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l. POLICY

Investigations are conducted by the Rockville City Police Department to collect information,
identify suspects, apprehend offenders, and present the facts to achieve successful prosecutions.
Effective criminal investigations help achieve these organizational goals. The Department expects
officers to treat investigations as a skill developed through training and experience; a skill that
demands intelligence, logic, and discipline.

PURPOSE

The purpose of this General Order is to establish guidelines for the general conduct of preliminary
and follow-up criminal investigations, by: providing guidelines for the notification and response
protocol for investigative personnel, coordinating the effective and efficient use of staffing, ensuring
continuity of investigation into specific crime, and to provide on-scene support for patrol officers.

CRIMINAL INVESTIGATIONS FUNCTION

The criminal investigation function of this Department strives for prompt, effective, and efficient
investigation of all crimes and offenses that occur within the Department's jurisdiction. Both
uniformed and non-uniformed officers are charged with the responsibility of the identification and
apprehension of offenders, which include, but are not limited to: interviewing witnesses, collection
and preservation of evidence, legal charging and court testimony. The objective of a criminal
investigator is to obtain a conviction of the offender in a court of law. Investigators also engage in
the pursuit of the prevention of crime through involvement in the Department's crime prevention
programs.

CRIMINAL INVESTIGATIONS COMPONENT

A. Police officers may be assigned to the Criminal Investigations Unit for a period of time as
determined by the Chief of Police.

1. This component allows officers to gain additional investigative experience.
2. This component benefits both the Department and the officer(s) by:

a. Strengthening the investigative process.

b. Enhancing career development of the individual member.

C. Improving crime investigation reporting.
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d. Improving and providing more complete preliminary investigations by patrol
members.
e. Creating a pool of officers with investigative experience.
3. The officer(s) in this position report to the Criminal Investigations Unit Supervisor.

CRIMINAL INVESTIGATIONS UNIT RESPONSIBILITIES

The Criminal Investigations Unit shall be responsible for the follow-up investigation of RCPD
initiated events.

A. Robberies/attempts other than those handled by the Montgomery County Police (MCP)
Robbery Section.

B. Aggravated Assaults.

C. Blackmail and/or extortion.

D. Threatening/obscene/annoying phone calls.
E. Missing persons (adult).

F. Burglary.

G. Felony theft.

H. Hate violence crimes.

I Sex offenses other than those handled by MCP Homicide/Sex Section or Family Crimes

Division.

J. Kidnapping, except for juveniles by relatives.

K. Any other crime at the discretion of the Chief of Police or Special Operations Bureau
Commander.

CRIMINAL INVESTIGATIONS UNIT NOTIFICATION PROTOCOL

A Investigators shall be immediately notified of and shall respond to the following verified events
handled by the Rockville City Police.
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1. Aurrests for strong-arm or non-commercial robberies, other than those handled by MCPD
Robbery Section.

2. Cross burning or desecration of religious symbols.

3. Aggravated assaults, where medical attention is required or a handgun is employed.

4. Kidnapping, except for juveniles by relatives.

5. Bombings, involving extensive damage or injury, to assist primary agency (Fire Marshals,

ATF) with investigation.

B. Investigators shall be immediately notified and shall respond to the following verified events
handled by the Rockville City Police when the patrol supervisor believes such notification and
response would benefit the investigation. In the case where the patrol supervisor believes that an
investigator is not needed at the scene, then notification may be made through the standard RCPD
Critical Incident notification email or text message to the on-call investigator. Any notification
shall be noted in the Ejustice report including the name of the investigator who was notified.

C.
1. Robberies, other than those handled my MCPD Robbery Section
2. Burglaries.
3. Hate crimes, other than cross burning or desecration of religious symbols.
4. Aggravated assaults, other than those covered in “A” above.
5. Gang-related crimes.
6. Critical missing persons (adult).
7. Any other crime that the patrol supervisor deems to be of sufficiently serious nature to
warrant notification of an investigator.
D. The arrest or warrant service of any of the crimes listed in this section requires the notification and

response by an investigator if noted in the warrant file.

