPN Parm #215-J (Rev. 12-76)GC

4L
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CITY OF
CALIFORNIA
DEPARTMENT OF POLICE
GEORGE P, TIELSCH
Chictof Poiee 1685 Main Street, Santa Monica, Calitornia 90401 (213) 395-9931
: Date

PR 4

A review of the traffic accident report in which you were
involved indicates that you violated certain sections of the
California Vehicle Code,

A traffic cltation has beea filed in the Municipal Court of
the Santa lMonica Judicial District charging you with the
violation (s) listed om the -copy imclosed.

You are hereby instructed to appear in the Municipal Court
Clerk's Office, Room #116, 1725 Main Street, Santa Monica,
on the date and time specified on the lower portion of the
attached citation,

Failure to appear as herein directed may result in the
issuance and service of a formal warrant for your arrest.

Yours truly,

GEORGE P, TIELSCH
Chief of Police

By:

Accident Tnvestigatot

SMPD Form #215 (Pev 12-76)
M




Date

To

Please contact

Investigative lurcau, between the hours of 2:30AM
and 4:00PM, Morday thru Friday, in repard to
Police report i _ A in which you are listed

as .

Please telephere for an appointment.,

Santa Monicé Police Dept.

1685 Main Strect GLORGL P, TILLSCH
Santa Monica, Ca. 90401 thief of Police
395-9931
Ext.

By

form #36=-A(3-77)

4N




SMPD #125 by

LOy06 eluiojied ‘ediuow ejueg

19348 ulew $891

INIW13Vd3a 30110d VIINOW VLINVS
30110d 40 43IHD

Date _.. —

DR# e e e s e st e
DEAN s e e s et Report Number

In regard to the repurt you submitted to this Department regarding

8100, o e e wesemeamamy it s TEQUEStEd “thal yOU
advise us if you have any further information regarding the amount of loss,
articles taken, serial numbzars, or suspects.

GLORGE P. TIELSCH
Chief of Police

40



A MEMORANDUM

September 23, 1977
FROM: Captain Morgan
TO: Investigations Bureau'Supervisors

SUBJECT: (Casework paperwork.

The following items may be on the top of each
Investigator's desk.

Telephone ,
Telephone index pad
Scratch pad
Scotch tape
. Calendar
3".x 5" card file "
Vertical file, containing:
The paperwork for all current
unsolved cases with case manage-
ment forms attached.
) .
The large lower desk drawer (the one which holds
file folders) shall contain:--

1.) A1l completed case files which are awaiting
- trial (in manila folders).

2.) A1l case files for "serious" crimes in
which investigation has been suspended,
and for which there is a possibility of
a future rcopening of the investigation.
(In manila folders, and may then be placed

in large envelopes.) .

cc: All Investigators:

RM:mc
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| for closar co0peration between police and‘proseck

ﬁ:WﬁS identified in 1967 by the President's Commission on Law j;:i“w
| Enforcement and the Administration of Justice. Since then, the

need to improve the linkage between the police and’ prosecutor ,
has been emphasized in other nationwide. studies. The American:‘"'
Bar Association has reported that few police departments today
maintain effective liaison with other agencies in the criminal :

:\justice system or with municipal agencies that deal with i , : ‘t‘ 'QJ

problems directly affecting the police. The- adverse results
from this lack of communicdation may be numerous. For example,
prosecutors may regularly dismiss specific types of cases on
the basis that certain investigative technigues commonly being
utilized are invalid Without informing a police administrator
of this systematic action. In the same vein, trial courts may-
consistently sustain motions to suppress evidence because of
common police practices &hey consider to be improper, but
judges will rarely report this information directly back to a
policeoadministratpr or attempt to ascertain the police policxp
on the matter. ‘In addition, staff members in a mayor's office
who are responsible for preparing legislative programs may
develop comprehensive proposals on crime control or on new
programs which' directly affect the police (e.y., new approaches
for dealing with alcoholism) without ever.soliciting ‘the views
of the police department on proposed legislation. In other
words, failures in communications between & police administra-'
tor and cther criminal justi“e agencies or among municipal
departments can result in a police department never béing in-
formed on significant issues relating to police practices,

on the quality of police investigations (e.g., by assessing

the ratio of convictions to arreots). on differences-in policy
between the prosecutor's office and the- department, or on mis- =
conceptions by the court about departmental positioins on a . sfigéffjf




;‘ ftan9e of issues. «SOme agencieé fail to adequately inform-
' themselves about police policies (e.g., the failure of a pros-

‘invéreparation for an appellate argument méy result in a badly-

accessibility of magistrates for review of warrants) .

. prosecutor. The importance of a close relationship should not

prosecutor relationship.‘ However, a more systematic, formal-

| The ultimate gbal of the relationship should be to improve the

erally helped to increase the effectiveness of the investiga-

.
\\ \

equtot,tc;obtain insights on the rationale for a police practice

reasoned judicial opinion) or ignore police needs (e.g.} in=-

ovei’ the years, the most common form of_relatibnship has been
the personal relationship between the police chief and the

be dismissed. Trust is an important part of any formal police/

ized, and institutionalized relationship is necessary if
criminal 1nvestigations are to be managed most effectively.

quality of case investigation and preparation in order to lead
to a greater number of prosecutable cases.

While some’ police agencies have maintaiped informal liaison
with prosecutors for years, these relationships have not gen-

tive process or of the prosecutor's work. It is somewhat
surprislng that a sound, formal worg;ng relationship has not
been unlversally adopted since: ‘

° The prosecutor's caseload depends on police arrest
policies and practices, and

Bl N . ¢l

The éblice department‘’s arrest performance and: effective-
ness substantially depends on the prosecutor's screening
policy and prosecutorial priorities.

bRt
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case management, monitoring, and reorganization.
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Benefits of an Improved Relationshig ) ‘ \? . ;

ii
3

-A comprehensive improvement in their relationship holds many

potential benefits for both the police and prose?utor. For
example, a formal system for obtaining feedback oan help a
police manager spot. trouble within the organizatipn on the
matter of investigative performance and evaluate the relative

qeffectiveness of units and individuals. It also can help
the police manager identify training nreds, evaluate managerial

effectiveness, and identify areas where corruptiom may exist.
Importantly, a good relationship will help officers and in- 1
vestigators improve their case preparation.° Similarly, policé\(/
feedback to the prosecutor can provide important suggestio:is
concerning operating policies, procedures, and practices, as
well as prosecutor performance. | | ” |

Most of the elements of new .approaches to managing criminal

»investigations are concerned with internal police agency opera-

tions. In any effort to improve the management of.criminal
investigations, however, consideration must be given'to the D
element of a two-way police/prosecutor relationship since this .
relationship provides the necessary external linkage between /
the police and the next stage of the criminal justice proce?%-
prosecution. The inputs generated by a meaningful police/’
prosecutor relationship will facilitate the aaseasment of
internal police policies and procedures which affect the im—
pact of the initial investigation, case screening, follow-tp,

Q@
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MCI APPROACH

The police department has always attempted to maintain
good communications with the District Attorney and City
Attorney offices. Our city shares the common problems of
other medium size agencies which are part of a very large
metropolitan area. Specifically we are impacted by the
District Attorney's decisions without being able to take

a Qery large part in the policy making'decisions. It is
is very similar to the old axiom, "a small fish in a large
pond." This is also compounded by the fact that we deal

with one office of the District Attorney whose "Head Deputy"

is subject to transfer from time to time. Although the

policy generally remains constant, it is still subject to
some interpretation and there are always personality dif-
ferences. This situation calls for constant reassessment

and starting over again with each new "Head Deputy".

