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Preface

As practitioners in policing and probation, we saw many reports that did not provide enough information to make a case for court prosecution or treatment and rehabilitation. As educators, we have seen students in criminal justice struggle with writing, citations, referencing, and understanding the processes and procedures of criminal justice without seeing actual reports that mark the progression of a case through the system or the creation of an academic paper. This supplemental text focuses on teaching students how to write in the academic setting, while introducing them to a number of other writing tools, such as memos, emails, resumes, and letters. The goal is to interweave professional and applied writing, academic writing, and information literacy, with the result being a stronger, more confident report writer and student in criminal justice.

There are several challenges to writing in criminal justice: (1) Criminal justice practitioners fail to write for an audience and (2) the use of generic report templates. First, to write effectively, the writer must consider the audience’s understanding of the topic and the audience’s needs and use of the information. Most practitioners fail to consider that they have an audience beyond their immediate supervisor. As such, reports typically lack detail, are filled with slang and jargon, and are structured in a manner often confusing to those without a criminal justice background. Next, most practitioners are taught to use templates for crime types and court documents. In other words, every burglary report will follow the same format, with a simple adjustment of the case facts. The same is true for other common crime types. So details may be missed or omitted because they do not “fit” the template.

Instructors also sometimes struggle with two issues that are shared by students: (1) writing for fact and (2) brevity. Students and faculty are taught throughout their academic careers to write to page-length requirements. In criminal justice reports, there is not a page-length requirement, and the writing process requires the writer to say what needs to be said factually and succinctly. Thus, students have to train themselves to identify the facts and to learn how to write only what is tangible in a report. Instructors have to find a way to teach these skills, while introducing critical thinking and information literacy. This can be a challenge for everyone involved.

With these concerns in mind, we have written a concise book that introduces key topics in writing in the criminal justice discipline, particularly in policing, and academic writing. We believe the text is reader friendly and comprehensive, yet concise.


Approach

Universities have historically supported intensive courses in writing and have encouraged writing in the discipline across the various academic fields. However, how this has been accomplished is not always clear and varies tremendously from school to school. Sometimes, writing is taught almost exclusively in English courses, while other times, it includes the efforts of individual criminal justice departments. Regardless of the approach, we believe that criminal justice departments have a responsibility to focus on teaching applied writing to their students because writing is an essential skill in this field. In the process of teaching applied writing, instructors can also prepare students to write well academically by introducing information literacy, critical thinking in writing, and the American Psychological Association (APA) style.

The first chapter of this text focuses on the basics of writing by introducing common grammar errors and the types of writing projects commonly seen in academia and the field of criminal justice. The second chapter introduces information literacy and digital literacy to students. Chapter 3 provides information on the police report face page. Chapter 4 continues to focus on police report writing by including explanations of supplemental reports, investigative reports, and traffic accident reports. Affidavits and warrant information is included in Chapter 5. Memos, letters, social media, resumes, and cover letters are described in Chapter 6, along with examples of each. Chapter 7 focuses on plagiarism and APA formatting along with other types of writing styles that students may use in the college setting. The final chapter, Chapter 8, concentrates on the academic research paper by providing students a format to use and information on how to read a scholarly article.

The chapters are enhanced with other features such as

	Chapter summaries
	Narrative and descriptive examples
	Questions for consideration and critical thinking
	In the News reports supporting the material discussed
	Applied exercises
	Examples from common documents used in policing
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Chapter 1 The Basics of Writing

There is an adage in criminal justice that “if it’s not in writing, it didn’t happen.” This means that criminal justice documents must provide enough details to explain what actually happened at a scene or during an incident or court hearing. Missing details or information that is written vaguely may result in a case being dismissed. Further, a poorly written report could open the door for a mistrial, a not guilty verdict, or the criminal justice worker may appear to have made up the details or to be unsure of the reported details when testifying on the stand. Therefore, it is important that those working in criminal justice understand the complexities of writing quality reports.

Criminal justice officers are required to write many different types of narrative and descriptive documents. In policing, the basic incident report documents the officer’s or inmate’s activity; records the actions and testimony of victims, suspects, and witnesses; serves as a legal account of an event; and is used for court testimony. Being the best writer possible is a necessity for professionals in the criminal justice field.

The need to write well has never been more important. Relating facts about an incident and investigation go far beyond the eyes of the supervisor and agency. A report will convict criminals, encourage the support of the community, and become a guide by which the public and the courts will measure their respect for the criminal justice system and its workers.

Additionally, criminal justice reports are public record in many states. As such, they are available for all to review. Attorneys, paralegals, and staff personnel on both sides of a case, as well as judges and journalists, may read criminal justice reports. Imagine writing a report that is read by a Justice of the Supreme Court!

Similarly, criminal justice professors often require students to complete writing assignments such as essays, case analyses, and legal briefs. These assignments help develop thinking skills, as well as research and writing skills required in criminal justice careers.

This chapter introduces students to common writing assignments in the criminal justice and criminology classroom, as well as those required in the criminal justice professions.


Basic Grammar Rules

Studies suggest successful writing skills take much longer to develop. Learning to write an effective, extended text is a vastly complex process that often requires more than two decades of training. A skilled, professional writer progresses beyond writing to tell a story to crafting the narrative with the audience’s interpretation of the text in mind (Kellogg, 2008). Paragraphs and sentences form the basis of the text. Writing clear, short sentences is an important element of technical writing.

Any discussion on writing begins with the sentence.


The Sentence

The sentence is comprised of a subject and a predicate, and the unit must make complete sense. In other words, a sentence must be able to stand alone as a complete thought. Sentences can be one word or a complex combination of words. Criminal justice professionals write all documents using complete sentences, usually in the first person with no slang or jargon. Sentences should be brief with no structural, grammatical, or spelling errors. The writer must write clear, complete sentences so that the audience can easily understand the writing.


The Subject

The subject is the word that states who or what does the action or is acted upon by the verb. The subject can be expressed or implied. Rephrase the following sentences as questions to identify the subject. So, for number 1, for example, one could ask, “Who reported the crime?” The answer, of course, is the victim, and in this sentence, “victim” functions as the subject.

Examples:

	The victim reported the crime.
Who reported the crime? The victim.

	I responded to the scene.
	I arrested the defendant.
	Deputy Smith read the defendant his Miranda rights.
	The suspect entered the vehicle through the driver’s door.


If a sentence requires a subject and a predicate, can one word function as a complete sentence? Yes, if that word is a command. In a command, the subject is the implied or understood “you.”

Examples:

	“Stop!”
The subject is not clearly stated, but it is implied or understood to be “you.”

	“Sit down!”
	“Halt!”





The Verb

The verb is the word or group of words that describes what action is taking place.

Examples:

	The Deputy drove.
Drove tells what action the subject (Deputy) did.

	The Deputy was dispatched to the call.
Was dispatched tells what action is taking place.

	I arrested the defendant.
	Stop!
Remember the subject in a command is the implied “you.”

	I did not respond to the call.





Standing Alone and Making Complete Sense

A complete sentence must have a subject and a verb, and it must make complete sense. The sentence must be a complete idea; it must be able to stand alone as a complete thought.

Examples:



[image: ]




Exercise 1.1

Identify the subject and verb in each of the following examples:

I arrested the defendant.

	I (subject) + arrested (verb).


	The defendant entered the victim’s vehicle.
	The defendant smashed the driver’s door window.
	He removed a stereo from the dash.
	The stereo is valued at $300.00.
	I processed the scene for latent prints.
	The defendant punched the victim in the face.
	The suspect removed the victim’s bicycle from the garage.
	I responded to the scene.
	I arrested the defendant.
	I transported the defendant to Central Booking for processing.


See answers on p. 20.








Structural Errors

Some of the most common structural errors in criminal justice and academic writing are fragments, run-on sentences, and comma splices. But once identified, they are easily corrected.


Fragments

A fragment is an incomplete sentence.

All of the following are fragments:

	Entered the vehicle. (no subject)
	Processed the scene. (no subject)
	I the scene. (no verb)
	At the scene. (no subject or verb)
	I processed. (lacks completeness)


Fragments can be corrected in any one of several ways. After identifying the missing element (subject, verb, or completeness), simply insert the missing element to complete the sentence.
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Run-On Sentences

A run-on sentence is two or more complete sentences improperly joined without punctuation.

Example 1: We arrived at the scene Deputy Smith interviewed the victim.

Sentence 1: We arrived at the scene.

Sentence 2: Deputy Smith interviewed the victim.

Revision Strategy 1. Create two independent sentences.

Revision 1. We arrived at the scene. Deputy Smith interviewed the victim.

Revision Strategy 2. Join the independent clauses with a comma and a coordinating conjunction such as and, but, for, nor, or, so, or yet.

Revision 2. We arrived at the scene, and Deputy Smith interviewed the victim.

Punctuation Alert! Always place the comma before the coordinating conjunction.

Revision Strategy 3. Join the independent clauses with a semicolon if they are closely related ideas.

Revision 3. We arrived at the scene; Deputy Smith interviewed the victim.




Comma Splices

A comma splice is two independent clauses joined improperly with a comma.

Example 1. We arrived at the scene, Deputy Smith interviewed the victim.

Revision Strategy 1. Separate the two sentences by adding a comma followed by a coordinating conjunction.

Revised 1. We arrived at the scene, and Deputy Smith interviewed the victim.






Punctuation

All sentences contain punctuation. Punctuation helps the audience understand the writer’s meaning.

[image: The two sentences seen in this image both read, let@#x0027;s eat Grandma; however one has a comma after @#x0027;let@#x0027;s eat@#x0027; and one doesn@#x0027;t. The line below reads, save a life - use correct punctuation.]


Commas

The most frequently used, and misused, punctuation mark is the comma. Use a comma to join two independent clauses with a coordinating conjunction (and, but, for, or, nor, yet, so). The comma is always placed before the conjunction.

A comma is used to separate a dependent clause from the independent clause:

Example 1:

	I arrested the defendant, and I booked him into the jail.
Two independent clauses:

	I arrested the defendant.
	I booked him into the jail.


A comma is required before the coordinating conjunction.

	I arrested the defendant and booked him into the jail.
	One independent clause: I arrested the defendant.
	One dependent clause: booked him into the jail. (no subject)





A comma is not used.

More Examples:

	I interviewed the victim, and she gave a sworn statement.
	I interviewed the victim, but she refused to give a sworn statement.


A comma is used to separate items in a list. Place a comma before the and at the end of the series.

Examples:

	Deputies Smith, Jones, and White responded to the call. (correct)
	Deputies Smith, Jones and White responded to the call. (incorrect)


Commas are also used after conjunctive adverbs (however, therefore, and so on). However, if the phrase is very short—less than three words—the comma may be omitted.

Examples:

	When I responded to the call, I activated my emergency lights and siren.
	Responding to the call, I activated my emergency lights and siren.
	Therefore, the findings of my investigation are that no crime took place.


A comma is used to isolate an appositive (a phrase that renames the noun).

Examples:

	The man, a white male, was arrested for theft.
	Deputy Smith, a rookie, was assigned to the midnight shift.
	My assigned vehicle, car 1042, is a 1991 Ford LTD.


Check if the commas have been placed properly by simply removing the words between the commas. If what remains is a complete sentence, the commas are correctly placed.

Example:

The man, a white male, was arrested for theft.

Remove the words between the commas: a white male.

What remains, “The man was arrested for theft” is a complete sentence.

The placement of the commas is correct.


Exercise 1.2

Place or remove commas for correct punctuation.

	We approached the defendant and Deputy Smith asked to buy a “dime.”
	We approached the defendant, and asked to buy a “dime.”
	At today’s Day-Shift briefing Sergeant Jones asked for volunteers.
	I charged the defendant with sale and delivery of cocaine, possession of cocaine and possession of drug paraphernalia.
	Sergeant Jones the Day-Shift supervisor, asked for volunteers.
	I arrested the defendant for shoplifting yet he denied the charge.
	I am usually assigned to Zone 43 but today I am working in Zone 45.
	Today I wrote reports for burglary, theft and battery.
	Deputy Smith, an experienced agent made a cocaine seizure today.


See answers on p. 20.






The Semicolon

The semicolon indicates a strong relationship between two sentences.

Examples:

	I interviewed the victim; however, she failed to provide a statement.
	I arrested the defendant; later, I transported and booked him into the jail.



Exercise 1.3

Insert or remove semicolons for correct punctuation.

	We responded to the call, Deputy Smith wrote the report.
	At briefing the sergeant asked for; volunteers and reports.
	I saw the rescue team treating the victim. She had a stomach wound.
	The defendant removed the item from the shelf, she then left the store after failing to pay.
	I am assigned to Sector 4, and I primarily work Zone 43.


See answers on p. 21.






The Colon

The colon is used to introduce a list.

Examples:

	The defendant was charged with the following: burglary, grand theft, and criminal mischief.
	(Notice the placement of the commas in the series.)

	Three Deputies responded to the call: Smith, Jones, and Harris.



Exercise 1.4

Insert colons appropriately.

	I charged the defendant with the following, assault, battery, and theft.
	The following attachments are provided with this report, sworn statements, tow sheet, and evidence form.
	I testified on several cases today while in court 92-123456, 90-123456, and 89-123456.


See answers on p. 21.






Quotation Marks

Quotation marks are used to indicate another person’s spoken or written words. They are useful in criminal justice documents to indicate statements made by suspects or defendants, responses or comments by victims or witnesses that are particularly relevant to an investigation, or anytime an important statement is made. Students also regularly use quotation marks in their academic papers. However, it is important to remember to only quote from a source when the information cannot be paraphrased in another way, it involves statistics that must be stated exactly, or the point is so important that a student believes it must be stated exactly as the original author wrote. Students should always use quoted material sparingly and attempt to paraphrase or summarize the work as much as possible.

If the quotation is placed at the end of the sentence, a comma is placed before the opening quotation mark. A period is placed within the end quotation mark at the end of the sentence after the in-text citation:

Examples:

	The defendant stated, “I didn’t mean to kill her.”
	I told the defendant, “You’re under arrest.”
If a sentence begins with a quotation, a comma is placed within the end quotation mark.

	“I didn’t mean to kill her,” he said.


If a quotation mark is around a single word or group of words, the punctuation always goes inside the quotation mark:

Examples:

	I asked the suspect if he knew where I could purchase a “dime,” the common street reference for $10 of cocaine.
	The victim told me he had taken LSD and was “high,” so I called Rescue for medical treatment.



Exercise 1.5

Punctuate the following sentences properly using quotation marks and commas as needed.

	The victim said He stabbed me in the stomach.
	He stabbed me in the stomach she said.
	I bought three hits of LSD today.
	Today I bought three hits of LSD two cocaine rocks and a gram of pot.
	I asked the defendant for a dime and he took me to 1234 18th Street in Zone 42.
	She said He stabbed me in the stomach; but I saw no wound.
	The deputy asked, Who called the Police?
	Who was it who said Live and let live?


See answers on p. 21.








Plurals

Many nouns are changed to the plural form simply by adding an s or es to the end of the noun: Officer becomes officers; bus becomes buses. Some nouns, however, form plurals irregularly by changing the spelling of the word. Some of the most common include the following:


man men woman women me us I we



Some nouns do not change their spelling at all to form plurals: deer, sheep, fish, police.

Some nouns that have a Latin root still use the Latin form of the plural rather than the English s. Some examples include datum/data, crisis/crises, and memorandum/memoranda.




Possessives

The possessive form demonstrates a relationship between two nouns.

Examples:

	The victim’s car was burglarized.
	The defendant’s rights were revoked.
	The vehicle’s tires were slashed.


If the noun is plural and ends with an s, add only an apostrophe.

Examples:

	The victims’ cars were burglarized.
	The defendants’ rights were revoked.
	These are the victims’ radios.
	Here are the officers’ guns.
	The vehicles’ tires were slashed.





Capitalization

Capitalize the names of directions when they indicate a specific location, but not when they indicate a general direction.

Examples:

	South Carolina
	The defendant fled south on foot.


Capitalize titles only when they precede the person’s name.

Examples:

	Colonel Smith
	I met with the colonel.





Commonly Misused Words

Homophones are words that look and sound alike but have different meanings. The following are examples of homophones:

Its and it’s

	Its shows possession. “You can’t judge a book by its cover.”
	It’s is the contraction of it is.


There, their, and they’re

	There indicates a location. An easy way to remember this is to look for the word here within there. There also functions as an adverb, as in “There are no more calls holding.”
	Their is an adjective. It describes a noun by showing that an object belongs to more than one person or thing: “Their car was burglarized,” or “Here is their stolen property,” or “The dogs were in their pen.”
	They’re is the contraction of they are.


Lie, lay, lain: to recline

	I will now lie down.
	Yesterday I lay down.
	Last week, I had also lain down.


Lay, laid, laid; to place or set down

	I will now lay my book down.
	He laid the gun on the ground.
	He had already laid his gun down.


Who and whom

Who is used as the subject; whom is used as an object.

	Who wrote the report?
	The Lieutenant asked the Sergeant, “Whom did you have write this report?”


In modern, spoken English, whom is rarely used.

Which, who, and that

	The horses, which were kept at the stable, jumped the fence to get loose.
	The Deputies who responded to the call took 2 minutes to arrive.





The Modifier

A modifier is a word or group of words that describes a noun or a verb. Modifiers may appear before or after the word they describe, but the modifier must be logically placed to prevent confusion.


Exercise 1.6

[image: This exercise is to be completed by inserting the correct word in each of the eleven sentences in this box.]Description





Examples:

	Officer Smith’s decision to transfer was an important career move.
	The crime scene perimeter was planned carefully by the sergeant.


Notice that the modifiers in both sentences can be dropped without changing the meaning of the sentence.

	Officer Smith’s decision to transfer was a career move.
	The crime scene perimeter was planned by the sergeant.


Modifiers can easily confuse readers when they are misplaced within a sentence.

Examples:

	Suffering from a heart attack, Deputy Smith found the victim at her door. (Who had the heart attack?)


Revised

	Deputy Smith found the victim at her door suffering from a heart attack.


Examples:

Misplaced 1: The female Deputy, while searching the female informant, found the drugs that were sold by Deputy Smith in the woman’s pants.

Revised 1: The female Deputy, while searching the female informant, found the drugs in the woman’s pants. The drugs were sold by Deputy Smith in the reverse sting operation.

Misplaced 2: Deputy Jones, while on routine patrol, saw the drunk driver who was arrested by Deputy Harris driving south on Kirkman Road.

Revised 2: Deputy Jones, while on routine patrol, saw the drunk driver driving south on Kirkman Road. Deputy Harris arrested the drunk driver.




Spelling

Proper spelling is a vital part of every written document. Just as improper grammar and punctuation is a sign of semi-literacy, so too is improper spelling. A misspelled word screams for the reader’s attention and shapes a negative image of the writer. Several misspelled words can have such a negative effect upon the reader that many will simply refuse to continue reading, finding it too difficult to understand the narrative.

Those who write by hand should keep a good dictionary nearby. When writing by computer, do not overly rely on the spell check. While a spell check will identify and correct misspelled words, it will fail to correct homophones. In this sentence, four example, the word “for” is misspelled as “four,” yet a spell check program would fail to identify the error.

The following is a list of the some of the most frequently misspelled words used in criminal justice writing.
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Critical Thinking Skills, Academic Writing, and Professional Writing

Being able to identify errors in writing and to write thorough reports and interesting academic papers requires the ability to critically think. A critical thinker will write better because he or she will weed out nonessential information from written documents. Rugerrio (2008) defines critical thinking as “the process by which we test claims and arguments and determine which have merit and which do not” (p. 18). Ennis (2011) adds, “Critical thinking is reasonable, reflective thinking that is focused on deciding what to believe or do” (p. 1). Critical thinking is a foundational goal of the college experience because it is at the core of modern personal, social, and professional life (Paul, 1995). Phillips and Burrell (2009) note critical thinkers overcome biases and false assumptions that impede decision-making. As such, critical thinking prepares students for all aspects of life.

Academic writing enhances critical thinking in several key ways. It is a process that requires students to verify the credibility and biases of source material and objectively examine not just their thoughts and beliefs but also the ideas of those diametrically opposed to their own (Paul, 1995).

Critical thinking is also an essential skill in the criminal justice professions since it is a key piece of problem solving. Common writing assignments in criminal justice classes include a reflective journal, essay paper, research essay, monograph, annotated bibliography, case study, and legal analysis.


Reflective Journal

The reflective journal assignment is designed to capture a student’s feelings and responses to an issue. Journals are more than a synopsis or a simple “I think” response to a question. This assignment requires students to thoroughly and critically evaluate a reading assignment by applying current theory, practice, and course materials to assess a problem, issue, or policy.




Essay Paper

A common assignment for students is the essay paper. The narrative and descriptive essay are examples that require no outside research. For these essays, students are asked to tell a story, explain a process, or describe a place or thing. The length of this essay is typically five pages or less, but length can vary according to the course and instructor.




Research Paper

Like the essay paper, the research paper is a commonly assigned project, especially in upper-level courses. Here, students must conduct outside research to identify source materials that either support or refute a thesis. The student must critically analyze sources to ensure the information is from a respected and reliable source and is both current and credible. Although many students feel anxious about writing a research paper, it can be a valuable experience since “many students will continue to do research throughout their career” (Purdue Owl, 2018a).




Monograph

A monograph is an in-depth study of a single subject written by faculty or scholars for an academic audience (Eastern Illinois University, 2016). According to Crossick (2016), the monograph allows for the “full examination of a topic … woven together in a reflective narrative that is not possible in a journal article” (p. 15).




Annotated Bibliography

While a bibliography is a list of sources used to research a particular topic or phenomenon, an annotated bibliography provides a summary and evaluation of each source (Purdue OWL, 2018e). The annotated bibliography will include a formatted reference, such as those found in a bibliography, followed by an annotation. Annotations are written in paragraph form and include a summary of the main points of the article; an assessment of how the article relates to the topic, phenomenon, or research question, and a reflection of what may be missing from the article and/or if the source is reliable, biased, and what the goal of the article may be (Purdue OWL, 2018a).




Case Study

A case study is an in-depth analysis of real life events intended to examine individuals, groups, or events in their natural environment (Hancock & Algozzine, 2016). To successfully complete the assignment in criminal justice courses, students are often required to (1) summarize an actual event and identify a problem; (2) provide a detailed explanation of how the problem was addressed or resolved; and (3) critically analyze the resolution by applying course materials, criminal justice theory, and the findings and conclusions of research from previous study of the same or a similar problem.




Legal Analysis

The legal analysis assignment is a research paper in which a student must analyze a set of facts within the context of applicable law. Professors often assign a case study as part of a Constitutional law, state law, or civil law course. Students are required to research judicial opinions, state statutes and constitutions, the United States Constitution, and administrative law (Rowe, 2009). It is particularly important for students to ensure the applied law is not outdated or appealed (Rowe, 2009).






Writing for the Criminal Justice Professions

Thinking critically and writing for academic classes is great practice for the profession of criminal justice. Similarly, the criminal justice professions require a variety of written work. Harvey (2015) notes the most powerful instrument a criminal justice officer carries is a pen. These are strong words considering the many weapons carried by criminal justice practitioners. If a report is poorly written, readers are less likely to take the content seriously and may question the writer’s credibility, which, in the criminal justice system, can have serious consequences (Harrison, Weisman, & Zornado, 2017). The following is a short listing of the legal consequences of poorly written reports:

	Drug case dismissed and inmates released due to bad search warrant (Astolfi, 2016).
	Killers go free due to incomplete police reports (Haner, Wilson, & O’Donnell, 2002).
	Police Credibility on Trial in D.C. Courts Drawing the jury’s attention to such a discrepancy—by having an officer read aloud from his arrest report—gives a defense lawyer an opening to explore whether the officer might have been wrong about other important facts (Flaherty & Harriston, 1994).
	Words Used in Sexual Assault Reports Can Hurt Cases
Poorly written reports—sometimes laden with implications of disbelief or skepticism—can contaminate a jury’s perception of a victim’s credibility or cripple a case altogether (Dissell, 2010).

	Officers Indicted by Federal Grand Jury
Three GA officers charged with writing false reports to cover up police assault (Department of Justice, 2014).




Policing Reports

Police officers are required to write a narrative in many different types of documents. Many agencies use a cover page of check boxes and blank spaces to indicate the type of incident being documented, demographic information, and the address of the parties involved. Many of these same documents, though, require the officer to complete a detailed, written narrative that accurately documents the officer’s observations and actions; statements made by victims, witnesses, and suspects; any evidence collected; and other information relevant to the case. Policing documents are often written in a narrative format in which the officer tells a story of his or her involvement in an official event.

The following writing assignments represent the most often used documents that require a written narrative.


Field Notes

Field notes are commonly used in policing. Notes taken at a crime scene are vital to the accuracy of initial and follow-up reports. Officers are also able to refer to their field notes to refresh their memory during deposition and trial in most states. Note taking is the process of gathering and recording facts and information relevant to the police investigation. Officers gather a variety of information in a quick and efficient manner, so they may recall the facts of the case to write the incident report, assist follow-up investigations, and refresh their memory for court testimony.




Incident Reports

The incident report is the most common type of writing assignment in policing. It is usually written by a patrol officer to officially document a crime reported by a citizen or when the officer makes an arrest. The document serves several purposes. It is a legal document of an officer’s actions, observations, and conversations at a crime scene or self-initiated contact with a citizen. Typical reports can range from one to three pages in length, but more serious crimes are often five or more pages. Incident reports are used by investigators, prosecutors, defense attorneys, judges, and the media to evaluate an officer’s job performance.




Supplemental Report

This report is an addendum to the incident report. The supplemental report is often used by officers and investigators to add additional information to the incident report. The supplemental report is most often used to document interviews, evidence collected, or other activity related to a case that occurred after an officer’s original incident report.




Booking Reports

In addition to an incident report, officers are often required to write a booking report when an arrestee is transported or delivered to a jail. The narrative of a booking report is often just two or three paragraphs since it requires only the details that establish probable cause for the arrest.




Evidence

The evidence report is used to document any item that has been seized by an officer or has evidentiary value. It also establishes a chain of custody so that seized items can be presented in court. Advances in the technology available to criminal justice agencies have expanded the scope of items of evidentiary value to include video and audio recorded on cell phones, body and in-car cameras, housing unit cameras located in adult and juvenile detention facilities, courtroom cameras, and surveillance cameras. This report is also an addendum to the incident report.




Search Warrant

The Fourth Amendment protects against unreasonable searches and seizures, and in general, a search warrant is needed prior to conducting a search. A search warrant is a written order, signed by a judge and issued upon probable cause, to bring the seized property before the court.

The search warrant is a written order, signed by a magistrate having jurisdiction over the place to be searched, based upon probable cause, ordering a police officer to search a particular person or place, and to seize certain described property. The search warrant must sufficiently describe the place to be searched and the items to be seized very clearly so that any officer executing the warrant would make no mistake locating the property or seizing the proper items.






Grants

Many local criminal justice agencies struggle to continue to offer a level of service enjoyed in the past as revenues shrink and budgets are dramatically reduced. There will always be crime, but criminal justice professionals and professors alike are often forced to find new funding sources to create or test new ideas and programs (Davis, 1999).

Perhaps not often enough, these agencies seek out grant funding to supplement personnel and equipment costs, finance community service programs, and fund new initiatives that otherwise would not be possible. According to Karsh and Fox (2014), a grant “is an award of money that allows you to do very specific things that usually meet very specific guidelines that are spelled out in painstaking detail and to which you must respond very clearly in your grant proposal” (p. 12). The field of criminal justice—academically and professionally—has benefited greatly from grant funding (Davis, 1999).

Grant funds can come from a number of sources, including the federal government, corporations, foundations, and even individuals. The federal government, through Grants.gov, is the most prominent grant provider for criminal justice agencies. The United States Department of Justice (DOJ) offers grant funding to local and state law enforcement agencies to “assist victims of crime; to provide training and technical assistance; to conduct research; and to implement programs that improve the criminal, civil, and juvenile justice systems” (DOJ, 2018). Through the Office of Community Oriented Policing, the Office of Justice Systems, and the Office of Violence Against Women, the DOJ provides grants to support the hiring and training of police officers, implementation of crime control programs, and reduction of violence against women (DOJ, 2018). Similarly, the Bureau of Justice Assistance provides grant funding for “law enforcement, prosecution, indigent defense, courts, crime prevention and education, corrections and community corrections, [and] drug treatment” (Office of Justice Programs, 2018). Criminal justice agencies can also establish partnerships with academic institutions.






Chapter Summary

Writing well is an important skill for criminal justice students and professionals. Academic writing assignments improve the student’s research, critical thinking, and writing skills in preparation for future criminal justice careers. Poor writing can discredit a student, officer, and/or a criminal justice agency’s reputation.

Common writing assignments for criminal justice students include essays, case studies, annotated bibliographies, and legal analysis. In addition to gaining a deeper understanding of criminal justice topics and current issues, assignments such as these enhance critical thinking skills, an essential skill in the criminal justice professions since it is a key piece of problem solving.

Criminal justice professionals are required to write a variety of report narratives, such as an incident report, search warrant, grant, or pre-trial report. As Harrison, Weisman, and Zornado (2017) aptly note, a poorly written report may bring into question the writer’s credibility, which, in the criminal justice system, can have serious consequences.




Additional Reading

Strunk, W. (2011). The elements of style. Project Gutenberg. Retrieved from https://www.gutenberg.org/files/37134/37134-h/37134-h.htm.

Purdue Online Writing Lab. (2018). General writing resources. Retrieved from https://owl.english.purdue.edu/owl/section/1/.




Questions for Consideration

	Why is writing well important in criminal justice professions?
	What functions do the basic incident report serve?
	Who might read an incident report inside the criminal justice agency? Outside the agency?
	Define critical thinking. How is critical thinking important to criminal justice students and practitioners?
	List three documents commonly used in criminal justice agencies. Describe how these documents are used and why they are important.





Exercise Answers


Exercise 1.1 Answers

	defendant (subject), entered (verb).
	defendant (subject), smashed (verb).
	He (subject), removed (verb).
	stereo (subject), is valued (verb).
	I (subject), processed (verb).
	defendant (subject), punched (verb).
	suspect (subject), removed (verb).
	I (subject), responded (verb).
	I (subject), arrested (verb).
	I (subject), transported (verb).





Exercise 1.2 Answers

	We approached the defendant, and Deputy Smith asked to buy a “dime.”
	We approached the defendant and asked to buy a “dime.”
	At today’s Day-Shift briefing, Sergeant Jones asked for volunteers.
	I charged the defendant with sale and delivery of cocaine, possession of 
cocaine, and possession of drug paraphernalia.
	Sergeant Jones, the Day-Shift supervisor, asked for volunteers.
	I arrested the defendant for shoplifting, yet he denied the charge.
	I am usually assigned to Zone 43, but today I am working in Zone 45.
	Today I wrote reports for burglary, theft, and battery.
	Deputy Smith, an experienced drug agent, made a cocaine seizure today.





Exercise 1.3 Answers

	We responded to the call; Deputy Smith wrote the report.
	At briefing the sergeant asked for volunteers and reports.
	I saw Rescue treating the victim; she had a stomach wound.
	The defendant removed the item from the shelf; she then left the store after failing to pay.
	I am assigned to Sector 4; I primarily work Zone 43.





Exercise 1.4 Answers

	I charged the defendant with the following: assault, battery, and theft.
	The following attachments are provided with this report: sworn statements, tow sheet, and evidence form.
	I testified on several cases today while in court: 92-123456, 90-123456, and 89-123456.





Exercise 1.5 Answers

	The victim said, “He stabbed me in the stomach.”
	“He stabbed me in the stomach,” she said.
	“I bought three hits of LSD today.”
	“Today I bought three hits of LSD, two cocaine rocks, and a gram of pot.”
	“I asked the defendant for a dime, and he took me to 1234 18th Street in Zone 42.”
	She said, “He stabbed me in the stomach”; but I saw no wound.
	The deputy asked, “Who called the police?”
	Who was it who said “Live and let live”?





Exercise 1.6 Answers

	its
	it’s
	there
	there
	their
	they’re, there
	lie
	laid, lie
	who
	whom
	who







Descriptions of Images and Figures
Back to Figure
The text this exercise box reads:

Insert the correct word.

	A police patrol car is easily identified by (it’s/its) (blank) distinctive color scheme.
	When is shift change? (It’s/Its) (blank) this weekend.
	Yes, (there/their/they’re) (blank) are no bananas.
	We are going over (there/their/they’re) (blank).
	We found (there/their/they’re) (blank) stolen property.
	(There/Their/They’re) (blank) going over (there/their/they’re) (blank).
	I will (lie/lay/lain) (blank) down now.
	The suspect (lay/laid) (blank) the gun on the ground, and the officer ordered him to (lie, lay, lain) (blank) face down.
	(Who/Whom) (blank) responded to the call?
	Deputy Smith, (who/whom) (blank) did you interview at the scene?
	The people (which/who/that) (blank) were arrested during the reverse sting operation were all adults.







Chapter 2 What Is Information Literacy?