VIl.  CRIMINAL INVESTIGATIONS UNIT NOTIFICATION PROCEDURES
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A The patrol supervisor shall ensure proper notification in an event or crime requiring the
notification and response of specialized investigative support. Upon verification, the patrol
supervisor or the patrol supervisor’s designee shall contact the unit responsible by the following

procedures.
1. Criminal Investigations Unit
a. For those events with a mandatory investigative response, contact the on-duty or
on-call investigator directly.
b. Unsuccessful attempts to contact the on-call investigator will require the
notification of another investigator. If no investigator can be reached, the Criminal
Investigations Unit supervisor will be notified. The use of other RCPD personnel
or a MCP Investigator will be determined. If the Criminal Investigations Unit
supervisor cannot be contacted, the Special Operations Bureau Commander shall be
contacted. If this meets with negative results, the Chief of Police will be contacted.
2. Montgomery County Police Specialized Investigative Units

The patrol supervisor or the patrol supervisor’s designee shall contact the appropriate
investigative unit by phone or through the MCPD ECC.

3. FBI Notification

a. The events listed in appendix B require the notification of the FBI at the Calverton
Office (Monday - Friday 0815 - 1700 hours) or the Baltimore Office (after hours
and weekends). Notification should be made as soon as practical after the
responsible party conforms to the occurrence.

b. Communications personnel will record the notification per their procedures and the
investigating officers will record the notification in the police report. (Date, time,
and contact).

C. The FBI catalogues valuable works of art (stolen or recovered) in their computer-
supported National Stolen Arts File (NSAF). The computer is designed to store
descriptive data, and in many instances, photographs of stolen fine art items. Items
catalogued should have a valued of $2,000.00 or more. To report such items, or
identify recovered property, an investigator must.

1) Complete FBI form FD-531 (available from any FBI field office).

2 Attach a copy of the event report and a photograph if available.
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(€)) Forward the forms to the FBI Headquarters - Attention: National Stolen
Arts File, Documents Section, and Laboratory Division.

d. When the FBI makes a match on any request, the information will be provided to
the respective agency as an investigative lead.

4. Medical Examiner Notifications

In every instance in which there is a death of a person outside of a medical facility, one of
the assistant medical examiners will be contacted for authority to remove, or direct
disposition of, the body. Medical facilities will notify the assistant medical examiner
assigned to their area for those deaths of persons in their care. Often officers are advised
of deaths at medical facilities, which are the result of injuries for which they were being
treated, or of deaths of infants. In these instances, the officer should ensure that the
assistant medical examiner has been notified. The MCP Homicide/Sex Section must also
be notified. If in doubt as to the proper course of action, contact an investigator from the
MCP Homicide/Sex Section.

VIll. INTRA-DEPARTMENT COMMUNICATIONS

A

Periodically, or upon operational necessity, an investigator will attend Field Services roll calls.
The purpose of attending these roll calls will be:

1. To foster an atmosphere of cooperation and open communications.
2. To share specific information on criminal activity or crime trends.
3. To inform patrol personnel of current investigative field activities.
4, To update patrol personnel on cases forwarded to the investigator.

Sworn positions in the criminal investigation component are the same as those used in the patrol
component for rank titles and salary schedules. This policy will make it possible to transfer
officers from patrol to investigation or vice versa without rank or salary barriers.

IX. INVESTIGATIVE TASK FORCES

A.

The Chief of Police or the Chief 's designee is responsible for coordinating and planning all task
force activities directed by this Department or when members of this Department are requested to
participate in outside agency task force operations.

Task force activities will be planned before implementation. Guidelines for task force operations
include:
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1. Identifying objectives as they relate to the purpose of the investigation.

2. Defining authority and responsibilities as they concern jurisdictional boundaries and scope

of authority. The responsibility for task force operations lies with the initiating agency,
with assisting agencies acting in a supporting role. When members of this Department are
operating under the direction of supervisors from an outside agency they will keep the
Chief of Police or the Chief 's designee, informed of their activities and abide by the rules
and regulations of this Department.

3. Identifying resources available for use in task force operations to include staffing,

equipment, funds, and time as permitted. The commitment of Departmental resources
shall in no way restrict the delivery of police services to citizens within Rockville City.

4. Keeping the Chief of Police or the Chief 's designee, informed of the activities of

individuals while they are participating in task force operations. This is accomplished by
periodic updates addressing the continuing necessity of the operation. At the conclusion of
such operations, a debriefing and review session will be conducted.