In order to alleviate any difficulties, certain procedures

have been instituted. They concern themselves with feedback

and case disposition, improved quality of investigations,

and the police/prosecutor liaison.

Feedback and Case Disposipiop

A procedure is in operation where every rejected or re-
ferred case submitted to the District Attorney's Office
requires a formal written statement explaining why the
case is not accepted for prosecution., (see Addendum 5A)
This written statement is given to the officer at the time
of the complaint being considered. The officer has an
opportunity to discuss the matter further at that time if
he disagrees. The written statement is forwarded to the

supervisor of the crime unit section along with the

5.5
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officer's report and he has an opportunity to consider the

reasoning of the rejection along with all the facts which

he has present. The supervisor may either abide by the
decision or request that Fhe commander of the Investigations
Bureau contact the Head Deputy and discuss the matter further.
In the majority of instances the ruling by the Deputy Dis-
trict Attorney is accepted at the time of the filing. There
are some cases where the matter is discussed further by the
Police Commander and the Head Deputy, and on rare occasions

the case may be submitted to the District Attorney's central

office for consideration by other senior deputies.

The feedback and communication between the police depart-
ment and the prosecutor is considered very important. The
written statements force the filing deputies to consider
the case on its individual legal merits and to state legal
cause as to its rejection. This information reflects on
the presentation by the police department and acts as a
training tool by which future investigations may be im-
pp&ved. In other instances where the law gives discretion
56 the\prosecutor as to his filing procedure, the written
statement serves to notify the police agency of the policy
of that prosecutor's office.

Communications at all levels help eaéh party to understand
the problems and constraints of the other party. With
this understanding the two can attempt to help each other
rather than to consider the other his adversary.

Improved Quality of the Investigation -

The police investigator gathers all available evidence,
evaluates the facts at his disposal, makes arrests where
warranted, and presents the evidence upon which the c¢harge

is justified.




The prosecutor must then evaluate the evidence and ac~
cept or reject the case on the basis of the facts presented
to him. If he chooses to accept the case for prosecution,

" he must then prepare the case for trial and later present

the case and prove beyond a reasonable doubt that a crime

did in fact take place and that the defendant committed it.

In order to accomplish this task the prosecutor must have

a complete investigation conducted by the police depart-
ment. With this purpose in mind, several training schools
and investigative forms have been developed. All investi-
gators attend the Los Angeles Police Department three week
investigator school in addition to attending courses which
pertain to thei: special crime investigation category.

Forms were designed which are reminders to inspect, question,
and document aspects of each investigation. These were dis-
cussed in Chapter 4 (Managing the Continuing Investigation).
In addition, the prosecutor may request that a case be re-
turned for additional investigation and certain questions
answered prior to a filing disposition decision. All of
these assist the officer in performing his task as well

as possible and the prosecutor to be as prepared as pos-
sible. '

Police/Prosecutor Liaison

The Police/Prosecutor liaison is part of the on-going
communication which takes place in a formal and informal
structure.

a) Formal Structure, Prosecutor Liaison Officer

The Prosecutor Liaison Officer position was established
several years ago. Prior to that time each investigator
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would file his individual cases. This resulted in a
situation where often many of our investigators were
sitting in the waiting room, with investigators from
other agencies, waiting for a filing deputy to consider
their cases. Often most of his day was spent in accom-
plishing no other purpose than waiting. Realizing that
this was a tremendous waste of our resources we estab-
lished the Prosecutor Liaison Officer position.

Presently all investigators prepare their cases for
prosecution and submit them to their immediate super-
visor for approval. The cases are then given to the
Liaison Officer who submits all the cases. This has
freed the investigators to continue to perform in-
vestigative tasks in lieu of sitting in a room wait-
ing for an audience with a filing deputy.

The formal system of having cne officer submit re-
quests for filing in lieu of many has increased the
understanding and communication between the PLO and
the filing deputies. This exchange has led to a bet-
ter understanding of the District Attorney's policies
and of new case decisions as they appear. '

The PLO is able to relate to the investigators, super-
visors, and line personnel the District Attorney's
reasons for his actions. These are set forth in
training bulletins and squad room briefings in order
that all personnel may have the advantage of any new
information which comes forth.

In addition to the filing and training duties, the

PLO reviews all "in custodies" in order to ascertain
that their arraignment deadline is met, completes all
paper work and forms, takes all referrals to the City

Y



Attorney's Office, handles ail court paper work, makes
reference to investigators and supervisors, and handles

subpoenas.

Should the filing of charges in a complex case be dif-
ficult to understand or in case there may be numerous
questions which can only be answered by the investiga-
tor, the handling investigator would be allowed to pre-
sent his case. These instances are unidsual, however,
and nearly all of our cases are presented by the PLO
who has every bit as much success as would have been
realized had it been presented by the investigating

officer.

b) Informal Structure

Meetings are arranged between the various members of
the twe agencies as the need from one or the other
develops. There have been times when scheduled
meetings were arranged and it was found that there
were often times when no specific information was
needed to be discussed or exchanged. Therefore, this
informal structure has been arranged and meetings may
be set up whenever it is desired. This procedure be-
tween the various supervisory or management levels
appears to be satisfactory.

4. Prosecution Management Form

- A Prosecution Management form has been developed to
complement the Investigation Management information.
The Prosecution Management form is initiated by the
PLO at the time an investigator determines that suf-
ficient facts have been developed to support a felony




or misdemeanor prosecution of an identified suspect.
The PLO is assigned the responsibility of inputting
information about the case through the prosecution
phase until final disposition by the Superior or
Municipal Court, or when the case is closed out with
no prosecution. (see addendum 5RB)

The form continues where the Case Management form
leaves off. It seeks information concerning the

charge a complaint is sought for, the charge a complaint

is issued for, and the crime convicted of. It tracks
different time spans, such as date complaint sought,
date warrant issued, date of preliminary hearing,
court date, and property release date. It seeks
answers to the reasons for rejections and court dis-
positions. It serves to tell management what is
happening with the cases which it is presenting to
the court. Based upon this information, management
will then be able to make more intelligent decisions.
(see addendum 5C)

Cases are tracked in three models, 1) felony, 2)mis-
demeanor, and 3) juvenile offenses. Our program
compliments the other two sources of prosecution in-
formation (Dept. of Justice yearly disposition informa-
tion and Los Angeles County monthly PROMIS system in-
formation). Our Prosecution Management program
provides information not available in the other
systems, i. e., by individual case and also informa-
tion on all cases, not just Part 1 crimes.
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OBSERVATIONS

Although there have been few additional changes from the
"Prior to MCI Approach" to the "After MCI Approach", this
component appears to be generally meeting our needs.

As stated.earlier in this chapter, due to the size of the
local District Attorney's Office, there is little that

our department can do to change policy within that structure.
Realizing that they are a professional organization and

have many constraints, as do police agencies, we have at-~
tempted to adopt many of their policies and modify our
practices to coincide with their philosophy. Where there
are differences we are able to exchange opinions'and at-
tempt to reach a solution which is agreeable to both
parties.

