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I. PURPOSE 

 

 The purpose of this policy is to establish procedures to ensure that Tiverton Police 

 Department personnel submit complete and accurate field reports within stipulated time 

 frames. 

 

II. POLICY 

 

 It is the policy of the Tiverton Police Department to continually strive to 

 maximize its effectiveness in serving the community and preventing, detecting, 

 and investigating criminal activity. Additionally, outside agencies and the public-

 at-large rely on the Department to provide them with accurate and timely field 

 report information. The Department hereby establishes the following procedures 

 pertaining to the field reporting process and officer responsibilities. 

 

III. DISCUSSION 

 

 A. The Department utilizes Tritech Records Management System (RMS),  

  IMC version, for the input, storage and retrieval of field reports.  Field  

  Reports include  

 

  1. Incident Reports (OF). 

 

  2. Warrant/Complaint Reports (WA). 

 

  3. Arrest Reports (AR) 
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  4. Field Interview Reports (FI). 

 

  5. Accident Reports (AC) 

 

  6. Investigative Report (IV) 

 

 B. A unique case number is generated by the Tritech Computer Aided  

  Dispatch (CAD) System as internal or external calls for service are  

  received by Communication Center Operators (CCO’s) and entered into  

  the records management system.  

 

IV.  PROCEDURES 

 

 A. Completing Field Reports 

 

  1.  At a minimum, field reports are to be completed for any of the following 

   incidents: 

 

   a. A crime has occurred or investigation of a possible crime. 

    

   b.  A citizen report of a crime. 

   

   c. Arrest of person on bench (capias) warrant or another agency’s  

    warrant. 

  

   d. A person is taken into custody and criminally charged (arrest). 

 

   e. Forced entry has been made by any government agency (i.e., fire  

    department, police department). 

 

   f. A fire has occurred and there is suspicion of a crime, personal  

    injury, or damage to government property. 

 

   g. Vehicle accident with damage or injury. 

 

   h. Sudden death. 

 

   i. Lodging of prisoners for other agencies. 

 

   j. Animal bites on persons or where a domestic animal is seriously  

    injured or killed. 

 

   k. Abandoned vehicle that is not traceable and/or towed into   

    custody. 

 

   l. Found property not traced to a previous case. 
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   m. Emergency committals by police. 

 

   n. Detention of a suspicious person (no charges). 

 

   o.  An incident involving a traffic summons for an offense that  

    requires the towing of a vehicle. 

   

   p. An incident involving a traffic summons for an offense that  

    requires the seizing of property or evidence (i.e. marijuana) 

    

   q.  A workplace-related incident involving serious injury or death. 

     

   r.  Any incident involving reportable use of force by department  

    members. Use of Force Incidents have additional reporting   

    requirements (See 390.10 use of Force and 390.12 Use of Force  

    Incidents Resulting in Death or Serious Bodily Injury) 

 

   s. A suspected drug overdose. 

 

   t.  Any other event in which a supervisor directs a subordinate to 

    complete a report. 

 

  2.  At a minimum, field reports shall contain accurate and up to date   

   information for all required data fields and any data fields for which the  

   data exists.  Department members will ensure that any “backfilled” data is  

   accurate and up to date.  

 

  3.  At a minimum, the following information, and any resulting findings or 

  actions taken, is required to be entered into the appropriate Tritech RMS  

  report (narrative sections and data field sections, if such data 

  fields exist) whenever department members create a field report, as 

  circumstances shall dictate: 

  

   a.  The suspect was searched for weapons/contraband. 

 

   b.  The suspect was handcuffed; handcuffs were checked for fit and 

    double-locked. 

 

   c.  A search incident to arrest was performed. 

 

   d.  The suspect was checked NCIC and RILETS. 

 

   e.  A warrant was confirmed with ORI. 

 

   f.  Method in which evidence or property was seized, description of  

    evidence/property seized, location evidence/property was stored  

    after seizure.   
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   g. All seized property or evidence is assigned a property number and  

    electronically assigned a location (i.e. temporary storage lockers). 