The average person is bombarded with the equivalent of 174 newspapers of data each day (Alleyne, 2011). The Internet, television, and mobile phones have increased the amount of information a person receives by 5 times as compared to 1986 (Alleyne, 2011). According to researchers at the University of Southern California, the digital age allows people to send out more information by email, twitter, social networking sites, and text messages than at any other time in history. In 1986, each individual generated approximately two and half pages of information a day; however, in 2007, each person produced the equivalent of six, 85-page newspapers daily (Hilbert & Lopez, 2011). Imagine how that may have changed in the last decade! As one can guess, all of this information has to be stored and catalogued. It also has to be analyzed and sorted using our own interpretations and those presented by the media and other outlets. In a world where fake news and social media dominate most of what people read and hear each day, individuals have to be more savvy and use more critical thinking than ever in determining good information from bad information. Individuals also have to be skilled in acquiring facts and in deciding when information is needed and what to take from the data they gather. In other words, people have to be competent in information literacy. In this chapter, information literacy will be defined, and the skills needed to become an information literate person will be identified. Additionally, information literacy and its relationship to technology and critical thinking will be discussed. Examples of how information literacy is used in criminal justice will be provided throughout the chapter.


Information Literacy

Information literacy is not just another buzzword. It is a skill that people can develop over time with the proper understanding of research, analysis, and writing. Information literacy is a crucial talent in the pursuit of knowledge, and it is required in the professional world. It is important in workforces that require lifelong learning, like criminal justice, and it is seen as a linking pin to economic development in education, business, and government (The National Forum on Information Literacy, 2018). The National Forum for Information Literacy, sponsored by the American Library Association (2018, para. 3), defined information literacy as a person’s ability to “know when they need information, to identify information that can help them address the issue or problem at hand, and to locate, evaluate, and use that information effectively.” Most colleges and universities recognize that students should be informationally literate when they graduate. In fact, in 2000, the Association of Colleges and Research Libraries developed the Information Literacy Competency Standards for Higher Education, and in 2004, the American Association for Higher Education and the Council of Independent Colleges endorsed the standards (Stanford’s Key to Information Literacy, 2018). Information literacy is considered a key objective for many university and discipline-specific accrediting bodies. Supporting this goal is the belief that information literacy is linked to critical thinking (another objective commanded by colleges and accrediting agencies) because the two skills appear to share very common objectives (Breivik, 2005).

Like information literacy, critical thinking skills require individuals to explore and evaluate ideas for the purpose of forming opinions, problem-solving, and making decisions (Wertz et al., 2013). It has been argued that in both critical thinking and information literacy, individuals must collect information and evaluate its quality and relevance. Then, the individuals must integrate the information into their current understandings or belief systems on particular topics. Finally, in both critical thinking and information literacy, individuals must use the information to draw conclusions and understand the limitations of the information on those conclusions (Wertz et al., 2013). According to Wertz et al. (2013), doing all of this allows for effective decision making.

Other researchers, like Breivik (2005), have argued that it requires critical thinking skills to be information literate because individuals need to analytically assess the information overload they encounter when using technology. Further, a study of digital classrooms in Hong Kong (Kong, 2014) found that using digital classrooms to enhance domain knowledge also increased critical thinking skills among secondary students in a 13-week trial period. However, not all researchers are convinced there is a direct correlation between information literacy and critical thinking. Ward (2006) argued that information literacy goes beyond critical thinking by forcing individuals to manage information in creative and meaningful ways, not to just analyze it. Albitz (2007) claimed that information literacy is skill based, while critical thinking requires higher-order cognitive processes. Finally, Weiler (2005) stated that students in the early years of college may be able to find and access information but may not yet have the ability to critically analyze it because they have not developed beyond a dualistic intellectual capacity. Thus, even though a student may find the information needed, he or she may wait for an authority figure, like a professor, to tell them the answer to the problem. The actual relationship between information literacy and critical thinking skills may well be a chicken and an egg argument wherein the question is if a person needs critical thinking skills to develop information literacy or if information literacy can increase critical thinking skills. It is likely that the two are intertwined. Regardless of the answer to this question, there appears to be enough evidence to convince universities and accrediting bodies that both skills are absolutely required to produce effective, productive, and 
successful students and employees.

[image: This image shows the three parts of information literacy.]DescriptionFigure 2.1 Information Literacy



Just like students are expected to use critical thinking in their academic work, information literacy is common today in all academic disciplines and is used in all learning environments. Many times, students are exposed to activities in classrooms that are designed to build skills in information literacy without even realizing it. Most students in college have probably used information literacy to write a research paper or to respond to a class assignment. But gathering information on a single topic does not just stop there. The information has to be analyzed for usefulness and presented in a way that solves a problem or provides more focus to an issue. Information literacy requires that one also uses the information gathered in ethical and legal ways and that he or she assumes greater control over the investigation and becomes more self-directed in the pursuit of knowledge (The Association of College and Research Libraries, 2000). In fact, the Information Literacy Competency Standards for Higher Education require that an information literate person

	Determine the extent of information needed
	Access the needed information effectively and efficiently
	Evaluate information and its sources critically
	Incorporate selected information into one’s knowledge base
	Use information effectively to accomplish a specific purpose
	Understand the economic, legal, and social issues surrounding the use of information, and access and use information ethically and legally (The Association of College and Research Libraries, 2000, pp. 2–3)


Information literacy is related to information technology skills and extends beyond reading a book or listening to the news. Information literacy includes the technology-enriched digital information world. People use digital literacy skills when they rely on technology to communicate with family and friends; computer literacy skills when they use hardware, software, peripherals, and network components; and technology literacy to work independently and with others to effectively use electronic tools to access, manage, integrate, evaluate, create, and communicate information (Stanford’s Key to Information Literacy, 2018). Each of these skills is interwoven with and overlap the broader concept of information literacy, as informationally literate individuals will inevitably develop skills in technology during their pursuit of information.


Using Information Literacy—Know, Identify, Evaluate, and Use

As suggested by the Information Literacy Competency Standards for Higher Education (The Association of College and Research Libraries, 2000), information literate individuals will follow a process in identifying and using information to resolve problems or issues. This process requires the person to know, identify, evaluate, and use information effectively, ethically, and legally. This process is summarized in the paragraphs that follow.


Know of a Problem or Issue That Needs to Be Resolved

A person may become aware of a problem or issue in a variety of ways. The person may experience a situation that bothers him or her and makes the individual want to resolve it so no one else experiences the same situation. Consider the case of Megan Kanka, who was kidnapped, sexually assaulted, and murdered by a man who had two previous convictions for sexual offenses. He moved into a home directly across the street from Megan prior to the crime. Neither Megan’s parents nor their neighbors knew of his background. After her murder and the efforts of her parents to prevent similar crimes in other areas, Megan’s Law was passed. Megan’s Law created a sex offender notification system, which provides information on sex offenders to communities when a potentially dangerous sex offender moves into the neighborhood (Larson, 2016). Every state now tracks sex offenders and provides information to the public on them.

A person may be told that there is a problem or issue—perhaps through a meeting (i.e., the police chief is told by the city council that the city is freezing the budget so he cannot hire new police officers), by constituents (i.e., a citizen writes a letter to the mayor complaining that local neighborhood kids are hanging out at the corner stop sign past midnight), on the news or through social media (i.e., a friend posts a video of a person abusing an animal on Facebook), or by noticing a pattern in data (i.e., crime statistics show increases in public intoxication rates during spring break each year). A student, for example, may be told to complete an assignment by a teacher that seeks to solve a problem or make recommendations about a social issue, like child abuse. Knowing about the problem or issue allows for the process of information literacy to start.




Identify Information

Once a person is aware that there is a problem or issue that he or she needs to resolve, the individual will begin the information gathering process. There are a couple of avenues a person may choose to gather information. He or she may use an information retrieval system, like the library or a database. A police officer, for example, may identify a high-risk area for homelessness by using the spatial statistics program, CrimStat, which analyzes crime by location. Another option is for a person to use lab-based activities or simulations to gather information. For example, to identify weaknesses in emergency preparedness, a policing agency may hold mock emergency scenarios that replicate terrorist attacks on a seaport or a building. A third approach may be for the person to use an investigative technique, like surveys or interviews. For example, a community policing officer may go from business to business in his assigned neighborhood talking with business owners about concerns or issues they are having with local citizens. Once the officer learns that young people are troublesome to business owners because they are hanging around the outside of businesses and harassing potential business customers, he can decide what to do with the remarks. Physical examination can also be used to gather information. Viewing and photographing a crime scene firsthand or witnessing an event with your own eyes can provide a wealth of information about an issue or problem. As an example, a complainant may call the police department to report behaviors similar to prostitution in a local neighborhood. Rather than taking the citizen’s word, a police chief may have police officers stake out the neighborhood in undercover cars and/or solicit a potential prostitute, so they can witness the illegal behaviors for themselves. Witnessing the solicitation provides the information needed for the police to evaluate and determine the best course of action for the criminal activity.




Evaluate the Information

The person who is adept at information literacy will find the information he or she is looking for using various mediums, as discussed above. Then, the person will evaluate the abundant pieces of information found. In the evaluation process, the person is tasked with trying to determine whether the information is valid and reliable. The sources of the information should be examined critically to determine if the source is credible. To do this, the Center for Disease Control and Prevention (n.d.) suggests that the information literate person assess the information by asking several questions:


	Where did the information come from? This consideration is focused exclusively on the source of the information. In the case of information retrieval systems, the person may assess the journal article and the journal in which the article was published. The information literate person may read the introduction of the journal to determine if the journal is scientific and if the article was peer reviewed. Knowing that an article that undergoes peer review is much more reliable than an article published in a magazine allows the information literate person to accept the information in the article as trustworthy. Using an example from above, the police officer who evaluates crime data provided by CrimStat and who is familiar with the validity and reliability of these data can make a logical and well-informed decision about how best to handle the increasing number of homeless person arrests.
	How does the new information fit with what is already known about the problem or issue? The police officer who visited businesses to gather information about issues or problems may want to compare juvenile arrest rates for loitering and trespassing from CrimStat to what the business owners are saying. He may also want to talk to other police officers who work in the area to see if they are telling youth to “move along” from businesses throughout the day. Comparing the various pieces of information to one another and to information that was gathered previously allows the individual to determine which pieces of data to keep and which to discard. If the officer has worked as a community policing officer in the area for a while, he may already know where the young people in the community gather.
	Is funding involved in the creation of the information? Although funding may not be a part of every equation in solving an issue or problem, the ability to report findings in a study without bias can be skewed if the researcher writing the report has been funded by an outside source. In other words, the source of the funding for a research project may bias the reporting of the results. If funding is present, the source—that is, journal article, news report, etc.—should include that information. When reading an article or listening to a report, the informationally literate person needs to consider if the funders had anything to gain by the results. If so, questions of validity and credibility in the findings may exist. Consider the findings of a study on a police-sponsored drug deterrence program where the employees of the program completed the data analysis and where the study was paid for using program funds. If the study results demonstrated that the program was not working, the program may not be funded again, and the employees would need to find another source of revenue or stop providing the program. If the funders did not have a stake in the results of the study, the funding will likely have less influenced the findings. A person evaluating the information for legitimacy should always contemplate the existence of funding.
	Can you trust the information from television, magazines, the Internet, and brochures? Some reports in the media are based on peer-reviewed journal articles but some are not. Again, when hearing a report, one has to question where the information came from—the source—not who is reporting the information. Accordingly, a person should not just believe ABC News when they report record numbers in a motor vehicle thefts; instead, the individual should listen for the source of ABC News’ information, which is hopefully the Federal Bureau of Investigation Uniform Crime Reports. The information literate person should also question if the information is consistent with previous information. For example, the media may claim that a finding is conclusive even though a single study’s findings are never considered irrefutable, and other media outlets may be providing information contrary to the news story. The information literate person must recognize that news stories focus on what is “new” and “exciting.” Television stations need to sell advertising space to stay in business, and advertisers want to buy advertising space on television stations with the most viewers. The same goes for magazines and businesses who produce brochures. Funding may play a key role in the types of stories reported and/or the focus of the stories.




Thanks to President Trump, few people are not aware of the term fake news. Fake news seems to be all the buzz these days. Although it may not be a new trend, it has historically been used in news satire, the fact that the information shared in fake news is widely accepted as a reality is concerning. Fake news articles exist on the television, in magazines, and most popularly, on social media and the Internet. Fake news can include completely made-up stories that resemble credible journalism; stories that are only a little bit fake, such as stories that report actual truth but use distorted or decontextualized headlines to convince people to click on their web links; and news stories that are satirical or sarcastic (Hunt, 2016). Often times, the goal behind fake news on the Internet is to entice a reader to click on the story and visit a website to gain advertising revenue for the person hosting the website. According to a report in the Guardian, a man who was running a fake news website in Los Angeles told National Public Radio that he has made as much as $30,000 a month from advertising that rewards high traffic to his website (Hunt, 2016). Identifying fake news can be rather difficult, especially in criminal justice; however, the In the News 2.1 shows an example of fake news involving political fraud. The story was published on the Internet and spread through social media, reaching over 6.1 million people before it was discredited by Snopes.com (Garcia & Lear, 2016).


In the News 2.1


Thousands of Fake Ballot Slips Found Marked for Hillary Clinton

http://yournewswire.com/thousands-ballot-slips-hillary-clinton/

By Dmitry Baxter

Reports are emerging that “tens of thousands” of fraudulent ballot slips have been found in a downtown Columbus, Ohio, warehouse, and the votes are all pre-marked for Hillary Clinton and other Democratic Party candidates.

Randall Prince, a Columbus-area electrical worker, was performing routine checks of his companies wiring and electrical systems when he stumbled across approximately one dozen black, sealed ballot boxes filled with thousands of Franklin County votes for Hillary Clinton and other Democratic Party candidates.

“No one really goes in this building. It’s mainly used for short-term storage by a commercial plumber,” Prince said.

So when Prince, a Trump supporter, saw several black boxes in an otherwise empty room, he went to investigate. What he found could be evidence of an alleged election fraud operation designed to deliver Clinton the crucial swing state.

Early voting does not begin in Ohio until October 12, so no votes have officially been cast in the Buckeye state. However, inside these boxes were, what one source described as, “potentially tens of thousands of votes” for Hillary Clinton.

An affiliate in Ohio passed along a replica of the documents found in the boxes:

[image: This is an image of an official general election ballot.]Description

It is important to note that the above replica coincides with a ballot that a Franklin County voter would cast at the polling place on Election Day, meaning the Clinton campaign’s likely goal was to slip the fake ballot boxes in with the real ballot boxes when they went to official election judges on November 8th.

Ohio, a perennial swing state in the presidential election, has been a challenge for Clinton and her Democrat counterparts in 2016. Many national Democrat groups have pulled funding from the state entirely, in order to redirect it to places in which they are doing better.

Clinton herself has spent less time in Ohio, and spent less money, in recent weeks as it has appeared that Trump will carry the crucial state.

With this find, however, it now appears that Clinton and the Democrat Party planned on stealing the state on Election Day, making any campaigning there now a waste of time.

This story is still developing, and more news will be published when we have it.





Spotting fake news and evaluating it is not easy because society is flooded with news stories all day, every day. Taking the time to assess and evaluate each one may be an impossibility. However, the information literate individual can rely on the skills he or she has learned to evaluate information to spot fake news. He or she can also look for fake news indicators, such as websites with red flags in their names like “.com.co” and by looking at a website’s “About Us” page to determine the website’s sources. The individual can use Google Chrome plugins to filter fake news articles from their Internet searches, and they can google the sources of any quotes or figures in articles he or she may read on the Internet or on social media. Additionally, the information literate person should question websites that he or she has never heard of before. Obscure websites or websites that end in “.org” may have an agenda behind their reporting practices (Hunt, 2016). Finally, using websites to fact check an article, like Snopes.com, which is a fact-checking website with more than 20 years of information, may help to evaluate the credibility of the information provided.

The authors of this book would be remiss if we did not mention that students should be cautious when using the Internet for research and information gathering in the first place. Libraries, both electronic and brick-and-mortar, are still the best and most consistent places to find legitimate information. Even though the Internet provides a plethora of information, not all of it is reliable. Anyone can publish anything they want (as long as it is not illegal) on the Internet, even going so far as to make the website where the information is published look genuine. Unlike journal articles that may undergo peer review, websites are not monitored for quality, accuracy, or bias. A popular example of this is Wikipedia.org. Students often refer to and cite Wikipedia in research papers, and Wikipedia claims to be an encyclopedia. Yet, Wikipedia is an information website with an “openly editable content” (Wikipedia: About, 2018, para. 1). Anyone with access to the Internet can modify a page on the Wikipedia.com website, and anonymous contributors edit most of the content on the website. Although Wikipedia.org contends that the information contributed must be verifiable and come from a reliable source, anyone can post information on Wikipedia.org about a topic whether he or she knows anything about the topic or not (Wikipedia: About, 2018, para. 4). Thus, it is especially important that the information literate person evaluate or use critical thinking skills to assess the resource closely on Wikipedia and all other websites.

When evaluating websites, individuals should consider whether the name of the author or creator of the information is published on the website. He or she should also consider the author or creator’s credentials. Asking questions about the author or creator’s occupation, experience with the subject matter, position, or education is crucial. Additionally, the informationally literate person should determine if the author is qualified to write about the topic and if there is contact information for the author or creator somewhere on the website. Another factor to consider is if the author or creator is writing for or associated with an organization. In other words, could their role in the organization potentially influence what is published on the website? The reader may also want to take into account the URL identification and domain name. Domain names with “.org” indicate an affiliation with an organization, while “.com” and “.biz” may be commercial or for-profit websites. Domain names like “.edu” and “.gov” commonly publish articles that have undergone review and may be scientific in nature, although it is still the reader’s responsibility to determine their legitimacy by considering the other features of the website.

Although using a search engine, like Google, Yahoo, Bing, or Ask, is a simple way to find websites and articles on a topic, the information literate person has to comb through the web links provided using the factors discussed above to identify those that are most beneficial and valid. Aside from the random Internet websites that may appear in a web search, there are collections of works on search engines, like Google Scholar, where the information literate person can identify scholarly articles from a number of disciplines. Most of the articles on Google Scholar are peer reviewed and provide the author’s name, citation, and location where the article is published. Google Scholar regularly provides links to libraries or websites on the Internet where students can find additional scholarly articles on the topic. Regardless of the type of Internet resource an information literate person chooses to use, asking questions about the purpose, objectivity, accuracy, reliability, credibility, and currency of each website is key to identifying appropriate information (Georgetown University Library, 2018).

Finally, it is during the evaluation process that information is deemed relevant, not relevant, or invalid. This is where critical thinking skills are most important, as the individual analyzes and assesses each piece of information. Relevant information is kept for future use while the information literate person dismisses information considered not relevant or invalid. The person then moves into the final phase of the process—using the information effectively, ethically, and legally.




Use the Information Effectively, Ethically, and Legally

Once the information literate person identifies the new information, he or she will consider it in combination with prior information and use all of the information to effectively resolve a problem or issue. In using the information, the individual will organize the information and present it in a way that provides a resolution to the problem or issue. The information literate person may write a paper or proposal or do a presentation to an interested audience. The information literate person may also create or implement policy or use the information for their personal lifestyle or work changes. In whatever way the individual uses the information, he or she should strive to share it with an audience through technology or personal communication.

The information acquired should also be used ethically and legally. This requires the informationally literate person to understand the ethical, legal, and socio-economic issues involved with the information and the medium in which it is shared. Issues such as privacy and security in printing, posting, or broadcasting should be considered. The individual should also consider censorship and freedom of speech issues as well as copyright and fair use laws (The Association of College and Research Libraries, 2000).

Copyright laws protect original works of authorship to include literary, dramatic, musical, and artistic works, as well as computer software and architecture. Copyright laws do not protect ideas, facts, systems, or methods of operations; however, the way these are extracted may be protected (U.S. Copyright Office, n.d.). To ethically use information and under copyright laws, individuals are required to provide credit to the original authors of works when using a protected work. If they do not and the originator finds out, he or she can sue the person who used the work without credit or permission. Fair use laws are a clause in the copyright laws that allow nonprofit and educational institutions and libraries to reproduce works from original authors, prepare derivative works from the original works, and distribute copies of original works by sale or lease or other means. These entities can also perform the work publicly to include digital audio transmission and to display the copyrighted work (U.S. Copyright Office, n.d.). Although specific guidelines are attached to fair use, like the inability to photocopy textbooks or distribute copyrighted information to others, providing commentary, criticism, news reporting, and using copyrighted material in research and scholarship is allowable (when credit is provided to the original author). Individuals can also ethically and legally use information in the public domain. Although many believe that all of the information found on the Internet is public domain, this is not true. Works that fall within the public domain include those in which the intellectual property rights have expired, been forfeited, been waived, or where they do not apply. U.S. government documents are excluded from copyright law and are considered public domain. All other works, even those found on the Internet, are the intellectual property of the person who created them and fall within copyright-protected statutes. Informationally literate individuals must be diligent in their understanding of how information falls within copyright, fair use, and public domain regulations. These parameters are country based and can vary—meaning what is copyrighted in one country may be public domain in another (U.S. Copyright Office, n.d.). As such, providing credit to the originator or gaining permission to use the work is always the safest approach. The Digital Copyright Slider (2012) created by Michael Brewer and the American Library Association Office for Information Technology Policy is a practical guide for determining copyright, fair use, and public domain.

Developing information literacy skills takes time and effort. Information literate individuals practice the skills by becoming better and more efficient at locating, analyzing, and using the information. Often this practice requires the person to use technology in the process. Thus, he or she develops digital literacy, computer literacy, and technology literacy skills in addition to information literacy skills.


Exercise 2.1

You are a police officer. You receive a call about a domestic disturbance at a home on the south side of town. As you arrive at the home, you see two adults and four children standing in the yard. There are also three neighbors standing in the street. You know that you must use information literacy skills to determine what to do in the current situation. Using each of the skills identified in the chapter—know there is a problem, locate information, evaluate information, use and share the information—explain what steps you will take to resolve the domestic issue.










Digital Literacy, Computer Literacy, and Technology Literacy Skills

The information literate person will develop digital, computer, and technology literacy skills as he or she investigates topics using information literacy. These skills will likely become more effective over time and will greatly assist in gathering and dispersing information. Developing these skills allows collaboration with individuals near and far and dissemination of information beyond the intended audiences. As such, these skills, like being informationally literate, should be used within ethical and legal guidelines, namely privacy, copyright, confidentiality, and authorship.

Digital literacy is the “ability to use information and communication technologies to find, evaluate, create, and communicate information, requiring both cognitive and technical skills” (American Library Association, 2018, para. 2). Digital literacy includes reading digital content and using digital formats to find and create content. For example, reading a book on a Kindle is digital literacy, as is using a search engine to find an article on racial profiling and sharing the results of a police/citizen video with friends and family on social media. Another example is sending an email or tweeting about a weekend activity.

Digital literacy includes digital writing, which may involve emailing, blogging, tweeting, and so on. Digital writing is intended to be shared with others, so understanding its role in the social, legal, and economic community is important. Digital writing can be a potentially precarious tool if the information literate person does not consider the privacy implications of what he or she creates and shares and/or the safety and legal implications of sharing the information (Heitin, 2016). Consider an example where a 13-year-old female takes a picture of her genitals and Snapchats it to a boyfriend. If the boyfriend saves the photo and sends it to other friends, he may face criminal charges for distributing child pornography. By receiving the picture, he may also face criminal charges if he fails to report the photo to the proper adult or authority. The girl may face criminal charges for distributing child pornography. In this scenario, the picture may travel phone-to-phone through many youth, each facing their own privacy and legal issues when they receive, open, view, and, possibly, share the photo. The moral here is there is an increased responsibility that comes with digital writing and literacy that may not be as pressing in print writing. Print writing, depending on the source, customarily undergoes review before being disseminated, whereas digital information may not.

Computer literacy means that an individual has the basic knowledge and skills to use a computer. The person may be familiar with turning the computer on and off, word processing, printing documents, and so on. As the individual uses the computer, he or she may become even more literate in using other types of programs, operating systems, software applications, and web design. Computer literacy


can be understood in the same way that traditional literacy applies to print media. However, because computers are much more advanced than print media in terms of access, operation and overall use, computer literacy includes many more types of cognitive and technical skills, from understanding text and visual symbols, to turning devices on and off or accessing parts of an operating system through menus. (technopedia.com, 2018, para. 2)



Being able to code, develop web pages, and manage a network are higher-level skills developed by some computer literate individuals. Although not everyone will develop computer literacy skills comparable to a technical support assistant, most information literate individuals develop enough skills to surf the web, identify sources, develop documents and presentations, and disseminate information through the appropriate computer venues. For example, a police officer presenting training on gang identification may develop a PowerPoint presentation. A web technician employed by a state police department to maintain the department’s website may post updated arrest statistics, mission statements, and pictures of police officers on patrol.

There are individuals who develop computer literacy skills but use them for illegal activity. They may create viruses, hack websites, and send out bogus or scam emails. The AARP reported in a survey of more than 11,000 Internet users that two-thirds received spam emails at least once per year (Paulas, 2016). Less computer literate individuals may fall prey to these phishing emails, especially if they closely mimic bank websites or formal notices from other businesses. Although the police and other social service agencies provide notices when illegal computer activity is flourishing in a specific geographical location, they cannot protect everyone from unethical computer practices. Classes designed to train people in computer literacy can be used to lower the potential for computer victimization, but these often require having discretionary money to pay for the classes. This is something some individuals may not find affordable. The information and computer literate individual will learn over time how to identify and avoid harmful computer practices and will observe legal standards when using the computer.


Exercise 2.2

Using a newspaper or media source, identify a recent virus or technological issue affecting Internet users.



Quite simply, technology literacy is the ability to use the appropriate technology to communicate and search for information. In technology literacy, a person knows when to use the Internet versus email or when to create a webpage versus a PowerPoint presentation. A crime analyst, for example, would know when to use an Excel spreadsheet to disseminate crime information instead of using SPSS, a statistical analysis software package. Developing technology literacy skills is ongoing process, as instructional and communications technologies change with every new invention. Computers and email are just the tip of the iceberg, as there now exist digitized kitchen appliances, self-driving vehicles, and integrated manufacturing. Who knows what the future holds with regard to technology. Regardless, most agree that technology literacy incorporates four basic skills: (1) the ability to adapt to rapid and continuous technology change; (2) the ability to develop creative solutions to technological problems; (3) the ability to process technological knowledge effectively, efficiently, and ethically; and (4) the ability to assess technology’s place in social, cultural, economic, and legal environments (Wonacott, 2001). Developing and using these skills in conjunction with information literacy is vital to identifying information and using it to solve problems. It is also essential to workplace productivity, decision making, global integration, and on a more micro level, to finding and keeping a job.

In summary, the information literate person who develops digital, computer, and technology literacy is more likely to continue learning and developing new and better critical thinking skills. Additionally, they are likely to display other skills desired in the workplace, such as evaluation skills, analytical thinking, creativity, problem-solving, and research analysis and design skills. The literate person will demonstrate effective skills in decision making, such as acting in moral and ethical ways, and exercise more autonomy and positive work habits (Wonacott, 2001). Each of these skills is essential in the field of criminal justice.




Chapter Summary

Information literacy is an acquired skill that allows individuals to know that they need information and to locate, evaluate, use, and share information. Information literacy is usually used to solve problems. Information literate individuals may use a variety of methods to find information, including media, print, the Internet, and other forms of technology. When doing so, the information literate individual is also developing skills in digital, computer, and technology literacy. All forms of literacy discussed in this chapter should be used within ethical and legal considerations. Knowing how the information a person disseminates can affect the social, cultural, economic, and legal environments is especially important in a global society.

Information literate individuals have better chances to acquire and keep jobs. They are more likely to display the types of skills employers demand, including critical thinking, evaluation, creativity, higher morals and ethics, and problem-solving abilities, among others. Workplace productivity can be greatly improved when organizations hire information literate persons. In criminal justice, being able to acquire, evaluate, use, and share information is an essential skill applied in every position and within all cases and interactions. When criminal justice professionals are not adept at information literacy, they can ruin cases, cause appeals, and in general, prevent the system from functioning effectively.




Questions for Consideration

	How might a police officer use technology literacy to do his or her job?
	Your college professor assigns you a paper for a class project. Using information, digital, computer, and technology literacy, explain how you would complete the project.
	What ethical issues might an individual who posts information on social media face? What about legal issues? Provide an example post and discuss both the ethical and legal issues.





Descriptions of Images and Figures
Back to Figure
The three boxes seen in this image have arrow heads that point from the first box to the middle box, and the middle box to the last box. The three boxes read as follows:

Box 1:

Know:

The person knows they need information about a problem or issue.

Box 2:

Identify:

The person looks for information in various mediums to solve the problem or issue.

Box 3:

Locate, evaluate and use:

The person finds the information, determines if it is useful and valid, and uses the information to resolve the problem or issue.


Back to image
The official general election ballot seen in this image reads:

Instructions to voter:

	- To vote: completely darken the oval (image of a darkened oval seen in parenthesis) to the left of your choice.
	- Note the permitted number of choices directly below the title of each candidate office. Do not mark the ballot for more choices than allowed. Vote either ‘yes’ or ‘no’, or ‘for’ or ‘against’, on any issue.
	- If you mark the ballot for more choices than permitted, that contest or question will not be counted.
	- To vote for a write-in candidate: completely darken the oval (image of a darkened oval seen in parenthesis) to the left of the blank line and write in the candidate’s name. Only votes cast for candidates who filed as write–in candidates can be counted.
	- Do not write in a candidate’s name if that person’s name is already printed on the ballot for that same contest.
	- If you make a mistake or want to change your vote: return your ballot to an election official and get a new ballot. You may ask for a new ballot up to two times.




[image: ]








Chapter 3 Police Report Writing: The Face Page

Every police report includes a front or “face” page, which may include a section for writing a narrative or may require a separate page for the narrative section. The face page contains blocks where the officer enters basic information, such as the incident date, time, and location; the names and biographical information of a victim, witness, or suspect; the type of crime committed and the corresponding state statute number; and more. The information reported on the face page, though, is useful far beyond its application to the police investigation. This information is translated into data that are used by crime analysts, police managers, researchers, and criminal justice students to study national trends in crime. This chapter introduces students to the most common types of information reported on a face page, the uses for that data, and writing the report narrative.

Officers are required to write many different types of narrative documents. In policing, the basic incident report documents the officer’s activity; records the actions and testimony of victims, suspects, and witnesses; serves as a legal account of an event; and is used for court testimony. As a professional, an officer should strive to become the best writer possible.

The need to write well has never been more important. Relating facts about an incident and investigation go far beyond the eyes of the supervisor and agency. Writing in general and writing well is a cornerstone of professional communication skills, and according to Lentz (2013) “is seen as a mark of professionalism and intelligence” (p. 475). Writing well is a necessary requirement in policing, and police officers are often expected to complete a variety of writing assignments. A well-written police report will convict criminals, encourage the support of the community, and become a guide by which the public and the courts will measure their respect for both the officer and department.

Additionally, police reports are public record in many states. As such, they are available for all to review. Attorneys, paralegals, and staff personnel on both sides of a case, as well as judges and journalists may read an officer’s reports. Imagine a report being read by a Justice of the Supreme Court!

This chapter introduces students to the most common information reported on a face page and the uses for that data as well as information on writing the report narrative.


Common Data Fields

The specific data reported on the face page varies by individual agencies according to local needs and compliance with Uniform Crime Reporting program (UCR) and National Incident-Based Reporting System (NIBRS) reporting requirements. According to NIBRS policies, every incident report must contain, at a minimum, the following segments: administrative, offense, property, victim, offender, and arrestee (FBI, n.d.c, p. 64).

The Administrative Segment contains information that applies to the entire incident. The police agency will generate a case number for all incident reports. The case number is reported on the initial incident report and all supplemental and investigative reports. All documents related to an incident will share the same agency case number. The date, time, and specific location of the offense are also reported in this segment (FBI, n.d.c, p. 65).





Offense Segment

The criminal offense title, such as burglary or robbery, and the corresponding state statute are reported in this segment, unless the case is civil or non-criminal. If the incident involved more than one offense, each additional offense should be listed as well (FBI, n.d.c, p. 65).




Property Segment

This segment includes a list of each item of property that is damaged, destroyed, recovered, seized, or stolen. The list should include a description of each property item and its value. In the case of drug seizures, the quantity and estimated street value should also be included (FBI, n.d.c, p. 65). Property items listed on the incident report face page are generally limited to less than 10 items reported as being stolen or missing.

Property items reported as stolen by a victim should be described and valued according to the victim’s testimony. Items that have been found by an officer or stolen items that have been recovered will also be reported in this section of the report. Officers should be particularly cautious when describing jewelry and drug items if they are not trained and qualified to accurately identify precious metals, gemstones, street drugs, and pharmacological drugs. A gold ring may bear a stamp indicating 24k gold, a presumptive drug test may give a positive result for cocaine, and a pill may appear in the Physician’s Desk Reference, but without the proper training and instruments, officers often cannot state with certainty that many items are, in fact, what they appear to be. A more detailed discussion on recording property items appears in Chapter 6 of this text.