We have established feedback and case disposition systems,

improved the quality of our investigations, and instituted
formal and informal police/prosecutor liaisons.
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Santa Monica Folice Department

Investigations Bureau Prosecution Management

VICTIM'S NAME A" or "N WO,
1.oRonof | | | 7. DATE PRELIM. 10. CRIME CONVICTED OF
HEREREE HEEEER
2. COMPLAINT SOUGHT FOR DA CA
[ | ] | ] [ ] 8. COURT DATE 11. DATE PROPERTY RELEASE
(Superior or Municipal) SENT TO PROP. CUST.

3. DATE COMPLAINT SOUGHT SoflﬂD[ L] HEnEEE
HEpEEE

9. COURT DISPOSITION

4. REASON FOR REJECTION 1. DISMISSED 12, JUVENILE
(See code sheet) ___] ]
2. NOT GUILTY 1. C&R
5. COMPLAINT ISSUED FOR [ 13. suILTy 2. REFERRAL
[ I l l ] ] 4. PLED GUILTY 3. PETITION
o
6. DATE WARRANT ISSUED 5. DIVERTED 4. CERT. ADULT CT
6. OTHER
HEgEEE |

oV, om
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PROSECUTION MANAGEMENT INSTRUCTIONS

Unnumbered
l. D.R. No.
2. Complaint

sought for

Date Complaint

Reason for
Rejection

Suspect (s) Name (s)

Last Name - First Name - Middle Initial

"A" or "M" Number

"A" numbers are assigned to felony

cases by the District Attorney's Office.
"M" numbers are assigned by the Municipal
Court to misdemeanor cases.

The first two digits are the calendar
year. D.R. numbers are assigned sequen-
tially commencing January. The first
number for 1978 was 7800001.

Provision is made for up to six alpha/
numeric designations. The appropriate
prosecutor block is checked.

The first set of two blocks designate

the year. The second set of three blocks
is based on the Julian Culendar. July 1,
1978, therefore was 78-183. The ap-
propriate prosecutor block is checked.

Provision is made for a twc digit code
under each of the prosecutor blocks to
identify the reason a case was rejected.
See addendum 4E for codes.
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10.

11.

Complaint
Issued For

Date Warrant
Issued

Date Prelim,

Court Date

Court Dispo-
sition

Crime Con-
victed

Date Property
Release Sent
to Prop Cust.

Provision is made for up to six alpha/
numeric designations. ‘The complaint
issued may be for the same crime as in
item 2, or it may be issued for a dif-
ferent crime. The appropriate prosecu-
tor block is checked.

This date will be filled in, if appro-
priate. See item 3 for comment.

This is the date of the preliminary
hearing. This date may change due to
continuance, failure of suspect to
appear, etc. See item 3 for comment
on Julian Calendar.

This is the trial date in the Superior
or Municipal Court and the appropriate
court is identified as S or M. This
date may change for the reason noted
in item 7. See item 3 for Julian
calendar comment.

Check appropriate block. If "other,"
note reason on bottom portion of sheet.

Provision is made for up to six alpha/
numeric designations. "

See item 3 for Julian calendar comment.
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12,

Juvenile

Check appropriate block. C & R is the
abbreviation for counseling and release
of the juvenile. Referral indicates
the juvenile has been referred to a
social welfare agency. Petition re-
fers to the petition to Probation De-
partment seeking formal court proceed-
ings.



SCREENING CRITERIA FOR MAJOR CASES

1.

Type of Crime

a)
b)

c)
d)

e)
£f)

g)

Homicide

Major Robbery Cases

1) Where weapons were used

2) Where there are substantial injuries to the
victims

3) Where large amounts of property were taken

4) Type of premises (robbed (Bank, jewelry store,
etc.)

Crimes of Violence

1) Where there is substantial inijury to the wictim

Complicated and complex criminal activity

Unique criminal conduct

A series of similar types of crimes

1) Robbery

2) Auto Theft

3) Burglary

Case involving substantial amount of narcotics

Cases involving notoriety or publicity

Types of defendant

a)

b)

c)

d)

Any defendant convicted of two (2) prior felonies
within ten (10) years

Any defendant convicted of a similar felony within
five (5) years

Any defendant convicted of a crime of violence within
five (5) years

Any defendant with a long arrest and conviction record

involving crimes of violence.

5D
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. CHAPTER VI.  THE MONITORING SYSTEM U i
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A monitoring system is essentially a Management Information

System which provides police administrators and managers with
timely and pertinent data concerning the effectiveness of ‘the
several key components of the total investigativepsystem. It
is aimed at evaluatxng a broad range of indicatersvwhich are

- eritical to nffective management within a police organlzation.

The improvement of investigative effectiveness muqt focus;on
three important. twpes of issues: organizational, productlvity,
and procedural. Findilig the best way to organize the police

' ., resources for effective criminal investigations hinges on the
. ‘answer to questlons related to centralizatxon vs. decentraliza-

tion of the 1nvestigat1ve function and generalist vs. specialist
1nvestlgat1ve assignments. How these questions are resolved

has a direct impact on the pollce agency's allocation of re-
sources.

o

The second issue is productivity. All types of city government
agencies have found it increasingly difficult to finance ade-
quate staff. In many instances, fiscal pressures on municipal
government have resulted in personnel attrition) Causing fewer
employees to be avei;abre to deal with increasing demands for "
police service. This should cause police administrators to

__focus their attention on workload‘analysis and performance

eﬁaluatibn in an effort to maximize the output of all their
personnel.

o]

N
e

t

The third issue is investigative procedure. The detectlve
"mystique" which exists in so many police agencles has made

it difficult to identify exactly what procedures an investi-
gator follows to solve a case. Recent studles have shownrthat
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mﬁqh inveggggative effort undértaken by detectives dupiicates
the efforts:éfépatrol.‘ There is a need to focus on developing
procedures of criminal investigation that are most likely to
maximize investigative outcomes: the identification of. the
offender, apprehension, and fhe presentation of prosécutable
cases which may lead to a conviction.

" There is little égreement on how best to go abod@viﬁﬁroving' e

organization, productivity, and proceduresf- 0n1§ recently has
attention been focused on them. Therefore, approaches that

.have been tried and that have met with success are not widely
»knOwn. The most successful approaches to improving investiga-

tive effectiveness are those described in earlier portions of
this manual:
O | o
1.. Enhancement of the uniformed officer's participaﬁion
in the investigation of criminal cases,

2. Early closure of some investigations,

e

Case management of continuing investigations, and

4. Improving the relationship between the police and
the prosecutor.

5¢ Improving the allocation of investigative resources
with the police agency.

'Each of these reforms affects the performance and effectiveness

of detectives. Each has specific objectives and goals. For

- the police administrator to know whether these objectives and

goals are being dchieved, some system of monitoring investiga-
tive performance is required. While many administrators be-
lieve they already have a broad picture of the effectiveness
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of the investigative process in their agencies, it has been

found that the factual basis upon which such assessments can
be made is only attainable through a system for monitoring
criminal investigations.
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Prior to implementing the monitoi'ing component little
information was available to management by which it could
make any positive conclusions.

The little control and ihfbrmation provided was disdussed
in Chapter IV, Managing the Continuing Investigatipn.
The only two formal procedures for monitoring were:

1,

‘basis.