 

   h.  Verbal or written consent to search was obtained. 

 

   i. A search of any property was conducted. 

 

   j.  The suspect was advised of rights; a rights form executed; the 

    suspect waived rights. 

 

   k.  The manner in which suspect was identified (show-up; line-up; 

    Driver’s license, Livescan fingerprinting etc.) 

 

   l.  The probable cause for arrest and any other information supporting 

    the arrest charges. 

   

   m.   Any information pertaining to the use of force by a suspect and/or 

    by department members. 

 

   n. Requests for follow up by another division or department   

    member (ACO, Detectives etc.).  

   

 B.  Field Report Submission 

 

  1.  All field reports shall be completed by the end the department member’s  

   tour of  duty (four or five day rotation) unless there are extenuating   

   circumstances.  Prior to the completion of their tour of duty, department  

   member’s shall: 

 

   a.  Ensure all field reports are completed completely and accurately. 

 

   b. Ensure field reports contain no critical errors.  

 

  2.  Department members shall ensure that all necessary associated forms and  

   statements are completed accurately. Forms and statements include, but  

   are not limited to: 

 

   a.  Witness Statements. 

 

   b.  Defendant Statements. 

 

   c.  Rights Forms. 

 

   d. Consent Forms. 

 

   e.  Court Complaint. 
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   f. Court Forms. 

    

   g.  DV/SA forms. 

 

   h.  Court summonses. 

 

   i.  Missing persons forms. 

 

   j. Accident Statements. 

 

   3. Department members shall ensure any associated forms and/or   

   documentation are scanned into the Tritech RMS, filed in the Arrest or  

   Investigation/Warrant Folder or forwarded to the Records Division for  

   filing/scanning.  

 

  4. Department members shall ensure that any associated photographs are  

   electronically uploaded to the field report or ensure the camera is turned  

   over to the Records Division for uploading. 

 

  5. Department members shall ensure that all field reports are forwarded to  

   their proper locations  electronically through the Tritech RMS.  Field  

   reports shall be forwarded through the Tritech RMS to the appropriate  

   shift or division inbox, they include: 

 

   a. D1 Inbox 

 

   b. D2 Inbox 

 

   c. D3 Inbox 

 

   d. Detective Inbox 

 

   e. Animal Control Inbox 

 

   f. Elderly Affairs Inbox 

 

   Additional inboxes may be added, with the approval of the Chief of  

   Police, to improve field report workflow.  

 

  6. Uniform Division field reports should be forwarded through the Tritech  

   RMS to the inbox that the incident occurred on regardless of the shift that  

   the department member is assigned (i.e. a field report for an incident  

   occurring at 0100 hrs. would he forwarded to the D1 inbox.) 

   

  7. Field reports involving Uniform Crime Reporting (UCR) Part I crimes will 

   be completed and forwarded through the Tritech RMS prior to the end of  
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   the department members shift.  Exceptions must be approved by a   

   supervisor.  Uniform Crime Reporting (UCR) Part I crimes include: 

 

   a. Murder. 

 

   b. Forcible Rape. 

    

   c. Robbery 

 

   d. Aggravated Assault. 

 

   e.  Burglary/Breaking & Entering. 

 

   f.  Larceny/Theft (Felony). 

 

   g.  Motor Vehicle Theft. 

 

   h.  Arson. 

 

  8. For non-sworn department members field reports will be forwarded  

   through the Tritech RMS to the inbox of their immediate supervisor.   

 

 C. Field Report Approval/Field Report Referrals 

 

  1. Supervisors are responsible for reviewing and approving all field reports  

   submitted to their assigned shift/division inbox.  All field reports shall be  

   reviewed and approved within seventy two (72) hours.  

 

  2. All field reports shall be reviewed by a supervisor for accuracy,  

   completeness, and neatness.  The Supervisor will ensure the report  

   does not contain any critical errors. No reports containing critical  

   errors will be approved. 