If a vehicle is involved in a case, as much detailed information as possible is reported on the face page. This information includes make, model, year, and color. Any distinguishing characteristics, such as body damage and missing parts, should be noted. One of the authors once identified and arrested a bank robbery suspect after a bumper sticker described by a witness was observed on a vehicle the day after the robbery. Finally, if available, officers should note the vehicle identification number (VIN) and license plate state and number. If the vehicle has been stolen, this information may be located on the vehicle title, registration, and insurance documents. The VIN can be located in places on the vehicle. See Image 3.1, Where to Locate Your VIN.

The VIN can often be found on the lower-left corner of the dashboard, in front of the steering wheel. You can read the number by looking through the windshield. The VIN may also appear in a number of other locations:

[image: This infographic uses an image of a car to help identify where the VIN number of a car can be located on the car.]DescriptionImage 3.1 Where to Locate Your VIN
Source: dmv.org



	Front of the engine block. This should be easy to spot by popping open the hood and looking at the front of the engine.
	Front of the car frame, near the container that holds windshield washer fluid.
	Rear wheel well. Try looking up, directly above the tire.
	Inside the driver-side door jamb. Open the door and look underneath where the side-view mirror would be located if the door was shut.
	Driver-side doorpost. Open the door and look near the spot where the door latches, not too far from the seatbelt return.
	Underneath the spare tire.





Victim, Offender, and Arrestee Segments

These segments include information about the people involved in an incident, including the victim, witness, offender, and arrestee. The name, biographical information, address, and contact information is reported for the victim and witness. As much information as is known about an offender should also be listed, including race, sex, height, weight, hair and eye color, and any distinguishing scars, marks, or tattoos. Many times, the suspect is not known, but a description can be included. The arrestee segment includes the date of arrest and charge as well as the arrestee’s age, race, and sex (FBI, n.d.c, p. 65).

Many times, the person who reports the incident is also the victim, and there are no other persons involved. But in more involved cases and lengthy investigations, the list of persons can grow quite long. Additional persons may include several victims and witnesses, back-up officers and case investigators, medical personnel, transportation personnel, crime scene technicians, investigators, and more. Officers should be diligent in identifying and reporting the information of those involved since prosecutors may find their testimony valuable during trial.

Two areas that deserve particular attention include race and sex. The modern changes to the definitions of racial and sexual identity can easily lead to errors in reporting this critical information. When completing the face page, officers should follow the Federal Bureau of Investigation (FBI) guidelines listed in Figures 3.1 and 3.2 when reporting the race and sex of persons involved in an incident.

[image: ]Figure 3.1 FBI Race Codes
Source: The Guidelines for Preparation of Fingerprints Cards and Associated Criminal History Information, Federal Bureau of Investigation.



[image: ]Figure 3.2 FBI Sex Codes
Source: The Guidelines for Preparation of Fingerprints Cards and Associated Criminal History Information, Federal Bureau of Investigation.



[image: This sample incident report is used to report an offense or incident and has more than twenty one fields.]DescriptionFigure 3.3 Sample Incident Report Face Page
Source: https://www.charleston-sc.gov/index.aspx?NID=631.



[image: This sample incident report has three sections that capture the details of the incident.]DescriptionFigure 3.4 Sample 2 Incident Report Face Page
Source: https://www.femplate.com/forms-for-police/forms-for-police-3/.



Figure 3.3 (p. 40) is an example of an incident report form that includes a narrative section. This type of form could be used for simple reports, such as misdemeanors or incidents that did not involve contact with a suspect or injuries to those involved. Notice how this form is organized to capture the required UCR and NIBRS reporting requirement for administrative (blocks 1–17), property (blocks 15 and 20), victim, offender, and arrestee information (block 11).

Figure 3.4 (p. 41) is an example of a face page that does not include a section for the narrative. Notice the sections intended to collect the required UCR and NIBRS reporting requirement. Additionally, note the increased level of detail afforded by the removal of the narrative section. When this form is used, the narrative is placed on a separate page specifically designed for that purpose.








Uses of Face Page Data

The information contained in an incident report face page is useful for investigators, media outlets and the public, and national data reporting systems, such as the FBI’s UCR and NIBRS. Investigators use face page data as the foundation for a criminal investigation. Information from each of the reporting segments is critical to an investigation and is often found in an investigator’s follow-up report. Media outlets often create a police log from face page information that includes the type of offense; the date, time, and location of the offense; and the people involved in the incident. Face page information is important to the public to demonstrate proof of a loss for an insurance claim and learn about incidents that have occurred in their neighborhood or child’s school. Accurate face page data are also important to the creation of national crime databases.


Uniform Crime Reporting and National Incident-Based Reporting System (NIBRS)

National crime data are compiled from the information reported by police officers on the incident report face page. Each month, the nation’s city, university/college, county, state, tribal, and federal law enforcement agencies voluntarily submit crime data to the Federal Bureau of Administration (FBI). The FBI administers the UCR system and the NIBRS. These databases serve as the national repository for crime data submitted annually by almost 18,000 law enforcement agencies. Data from these programs are used to publish the annual Crime in the United States report, which includes “the volume and rate of violent and property crime offenses for the nation” (FBI, n.d.b) and the annual NIBRS report.

The UCR program was created in 1929 as a system of national crime statistics (FBI, n.d.a). The UCR has been in place for decades and collects data on eight offenses known to the police: criminal homicide, rape, robbery, aggravated assault, burglary, motor vehicle theft, other theft, and arson (U.S. Department of Justice, n.d.). Reid (1997), however, notes the reporting methodology used for the UCR has limitations. First, the UCR underestimates crime since it captures only crimes reported to the police, and many crimes go unreported (Reid, 1997). Second, the UCR uses a hierarchical system that captures only the most serious crime committed during a criminal event. If “a victim is raped, robbed, and murdered, only the murder is counted in the UCR” (Reid, 1997, p. 40).


Table 3.1Crime in the United States
[image: ]



In response to the limitations of the UCR, the NIBRS was first published by the FBI in 2011. The NIBRS was implemented to improve the quality and quantity of data collected by the police (FBI, n.d.b). The crime categories were expanded to 22 categories and take into account any relationship between the victim and offender as well as the use of drugs and weapons used (Reid, 1997).




Computerized Crime Mapping

While the narrative section of an incident report is valuable to investigators, the face page is particularly valuable to crime analysts. From this data, analysts can study the characteristics of crimes in order to identify patterns. With the use of computerized crime mapping, these analyses can then be used to locate crime hot spots and help administrators assign officers to the geographic locations where they are most needed. Computerized crime mapping, also known as geographic information systems (GIS), is the process of associating crime and the geography of an area to identify where, how, and why crime occurs (National Institute of Justice, 2013).

The location of crime and the local geography, including buildings, alleyways, and other prominent features of the cityscape, became an important focus of crime prevention theorists (Weisburd & Lum, 2005, p. 426). Using crime mapping, crime analysts can focus their attention on small geographical areas known as hot spots (Weisburd & Lum, 2005, p. 426). An example of a crime map can be seen in Figure 3.5.

[image: A map shows an area of Arizona where the Ski Mask Bandit Robberies occurred. The map shows the suspect’s movement patterns and other geographic and causal factors.]DescriptionFigure 3.5 Example of a Crime Map
Source: Arizona Criminal Justice Commission, Crime Mapping in Arizona Report, 2002, p. 25.




In the News 3.1


Mapping Becomes a Powerful Tool for Police Departments

By Laura Nightengale of the Journal Star

Agencies track, evaluate, analyze, and share data collected by officers to operate more efficiently. The goal is to take the massive amounts of crime data and craft easy-to-understand snapshots of criminal and police activity. The technology provides officers an added tool to pinpoint hotbeds for crime and suspects. When investigating a string of car burglaries, for instance, police know that suspects tend to stay close to home or develop a routine. By tracking that information, police can try to nab a suspect, and by sharing it with the public, they can warn potential victims to lock up and look out. Prior to crime mapping technology, police had to work harder to identify trends in crime and to get that information out to the public.





Studies have demonstrated the effectiveness of the hot spot approach, and computerized crime mapping is viewed as an innovative and effective policing tool (Weisburd & Lum, 2005, p. 426). Reeves (2010) reported the majority of agencies serving a population of more than 25,000 used computerized crime mapping and that 100% of agencies serving populations of 250,000 or more used the technique (p. 22).






Tips for Writing the Incident Report

The need to write well in the criminal justice fields generally and in policing specifically has never been more important. Quible and Griffin (2007) observed that employers “consistently ranked oral and written education skills as among the most important, if not the most important, qualifications their employees should possess” (p. 32). Additionally, Kleckner and Marshall (2014) observed that “employers rated basic writing mechanics as second in importance among communication skills…. yet found that the employers’ satisfaction level for this skill…. was the lowest among all communication skills” (p. 180). “Furthermore, the intangible costs of deficient writing include image degradation for both the employee and employer, reduced productivity when supervisors and officers must reread and correct poorly written reports, and incorrect decisions based on poorly written reports” (Quible & Griffin, 2007, p. 32). A well-written report will convict criminals, encourage community support, and reflect positively on the officer and the agency.


Basic Writing Skills

Like any skill, writing well requires practice and resources. First, one should obtain a useful, current writing style manual, like the one published by the American Psychological Association. Style manuals are easily found in local bookstores and online. Look for one that is fairly easy to use, and purchase the most recent edition available. An excellent online writing resource is the Purdue Online Writing Lab, https://owl.purdue.edu/owl/research_and_citation/apa_style/apa_formatting_and_style_guide/general_format.html. With some research, other online versions can also be found.

Computer spelling programs can be helpful when typing documents, but avoid becoming overly reliant and complacent since these programs will fail to indicate all errors. These programs will not detect improperly used homonyms, for example, such as there and their, here and hear, or too and two.




Writing for an Audience

Perhaps the most important concept in writing for the criminal justice professions is to always remember who will read the document—the audience. Of course, a supervisor and peers read the reports. Supervisors evaluate an officer’s work, investigators use the reports as the foundation for an investigation, and the courts use reports to assess a defendant before and after trial. But a criminal justice document’s audience does not stop there. As a public servant, a criminal justice professional’s true audience is the citizens served.

Many criminal justice documents become public record, and as such, they are available for all to review. Attorneys, paralegals, and staff personnel on both sides of a case, as well as judges, may also read police reports. Imagine if a police officer writes a report being read by a Justice of the Supreme Court! Even today’s cop crazy television shows are centered around police reports. It should go without question, then, that every report reflects the officer’s best writing effort. Written reports are often the first indicator of professionalism to those who do not know a specific police officer, and sloppy reports give a bad impression. Every piece of writing should reflect the writer’s best writing effort.




Writing Styles

The four academic writing styles include expository, narrative, descriptive, and persuasive. Briefly, the expository style explains a process, the narrative tells a story, the descriptive paints a picture for the audience, and the persuasive tries to convince the audience to agree with the writer’s position on a topic. Although police reports are not academic writing assignments—nor should they be written or evaluated as such—officers use these writing styles in the narrative section of the incident report. Most often, the narrative of the police incident report requires a combination of narrative and descriptive writing styles. These styles are described in this section.


Narrative

The dominant writing style in a police report narrative is narration. Narratives tell a story by presenting events in an orderly structure and logical sequence (Kirszner & Mandell, 2010) that helps the reader understand the writer’s purpose. Events are presented in chronological, or time, order beginning with the officer’s initial involvement in an incident and ending when the officer concludes his or her role in the case so that readers will understand the sequence of events from beginning to end.




Descriptive

Descriptive writing is also appropriate for police reports, since these documents are required to be detailed and specific about names, times, dates, events, and geographic locations. Descriptive writing uses the five senses—sight, hearing, taste, touch, and smell—to tell the audience the physical nature of a person, place, or thing. In order for the narrative to be convincing, it must include specific details to help create a picture for the reader (Kirszner & Mandell, 2010). Police officers must describe with great detail and accuracy an incident or crime scene, observations of all types, and the result of criminal and what is often violent, graphic, and explicit behavior.

[image: This cartoon has a man standing in front of a doctor sitting at a desk. The doctor asks him, good morning, how can I help you? The man replies, Doctor, I think my life is out of chronological order.]Source: https://www.cartoonstock.com/directory/c/chronological.asp








Eliminate Spelling Errors

Proper spelling is a vital part of every police report. Just as improper grammar and punctuation are a sign of semi-literacy, so too is improper spelling. A misspelled word screams for the reader’s attention and shapes a negative image of the writer, supervisor, and the institution. Several misspelled words can have such a negative effect upon the reader that many will simply refuse to continue reading, finding it too difficult to understand the narrative. While a spell check will identify and correct misspelled words, it will fail to correct homophones. In this sentence, four example, the word “four” is misspelled, yet a spell check program would fail to identify the error.

The following (p. 48) is a list of the some of the most frequently misspelled words used in criminal justice writing.




Eliminate Slang and Jargon

Like any other professional, police officers develop a way of talking to other officers. The slang, jargon, and even 10-codes of the police profession have a way of creeping into reports and speech. This can lead to misinterpretation, though, for those who have no knowledge about the profession. At times, speaking in codes is an advantage, but report writing requires a communication style that conveys information to the reader clearly and concisely.

Below are some of the words most frequently used as police jargon. One can usually replace these words with simpler words that people without police experience easily understand. If an officer must use a slang or street term, immediately after using the term in the report, include an explanation for the reader. For example, an officer may write about items of contraband discovered during the search of a prisoner’s cell like this: “I found a shank (common jail terminology for a homemade knife) hidden in the inmate’s mattress.”



[image: ]




Table 3.2
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Remember, professional does not mean convoluted or fancy. Officers should write reports in general English that most people can easily understand. Examples of jargon are provided in Table 3.2.




Eliminate Emotion

In face-to-face conversation, emotional content is communicated through tone of voice, facial expression, and body language (Melé, 2009). In written documents, the writer expresses emotion through tone. According to Charles Baldick in the Oxford Dictionary of Literary Terms (1996), tone refers to the author’s attitude toward the reader or subject matter. The tone of a narrative “affects the reader just as one’s tone of voice affects the listener in everyday exchanges” (Ober, 1995). Writers of criminal justice narratives should strive for an overall tone that reflects an impartial, courteous, fair observer, that contains nondiscriminatory language and an appropriate level of difficulty for the audience (Ober, 1995).




Use a Professional Voice

Professional is a word with which many officers struggle. In the context of the written police report, a professional voice refers to the writer’s tone and vocabulary. Officers should avoid writing like they talk, instead adopting a more professional voice appropriate for a business report. Professional writing is more structured than speech, uses longer sentences, and is more detailed than conversational speech, which relies on short, simple sentences and few details (as cited by Biber & Gray, 2010).

The writer’s voice, though, should not attempt to impress readers with a large vocabulary or police jargon. An officer would do better to write a clear and easily readable report.




Answer the Interrogatives

Interrogatives introduce questions. They are the who, what, when, where, why, and how required in many criminal justice documents. The following is a partial list of basic interrogatives.


Who

	Who is the victim, witness, suspect, defendant?
	Who called the officer or reported the crime?
	Who are the other officers who assisted your investigation?
	Who are the medical personnel who treated any injuries?
	Who discovered the event or crime?
	Who was the first to arrive at the scene?
	Who transported the injured to the hospital?
	Who transported the defendant to medical?
	Who discovered or recovered the evidence?
	Who submitted the evidence for retention?
	To whom was the evidence submitted?
	Who photographed the crime scene?
	Who signed the search/arrest warrant?
	Who authorized the use of the technique/procedure?
	Who were the backup officers?
	Who comprised the entry team?





What

	What is the incident?
	What happened first?
	What weapons or tools were used to facilitate the crime?
	What involvement did the victim have in the incident? Was there any victim/perpetrator confrontation?
	What happened next?
	What drugs were used?
	What name brand chemical presumptive test kit was used to test the drugs?
	What injuries did the victim receive?
	What treatment did the injured receive?
	What observations did you make?
	What action did you take?
	What weapons did you use?
	What questions did you ask the inmate?
	What is the victim’s relationship to the inmate?
	What property was stolen?
	What was the motive?





When

	When did the incident occur?
	When was the incident first discovered? Reported?
	When was the incident first reported to institutional staff?
	When did the officer arrive at the scene?
	When was the evidence discovered?
	When did the injured receive medical treatment?
	When was the deceased pronounced dead?
	When was the arrest made?
	When was the property impounded/released?
	When was the inmate interviewed?
	When did the inmate confess?
	When was the inmate advised of Miranda rights?
	When was the stolen property recovered?





Where

	Where did the incident take place?
	Where was the inmate at the time of the crime or incident?
	Where was the inmate found?
	Where was the evidence found?
	Where was the evidence submitted for retention/analysis?
	Where were the witnesses in relation to the incident?
	Where were the injured treated?
	Where did the officer conduct any follow-up investigation?
	Where was lighting located near the scene?
	Where did the officer receive specialized training for the technique/procedure used?
	From where did the officer respond?
	Where was the inmate transported?
	Where was the inmate interviewed?





Why

	Why did the crime occur? (motive)
	Why did the inmate wait to report the crime?
	Why did the inmate react the way they did?
	Why did the officer respond the way he/she did?
	Why did the inmate confess?
	Why is the informant motivated to give information?
	Why were weapons authorized to be used by officers?
	Why did the criminal attempt succeed/fail?
	Why were specialized units requested?
	Why was the officer involved in the incident?
	Why is the officer writing this report?
	Why did the inmate resist restraint?
	Why was the inmate involved in the crime?
	Why was the officer in the area of the incident?
	Why did the officer stop the inmate?
	Why was the officer in fear?
	Why did the officer detain the inmate?
	Why did the officer release the inmate?





How

	How did the incident occur?
	How did the inmate gain entry/exit?
	How was the incident discovered?
	How was the property removed from the scene?
	How was the incident reported?
	How long did the incident last?
	How was the inmate dressed?
	How were weapons used?
	How did the inmate defend himself or flee?
	How did the officer respond to the inmate’s requests for help?
	How did the confrontation begin/end?
	How was the inmate subdued/restrained?
	How was the item removed?
	How did the injury/death occur?
	How many officers/units assisted in the investigation?
	How much contraband was seized?
	How much did the drugs weigh?







Take Good Notes

Proper note-taking skills are vital to the accuracy of initial and follow-up reports. Note taking is the process of gathering and recording facts and information relevant to an incident. Officers gather a variety of information in a quick and efficient manner, so they may recall the facts of the case to write the incident report, assist follow-up investigations, and refresh their memory for court testimony.

Police officers often use a small, pocket-sized writing pad for gathering initial notes. Some officers use a digital voice recorder to record notes, crime scene observations, and witness and victim statements.

In practice, field notes should be written in a standard format to record valuable information. The standard format helps officers later when called upon to recall information from on-scene notes. In on-scene notes, officers may make entries with symbols that only they understand and use flexible shorthand to quickly record data. This is perfectly acceptable because only the officer is required to interpret this information from the notes later.






Writing the Narrative

The narrative section of a police report tells a story. Like any other form of writing, the narrative must have a logical structure to help readers follow the line of reasoning and reach the same or similar conclusion held by the writer. The narrative should have a distinct beginning, middle, and end that consist of an introduction, a body, and a conclusion.

Writing a narrative requires more than just jotting down some information—it is a carefully crafted piece of persuasive writing. Of course, the narrative records data and facts relative to an incident. But it is important that the audience understands the facts of the case, the actions taken by officers, and how and why decisions were made. The narrative of the document must contain not only all of the vital case information, but it must also be logically constructed.

Criminal justice academic and professional narratives should follow a chronological order of events that have a distinct beginning (introduction), middle (body), and end (conclusion).


Narrative Structure


Introduction

The introduction in police incident reports is the first paragraph of the document. It is the reader’s first exposure to the events about which the officer is writing. In a telephone conversation in which the parties have never met, the callers quickly reach conclusions about each other from voice, word choice, and conversational ability. Readers, too, will quickly form an opinion of the writer’s competency as a writer, officer, and investigator from the first few sentences of the document. And this assumption goes well beyond the individual—an officer’s reports also present the reader with an image of the criminal justice agency as a whole. Therefore, the officer is obligated personally and professionally to present to the audience the best possible impression. An officer creates this favorable impression not by using fancy words, slang, or jargon. The officer accomplishes a positive impression by presenting the reader with all of the necessary information in a clear and logically presented narrative. A writer should never assume the reader has the same knowledge about the case that he or she does. Therefore, a good introduction starts with a general statement about the case, gives any relevant background information, and focuses upon a thesis statement.




The Thesis Statement

A thesis statement is a clear and concise declaration of the main idea. In addition to helping the reader quickly and easily determine the writing purpose, it should also help the writer focus on the writing task. A clearly written thesis statement focuses the reader’s attention upon the writer’s topics.

Examples:

	At about 3:15 p.m. on 06/01/2018, I responded to cell 2015 when I heard an inmate screaming from inside the cell.
	On 06/01/2018, while assigned to Pod B control, I saw a fight begin between several inmates in the Pod B common area.


Although some information, such as names, dates, times, and locations, may be contained in other areas of a document, officers must reintroduce that information in the narrative’s introductory paragraph. The narrative should contain enough details so that it can stand alone without the support of information contained in other areas of the paperwork. This idea follows a key concept of this book—writing in a reader-friendly format that promotes communication and understanding. By reintroducing details, the writer helps the reader follow the narrative without having to leave the page and scan another section for pertinent information.




The Body

The separate paragraphs of the narrative’s body should each focus upon a single idea or theme. For example, an officer might dedicate separate paragraphs to discuss an incident scene, a victim’s statement, stolen property, or suspects.

A writer should use a topic sentence to focus the main idea of each paragraph. Like a thesis statement, the topic sentence helps both the reader and writer concentrate on what is to come. It is often the first sentence of the paragraph and presents the main idea of the paragraph ahead.

A good topic sentence is written clearly and concisely and identifies the subject or specific issue to be developed. Without some clearly stated direction, a reader is more likely to become confused about the writing. Just as a writer must present the total narrative in a clear and logical order, the writer must also do so within the paragraph. All of the parts of the document must be coherent and fit together so that it makes sense to the reader.

The structure of sentences within the paragraph can follow several models for a logical presentation. A writer can relate the events in chronological or time order as they happened. Or the writer might give special prominence to some event and leave the most important information for last. Relating the events as they occurred in a chronological, time-ordered fashion is often the simplest and easiest way to do this.




Conclusion

In the introductory paragraph, a writer would have told the reader what he or she intended to write with a thesis statement. Now, in the conclusion paragraph, the writer must remind the audience of what has been written. A writer can effectively do this by restating the thesis. Rather than simply writing the thesis statement again, though, a writer should retell it in a slightly different fashion. For example, a writer could restate the thesis statement from Example 1 above as follows:

My investigation concludes the screaming I heard was from Inmate Jones, Allen, who was being kicked and punched by Inmate Smith, Michael.








Formatting the Incident Report


The Beginning


Paragraph 1

Background information

	Date
	Time
	Officers involved
	Assigned location
	Office building
	Room or office number
	Facility name
	Type of call







The Middle


Paragraph 2

What happened when you arrived?

	What did you see?
	Use descriptive language to paint an overall picture of scene.



	How many subjects? (Use a separate paragraph to describe each subject.)
	A brief description of the subjects
	Gender
	Race
	Any blood or other evidence of injuries?






	In a single sentence, what did the first reporter or witness tell you?





Paragraph 3

If needed, add additional paragraphs for each subject following the 
format for Paragraph 2.




Paragraph 4

Describe your sensory perception of the scene.

	What did you hear?
	Arguing, talking
	What was the subject saying?






	What did you see?
	Fighting or wrestling
	Describe in detail (punching, kicking, biting, throwing objects)
	Drinking alcohol
	Injuries
	Evidence
	Other disruptive or illegal behavior






	What did you smell?
	Alcohol
	Marijuana
	Urine or feces
	Decomposition
	Other odors



	What did you touch?
	Items that were hot or cold
	Weather conditions (rain, snow, wind, etc.)
	Room temperature








Paragraph 5

What did you do?

	Approach, detain, separate, interview subjects
	Interviews
	Tell the subject’s version of the event.
	What did witnesses tell you?



	What did you do?
	Call for assistance or supervisor?
	Collect evidence?
	Photographs
	Other items of value



	Paperwork
	Obtain sworn, written statements
	Witness statements
	Other official forms



	Arrest information (if applicable)
	Name of official charge
	State statute number
	Who transported the subject to medical?
	How was the subject transported to medical?










The End


Paragraph 6

What did you do after the incident?

	Submit evidence?
	Make any notifications?
	Any other official action that you took?



Table 3.3
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Editing

There are three parts to the writing process—prewriting or planning, writing, and rewriting or editing. Every written document should be edited. Editing is often more than simply proofreading for basic errors. For many writers, editing involves major structural and thematic revisions.

This type of major writing surgery is very easy for officers who are fortunate enough to write criminal justice documents with a computer. Studies have found computer-aided writers make more changes to their work and revise at all stages of their writing (McAllister & Louth, 1988). Rather than waiting to revise until the project is completed, as do most hand writers, the computer-aided writer effectively revises while writing. Menu bar and function key options that aid editing and revision include spell check, grammar check, format, text insert and delete, and text scanning methods.

While many writers fear the blank page and find getting started difficult, the computer, with all its writer’s aids, seems to invite writing since the text is manipulated on the screen before it even touches the page. And once the writer understands the function keys, moving through the text to revise becomes easier. Rather than writing and erasing or sometimes starting all over, as in a hand-written document, the insert, delete, and move text functions can make revision easier.

Those who write by hand can still effectively edit their work and submit well-written, organized, and error-free reports. Editing should be done at three levels to include word-level, sentence-level, and global revisions.


Word-Level Editing

A writer should never go to work without a bag of writing tools. Basic writing tools should include a dictionary (either a paperback version or an electronic model), a thesaurus, and this book or another grammar or writing handbook.

Even though a thesaurus is useful, a writer should be cautious when using one. A writer should not overly rely upon the thesaurus as a tool to eliminate repetition of key words or phrases in reports. While a thesaurus is a useful tool, it can, like anything else, be abused. An experienced reader will quickly spot dependence and view this as a weakness in word choice and writing skills.




Sentence-Level Editing

A writer should scan the document narrative quickly but thoroughly, paying particular attention to the sentence structure, such as run-ons, comma splices, and fragments. He or she should also consult a grammar book for questions concerning sentence structure, the use of commas, and other structural devices that may not be familiar. Effective writers often seek resources such as these to help correct and improve their writing.




Global Editing

Reread the narrative again; paying particular attention to structure and organization is imperative. The writer should ask if the incident report has a clear beginning, middle, and end. Is there a clear thesis statement in the introduction and a restatement of the thesis in the conclusion? Is the body logically structured, with each paragraph focusing on a single main topic? Is each paragraph focused and introduced by using a clearly written topic sentence? If not, the writer should make any necessary changes.

A writer should never write anything without first planning the structure of the work. The type of incident being documented will often dictate the structure of the report. Sometimes a writer will be able to decide what format to follow while, other times, he or she may not. The only rule to follow here is that the organization is logical and easy for readers to follow.

When editing for content, a writer should read the report first from beginning to end while asking himself or herself the six interrogative questions: who, what, when, where, why, and how. The writer should read quickly but efficiently to determine if he or she has answered everything that someone unfamiliar with the event would want to know. Is there anything more that could be added that would make the document more complete and easier to understand? Any omissions should be corrected at this point.


Table 3.4
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Source: Adapted from Harrison, Weisman, & Zornado, 2017, p. 140.




In the News 3.2


Connecticut State Police Release New Report on Sandy Hook Shooting Response

By George Colli

Connecticut State Police released a report on the response to the 2012 Sandy Hook Elementary School that left 26 children and educators dead. A section of the report specifically addressed issues regarding late reports and the submission of reports that had errors despite having been approved by a supervisor. The report emphasized the importance of report writing competencies and the need to take immediate corrective steps to prevent inaccurate, untimely, and poorly written reports. Additionally, at the time of the incident certain units did not fully utilize the agency’s electronic reporting system, which made it difficult for the assigned investigators to access and review reports.










Chapter Summary

All incident reports include a “face page” or cover page. The face page consists of blank spaces and check boxes where the reporting officer enters information, such as the incident date, time, and location; the names and biographical information of a victim, witness, or suspect; the type of crime committed; and the corresponding state statute number. This information is commonly used for statistical analysis, crime mapping, and administrative analysis. The FBI also uses this data to compile the annual Crime in the United States and National Incident-Based Reporting System reports.

Writing well requires a process of planning, writing, and editing. Whether putting pen to paper or writing electronically, producing the best written work cannot be accomplished by simply writing alone. The written report is where an officer becomes a storyteller and engages the audience. The report should be written chronologically in narrative format to tell a story using descriptive words. Officers should follow general writing guidelines, eliminate slang and jargon and emotion, and answer all appropriate interrogatives. All writing must be written in standard English and error free. Finally, a well-written document requires editing. Writers should edit every written document at the word and sentence level as well as globally. Following these guidelines will help writers produce quality writing that reflects positively on themselves and the agency.




Questions for Consideration

	List three uses for the data collected on the incident report face page.
	How are data reported on the face page useful to crime analysts?
	List some of the differences between the UCR report and the NIBRS.
	Why is accurate data entry important to completing the face page of a police report?





Descriptions of Images and Figures
Back to image
The text above the image of the car reads: Can’t find your VIN?

Here are some common places to find it.

The driver side interior dash is the most common place to find your VIN. A line from this sentence points to a spot on the image of the car, on the top of the hood, on the driver’s side.

Under the hood at the front of the engine. A line from this sentence points to a spot in the middle of the hood, in front.

Between your front carb and windshield washer unit. A line from this sentence points to a spot on the rim of the front wheel, on the driver’s side.

Text on the bottom left corner reads:

Additional places to look:

	Trunk (under spare tire).
	Rear wheel well.
	Driver door jam (open door).


A small box in the middle of the poster below reads: DMV.ORG


Back to Figure
The questions and multiple-choice answers seen in this form are replicated below:

Offense/Incident report

Instructions are printer separately. If additional space is needed, use reverse of form; identify items.

1. Type:

a. Original.

b. Continuation.

c. Supplement or followup.

2. Code No.

2a. Sort.

3. Type of offense or incident.

4. Case control number.

5. Building number.

6. Address.

7. Name of agency/bureau.

8. Agency/bureau code.

9. Specific location.

10. Location code.

11a. Date of offense/incident.

11a. Time of offense/incident.

12. Day.

13a. Date reported.

13b. Time reported.

14. Day.

15. Jurisdiction (X)

Exclusive.

Concurrent.

Partial.

Proprietary.

16. No, of demonstrators.

17. No. evacuated.

a. Time start.

b. Time end.

18. Persons involved:

ID Code (a) Name and address (b) Age (c) Sex (d) Race (e) Injury code (f) Telephone (g)

Last name, first name, middle initial (in row 1). Home

Number, street, Apt. No., City and State (in row 2). Business

Last name, first, middle initial (in row 3). Home

Number, street, Apt. No., City and State (in row 4) Business

19. Vehicle:

a. Status:

Stolen.

Gov’t.

Vandalized.

Suspect.

Personal.

Recovered.

b. Year.

c. Make.

d. Model.

e. Color (top/bottom).

f. Identifying characteristics.

g. Registration:

Year.

State.

Tag No.

h. VIN.

i. Value.

20. Items taken:

a. Name of item:

b. Quantity.

c. Ownership.

d. Brand name.

e. Serial no.

f. Color.

g. Model.

h. Value.

i. Unusual or unique features.

j. Property was:

Secured.

Unsecured.

k. Status of property:

Recovered.

Missing.

Partial recovery.

Value recovered:

l. Name of item.

m. Quantity.

n. Ownership:

Gov’t.

Personal.

o. Brand name.

p. Serial No.

q. Color.

r. Model.

s. Value.

t. Unusual or unique features.

u. Property was:

Secured.

Unsecured.

v. Status of property:

Recovered.

Missing.

Partial recovery.

Value recovered.

21. Narrative (if additional space is needed, use blank sheet and attach).

(Blank rows seen below)

The text below the form reads: General services administration GSA Form 3155 (rev. 3/2000).


Back to Figure
This form seen in this figure has three sections with fields under each to be completed. This form and the instructions have been replicated below:

Incident Report.

Incident Number:

Report Type:

	- Initial
	- Supplemental.


Authority: U.S.C 301, 10 U.S.C. 5031; 44 U. S. C. 3013; and EO 9397 Privacy Act statement

Principal purpose: Used to record information and details of criminal activity which may require investigative action by commanding officers, supervisors, security police, NCIS special agents, etc. Used to provide information to the appropriate individuals with DoD organizations who ensure that proper legal and administrative action is taken.