Uniform Crime Reporting

The Chief Clerk in the Records Division provided
an accounting of crimes on 3 monthly and yearly
This accounting svstem utilized Uniform
Crime Reporting Standards“promulgated by the
Federal Bureau of Investlgatlon and entailed
hand tallying with simple addition and subtrac-
tion to keep running accounts on various crime
categories. Comparisons were also made to the

previous year's statistics.

Master Log Book

All cases assigned to én investigétor were
legged in a Master Log Book kept at the re-
ceptionist's desk. Entry items consisted of
victim's name, file number, type of offense,
assigned investigator, date of report, and

date follow-report was made.

Each investigator or section usually kept a "black book"
or 3 x 5 card file for reference purposes, but this in-
formation was of little value for monitoring other than
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perhaps to assist the officer in connecting a name/"‘with
a case or to generally state how many cases were re-
ceived by the section during a period of time.
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h) If arrests are being made, how are
they taking place?

i) Are evidence technicians being utilized,
is crime analysis taking place and is
physical evidence being found?

j) Are the crimes being committed by
adults or juveniles?

k) Information concerning property losses
and recoveries?

A case management form which could be utilized
to obtain this type of information without
burdening the investigator with time consuming
effort was designed and implemented. (See
addendum 4B). Most of the needed information
is written on the form by the Case Screening
Officer, and the remainder completed by the
assigned investigator. Very little time or
effort is required to place the hecessary
information onto the form (See Chapter III).

A prosecution management form was drafted which
would track information desired from the point

where the case was submitted to a prosecutor's

office to its final disposition (See Chapter V

and addendum 5C).

Data Analysis

Various means were examined in order to deter-
mine the types of systems available, and whether
they could be utilized to provide our data
analysis material. The department was under
several constraints when reaching its decision.
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The program had to be relatively low cost and
meet our narrow time limits. The police de-
partment did not have its own computer system.
The City provides whatever services are deemed
necessary for the police department. The City
had recently acquired a new computer and was in
the process of implementing a new and involved
financial system. Therefore, they were unable
to provide any service for the MCJI program at
the commencement of the grant. It was also felt
that the programs were too ambitious to maintain
manually. On the advice of our systems people,
we then proceeded with a program which utilized
the OCR (Optical Character Reading) capability.

Forms whic¢h were capable of being OCK scanned
were developed and the processing of all informa-

tion began.

The software program for the Case Management
program was written by the OCR company, and the
program for the Prosecution Management program
was written by the police department systems
analyst.

All cases, both assigned and non-assigned, for

the year of 1977 were transferred from the
management forms onto the OCR forms. The informa-
tion was processed and returned in two forms.

One is the completed report document and the

other is a computer tape,

In conjunction with the print-outs, our systems
analyst has a CRT terminal located within his




office. Through this method he may access
the computer tape on the City computer and
query specific information which is not pro-
duced by the printed documents.

Starting January 1, 1978, several modifica-
tions to our system were made. We are now
maintaining a manual system in conjunction
with our computer system. The procedure
serves two purposes. 1) It provides informa-
tion on a day-to-day basis without having to
wait for the most recent printout returns, and
2) it provides information to be shared with
smaller agencies who will not have access to a
computer which will require that they gather
information by manual means rather than with a
computer. (addendum 60)

We are presently phasing out our OCR processing
method and will be moving to the City computer
processing. Our material will be key punched
to provide the printout material which we have
identified. This procedure is now possible be-
cause the City's more urgent programs have been
established and they have the time to process
our requests. In addition, this procedure will
give us closer cooperation and more control over
our material and will be much less expensive to
maintain.

Reporting

Staff has noted numerous comments around the
country that the design of the printout material
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shopld be for the concerned users and should

contain only material which will be of value.

With this in mind, we have four simple printouts.

a)

Master Report (1118V)
This printout records each case which

was received by the Investigations Bureau

whether it was assigned for active fol-
low-up investigation or "office review".
The cases are listed in file number se-
quence, line item, no summary. This
report serves as a continuing case his-
tory record. Investigative personnel
may check this report to ascertain in-
formation on any past case. The record
is printed quarterly or more often if
required. (addendum 6B)

Information which is provided:

1) DR Number - Primary identifier

2) Victim -~ name of involved victim

3) Offense Penal Code - Type of crime
involved as stated by penal code
section. Part 1 crimes have a
secondary number which provides in-
formation for UCR statistics.

4) Reclassified Penal Code - If the of-
fense is found to be different from
its original classification, its
classification changes.

5) Screening Code - Referred for follow-

up investigation, action pending -

Office/Review; unfounded, to prosecu-

tion authority for complaint, and

6.10
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6)

7)

3}

9)

10)

11)

12)

13)

14)

15)

16)

17)

handled by another agency.

DR Date -~ Date the offense report

was received by the Police Agency.
Assign Date - Date the offense was
assigned to an investigation for
investigation.

Clear Date - Date the offense was
cleared by UCR standard or active
investigation suspended.

setive/Open Days - Number of days

the case was under active investiga-
tion.

Investigation Officer - Serial number
of the officer assigned to the case.
Investigation Unit- Unit number of
the assigned officer, i.e., burglary,
vice, checks, etc.

Arresting unit - Code number of the
investigations unit, ‘operations unit,
citizen or other agency making the
physical arrest.

I. D. Technician - Coded to show if
the services of an I, D. technician
were used in this case.

Lab Analysis - Was the service of lab
analysis used?

Physical Evidence - Was physical
evidence booked into property?
Clearance Code - Case cleared or sus-
pended. Arrest, exception, unfounded,
or suspended.

Clearance Type - Case cleared by ar-
rest (based on what info.), case
cleared without arrest, case suspended.

6.11




b)

18) Adult/Juvenile - Suspects involved
in the case.

19) Property Claim - Amount of property
value loss.

20) Property Change - Amount of value
loss revised by the Investigator.

21) Property Recovery - Amount of wvalue
recovered.

22) Release Date - Date the investigator
has released impounded property.

23) Document Date & No. - Date the latest
information on the case was entered
into the computer.

Open Case Report (1118B)

This printout records each open case

which is actively assigned for investi-
gation. Printed reports are received every
two weeks which are listed by individual
investigator. The cases are listed with
information on a line item with a total
open summary. (addendum 6C). The report
assists supervisors so that they can main-
tain control over the number and length of
time investigators have cases open; it also
prompts early case closures.

Information which is provided:

l) Officer's name and time period
2) DR Number

3) Victim's Name

4) Penal Code Offense

5) Penal Code Reclassification

6.12
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c)

d)

6) Report Date

7) Assign Date

8) Active Days

9) Total Cases assigned
10) Avg. Active Case Days
11) Property Value Loss

12) Property Value Chanée
13) Property Value Recovery

Investigation Report-By Officer (1118A)
This printout records each case which

has been assigned or investigated by

the individual investigator during the
month. It serves as the primary print-
out to record the investigator's activity
for a work period. All information which
is compiled for the Master Report is
totaled by individual investigator as a
line item with a brief summary. Report
aids supervisors and officers in ascer-
taining information pertaining to their
individual cases.