PROCEDURES USED IN CRIMINAL INVESTIGATIONS

Patrol officers or investigators will investigate fairly and impartially all cases assigned to them for follow-
up. Although no two investigations are identical in substance, there are certain standard methods that are
considered in all investigations. These investigative methods include:

A

Information development

Potential sources of information include witnesses, victims, neighbors, relatives, other law
enforcement agencies, and informants. Information received from any of the above sources must
be judged objectively, documented appropriately, and obtained in a manner consistent with
Departmental policy. In all cases, which fall into the categories listed in section V, a follow up
neighborhood or area canvas should be conducted.

Interviews and interrogations

Interviews are conducted with those individuals who may have information concerning certain
aspects of an investigation. Interrogations are conducted with individuals who are suspects or
those individuals who in the opinion of the investigator have been directly involved in the criminal
activity in question. Interviews or interrogations will be conducted in a manner consistent with
departmental guidelines regarding constitutional requirements.

Collection, preservation, and use of physical evidence
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Physical evidence should be searched for, collected, and preserved during the investigation of any
crime scene. Officers/Investigators will be mindful of proper evidence collection procedures and
its importance in the development of thorough investigations. It is imperative that all burglary
scenes be processed for latent fingerprints. “Contamination” should not be used as an excuse not
to fingerprint a crime scene.

Surveillance

Surveillance may be used in the investigation of criminal activity when it is necessary to observe
suspects or conditions in an unobtrusive manner. Surveillance often generates new or additional
information involving crimes under investigation, creates intelligence information, and often leads
to firsthand observation of criminal activity. All surveillance activity shall be accomplished in a
legal manner.

COMPLIANCE WITH CONSTITUTIONAL REQUIREMENTS

A.

All officers, when conducting criminal investigations will take all precautions necessary to ensure
that all persons involved are afforded their constitutional safeguards.

Police officers will ensure that:
1. All statements or confessions are of a voluntary nature and no coercion is used. Itis

advisable to include a statement at the end of the confession that the statement was given
without any threats, promises or inducements and of the person’s own free will.

2. All persons under arrest and not free to leave and are to be questioned are advised of their
rights.
3. All arrested persons are taken in a timely manner to the Central Processing Unit where

they are taken before a commissioner for formal charging.

4, All persons accused or suspected of a criminal violation for which they are being
interrogated are permitted to consult with an attorney, if the defendant makes the request.
If the attorney request to see their client but the defendant has not requested an attorney,
the officer does not need to notify the defendant of this.

5. Prejudicial pre-trial publicity of the accused is avoided so as not to interfere with a
defendant's right to a fair and impartial trial.

FIELD INTERVIEWS
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A The field interview is a means of collecting, preserving, and disseminating information about
suspicious activity of individuals and/or vehicles. Officers making temporary stops of individuals
or vehicles for the purpose of conducting an investigative interview may detain a person if the
officer has reasonable suspicion that the person is committing, has committed, or is about to
commit a crime. The right to detain applies both to pedestrians and vehicles, and may be
exercised upon reasonable suspicion of a crime.

B. A person or vehicle stopped may be detained for a reasonable period. Officers should detain a
person only for the length of time necessary to obtain identification or an accounting of the
person's presence or conduct. The person should be released as soon as the interview is completed
unless probable cause to arrest develops. The person may be detained only at or near the scene of
the stop and not moved to another location without their consent. The U.S. Constitution
guarantees an individual the right to refuse to answer questions.

C. Reasonable suspicion is more than a hunch and must be based on articulate circumstances, but is
less than the probable cause necessary to effect an arrest. Reasonable suspicion coupled with the
officer's experience may justify a belief that the person to be stopped has committed, is
committing, or is about to commit, a crime. Elements which may establish reasonable suspicion
include, but are not limited to, the following:

1. The person fits the description of a suspect wanted for committing a crime.

2. The vehicle fits the description of a vehicle used to commit a crime.

3. The person flees at the sight of an officer.

4, The person or vehicle is seen leaving the area of a crime.

5. The person is behaving or maneuvering a vehicle in a manner indicating criminal activity.

6. The time of day or night.
7. The type of neighborhood or physical surroundings.
8. The officer's prior knowledge of the person or the person’s criminal record.