Routine uses: Information may be disclosed to local, county, state and federal law enforcement or investigatory authorities for investigation and possible criminal prosecution or civil court actions. Information extracted from this form may be used in other related criminal and/or civil proceedings.

Disclosure is voluntary: SSN is used to positively identify the individual making the statement and as a conduit to check past criminal activity records.

Sections or blocks that do not apply to a reported offense should be left blank.

Sections I. Administrative.

Date Rec’d (YYYYMMDD).

Time Rec’d (hour).

Incident received:

	- In person.
	- By alarm.
	- By telephone.
	- Cr crime stop call/911.
	- By radio.
	- Other:


Section II. Complainant. (If not victim/witness) (Use ‘complainant/witness/sponsor’ addendum sheet for additional complainants).

Last Name (include Jr., Sr., II, III, etc.):

First:

Middle:

SSN/Lien Reg #:

Grade/Rank:

Branch of service:

	- Marine Corps.
	- Army.
	- Coast Guard.
	- Navy.
	- Air Force.
	- Other: (blank).


Status:

	- Reg (active).
	- Fam. Mem.
	- Reserve.
	- Civilian Emp.
	- Retired.
	- National Guard.
	- Civilian (No Gov. Aff.).


Duty Station/Employer (include department/command/division/unit etc.)

UIC/RUC:

Work telephone:

Address:

City:

State:

Zip code:

Section III. Offense (Use ‘offense’ addendum for additional offenses).

Date of incident (YYYYMMDD)

From:

To:

Time(s) of incident: (24 hour)

From:

To:

Offense status (check only one per offense).

1.

- Attempted.

- Completed.

2.

- Attempted.

- Completed.

- Attempted.

- Completed.

Offense Data



[image: ]



Offender used:

	- Alcohol.
	- Drugs/narcotics.
	- Computer equipment.
	- Not applicable.


Type of weapons/force used: (Max. 3) (Enter in box an ‘A’ (if fully automatic weapons; ‘M’ if manual’ ‘S’ if semi-automatic)

	- Firearm (Not listed).
	- Handgun.
	- Rifle.
	- Shotgun.
	- Knife/cutting tool.
	- Blunt object.
	- Motor vehicle.
	- Bodily force (hands/feet).
	- Poison.
	- Explosives.
	- Fire/incendiary.
	- Narcotic/drug.
	- Asphyxiation.
	- Unknown.
	- None.
	- Other (specify) (blank).


Location of offense (Enter 1, 2, or 3, if multiple offenses occurred at different locations):

	- U. S. and possessions.
	- Outside U. S. and possessions.
	- Exchange/Dept/Discount store.
	- School (Elem, High)/College.
	- NCO Club/Officer club/Bar.
	- Government/Public building.
	- BOQ/CBQ/Lodge/Hotel.
	- Package/Liquor store.
	- Shopette/convenience store.
	- Corrections facility/jail/prison.
	- Air/bus/train/terminal.
	- Training/service school
	- Training area/field woods.
	- Highway/road/alley/sidewalk.
	- Commissary/grocery store.
	- Chapel/church/synagogue.
	- Recreation area/park.
	- Rental/storage facility.
	- Lake/waterway/ocean.
	- Construction site.
	- Hospital/clinic.
	- Child care facility.
	- Specialty store/concessionaire.
	- Quarters/barracks/residence/berthing.
	- Motor pool/parking lot/garage.
	- Dining facility/restaurant.
	- Bank/credit union.
	- Service/gas station.
	- On board ship.
	- On board aircraft.
	- Other (specify) (blank).
	- Unknown.


Section III. type of criminal activity (if larceny, forgery, pornography, gambling, drugs or weapons violation) (MAX 3):

	- Buying/receiving.
	- Cultivating/manufacturing/publishing.
	- Distributing/selling.
	- Exploiting children.
	- Operating/promoting/assisting.
	- Possessing/concealing.
	- Transporting/transmitting/importing.
	- Using/consuming.
	- Destruction/vandalism.
	- Harassment/stalking.
	- Other (specify) (blank).


OPNAV 5527/1 JUN 98 Previous edition is obsolete. For official use only (when filled in). Page 1 of (blank) pages.


Back to Figure
The map is titled “Ski Mask Bandit Robberies January 17 - June 25 2002.” It shows those sites of Tempe, Mesa, and Gilbert where the Ski Mask Bandit robberies occurred (shown by pinned stars on the map). The map also shows the crime path (shown by arrowheads on zigzag patterns on the map), potential targets in Tempe, Mesa, and Gilbert (each of them shown by differently colored dots on the map), Mesa's arterial streets (shown by zigzag patterns on the map), and a mean center point (shown by a colored circle on the map). All of these lie inside a minimum convex hull, which is shown on the map by a large, irregular hexagon that has a colored boundary. In addition, the map shows the following roads:

On the map's southwest is W Elliot RD, which runs in the east–west direction. Going northward from W Elliot RD, the following roads are found to be parallel to it.

	W Guadalupe RD
	W Baseline RD
	W Broadway RD
	W University DR


Dobson RD intersects W Broadway RD and W University DR

Going eastward from Dobson RD, the following roads are found to be parallel to it.

	S Country Club DR
	S Mesa DR
	S Stapley DR
	S Gilbert RD


On the map's northwest is Rural RD, which runs in the north–south direction.

The text at the bottom left corner of the map reads:

“July 1, 2002

k:\arcview\pete\2002\ski mask july.apr”

A graphic scale bar is shown at the bottom of the map. It shows number 2 toward the extension scale and is scaled from 0 to 4 miles with an interval of two miles on the primary scale.

There is a compass below the graphic scale bar with north at the top of the compass.






Chapter 4 Supplemental, Investigative, and Traffic Crash Reports

Many police investigations require that officers and investigators use particular reporting forms—either electronic or paper—in addition to an incident report form. These documents, like an incident report, often include a written narrative in which the officer tells a story of his or her involvement in an official event.

According to Reeves (2011), many officers use in-field computers to write and transmit their reports. A census of law enforcement agencies conducted in 2007 found that 90% of officers employed in larger agencies have access to in-field computers to access driver and vehicle records, criminal histories, and report writing software (Reeves, 2011). Smaller police agencies, though, may lack the funds to purchase computers and, therefore, require incident reports to be hand written.

This chapter examines the various police report forms that are often included as part of an initial or follow-up investigation.

Officers are required to use a variety of forms or electronic templates in order to thoroughly and accurately document information related to an incident. The incident report is the most common type of writing assignment in policing. The incident report form is used to document information when it is first reported to the police. It is usually written by a patrol officer to officially document a crime or other incident—reported by a citizen or when the officer makes an arrest. Many times, officers can effectively report an incident without the need for additional forms. In more complicated initial cases and investigations, the following additional forms are often used. This list is not intended to be definitive. Specific agencies and prosecutorial jurisdictions may require additional forms or documents.


Incident Report

The incident report is a common writing assignment in criminal justice professions and includes a narrative describing an incident. Although investigators are tasked with completing the investigation of crimes reported to the police, the investigation may reveal other crimes not initially reported. In these cases, many agencies require the investigator to complete an initial incident report to officially document the event.

The purpose of the narrative is to convey information to the audience in a clear, concise, and grammatically correct manner. It is the place where the writer becomes a storyteller and has the opportunity to relate the details of the investigation, observations, and actions. It is the most crucial and important part of any criminal justice document. Like any other form of writing, the narrative must have a logical structure to help readers follow the line of reasoning and reach the same or similar conclusion held by the writer. The narrative should have a distinct beginning, middle, and end that consist of an introduction, the body, and a conclusion. Writing a narrative requires more than just jotting down some information—it is a carefully crafted piece of persuasive writing. Of course, the narrative records data and facts relative to an incident. But it is important that the audience understands the facts of the case, the actions taken by officers, and how and why decisions were made.


Supplemental Reports or Follow-Up Report

The supplemental report is an addendum to the incident report. It is used “to keep the file current as new or corrected information is gathered” (Swanson, Chamelin, Territo, & Taylor, 2003, p. 168). The supplemental report is often used by officers and investigators to document information to the original incident report. In cases that require a lengthy narrative, the supplemental report form often serves as an extension of the incident report form narrative section. It can also be used by officers at the initial scene who assisted the case officer to document their role in the case. Additionally, investigators often use the supplemental report form to document their activities during an investigation. The supplemental report contains detailed information and is most often used to document interviews, evidence collected, or other activity related to a case that occurred after an officer’s original incident report.






Evidence Report

It is common for officers to seize or collect physical items. These items are generally referred to as “property” and may or may not have evidentiary value. Property items can be almost anything of evidence or monetary value: contraband, found stolen items, any item that creates a link between a suspect and a crime, cash, drugs, firearms, and much more. Advances in the technology available to criminal justice agencies have expanded the scope of items of evidentiary value to include video and audio recorded on cell phones, body and in-car cameras, housing unit cameras located in adult and juvenile detention facilities, courtroom cameras, and surveillance cameras. The evidence report form is used to document any item that has been seized by an officer. It is a legal document that keeps a record of the collection, transportation, storage, chain of custody, and release of any item that comes into police custody. Seized items are stored in a secure evidence room until they can be legally returned to the owner, destroyed, or auctioned as unclaimed property.

Since physical evidence is often associated with investigating crimes, officers will find themselves collecting and recording the seizure of items on an evidence submission form. While the format and style of these forms will vary greatly from one agency to another, one similarity exists: officers must accurately describe any items that have been collected.

An accurate description of evidence is vital to the successful prosecution of a case. Officers must be detailed yet cautious in describing drugs, jewelry, money, and other valuables.


Drugs

Illegal and prescription drugs have become exceedingly popular and varied in today’s society. As such, officers are often confronted with the task of describing pills, powders, capsules, and more. An officer may recognize commonly seized drugs such as cocaine or cannabis. These drugs are often quickly identified in the field with a chemical field presumption test kit. But for submission and description purposes, any account of these items should be purposely generic since a substance’s identity cannot be certain without a lab or expert analysis. When describing drugs, officers should use the following terminology:


Drug Terminology

	Powder cocaine—unknown white powder, suspected cocaine
	Crack cocaine—unknown substance, suspected crack cocaine
	Cannabis—unknown green leafy substance, suspected cannabis
	Heroin—unknown (color) powder, suspected heroin
	Prescription pill or capsule—unknown (color) pill (list any markings such as manufacturer, numbers, and cross score)


Table 4.1 refers to commonly used names of street drugs.


Table 4.1
[image: ]

Adapted from Teen Drug Slang: Dictionary for Parents, WebMD, https://www.webmd.com/parenting/features/teen-drug-slang-dictionary-for-parents#2.








Money

On occasion, a police officer may confiscate money. Money must be counted accurately. All monies should be recounted several times with at least one other person present to verify the amount. In recording money on the evidence form, the officer should list the total amount, the nationality of the funds, and the number of each denomination. Then, immediately submit all cash to the agency evidence section to avoid any accusations of impropriety.

Example:

$1,000 United States currency in the following denominations: 5 $100, 4 $50, and 15 $20.




Jewelry

Like describing narcotics, the prevalence, variety, and value of jewelry demands caution when it comes time to list items on an evidence form. Jewelry manufacturers are particularly adept at creating imitation jewelry that appears surprisingly authentic. Some synthetic stones, in fact, cannot be distinguished from their authentic counterparts without the aid of a trained jeweler or gemologist.

Jewelry should be describe based on its appearance. When describing a woman’s wedding band, for example, one should focus on the color and shape of the stone and ring rather than describing it as a diamond in a gold band. Officers should be equally cautious when describing items that carry a brand name since many counterfeiters have produced copies that are very difficult to distinguish from the real thing. A police officer is not a professional jeweler. Here are some suggestions for describing jewelry and watches.

Instead of “diamond ring,” write the following:

	One woman’s ring with a gold-colored band containing a single, round, clear-colored stone.
	One woman’s ring with a silver-colored band and a single, round, clear-colored stone surrounded by eight smaller, round, blue-colored stones.


Instead of “Rolex watch,” write the following:

	One man’s wristwatch with a round, blue-colored face and a silver- and gold-colored wristband.
	One man’s wristwatch with a square, tan-colored face and a wristband.


Instead of “gold chain,” write the following:

	A woman’s neck chain, 18 inches long, gold colored.
	A man’s neck chain, 24 inches long, gold colored, with a round medallion, also gold colored.







Arrest Warrants

An arrest warrant is a written order, signed by a judge, based upon probable cause and particularly describing the person to be seized. A judge may issue an arrest warrant if probable cause exists to believe a defendant committed a criminal offense (Legal Information Institute, n.d.a).

The Fourth Amendment of the United States Constitution governs all that relates to the arrest warrants. The original 10 constitutional amendments, otherwise known as the Bill of Rights, were born in response to the actions of British King George III prior to the American Revolutionary War. The Bill of Rights sought to protect citizens against an over-zealous government. The Fourth Amendment specifically protects citizens against unreasonable searches and arrest. It safeguards citizen’s homes, their property, and their person against unreasonable government actions by requiring an independent review of the facts by the court.

The Fourth Amendment requires that all arrest warrants be completed in writing. Most law enforcement agencies or prosecutor’s offices will have a standard form required for use and require the arrest warrant to be supported by oath or affirmation before a judge. The judge issuing the warrant must have jurisdiction over the location of where the crime was committed and believe that the arrest is based upon probable cause. It is not only important for an officer to be able to articulate the specific probable cause related to the arrest warrant, but officers should also be able to clearly define probable cause during testimony. Failure to do so will help the defense in their attempt to discredit the officer. Probable cause is the facts of the case that would lead a reasonable officer to believe that a crime has been or is about to be committed. The person to be arrested must be described in a way that is sufficiently clear so that he or she can be easily identified as the proper person to be arrested. Finally, the seized person must be brought before the court.

The arrest warrant must include the person’s name or a sufficient physical description by which he or she can be identified and all details known to the officer that would lead a reasonable person to believe the suspect committed the crime (Legal Information Institute, n.d.a). Arrest warrants do not expire. They remain valid until the suspect is arrested (warrant, n.d.).

Officers must be familiar with the Fourth Amendment, state statute, and department policy concerning the procurement and service of an arrest warrant. Arrest warrants are a vital piece of the investigative function. Figures 4.1 and 4.2 provide an example of an arrest warrant and affidavit.




Arrest Report or Booking Report

Officers are often required to write a booking report when an arrestee is transported or delivered to a jail. Arrest report forms are typically just a single page in length and must be completed before an arrestee is transferred to the custody of the jail. The majority of the form consists of blanks for entering information or simple check boxes. Officers should not leave any section of the arrest report blank to ensure that information is not altered. Any section of the form not utilized should be marked through completely and initialed by the officer.

[image: This sample of an affidavit for an arrest warrant that is to be signed by a judge and is the form used by the state of Texas.]DescriptionFigure 4.1 Sample Affidavit for an Arrest Warrant
Source: Warrants and Capias Forms book, 2011, http://www.tmcec.com/public/files/File/Resources/Final%20Website%20Forms%20Book/PDF/04-Warrants%20&%20Capias.pdf.



[image: This is a sample arrest warrant used in the state of Texas.]DescriptionFigure 4.2 Sample Arrest Warrant
Source: Warrants and Capias Forms book, 2011, http://www.tmcec.com/public/files/File/Resources/Final%20Website%20Forms%20Book/PDF/04-Warrants%20&%20Capias.pdf.



Many agencies require the arresting officer complete a detailed incident report in addition to an arrest report. In this case, the complete details of the incident are included in the initial incident report. The narrative section of the arrest report (as noted in Example 4.1) can be just one or two paragraphs in length since it requires only the details that establish probable cause for the arrest.

Some agencies do not require the arresting officer to complete an incident report form for all arrests. The arrest report in this case must, then, include all the details of the incident just as would be required for an incident report. Finally, if an individual is arrested for an outstanding warrant, some agencies do not require the details of the initial incident and probable cause for the arrest to be included in the arrest report. These details are required to be presented to a judge in the form of an affidavit for an arrest warrant. If the judge finds probable cause exists for the arrest of an individual, only then is the arrest warrant issued. In these cases, it is often sufficient for the narrative to simply state “The subject was arrested on a confirmed warrants hit.” Figure 4.3 is an example of an arrest warrant.




Traffic Crash Reports

According to a Florida Department of Motor Vehicles report, there were almost 400,000 traffic crashes in the state in 2016, and that number is rising each year (Florida Department of Highway Safety and Motor Vehicles, n.d.). That same year, 34,439 people were killed nationally in fatal crashes (National Highway Traffic Safety Administration, n.d.). Some sheriff’s offices do not investigate traffic crashes, so the job of writing traffic crash reports falls primarily upon officers with state highway patrol agencies and municipal police departments.

Officers collect and record a large amount of data during a traffic crash investigation. Much of this data is collected through the use of simple check and fill-in boxes. Commonly collected traffic crash data include details of the crash location, driver and passenger information, road and weather conditions, vehicles, pedestrians, or bicycles involved in the crash, violations, and suspected alcohol or drug involvement. Traffic crash reports also include space for a narrative and a diagram of the crash event.

These data are used in various ways both within and outside of the police agency. The analysis of traffic crash data is used by police in making decisions for traffic enforcement, by highway safety offices to evaluate highway safety programs, by engineers in road construction, by researchers to identify crash patterns, and by legislators to implement programs and draft data-driven legislation (National Highway Traffic Safety Administration, 2017).

Laws governing traffic crash reporting requirements are different in each state. All states require a traffic crash investigation and report by an officer in cases of death or injury. But in crashes without injuries that do not exceed a damage threshold—typically between $300 and $1,000 depending on the state—crash victims may complete a self-report (shown in Figure 4.4) or short form without the assistance of an officer. In Florida, for example, a driver can complete a self-report or traffic crash form online without the need of an officer at the crash scene. Although the formats of traffic crash reporting forms vary widely among jurisdictions, all traffic crash reports require that detailed information be collected and recorded.

[image: This is a sample arrest report used in the state of Alabama.]DescriptionFigure 4.3 Sample Arrest Report



[image: This is a Florida traffic crash, self report form that can be filed without the help of an officer.]DescriptionFigure 4.4 Florida Self-Report Traffic Crash Form
Source: https://www.flhsmv.gov/ddl/ecrash/HSMV90011S.pdf.



[image: This is a Florida traffic crash report that is to be completed by an officer.]DescriptionFigure 4.5 Florida Traffic Crash Report






Chapter Summary

Police officers and investigators are often faced with complex cases. These cases often necessitate a variety of forms in addition to a basic incident report form. This chapter discusses the supplemental report, the arrest report, the evidence form, the arrest warrant, and the traffic crash report. Each of these reports requires that officers write a narrative.

Each supplemental form has a specific use. The supplemental report is used to add additional information to the incident report. The arrest report is used to document the probable cause for a defendant’s arrest. The evidence form is used to identify items seized by an officer. An arrest warrant is used when probable cause has been obtained for a defendant’s arrest. And the traffic crash report is used to list the persons, vehicles, and circumstances surrounding a traffic crash.




Questions for Consideration

	Which constitutional amendment must be considered when obtaining a sworn statement from a suspect?
	List the circumstances when a supplemental report form would be used.
	Describe a classmate’s watch or a piece of jewelry using the technique described in the Evidence Report section of this chapter.
	Using the sample arrest report (Figure 4.3), interview a classmate and complete the Identification section.
	Using the traffic crash form provided in Figure 4.4, complete Section One using your identification and vehicle information.





Descriptions of Images and Figures
Back to Figure
The text above the sample form reads:

This form is an example of an affidavit for an arrest warrant. The form may vary slightly in various

jurisdictions. The affidavit is used to ask a judge to sign the arrest warrant.

The form has been replicated below:

AFFIDAVIT FOR PROBABLE CAUSE FOR ARREST WARRANT (Under Chapter 45, C.C.P.)

CAUSE NUMBER: (blank).

STATE OF TEXAS § IN THE MUNICIPAL COURT

VS. § CITY OF (blank).

(blank). § (blank) COUNTY, TEXAS.

AFFIDAVIT

My name is (blank) and I have good reason to believe and do believe that the offense of: (blank) has been committed within the territorial limits of the City of (blank), (blank) County, State of Texas, as set forth in the attached reports and documents that are incorporated herein as if set forth in their entirety.

Affiant’s belief is based on the following:

	Affiant’s personal investigation of this offense, which is described in the attached reports and documents.
	Information received from (blank), a peace officer who Affiant believes to be credible and who personally participated in the investigation of this offense, whose information is described in the attached reports and documents.


(blank)

Affiant.

BEFORE ME, the undersigned authority, on this day personally appeared (blank), known to me to be the person whose name is subscribed to the above statement, and after being sworn by me, duly stated that the statements contained herein are true and correct to the best of his/her knowledge.

Sworn to and subscribed before me on this the (blank) day of (blank), 20(blank).

(Long blank)

(Judge)(Clerk) (Notary Public in and for the State of Texas).


Back to Figure
The text above the sample form reads:

This form is a sample arrest warrant. The format of the form may appear slightly different depending

on the jurisdiction. The arrest warrant is the judge’s order to arrest a person and bring them

before the court.

The form has been replicated below:

Warrant of arrest: Judge (Art. 45.014, C.C.P.)

Cause number: (blank)

State of Texas § In the municipal court

vs. § City of (blank).

(blank) § (blank) county, texas.

The state of Texas, to any peace officer of the state of Texas – Greetings:

You are hereby commanded to arrest (blank), Defendant, and bring (him) (her) before the Municipal Court named above on the (blank) day of (blank), 20 (blank). Said Defendant has been accused of the fine-only misdemeanor offense: (blank).

(Long blank),

which is against the laws of the State of Texas and/or against the city ordinances of said city. Herein fail not, but make due service and return of this warrant of arrest, showing how you executed the same.

Signed this (blank) day of (blank), 20 (blank).

(municipal court seal)

(blank)

Judge, Municipal Court

City of (blank).

(blank) County, Texas.

(Line separator)

Officer's return

Came to hand the (blank) day of (blank), 20 (blank), at (blank) o'clock (blank). m. and executed on

the (blank) day of (blank), 20 (blank), at (blank) o'clock (blank). m. by (blank).

(Long blank).

(blank)

Peace Office

Editor’s Note: Judges in counties with population of more

than two million and without a county attorney may not

issue a warrant for issuance of a bad check unless the

district attorney has approved the complaint or affidavit on

which the warrant is based.


Back to Figure
The text above this sample form reads:

This form represents a standardized arrest report used by many agencies. The format of the form

may differ across jurisdictions. A unique feature of this form is the release block. Rather than requiring a separate release form, this format captures all data related to the arrest in a single form.

There are three forms in this figure.

The first form titled, Alabama Uniform incident/offense report, has eight sections. These are:

Event.

Property.

Vehicles.

Administration.

Victim information.

Suspect information.

Witnesses.

Narrative.

The second form titled, Alabama Uniform incident/offense report supplement has four sections and these are:

Event.

Dollar value.

Administrative.

Narrative.

The third form titled, Alabama Uniform Arrest report, has the following sections:

Identification.

Arrest.

Vehicle.

Juvenile.

Release.

Narrative.

The details recorded in each section on each of these forms are as follows:

In the first form titled, Alabama Uniform incident/offense report, the details covered in each section are:

Event: This section records the details of the incident such as the date, time, type of occurrence, the degree of the offense, state and local ordinance codes and some details on the victims of the incident like victim demographics. It also contains details on the way in which the incident occurred such as the point and method of entry, the type of criminal activity, the lighting, location and so on.

Property: This section records the loss code, property code, quantity, property description, dollar values of the stolen or damaged property and any recovery date of such property along with the value recovered, in a table.

Vehicles: This section records the details of a stolen vehicle which includes where it was stolen, method of verification of the ownership, the vehicle category, style, color, VIN number, description and license details.

Administration: This section records the case details like the case number, the date, case disposition, exceptional clearance details, details of the reporting and assisting officers’ details, the supervisor approval details and the watch commander details including each of their officer ID numbers.

The back of this form has the following details in each section:

Victim information: This section records the name and address details of the person reporting the crime, the date and time of report, their sex, race, age, and other personal details. Details of whether the victim is known to the offender, the victim and complainant SSN numbers, and the relationship code, the number of victims, ethnicity, weapons used and the kind of weapons used, the circumstance of the crime, location, treatment or assault, details of the rape exam and is treatment for rape has been provided or not.

Suspect information: This section records the name and address details of the suspect and personal information like their sex, age, race, date of birth, language, ethnicity, height, weight, their probable destination, eye, hair and complexion details, scars and so on, any aliases, whether they have been arrested and clothing details.

Witnesses: This section has a table to record the details of witnesses to the crime which includes their name, sex, race, dates of birth, addresses and contact numbers – home and work and their SSN numbers.

Narrative: This section contains blank lines and a row below that reads, continued on supplement, yes or no, assisting agency ORI, assisting agency case number, SFX, warrant signed, yes or no, add case closed narrative, yes of no and the signature at the bottom

The Alabama Uniform incident/offense report supplement has four sections and the details in each of these sections are:

Event: This section has the victim’s name, the original offense date, the original and the new incident/offense and the respective UCR codes, whether an arrest has been made and the date of the arrest, whether a warrant has been obtained and the date of the warrant, the prior year, premise and weapon, the names of the defendant or suspect, their sex, date of birth, age, race, and ethnicity.

Dollar value: This section has two rows of six blanks labeled local and state use followed by 41 smaller sections each with six blanks with the letters S, R, D, C, B and F at the end of each blank. Each of these small sections are listed below:

Clothes/Furs.

Farm equipment.

Livestock.

Other motor vehicles.

Tools.

Aircraft.

Computer hardware/software.

Firearms.

Merchandise.

Purses/handbags/wallets.

Alcohol.

Consumables.

Gambling equipment.

Money.

Radios/TV/VCR.

Autos.

Credit/debit cards.

Heavy construction/Industrial Eqt.

Negotiable instruments.

Recordings – audio/visual.

Bicycles.

Drugs/narcotics.

Household goods.

Non-negotiable instruments.

Recreational vehicles.

Buses.

Drugs/narcotics equipment.

Jewelry/precious metals.

Office equipment.

Trucks.

Vehicle parts/accessories.

Watercraft.

Other.

Structure – occupancy dwelling.

Structure – other dwelling.

Structure – other commercial.

Structure – industrial/manufacturing.

Structure – public/community.

Structure – storage.

Structure – other.

A row of questions below record the motor vehicle recovery, only required for 24xx UCR code. The questions read, motor veh. Stolen in your jurisdiction? Recovered in your jurisdiction? and where, for each of these questions.

Administrative: This section records the details of the case disposition, reporting, assisting officer details and supervisor approval and watch cmdr details.

Narrative: This section has many blank rows for details of the narrative.

The third form titled, Alabama Uniform Arrest report, has three checkboxes on top which have boxes that read, domestic violence dual arrest, fingerprinted [yes/no] and R84 completed [yes/no].

The rest of the form has the following sections:

Identification: This section records the ORI number, agency name and case number, SFX, full name, aliases, sex, race, ethnicity, height, weight, eye, hair, skin scars and so on. The date and place of birth, fingerprint class, age, miscellaneous ID, home and business addresses and phone number and employer details.

Arrest: This section has the arrest details like the location of the arrest, sector #, condition of the arrestee, injuries, resisted arrest [yes/no], whether armed or not, description of the weapon, the charge [up to 4 can be logged with their respective UCR codes and warrant numbers], the day of the arrest and whether arrested for your jurisdiction or not, arrest disposition, warrant number, date issued and the state code/local ordinance, if out on release, what type and accomplice details.

Vehicle: This section records the following details: VYR, VMA, VMO, VST, VCO, Tag number, LIS, LIY, VIN, whether impounded or not and the storage location or impound number and other evidence seized or property seized.

Juvenile: This section records the juvenile arrestee’s details like their disposition, released to, parent or guardian name, address and contact details, parents employer and occupation.

Release: This section has the release details like the date and time of release, the releasing officer name, agency/division, agency address, ID number, released to, whether the personal property was released to arrestee or not, property not released/held at, property number and any remarks. The signature of the receiving officer and the releasing officer are at the bottom of the form along with the names of the arresting officer, the supervisor and watch cmdr.

Narrative: This section has many blank rows for details of the narrative.


Back to Figure
The text above this sample form reads:

This form is an example of a report used by those involved in a traffic crash, which meets certain

requirements, to self-report the crash without the assistance of an officer. Many jurisdictions authorize the use of this type of form for drivers to report minor crashes that do not involve injuries.

The sample form is followed by a filled-out sample form which is seen in the second part of this figure.

The text on the top part of the form has check boxes that has two options below:

Driver report of traffic crash (self report).

Driver exchange of information.

There are two boxes that read reporting agency case number and HSMV report number to the right of these options.

The details of the crash are seen in the first few rows including the location, time, date and street address of the crash.

This is followed by three sections. Each of the three sections has the following details:

The details of the vehicle, an option to add the email address of the owner or driver and details of the vehicle including the make, year, body type, state, VIN, insurance company and policy details, name and address of the driver and vehicle owner, driver license number and the name and current addresses of any passengers.

The bottom of the form has the name and address details to be provided for witnesses and below, the signature of the driver making the report and the date.

The filled-out form is seen next. The text above the filled-out form reads:

If you were told to complete and forward this report to the department, please refer to the following instructions and example:

Florida crash reports can be purchased at www.buycash.com.

The check box for the driver report of traffic crash (self report) option has been checked.

The fields on the reporting agency case number and HSMV report number are left blank.

The information provided in each of the fields are seen below:

Date of crash: 01-01-10.

Time of crash: 11:30 (the AM box has been checked).

County of crash: Pinellas (04).

Place or city of crash (city code): St. Petersburg (64).

The check if within city limit box has been left unchecked.

Crash occurred on street, road, highway: 2nd Street South.

At street address # / at /from intersection with street, road, highway: U.S. 19.

The vehicle box under section one has been checked.

Year: 80.

Make: Ford.

Vehicle type: Car.

Vehicle license number: ABC-123.

State: FL.

Insurance company: Insurance company of FL.

Insurance policy number: I.C.F. 120000.

Name of vehicle owner: John Doe.

Current address (number and street): 1111 First Street North.

City and State: Petersburg, FL.

Zip code: 33731.

Name of driver: Bill Doe.

Current address (number and street): Same as owner.

Driver license number: D 561345706000.

State: FL.

Sex: M.

Date of birth: 01-01-70.

Name of passenger: Salley Doe.

Current address (number and street): Same as owner.

The sample form ends with this field.

The text below the filled0-out sample form reads:

Effective July 1, 2012, Section 316.066(1)€, Florida Statute requires that ‘The driver of a vehicle that was in any manner involved in a crash resulting in damage to a vehicle or other property which does not require a law enforcement report shall, within 10 days after the crash, submit a written report if the crash to the department. The report shall be submitted on a form approved by the department.’

	Keep a copy of this report for your records and for insurance purposes.
	Sign the report at the bottom of the front page.
	Mail this report to: Department of Highway Safety & Motor vehicles


Traffic Crash Records

Tallahassee, Florida 32399.

A large box below this address reads:

Please use this space for comments and for listing any witnesses and/or additional passengers, stating which vehicle the passenger was in. For additional vehicles or other involved parties, please add additional front pages for this Driver Report of Traffic Crash.


Back to Figure
The text on top reads:

This is an example of a traffic crash form that would be completed by an officer. Notice the increased level of detail required to complete this form compared to the self-report form (Figure 4.4).

A box titled Event Page is seen below this text. The text below this title reads:

Crash test reports: Crash characteristic section (event page): This section is designed to identify the overall characteristics of the Florida traffic crash report (HSMV 90010S). The following are the instructions for entering the data into this section.

The sample form below reads, Florida Traffic Crash Report.

The text on the top part of the form has three check box options below:

Long form.

Short form.

Update.

The mailing address for the form provided below reads:

Department of Highway Safety & Motor Vehicles

Traffic Crash Records, Neil Kirkman Building

Tallahassee, FL 32399-0537.

The right side of this part of the form reads:

Total # of vehicle sections(s) (blank).

Total # of person sections(s) (blank).

Total # of narrative sections(s) (blank).

The first row has the following options:

Crash date.

Time of crash.

Date of report.

Reporting agency case number,

HSMV crash report number.

The next section is labeled crash identifiers. The fields seen in this section are:

County code.

City code.

County of crash.

Place or city of crash.

Check if within city limits (check box).

Time reported.

Time dispatched.

Time on scene.

Time cleared scene.

Check if completed (check box).

Reason (if investigation not complete).

Notified by: 1. Motorist, 2. Law enforcement (checkbox between these two options).

The second section is labeled Broadway information (choose only of options). The fields seen in this section are:

Crash occurred on street, road, highway.

1. At street address #.

2 At latitude and longitude.

Feet.

Miles.

Four boxes labeled N, S, E and W.

3. At/from intersection with street, road, highway.

4. Or from milepost #.

Road system identifier: [10 code-numbered options are seen below].

Type of shoulder [3 code-numbered options are seen below].

Type of intersection [8 code-numbered options seen below].

The third section is labeled Crash Information (check if pictures taken) (check box). The fields seen in this section are:

Light condition [7 code-numbered options seen below].