Investigation Report Summary (PD5020).
This printout summarizes all cases which
were assigned or investigated by the
individual investigator during the month.
Information is prepared primarily for
supervision's use. Investigators as-
signed to the same section are compared
together in order to compare work assign-
ments and performance. On-going sum-
maries are made each month which combine
the prior month's totals so that the
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e)

section's activities may be compared

for the year. Presently this report

is prepared manually based upon 1118A
reports. A program is being written

which will produce this report auto-

matically. (see addendum 6E)

Prosecution Management Reports (PD5010)
This printout records each case in which
an arrest was made or where a case was
presented to the prosecutor for con-
sideration. The report is printed
monthly, individual case line item, no
summary. Report assists officers and

‘management in ascertaining dispositions

of their various cases. Report is
printed in two designs, 1) DR number
sequence, and 2) alphabetical listing
by suspect's name. (addendum 6I)

Besides the reports listed above, there
are three formats by which the reports

are received, 1) felony cases, 2) mis-

demeanor cases, and 3) juvenile cases.

(addendum 6F-6H)

Information which is provided:

1) Report number

2) Name of cuspect

3) Charge complaint sought for

4) District Attorney or City Attorney
5) Date complaint sought

6) Reason for rejection
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£)

g)

7) Charge complaint issued for
8) Complaint issued by Prosecutor
(D. A, or C. A.)
9) Date warrant of arrest issued
10) Date of preliminary hearing
11) Court date
12) Court disposition
13) Offense charge convicted of
14) Property evidence release date
15) If a juvenile offender, disposition

Record Division Reports

The Record Division provides an account-
ing of crimes on a monthly and yearly
basis. The accounting system conforms
with Uniform Crime Reporting Standards
promulgated by the Federal Bureau of
Investigation, and is hand tallied with
simple addition and subtraction to keep
running accounts on various Part 1 crime
categories. Comparisons are also made
with the previous year's statistics.

Miscellaneous Reports

With the aid of the CRT terminal, the
systems analyst may request any addi-
tional specific information that is
desired. These may be reports concern-
ing individual types of offenses or by
analyzing any data which has been entered
into the system through one of our manage-
ment forms.

In addition, the Investigations Bureau
receives computer printouts from the
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Los Angeles District Attorney's Office
on a monthly basis from its PROMIS pro-
gram. (addendum 6J) It also receives
computer printouts from the State of
California, Department of Justice, on

a yearly basis from its Arrest and Court
Action Disposition Form (JUS8715) ad-
dendum 6K & 6L). This information can
be utilized to assist us with additional
decision making ability.

Date Validation

Staff has developed several checks and balances
to ensure accuracy in data which is being pre-
sented in the reports produced by the system.

Initially the data which is entered onto manage-
ment forms is checked by 1) the entering officer,
2) the section supervisor, and 3) the clerk enter-
ing the data onto the processing format. Any
errors in data are returned to the reporting party
for clarification prior to entering the data.

‘Data entered onto the processing format in error

is returned from the processing company in a
Message Error Printout. The error must be cor-
rected and resubmitted before it will be accepted
by the computer. There are numerous checks and
balances built into the program logic. (adden-
dum (6M)

All information entered into the computer pro-
vides an Update Entry Printout (1118B) (addendum
6N). This printout lists all previous data along
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with current information. These printouts are
reviewed by clerical personnel on a line by line
basis for accuracy. Any information which con-
flicts with the established program is investi-
gated and the correct date is put into the
system,

Although there is an expenditure of manhours in
checking for errors, the ratio of errors to
information is very low, thus making the accuracy
of the reports very high.

BEvaluation Criteria

While all of the gathered information is reviewed
for decision making criteria, special attention
is paid to the individual and section case loads,
the clearance figures, property recovered, and
average time needed to investigate a case.

As the reports were designed by the users in order
to assist them in making decisions, the informa-
tion received has been valuable. Numerous
organizational and policy changés have been im-
plemented based upon information presented by
the reports. Information will continue to be
monitored for any problems, and as they arise,
decisions will be made on how to meet them.

It is anticipated that case load and clearance

standards and other guidelines will be established
as more collective data becomes available.
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. OBSERVATIONS

The past monitoring capabilities of the investigations
process was minimal. There was little in the way of
formal monitoring and few positive decisions or changes
which could be made based upon that information.

The Investigations Bureau presently has a formal monitor-
ing process which is measuring numerous pieces of informa-
tion. After a complete year of monitoring, there were
many positive changes made based upon that information.
These could not have been made without a monitoring system.

The Investigations Bureau is now in the process of accumu-
lating data and setting standards for its personnel. With
our monitoring system we will now be better able to meet

our responsibilities.
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7700211 COOPER NORMAN 2USA =] 24SA 2 772006+ - - TT=066eM DISM]IS 71075
7700227 REED RANDALL 459 o 4%9 .} 17=019u} - 772041 77+117=3 DISM]S T1=180
7700227 REED RANDALL W 459 »] 459 o} 77=019=1 77«02} . . - -
7700267 THOMAS DIANE 211 o = LACK OF PROBABLE 7172007«) - " - - -
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TODD SHAWN
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GUMEZ HECTOR
DOE JUHMN
NEEDHAM RUBERT
RAMSEY JAMES
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TT1A8AK
17148500
1716506
AR ALY
T717R0n
7717305
IRARARNL
7719014
TT11524
7717528
7719412
7718454
1717472
7117”40
771 7R40
1706437
1711224
1116122
71718302
1711029
TTV70R3
1704407
17084132
1704369
7706375
770543%?
1706869
7706375
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7712984
TTIARSTH
T71A96%
771082%
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7118879
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HERMTID, JOSF
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HEROWN, JAMES
RIIKLFY, MTIKE
CALDEROMN,
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| ARK, HARRY §
MILTON A
CNLEMAN, MARK
CAMPTINN, NAVID
CNVINGTNN, ROY
CHEVA, ANTHONY
CUEVA, ANTHONY
CUHEVA, ANTHONY
CUFVA, ANTHONY
ClUEVA, RURIN
CUFVA, RORIN
CUFVA, ROARTR
NAPMEMFFRLDER,
DAVITS, GEORGF
NAVYS, HICHARY
DE LA RDZA, J,
nOnman, TaMES
DOOALDSON, KFV
DHE, PATPICK
DUNE, PATRICK
NURAM, JOSF JF
FYCALERA, RNIS
FAY, “ESLEY
FAY, FSLEY RO
FFMRITE, THOMA
FI1EL DS, XERPY
FLETNG, REGTN
FuRenga, NHDNOMTW
FOLICHF, PTFRPF
FREDFRTICRS, DF
FROMS, HEN
FLUSNN, JAMFS ¥
GBLEASHN, LAwkE
GONZALEZ, «AR]
GRAY, DOMALD
LRIZ7LE, Wbl T
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DATE
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DR NUMHR  SHSPECT®S At
TT08%13 A, ZARTF
1714881 ANkl BON, “aky RLLt
IRARE LY ACASTA, YOLAUDA
17711 ADAMS, JUMHL 1 TUK
1717015 ANAMS, KEMWETH M,
1712397 APratig, ThiMAS
11008 %y ADABEO, g by
1700K 3¢ AAMSOIY,  wh Y
1702510 . ABAMSNIN, whimy
1702872 ANAMSAE, wh Ry
1703%0h6 ADAMENN, wEMDY
17030704 ADAMSUN, wh kY
17110 ANVHRAT, RIJTH M,
171%767 AGUTLAR, SERGTO
17068006 AGUTLLAR, CHRTISTINM
1711143 ARUTLLERA, 1 EWNY
17000118 AJERGEK, LIITSE
1712108 ALAS, ™MALRICEIO
1715R4% ALNRETE, JDSE HURY
2704098 ALEXANDE K, RAMDOLF
172080 ALLRETTTUM, DONBLD
1712258% ALLRETETITUN, RALPH
1708185 61 LFH, DUNALD K,
171002 ALLEN, RAY
17075383 AlLLFI, “AYLF
7116500 AL HHIN, JAMFS
71716500 ALPHIM, JADFS R,
TT1680 ALRHIM, JAMES R,
1710%%7 atvA, TOny
1714384 ALVAKEZ, RERARLN
1714754 ALVARFZ, LINDA A,
RSB RAY AL VARFZ, NEIL St
7717518 ALVENPZ, AuThilny A
171780n AMAT(H, FRAWR D,
1717305 AMEZOUETA, CARLNS
1710847 A0S, LREGLRY b
1720043 AMDFRAUN, DAVID Ra
111487196 ANLDERSOM, SHAMIIN
TT184m38 AMDRANE , ALVARY JE
16209857 AL TM, MICHELLE
1710847 anGiit 6, Jnav
1784m1) AMJAM, SpAMEE 5
1708419 AMSELMU, ANTHUONY
17Q997} AMTAML 11, VALGHN
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IR RYL) ACHTHGUY, GAPY w,
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17049An AREY L Am, mOMIGEE
1712154 AvGIEL LU, #N]YES
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Fri94%a7 ARGIIAE L, hiF 0t
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11062