9. The location where the person or vehicle was observed.

D. A field contact form can be initiated when:
1. Persons or vehicles are observed acting in suspicious circumstances.

2. Persons or vehicles are observed in suspicious circumstances within high crime areas.
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3. Contact is made with known criminals.

Initiation of field contact forms shall be based on the experience and initiative of the individual
officer making the observations.

Caution shall be exercised by initiating officers as to the constitutional rights of individuals being
interviewed.

1. Justification must be established as to why this individual is being interviewed.

2. Delay of the individual or vehicle must be kept to a minimum unless probable cause exists
to effect an arrest.

Upon completion of the field contact form, the originating officer shall submit the form to their
shift supervisor. The shift supervisor shall review the form and then forward it along with all of
the other paperwork collected during that shift.

PRELIMINARY INVESTIGATIONS

A.

A properly conducted preliminary investigation may be sufficient to bring a case to a satisfactory
conclusion, thereby, eliminating the need for follow-up investigation.

The preliminary investigation begins when the first unit arrives at the scene of an incident. The
preliminary investigation should continue until all preliminary information/articles are collected,
or with the transfer of the investigation to another unit/division.

Uniform patrol officers shall conduct preliminary investigations of all dispatched calls.
Investigators or other specialists may be called depending on the seriousness of the crime, the
staffing needed, or at the discretion of the shift supervisor. Refer to MCP Field Operations
Manual, Function Code # 611 for a list of those cases where a specialty investigator must be
notified and when a specialty investigator is required to respond.

The following responsibilities are part of the officers preliminary investigation and will vary
according to the crime being investigated:

1. Provide aid to the injured, pending the arrival of emergency medical personnel.

2. Determine if an offense has been committed, and if so, the exact nature of the offense.

3. Protect the crime scene to ensure evidence is not lost or contaminated.

4. Determine the identity of the suspect(s) and effect an arrest if it can be accomplished either

at the scene or through immediate pursuit.
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5. Furnish other field units with descriptions, method and direction of flight of suspects, and
other relevant information concerning wanted suspect(s) or vehicle(s).

6. Alert all units en route to the crime scene of any potentially hazardous conditions that may
exist.

7. Observe all prevalent conditions, events, and remarks and make appropriate records of
same.

8. Obtain complete information and identification of person(s) reporting the incident,
witnesses, and other related persons.

9. All crime scenes should be processed to the fullest extent possible. See General Order 4-8,
Evidence Collection, for detail.

10. Interview and obtain written statements from the victim and witnesses. An area or
neighborhood canvas is highly recommended.

11. If possible, after advisement of Constitutional Rights, interrogate the suspect.

12.  Accurately and completely record all pertinent information on the prescribed report forms.

13. Decide the necessity of some degree of follow-up surveillance of the crime scene.

E. It shall be the responsibility of the shift supervisor to ensure that an adequate and complete
preliminary investigation has been completed and to review, screen, and approve the officer's
report.

1. Screening should include a review of the facts stated to ensure all essential information
indicating a criminal act is included.
2. Legibility, spelling, clarity, and completeness shall also be checked.
3. A supervisor must approve each report.
F. Investigation of certain crimes may require the presence of investigators in plain clothes during the

initial investigation.

XIV. EOLLOW-UP INVESTIGATION ASSIGNMENT




General Order # 4-16 Page 11
Criminal Investigations

A Event reports completed by police personnel will be screened for follow-up investigation
assignment by the Criminal Investigations Unit supervisor or designee using case screening
solvability factors.

B. The Criminal Investigations Unit supervisor will screen all incident reports and assign reports on
the following basis:

1. All reports requested by the uniformed patrol officer to be returned for follow-up will be
returned to the patrol section for follow-up investigation if appropriate under the
circumstances.

2. Reports may be assigned to investigators if the Criminal Investigations Unit supervisor
feels that the Criminal Investigations Unit can more effectively handle the incident.

3. All incident reports with an aggregate point value of ten or more points will be assigned
for follow-up investigation.

a. The incident may be assigned to the Criminal Investigations Unit or Field Services
personnel for follow-up, whichever is appropriate under the circumstances.

b. As a general rule, the Criminal Investigations Unit will be responsible for follow-
up felony investigations and juvenile related investigations, not assigned to MCP
Family Crimes Division.