Weather conditions [8 code-numbered options seen below].

Roadway surface condition [10 code-numbered options seen below].

Manner of collision/impact [9 code-numbered options seen below].

First harmful event (check box).

Non-collision: [9 code-numbered options seen below].

Collision non-fixed object: [9 code-numbered options seen below].

Collision with fixed object [22 code-numbered options seen below].

First harmful event with interchange (check box) [3 code-numbered options seen below].

First harmful event location [11 code-numbered options seen below].

First harmful event relation to junction [11 code-numbered options seen below].

Contributing circumstances: road (three check boxes are seen here) [12 code-numbered options seen below].

Contributing circumstances: environment (three check boxes are seen here) [7 code-numbered options seen below].

Work zone related [3 code-numbered options seen below].

Crash in work zone [5 code-numbered options seen below].

Type of work zone [5 code-numbered options seen below].

Workers in work zone [3 code-numbered options seen below].

Law enforcement in work zone [3 code-numbered options seen below].

The fourth section is labeled witnesses and has three rows with four parts each for the name, address, city & state and zip code respectively, from left to right.

The last section on this page is labeled property damage and has two rows with five columns which read:

Vehicle #, Person #, Property damage – other than vehicle, Est. amount, Owner’s name (check box) (check if business) address city & state and zip code.

The text below the form reads:

Crash Date: Enter the date of the traffic crash in month, day, and year order in the following manner: (MM/DD/YYYY)

- Display the month by using the numbers 01 through 12.

- Display the day by using the numbers 01 through 31.

The second box seen in this figure has the following text above the sample form:

Vehicle Page

Vehicle Section: This section is designed to identify vehicle information. The following are instructions for entering data into the vehicle section of the Florida Traffic Crash Report (HSMV 90010S). The vehicle data elements are used to describe the characteristics, events and consequences of the motor vehicles involved in the traffic crash.

The dark banner on top reads, vehicle # (check box) and an option to the right that reads, check if commercial (check box). The fields on the right read: reporting agency case number and HSMV crash report number.

The fields seen below are:

A check box with three code-numbered options to the right: Vehicle in transport, parked motor vehicle and working vehicle.

Vehicle license number.

State.

Registration expires.

Check if permanent registration (check box).

VIN.

Hit and run [3 code-numbered options below].

Year.

Make.

Model.

Style.

Color.

Damage [5 code-numbered options below].

Est. amount.

Insurance company.

Insurance policy number.

Towed due no damage [2 code-numbered options below] (check box).

Vehicle removed by.

[4 code-numbered options below] (check box).

Name of vehicle owner (check if business) (check box), current address, city & state, ZIP code.

Two rows of fields that read:

Trailer #, license number, state, registration expires, check if permanent registration (check box), VIN, year, make, length and axles.

Vehicle traveling (check boxes labeled N, S, E and W, Off-road, unknown) on street, road, highway; at est. speed; posted speed; total lanes.

Haz. Mat. Released [3 code-numbered options below] (check box).

Haz. Mat. Placard [3 code-numbered options below] (check box).

Haz. Mat. Number

Haz. Mat. Class

(Two outlines of rectangle with the left side rounded, divided into three parts and labeled. Fourteen sections are marked off by lines, around these two rectangles. The rectangle on the left is titled, area of initial impact and the one on the right is titled, most damaged area. The text between the two diagrams reads, undercarriage, overturn, windshield and trailer, in a column).

Motor carrier name.

US DOT Number.

Motor Carrier address, city & state, Zip Code.

Phone number.

The middle of the form is divided into smaller sections, each with a set of code-numbered options and a check box below. They are as follows:

Vehicle body type.

Trafficway.

Commercial motor vehicle configuration.

Comm/Non-commercial.

Trailer type (two check boxes also seen labeled trailer 1 and 2).

Cargo body type.

Most harmful event Two lists titled collision and non-collision with non-fixed object).

Emergency use vehicle.

Sequence of events (four check boxes labeled first through fourth).

Comm CVWR/GCWR.

Roadway alignment.

Vehicle maneuver action.

Traffic control device for this vehicle.

Vehicle defects.

Special function of motor vehicle.

The Violation section below this grid of smaller sections has three rows that have the following columns in each:

Person #, Name of violator, FL statute number, charge and citation number.

The text below the form reads:

Vehicle #: This space is used to assign each vehicle involved in the traffic crash a sequential number beginning with 1.

The third box seen in this figure has the following text above the sample form:

Person page

The text below reads:

Person Section: The person data elements describe the characteristics, actions, and consequences to the person(s)involved in the crash.

The dark banner on top reads, person # (check box). The fields on the right read: reporting agency case number and HSMV crash report number.

The fields seen below are:

A check box with three code-numbered options.

Vehicle #.

Name.

Phone number.

Check if recommend driver re-exam (check box).

Current address (number and street), city & state, zip code.

Date of birth.

Sex [3 code-numbered options seen below].

Driver license number.

State.

Expires.

Injury severity [6 code-numbered options seen below].

The driver section below has smaller sections with code-numbered options and a check box for each section:

DL type.

Required endorsements.

Driver’s actions at time of crash.

Condition at time of crash.

Driver vision obstructions.

The driver or passenger section below has smaller sections with code-numbered options and a check box for each section:

Motor vehicle seating position with three lists for seat, row and other and three check boxes in a box labeled location.

Ejection (Eject).

Helmet use (HU).

Eye protection (EP).

Restraint systems (RS).

Air bag deployed (ABD).

The non-motorist section below has smaller sections with code-numbered options and a check box for each section:

Non-motorist description.

Non-motorial location at time of crash.

Action prior to crash.

Safety equipment.

Non-motorist actions circumstances.

The alcohol/drug/EMS section below has smaller sections with code-numbered options and a check box for each section:

Suspected alcohol use.

Alcohol tested.

Alcohol test type.

Alcohol test result.

Suspected drug use.

Drug tested.

Drug test type,

Drug test result.

Source of transport to medical facility.

EMS Agency name or ID.

EMS run number.

Medical facility transported to.

The additional passengers section below has two sets of the following fields:

Person #.

Vehicle #.

Name.

Date of birth.

Sex; Loc: S; R and O; Eject; HU; EP; ABD; RS.

Current address (number and street), city & state, zip code.

Source of transport to medical facility with a check box and 3 code-numbered options.

EMS Agency name or ID.

EMS run number.

Medical facility transported to.

The text below the form reads:

Person #: Each person involved in the crash shall be given a unique number. For example, if the crash has 7 people involved each should be given a number 1 through 7.

Type of Person: This space is used to identify the type of person involved in the crash.

The third box seen in this figure has the following text above the sample form:

Narrative page.

The text below reads:

Narrative Section: This describes the traffic crash scene. It is always used in conjunction with the Florida Traffic Crash Report, Long Form, HSMV 90010S. The investigating agency report number and the eight digit HSMV crash report number must be identical to all other report pages.

The dark banner on top reads, narrative and has two fields to the right that read: Agency reporting case number and HSMV crash report number.

The additional passengers section below has two sets of the following fields:

Person #.

Vehicle #.

Name.

Date of birth.

Sex; Loc: S; R and O; Eject; HU; EP; ABD; RS.

Current address (number and street), city & state, zip code.

Source of transport to medical facility with a check box and 3 code-numbered options.

EMS Agency name or ID.

EMS run number.

Medical facility transported to.

The additional violations section below has two sets of the following fields:

Person #.

Name of violator.

Date of birth.

FL statute number.

Charge.

Citation number.

The reporting officer section below has the following fields:

ID/Badge number.

Rank and name.

Department.

Four check boxes to the right that read, FHP, SO, PO and Other.

The text below this form reads:

Use this section to chronological describe the sequence of events prior to, at, and post collision for each vehicle, drivers and non-motorists. Ensure that the correct section number is used when referring to specific vehicles, drivers or non-motorists. If additional space is needed, use an additional narrative page.






Chapter 5 Search Warrants, Affidavits, and Sworn Statements

Anyone who has watched the news for more than a few hours has heard reports of police officers searching individuals’ homes. In recent high profile cases in the United States, the media has reported police searches in the homes of Nikolas Cruz, accused of killing 17 people in a Florida school shooting; Devon Patrick Kelley, who killed 26 people in a Texas church; and Todd Kohlhepp, a registered sex offender who pleaded guilty in South Carolina to seven counts of murder, two counts of kidnapping, and one count of criminal sexual assault (Lohr, 2017). In each of these cases and in many others like them, the police searched the homes of the suspects to secure any evidence leading to their convictions and/or to explain why the crimes may have occurred.

Additionally, the police rely on statements made by suspects, victims, and witnesses in criminal investigations. When law enforcement officers interview suspects, victims, and witnesses regarding criminal activity, they ask the individuals to write their statements on paper. These are considered written sworn statements and can be used as evidence in court.

This chapter discusses search warrants, affidavits, and sworn statements. Students are provided examples of each of these forms as well.


What Is a Search Warrant?

A search warrant is a writ issued upon probable cause authorizing a specific action. Search warrants are signed by authorized court personnel—usually judges or magistrates—allowing the police to search a specific place without the owner’s or occupant’s consent (Legal Information Institute, n.d.b). The police use search warrants to find property or other criminal evidence to bring before the court in criminal cases. Search warrants are required under the Fourth Amendment of the United States Constitution for the police to conduct a search, with very few exceptions.


The Fourth Amendment and Limits to Searches

As discussed in Chapter 6, the Fourth Amendment applies to arrest warrants. The Fourth Amendment also applies to search warrants by providing protection to individuals from unreasonable searches and seizures by the government. Under this amendment, individuals have the right to be secure from the government in their home and with their property. Of important note in the Fourth Amendment is the key word—unreasonable. Because there is a multitude of interpretations of what unreasonable means, the U.S. Supreme Court has reviewed many cases on the Fourth Amendment. For the most part, the U.S. Supreme Court has determined these cases according to two interests: (1) Is the search unreasonable and a violation of the person’s Fourth Amendment rights, and (2) is there a legitimate government interest as a basis for the search or seizure, such as public safety (United States Courts, n.d.). “The extent to which an individual is protected by the Fourth Amendment depends, in part, on the location of the search or seizure” (Minnesota v. Carter, 525 U.S. 83 (1998)).

The U.S. Supreme Court has determined that searches conducted without search warrants in individual homes are generally unreasonable (Payton v. New York, 445 U.S. 573 (1980)). However, there are some exceptions to this interpretation, such as when an individual provides consent to search his or her home (Davis v. United States, 328 U.S. 582 (1946)), if the search is incident to a lawful arrest (United States v. Robinson, 414 U.S. 218 (1973)), if there is probable cause to search and exigent circumstances (Payton v. New York, 445 U.S. 573 (1980)), and if the items are in plain view (Maryland v. Macon, 472 U.S. 463 (1985)). Even with these exceptions, a general rule for law enforcement is to secure a search warrant to search individual homes.

Law enforcement can also search people, schools, and cars. Each of these have their own standards under the U.S. Supreme Court’s interpretations of the Fourth Amendment, but in general, if a police officer observes unusual conduct that could indicate criminal activity is occurring, the police officer can stop the suspicious person and make inquiries designed to confirm or dispel the officer’s suspicions (Terry v. Ohio, 392 U.S. 1 (1968); Minnesota v. Dickerson, 508 U.S. 366 (1993)). Police officers can also search students who are under the power of school authorities if the search is reasonable under all other circumstances (New Jersey v. TLO, 469 U.S. 325 (1985)). Further, cars may be stopped and searched if a police officer has reasonable suspicion that a traffic violation has occurred or criminal activity is occurring (Berekmer v. McCarty, 468 U.S. 420 (1984); United States v. Arvizu, 534 U.S. 266 (2002)). During a traffic stop, a police officer may pat down the driver and passengers if he or she believes that any of the individuals are involved in criminal activity (Arizona v. Johnson, 555 U.S. 323 (2009)) and may use a narcotics dog to walk around the exterior of a car during a valid traffic stop without providing an explanation of suspicion (Illinois v. Cabales, 543 U.S. 405 (2005)).

Other decisions regarding search and seizure and Fourth Amendment rights provide officers the authority to search vehicles when there is probable cause to believe that the vehicle contains evidence of a criminal act (Arizona v. Gant, 129 S. Ct. 1710 (2009)) and at international borders, where routine stops and seizures can occur (United States v. Montoya de Hernandez, 473 U.S. 531 (1985)). Special law enforcement concerns, such as sobriety or seatbelt checkpoints, can be used to justify highway stops without any individualized suspicion (Illinois v. Lidster, 540 U.S. 419 (2004)). In Michigan Dept. of State Police v. Sitz (496 U.S. 444 (1990)), the U.S. Supreme Court allowed highway sobriety checkpoints for the purpose of preventing drunk driving, but the court has not allowed highway checkpoints for the sole purpose of discovery and interdiction of illegal narcotics (City of Indianapolis v. Edmond, 531 U.S. 32 (2000)). Finally, the Court has allowed police officers to use highway checkpoints where the stops are brief and seek voluntary cooperation in the investigation of a recent crime that has occurred on that highway (Illinois v. Lidster, 540 U.S. 419 (2004)).

Even though all the cases mentioned allow police officers to search without a search warrant, the U.S. Supreme Court has historically limited searches by police officers. In a recent example, the U.S. Supreme Court limited the scope of police searches when it involves a car parked around a home or on its surrounding property, known as curtilage (Collins v. Virginia, 524 U.S. (2018)). In this case, Ryan Collins argued that his Fourth Amendments rights had been violated when law enforcement lifted a tarp exposing a stolen motorcycle on his girlfriend’s property. The officers suspected that the motorcycle was stolen because Collins had twice evaded them during attempted traffic stops and had posted pictures of the motorcycle identifying its location on his Facebook page. Collins was convicted of the theft, and a lower court upheld the decision. Justice Sotomayer said, in her majority opinion, that “the lower court ruling would grant constitutional rights to people with the financial means to afford residences with garages in which to store their vehicles, but deprive people without such resources any individualized consideration as to whether the areas in which they store their vehicles qualify as curtilage” (Wheeler, 2018, para. 7). The U.S. Supreme Court also recently ruled that even if a driver of a rental car is not on the rental contract, he or she still has a reasonable expectation of privacy protected by the Fourth Amendment (Byrd v. United States, 528 U.S. (2018)). In this case, Terrence Byrd was driving a car rented by Latasha Reed. Reed did not list Byrd as a driver for the car and was not with Byrd when he was stopped for a traffic violation. Reed had put personal belongings in the trunk of the car prior to leaving the car with Byrd. When Byrd was stopped by the police, he admitted to having a marijuana cigarette in the car. Upon learning that the car was rented and Byrd was not an authorized driver, the police searched the car and found body armor and 49 bricks of heroine in the trunk of the car. Byrd was arrested and convicted of federal drug charges. Byrd argued that it was an unlawful search and the evidence should be suppressed, but two lower courts upheld his conviction. The U.S. Supreme Court upheld the argument that a person, regardless of their status of renter or not, has a reasonable expectation of privacy in a home or vehicle (Byrd v. United States, 528 U.S. (2018)). Both 2018 rulings reinforce the need for police officers to understand search warrants and to know how to obtain and complete them.

[image: This cartoon has two policemen in front a man at his door. One policeman holds a paper in front of the man and the caption below reads, it@#x0027;s a pretty nice warrant, all right, but I wouldn@#x0027;t call it @#x0027;outstanding@#x0027;.]Source: White, A. Retrieved from http://dikenlitel.co/legal-warrant-clip-art.html.








How to Obtain a Search Warrant

If the police believe they have probable cause to show a crime has occurred or is about to occur and the evidence of the crime is in a specific location or with a particular person, they can ask a judge or magistrate to issue a written search warrant. The warrant authorizes the police to search a home, car, building, or other property for evidence related to the criminal activity. The police, in some jurisdictions, must identify the exact location to be searched and provide an itemized list of items they plan to seize.

Obtaining a search warrant is preferred by prosecutors and judges as it allows for an objective review of the situation. Additionally, it can reduce the risk of evidence suppression and potential civil liability lawsuits for Fourth Amendment violations (Rutledge, 2016). When obtaining a search warrant, law enforcement officers need to understand court decisions about search and seizure, the scope of the warrant, and the rules surrounding the execution of a warrant.


Exercise 5.1

If you were requesting a search warrant for illegal narcotics at a known drug house, what items would you list on the affidavit to be seized? Name a minimum of five pieces of property you would look for during the search.



To obtain a search warrant, the law enforcement officer will typically use a standard written form, also known as an affidavit, provided by the prosecuting attorney’s office or the law enforcement agency. The format may look like Figures 5.1 and 5.2. The officer will complete the form in writing and support the information provided by oath or affirmation before a judge or magistrate with jurisdiction over the location to be searched and the type of crime that is alleged to have occurred. The officer is required to demonstrate probable cause for the warrant by clearly defining the facts of the case in a way so that any reasonable officer would believe a crime has occurred or is about to occur. Included in the explanation to the judge or magistrate is a clear description of the person or location that is to be searched and the items to be seized. Once the search warrant is executed, any seized property must be brought before the court according to a timeline provided within the search warrant.

[image: This is an example of an affidavit for a search warrant used in the state of Florida.]DescriptionFigure 5.1 Affidavit






The Scope of a Warrant

In general, a search warrant consists of four parts—the affidavit, the search warrant, the inventory, and the return.


The Affidavit

The affidavit is the statement of probable cause (shown in Figure 5.1). This is where the police officer requesting the warrant swears to the court that he or she has probable cause to believe a particular location or person is involved in criminal activity. The affidavit includes a description of the place or person to be searched and the items to be seized. It will also include the time of the offense and the name of the owner or person in charge of the property. In describing the place or person to be searched, police officers should include enough details so that someone unfamiliar with the location could find it or, in the case of a person, could identify him or her by description. The officer will likely include the type of construction materials (i.e., brick, concrete, metal, etc.), the color, street number, height, weight, race, gender, and other distinctive characteristics of the location or person’s appearance. An example of a property description written in an affidavit may appear as such:


The premises to be searched is a single story, single family dwelling constructed of concrete block. It is white in color and has dark brown trim. The front door of the house is painted red and faces north. A double car garage is located on the east side of the home. The home address is 1234. These numbers are in black on the post immediately next to the front door and on the mailbox in front of the house. A six-foot tall wooden fence is painted dark brown and surrounds the back yard.



An affidavit will also include directions to the location or person. This is necessary, again, so an unfamiliar person could find the location if needed. Directions in a search warrant may read as follows:


Starting from the intersection of Main Street and Oak Avenue, proceed south on Oak Avenue about 1/2 mile to Second Street. Turn west on Second Street and travel about 1/4 mile to Pine Street. Turn south on Pine Street. Traveling south on Pine Street, the house to be searched is the fourth house on the east side of Pine Street between Timbers Street and Third Street. The house can be identified by its distinctive numbers of 1234 found on the mailbox and on the post immediately next to the front door.



If the property owner is known to the police, their name will also be included in the affidavit. If the owner’s name is unknown, simply stating the residence is under the control of persons unknown is enough in the affidavit.




The Search Warrant

Following the affidavit is the search warrant (see Figure 5.2). As stated previously, the search warrant is the written order allowing police officers to search and seize the property of another. The search warrant will include the jurisdictional information as well as the order allowing the police to enter the described residence, sworn to in the affidavit, and seize the property also described in the affidavit. The search warrant will state the return date required for providing the seized evidence to the court and will order police officers to provide a copy of the warrant to the person whose property is seized. In general, search warrants are often standardized forms, much like affidavits, with only the pertinent and necessary information changed to reflect the current criminal situation.

[image: This is an example of a search warrant used in the state of Florida.]DescriptionFigure 5.2 Search Warrant




Exercise 5.2

Write a property description of your house. What details would you include so that a person unfamiliar with your home could find it?






The Inventory and Return

The inventory and return of the search warrant are included on the same written document. The inventory is a list of items seized during the search. The list will closely match the items described in the affidavit and may include things such as guns, illegal narcotics, drug paraphernalia, and any other items of evidentiary value. The return is a sworn statement that the inventory is a true and detailed account of the property seized and that the warrant has been executed. The inventory and return are signed by the officer who executed the search. A sample Inventory and Return is provided in Figure 5.3.

The inventory and return should be provided to the court within the timeline ordered in the search warrant.

[image: This is an example of an inventory and return of the search warrant used in the state of Florida.]DescriptionFigure 5.3 Inventory and Return








Sworn Statements

Another way for police officers to gain evidence is through sworn statements. A sworn statement is a written statement from a person about a circumstance in which he or she was involved. Sworn statements are often obtained in writing at a crime scene during an initial investigation, but an audio or video recording of a person’s testimony may also be obtained later in the investigative process.

Prosecutorial decisions, arguments made to juries, and sentencing recommendations are often made based on sworn statement testimony (Leo, 2009). Greenwood and Petersilia (1975, in Leo, 2009, p. 3) suggested that the information obtained in sworn statements “is the single most important factor in whether police will be able to solve a crime.” Further, information given by victims, witnesses, and suspects both at the scene and later in follow-up investigations is a valuable resource to the court. A sworn statement serves several functions: (1) It is a recorded recollection of the victim’s or witnesses’ account of the event; (2) it can be used at a deposition or trial without the person present; (3) it can be used to refresh the testimony of a victim or witness at trial; and (4) it can be used to challenge the credibility of a victim or witness (Murgado, 2016).


Exercise 5.3

Identify three questions you would ask a witness if you were assisting him or her with writing a sworn statement. Do these questions relate to the who, what, when, where, why, or how of journalism or police report writing?




Obtaining Sworn Statements

Typically, prior to writing the statement, an officer will inform the person giving the statement that providing false information is a criminal offense (Murgado, 2016). Although a police officer does not typically write the sworn statement, he or she is often the person assisting with the statement at the scene of a crime. In assisting, the police officer will ensure the statement is written in a logical format, describe the incident from beginning to end, and be understandable to anyone who tries to read it. If possible, the statement should answer the who, what, when, where, why, and how questions often used in journalistic writing and should mirror the approach used by police officers when writing police report narratives (Murgado, 2016). The officer should also ensure that the statement is factual rather than opinion based, with few sentences beginning with “I believe” or “I think.” Finally, the police officer will make sure that the statement is related to the case at hand (Murgado, 2016). Keeping a victim or witness focused on what happened and his or her role in the incident is key to a useful sworn statement. Unfortunately, it may be difficult to get a victim or witness to write the statement according to these expectations since technically he or she can write whatever they want (Murgado, 2016). In the end, it is their statement. And a police officer should not coach or interfere with the information the person wants to write in the statement.

To prevent some issues with the statement, an officer will want to focus on the victim, witness, or suspect rather than multitasking (Murgado, 2016). Asking them questions to spark the facts of the case, such as what happened or what they did next, is completely appropriate as is asking if he or she is injured or if someone else was injured. The officer will also want to proofread the statement before accepting it and asking for the writer’s signature. Lastly, the officer will often inform the person that proper grammar, spelling, long sentences, and so forth are not necessary, to help put the person writing the statement at ease. Doing this allows them to relax and recall the details rather than focusing on trying to impress the officer or someone else with their writing skills (or lack thereof) (Murgado, 2016).

On occasion, an officer may find that he or she has to write the sworn statement for the victim, witness, or suspect. This may occur because the person is illiterate, is traumatized by the recent events, or where English is their second language. When this happens, an officer must be especially diligent in relaying the facts in the victim’s, witness’, or suspect’s own words.

Suspects, in particular, are protected by the Fifth Amendment of the U.S. Constitution against self-incrimination. They do not have to answer an officer’s questions and may remain silent. This can include refusing to provide a sworn statement. When an officer is attempting to gain a sworn statement from a person in custody—defined as someone not free to leave or who is detained or arrested—the officer must be especially mindful of their rights under the Constitution. Before questioning this individual and accepting their statement, the officer should provide the suspect with their Miranda rights. Sworn statements under these rights should be voluntary and, like sworn statements from victims and witnesses, should not be coached or coerced by the police.




Functions of a Sworn Statement

Sworn statements, such as the one provided in Figure 5.4, can be a useful tool for police officers. Although not required under the law like search warrants, sworn statements serve many important functions. Knowing what these functions are and how to write a statement is beneficial for officers on the scene of the crime or when interviewing victims, witnesses, and suspects.

[image: This is an example of a sworn statement.]DescriptionFigure 5.4 Sworn Statement








Chapter Summary

Police officers are charged with writing many types of documents. Two of the most important, mainly because they can provide evidence for court, are search warrants—which include affidavits—and sworn statements. Search warrants are generally required for all types of searches and can later be challenged in court if not written properly or with enough specificity. Search warrants and affidavits require probable cause as well as detailed descriptions of persons or places to be searched and itemized lists of property to be seized.

Since officers are often the first on the scene of a crime, they encounter victims, witnesses, and suspects. Asking these individuals to provide sworn statements is advantageous as the case progresses through the court system for several reasons. Sworn statements can be used to assist in recollection of the incident, in depositions or in court when the victim or witness cannot be present, to revive a victim’s or witness’ testimony, and to challenge the credibility of a victim or witness. Although police officers do not usually write sworn statements, they do play a key role in the completion of these documents and in making sure they are thorough.




Questions for Consideration

	Under what circumstances can a police officer request a search warrant from a judge or magistrate?
	What information is included in the affidavit of a search warrant?
	What are the functions of a sworn statement?





Descriptions of Images and Figures
Back to Figure
The affidavit seen in this example is seen below:

In the circuit court of the

(blank) Judicial Circuit

(blank) County, Florida

State of Florida )

County of (blank) ) SS

Affidavit for search warrant

Before the undersigned, (blank), Judge, of the (blank) Judicial Circuit in and for the County of (blank), State of Florida, personally appeared (blank), Deputy Sheriff, (blank) Sheriff’s Office, who by me being first dully sworn deposes and says:

That he/she has probable cause to believe and does believe that on the (premises described as or in a certain building known as) 1234 Pine Street in the City of (blank), (blank) County, Florida, the laws of the State of Florida have been and are being violated. Said premise is a one (1) story cement block

structure, white with dark brown trim. The building is located on the east side of Pine Street between Timbers Street and Third Street. The house is the fourth house with a double car garage on the east side of the house.

Being in the City of (blank), (blank) County, Florida, the laws of the State of Florida against sale, possession, or manufacture of a Controlled Substance, Section 893.13 of the Florida State Statute, are being violated on the described premises by a person or persons unknown by

reason of the following facts:

On (blank), 19 (blank), the Affiant searched a confidential informant and determined that he/she had nothing on his/her person. Affiant gave the confidential informant ten dollars ($10.00) in serialized U.S. currency with which the informant was to purchase narcotics from inside the premises so described.

The confidential informant then walked directly to the entrance of the premises so described without leaving my sight, knocked on the front door, and was then observed to go inside. A few minutes later, the confidential informant exited therefrom and returned directly to your Affiant and handed to your Affiant two small manila envelopes containing about five grams of a green leafy substance in each. The informant said that these items were purchased from inside the described premises. Presumptive chemical tests were conducted on the green leafy substance and showed a positive reaction indicating the presence of marijuana THC.

A search of the described premises is to be made to seize all controlled substances, paraphernalia used in and about the possession of and sale of controlled substances, and to seize all persons in possession thereof.

Wherefore, Affiant prays that a search warrant be issued according to law commanding the Sheriff or Deputy Sheriff of (blank) County, Florida, therein with proper and necessary assistance, to search the premises described and all spaces therein for the property described and to seize as evidence and to arrest any person in the unlawful possession thereof.

The service of said warrant is to be made in the daytime or nighttime or on Sunday as the exigencies of the occasion may demand or require.

blank)

Affiant.

Sworn and subscribed before me

This (blank) day of (blank) A.D. 19 (blank)

(long blank)

Circuit Judge, (blank) Judicial Circuit.


Back to Figure
The search warrant seen in this example is seen below:

In the circuit court of the

(blank) Judicial Circuit

(blank) County, Florida

State of Florida )

County of (blank) ) SS

Search warrant

In the name of the state of Florida, to all and singular:

The Sheriff and/or Deputy Sheriffs of (blank) County:

Whereas, complaint on oath and in writing, supported by affidavit has been before me and whereas said facts made known to me have caused me to certify and find that there is probable cause to believe that the laws of the State of Florida have been and are being violated on or in the premises known and described as follows: a one (1) story cement block structure, white with dark brown trim and bearing the number 1234 Pine Street in the City of (blank), in the County of (blank), State of Florida and being the premises of persons unknown, by having on and in said premises unlawful controlled substances.

Now, therefore, you with such lawful assistance as may be necessary, are hereby commanded, in the daytime or in the nighttime, to enter the said premises and then and there to search diligently for said illegal controlled substances described in this warrant, and if the same or any part thereof be found on said premises, you are hereby authorized to seize and secure the same and to make return

of your doings under this warrant within ten (10) days of the date hereof, and you are likewise commanded in the event you seize or take the property and deliver a copy of this warrant to the person from whom taken or in whose possession it is found or in the absence of any such person to leave said copy in the place where said property or material was found, and you are further directed to bring all illegal controlled substances, if any found, and the person or persons in possession thereof, before me or before the Circuit Court in and for (blank) County, Florida.

Witness my hand and official seal this (blank) day of (blank) A.D. 19 (blank).

(Long blank)

Circuit Judge, (blank) Judicial Circuit.


Back to Figure
The inventory and return of the search warrant seen in this example is seen below:

Inventory and return

Received this search warrant at (blank) County, Florida,

This (blank) day of (blank) A.D. 19 (blank).

Served same by reading and delivering a copy to (blank) and making search as within directed. upon which search i found:

(Provide a detailed list of the seized items here)

I, (blank), the officer by whom this warrant was executed, do swear that the above inventory contains a true and detailed account of all the property and apparatus taken by me on said warrant.

Sworn and subscribed before me this (blank) day of (blank) A.D. 19 (blank).


Back to Figure
The sworn statement seen in this example is seen below:

Anytown Police Department

1900 West Elm Street, Anytown USA 77750

Victim/Witness Statement Form

Case Number: (blank) Date: (blank)

My name is (blank)

and I live at (blank) city (blank) state (blank) zip (blank),

My phone number is (Home)(Cell)(Other) (blank).

I am making the following statement concerning (blank),

which occurred at (blank)

on (blank) time (blank) A.M. or P.M.

I am making this statement voluntarily, without reward, promise of reward, threat, force, or coercion to (blank), a police officer with Anytown Police Department.

(Please print)

(22 blank lines) (Continue on back if necessary).

Under penalties of perjury, I declare that I have made this statement of my own

free will and that the facts stated are true.

(Long blank)

Signature of Victim/Witness Signature of Officer/ID Number






Chapter 6 Other Documents: Memos, Letters, Emails, Cover Letters, and Resumes

Criminal justice, like most professions, requires a lot of writing. As has been repeated many times in this book, being able to write skillfully and in a business-like manner is very important in establishing confident relationships and creating a positive image for agencies and their employees. Aside from writing job-related reports used to process criminal and civil cases, criminal justice professionals are tasked with business writing, such as memos, letters, and emails. All of these require professionalism, a business tone, proper formatting, and good English grammar. Additionally, criminal justice professionals engage in cover letter and resume writing to acquire their positions in the first place.

This chapter focuses on some universal rules and guidelines for writing various business documents and reports used by criminal justice professionals. Memos, letters, emails, and resumes will be discussed, in general.


Writing Business-Related Documents

Criminal justice professionals are required to write a number of various types of documents. The skills needed to write these documents require criminal justice professionals to be proficient in business or professional writing. Business writing is a type of professional communication. It is often called business communication and is used to convey information within and outside of agencies to specific audiences (Nordquist, 2018). The goal of business writing is to provide information quickly and clearly to the audience. Business writing is not a skill that people are born with, but it can be cultivated over time and with practice (Garner, 2013).

Business writing consists of both a style and a format or structure. Documents written in a professional style should accomplish a number of goals (Nordquist, 2018). These goals are to accomplish the following (Nordquist, 2018):

	Convey information and/or deliver news—the document should communicate information in a clear and concise manner to the internal or external audience.
	Direct an action and explain or justify the action—the document should tell the audience what they should do and why they should do it.
	Influence others to take action—the document should encourage others to take the action requested or to change a policy, procedure, or in the case of for-profit companies, adopt a particular product or service.


Memos, letters, and emails are excellent choices for business writing because they allow the writer to accomplish these goals. Along with the style of writing, business writing mostly follows standard formatting rules.

In general, business documents will all look the same because standard formats are used in writing them. Using headings, dates, addresses, salutations, purpose paragraphs, and closing paragraphs are all considered part of the standard format in professional writing (Nordquist, 2018). Left justification, single spacing, and avoiding jargon are also generally accepted practices. Paragraphs are not indented in these documents. Instead adding a space between the paragraphs is sufficient for separating ideas and topics. Using everyday words, active verbs, and a conservative amount of contractions is also acceptable in formal professional writing (Nordquist, 2018). Along with a standard typeface font, like Times New Roman, writers will rely on bullets, graphs, tables, and bold face and italics when needing to emphasize important points (Gale, 2014).