17300
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DATE

11287

173548
77301
17280
17125
77125
77137
17125
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17125

77035
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17133
173%
717190

17262
77189

71280
77280
17220

7719

11329
77214
173r2
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7152

cIsen

P/GTY

F/GTY
U3MSY
P/6TY
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P/GTY
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P/GTY

OTHER
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P/GTY
DYMSS
P/GTY

P/GTY
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P/GTY
P/GTY

P/GTY

P/GTY
DSMSS

P/GTY

P/GTY

P/GTY

pIGLY

P/GTY

CMNVCTN
OFFNSE
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602
607
459
459
647
459
as9
4%9
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4590

242
11377

u9e
496
4By
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484
5%6
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L1174

bdf

VROP
RELSE

11175
AR XA
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77273
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JUVNLE
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PLTITH
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o
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PEYITN

PETITN
PLTLIN
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RENUCTIONS
OTHER DISM,
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TYPE OF DISPOSITION

DISPOSITION OF FELONY ARRESTS
LAW ENFORCEMENT RELEASES
COMPLAINTS DENIED

CAIMPLAINTS FILED
MISDEMEANOR
FELONY
LOWER COURT DISPOS!ITIONS
NISMISSED
ACOUITTED
CONVICTED
GUILTY PLEA
JURY TRIAL
COURT TRI1AL
SENTENCE
YOUTH AUTHORITY
PROBATION
PROBATION AND UALL
JALL
FINE
OTHER
SUPERIOR COURT DISPOSITIONS
NISMISSED
ACOUITTED
CONVICTED
ORIGINAL PLEA OF GUILTY
CHANGE PLEA TO GUILTY
JURY TRIAL
COURT TRIAL
TRIAL B8Y TRANSCRIPT
SENTENCE
DEATH
PRISON
YOUTH AUTHORITY
PROBATIQN
PROBATION AND JATL
JAIL
FINg
CRC
MDSO
OTHER

TOTALS HOMICIDE FORCIBLE

100,00
100,00
100.00
100.00
100.00
100.00
100.00
100.00
100.00
100.00
100.00
100,00
100.00
100.00

«00
ing.00
100.00
109.00
100,00
100.00
100.00
100.00
100.00
100.00
100.00
100.00
100.900
100.00

.00
100.00

.00
100.00
100.00
1100.00
100.00
100.00

.00
100.00
100.00

.00

1.47
3.60
"04
|82
+ 00
2,28
22
00
+00
37
39
.00
100
37
+00

00
.00
+ 00
Ioo
2,50
+00
+00
2.80
.00
4,30
+00
«00
<00
2,80

23.08
200
«00

1.12
+00
00
+00
00
+00

RAPE

1.47
6,33
.00
.99
.26
2,28
67
.57
.00
.74
.78
loo
.00
J74
.00
‘00
1.7
00
+00
'oo
1.88
.00
Ioo
2,10
.00
3.23
.00
.00
.00
2,10
»00
.00
«00
.00
3.37
.00
.00
.00
00
.00

NOTE: THESE DATA WERF REPQRTED BY CRIMINAL JUSYICE AGENCIES
ON THE *NISPOSITION NF ARREST AND CQURT ACTION® FORM (JUS 871%),

ROBBERY

6,04
14,39
12,990
4,61
2.3%
7,78
2,90
2.86
.00
2.97
3.13
00
«00
2.97
.00
2.’0
3.42
.00
7.69
.00
9.38
27.27
33,33
4,99
5,97
3.23
23,08
50,90
an
5,99
.00
23,08
'oo
.no
5.682
18,47
.00
10,00
.00

No

ARREST OFFENSE

ASSAULT BURGLARY

14,48
16,46
15,29
11.35
15.17
4,57
14.06
11.43
25,00
15,61
15,63
20,00
12.50
15,61
+00
20,00
13,68
11.76
100
100
3.73
+00
16.67
3,50
2.86
1.08
23.08
.00
+00
3.50
» 00
+00
00
+00
5062
«00
+00
«00
.00
<00

25,90
20,25
27,42
26,48
17,48
42,47
18,97
13,14

100
23,05
23,05
20,00
25,00
23,0%

V00
20,83
27,35
23,53

7,69

.00
47,50
18,18

,00
51,75
45,71
58,06
30,77

,00

,00
51,75

00
30,77

100,00
43,75
51,69
66,67

.00
60,00
33,33

00

TABLE 1, CISPOSITIONS IN 1976 OF ADULTS ARRESTED ON FELONY CHARGES
By SANTA MONICA POLICE DEPARTMENT
TYPE OF DISPOSITION BY ARREST OFFENSE

THEFY

MOTOR
VEHICLE
THEFY

8.01
27,85
4,84
85.76
7.46
2,74
6.92
2,86
29,00
9.29
9.77
«00
+00
.29
+00
6,67
12.82
11.76
«00
+00
2,50
+00
+00
2.80
8.57
1,08
+00
.00
+00
2.80
+00
+00
+00
«00
4,49
00
+00
+00
+00
+00

DRUG
LAW
VIOLS

21,23
3,80
17.74
23.8%
26,74
18,72
28,79
45,74
50.00
17.47
17.19
40,00
12,50
17,47
00
19.17
9.40
+00
84,62
100.00
10.00
36.36
16,67
7.69
8.97
7,83

ALL
OTMER

13,22

2,33
12,99
14,64
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TAHLE 4, DISPOSITIONS IN 1976 OF AQULTS ARRESTED ON FELONY CHARQES
BY SANTA FONICA POLICE DEPARTMENT
TYPE OF DISPOSITION BY ARREST OFFENSE

