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I. POLICY

The rights of suspects and defendants involved in the criminal process are unquestionably important;
yet it is equally important to protect the rights of the victims and witnesses of crime.  Victims have a 
need and an expectation to obtain fair and humane treatment from law enforcement personnel.  
Crime victims often suffer physical, psychological, and financial injuries.  The first source of 
protection for most victims is the police officer.  "The manner in which police officers treat a victim 
affects not only his immediate and long term ability to deal with the event but also his willingness to 
assist in a prosecution" (President's Task Force on Crime, 1982).  A victim treated well during crisis 
provides the officer with a better witness who will give a more accurate account of what happened.  
The Department recognizes the importance of adequate victim/witness services.  Responsiveness to 
the needs of crime victims is a Department priority for the Rockville City Police Department.  Under
the Constitution of Maryland, Declaration of Rights – Article 47, a victim of crime shall be treated 
with dignity, respect, and sensitivity during all phases of the criminal justice process.  All members 
of the Department (sworn and non-sworn) will treat these persons accordingly, consistent with the 
State law, including (Criminal Procedure Article, Section 11-104) governing police/victim/witness 
interaction.

II. PURPOSE

The purpose of this General Order is to establish guidelines, responsibilities, and procedures for 
crime victim and witness assistance.

III. PROCEDURES - GENERAL

A. All members of the Department have responsibilities for and shall support crime victim 
and witness assistance procedures.

B. Department personnel shall consider victims and witnesses as clients of the criminal 
justice system who are to be treated with respect and fairness.

C. Department personnel shall view victim and witness assistance as a partnership.  Better 
treatment of victims and witnesses will result in better investigations leading to more 
convictions.

D. Cultural/language differences may exist.  Personnel are encouraged to use interpreters and
translator services, if needed.

E. Officers are required to render assistance to victims and witnesses, unless they refuse it.  
An officer who has a duty to act to assist a victim may be liable for negligence for 
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improperly performing or failing to perform a duty.  (Federal and state courts have decided  
that victims of crime have a right to equal protection of the law under the 14th Amendment of
the Constitution and that victims, under certain circumstances, may have a special 
relationship with law enforcement agencies.  Failure to provide either an appropriate 
response to victims or to respond upon the pleadings of a victim for help may be judged as 
malfeasance or nonfeasance of official law enforcement duties and obligations).

F. In all domestic violence situations, officers should adhere to all procedures outlined in 
General Order 4-36 DOMESTIC VIOLENCE.  

IV. VICTIM / WITNESS ASSISTANCE PROGRAM

A. The Chief of Police is ultimately responsible for administering and coordinating the 
victim / witness program within the Department.

B. The Victim Advocate is responsible for maintaining liaison with other criminal justice 
agencies and the Victim Assistance Program for Montgomery County.

1. The Victim Advocate will attend meetings with members of the Victim Assistance
Program when appropriate.

2. The Victim Advocate will ensure that communications are maintained with the 
County Victim Assistance  Program to offer and receive suggestions about how the 
Department can better serve victims/witnesses.  The Victim Advocate will assist in 
any way possible to develop, implement and support the continuance of appropriate 
assistance programs.

C. The Victim Advocate makes direct contact with victims apprising them of basic criminal 
justice procedures and makes referrals to relevant resources.  The Victim Advocate works 
with police officers to supplement and enhance their follow-up efforts with the victims of 
crime.

V. NEEDS OF VICTIMS/WITNESSES

A. Becoming a crime victim or witness can be a frightening experience.  Often people do not 
know how to put their lives back together.  They may wonder if their feelings and concerns 
are normal.  Four needs of crime victims are:

1. Safety and security.

2. Ventilation and validation.

3. Prediction and preparation.

4. Education and information.
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B. The Victim Advocate has the responsibility to publicize on a periodic basis, pertinent information 
concerning the availability of its victim/witness assistance needs and services.  The department 
will complete a documented review of these needs and services triennially

C. Victims/witnesses can contact the police department 24 hours a day for assistance.

1. Montgomery County staffs a crisis center 24 hours a day for victims/witnesses.  This 
includes therapeutic support groups and assistance with the legal system.  The 
Communications Center has the phone number for the crisis center in its Rolodex.