Work-related writing can include memos, letters, emails, and resumes. The following sections will discuss the various types of professional documents one is likely to write when working in criminal justice.




Memos

Memos are often considered an informal means of communication; however, memos are professional documents and are used to convey very important policy or procedure information to employees. Thus, knowing how to properly write a memo and what to include in a memo is an important skill for professionals. Memos usually have eight main sections: the heading, opening, context, task, summary, discussion, closing, and attachments, if necessary (Purdue OWL, 2018c). Although the memo can follow the format provided above, the writer may place the sections in any order as long as he or she pays close attention to the readability of the memo (Purdue OWL, 2018c) In other words, the writer should write the memo in whatever order makes the most sense and is easiest to read. An example of a memo is provided in Figure 6.1.


Components of a Memo

The heading of a memo is found in list form and provides the name and title to whom the memo is written, the name and title of the person sending the memo, the date the memo is written, and the subject of the memo. Because the memo is a formal means to communicate with those holding positions higher or lower than the sender of the memo, the names and titles should be written formally, and the subject should be concise but specific so those reading the memo understand its’ purpose (Purdue OWL, 2018c).

[image: ]Figure 6.1 Sample Memo



The opening of the memo is found in the first paragraph of the memo and will include a specific statement identifying the purpose, context, and assignment or task associated with the memo. In this paragraph, the writer of the memo will provide a brief overview of what the memo is about and express the importance of reading the memo in full (Purdue OWL, 2018c). Additionally, the opening of the memo sets the tone for the remainder of the information found in the document. The opening is typically no more than one paragraph (i.e., a minimum of three sentences) (Purdue OWL, 2018c).

The context of the memo provides the policy, procedure, or experience that is being solved by the memo. For example, the chief of police may write a memo to his or her subordinates explaining the new booking process. In the context of the memo, the writer may explain the previous task or method (how arrestees were escorted into the booking area and the paperwork required) and then state the new task or method (the new entrance process or form to be filed) to be used moving forward. Often, the context of the memo can be fully clarified in one or two sentences (Purdue OWL, 2018c).

The task of the memo builds upon the context section by describing what is being done to comply with the policy, implement the new procedure, or solve the problem (Purdue OWL, 2018c). If an action is being requested by an administrator to lower-level employees, such as police officers being asked to wear body cameras, the task section provides the space to make this request. If the memo writer is asking an administrator to make a change, the task section also provides this opportunity. In an example, a line-staff member, like a jailer, may write a memo to the police chief asking him or her to change the way inmate telephone calls are handled to better accommodate the lines that form by the phones in the local jail. Changing the line structure may increase security and decrease stress and potential arguments among inmates. This would be an important point for the line-staff member to add into the memo.

The summary of the memo is optional when compared to the other sections described. If the memo is more than one page, the summary plays an important role in re-stating the key information found in the memo. However, if the memo is brief, the summary may not be necessary. The summary may be accomplished in a single sentence, depending on its need and purpose. Lastly, the summary allows for the writer to provide reference and source information they may have used in the memo (Purdue OWL, 2018c) if these were included.

It is in the discussion of the memo that the writer provides the details that support the requests for change. The discussion section should provide the most vital information first, followed by secondary information that supports the recommendations. It is in the discussion that research or factual arguments may be introduced, with the strongest arguments coming first followed by weaker arguments (if there are any) (Purdue OWL, 2018c).

The closing of the memo should provide the reader an opportunity for further discussion and clarity. The closing should be considerate of the new actions the writer is asking someone to make or to consider (Purdue OWL, 2018c). Finally, any attachments needed to support the information in the memo can be stapled or paperclipped to the memo. The writer should refer to these attachments somewhere in the framework of the memo (Purdue OWL, 2018c).






Letters

Everyone is flooded with letters from businesses, alumni associations, marketing firms, and charities requesting donations. Many times, these letters are quickly disposed of in the closest trash can; however, letters are a very important form of communication for these groups. According to the Business Communication (2018), letters are used to sell products, make inquiries about services, build community relationships, increase goodwill, and many other functions. Letters are also used as covers (called cover letters) for resumes and applications for jobs. In criminal justice, letters are used to build relationships, communicate confidential and legal information, and to notify individuals of procedures, processes, and official expectations. Criminal justice letters are sources of proof for courts and can maintain secrecy regarding legal issues and concerns (Business Communication, 2018).

Letters in criminal justice follow the same general format described for all business communication. They are single spaced using a block font, like Times New Roman, and they use a formal tone without relying on jargon. Criminal justice letters have multiple components, just as memos, and include headings, the recipient’s address, salutations, the body of the letter, the closing, and the signature line. The letters can also refer to and include attachments, if needed. Common attachments, also known as enclosures, to a business letter in criminal justice may include court orders, requests to produce documents to other parties, and/or copies of warrants, fines, or other court business. Criminal justice letters are written on agency stationery, which identifies them as a formal document and form of communication from the police department, court, or another organization.


Components of a Letter

The heading of a business letter includes the writer’s name, title, address, phone number, fax number, and email address (Doyle, 2018a). If the writer is communicating on behalf of an organization or business, the writer will use the company’s address as their location. The date appears after the writer’s contact information. There is a double-space between the date and the recipient’s information (as noted in the business letter example labeled Figure 6.2).

Immediately following the date identifying when the letter is written is the recipient’s information. The recipient’s information includes the formal name and title of the receiver of the letter followed by his or her address (Doyle, 2018a). If the recipient’s name is not known, the sender may use a title, like President, Vice President, or Director of Communications, and the primary address of the company. The sender will double-space between the header and the recipient’s information and then directly following the recipient’s information include a double space again. The recipient’s information is followed by the salutation.

The salutation is the greeting of the letter (Doyle, 2018a). It is always formal and begins with Dear followed by the person’s name. If the gender of the person is known, the sender can put Mr., Mrs., Miss, or Ms. and the last name of the receiver after Dear—for example, Dear Mr. Jones. However, if the gender of the recipient is unknown or unclear, the sender can use both the first and last name of the recipient in the salutation. If there is a formal title for the receiver, such as Dr. or Captain, the sender can also use the title in the salutation. Examples of this would include Dear Dr. Mack or Dear Cpt. Smith. If the name of the recipient is not known, the sender can write “To Whom It May Concern:” as the salutation. This is the most formal, yet generic, salutation for unknown recipients. The salutation should be punctuated with a comma or semicolon depending on the salutation used and the formality of the letter. More formal letters require semicolons after the salutation.

The body of the letter begins after a double space behind the salutation. It is left margin justified and single spaced. Double spaces should be used between paragraphs. The body of the letter contains the nuts and bolts of the information being provided by the sender. It will state the reason for the letter and provide a more detailed explanation of what is expected from the receiver, what the receiver may need to say, do, or who he or she may need to contact, and/or information about products, services, and ways to access each (Doyle, 2018a). For example, if a juvenile policing officer is informing the parents at a school of a new program for crime deterrence, the officer would provide the name, address, and phone number of the school where the program will be held in the body of the letter. The police officer would also tell the parents the name of the contact person at the school and the dates the program will be offered. The body of the letter should be formal and end with a double space prior to the close of the letter.

[image: ]Figure 6.2 Sample Official Letter



The final two components of an official letter include the closing and the signature line. The closing of the letter is a short statement, such as “Thank you” or “Sincerely” that signifies the letter is ending (Doyle, 2018a). The first word in the closing statement is capitalized and the closing is followed by a comma. There are usually four spaces between the closing statement and the signature line of the letter. The signature line includes the first and last name and title of the sender of the letter. For example, a female sender may write Mrs. Susan Jones, Media Communications Specialist. Additionally, the sender will sign, using cursive writing, their first and last name in the four spaces provided between the closing and signature lines.

If necessary, and enclosures are attached, a double space will follow the signature line stating “Enclosures.” If no attachments are included, this word will not appear on the letter. Finally, if the letter is being shared with another party, the sender will put cc: (copy circulation) and identify the party receiving a copy of the letter. If this is noted, the receiver will know where else the letter is located and anyone else aware of the contents of the letter. An example of this is also provided in Figure 6.2, which shows the format of a formal letter.






Emails

Emails are used to communicate formally and informally. When emailing friends and family, one may use an informal tone that includes emojis and slang. The email may include incomplete sentences, lots of exclamation points, and misspellings. Conversely, when writing in one’s profession, emails should be written in a formal tone. The content of the email should be free from grammar errors and should be left justified. There should be limited use of slang, jargon, and no emojis.

[image: A cartoon of a man standing in front of a woman at a desk with a caption below that reads, I got your email. Was it encrypted or is your spelling that bad? The word @#x0027;that@#x0027; is in italics.]Source: @ Mike Baldwin; www.cartoonstock.com




Components of an Email

The layout of a formal email is similar to that of an official letter with the exception of the header. Unlike a letter, a prescribed header is not necessary. Instead of providing an official header with the sender’s name, title, and address at the top of the email, the sender can place this information below the signature line. Additionally, a recognized day, time, or year does not need to be placed at the top of an email. Since an email system, like Yahoo, Google mail, or some other business software system, will generally include the sender’s name, recipient’s name, email addresses for both, and date, the writer does not need to provide this information in a formal way at the top of the body of the email. Instead, the email can just begin with the salutation and body paragraph. The topic of the email should be included in the subject line of the email. An email address box will automatically look like the example in Box 6.1.


Box 6.1

From: Janice Long <jlong@capebeachpd.gov>

To: Ryan Langston <rlangston@capebeachpd.gov>

Thu., 7/15/2019 4:19 PM

Subject: Draft of Body-Worn Camera Policy



If an individual is circulating a copy of the email to others, their names will appear at the top of the email in the address box as well, even if they are not actually addressed by name in the salutation of the email. In this case, the email will appear as noted in Box 6.2.


Box 6.2

From: Janice Long <jlong@capebeachpd.gov>

To: Ryan Langston <rlangston@capebeachpd.gov>

Cc: Randall Allen <rallen@capebeachpd.gov>

Thu., 7/15/2019 4:19 PM

Subject: Draft of Body-Worn Camera Policy



There is the option for a sender to blind copy circulate someone in an email (known as bcc). If this occurs, the recipient will not know this has transpired; although, the sender of the email will see the blind-copied person’s name and email address in their address line (as noted in Box 6.3). It is important to always remain professional and formal in emails since one may not know who is reading the final product.

An important point to remember is that emails, like letters, can be used as evidence in court and as formal means of notification, in most states. Signature lines and signature blocks on emails have been considered legitimate authentication indicators by many state courts, and individuals can testify to the authentication of emails. Even deleted emails can be found again on Internet servers and used as court evidence. In a recent case involving a conviction of a police officer for multiple rapes, deleted emails have served as evidence in an appeal (refer to In the News 6.1). Additionally, emails can be traced from computers across Internet servers, so their authentication can be legitimized. With this said, what one sends in both formal and informal emails should not be considered private. Email is a formal means of communication, regardless of the tone of the email or from where the email is sent, and is a legally recognized way to communicate in criminal justice.


Box 6.3

From: Janice Long <jlong@capebeachfl.gov>

To: Ryan Langston <rlangston@capebeachfl.gov>

Cc: Randall Allen <rallen@capebeachfl.gov>

Bcc: Stan Cox <scox@capebeachfl.gov>

Thu., 7/15/2019 4:19 PM

Subject: Draft of Body Worn Camera Policy








Social Media

Like emails, most people consider social media an informal means of communication. However, it is used more and more by criminal justice professionals to convey information. Brevard County, Florida, for example, posts daily and weekly notices to their Facebook page on criminal activity, road closures due to vehicle wrecks, and a weekly “Wheel of Fugitive” announcement where a number of wanted individuals have their pictures placed on a wheel, the Sheriff spins the wheel, and one of them becomes the weekly most wanted offender. Other police departments do similar public service announcement postings. Just like emails, postings on social media can also be used in court and as official forms of communication. Consequently, this chapter would be remiss if postings on social media were also not discussed.


Exercise 6.1

Write a formal email and an informal email. In your opinion, when is it acceptable to send an informal email to a colleague at your agency?



Anything posted on the Internet is a reflection on an individual and, potentially, on the company or agency employing that person. Accordingly, some companies monitor social media postings by their employees and/or forbid use of the Internet and social media while employees are at work. Checking social media sites for past postings and comments is a common practice during the hiring process. CareerBuilding.com (2017) reported that more than 70% of companies use social media to screen candidates before hiring them, an increase of 50% since 2006, and over a third of companies have reprimanded or fired individuals for inappropriate comments posted on social media. Thus, posting pictures of weekend drinking habits or making comments about clients or supervisors may not bode well in a job search or once employed in criminal justice.


In the News 6.1


Oklahoma City Finds 4,000 Deleted Emails Connected to Controversy of Cop’s Conviction

By Phil Cross

Daniel Holtzclaw, a former police officer in the City of Oklahoma City, was convicted and sentenced to 263 years of incarceration after a jury found him guilty of the rape and sexual assault of several women. In his appeal of the conviction, Holtzclaw argued that the DNA testing and testimony was flawed. His attorneys raised questions regarding other male DNA found in Holtzclaw’s vehicle, a small sample from a victim’s DNA, and DNA on Holtzclaw’s pants. As a result of the appeal, more than 4,000 pages of emails and attachments were released by the Court of Criminal Appeals and Holtzclaw’s attorneys tried to prevent the city from destroying even more emails related to the case.

The retired DNA Analyst, Elaine Taylor, and a police captain, Ron Bacy, had internal email exchanges regarding a news report questioning the DNA in the Holtzclaw case. Taylor sent Bacy a copy of her lab report showing that she mentioned other DNA samples and stated that it was not questioned in court by the prosecutor or defense at Holtzclaw’s trial. Additionally, it was discovered that Taylor had previously emailed herself several pages from a book about forensic DNA typing and the Y chromosome and testing of the Y chromosome.

Other emails released by court order showed that the district attorney notified his prosecutors to tell him if they had pending cases where Taylor was the DNA analyst or where she endorsed the case as a witness. Emails also revealed that several other cases where Taylor was involved were marked for retesting; although, when questioned by the media the prosecutor stated that the retesting was due to Taylor’s retirement not because of concerns about her work.

An independent scientist in Iowa sparked the controversy by identifying that Taylor testified that no evidence of male DNA existed in the samples but, in fact, both samples from the vehicle and his pants had other Y chromosome DNA evidence. Although, the Iowa’s analyst stated that Holtzclaw could not be excluded as a contributor to the sample from his pants. The analyst stated that evidence seemed to support arguments by Holtzclaw’s proponents that both samples could have come from mishandling of evidence by detectives.

Adapted from: Cross, P. (2017). Oklahoma City finds 4,000 deleted emails connected to controversy of cop’s conviction. Fox 25 News. Available at http://okcfox.com/news/fox-25-investigates/oklahoma-city-finds-4000-deleted-emails-connected-to-controversy-of-cops-conviction.





For the most part, employees in criminal justice are forbidden to post formal messages to individual supervisors, subordinates, clients, or offenders on social media sites. They are, instead, required to rely on more formal means of communication, like letters and emails. Nearly all criminal justice agencies hire media experts to handle official communications from their agencies. These individuals are trained in speaking with the media, making public posts on social media sites, and in handling questions or concerns from citizens.




Cover Letters and Resumes

To get a job in the first place usually requires a cover letter and resume. This means that everyone needs to know how to write these two documents. An Internet search for both provides a plethora of information and formatting guidelines. The simplest of these rules though is to provide as much information as possible about one’s skills and qualifications, to proofread the work and fix all errors, to properly format, to personalize the correspondence with names, titles, and company names of the recipients, and to follow the instructions provided by the business to apply for the wanted position (The Writing Center of Wisconsin–Madison, 2018). Cover letters are considered the first impression from the candidate and, as such, should be formal and concise.


Components of a Cover Letter

A cover letter should follow the same business communication format for letters discussed above. It should be left justified, in a formal block 12-point font, written in formal tone with little jargon or slang, and should be personalized to the person and company hiring for the job. A cover letter should be seen as the candidate’s formal introduction and should provide the reason for the letter, relate his or her skills to the job’s requirements, and request a meeting or discussion with the person interviewing applicants. 
A cover letter, like other forms of formal communication, should be written on crisp, clear, white paper and be error-free.

Cover letters should include headings, salutations, a body, and a closing. It should also indicate that a resume or application, if required, is attached (Doyle, 2018b). According to Doyle (2018b), a cover letter should include three key components:

	A stated reason for the letter: I am applying for the position of police officer at Manchester Police Department. I have attached my resume for your review.
	Job skills and other qualifications that relate to the job description or job advertisement: I have worked as a security officer for McMurphee Security Company for more than three years and have been trained in firearms and use of force. I also speak fluent Spanish and hold an associate degree in criminal justice.
	Information on how you will follow up with the hiring manager and/or how you can be reached for an interview: I look forward to speaking with you about this position. I will call the Office of Human Resources to make sure my application is complete on Wednesday, June 2, 2020, or alternatively, I look forward to speaking with you about the position. If you need additional information, please contact me at 321-555-0101 or by email at Lmichaels@hotmail.com.


The candidate should use the cover letter to demonstrate how he or she will add to the agency, not what the agency can do for him or her (Doyle, 2018b). Additionally, the cover letter allows the candidate to show professionalism and writing skills. The cover letter is the candidate’s first, and sometimes only, chance to garner the attention of the person doing the hiring, so the cover letter should be taken seriously and checked and 
re-checked for crucial information.

Additionally, Gallo (2014, n.p.) suggests the following when writing cover letters:

Do

	Have a strong opening statement that makes clear why you want the job and why you’re right for it
	Be succinct—a hiring manager should be able to read it at a glance
	Share an accomplishment that shows you can address the challenges the employer faces


Don’t

	Try to be funny—too often it falls flat
	Send a generic cover letter—customize each one for the specific job
	Go overboard with flattery—be professional and mature


Cover letters should distinguish a candidate from other job candidates but not seem fake or disingenuous by losing sight of why the candidate is applying for the position to begin with—because he or she really wants to work in this field or for this agency.

There is no need to crowd too much information on a cover letter. The cover letter should contain plenty of white space and only needs to provide three or four paragraphs, at most. Using perfumed paper or colored paper to print the cover letter is unnecessary and may actually be a distraction from the message the candidate is trying to send. Finally, the candidate should reply with a cover letter to a job advertisement in the method requested by the job advertisement. If the company asks for an emailed cover letter, then by all means one should email it. If the cover letter is requested to be hand-delivered or postal mailed, then the candidate should do that. In some cases, the job applicant may be asked to copy and paste the cover letter into an online application system. If this is the case, the candidate should still make sure the letter is formatted properly and is error free when pasted into the textbox. Along with the cover letter, a candidate may be asked to provide a resume.




Components of a Resume

Resumes are used for a variety of purposes. A person may create a resume to apply for a job, to apply for a raise or promotion, or for their annual employee evaluation. By far the most common reason a person creates a resume is to get an interview for a job (Purdue OWL, 2018d). A resume should be attached to a cover letter, if requested or required by the job advertisement. These two documents go together in the professional world.

A resume is used to present a person’s skills and qualifications, background, and education for a job. A resume is not a letter, is not lengthy, and should be considered more of an outline that demonstrates a person’s unique history and ability to do the job they are applying for. A resume will contain essential contact information for the candidate. This is not in the form of a formal header, like in a formal letter, but is typically centered on the top of the page and simply lists the contact information (Purdue OWL, 2018d). The contact information will include:


The candidate’s full name

Address (permanent or temporary)

Phone (landline, cellular phone, and fax number, if applicable)

Email address

Web address (if applicable)



To underscore the contact information, a candidate may choose to use a larger font for his or her name, to bold their name, and/or to use a line between the contact information and the additional information provided in the resume (Purdue OWL, 2018d). These tactics draw the interviewer’s attention to the contact information. An example of this may appear as such:


LeLanna Michaels

1802 Live Oak Lane

Smithfield, Georgia 54678

Cell: 321-555-0101

Home: 321-555-9876

Lmichaels@hotmail.com



This format can be used on both the cover letter and the resume if they are presented together to the interviewer. This provides for uniformity between the two documents, presents a single professional package, and illustrates that they are from the same job applicant (Purdue OWL, 2018d).

Following the contact information, there should be subheadings that indicate the various parts of the resume. Although the subheadings may vary depending on what the purpose of the resume is (i.e., applying for a job, getting a raise or promotion, employee evaluation, etc.), a job candidate may highlight his or her education, achievements or awards, previous work experience, and skills. Candidates may also want to include an objective that identifies what they are trying to accomplish professionally. These areas are presented in Figure 6.3.

Companies will often require candidates to provide references or names of individuals who can attest to the character, work experience, and background of a job applicant. At the end of a resume, a candidate can decide if he or she should provide references for their professional and personal character. If the candidate decides to provide references, he or she should indicate so by using the subheading “References:” and then providing the names, titles, and professional contact information for the persons they have chosen to comment about their professional experience and character. If, however, a candidate decides not to provide references on the resume, the candidate can simply add “References Available Upon Request” to the bottom of the resume. This indicates to the hiring manager that there are individuals who can speak to the qualifications stated in the resume and signals that he or she should contact the candidate if they would like to speak to the references. Candidates will often use this choice if they do not want to have unnecessary phone calls made to their current or former supervisors and/or if they have not told their current supervisor that they are searching for a new position. Once the candidate is contacted for reference information, he or she can inform their current supervisor so they are alerted to the possibility of a telephone call. A candidate may also choose to use this phrase if he or she is still deciding who to ask as a character reference or if he or she needs time to contact the references before the agency does so.




The Purpose of Resumes and Cover Letters

Both resumes and cover letters introduce the candidate to the job interviewer. They should be used to highlight the most important and relevant education and skills a candidate has that relates to the position he or she is applying for. More detailed information on a candidate’s experience can be provided once he or she is in person at the interview. When writing these documents, one should keep in mind that attention spans may be short, there may be lots of resumes to review, and the interviewer may not have a lot of time to review resumes before interviewing candidates, so keeping the resume and cover letter to a single page each is important. Longer resumes may only be acceptable if the candidate has had a lengthy career or has many special skills or qualifications related to the position. Candidates should ask themselves what it is about them that makes them uniquely qualified for the position and focus on that information in both the cover letter and resume.


Exercise 6.2

If you were a hiring manager, what errors would you look for in a cover letter to disqualify a candidate?



[image: ]Figure 6.3 Sample Resume








Chapter Summary

Criminal justice professionals spend much of their time writing. They are required to write professionally across many mediums, including memos, letters, emails, and, when applying for jobs or promotions, cover letters and resumes. Knowing how to write these documents and the standard formats expected in official communication is an essential skill and demonstrates a person’s professionalism and abilities.

Memos and emails, although often considered informal means of communication, are legitimate communication documents and should always be treated as such. Writers of these documents should be conscientious of their purpose and the potential audience. They should also always keep in mind that these documents could be used by courts or by other criminal justice workers later to verify communications; the knowledge a person had about a policy, procedure, practice, or demand; and/or by the general public, if secured by the media or other sources. Letters, like those that may be sent from courts or probation offices, serve fundamental functions for the criminal justice system. Their tone and the information they contain may result in very serious consequences if the receiver chooses to ignore the message.In all of the above cases, memos, emails, and letters could follow a criminal or civil case from the beginning (arrest) to the end (prison or parole). Like these more formal forms of communication, being aware of how one communicates on social media is also important.

Finally, to get a professional position in the first place, individuals have to write cover letters and resumes that stand out above other possibly suitable candidates. These documents must be able to gain the attention of hiring managers that may review many, many potential applicants. Cover letters and resumes should emphasize a person’s unique qualifications for a position, while also demonstrating their professionalism and enthusiasm for the agency and job. Each one should be personalized for the position one is applying for and the company one is applying to.

To be proficient in any writing task, an individual needs to practice writing skills. A person should review templates and other examples and edit, edit, edit their own documents until just the right message is sent. A person must also constantly be careful when conveying a written message, as it is always a reflection on the writer.




Questions for Consideration

	In what instances might a police officer write a memo to the department? What message might the memo contain?
	Identify two primary differences between formal and informal emails. When is it acceptable to write an informal email to colleagues at work?
	If you were to apply for a position as a police dispatcher, what skills or qualifications would you highlight in your cover letter? What about on the resume?








Chapter 7 Academic Paper Formats: What Is APA Formatting?

College students are regularly asked to complete research papers in classes. The course instructor’s directives for the paper probably required that students use academic formatting, most specifically American Psychological Association (APA) format. APA format is the accepted academic format for criminal justice writing. Students who become proficient in APA formatting while in college often find that they continue to use this approach when writing grants, reports, program evaluations, and other documents in their professional careers in criminal justice.

This chapter will review the necessity for APA formatting in academic projects and discuss the types of manuscripts one is likely to see utilizing APA format, ethics and legal issues in writing and publishing, and plagiarism. Other formats, the Modern Language Association of America (MLA) and the Chicago Manual of Style (CMOS), will also be briefly mentioned since students may be exposed to these styles, as well.


Research, Publication, and the APA Style Rules

When someone decides to analyze data or complete a research project on a specific phenomenon, he or she becomes a researcher. That researcher’s work or report may be relevant to the field of study where the phenomenon exists; thus, the researcher is expected to share the completed work with others. In doing so, the researcher expands the wealth of knowledge available to other scholars and practitioners and builds upon what is already known about a specific discipline and what may still need to be investigated. Their work provides new insight on specific phenomenon and allows others to critically assess the research, expand it, complete future projects that do not repeat the same mistakes, and contribute something new to the field of study (APA, 2010). However, in order for the work to be completely communicated to others, there has to be a standard way of writing. This is where the APA format becomes important.

The American Psychological Association created the APA format in 1929 as a method whereby researchers could formally communicate scientific research results in publications (APA, 2010). The goal was to provide a set of procedures, or style rules, that codify the format of scientific research papers to simplify reading comprehension (VandenBos, 2010). The Association has revised the APA style many times, and it often includes the input of psychologists, anthropologists, and business managers. The Association also consults with other researchers in the social and behavioral sciences when determining updates to the style. The current format (6th edition) provided by the APA was developed in consultation with the Publication Manual Task Force, APA members at professional meetings, and from APA boards and committees, which include students (APA, 2010). The style rules consist of instructions on formatting manuscripts, tables, figures, citations, and references, and the organization of papers as well as grammar and other basic information on the mechanics of writing. Some basic style guidelines from the APA manual are provided in Box 7.1 (APA, 2010).


Box 7.1 Basic Style Rules for APA Citations

APA requires resources to be cited in both the text of the document and on the last page of a document, called a reference page. APA provides very extensive citation guidelines and rules for many types of sources in their style manual. Where they do not provide a style guideline for a source, students are encouraged to choose a sample style as similar to their source as they can. Although there are no standard citation rules for all sources, some basic guidelines are provided below:


In-Text Citations

	Writers should use past verb and present perfect tenses when referring to previous research completed by authors (e.g., Smith found or Smith has found).
	In-text citations should immediately follow the sentence where the information was paraphrased and/or quoted.
	Writers should follow the author–date style when citing sources in the text of a document (e.g., Smith, 2018).
	When directly quoting from a source, writers should provide the author’s last name, date of publication, and a page number—preceded by a p—from the source where the information came from (e.g., Smith, 2017, p. 135).
	Writers should place the punctuation mark after the page number or in-text citation.
	Writers should capitalize proper nouns, titles, and the first word after a colon or dash in an in-text citation.
	Writers should italicize the names of longer works if the work is used in the in-text citation instead of an author’s name.
	Writers should put quotation marks around longer works in journals, television shows, song titles, and articles from edited collections.
	Writers should use special style rules for quotations that are 40 or more words that include indenting the quotation by five spaces, omitting the quotation marks, starting the quotation on a new line, and placing the page number at the end of the quotation and after the punctuation mark.





The Reference Page

	The reference list should appear at the end of the document and begin on a new page labeled “References” in the center of the page.
	Each resource cited in the document and in in-text citations should appear in the reference page.
	Writers should double-space references.
	If a reference is longer than one line, the second line should be indented 5 spaces as a hanging indentation.
	Writers should provide an author’s last name first followed by the author’s first initial.
	All authors up to and including seven authors should be provided in the reference. Any authors after seven should be indicated with an ellipsis.
	Writers should alphabetize the references and use chronological order for multiple articles by the same author.
	Writers should italicize longer works, like books, but not italicize, underline, or put quotation marks around shorter works, like journal articles.
	Writers should capitalize all major words in titles and provide the title in full.
	Writers should keep the punctuation and capitalization provided in a journal’s name.
	Writers should capitalize the first letter in the first word of a title and subtitle, the first letter in the first word after a colon or dash, and proper nouns.


Adapted from Purdue University (2018). The Purdue online writing lab. Retrieved from https://owl.purdue.edu/.






Why Use a Style Guide?

Often, students ask why there is an emphasis on writing style versus a simple focus on grammar and proper English. VandenBos (2010, p. xiv) stated,


Uniform style helps us to cull articles quickly for key points and findings. Rules of style in scientific writing encourage full disclosure of essential information and allow us to dispense with minor distractions. Style helps us express the key elements of quantitative results, choose the graphic form that will best suit our analyses, report critical details of our research protocol, and describe individuals with accuracy and respect.



All of this clears the way for researchers to focus on the substance of their research, rather than the writing style (VandenBos, 2010).

Having a set of style rules also provides a formal system for journals, books, and other media to follow when publishing the work of researchers. Print media and digital media may require a researcher to format their work according to the APA style rules. In doing so, the work can be more easily read and reviewed by other scholars and those interested in the study. Box 7.2 provides a general guideline for information included in APA formatted references.

Additionally, legitimizing the research is a requirement of the scientific research community. This usually involves a review of the manuscript by other experts familiar with the discipline who peer-review (or referee) the paper for theory, methods, data, and analysis. The reviewers assess the strength of the project in following the scientific protocol of research. They determine the strengths and weaknesses of the manuscript, which should also be provided by the researcher in the paper, and consider the rigor of the design, methodology, analysis, interpretation of the data, and reporting. Reviewers also verify the transparency of the study’s details so that others may reproduce or extend the findings (National Institutes of Health, 2017). Reviews that end in positive appraisals are published, while those manuscripts that are reviewed negatively may need to be rewritten or revised to meet the standards of the scientific community. If reviewers conclude the manuscript has serious scientific, ethical, or legal flaws, the study may never be published.


Box 7.2 General Information Included in APA-Formatted References

	Author’s name(s) written with last name first, followed by first initial, middle initial
	Year of publication in parentheses
	Title of book, article, paper, etc.
	Journal name italicized (omitted if not a journal)
	Volume number of the journal or edition of the book
	Issue number of the journal in parentheses (omitted if not a journal)
	Page numbers where article is printed within the journal (omitted if not a journal)
	Doi number preceded by “doi,” unless it is an online journal, in which case the phrase “Retrieved from” and the URL of the website can be used
	Geographical location (both city and state) and name of publishing company
	End citation with a period


The APA style manual provides many other examples of citations for databases, journals, unpublished papers, interviews, social media, and so forth. Students are encouraged to purchase the most up-to-date manual early in their academic careers and to refer to it frequently when writing academic papers.








Types of Publications


Journals

If a study is published, it may appear in a journal. Students are often familiar with journals because they do online and in-person library searches for articles on various topics when writing research papers. Journals come in a variety of formats (print and digital), as well as refereed and nonrefereed. A refereed journal will use the peer-reviewed practice described above, while a nonrefereed journal may publish articles that have only been reviewed by an editor or an editorial board who may or may not have knowledge and experience related to the reviewed article’s topic. In this case, the article may be reviewed more for style and formatting than for scientific and academic validity.

Scholarly or refereed journals publish articles that are considered primary or original works (APA, 2010) and may consist of “empirical studies, literature reviews, theoretical articles, methodological articles, or case studies” (p. 9). Empirical studies are original research projects that include secondary data analysis, testing hypotheses, and presentations of new data that may not have been presented in previous research studies. Literature reviews, which are most familiar to students, include synthesizing and critically evaluating previously published studies on a specific phenomenon (APA, 2010). Theoretical articles use existing publications to advance theory by reviewing the theory from development through time pointing out flaws and/or adding to or modifying the theory. Methodological articles present new methods of analysis, modify existing methods, and/or discuss quantitative and analytical approaches to data. They may rely on “highly technical materials” (APA, 2010, p. 11) and appeal to more experienced researchers. Finally, case studies are reports that illustrate a problem, provide solutions to the problem, and highlight the need for additional research on the problem, clinical applications, or theory related to the problem (APA, 2010). Other types of articles published in scholarly journals may include book reviews, letters to the editor, brief reports, program analyses, and monographs. All of these types of articles are usually refereed, or reviewed, by experts in the discipline of study. There is a plethora of these journals in criminal justice, but a few examples include Youth and Society, Deviant Behavior, Criminal Justice and Behavior, and Criminology, Criminal Justice, Law & Society.

