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l. PURPOSE

The purpose of this order is to provide an orderly system for the preparation and audit of
official reports; to identify and correct inadequacies; and, to cause improvement in the
guality, accuracy and timeliness of reporting. This order defines the procedures,
authorities and responsibilities involved in the preparation, processing and review of
official reports in the lowa City Police Department.

. POLICY

It is the policy of the lowa City Police Department to achieve and maintain a high level
of quality in documenting the circumstances and actions involved in official police
activities. This objective is essential to the validity of police records; the support of
criminal prosecution; and, the effectiveness of investigative analysis and evaluative
efforts. This policy applies to all official reports regardless of report format or origin.
While the majority of reports result from sworn officer action, the involvement of
Community Service Officers, Emergency Communications Operators and other
members in the reporting process is within the purview of this order.
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[ll.  DEFINITIONS

Report Review Officer - One of the duties assigned to the Sergeant of Planning
and Research.

For the purpose of this order report refers to; report forms provided by the
Department, traffic citations, charges, State Accident and Implied Consent forms,
supplemental reports, and other reporting formats as determined by the Chief of
Police or Designee. This includes the use of electronic forms approved by the
Chief of Police.

IV. PROCEDURES

A report review function has been established in the lowa City Police Department for the
purpose of providing a central review and audit of official reports. The capture of data
from reports for officer performance evaluation would tend to encourage individual
interest in report quality improvement. The report review function is therefore redefined
to incorporate responsibilities related to these systems and processes.

A major objective of the report review process is to promote uniformity in preparation,
supervisory review, correction, evaluation and timely processing of reports among the
different organizational components. While uniformity tends to equalize factors such as
error correction and performance weighting, it is not intended to reduce the authority or
flexibility of first line supervisors in their review and assessment of reports; or, their
actions to provide training to eliminate inconsistencies.

It is stressed that report review is a joint responsibility of all personnel involved in the
reporting sequence, from initiating officer to supervisor, review officer and command
staff. Review, correction, evaluation and training necessary to report quality should be
conducted at every level and not considered a task solely for Records Section report
review.

1) Reporting Officers
a) To the extent possible officers are delegated the authority and responsibility
for determining the nature and extent of police action necessary in each
assigned activity.

b) Officers shall complete reports for all classifications of calls as determined by
the Report Review Officer, as directed by Departmental orders, as
determined by a watch supervisor, or for incidents which a responding officer
determines documentation is appropriate. Reports shall be concise, legible,
and timely.

c) Reports shall be completed on forms designated by the Report Review
Officer or as designated in Departmental Orders. Report forms shall be
completed to the extent possible and include mandatory fields and other
relevant information.



SER 01.3

d) For all incidents requiring a report, the assigned officer shall submit to the
Records Section, documentation detailing the circumstances associated with
the incident, by the end of the officer’s tour of duty. If the incident is one in
which an incident report is not required, i.e. PAULA, a copy of the charge will
serve as documentation. Incidents which require an incident or accident
report, shall be completed at least to the extent that any supervisor can
identify; the type of incident, date, time, location, victim and suspect. The
assigned officer shall indicate on the submitted documentation that the
incident is under investigation.

For incidents under investigation by the initial reporting officer, the officer shall
complete the report as soon as practical. All reports shall be completed
within 30 calendar days. Reports of investigations extending beyond 30 days
require the approval of the Watch Commander on which the original incident
occurred. Officers shall file an update report on all cases that extend beyond
30 days at intervals not exceeding 10 days. The Watch or Section
Commander may waive the mandatory update reports by submitting in
writing, notice to the Report Review Officer that the update reports have been
waived. Where applicable, the person waiving the update report should
include an anticipated date of completion.

e) For incidents requiring follow-up investigation by the reporting or other officer,
the originating officer shall complete required reports to the extent possible
and submit a copy to the on-duty watch commander. When an officer
requests follow-up by another officer, they shall forward the report in TAC10
to the officer and the officer's supervisor. If an officer is requesting follow up
by investigations, the report should first be approved by the requesting
officer’'s supervisor, who will then forward the report in TAC10 to the
investigations supervisors.

f) Copies of all charges shall be submitted prior to the end of the officer's watch.
Traffic Citations shall be submitted as determined by the Report Review
Officer. All other charges shall be submitted to a watch supervisor for review.
Officers shall submit a copy of all non-traffic charges to the ECO for
docketing. (this includes juvenile charges). Incidents where juveniles are
referred for diversion shall not be docketed.

g) See Appendix A for a list of all Incidents that require a report.

2) Watch Supervisors
a) Watch supervisors have the primary authority and responsibility to review and
determine adequacy of subordinate reporting; to require correction or addition
to reports when necessary; to delay report submission where justified; or
require the completion of any report prior to the end of the reporting officers
watch.



b)

c)
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Watch supervisors are responsible for timely report completion and
submission, and for conducting or recommending personnel training required
for improvement in reporting quality.

A watch supervisor may withhold a report for cause. The supervisor holding
the report shall submit in writing the reason for holding the report. l.e.
incomplete, incorrect or illegible. Electronic notification (Tac10 and/or email)
to the Report Review Officer is sufficient.