2. The Communications Center maintains a copy of the Victim Services Directory for 
Montgomery County.

D. Analysis of the needs of victims/witnesses of crimes within Montgomery County is an on-going 
requirement.  

E. The Victim Advocate maintains information on the service needs of victims/witnesses in the City 
of Rockville. Specific information can also be found on the police department’s website.

F. The Victim Advocate maintains a supply of literature on the various types of community services 
and victim assistance that is available in Montgomery County.  Officers are provided with copies 
of this literature.  The Victim Advocate will also distribute literature and resource numbers to 
victims during follow-up contact. 

G. The Victim Advocate Program fulfills one piece of the service needs for victims/witnesses in 
Montgomery County.  Another area where the Rockville City Police Department provides 
victim/witness services is in the first responder stage.

VI. PATROL RESPONSIBILITIES (FIRST OFFICER ON SCENE)

A. Record date and time of arrival.

1. Determine location and condition of victim and/or witnesses.

2. Determine if suspect is still at crime scene (initiate crime broadcast, if applicable).

3. Summon an ambulance if required.

4. Notify supervisor and request assistance of investigator, if applicable.

B. Patrol officers should explain their role to crime victims/witnesses and why they need to ask 
questions.

C. Patrol officers shall know and practice crisis intervention skills.
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D. Crime scene preservation:

1. First officer on the scene is responsible for preserving crime scene and to fully explain to 
the victim/witness what the investigation will entail.

2. An officer must remain at the crime scene until evidence is processed or until relieved by 
an investigator or supervisor.

3. Victim/witness should be informed of the necessity of taking photographs of the person 
and removing personal belongings for evidence.  Officers shall use tact in explaining 
evidence collection procedures because the victim/witness may well be upset or distraught.

E. Officers shall demonstrate concern for the crime victim/witness after the crime has occurred.  To 
this end, officers shall freely provide information about available social services, the criminal 
justice process, or accommodate any other reasonable need.

F. Identify and separate witnesses:

1. Record names and addresses of witnesses and other persons at the scene.

2. Obtain valid identification, if possible.

3. Obtain preliminary statements.

G. Interview victim separately and in privacy.

1. Victims are interviewed; suspects are interrogated.  Interviews with victims require 
patience, firm but not overbearing control, tact, and a demonstrated concern for their 
discomfort.

2. Establish rapport with the victim.  Explain the necessity of asking specific personal 
questions.

3. Use appropriate interview techniques.

H. Assess medical/psychological needs of victim:

1. Arrange for appropriate treatment as soon as possible.  The victim may want or need to be 
examined and reassured of his or her physical condition.  Similarly, the victim may want or
need to speak to someone for psychological support (relative, friend, or counselor).
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2. Victim may be confused or unable to express his or her needs.  Use good judgment and, if 
appropriate, refer victim to another agency.

I. Transportation of crime victims/witnesses:

1. Victims/witnesses may be transported in Department vehicles when necessary to 
accomplish a police purpose: to a medical facility, to the Department or other criminal 
justice agency, to a safe shelter.

2. Once the victim/witness is taken to the necessary destination, an officer will escort the 
victim/witness inside, ensuring that the proper authority is notified of arrival.

J. Completing the crime report (initial case report):

1. The purpose of the initial case report is to document the incident for further investigation 
and prosecution.

2. Reports must be factual, clear, concise, and unbiased.

3. Be specific. Use victim's/witness's own terminology in report.

4. Avoid personal opinions regarding any comments made by victims or witnesses.

5. Use effective communicative skills which are both easy to understand and supportive of 
the victim/witness.

6. At completion of the initial investigation, provide the victim/witness with the officer's 
name and identification number, classification of crime, date of report, the case number, 
and phone number to obtain or relay additional information, including periodic reports 
about the status of the case.