It should also be noted that the term journal in the title of a publication does not necessarily indicate it is refereed (University of Washington–Tacoma, 2018). Nonrefereed or edited articles may appear in journals in print and online. Trade journals are usually considered nonrefereed or edited and are written by and for professionals in a particular field or industry. These types of journals are useful for content on current practices and programs in criminal justice and other professions (University of Washington–Tacoma, 2018). As stated previously, nonrefereed or edited journals use editors or editorial boards to review article submissions from authors. The editor or editorial board may or may not be familiar with the article’s topic and typically review articles for grammar, relevance, timeliness, and style. If the article is seen as meeting the criteria, an editor can choose to publish the article in a nonrefereed journal. Although not the gold standard of publications, some articles found in edited journals are well written and contribute to the field or discipline in some meaningful way, such as those found in trade journals. However, students should not rely on these types of journals for solid, scientific content. A few examples of edited journals include Corrections Today and the FBI Law Enforcement Bulletin.




Magazines

Magazines fall into the nonrefereed or edited category. Magazines are written for a general audience and do not necessarily follow style rules, such as APA formatting. Magazines may publish articles on many topics in one edition and may have paid advertising space for various products and services. Magazines are abridged, and the determination of what to publish is decided by an editor. Articles found in magazines are assumed to be factually correct but may contain errors and be written for universal appeal rather than truth. Examples of magazines include Police Chief, US News and World Report, and Newsweek, among others.




Government Publications

Government publications in criminal justice tend to follow the style rules of the APA. Government publications typically are produced by the United States federal government or a foreign government. The Department of Justice publishes the majority of articles in the United States related to criminal justice, although some other departments within the federal government write articles or do studies in criminal justice too. Government publications are considered legitimate, academic (or scholarly) sources. They are reviewed by scholars in the field and undergo a rigorous editing process. Students can find government articles by searching federal government websites or using Google to search a broad topic. Google can limit the topic search to only governmental websites if .gov is added to the search bar. The Department of Homeland Security, Office of Juvenile Justice and Delinquency Prevention, Uniform Crime Reports, and the National Institute of Justice Publications are a few federal departments that students can use to find articles related to criminal justice topics. Of course, there are many other federal departments and websites, as well.




Books

Finally, books are often used as references in student research projects. Books are not refereed by experts in the field, though they may be reviewed by individuals with knowledge in the subject area. Typically, publishers, like Sage Publications or McGraw-Hill Publications, commission authors to write books and guarantee the authors lump sum payments or royalties from the sale of the book. The authors may write the entire book, portions of a book, or only single chapters. Books can be used as legitimate references for research projects, but they are considered secondary sources, not primary. In most cases, students should seek primary or refereed journal articles to supplement their work and not rely solely on books.
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In summary, APA formatting will likely be used in almost all publications discussed in this section. APA formatting can help students decide how much authority to afford to a particular publication. If the publication follows rigid APA style and the articles in the publication are found to be refereed, the student can rest assured that the information is well-founded in scientific protocol. However, if the publication provides a mix of styles or little APA formatting, the student should likely question the contents of the work. Comprehending that APA formatting provides a way for authors to communicate ideas and research clearly to one another is significant in understanding a student’s need to learn and use APA style rules. In addition to the communication goal, APA formatting plays a part in ethical and legal standards in publishing. In the next section of this chapter, ethical and legal standards are discussed in relation to APA formatting and publications.






APA Formatting and Ethical and Legal Standards

Following legal and ethical standards in writing is a requirement of scientific researchers. If a researcher fails to follow ethical guidelines set forth by the discipline, he or she may face scrutiny, the research may be disregarded, and the researcher’s reputation may not recover, which would dampen future projects. Legally, a researcher is required to follow statutes governing research and, in the case of using human subjects, may have to get permission for the research from the federal office of Human Subjects Protections, the researcher’s agency, or an educational institution’s Institutional Review Board (IRB), which governs the legitimacy of research. Knowing and understanding these expectations is extremely important for the scholarly researcher and will be discussed in the following paragraphs.


Ethics

The Merriam-Webster’s Dictionary (2018) defines ethics as a set of moral principles. It is assumed that these moral principles guide an individual’s behavior by helping them to determine right from wrong. Ethics are usually learned from the family, school, in church, or in other social settings (Resnick, 2015). Groups can also have ethics or principles that guide their approach to moral issues or situations and provide a philosophy specifying how they will behave. This group philosophy is known as professional ethics when it governs behavior in a particular profession. Psychologists, doctors, police officers, and many other professions practice professional ethics. Scholarly researchers also use professional ethics founded in scientific protocol and recognized by the APA.

Just as ethics govern the behavior of professions and “establish the public’s trust in the discipline” (Resnick, 2015, para. 6), ethics in research accomplishes five main goals: (1) Ethics promote knowledge, truth, and the avoidance of error; (2) ethics promote collaboration in research; (3) ethics hold researchers accountable for their work and to the public; (4) ethics build public support for the importance of research; and (5) ethics promote other social and moral causes such as human rights, legal compliance, and animal safety, to name a few (Resnick, 2015, para. 7–11). Thus, given the importance of ethics in research, it is expected that all researchers will be familiar with and adhere to the ethical standards identified within their discipline or profession and within the scientific protocol when conducting research. Typically, the researcher can find these ethical expectations in their professional code of ethics and/or on governmental websites that provide research ethics. Box 7.3 shows the professional code of ethics for police officers adopted by the International Association of Chiefs of Police in 1957. The professional code of ethics for research is provided in Table 7.1 from the National Institute of Health.


Box 7.3 Law Enforcement Code of Ethics

As a law enforcement officer, my fundamental duty is to serve the community; to safeguard lives and property; to protect the innocent against deception, the weak against oppression or intimidation and the peaceful against violence or disorder; and to respect the constitutional rights of all to liberty, equality, and justice.

I will keep my private life unsullied as an example to all and will behave in a manner that does not bring discredit to me or to my agency. I will maintain courageous calm in the face of danger, scorn or ridicule; develop self-restraint; and be constantly mindful of the welfare of others. Honest in thought and deed both in my personal and official life, I will be exemplary in obeying the law and the regulations of my department. Whatever I see or hear of a confidential nature or that is confided to me in my official capacity will be kept ever secret unless revelation is necessary in the performance of my duty.

I will never act officiously or permit personal feelings, prejudices, political beliefs, aspirations, animosities or friendships to influence my decisions. With no compromise for crime and with relentless prosecution of criminals, I will enforce the law courteously and appropriately without fear or favor, malice or ill will, never employing unnecessary force or violence and never accepting gratuities.

I recognize the badge of my office as a symbol of public faith, and I accept it as a public trust to be held so long as I am true to the ethics of police service. I will never engage in acts of corruption or bribery, nor will I condone such acts by other police officers. I will cooperate with all legally authorized agencies and their representatives in the pursuit of justice.

I know that I alone am responsible for my own standard of professional performance and will take every reasonable opportunity to enhance and improve my level of knowledge and competence.

I will constantly strive to achieve these objectives and ideals, dedicating myself before God to my chosen profession … law enforcement.

Source: International Association of Chiefs of Police. (1957). Law Enforcement Code of Ethics. Retrieved from: https://www.theiacp.org/resources/law-enforcement-code-of-ethics.



Ethics in scientific protocol provides basic standards for all researchersto follow when conducting and presenting research. According to scientific protocol (Smith, 2003), when completing ethical research projects, researchers should

	Be truthful in discussing intellectual property. Researchers should discuss who gets credit for the work, how authors’ names will appear on projects, and what work will be done by each participant. Faculty, independent researchers, and students who share in the responsibility of contributing to the conceptualization of the project, development and completion of the project, and distribution of the research, deserve authorship and acknowledgement. Researchers also need to fulfill the ethical obligation of correcting research errors and/or allowing others to duplicate the research using the same data.
	Understand roles. It is important for researchers to realize they play multiple roles in relationships. For example, a teacher who uses students in experiments may unintentionally violate the student’s right to say no to the project because the student may feel pressured: If he/she doesn’t participate, their grade may be affected. Research participation should be voluntary on behalf of subjects. So researchers should not take advantage of their professional role in pursuing research or research participants and should realize that the multiple roles they play in relationships with others could create a harmful or unethical environment for research.
	Show respect for persons. As mentioned above, participants in research projects should do so voluntarily and without fear of harm. Research participants should know and understand the risks and benefits of the research, the purpose of the research, the expectations on their time and involvement, their ability to withdraw or refuse to participate, how their information and contributions will be identified, analyzed, and dispersed, if incentives are available for their participation, and who to contact if they experience discomfort or have questions. Researchers should get consent to participate in research in writing from subjects and should continually assess the research to ensure it is not harming participants beyond what was identified at the beginning of the project.
	Protect confidentiality and privacy. Like doctors are required to secure medical records, researchers have an ethical responsibility to protect the responses and identity of those that participate in research projects. Researchers should discuss with participants how their identity will be protected and when or if their information will be shared in publications or presentations. Researchers should talk to subjects about the harms they may experience as a result of their participation and should strive to eliminate as many of those harms as possible by securing the identity of research subjects. If a subject’s name or other identifying information cannot be anonymous, the researcher should design a system to secure their data in locked cabinets or behind security passwords on electronic devices. These procedures should be shared with the subjects and their consent to participate once knowing the risk should be secured prior to involvement in the research project.
	Use other ethical resources. A researcher should know and understand state and federal laws with regard to research and using human subjects in research. Additionally, a researcher should get permission for the research from their IRB if one is available or through the federal Office of Human Subjects Protections.


In addition to the ethical guidelines above, the APA requires the open sharing of data among researchers. They suggest that researchers maintain their secured data for a minimum of 5 years. This allows other researchers to request permission to view or verify the data. It also allows for questions to be answered with respect to the accuracy of the data, analysis, and publication (APA, 2010). The APA provides further guidelines on publishing data, to include duplicating work in multiple journals or articles (this should be avoided), and publishing data piecemeal or parsing out data in various publications. Accordingly, the APA prohibits researchers from misrepresenting data from its original format and publishing the same data or idea in two separate sources. The Association believes this gives “the erroneous impression that findings are more replicable than is the case or that particular conclusions are more strongly supported than is warranted by cumulative evidence” (APA, 2010, p. 13). Piecemeal publications, or unnecessarily splitting the findings across multiple articles, is also discouraged by APA because it can “be misleading if multiple reports appear to represent independent instances of data collection or analyses” (p. 14) and the scientific literature, as a whole, could be distorted. Of course, there may be times that an author must limit the amount of findings presented in a single article because of journal constraints or because the research project is ongoing. In these instances, the researchers should acknowledge any previous work using the data or idea in both the article as well as in discussions with the journal or book editor. Not doing so could result in legal as well as ethical challenges for the authors. Both copyright laws and plagiarism, which will be discussed, apply in these cases.

Discussing ethical responsibilities and understanding the potential ethical violations that may occur in a project beforehand is good practice for researchers. Being familiar with federal mandates on research ethics, like those from the National Institute of Health, manuals like the APA manual (2010), and documents like The Belmont Report, a 1979 report from the National Commission for the Protection of Human Subjects of Biomedical and Behavioral Research, which discussed ethical practices in using human subjects and is still the basis for ethical practices in research involving human subjects, are key in avoiding ethical violations and determining how best to handle those that may occur.


Table 7.1
[image: ]

Source: Steneck, N. H. (2007). ORI—Introduction to the Responsible Conduct of Research. Washington DC, U.S. Government Printing Office, p. 3.



Notice that being truthful is an essential element of research. For those researchers that choose not to follow ethical guidelines, legal issues may arise.


Exercise 7.1

You are a student in a criminal justice class. Your professor requires a survey study of 15 undergraduate students on drug use and abuse. Since human subjects will be involved in the study, what steps or procedures should you take to ensure the protection of their rights and welfare? What are your school’s IRB requirements?






Legal Aspects

Writers must also be aware of legal issues that govern publications. Copyright and fair use laws, plagiarism, and protecting the health and welfare of research subjects are some of the legal concerns that researchers must consider when completing papers, presentations, research projects, and other works. As discussed in Chapter 2, copyright and fair use laws are federal laws governed by the U.S. Copyright Office and apply to original works. You will likely recall that these statutes do not apply to ideas, facts, systems, or methods of operation. One example of a common copyright error made by students is to copy and paste charts or graphs from outside sources into their work. This is inappropriate since the chart or graph is likely copyrighted. Using the original work or paraphrasing (i.e., summarizing in their own words) the original work without giving credit to the author is a potential violation of copyright laws and could possibly result in a lawsuit by the original author. If proper credit, such as a citations and references, are provided acknowledging where the information came from, the student is typically on safe ground.

Fair use laws are a clause in the copyright law that allows nonprofit and educational institutions to reproduce original works, develop spin-offs of original works, and distribute copies of original works through sale or lease. Fair use laws also control public domain information. Public domain information includes material with expired, forfeited, or waived property rights, and where property rights do not apply, such as in government documents. Finding oneself in violation of any of the copyright laws or clauses could result in a number of legal penalties, which may include fines ranging from $200 to $150,000 for each violation, an actual dollar amount for damages, having to pay attorney fees and court fees, jail, impounding of the illegal work, and injunctions (Purdue University, n.d.). Since student writers and researchers often do not have the resources to pay fines and court costs, providing credit when credit is due is the easiest way to avoid copyright infringements. Additionally, it is an ethical requirement. Aside from civil and criminal legal ramifications, it is considered plagiarism to not provide credit to original authors.




Plagiarism

Although there are no state or federal laws against plagiarism, there can be consequences for plagiarizing and, in extreme cases, civil liability may be one result. Plagiarism is using the words or ideas of another without affording proper credit to the original author. The APA Ethics Code Standard 8.11, Plagiarism, forbids authors from claiming the words or ideas of another as their own (APA, 2010). Using only a few words, full sentences, or entire works in a paper or presentation without affording the original author the credit makes it appear that the writer created the work. This is an example of plagiarism. Self-plagiarism is also unethical and includes using previously published or submitted work as new scholarship. For example, a student who submits a paper in one class that was already submitted and graded in another class commits self-plagiarism. In yet another example, an author who submits a previously published article to a different journal has committed self-plagiarism. To avoid self-plagiarism “the core of the new document must constitute an original contribution to the knowledge, and only the amount of previously published material necessary to understand that contribution should be included [in the new work]” (APA, 2010, p. 16). Additionally, when using previously published or submitted work, the author’s own words should be cited, and references should be made to the fact that the work was used previously. The writer should say things like “as I stated previously” or “as I published previously” to inform the readers that the material has been used before. The writer should also provide in-text citations that include his or her own name and the date the previous paper or article was published or submitted.

Committing plagiarism can result in hefty consequences. In 2003, a news reporter from the New York Times, Jayson Blair, was accused of plagiarizing 36 of the 73 articles he wrote for the newspaper. He copied words or stories from other news outlets, faked photos, committed self-plagiarism, and made up facts and quotes in many of the stories (CNN.com, 2003). As a result of his transgressions, he was fired from the newspaper and a very public investigation and article appeared in the paper describing what he had done. Blair has never worked in journalism again (CNN.com, 2003). Other cases of plagiarism have resulted in similar fates for journalists and book authors. One book author, Kaavya Viswanathan, was accused of plagiarizing portions of her book from other authors in the same genre and had a book deal worth more than half a million dollars revoked (Bailey, 2012). Viswanathan also changed careers as a result of the accusations. Students in college who commit plagiarism may also face severe penalties that include zero grades on papers or projects, referrals to academic dishonesty investigatory boards within the university, failing a class, and/or expulsion from the university, depending on the severity of the plagiarism. Box 7.4 demonstrates Harvard University’s student code of conduct with regard to plagiarism. Notice that the university refers to plagiarism as academic dishonesty and places the responsibility for upholding academic integrity upon the student. This is common practice for all writers, regardless of status (i.e., researchers, faculty, authors, students, etc.). It is the author, not the publisher, who is responsible for avoiding plagiarism.


Box 7.4 Harvard University’s Tips to Avoid Plagiarism

Writers are required to differentiate their own words from those of others. They are required to format papers in such a way that a reader can identify a source used by the writer and to format information according to standard style rules. These style rules include APA, MLA, or Chicago Manual of Style guidelines.

It is considered plagiarism if a writer fails to acknowledge the work of another, claims—intentionally or unintentionally—the words or ideas of another, incorporates facts from another’s work, or uses language written by another without providing the proper credit to the original author (Harvard Extension School, 2017–2018). Plagiarism in an academic environment can result in very serious consequences.

The University of Harvard places responsibility for avoiding and for identifying plagiarism on both faculty and students. Students are responsible for knowing and understanding the policies on academic integrity and for using sources in responsible ways. Harvard does not provide leniency for students who claim not to understand the rules and for those that “fail to uphold academic integrity” (Harvard Extension School, 2017–2018). Faculty are also responsible for paying close attention to work submitted by students and reporting violations of academic integrity and cheating to the dean of students.

Harvard, like many other schools, provides failing course grades for students who violate cheating and plagiarism policies. They may also suspend students for one academic year.

According to the Harvard Extension School (2017–2018), students can use the following tips to avoid plagiarism:

	Cite all sources—this includes primary and secondary sources as well as online, open source, and instructor lectures.
	Make sure to understand the assignment and its requirements—make sure the instructor wants outside sources to be included in the assignment and make sure to use the proper citation style
	Do not procrastinate—waiting to the last minute to complete the assignment may allow for citation mistakes to occur. Work ahead and take the time necessary to avoid plagiarism.
	Make sure to include all sources and be thorough—even when writing draft assignments, be sure to include all sources used to paraphrase, draw ideas, and quote. Put sources into the paper and the bibliography as it is written, not at the end.
	Use your own words as much as possible—rather than rely on quotes and the words of others, students should “actively engage with the [intellectual] material” rather than stringing together long quotes from other scholars (Harvard Extension School, 2017–2018).


Source: Adapted from Harvard Extension School (2017–2018). Tips to avoid plagiarism. Harvard University. Available at https://www.extension.harvard.edu/resources-policies/resources/tips-avoid-plagiarism.






The Protection of Human Subjects

Finally, a legal issue confronting researchers is the protection of human subjects. The APA requires researchers to meet certain ethical requirements when using human subjects in research projects. These guidelines include the following:

	Seeking university approval for the study
	Getting informed consent from research subjects to participate in the study
	Obtaining informed consent for recording voices or using images in the study
	Taking steps to prevent individuals who withdraw or refuse to participate and protecting those that are clients, subordinates, and student participants
	Only failing to use informed consent when certain factors are met (i.e., data collection is anonymous, where no harm or distress is involved for participants, and where no federal, legal, or institutional regulations exist)
	Avoiding offering excessive inducements to coerce research participation
	Avoiding deception in the research, especially if there is the potential for harm or distress for human subjects
	Providing a debriefing for participants
	Humanely providing, caring for, and disposing of any animals that participate in research studies (APA, 2018)


APA format suggests that authors include descriptions of how they accomplished these guidelines in any papers or presentations resulting from their studies. Additionally, the Association suggests that protecting the confidentiality of research participants is the primary responsibility of the researcher. To protect confidentiality, the researcher should avoid “disclosing confidential, personally identifiable information concerning their patients, individual or organizational clients, students, research participants, or other recipients of their services” (APA Ethics Code Standard 4.07, Use of Confidential Information for Didactic or Other Purposes, 2018). To protect confidentiality, a researcher can allow the participant to read and consent to the written material once the data have been analyzed and summarized and/or the researcher can disguise some aspect of the participant, such as changing their name, altering characteristics, limiting descriptions of characteristics, using composites, or adding extraneous information to the descriptions (APA, 2010, p. 17).

Additional methods of protecting human subjects are provided by educational institutions and government entities that play a part in research that uses human participants. These bodies mandate IRBs that provide for the ethical and regulatory oversight of research projects. IRBs have the ability to approve, make modifications to, and reject research proposals that involve human subject participation. Fundamental in their role is to ensure that human subjects are humanely treated and that their rights and welfare are protected during the study’s duration. The IRB reviews research protocol and other materials prior to the beginning of the study and before any humans participate to make their determinations regarding appropriateness. Legal mandates, like those published in the Federal Register (2018), require IRB reviews for studies funded by federal agencies. Universities, although not federally mandated to have IRBs unless they participate in federally funded research, usually require students and faculty to seek IRB approval before participating in projects involving human subjects. Not doing so can result in sanctions for the student and/or faculty member and, in the case of funded research, revocation of the funding and termination of the research project. Thus, researchers planning a study using human participants should become familiar with their institution’s IRB standards and review procedures.

Typically, the review process is similar across all institutions and includes an application, a review, and a decision. The application asks researchers to identify the research project, hypothesis, methods, and methodology, as well as specific characteristics about the human subjects to be recruited, their participation expectations, harms, duress, rewards, and debriefing procedures. Other questions and documents, like the informed consent forms, may be required with the application and used to determine if the rights and welfare of the subjects are protected (Federal Register, 2018). If the researcher is not using protected groups, such as prisoners, pregnant women, children, in vitro fertilization, or mentally incompetent persons, the IRB may choose to use an expedited review process where only one or two members of the board review the application and make a decision. If, however, protected groups are being recruited for the study, a full board review will be required before a decision can be made to approve, modify, or disapprove of the research application (Federal Register, 2018). The review process can take several months, so researchers should consider this when preparing to complete a research study.

In summary, research is guided not only by the ethical standards developed by the APA, but also by legal and ethical expectations set by the federal government and educational institutions. Students in criminal justice are expected to know and understand the importance of using a uniform style of writing to present research and to follow the “sound and rigorous standards of scientific communication” (APA, 2010, p. xiii). The APA sets this style and provides a format, or simple set of rules (e.g., style rules), to facilitate reading comprehension in the social and behavioral sciences. Found in the Publication Manual of the American Psychological Association, the style rules provide a model of writing across many social science disciplines and bring together the diverse approaches and scholarship for the benefit of readers and scientific literature, in general.






Modern Language Association and the Chicago Manual of Style

This chapter would be remiss if two additional styles of writing were not mentioned, albeit briefly. As discussed in detail above, the APA format is the most widely accepted style in social and behavioral science writing; however, two other styles of writing are sometimes used in journals, magazines, and at educational institutions. These styles include the MLA and the CMOS.


Modern Language Association

The MLA was founded in 1883 and is the most frequently used formatting style in the humanities and liberal arts (MLA, 2018). The MLA hosts national conferences and an informative website for style rules and formatting. With more than 25,000 members, the MLA has worked to “strengthen the study and teaching of language and literature” (MLA, 2018, no page). Like APA format, the MLA has established writing guidelines for formatting, page layout, abbreviations, footnotes, quotations, citations, and preparing manuscripts for publication. It also includes guidelines for plagiarism. Unlike APA format, which provides very specific style rules for almost every type of source in a lengthy manual, the MLA uses a core elements approach to citing sources. In this approach, writers only need to identify nine elements in each source. These include

	Author
	Title of source
	Title of container
	Other contributors
	Version
	Number
	Publisher
	Publication date
	Location (MLA, 2018)


Once the writer has identified these core elements, he or she can use this format for basically any type of resource. If the source is a smaller work inside of a larger work (i.e., a poem in a book of poetry), the writer should consider the smaller work (poem) the source, while the larger work (book of poetry) is the container. The container is identified in the core elements as is the smaller work. Those interested in MLA style format can visit the MLA website at www.mla.org for more information.


Exercise 7.2

What would you do if you knew a student in your class was selling papers to other students to submit for grades in a course. Is this an ethical or legal violation? Why or why not? Since you know of the infraction, can you be held accountable if you choose not to do anything?






Chicago Manual of Style

Last, but certainly not least, is CMOS. This style of writing is normally used in history and a few social sciences. This style uses two formats when citing resources. The first is the notes and bibliography (NB) system, which relies on footnotes and endnotes to create references to sources used in papers. In this system, the quote or paraphrase is numbered, and the corresponding number is placed at the end of the page or within a list of references with the full information needed to locate the source. The second system is an author–date (AD) system, where the author’s name is found first in a reference and the date is placed last in the reference. More information on the systems used by CMOS can be found in the manual or online at www.chicagomanualofstyle.org/home.html.

The main differences in the three styles of writing—APA, MLA, and the CMOS—is where the emphasis is placed on citing sources and references and which disciplines use the style. APA format is most commonly used in the social sciences and places emphasis on the date the work was created. The date of publication is placed in in-text citations immediately following the quote or paraphrase and immediately after the author’s name in the references. The most recent style rules for APA format can be found in the newest edition of the Publication Manual (Angeli et al., 2010) on the APA website at www.apastyle.org/ and on the Purdue OWL: APA Formatting and Style Guide at https://owl.purdue.edu/owl/research_and_citation/apa_style/apa_formatting_and_style_guide/general_format.html. MLA is primarily used in the humanities and liberal arts and emphasizes the authorship of the work. The author’s name is placed in in-text citations in the body of the paper, and the author’s name is found first in the references section of the paper. MLA uses core elements to format citations that apply to almost any type of source. The formatting can be found in the newest edition of the MLA manual (Angeli et al., 2010). Last, CMOS is used by some social sciences, but mostly in history. The CMOS uses two types of citation and reference styles: a notes and bibliography system and an author–date system. The notes style is generally used by history and relies on footnotes and endnotes when citing sources. The CMOS latest guidelines can be found in the manual (Angeli et al., 2010). Even though there are multiple formats of writing, students in criminal justice use APA formatting and follow the ethical and legal standards put forth by the APA Publication Manual, universities, and federal mandates.






Chapter Summary

Regardless of the writing system used, formatting and writing style are important to simplify the writing process for the author and to make things easier for the reader. By following standard guidelines in writing, authors within disciplines can more easily create and publish works for general consumption and for use in academic scholarship. The rules in which they design their research are agreed upon by all within the discipline so researchers can focus on the essence of the research. Thanks to style rules, readers can effortlessly identify sources within written documents and can read for understanding rather than worrying about the style rules of grammar, citation, referencing, graphing, and so forth. In the social sciences, particularly criminal justice, the APA sets the style rules followed by researchers, writers, and publishers.

In addition to general style rules, the Association provides guiding principles in research and writing ethics. Federal government offices provide legal mandates on research, and universities comply with both the ethical and legal standards by reviewing and ensuring that students and faculty are following the laws, protecting human subjects, and providing credit for works used in their investigations. Individuals found to violate the ethical or legal directives may find that they experience civil or criminal penalties and/or are ruined as writers, authors, or researchers.




Questions for Consideration

	Identify the most pressing ethical issue in social science research, in your opinion.
	Identify an ethical violation commonly committed by students at a university. Why is this behavior unethical?
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Chapter 8 The Academic Research Paper

Many students cringe at the very thought of writing a research paper. It is often viewed both by strong writers and those who lack confidence in their writing skills as a tedious, boring assignment that requires a great deal of time to complete. This chapter will introduce students to conducting research, locating and evaluating sources, reading scholarly journal articles, and writing a research paper using credible sources. The appendix also includes a sample student essay. With the guidance contained in this chapter, students should no longer dread a research paper assignment.


The Research Writing Process

The research paper is similar to other kinds of essays, “the difference being the use of documented source material to support, illustrate, or explain” the writer’s ideas (Wyrick, 2013, p. 371). It is “a documented essay containing citations to the source you have consulted (that) combines your own ideas, experiences, and attitudes with supporting information provided by other sources” (Schiffhorst & Schell, 1991, p. 325). Readers may also find your resources useful to their research of similar topics.


Create a Realistic Schedule

Writing well takes time, so plan your time well. Always begin by setting a realistic schedule for completing the essay, taking account for the responsibilities and activities in your life such as other classes and assignments, home life, work, and social time. Consult the course syllabus and review the course policies for submitting assignments. Many professors will not accept late submissions or significantly lower the grade for late work. It is always safest to treat the assignment due date as an absolute deadline with no option for submitting the paper late.

Students will usually have several weeks to complete an essay assignment, but do not fall into the procrastination trap by putting things off that are not immediately due. Start planning and brainstorming topic ideas as soon as the assignment is received. Allow time for brainstorming, researching, drafting, and revising, revising, revising, and pay close attention to drafts or other assignments due before the research essay’s final due date.

Finally, print or create a paper copy of the schedule and post it in a conspicuous place to serve as a constant reminder. A sample schedule based on a five-page research essay is shown in Table 8.1.


Table 8.1
[image: ]






Select a Topic

A professor may assign the research essay topic, or a student may be free to select a topic. One way to make the research essay assignment more satisfying for the writer and interesting for the reader is to write about a familiar topic. “The best way to avoid … needless drudgery is to choose a subject you already know something about and want to learn more about” (Schiffhorst & Schell, 1991, p. 327). Consider choosing “something that interests you. You’ll be spending a lot of time on this assignment, and you’ll be happier writing about a topic that engages you” (Brown, 2014, p. 244). Take the time to fully explore the choices, making certain the topic satisfies the requirements of the assignment. It is always best to check with the professor for additional insight and final approval.


Focus on the Topic

Inexperienced writers often choose an essay topic that lacks focus. If a student were to research police body cameras, from example, it would be impossible to read and evaluate the information contained in the thousands of websites, journal articles, and databases that would be discovered.

Before beginning the research, develop some specific ideas on what the audience should know about the topic. An essay on police body cameras might address one of these more focused concepts:

	Do police body cameras reduce use of excessive force incidents?
	What is the effect of body cameras on community relations?
	Can the use of body cameras reduce the number of misconduct complaints?
	Is a citizen’s right to privacy violated by the use of body cameras?
	Can the use of body cameras increase the safety of officers and the public?


When considering a topic, make certain a sufficient body of literature exists to support your thesis. While an abundance of information about police body cameras can be easily located, little has been written about police accreditation. Despite its interest to the writer, choosing a topic without easily available and adequate resources will make researching and writing the research paper especially difficult.


Exercise 8.1

Each of the topic questions listed below are too broad for a research essay assignment. For each, list two or three ideas on how these topics could be focused into a more appropriate essay topic.

	Do police officers use too much force?
	Does segregation really protect inmates from violence?
	Should all juveniles who commit a felony be charged as an adult?
	What challenges does a felon face when seeking employment?











Locating Sources


Primary and Secondary Sources

Primary sources include research, publications, reports, interviews, and other original material (Schiffhorst & Schell, 1991). Secondary sources are created with the support of primary sources. Primary sources give a truer sense of the topic than any secondary source could provide (Bombaro, 2012). Collecting data from a primary source, though, can be challenging. Obtaining primary source data requires conducting individual or focus group interviews, completing survey research, or observing participant behavior, and the process can be both costly and time-consuming. Some primary source data collected by researchers are available on criminal justice databases. For example, a student researching family violence might consult a Bureau of Justice Statistics (BJS) report. The report is a primary source since it is based on crime statistics collected and analyzed by the BJS, and this information is essential to understanding the issue. Students should “locate and use as many primary sources as possible” (Schiffhorst & Schell, 1991, p. 336).

Secondary sources rely on interpreting primary or other secondary sources to support or counter the author’s thesis. These include books, scholarly articles, and other documents authored by someone who did not conduct original research or experience the event first-hand (Brown, 2014). Students should evaluate secondary sources carefully for credibility. Companies and organizations often fund research with the intent of a predetermined outcome. Information about evaluating sources is included later in this chapter.




General Search Engines

The Internet is an important resource and should be a part of your research plan. With just a few keystrokes, a seemingly endless collection of information can be located. Google, Bing, and Ask are the most popular general search engines, but students should always be cautious of Internet information since anyone can post information to the Web (Ratcliff, 2018).

Search engines seek matches to search terms by scanning millions of Web pages (Hacker, 2006). General search engines can be a good starting point for research, and even Wikipedia can identify valuable source information. But general search engines should not be used as a primary source for information. Later in this chapter, we discuss evaluating the credibility of sources.


Utilizing Search Parameters

Use search parameters to refine and focus a search.

	Use quotation marks around words to search for an exact phrase: “police use of force.”
	Put a dash (−) in front of words that should not appear in the results. If a search were conducted for police but not sheriff, this would appear as police − sheriff. **
	Use OR if either of two terms should appear in the results: police or sheriff.
	Insert “site:” in front of a word to search for websites or domains: Site: corrections.


Many search engines have an Advanced Search page for other search options. Google, for example, includes the following page to help focus a search:

[image: This is an image of the advanced search options seen on a web search.]DescriptionSource: Google and the Google logo are registered trademarks of Google LLC. Used with permission.






Google Scholar

Google Scholar (GS) can help focus a search since it omits general readership returns. Google describes the site as “a simple way to broadly search for scholarly literature … (such as) articles, theses, books, abstracts and court opinions, from academic publishers, professional societies, online repositories, universities and other web sites” (Google Scholar, n.d.). Anyone who knows how to use Google can effectively use GS to quickly access research articles completed by scholarly authors. Like any product, though, GS is not without criticism. Shultz (2007) suggests the advanced search function can be unreliable and that some returns may not be scholarly. Like any source, GS should be used cautiously by the researcher, and materials should be evaluated critically. GS should never be the sole source of identifying research materials, and it should never replace library databases. Nevertheless, GS can be an effective starting point for students to identify scholarly materials and authors. Cathcart and Roberts (2006) suggest GS is but one database and is best used “as a bridge to the more reliable, comprehensive resources offered by the libraries” (p. 14).