C. As a general rule, Field Services personnel are responsible for follow-up
misdemeanor investigations; however, more serious cases may be assigned to Field
Services personnel for investigation.

4, Regardless of aggregate point total, the Criminal Investigations Unit will investigate the
following crimes:

a. Robberies/attempts other than those handled by the MCP Robbery Section.

b. Aggravated assaults.

C. Blackmail and/or Extortion.

d. Threatening/obscene/annoying phone calls.
e. Missing persons (adult).

f. Burglary.

g. Felony theft.
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h. Hate violence crimes.

I. Sex offenses other than those handled by MCP Homicide/Sex Section or Family
Crimes Division.

J. Kidnapping, except for juveniles by relatives.

C. Aggregate point totals will be determined by the following questions being answered positively.
1. The suspect could be named. 10 points
2. The suspect could be identified. 4 points
3. The address of the suspect is known. 4 points
4, The suspect could be located. 4 points
5. The vehicle plate number used in the crime

is known or the vehicle could be identified. 5 points
6. There was traceable stolen property. 2 points
7. A significant modus operandi could be developed. 3 points
8. It was reasonably suspected that there was a limited

opportunity to commit the crime, which indicated

a possible suspect or group of suspects. 2 points
9. There was reason to believe that the crime would

arouse such public interest that public assistance would

lead to crime solution. 2 points

10.  There were reasons to believe that further investigative
effort would lead to the solving of the crime. 2 points

The maximum possible aggregate point total for a crime would be 38 points.

D. Specific criteria will be used for inactivating investigative efforts. The Criminal Investigations
Unit supervisor may suspend investigative efforts based on the following:

1. All leads have been exhausted.

2. Unavailability of investigative resources (on high priority cases this must be fully
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documented).
3. The degree of seriousness.
4, Cannot currently locate the victim.
E. Release from investigation.
1. If the victim or the parent/guardian of a juvenile victim of a crime wishes to permanently

suspend investigation in a case, they may do so by signing a RCPD Form 113 (Release
Authorization). Officers should make a candid inquiry as to the reason for the decision to
drop the investigation to determine if there are further criminal acts being committed (i.e.,
the threatening of witnesses).

2. Officers are under no obligation to suspend an investigation if the victim or the
parent/guardian of a juvenile victim wants to suspend the investigation.

3. Prior to having the RCPD Form 113 signed, officers will wait a minimum of 24 hours from

the time the event was reported. This will afford the victim or parent/guardian the time to
review the circumstances of the event.

4, The investigating officer’s supervisor must review each RCPD Form 113 to ensure the
appropriateness of the release authorization.

5. Officers will be required to keep on file a copy of the Event report, and any supplements,
along with the executed RCPD Form 113 for a period of one year.

XV. CONDUCTING FOLL OW-UP INVESTIGATIONS

A. The follow-up investigation is an extension of the preliminary investigation. The purpose of the
follow-up investigation is to provide additional information to effect the arrest of an offender
and/or recover stolen property.

B. Patrol officers will routinely conduct follow-up investigations to increase their effectiveness, to
enhance their role, and to provide specialized investigators more time to concentrate on complex
investigations. If a patrol officer is following up on a case, which normally would be followed up
by an investigator, the patrol officer will note this fact in the closing of the report narrative.

C. Cases to be referred to the Criminal Investigations Unit or other specialized investigative units
include:

1. Cases when the offense appears to be one in a pattern.

2. When investigation will be required in widely located areas outside the City limits.
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3. Investigations that would remove the officer from their normal duties for a significant
time.
4, Investigations that would be more effective if performed by specialized investigative units.
5. All UCR Part | crimes (homicide, rape, robbery, aggravated assault, burglary, major thefts
[on a case by case basis], motor vehicle theft, arson).
D. A properly conducted follow-up investigation may be sufficient to bring a case to a satisfactory
conclusion.
E. The following steps are presented as a guideline to be followed in conducting a follow-up

investigation. Not every step is needed in every investigation.