K. Determine where the victim/witness will go over the next several months; obtain addresses for any
temporary or permanent residence, place of business, or other place to contact.

L. Patrol officers shall provide the following to crime victims/witnesses or their representatives:

1. Information regarding the case number (as soon as it is available)

2. Victim/witness packet

3. Property control.  If an officer takes property from the victim or a witness for purposes of 
investigation, he or she shall provide a written receipt for such property to the 
victim/witness accompanied by an explanation of why it is required as evidence.
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M. Notify the victim/witness of the Department's interest in protection from intimidation or threats by
the defendant, his family, or friends.  Instruct the victim/witness to call the Department if such 
occurs.

N. Media relations:

1. Follow the Department's policy, reference to news releases (See General Order # 3-2).

2. Protect the victim or witness identity by not releasing their name or address.  Advise 
reporters to contact the Chief of Police for information.

O. When the investigator arrives (if one is needed), the patrol officer will report all that has been done
and remain and assist the investigator until relieved by proper authority.

P. Notify the on-duty or on-call Watch Commander for follow-up in cases that are deemed traumatic 
to the victim, (i.e., cases of personal violence or threats of violence).

Q. Notify the Victim Advocate for appropriate follow-up in cases that are deemed traumatic to the 
victim (i.e., cases of personal violence or threats of violence).

VII. INVESTIGATOR RESPONSIBILITIES

The investigator's purpose is to follow-up the preliminary investigation, to provide additional 
investigation to effect an arrest, and to prepare the case for prosecution.  Immediate assignment of an 
investigator may occur following any serious crime.

A. Arrival at scene:

1. Upon arrival, the investigator will receive a report from the patrol officer who completed 
the preliminary investigation.

2. Investigators should explain their role to crime victims/witnesses and why they need to ask
additional questions, perhaps repeating the patrol officer's questions.  Also explain the 
need for any procedures concerning crime lab tests.

3. Investigators should be knowledgeable about and use crisis intervention skills.

B. Collection of additional evidence:

1. Investigators shall gather all pertinent evidence at the scene, which will lead to the 
apprehension of the criminal.

2. Make the necessary arrangements for forensic tests, drawings, and photographs.
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3. Use proper collection techniques.

4. Record all information with accuracy, clarity, and completeness.

5. Review test results after their return from lab.

C. Care and return of victim/witness property used as evidence:

1. Notify victim/witness where the property is stored, when it can be reclaimed, and how to 
reclaim it.

2. The victim/witness shall not be charged any fees for the collection, storage, and 
preservation of property.

3. Expedite the return of property.  Photograph as much as possible in order to return the 
property to its owner sooner.

D. Seek other pertinent information from other officers.  Review preliminary reports and prepare 
notes concerning items/information needed.

E. Conduct any further interviews of victims or witnesses several hours or days following the 
incident. Choose a time and place convenient for the victim/witness, if possible.

1. Obtain additional information that the victim/witness was reluctant or forgot to provide 
during the preliminary investigation.

2. Clarify any inconsistencies in the original report.

3. Check for bruises or injuries which were not initially visible or not photographed and have 
photos taken.

F. Attempt to determine the identity of the suspect or suspects, if known, through the use of one or 
more of the following:

1. Assist the victim/witness to develop a composite drawing or employ the services of an 
Identi-Kit operator, if appropriate.

2. Arrange and provide necessary transportation for victim/witness to review police 
photographs.  To assure an accurate identification, a reasonable number of photos should 
be shown to the victim/witness, even if suspect is selected almost immediately.