Exercise 8.2

	What name do the British use for the American Revolutionary War?
Search: site: uk American Revolutionary War

	What was the Russian name for the war on the eastern front in WWII?
Search: site: ru wwII eastern front

	How is gun ownership reported by United Kingdom and American news outlets?
Search: site: uk US gun ownership, site: us gun ownership



See answers on p. 147.






Utilizing Country Codes

According to Alan November (2016), the challenge of Internet research is in “learning how to access and synthesize massive amounts of information from all over the world. To manage overwhelming amounts of information, it is critical to learn how to design searches that take you past the first page of results” (para. 8).

Google’s default setting is to search websites in the region where the search originates. Whenever a student researches a problem that involves another country, they should use a country code to generate sources from that country (November, 2016). For example, perhaps a student wants to research differences in police use of force between the United States and the United Kingdom. Using the search terms “use of force” and “differences in US and UK policy” returns few results. But adding the search term “site:” and the country code UK (site: uk) focuses the search to UK sources and provides insightful information that might not otherwise be found. Adding “ac” to the search term, such as site: ac.uk, limits results to UK academic institutions. A list of country codes can be found at www.web-l.com/country-codes/.






Utilizing Databases


Criminal Justice Databases

Criminal justice databases focus on issues related to crime, prisons and jails, probation and parole, juvenile justice, and the courts. The information located in these databases comes from journals, books, and government reports. Use these and other related databases when researching a criminal justice topic.

	National Criminal Justice Reference Service: www.ncjrs.gov/index.html
	National Archive of Criminal Justice Data: www.icpsr.umich.edu/icpsrweb/content/NACJD/index.html
	Bureau of Justice Statistics: www.bjs.gov/
	Federal Bureau of Investigations Publications: https://ucr.fbi.gov/ucr-publications
	Criminal Justice Abstracts (Access through an institution or local library. See Library Databases.)
	Journal Storage (JSTOR): www.jstor.org/


Students can find an extensive listing of criminal justice databases compiled by the University of Michigan at http://libguides.umflint.edu/c.php?g=428962&p=3263967.




Library Databases

Some databases charge a subscription fee and are not as straightforward to access as general search engines. Most college libraries and some public libraries subscribe to databases that provide unlimited access to scholarly resources not available on the Internet (Hacker, 2006). Databases like ProQuest, EBSCOhost, and LexisNexis fall into this category. Check the Library website or ask a librarian about how to access these sites.




LexisNexis Academic

The LexisNexis database contains information collected from thousands of legal and news sources. Full-text publications are available from newspapers, legal news, magazines, medical journals, trade publications, transcripts, wire service reports, government publications, law reviews, and reference works (LexisNexis, n.d.). LexisNexis Academic is available only by subscription.

[image: This image titled libraries shows a grid with three rows of four icons per row.]DescriptionSource: Abraham Baldwin Agricultural College Libraries. http://www.abac.edu/academics/baldwin-library.






Procon.org

ProCon.org describes itself as a nonprofit nonpartisan public charity (that) provides professionally researched pro, con, and related information on more than 50 controversial issues … by presenting controversial issues in a straightforward, nonpartisan, and primarily pro-con format (ProCon, 2019). Students who struggle with selecting a topic will find the site’s broad selection of timely and relevant issues to be an excellent starting point for the research paper.

Topics are introduced with a thorough summary followed by an easy-to-read, side-by-side debate of both sides of the issue. The site notes, for example, that police body cameras may improve officer accountability, while acknowledging the cameras may invade the privacy of citizens (ProCon 2019). Source information is well documented, and facts can be evaluated for accuracy.




Traditional News Sources

Although print and traditional TV news outlets have faded in popularity, newspapers and network channel news sources remain valuable sources of information for researchers. EBSCO, a leading provider of databases and information sources to libraries, provides access to full-text newspapers covering national and international events (EBSCO, 2018). Transcripts from television and radio news casts are also available. Many college and university libraries subscribe to EBSCOhost, where students can access “nearly 60 full-text national and international newspapers and more than 320 full-text regional newspapers” (EBSCO, 2018, para. 3).




Benefit From Previous Research in the Topic Area

Students can benefit from the work of authors who have studied and published research similar to their topic. When a source is located, students should carefully read the reference page, paying particular attention to titles that appear to be closely related to their topic. The bibliographic information should be added to the working bibliography. Using the author’s name and title of the work, search one of the earlier described database until the source is located. It is always best to locate a full-text copy of the source. Students can read the full details of the work and evaluate its usefulness to their research essay.








Evaluating Sources

All source material should be evaluated thoroughly since anyone can post information to the Web. Using an implausible source can discredit an essay and the writer. According to Kirszner and Mandell (2011), students should ask four questions when evaluating sources:

	Is the source respected? Peer-reviewed scholarly articles are valued much more than general readership articles. Likewise, a major news publication, like the Wall Street Journal or the New York Times, is considered a more dependable source than an independent newspaper.
	Is the source reliable? Reliable sources depend on factual, documented information that supports the thesis. In a reliable source, the author will include source citations that can be checked for accuracy.
	Is the source current? Current sources provide information relevant to the topic. There is no standard for how old a publication might be yet still remain current. A technology article could be outdated in a year or less, while information on community policing from the 1980s might be current.
	Is the author of the source credible? What other publications has the author written, and have they been cited by other researchers? Is the author employed by company or foundation that suggests a particular bias? (pp. 760–761)


The use of credible sources is a sign of a well-written essay.




How to Read a Scholarly Article

Critically reading a scholarly article can be challenging for students. Even for students who are strong readers, the scholarly article is unique from other writing genres. The format, language, and data tables make it an “active, complex process of making meaning in which a reader draws information from several sources and concurrently constructs a representation of a text’s message” (McLoughlin, 1995, p. 29).

Scholarly articles follow a specific format that includes an abstract, introduction, literature review, research methods, analysis, findings or results, discussion, and references. The abstract appears at the beginning of the article and is usually limited to about 250 words. It is a summary of the problem examined by the author, an overview of the study, and the author’s findings. The introduction identifies the need for research in the topic area, identifies the focus of the study and its relevance to the field, such as criminology. To fully understand the issue, a literature review is included, which is the author’s research in the topic area. The literature review is described in more detail later in this chapter. The research methods section includes information about critical aspects of the study: the data, the research sample, and a description of the statistical or other methods used to analyze the data. First, it is important to understand the source of the type of data to be analyzed. Are the data qualitative or quantitative? Qualitative data are numbers, while quantitative data are text, such as subject interviews and observations of study subjects. Is the author using primary or secondary data, and how were the data collected? Next, it is critical to understand the unit of analysis. In other words, what exactly is the researcher analyzing: individual people, groups, criminal justice agencies or programs, or other outcome measures? Virtually, anything can be analyzed. Finally, what methods did the author use in the analysis? The analysis section is often the most difficult for students to comprehend. In this section, the researcher reports in detail the application of statistical methods or other means of data analysis and the outcomes of the data analysis. Charts, graphs, and other visual representation of the analysis are included in this section. In the findings or results section, the author interprets the results of the data analysis. In this section, the researcher applies the outcome of the analysis to the research questions and determines if the analysis supports or refutes those questions. Finally, the author summarizes the study in the discussion section. Researchers often discuss the limitations of the study, if the findings add to the scientific literature in the field, and the need for future studies in similar areas not included in the study.

Successful students often employ a strategy when reading scholarly articles rather than using an approach similar to other reading assignments. If an English professor assigns Nathaniel Hawthorne’s The Scarlet Letter, the most efficient approach to reading the text is to start at the beginning and continue straight through to the end. But this approach is often not the most effective way to the read a scholarly article. Students should first read the title, abstract, and discussion. This will help the student determine the nature of the study, what the author intended to prove, and if the study was successful toward that end. Next, skim the literature review, research methods, and analysis to understand how the study was conducted. Then reread the results and discussion sections closely. Students should then scan the references section to identify other studies that may benefit their research. Lastly, students should make brief notes or annotations while reading the scholarly article with a particular focus on areas that might be useful to their research.

Not every published article is written well, and it is highly unlikely that every study discovered and read by a student will be valuable to the research at hand. With some practice, though, this reading strategy will help students understand the scholarly article and decide if it can add value to their study.




Writing a Literature Review

Scholarly articles and essays written for graduate-level criminal justice courses require the inclusion of a literature review. Professors who teach undergraduate courses may require a literature review as well. The literature review is a summary of what the literature says about a specific topic (Purdue OWL, 2018b). It is essential for a writer to understand the topic, theoretical perspectives, problems in researching the topic, and major controversies in the topic area of any research project (Adams, Kahn, Raeside, & White, 2007). Reading as much of the available literature as possible is the only way to do this.

The abundance of literature in any topic area requires students to narrow the topic and focus the research questions so that identified literature in the topic area is itself as limited and focused as possible. That said, a search in most topic areas will return an abundance of potential sources. Reading source material will increase the student’s knowledge in the topic area and lead to other potential source material. When reading, students should identify experts in the field and seek out their literature in the topic area. Reading will also reveal theoretical perspectives used to identify the type of data needed to answer the research questions (Adams et al., 2007). Additionally, problems with researching the topic area may be identified when reading the literature. For example, Jacobs (1999) observed that no official data exists on criminal offenses committed by police officers. With this knowledge derived from the literature, scholars interested in researching this topic understand that locating data will be problematic to their study.

The literature review is a critical piece of a research project. Reading the available literature will improve the student’s knowledge of the topic and may allow them to speak to topic experts. Perhaps most rewarding, though, is the feeling of inclusion derived from the connection between other scholars’ work and your own. As noted by Adams et al. (2007), writing the literature review introduces students to an academic community as someone “who can speak and write with confidence and authority on a specific research problem” (p. 39).




Writing the Essay

Presenting the information contained in a research essay in a clear and ordered fashion is essential to the essay’s effectiveness. Students may find creating an outline of the essay’s major points helpful in organizing the logical flow of ideas. Follow the outline, but do not be afraid to move information if it fits better elsewhere (Kirszner & Mandell, 2011). Every essay should be structured logically with a distinct introduction, body, and conclusion.

The introduction section is usually one paragraph in length, but it may be several paragraphs for longer assignments. The thesis statement is often the last sentence in this paragraph. It is a clearly written, single sentence intended to inform the reader of the writer’s main idea.

Body paragraphs support the thesis statement. The writer’s ideas are supported by paraphrases and quotations from sources and the writer’s opinion (Kirszner & Mandell, 2011). Each paragraph should begin with a clear topic sentence using language identical or similar to the thesis statement and focus on a single idea. The last sentence of each body paragraph should be a transition sentence. This sentence signals the reader that the topic is about to change.

Finally, the conclusion paragraph summarizes the essay. It should include a sentence that restates the thesis statement as a reminder of the writer’s main idea. The conclusion should be at least one paragraph, but it may be longer if needed.




Working and Annotated Bibliographies

A working bibliography is a list of sources you consult (Hacker, 2006). The working bibliography is the beginnings of the references page that appears on the last page of the research essay and can be reviewed to relocate source material during the writing process. Researchers often locate many more sources than they actually use, so not all sources identified in a working bibliography will appear on the references page (Hacker, 2006).

The Internet makes creating a working bibliography a relatively simple process. All that is necessary is to capture the author’s name, the title of the source, and the URL or reference site where the source was originally located. For example, a student researching the effect of prison architecture on inmate behavior on GS might locate a journal article titled “Prison Architecture and Inmate Misconduct: A Multilevel Assessment.” This information can then be copied and pasted into a working bibliography Word document and saved for later reference.

Clicking the quotation mark at the bottom of the source opens a new window containing the complete source information formatted in several reference styles. The APA format for this article is displayed below.


Morris, R. G., & Worrall, J. L. (2014). Prison architecture and inmate misconduct: A multilevel assessment. Crime & Delinquency, 60(7), 1083–1109.



The annotated bibliography includes more detail than the working bibliography. An annotated bibliography includes the bibliographic details as well as a brief summary of the source content (Wyrick, 2013). The annotated bibliography serves several important purposes. For the student writer, “it demonstrates that you’ve read your sources and understand them, and it serves as practice for ‘real’ research” (Brown, 2014, p. 240). For other researchers, an annotated bibliography is a valuable resource. If an annotated bibliography is available in the researcher’s topic area, time and effort can be saved in locating source information.

[image: ]Source: Google and the Google logo are registered trademarks of Google LLC. Used with permission.




Exercise 8.3

	Enter this URL into a Web browser to access an annotated bibliography on women offenders prepared by the National Institute of Corrections Information Center: http://static.nicic.gov.s3.amazonaws.com/Library/021385.pdf.
	Refer to the search parameters mentioned earlier in this chapter. Use a search parameter to locate an annotated bibliography on teen dating violence.




[image: ]Figure 8.1 Sample Student Essay






Chapter Summary

This chapter introduced students to writing an academic essay using credible sources. Writing a successful essay begins with understanding the assignment due dates, including those before the final essay is submitted. Creating a writing schedule can help students meet these deadlines. Students should select a topic and focus the research questions to a topic area in which a sufficient body of literature exists to support the thesis. Literature can be found using primary and secondary sources identified through the Internet, library resources, criminal justice databases, and news sources. Students must critically analyze these sources for its respect as a scholarly source, as well as its reliability, currency, and credibility. By following the guidance contained in this chapter, students should find writing an academic essay a rewarding and educational experience.




Additional Reading

	“Writing a Research Paper.” Available at https://owl.english.purdue.edu/owl/resource/658/01/.
	“Writing a Research Paper.” Available at https://writing.wisc.edu/Handbook/PlanResearchPaper.html.





Questions for Consideration

	The research essay is similar to other types of essays. What is a major difference between the research essay and other essays?
	List and describe the four questions a student should ask when evaluating sources.
	Define primary source and secondary source. Include a discussion of the advantages and disadvantages of each.
	Discuss the advantages of using country codes for a search.
	Visit a criminal justice database. Describe the information that can be found on the site and discuss how this information can benefit your research.





Exercise answers


Exercise 8.2 Answers

	The American War for Independence
	The Great Patriotic War
	First page results for UK sites focus on gun control, while U.S. results focus on gun ownership.







Descriptions of Images and Figures
Back to image
This advanced search window has a segment on top that has the text, find pages with…, on top and a list of options below.

The segment below reads, then narrow your results by…, with a list of options below.

The options seen in these two segments are listed below:

Find pages with…. To do this in the search box

all these words: [blank box] Type the important words: tricolor rat

terrier.

this exact word or phrase: [blank box] Put exact words in quotes: rat terrier in quotes.

any of these words: [blank box] Type OR between all the words you want: miniature OR standard.

none of these words: [blank box] Put a minus sign just before words you don’t want: -rodent. –‘Jack Russell’.

numbers ranging from: [blank box] to [blank box] Put 2 periods between the numbers and

add a unit of measure: 10..35 lb; $300..$500, 2010..2011

Then narrow your results

by…



[image: ]



A button labeled, advanced search is seen below, on the right corner.


Back to image
The icons and labels for each as seen in this image are shows below:



[image: ]
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IN THE CIRCUIT COURT OF THE
JUDICIAL CIRCUIT
COUNTY, FLORIDA
STATE OF FLORIDA
COUNTY OF SS
AFFIDAVIT FOR SEARCH WARRANT

Before the undersigned, ,Judge, of the
Judicial Circuit in and for the County of State of
Florida, personally appeared Deputy Sheriff,
Sheriff’s Office, who by me being first dully sworn

deposes and says:

That he/she has probable cause to believe and does believe that on the
(premises described as or in a certain building known as) 1234 Pine Street in the
City of County, Florida, the laws of the State of Florida
have been and are being violated. Said premise is a one (1) story cement block
structure, white with dark brown trim. The building is located on the east side
of Pine Street between Timbers Street and Third Street. The house is the fourth

house with a double car garage on the east side of the house.

Beinginthe Cityof ____ . County, Florida, the
laws of the State of Florida against sale, possession, or manufacture of a

Controlled Substance. Section 893.13 of the Florida State Statute. are being
violated on the described premises by a person or persons unknown by

reason of the following facts:

On 19___, the Affiant searched a confidential informant
and determined that he/she had nothing on his/her person. Affiant gave the
confidential informant ten dollars ($10.00) in serialized U.S. currency with which
the informant was to purchase narcotics from inside the premises so described.
The confidential informant then walked directly to the entrance of the premises so
described without leaving my sight, knocked on the front door, and was then
observed to go inside. A few minutes later, the confidential informant exited
therefrom and returned directly to your Affiant and handed to your Affiant two
small manila envelopes containing about five grams of a green leafy substance in
each. The informant said that these items were purchased from inside the
described premises. Presumptive chemical tests were conducted on the green
leafy substance and showed a positive reaction indicating the presence of

marijuana THC.

A search of the described premises is to be made to seize all controlled
substances, paraphernalia used in and about the possession of and sale of

controlled substances, and to seize all persons in possession thereof.

Wherefore, Affiant prays that a search warrant be issued according to law
commanding the Sheriff or Deputy Sheriff of County, Florida, therein
with proper and necessary assistance, to search the premises described and all
spaces therein for the property described and to seize as evidence and to arrest

any person in the unlawful possession thereof.
The service of said warrant is to be made in the daytime or nighttime or

on Sunday as the exigencies of the occasion may demand or require.

AFFIANT

SWORN AND SUBSCRIBED BEFORE ME

THIS DAY OF A.D.19

CIRCUIT JUDGE, JUDICIAL CIRCUIT
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"It's a pretty nice warrant, all right,
but | wouldn't call it 'outstanding'."
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IN THE CIRCUIT COURT OF THE
JUDICIAL CIRCUIT

COUNTY, FLORIDA
STATE OF FLORIDA
COUNTY OF SS
SEARCH WARRANT

IN THE NAME OF THE STATE OF FLORIDA, TO ALL AND SINGULAR:

The Sheriff and/or Deputy Sheriffs of County:

Whereas, complaint on oath and in writing, supported by affidavit has been
before me and whereas said facts made known to me have caused me to

certify and find that there is probable cause to believe that the laws of the State
of Florida have been and are being violated on or in the premises known and
described as follows: a one (1) story cement block structure, white with dark
brown trim and bearing the number 1234 Pine Street in the City of in
the County of State of Florida and being the premises of persons

unknown, by having on and in said premises unlawful controlled substances.

Now, therefore, you with such lawful assistance as may be necessary, are
hereby commanded, in the daytime or in the nighttime, to enter the said prem-
ises and then and there to search diligently for said illegal controlled substances
described in this warrant, and if the same or any part thereof be found on said
premises, you are hereby authorized to seize and secure the same and to make
return of your doings under this warrant within ten (10) days of the date hereof,
and you are likewise commanded in the event you seize or take the property and
deliver a copy of this warrant to the person from whom taken or in whose pos-
session it is found or in the absence of any such person to leave said copy in the

place where said property or material was found, and you are further directed to
bring all illegal controlled substances, if any found, and the person or persons in

possession thereof, before me or before the Circuit Court in and for

County, Florida.

Witness my hand and official seal this day of A.D. 19 .

CIRCUIT JUDGE, JUDICIAL CIRCUIT
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American
Indian or
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Unknown

White

Description (If Subject Is)

Chinese, Japanese, Filipino, Korean, Polynesian, Indian,
Indonesian, Asian Indian, Samoan, or other Pacific Islander

A person having origins in any of the black racial groups of Africa

American Indian, Eskimo, or Alaskan Native, or a person having
origins in any of the 48 contiguous states of the United States
or Alaska who maintains cultural identification through tribal
affiliation or community recognition

Of indeterminable race

Caucasian, Mexican, Puerto Rican, Cuban, Central or South
American, or other Spanish culture or origin, regardless of race
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INVENTORY AND RETURN

RECEIVED THIS SEARCH WARRANT AT COUNTY, FLORIDA,

THIS DAY OF A.D. 20
SERVED SAME BY READING AND DELIVERING A COPY TO

AND MAKING SEARCH AS WITHIN DIRECTED. UPON WHICH SEARCH | FOUND:

(Provide a detailed list of the seized items here)

l, , THE OFFICER BY WHOM THIS WARRANT WAS

EXECUTED, DO SWEAR THAT THE ABOVE INVENTORY CONTAINS A TRUE AND
DETAILED ACCOUNT OF ALL THE PROPERTY AND APPARATUS TAKEN BY ME ON

SAID WARRANT.

SWORN AND SUBSCRIBED BEFORE ME THIS DAY OF A.D.20
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Anytown Police Department

1900 West EIm Street, Anytown USA 77750

Victim/Witness Statement Form

Case Number: Date:

My name is

and | live at city. state

zip,

My phone number is (Home)(Cell)(Other)

| am making the following statement concerning

which occurred at,

on time

A.M. or P.M.

| am making this statement voluntarily, without reward, promise of reward, threat,

force, or coercion to

a police officer with Anytown Police Department.

(Please print),

(Continue on back if necessary)

Under penalties of perjury, | declare that | have made this statement of my own

free will and that the facts stated are true.

Signature of Victim/Witness Signature of Officer/ID Number
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To: Ruby Smith, Chief, McCullum Police Department

From: Lamonte Jones, Assistant Chief, McCullum Police Department
Date: January 14, 2020

Subject: Body Cameras

The purpose of this memo is to explain the implementation of body cameras
for all patrol officers.

The Department will begin implementation of body-worn cameras on July
1, 2020.

All officers scheduled for patrol will report to the supply office for body cam-
era assignment at least 10 minutes before beginning a shift. The Supply Ser-
geant will assign and fit each officer with a body camera. The body camera
should be returned to the supply office within 15 minutes of the end a shift.
Body cameras should not be taken home or left in assigned patrol cars. The
Supply Sergeant will ensure that all recorded information on cameras is prop-
erly downloaded to the Department server and stored. Officers should not turn
off body-worn cameras during their shifts and should not delete information
recorded to the cameras.

To prepare for the upcoming implementation of the body-worn cameras, please
hold a staff meeting, provide training on camera policy and use, and meet with
the Staff Sergeant for any additional details that may make this change easier.

If there are any questions or concerns I can assist with, please let me know.
I have full confidence that our agency will make this change quickly and
continue the high level of service our community expects. Thank you in
advance for your continued commitment to our mission.
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Manchester Police Department
113 N. Oak Dr.
Lakeland, MN 47890

Captain Michael Jones
School Resource Officer
113 N. Oak Dr.
Lakeland, MN 47890

Parents of Fairview Elementary School
1337 Pine St.
Lakeland, MN 47890

Dear Parents,

You are receiving this letter because you have been identified as the par-
ent or guardian of a child who attends Fairview Elementary School. Your
child’s school in collaboration with the Manchester Police Department will be
providing a series of Kids and Technology safety programs. The programs are
designed to teach parents and students how to safely use the internet, identify
bogus and predatory websites, how to respond to unsolicited or malicious
emails, texts, and messages, and the basics of apps and smart technology.

The one-hour training programs will be held from 6:00 p.m.—7:00 p.m. in the
cafeteria of Fairview Elementary School. The first program is scheduled on
May 3, 2020. Please join us!

If you have additional questions or concerns please let me know.

Sincerely,
Captain Mark Jones
Mark_Jones

School Resource Officer, Fairview Elementary School
Cc: File

Enclosures
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LeLanna Michaels
1802 Live Oak Lane
Smithfield, Georgia 54678
Cell: 321-555-0101
Home: 321-555-9876
Email: Lmichaels@hotmail.com.

Objective:

To obtain an entry level position with Manchester Police Department that allows me to work on
patrol and use my Spanish language skills.

Education:

®  County Community College, Same County, MA, Associate of Science in Criminal
Justice, graduated May 2018

Work Experience:
e Wilson Transportation, Driver January 2017-Present

Transport inmates to court, facilities, treatment centers, and halfway houses.

McMurphee Security Company, Security Officer August 2013-January 2017

Secured buildings and other structures at the port, completed work logs, attended briefings and
trainings, and collaborated with county and city police on investigations.

Awards and Honors:

® Dean’s List, Fall 2017 and Spring 2018

®  Honor Society for Criminal Justice, January 2018

e Employee of the Month, September 2017

Skills:
Mandated State Police Certification, 2018
Massachusetts Firearms Certification, 2014
Georgia Firearms Certification, 2017—Present
Fluent in Spanish
Proficient in Microsoft Office Software
Hardworking, dedicated, and punctual
Great leadership skills
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Domestic Violence in Police Families
Student Name
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Introduction

The vast majority of police officers go about the business of their profession in a proficient and
honorable manner. Each year, millions of people who have contact with the police overwhelmingly
report that officers acted properly and were respectful (see the Bureau of Justice Statistics series
“Contacts between the police and public,” 1999-2008). Every profession, however, has rogue actors.

Despite a vibrant body of literature exploring police misconduct, few studies of crimes com-
mitted by police officers exist. Most are limited by a dearth of data or focus upon the actions of
officers within a single department. Jacobs (1999) lamented that despite significant resources
invested in the police and measuring crime, no official data on criminal acts committed by
officers exists leaving scholars, policymalers, and the public data deprived. The lack of data
leaves scholars ling to d police lity (Chappell & Piquero, 2004; Dunn &
Caceres, 2010; Eitle, D'Alessio, & Stolzenberg, 2014), but the media are at no loss for dra-
matic accounts of officer misconduct. A simple Google News search for “police officer arrested”
returns over 700,000 news reports, which may lead readers to conclude that crime committed
by officers is pervasive and erode the public trust. Sounding official, the CATO Institute main-
tains the National Police Misconduct Reporting Project (see http://www.policemisconduct.net/),
but it, too, is based on local news reports. Absent credible data, even scholars have turned to
the news in search of information on officers involved in criminal acts.

Domestic violence committed by police officers

Few studies of domestic crime committed by police officers exist, but those that do suggest the
frequency of domestic violence is at least as high as or higher among police families than the
general population (IACP, 2003; Truman & Morgan, 2014). One study claims that 40 percent
of police families experience domestic violence (Neidig, Russell, & Seng, 1992, p. 30), a rate
more than twice that experienced in the general population (Truman & Morgan, 2014, p. 1).
Another study suggests that in departments serving populations of over 100,000, 55 percent of
agencies had a policy directed at handling domestic violence calls involving police officers (as
cited in Erwin, Gershon, Tiburzi, & Lin, 2005, p. 14) suggesting police administrators recognize
a problem exists.

Explaining domestic violence in police families

Several studies attempt to identify officer-level attributes that may contribute to domes-
tic violence. One study identified demographics for those officers involved in domes-
tic violence cases in a large, urban department. The majority of officers were minority
male patrol officers with a mean age of 34 years. These officers had worked in polic-
ing for about 8 years and were typically assigned to high-crime areas (Erwin, Gershon,
Tibwrzi, & Lin, 2005, p. 15). Additionally, the authors found that most complaints
(48 percent) were filed against the officer by the officer’s wife followed by the officers
ex-wife or ex-girlfriend (27 percent) and their present girlfriend (22 percent). Most complaints
alleged simple battery (77 percent), and a number of officers had a history of at least one

previous complaint of domestic violence (23 percent) (Erwin, Gershon, Tiburzi, & Lin, 2005,
p- 17). Of the study group members, most were either immediately suspended (64 percent)
or arrested (26 percent). Just eight percent of these cases, though, resulted in any final formal
action due to a lack of support from the victim (61 percent) or a lack of evidence (31 percent)
(Erwin, Gershon, Tiburzi, & Lin, 2005, p. 17).

The impact of officer malpractice

Several studies suggest the media play a role in shaping public opinion. The great bulk of police
work is isolated from the publics view, and much of what the public knows about the police is
derived from the media (Dowler, 2003, p. 112). Repeated exposure to numerous media accounts
of misconduct may lead viewers to believe the behavior is rampant (Weitzer, & Tuch, 2004,
P. 308-309) and is strongly correlated with citizen perception of police conduct (Weitzer, &
Tuch, 2004, p. 321). Chermak, McGarrell, and Gruenewald, (2006) found the more a person
read news accounts of officer misconduct, the more likely they felt the officer was guilty (p. 272).

Responses to domestic violence by police officers

Perhaps most instrumental in revealing the problem of domestic violence acts committed by
police officers was the federal Omnibus Consolidated Appropriations Act of 1996, otherwise
known as the L d The d altered the Gun Control Act of 1968,
which was designed to prevent the use of guns in domestic violence situations (Halstead,
2001, p. 2). Its most significant effect on police officers is that it removed the “public service”
exemption, which previously allowed local, state, and federal officers to continue to carry and
use firearms for employment-related duties (Halstead, 2001, p. 2). This retroactive act, though,
made it illegal for anyone convicted of a domestic violence crime involving physical violence
or a firearm, including police officers, from owning or using a firearm (Johnson, Todd, &
Subramanian, 2005, p. 3). This legislation forced agencies that may have previously ignored or
informally addressed domestic violence within their ranks to identify past offenders and review
and update agency policies on handling cases when the suspect is an officer (Johnson, Todd, &
Subramanian, 2005, p. 3).

Conclusion

The purpose of this paper was to survey the available literature in an effort to better under-
stand what is known about domestic violence in police families, its predictors, and the
criminal justice system response to events when they occur. While few studies exist that
examine domestic violence that occurs in police families, a number of studies suggest the
rate of domestic violence committed by police officers may be higher than that of the gen-
eral population.

While no profession is without its rogue actors, officers who commit acts of domestic violence
must be dealt with swiftly in order to protect victims and the public trust. Successful policing is
based on a relationship of trust between the police and the community they serve, for “(w)ithout
trust between police and citizens, effective policing is impossible” (United States Department
of Justice, 1994, pg. vii).
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WARRANT OF ARREST: JUDGE (Art. 45.014, C.C.P.)

CAUSE NUMBER:

STATE OF TEXAS IN THE MUNICIPAL COURT
VS. CITY OF
COUNTY, TEXAS

THE STATE OF TEXAS, TO ANY PEACE OFFICER OF THE STATE OF TEXAS - GREETINGS:

You are hereby commanded to arrest , Defendant, and bring (him) (her)
before the Municipal Court named above on the day of ,20___ . Said Defendant
has been accused of the fine-only misdemeanor offense:

which is against the laws of the State of Texas and/or against the city ordinances of said city.

Herein fail not, but make due service and return of this warrant of arrest, showing how you
executed the same.

Signed this day of ,20__.

(municipal court seal)

Judge, Municipal Court

County, Texas

OFFICER'S RETURN

Came to hand the day of ,20_ , at o'clock __.m. and executed on
the day of ,20_, at o'clock ____.m. by

Editor’s Note: Judges in counties with population of more Peace Officer
than two million and without a county attorney may not
issue a warrant for issuance of a bad check unless the
district attorney has approved the complaint or affidavit on
which the warrant is based.
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involved in a crash resulting in damage to a vehicle or other property which does not require a law enforcement report shall,
within 10 days after the crash, submit a writien report of the crash to the department. The report shall be submitted on a form
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+ Keep a copy of this report for your records and for insurance purposes.
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Crash Records
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AFFIDAVIT FOR PROBABLE CAUSE FOR ARREST WARRANT (Under Chapter 45, C.C.P.)
CAUSE NUMBER:

STATE OF TEXAS INTHE MUNICIPAL COURT

§
vs. § CITY OF
§

COUNTY, TEXAS

AFFIDAVIT

My name is and | have good reason to believe and do believe that the
offense of: has been committed within the territorial limits of the City of
y County, State of Texas, as set forth in the attached reports

and documents that are incorporated herein as if set forth in their entirety.
Affiant’s belief is based on the following:
O  Affiant’s personal investigation of this offense, which is described in the attached

reports and documents.

Information received from , a peace officer who Affiant believes to be
credible and who personally participated in the investigation of this offense, whose
information is described in the attached reports and documents.

Affiant

BEFORE ME, the undersigned authority, on this day personally appeared

known to me to be the person whose name is subscribed to the above statement, and after
being sworn by me, duly stated that the statements contained herein are true and correct to
the best of his/her knowledge.

Sworn to and subscribed before me on this the day of ,20_

(Judge)(Clerk)(Notary Public in and for the State of Texas)
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Writing, Rough Draft 2 3 hours
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Submit Final Research Essay Sept. 16

Total time based on a five-page essay 19 hours
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Insert the correct word.
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. We found (there/their/they’re)

. A police patrol car is easily identified by (it'/its) distinctive color scheme.
. When is shift change? (It's/Its) this weekend.
. Yes, (there/their/they’re) are no bananas.

. We are going over (there/their/they’re)

stolen property.

. (There/Their/They’re) going over (there/their/they’re)

. Twill (lie/lay/lain) down now.

. The suspect (lay/laid) the gun on the ground, and the officer ordered him to (lie,
lay, lain) face down.

. (Who/Whom) responded to the call?
Deputy Smith, (who/whom) did you interview at the scene?

. The people (which/who/that) were arrested during the reverse sting operation were
all adults.

See answers on p. 21.





