ALBUQUERQUE POLICE DEPARTMENT
PROCEDURAL ORDERS

SOP 2-16 P&P Draft 09/15/2021

2-16 RecordsREPORTS
Related SOP(s), Form(s), Other Resource(s), and Rescinded Special Order(s):
A. Related SOP(s)

0 444D e Divici
1-93 Telephone Reporting Unit (TRU)
2-19 Response to Behavioral Health Issues
2-21 Apparent Natural Death/-Suicide
2-46  Response to Traffic Crashes
2-53 Use of Force: Definitions
2-56 Use of Force —Reporting by Department Personnel

3-41 Complaints involving Department Personnel
4-25 Domestic Violence

B. Form(s)

S Woerkshest

PD X—FEormm-TitleNeneJuvenile Report Request Form
WAool ot

C. Other Resource(s)

32Aa-2-32 1996 Confldentlalltv- Rﬁecord

D. Rescinded Special Order(s)

SO 19-119 Timeliness of Reports and Rejected Reports
SO 19-128 Missing Copperfire Reports%———Subject

2-16-1 __ Purpose

The purpose of this Dixisi afpolicy is to guide Albuquerque Police
Department (Department) personnel on which calls for service require a Yniform-tnscident
Rreport and to describe how records are kept and released. e—

2-16-2 __ Policy

It is the policy of the A Departmenty to provide an efficient and
reliable reporting system and to report and record significant incidents that come to the
Department’s attention. e—
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N/A |2-16-3 __ Definitions—(t-applicable)

A. Report

Documentation of a law genforcement incidents that contains the facts and
circumstances oftabest what occurred during a call for service.= Once a report is
finalized through the Record’s Division validation process and is made available for
public access, it is considered a public record A Rreports includes, but isate not
I|m|ted toA-Reporbecems

2. Uniform Crash Reports:; and

A=-3. Supplemental R=+eports. =

(<]

2-16-4 General PreceduresRules

A. Fhefellewing+Reports Fhatare-Reserds-CClosed to the-PRublic or LEimited AAccess:

1. Consistent with NMSA 1978, § 32A-2-32, the following reports are not considered a
public record:

4—Alljuvenile eases-reports involving juveniles where a ehile-juvenile is listed as
the victim of neglect, abuse, or has been designated by state statute b%as a
child in need of supervision

i. I\/Iembers of the publlc Beeel%mav obtain copies of tFhefellowing-tyes

reports withif they supplement their
request with a notarized Juvenile Report Request Fform verifying they are:
With an aAgency that is conducting ies-deinga background checks;
Court pRersonnel;

With a tFribal gGovernment; aador

The reporting party who is listed on the report.

nal SN
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—TheserecerdsReports may-bereleasedaremay be -enly-released to the
child, the child’s legal guardian or legal representative, the parent or their

legal representative, law enforcement agencies, and the New Mexico ard
Children, Youth and Families Department (CYFD) or other social service

aqenmes OI’ =

if the victim is deceased-.:

5b. All records that have been closed to the public by court orders;

#c.  All medical, psychiatric, psychological, or Office of the Medical
Investigator (OMI) sepertsdocumentations;

%d. Law enforcement records that reveal confidential sources, methods, or
information=; and

H-e. All homicide records, until the records are released by the Heomicide

Unit Ssergeants.
B. Access to Department Records by Other Agencies
Records maintained by the Albuguergue-Pelice-Department shall be provided,

when requested, to law enforcement agencies, criminal justice agencies or their
representatives, or other lawfully authorized agencies.

o

2-16-5 ResponsibilitiesProcedures

—Department sSupervisors sShall:

: lsreports completed
by their subordlnates before approvmq and submlttmq them electronically; and
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2. Ensure that AanyH paper Uniform Incident Reports, Uniform Crash gReports,
and-or associated documents have the Computer--Aideutemated Dispatch
(CAD) and case numbers on the document prior to it belnq submltted to Central

Records

C. Timeliness of Reports

1. Department personnel shall submit Aall isitiakreports and documents saustbe
submilted-at or before the end of their shift, except at the direction of a supervisor.

2. Department personnel may submit photocoples
be-submitted-to Central Records
documents that are generated outside the Department- (e g., bank records,
recelpts etc. ) ete

a. Fheofficer\When persennelthey intends to tag items into the-Evidence
Unitevidences=; and

b. Fhe-efficer\\Vhen persennelthey calls the NCIC Reporting Unit for=at NCIC
numbers. Department personnel shall generate aA Uniform Incident sEReport
after they request an NCIC numbersaustbe-generated.