TYPE OFf DISPOSITION ARREST OFFENSE
TOTALS HOMICIDE FORCIBLE ROBBERY ASSAULT BURGLARY THEFT MOTOR
RAPE VEHICELE
THEFT
DISPOSITION OF FELONY ARRESTS 749 11 11 43 89 194 81 60
LAW ENFORCEMENT RELEASES 7% 3 5 9 13 16 6 22
COMPLAINTS DENIED 62 3 0 A ? 17 5 3
COMPLAINTS FILED 608 5 6 28 69 161 70 35
MISDEMEANOR 389 0 1 11 89 88 54 29
FELONY 219 5 5 17 10 93 16 6
LOWER COURT DISPOSITIONS 448 1 3 13 63 85 57 31
N1SMISSEN 175 0 1 L] 20 23 19 S
ACQUITTED 4 0 0 0 1 0 0 1
CINVICTED 269 1 2 [} 42 62 38 25
GUILTY PLEA 256 1 2 A 40 59 34 25
JURY TRIAL £ 0 0 0 1 1 1 0
COURY TRIAL e 0 0 ) 1 2 3 0
SENTENCE 269 1 2 8 42 62 38 25
YOUTH AUTHURITY. 0 0 0 n 0 0 0 )
PROMBATION 120 1 0 3 24 25 7 8
PROBATION AND JAIL 117 0 2 4 16 32 24 1%
JATL 17 0 0 n 2 4 ? 2
FINE 13 0 0 1 0 1 0 0
0THER 2 0 0 0 0 0 0 0
SUPERINR COuUNT DISPOSITIONS 160 4 3 i9 6 76 13 4
nisSMISSED 11 0 0 3 0 2 1 0
ACOUITTED ) 0 0 ? 1 0 2 0
CONVICTED 143 4 3 190 ] 74 10 4
ORIGINAL PLEA OF GUJLTY 3% 0 0 3 1 16 3 3
CHANGE PLEA 10 BUILTY 93 4 3 3 1 54 6 1
JURY TRIAL 13 0 0 | 3 4 1 0
COURY TRIAL 2 0 0 1 0 0 0 0
TRIAL QY TRANSCRIPT 0 0 0 n 0 0 0 0
SENTENCE 143 4 3 10 5 74 10 4
DEATH 0 0 0 0 0 0 0 0
PRISON 13 3 0 1 0 4 0 0
YOUTH AUTHORITY ¢ 0 0 0 0 6 0 0
PROBATION 1¢ ) 0 n 0 ? 2 0
PROBATION AND JAIL 89 1 3 9 5 46 ? 4
JAIL ¢ 0 0 1 0 4 0 0
FINE 0 0 0 n 0 0 0 0
CRe 10 0 0 1 0 6 1 0
MDSH 3 0 0 0 0 1 0 0
0THER 0 n 0 0 0 0 0 0

NOYE: THESE DATA WERE REPORTED BY CRIMINAL JUSTICE AGENCIES
ON THE 'DISPOSITION OF ARREST AND COURT ACTION' FORM (JU3 8715),
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CONCLUSIONS

The Santa Monica Police Department has attempted to relate its
experience with the Managing Criminal Investigations system
approach. In this manual, each component is examined as to
the theory, Santa Monica's procedures prior to entering into
the MCI concept, our experiences with the MCI concept, and
observations as to the effect that each component has had on

this agency.

In order to reach some type of conclusion concerning our
experience on this Field Test Experiment, this chapter is
divided into two parts. The first is the management point of
view, and the second is the analytical. Although it is not
anticipated that our local evaluation will be completed until
May, 1978 and the national evaluation until December, 1978,
our 18 month observation of this program does lead us to

some general conclusions.

A. Management Conclusions
It is sometimes difficult for a person in charge of any
organization to realize that his operation could have

been operating with increased efficiency had he imple-
mented new procedures. It is far better, however, for
that individual to realize that new procedures and
philosophies do appear from time to time and that he
should examine that information to ascertain if the
changes would be beneficial for his agency. To ignore
new procedures and philosophies simply because they were
not originated by his own agency is poor management at
best.

The Santa Monica Police Department entered into the MCI

field test experiment in order to test the various

7.1




components and ascertain if there was "a better way".
Our agreement was to implement as many of the theory
components as possible and to evaluate their effects.
We agreed to have an open mind and be honest in our at-
tempts at making changes. We also agreed to maintain
the statistical information as it presented itself and
not to bias it to prove anything not in evidence.

With this committment we entered into the MCI program.

1. Organizational Structure.

Prior to the MCI system approach the Investigations
Bureau had not closely examined its organizational
structure for a number of years.

The rationale for having the number of persons as-
signed to a certain function was, "we have always
had that number of people assigned to that detail",
or "more paper means more people". '

With the philosophy that we had little to lose by
adopting the MCI concepts, we based the initial
organizational changes on "best estimate guesses".
Ensuing changes were based upon information pro-
vided by supervisors and the Case Management data.

Reorganization gave us the personnel to staff the
positions of Case Coordinator and Major Crimes
section. We have also been able to absorb the loss
of five officers from the Investigations Bureau to
other assignments in the department.

The‘present philosophy is that the organizational

structure should not be based upon tradition and a
"cast in concrete" position but rather to be flexible
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and constantly under review in order to utilize all
personnel for the maximum efficiency. Our structure
is much more efficient now than it was before the

MCI approach and should continue to improve with addi-
tional data and observation.

The Initial Investigation
Prior to the MCI approach the Santa Monica Police

Department was operating in much the same manner as
most of the police departments in California.

Patrol officers were receiving adequate academy train-
ing to prepare them for their role in law enforcement.
Officers were responsible for conducting all initial
investigations and were generally satisfactory in
their efforts. The standard crime report was general
in nature as to the gathering and reporting of the
crime information. The thoroughness of the investiga-
tion was at random depending upon the officer.

With the implementation of the new crime report which
employs solvability factors, the gathering of informa-
tion is now directed. The officer has the opportunity
to collect and present information in a structured
manner which leads to a more complete initial investi-

gation.

Not only is the material better structured and pre-
pared, but it provides the first case screening
recommendation as to any other investigative process
and shows the strengths and weakness of the individual

case.

The new procedure has not increased the time necessary
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to complete the initial investigation. The procedure
has clarified the investigation and information process
for the patrol officer, the investigator, and the
prosecutor. ‘

This component has been realized as much more success-

ful for all users than the previous method.

Case Screening

After selection and training of the case screening
officer, a control group was started to test the
screening process and the officers involved. The
Crimes Against Property Section (Burglary Unit) was
selected ag the control group. This choice was made
because burglary is a major problem in Santa Monica,
and the unit was reduced by 50% of its personnel

(four officers to two). The control period was for

6 weeks, November 8 through December 17, 1976. During
this period the number of cases to be investigated was
reduced by 73%. If the original equation was 4 offi-
cers dividing 100% of the total cases, then each
officer received 25% of the total. During the control
period the 2 officers divided 27% of the total cases,
or 13.5% for each ocfficer. The extra time provided by
this reduced caseload allowed for a more complete in-
vestigation of those showing solvability factors.