1. Reviewing and analyzing all previous reports prepared in the preliminary phase.
2. Conducting additional interview and interrogations.
3. Reviewing Departmental records.
4. Seeking additional information from patrol officers, informants, etc.
5. Reviewing the results from the laboratory examinations, if applicable.
6. Arranging for dissemination of information as appropriate.
7. Planning, organizing, and conducting searches.
8. Preparing cases for court presentation.
9. Assisting in prosecution.
10. Identifying and apprehending suspects.
11.  Collecting physical evidence.
12. Determining involvement of suspects in other crimes.
13.  Checking suspects' criminal histories.
F. Department personnel should be aware that there are many sources of information that can be

used. A list of possible aids is contained in the appendix of this General Order. The list is to be
viewed as an aid, and is not to be considered as all-inclusive.
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G. Polygraph and stress analyzer examinations are investigative tools used in determining deception
during an investigation.

1. The investigating officer will review with their supervisor the investigative efforts made
thus far. The supervisor will make a decision whether to conduct a polygraph or stress
analyzer examination.

2. Only individuals trained at an accredited school in the use of the polygraph or stress
analyzer will be used.

XVI. EOLLOW-UP CONTACT

A. Whether the case follow-up is conducted by a uniformed officer or investigator, a ""second time"
contact should be made as soon as possible and within three days after the report of the original
incident and preliminary investigation.

B. Contacting a victim, complainant, and/or witness for a second time, after a lapse of several days,
may result in the receipt of information leading to the clearance of a case.

C. Maintaining this policy of "second contact"” is valuable in building public confidence in the
Department as well as showing that the members of this Department are genuinely concerned
about the welfare of the victim and other citizens associated with the case.

D. The Department’s Victim Advocate contacts victim’s of domestic violence incidents as well as
select crimes handled by City police officers.

XVII. MCP INVESTIGATIVE SERVICES NOTIFICATION

A. Investigations of certain offenses are of a sufficiently complicated nature or contain a sufficient
degree of immediacy to warrant the assignment of specialized investigators to immediately begin a
follow-up investigation.

B. In accordance with the Memorandum of Understanding between the Montgomery County Police
and the Rockville City Police, the County police will provide investigative resources when
specific criteria are met.

C. Specialty investigations may include, but are not limited to:
1. Homicides.
2. Rapes and other sex offenses.

3. Kidnapping.
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4. Successful suicides.
5. Commercial or home invasion robberies - armed and unarmed.
6. Carjacking’s.

7. Firearm discharges by police officers if suspect is wounded or killed.

XVIII. INFORMANTS

A.

It is the policy of this Department to encourage the proper development and use of informants by
all officers. The proper legal use of an informant can greatly help the efforts of the police officer
in obtaining vital information that may be used in the furtherance of an investigation.

For purposes of this General Order, a police informant is defined as an individual who provides
useful police information concerning criminal activity or intelligence information and WHO
EXPECTS SOME KIND OF RETURN, and who expects that their identity be kept confidential.

For the security of the police officer and the informant, a system, which provides confidentiality to
the informant, identifies transactions, and provides for lawful accountability, is essential and must
be maintained.

Each officer who develops an informant will contact the Criminal Investigations Unit supervisor
or Street Crimes Unit supervisor to begin a file on the informant.

1. Upon receiving a request from an officer to document an informant, the Criminal
Investigations Unit supervisor or Street Crimes Unit supervisor shall assign a code number
to the informant.

2. The Criminal Investigations Unit supervisor or Street Crimes Unit supervisor will provide
the officer with the proper documents for the file, which shall include; Personal History
Sheet (RCPD Form # 65), Data Sheet (RCPD Form # 66), and Informant Waiver
Statement of Understanding (RCPD Form # 69).

a. The officer shall complete the Personal History Sheet and the Data Sheet. The
officer will add any additional biographical and background information as
necessary, including a criminal history, aliases, and acquaintances.

b. A picture of the informant should be taken.

C. The informant will be provided with an Informant Waiver Statement of
Understanding, which they will be required to sign with their real name.
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3.

The completed forms will be given personally to the Criminal Investigations Unit
supervisor or Street Crimes Unit supervisor for inclusion in the master informant file.

The Criminal Investigations Unit supervisor or Street Crimes Unit supervisor is responsible for
maintaining a master informant file in a locked cabinet located in their office.

1.

Access to the files will be restricted to the Criminal Investigations Unit supervisor, Street
Crimes Unit supervisor and others as designated by the Chief of Police.