3. Arrange and provide necessary transportation for victim/witness to review physical or 
photographic line-up of potential suspects.  Explain the process to be used and choose a 
time convenient for the victim.
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4. Before viewing the line-up, the victim/witness shall be instructed as follows:

a. Neither the victim or witness identity nor address will be revealed to the suspect.

b. The purpose of the line-up is as much to exonerate the innocent, as it is to identify 
the accused.

c. Victims/witnesses must look at the line carefully and voice any doubt or 
uncertainties about an identification.

d. A victim/witness may request that the participants in the line speak certain words, 
make certain gestures, or assume particular poses.  All participants will be required 
to perform the same acts.

e. Victims/witnesses are not required to talk to the defense attorney during the line-
up.

5. Identification procedures may be very traumatic for the victim/witness as he or she will be 
confronting the accused for, perhaps, the first time since the incident.  Allow 
victims/witnesses attorney or advocate to accompany him/her during the line-up.

G. Arrest of suspect.  The victim/witness shall be notified as soon as possible about the arrest, 
custody status, and charges filed.

H. The investigator will prepare a case presentation to include any available evidence and lab results 
to be used in court.  Remember that the investigator will be with the victim/witness through all 
court proceedings while prosecutors and defense attorneys may change.

I. It is the investigator's responsibility to:

1. Maintain victim/witness case confidentiality.

2. Provide and/or arrange support for the victim/witness.

3. Protect the victim/witness and take action regarding intimidation or threats by the 
defendant and his family or friends.

4. Keep the victim/witness informed of results of hospital/lab tests.

5. Notify the victim/witness if defendant makes bond or has a bond reduction hearing 
scheduled.

6. Explain the criminal justice procedures pending.  Remind the victim/witness that he or she 
will see the accused in court and reassure them of their safety.
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7. Work closely with prosecuting attorneys in pretrial and trial preparations.

8. Provide victim/witness with investigator's name and business phone number for further 
contacts.

9. Advise victim/witness of social service agencies, including the Victim Advocate Program, 
and where feasible, assist in the assignment of a victim advocate to the victim/witness 
during the follow-up investigation.

J. The investigator shall notify the victim/witness when the Department closes (clears) the case by 
any of these means:

1. Victim non-cooperation - officers are strongly encouraged to obtain a release from 
investigation form.

2. Cases of non-prosecution - explain to the victim that a lack of prosecution or legal 
insufficiency does not reflect on his or her credibility.

3. Unfounded cases - only when it is proven that the offense did not occur.

4. Exceptional clearance - consult the UCR guidelines for this procedure and explain reasons 
to the victim.

VIII. VICTIM ADVOCATE RESPONSIBILITIES

A. Mail letters:

1. As a means of reaching crime victims/witnesses

2. Details the purpose of the contact

3. Provides overview of available resources

4. Provides the case number of the event in question

B. Call victims/witnesses:

1. Conveys concern of department

2. Listens and answers questions

3. Assesses the victims/witnesses need for counseling and other resources
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4. Makes the appropriate referrals or recommendations for counseling and other resource 
needs.

C. Act as a liaison/advocate:

Relays relevant information to investigating officer, who may supplement original report, further 
the investigation, or close the case.  Advocates on behalf of victims/witnesses both within the 
Department and with personnel from other social services agencies to ascertain victims’ needs are 
being met.

D. Follow up on cases as appropriate:

For all victims/witnesses who have continued participation in the criminal justice system or whose
cases are unusually severe, the Victim Advocate would periodically check in with them to answer 
questions and update them as to the status of their case.

E. Maintain records:

Records contacts with victims/witnesses and maintains database of pertinent information of all 
referral cases. Recommendations and referrals made will be maintained.

F. Maintain and distribute information regarding available services:

1. Keep current lists of resources.

2. Distribute information regarding any changes to available resources.

3. Update information when needed but at least every six months.

4. Formally and informally survey victims as a gauge to access the impact of victim 
assistance follow-up services and to identify unmet needs.  This would be done through 
victim callbacks and formal written surveys conducted at least once every two years.

G. Provide guidance to other Department staff relating to victim/witness requests, problems, and 
issues.