3) Report Review Officer

a)

b)

c)

The Report Review Officer is a function of the Sergeant of Planning and
Research. The Report Review Officer is delegated the authority and
responsibility to act on behalf of the Chief of Police in conducting a review of
all police reports.

The Report Review Officer is authorized to conduct detailed review of all
police reports; to return unacceptable reports for correction; to monitor the
status of the reporting process and recommend such action or training as
required for improvement. The Report Review Officer shall maintain a record
of all returned reports along with their final disposition.

The Report Review Officer is responsible for timely processing of reports,
coordination with supervisors and Department Staff on questions and
improvement action; maintenance of such records and analytical data as
required to support the review and related systems.

4) Report Review Procedures

a)

b)

d)

All reports will be assigned a number and be forwarded to a watch supervisor
prior to the end of the watch during which the report was originated. Any
delay in submission shall be approved by the respective watch supervisor,
and a copy indicating the case is under investigation shall be submitted to
Records.

Watch supervisors shall review reports for completeness, accuracy and
adequacy; and shall require necessary corrections or additions.

The Report Review Officer or designee shall review submitted reports and
ensure that all incidents requiring reports have been accounted for. Incident
reports will be coordinated with the supervisor, Investigative Section, to
determine feasibility of further investigative action. Copies of selected reports
will be forwarded to investigations for action.

The Report Review Officer or designee will examine each report to determine
the adequacy of the report. Where correction or additional information is
needed, the report will be returned to the responsible Watch Commander with
a Revision Request form attached, specifying the nature of error, omission or
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clarification and a due date for return. The Watch Commander shall cause

any correction to be made by the reporting officer.

l. Reports returned for clarification, correction or completion shall be
completed and resubmitted within 10 working days. Reports requiring
an extension shall be approved in writing by the Watch Commander of
the officer involved. Such extension shall indicate the reason, i.e.
officer unavailable, along with an anticipated date of completion.

e) The Report Review Officer or designee will ensure entries are logged and
traffic citations entered into the traffic records system.

f) The Report Review Officer or designee shall forward relevant reports to
affected divisions or watches. He/she shall forward reports or classifications
of reports to the Investigative Section as requested by the Investigations
supervisor.

g) Upon review by the Report Review Officer, reports shall be forwarded to the
Records section for processing and filing.

Jody Matherly, Chief of Police

WARNING

This directive is for departmental use only and does not apply in any criminal or civil
proceeding. The department policy should not be construed as a creation of higher
legal standard of safety or care in an evidentiary sense with respect to third-party
claims.  Violations of this directive will only form the basis for departmental
administrative sanctions.
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Appendix A: Reports Required

OFFENSE INCIDENT PROPERTY OTHER
REPORT SHEET

Accident State Accident
Report, TTY, Copy
of Citations

Assaults (all) X Strangulation form
if applicable

Bad Checks X

Bomb Threat X Victim is the person
that took the call
and the business (if
applicable)

Bribery X X

Burglary X X

Car Burglary X X

Counterfeit Bills X X

Criminal Mischief X X

Death X Death Scene

Investigation Checklist

Domestic-Verbal X

Domestic- X victim rights sheet,

Charged body map, CCH,
narrative from all
officers listed on
call for service,
ODARA Form if
applicable,
strangulation from
if applicable

Driving While 10-27, 10-28,

Revoked/Barred reason for stop,
vehicle description
with license plate,
revocation/barred
reason, to/from
dates

Drugs-PCS X X Weigh evidence
before submitting,
indicate on
evidence sheet the
disposition

Embezzlement X X




OFFENSE INCIDENT PROPERTY OTHER
REPORT SHEET

Fire X

Fraud/Forgery X X

Gambling X X

Harassment X X If unknown suspect
log victim in CFS
only

Hate Crime X Supervisor
notification
regardless if the
incident details do
not meet the code
definition.

Human X Notification of on

Trafficking duty supervisor

Homicide X

owl Implied Consent,
DL (if seized), OWI
packet, Datamaster
checklist with tape,
TTY, back up officer
report

owl Implied Consent,

2"/Subsequent OWI packet, DL (if
seized) Datamaster
checklist with tape,
TTY, back up officer
report, CCH

Public Note post arrest

Intoxication PBT results and
time or refusal

Public X Note post arrest

Intoxication PBT results and

2"/Subsequent time or refusal .
Previous
convictions dates
must be listed in
probable cause.
CCH

Prostitution X

Report Request X

from Community

Member

Robbery X X Victim is the person
that was robbed
and the business (if
applicable)

Sex Offenses X

Sexual Assault
Kits

Hospital evidence
release form,
evidence sheet
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OFFENSE INCIDENT PROPERTY OTHER
REPORT SHEET
Trespass-no X Victim and suspect
charges names entered in
CFS
Trespass-arrest X Requires victim

made

information on
incident report
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All other serious misdemeanors or greater offenses not listed in the chart require an incident report. If an

offense is not listed above and it is a simple misdemeanor with an arrest, all that is required is the charge.

Narrative required for all custody arrests, including simple misdemeanors.

An incident requiring a report shall have an incident number assigned to it and a narrative in TAC10. Notes in
the calls for service do not constitute a narrative.