When any member refers to informants, the informant will be referred to by their code
number and never by their real name.

Precautions to be taken with informants generally include:

1.

2.

Keeping accurate records.

Letting another officer know when a meeting with an informant is to take place.

The officer will pick the location for the meeting.

Contact should be kept on a business level, particularly when dealing with an informant of
the opposite sex or one whose sexual preferences may make an investigation more
susceptible to compromise through alleged improprieties.

In all cases, the officer will have someone accompany them.

Written authorization from a parent or guardian giving permission to use a juvenile
informant must be included in the informant's file.

Informants on probation/parole will only be used after the officer gains permission from
the sentencing judge.

XIX. DISPOSITION OF CASES

A.

An investigative case file will be maintained on all cases in which investigative activities are
ongoing. Case files provide an immediate information resource to investigators.

1.

Case files should contain a copy of preliminary investigative reports, records of statements,
results of examinations of physical evidence, case status reports or supplements, case
notes, and other reports and records needed for investigative purposes.
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2. Case files should be kept current and as up-to-date as possible, and stored in such a manner
that, when off duty, other investigators can find and refer to the case files if required to do
S0.

3. Once a case has been disposed of by arrest, suspension or other clearance, the case file will

be kept in abeyance with the department’s Records Retention and Disposal Schedule
An administrative designation shall be assigned to each case as appropriate.

1. Cases are classified as "open™ when they are or will be assigned for active investigation
based on severity of the crime; when a warrant has been issued; documented suspects;
significant chances of developing leads; high solvability factors; or when the nature of the
case requires immediate investigation, such as public opinion concerning particular
circumstances.

2. Cases are classified as "inactive" when the case, as determined by the investigator, has no
means for an effective investigation or in cases where progress would be limited compared
to the amount of investigation necessary to develop significant leads.

3. Cases are classified as “closed” when the case is unfounded, cleared by arrest, closed
administratively, or have an exceptional clearance, as defined in the Uniform Crime Report
handbook.

Investigations shall be periodically evaluated, using the continued application of solvability and
degree-of-seriousness factors to the investigative workload.

Criteria to be considered in suspending investigative efforts include, but are not limited to:

1. Lack of further leads or solvability factors.
2. Unavailability of investigative resources.
3. Insufficient degree of seriousness.

XX  COLD CASE INVESTIGATIONS

A

A cold case is any case of serious crime against a person, which is not an active investigation and
has been classified as inactive.

In order to be considered for a cold case evaluation, the initial investigative file must be available
and there must be some available evidence, usually physical evidence, which has not previously
yielded investigative results.
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C. Other criteria that must be considered in cold case investigations should be, but are not limited to
the following:

a.

b.

Legal considerations, such as the application or expansion of statue of limitations; and

Technology considerations, such as the nature and conditions of the evidence and the
advancement of new technology techniques in solving a crime; and

Particular considerations, such as the availability of witnesses in the event DNA profile testing
would identify a suspect and lead to an arrest and trial; and

Resource considerations, such as time, money, and personnel available for investigation and
forensic analysis.

D. When a case with these attributes is placed inactive or suspended, the supervisor of the Criminal
Investigations Unit will note in the investigative files that the case should be monitored as a cold
case. Each month’s Criminal Investigations Unit status report will include a list of all cold cases
being monitored. Based upon personal knowledge of the cases and available investigative
resources, the supervisor of the Criminal Investigations Unit will determine whether there have
been developments, which warrant reactivating the case. Any action on a cold case will be noted
by way of a supplemental report added to the case file.

CONDUCTING NON-EMPLOYMENT BACKGROUND INVESTIGATIONS

Non-employment background investigations will be accomplished on an as-needed basis. The purpose of
this type of background investigation is to gather information on a person(s) to determine if they are
involved in any criminal activity.

E. Potential sources of information are:
1. Bank records.
2. Rental offices.
3. Telephone companies.
4, F.B.I. check.
5. Criminal history check.
6. Police Department records.
7. Friends/acquaintances.
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8. Employer.

F. The records obtained in a background investigation would be made part of a case file and used as
evidence if needed.

G. The records will be kept confidential.
H. Records will be retained in the case file until the conclusion of the background investigation.

Background investigative files will be maintained in accordance with the departments Records
Retention and Disposal Schedule.





