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1-31 ———COURT SERVICES UNIT
Related SOP(s), Form(s), Other Resource(s), and Rescinded Special Order(s):

A. Related SOP(s)

X=XPoliey Title?-76 Court
B. Form(s)

Discovery Coversheet
PB-X—FEntry of Appearance

PD 4012 Tow-In Report

C. Other Resource(s)

BlueTeam
Court Service Information System (CSIS)

Bluetearm)
D. Rescinded Special Order(s)

SOX—SubjestNone

1-31-1

Purpose

The purpose of this Yait-policy is to promote a harmenieus-collaborative working relationship
between the Albuquerque Police Department (Department) and the judicial system.

1-31-2

Policy

It is the policy of the A Departmentj to facilitate proper
communication and information exchange between the Department and the judicial system.

N/A [1-31-3 Definitions
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Rules and Responsibilities

A. The Court Services Unit:-shalk

1. -RerRepresentss the Department throughout the judicial systems; and

2. 2-Providess assistance asnesessary-to the public, the Department, and members
of the judicial system, as necessary.

B. The Court Services Unit Supervisor shall:

C. Court Services Unit personnel shall:

e—GeCoordinate cGourt aAppearances for Department personnel:

1.

4.2. Utilize the Court Services Information System (CSIS)s;

rocess requests for leave from court submitted through
SharegPomt consistent with SOP2-#6 Courts, including :

-2.-
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nNotifyingy allefthe judicial systems of Department personnel’s vacation, leave, and training;
3

24.  Monitor effieers-Department personnel duty -assignments throughout the
Departments;-and

35. Utilize the CSIS to complete Court Dockets, including:=—and

b-a. Postlnq%te#ehew%eeet the SSeven =(%-Dgav docket on SharepPoint
SVen with=in seven (7) days of the current date-; and
%&e%he*%eee@ostmq en-the Final (Next Day) docket on SharePgoint the

Einal-NextDay-deeketwith-in twenty-four (24) hours of the current date.
b.

6. j i vit-Sschedule mMisdemeanor {pre-trial
nterwewi (PTI) requests from defense attorneyss-;

receive and distribute criminal subpoenas
for Department personnel from judicial entities, including:=

+—EmailingStafshawilemail Department personnel copies of the subpoenass;
and

more than two (2) busmess days prior
from-the hearing/trial datetime.

eview the following citations prior to submission to

the approprlate courts:
8.

a—Traffic cGitations (pRrinted/handwritten); andard

e;b Mlsdemeanor cgltatlons (gBrlnted/handwrltten) —and

-3-
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i. __If citations are not correctly completed, Court Services Unit Yaitpersonnel
stafshawidll return the citation to the the-issuing effise=Department
personnel to be corrected and resubmitted.

a. Charges;
b. Department personnel’s signature;

c. Supervisor’s signature;
d. Defendant’s information; and
e. Whether it is listed as summons.

e LI og all criminal summons received from sworn
personnel and sent to the Bernallllo County Metropolitan Court;

LsSubmit the criminal summons to the

Bernallllo County Metropolitan Court

a. When issuing criminal summons, sworn personnel shall provide the Court
Services Unit with an original criminal summons and two (2) copies.

——and

12.When filing a missed court notice-Geurt-Sep fces-Uni {personnclshal :

a. Report all missed court notices to the Court Services Unit Supervisor.=
i. The Court Services Unit Supervisor shall provide copies of the missed court
notices to Operations Review to be entered into BlueTeam.

13. When f|||nq lisdemeanor DWI and dBomestic vMiolence dBiscovery-Ceutt

a. Gather and submit the following information and documents to the District
AAttorney’s (DA)s Office;
i. Breath Card;
i. Femm-Tow-lin Report;
iii. State of New Mexico Uniform Crash Report (if applicable); and
—Video from 08n-bBody rRecording dBevices (OBRD).
iv.
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. prepare case files for
emeﬁsDepartment personnel-

2. When possible, shalprovide Gcase fEiles-shallkbe-previded whenpessible-to the
officer within-three (3) <ten-{403-days or more prior to theetthe- court date as
follows:=

a. Ensure that cGase files-shall include all paperwork needed for prosecutions=
iGase-fileseanincluding,e but is=not limited to:
i. Reeports;
ii. Ceriminal complaints;
iii. Ceitations;
iv. Sstatements;
v. Ddiscovery; and
vi. Entry of Appearance.
b. Provide -dBiscovery shaltbeprovided-to the defendant and or defense
atterneattorney:y= anda=
c. Deliver aAll paperwork that requires a certified hardcopy shat-be-delivered-to
the Bernalillo County Metropolitan éMetre-Court Officer's Gun Locker Reoom.
—Department personnel may return the hard copies to the Court Services Unit
after the hearing for any necessary updates.
i. Sworn personnel who chose to retain hard copies are responsible for the
file.

Fll”
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