On January 1, 1977, case screening commenced for the
entire Investigations Bureau. As a result of case
screening approximately 71% of all Part I crimes
(larceny-theft excluded) are screened away from
active follow-up investigation. At the same time
we have observed our total reported Part I crime
clearances (larceny-theft excluded) increase from
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18% in 1976 to 24% in 1977. With reference to all
reported Part I crimes, the clearances increased
from 18% to 20%. These figures are significant when
it is realized that the average clearance figure for
Part I crimes for the past 10 years is 17.60%. Only
once in the past 15 years has the 20% clearance

figure been reached.

We were required by the grant to place special
emphasis on the crimes of robbery and burglary and
report any changes. Robbery clearances increased
from 23% in 1976 to 27% in 1977. The average clear-
ance figure for robbery clearance for the past 10
years is 21.6%. Burglary clearances increased from
12% in 1976 to 21% in 1977. The average clearance
figure for burglary for the past 10 years is 14.4%.

Case Screening has led to a reduction in the number
of unproductive cases that are followed up, and with

increased success in those cases which are investigated.

Managing the Continuing Investigation

The Investigations Bureau has proceeded from a point
where the individual investigators were basically
setting their own standards, and management had little

control or information on which to measure its re-
sources and make positive changes to a position where
management how has established standards, exercises
controls and makes positive changes.

Some of the realized benefits are:
l. Better case assignments.
2. Improved quality of investigative effort.
3. Supervision of case progress.
4. More intelligent use of resources.



5. Review of decisions to continue investigations.
6. Evaluation of results.

The individual investigator appears to be taking more
pride in his work, and is achieving better results.

In addition, the liaison with the community and the
prosecutors is better than ever.

Police-Prosecutor Relationship
Although there have been few additional changes from

the previous approach, this component appears to be
generally meeting our needs.

As stated earlier in this manual, due to the size of
the local District Attorney's Office, there is little
that our department can do to change policy within
that structure. Realizing that they are a professional
organization and have many constraints, as do police
agencies, we have adapted to their policies and have
modified our practices to coincide with their philos-
ophy. Where there are differences we are able to ex-
change opinions and attempt to reach a solution which
is agreeable to both parties.

We have established feedback and case disposition
systems, improved the quality of our investigations,

and instituted formal and informal police/prosecutor
liaisons.

Monitoring

The past monitoring capability of the investigations
process was almost nonexistant. There was little in
the way of formal monitoring and few positive de-
cisions or changes which could be made based upon
that information.
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The Investigations Bureau presently has a formal
monitoring process which is measuring numerous
pieces of information. After a complete year of
monitoring there were many positive changes made
bases upon that information. These could not have
been made without a monitoring system. '

The Investigations Bureau is now in the process of
accumulating data and setting standards for its
personnel. With our monitoring system we will now
be better able to meet our responsibilities.

Based upon the above information on each of the individual
components, the program must be recognized as a vast improve-
ment over the procedures and policies which were in practice
prior to the implementaticn of the Managing Criminal Investiga-
tions system approach. Even if the analytical measurement
failed to show any increase in positive results, this program
would still have to be classified as a success because manage-
ment now has the information by which to make positive and
meaningful changes to meet any problems.



From an Analytic Standpoint
A very serious question was raised by LEAA when it decided
to provide funds for the Managing Criminal Investigations

Field Test Program. Several previous studies had reported
that changes were necessary within the investigative
function in order to make the operation more compatible

with genefally rising crime rates and municipal cost
squeezes. In principle, the general idea is rather simple:
apply some of the standard management techniques that are
used in private industry to the investigative function with-
in police departments.

Public entities differ from private business in one im-
portant respect: the single most important indicator of
success is the profit margin experienced by the private
business. While other indicators are also important to
private business, this is the one on which all the others
hinge. Within a police department, however, there are
many inter-related indicators of how well it is doing.
Public order, bringing criminals to justice, maintenance
of laws, and deterrence against crime are some of the more
important aspects of what a police department does. These
aspects are notoriously difficult to measure, as are many
of the services which governments provide.

The analyst, then, is left to measuring a few readily
quantifiable and easily separated indicators of how well

a police department is doing. Within the investigative func-
tion, the Managing Criminal Investigations Field Test sought
to: (1) increase the number of UCR Part 1 cases cleared by
arrest, (2) increase the number of UCR Part 1l cases ac-
cepted for prosecution, and (3) increase the number of UCR
Part 1 cases that result in conviction.
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These indicators, or performance measures, were to bhe
achieved through a variety of techniques. First, there
was to be some organizational restructuring within the
investigative function; second, a method of separating
the cases whose solution was likely from those cases
whose solution was unlikely, was.to be instituted; third,
a feedback system was to be set up between the police de-
partment and the prosecutor's office; finally, a method
of data collection and measurement was to be set up.

Based on the performance measures which were specified

in the LEAA Request for Proposal, the Santa Monica Police
Department has succeeded in each area. The preliminary
results are listed below:

Pre MCI MCI
1975* 1976% 1977
% Cleared by Arrest 19% 18% " 20%
% Part 1 Cases Accepted 83% 8l% 92%
for Prosecuticn
$ Part 1 Cases Result- 18% 21% 33%

ing in Conviction

*California Department of Justice
Bureau of Criminal Statistics
Ooffender Based Transaction Statistics

The statistics which are used above come from two different

sources; the pre-MCI statistics are those given by the
California Department of Justice and represent only about
a 40% sample of the total cases which passed throucgh the
Investigations Bureau during the years 19785 and 1976.
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The 1977 figures represent close to a 100% sample and were
culled using the monitoring system set up for the MCI project.

Some preliminary interpretations of the above data are that
the MCI project succeeded in two distinct areas. The first
area is that of the number of cases which were cleared by
arrest. Previous to MCI, all cases which were sent to the
Investigations Bureau were in some fashion acted upon, even
if it was a cursory telephone call to a victim whose case
had no chance for solution. During MCI, more than 60% of
all cases were screened out (that is, they never reached
the investigator) because little if any evidence was avail-
able which would lead to a solution. The two percent in-
crease probably represents the investigator's ability to
process the promising cases through the system at a

higher rate, and not a new-found rise in investigative

ability.

The second area is that of the apparent quality of the

cases which were sent to ithe District Attorney for filing.
An 11% increase represents considerably more than could

be accounted for through a random variation. Specifically,
the standards which were set up by the MCI program were
stringent enough so that very few "sloppy" cases were

sent to the District Attorney. Moreover, the evidentiary
parts of the cases were greatly enhanced as represented

by a 12% increase in the conviction rate.

While the cost-data is not complete yet, it is evident
that there was a considerable increase in the efficiency
within the Investigations Bureau: all of the increases
represented by the MCI project were accomplished with
five fewer men than had been in the Bureau previous to

the project.
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While the data is not yet complete on the project, two
things appear certain. First, in terms of output, more
has been accomplished with less,in terms of manpower.
Second, relatively simple management techniques when
applied to the invest.ijative process have the ability to
significantly change a process which had remained the
same for several decades. What remains to be seen is
whether the Santa Monica Police Department can sustain
the increased performance or whether the increased pro-
ductivity represents the Hawthorne Effect, in which there
are initial increases in performance during the early
stages of a new system which will decrease at a later
date. It would seem that the key to the project's
ultimate results lie in the monitoring system which can
detect any performance change.

But at this point, the project seems to have proven itself
in terms of both efficiency (increased productivity) and
widespread applicability. '
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