  

  3. Supervisors will be responsible for checking the inbox of subordinate  

   department members to ensure field reports they are completed and  

   forwarded in a timely manner.  

 

  4. If a shift or division does not have a supervisor on duty for a period 

   of more than seventy two (72) hours, it shall be the responsibility  

   of the Uniform Division Commander (Captain) to review that shift  

   or division field reports.   

 

  5. Incomplete field reports, field reports that require further action or field  

   reports that have critical errors will be immediately returned to the   

   submitting department member.  

 

  6. Once a field report has been reviewed and approved, the supervisor shall: 
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   a. Remove the report from the inbox by utilizing the “View Inbox  

    Task”  function and checking “Done”, or: 

 

   b. Forward the field report through the Tritech RMS to an individual  

    department member or division inbox for review or follow   

    up action (i.e. Detectives, ACO, Captain etc.). 

     

 D. Field Report Management. 

 

1. Because it is not feasible to expend equal time and energy in the 

 investigation of all reported crimes, priority of investigation and allocation 

 of resources shall be based upon the relative seriousness and solvability of 

 each reported crime. However, reported crimes shall be investigated to 

 the fullest extent possible regardless of the status of the victims or the 

 areas of the town in which the crimes occur. 

 

  2. It shall be the responsibility of the reviewing supervisor to determine  

   which field reports will remain open for further investigation, forwarded  

   to another department member or division for further investigation,  

   suspended or closed.  The decision will be based on the supervisor’s  

   judgment, the recommendation of the reporting department member and  

   the solvability of the case. 

  

  3. Offense Status- The supervisor approving a field report (non-   

   arrest) shall assign a status to the report prior to approval.  Field report  

   status’ are as follows: 

 

   a. Incident Closed by Arrest. 

 

   b. Incident Closed. 

 

    i. Citation issued. 

 

    ii. Fine issued for animal complaint. 

 

    iii. Jurisdiction change.   

 

    iv. Warrant or summons issued. 

 

    v. Warning issued to offender 

 

   c. Incident Open (Note: incidents should remain open as long as there 

    is an active and ongoing investigation) 

 

   d. Incident Investigation Suspended. 

 



 

03/18/2019 Tiverton Police Department 300.04 
Page 8 of 9 

 

    i. Lack of leads or solvability factors. 

 

    ii. Insufficient degree of seriousness for continued   

     investigation. 

 

    iii. Unavailability of Resources to continue investigation. 

 

   e. Incident Unfounded (Note: Field reports may be unfounded when   

    the investigating department member ad or supervisor determines  

    that the reported criminal offense is found to be false and baseless  

    or do not meet the  elements required for the criminal offense). 

    

   f. No Crime. 

   

  4. Exceptional Clearance- In the National Incident Based Reporting System  

   (NIBRS), the submission of arrestee data in connection with an incident  

   automatically clears all offenses within an incident. Incidents can likewise  

   be cleared by exceptional means when some element beyond law   

   enforcement control precludes a physical arrest. Any exceptional   

   clearance in an incident clears all related offenses. Exceptional clearances  

   can be made and should be reported under one of the following five  

   circumstances:  

 

   a. Death of offender.  

 

   b. Prosecution declined (By the Town Solicitor or the Attorney  

    General). 

 

   c. Extradition is declined. 

   

   d. Victim refuses to cooperate. 

 

   e. Juvenile/No custody 

 

  5. In order to clear an offense by exceptional means, each of the following  

   conditions must be met:  

 

   a.  The investigation must have clearly and definitely established  

    the identity of at least one offender.  

 

   b.  Sufficient probable cause must have been developed to support the  

    arrest, charging and prosecution of the offender.  

 

   c.  The exact location of the offender must be known so that an arrest  

    could be made.  
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   d. There must be a reason outside the control of law enforcement  

    which prevent arrest. 

 

    