D. RPersennelefthe-Department pRersonnel sShall:

—Write-Complete a Uniform IncidentPeliee Reports forQ
1.

4=All felony, misdemeanor, or petty misdemeanor crimes;

a._

2—Traffic offenses involving physical arrest, or protective custody;
b.

3—=Any incident or warrant service resulting in an arrest;=

C.
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d. Attempted suicides;

4—Contact with an individual exhibiting a behavioral health disorder or behavioral
health crisis, consistent with SOP Response to Behavioral Health Issues (refer
to SOP Response to Behavioral Health Issues for sanction classifications and
additional duties); & i

e.

——Apparent natural death/Suicide calls consistent SOP with Apparent Natural
Death/Suicide;=

&—All child abuse or neglect incidentss;

g.
—All domestic violence incidents, consistent with SOP Domestic Violences; aad

h.
#=All incidents involving abortion clinics and/or incidents involving any persons
involved in abortion services;=
L
a—Department personnel shall forward A-a copy of the Uniform Incident
tReport shall-beferwarded-to the Criminal Intelligence Unit for analysis and
coordination with federal agencies.
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i.
&—When Department personnel:
|
&i. Discharge a firearm other than during training or recreation;
b-ii. Takes an action that results in or is alleged to have resulted in injury or
death of another person;
&iii. __Applyies force through the use of a lethal or less-ther-lethal weapons,
consistent with SOP Use of Force: Reporting by Department Personnel;
el;iv. Apply+ee weaponless phyS|caI force at a level of force that is as-defined
iithin SOP Use of Force:

ReeemﬁeDeflnltlons : X
e-v. Points hisfhertheir firearm at an |nd|V|duaI to a to acquireing a target, or to
de-escalate a situation. Department personnel shall complete the
appropriate force reporting documentation, A :
consistent with SOP Use of Force Reporting by Department Personnel-
—+Department personnel do not need to complete a Uniform Incident
Report when they ees-retinelude-the-point their firearm use-efat athe
low-ready position-.=ard
A.
—When evidence is collected;
K.

—Department pRersonnel shall include -detailing-tthe circumstances by which
the property came into the agency’s possession and describeiag each item
of property ebtainredcollected-.and

[
——Any incident where a community member requests an officer to complete a
Uniform Incident-Pelise Reeportdte-be-taken; and

i. The eallingpatycommunity member may be referred to the Telephone
Reporting Unit (TRU) when they do not have valid follow-up information,
such as a name, date of birth, address, or complete license plate
information, c=Gonsistent with SOP Telephone Reporting Unit (TRU).=

—The calling party shall not be referred to TRU personnel in order to request
or obtain a copy of a pelise-report.

ii.

m. When directed to d SO by a Department superwsor

N/A

—Department personnel shaII D

Crash Report eatheforthe-Following :
—t
—4 Traffic crashes, z

Traffic Crashes (refer to SOP Response to Traffic Crashes for sanction
classifications and additional duties).—and
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—The primary officer had the {shallbse-the-sole responsibility of theprmary
offissrcompleting the Uniform Incident Report, or Uniform Crash Report, unless
otherwise noted in SOP .- Horr i R
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D partment personnel shall not alter Uniform Incident
eports or Unn‘orm

Crash Reports eaﬁﬁ%ee%&ereéafte
th-em%e%aﬂhev have been approved by ame superwsoree%%%e%he

2. Only the-Department personnel who completed the report may make changes
to the desumenireport if their supervisor returns the report for revisions or
corrections.

a.

nges and/or correctlons%e%maae
%eéeel%#e&to the report after it has been finalized throuqh the-Central
Record’s Units-validation process s
Ssupplemental Reeport(s)s.

3. In cases where a Department employee’s report failstedoes not previdecontain
adequate information, the-National Incident-Based Reporting System (NIBRS)
Unit personnel shall reject the report and return it to the Bepasdment
petsennelemployee who originally submitted #the report for corrections.
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H-F. Reports of Alleged Officer Misconduct in the Line--of--Duty

1. Department personnel shaw4ll not write a pelicerepertUniform Incident Report
of alleged efficerDepartment personnel misconduct in the line--of-=duty, either
by eitizer-community member request or on eftheir own initiative.

N/A 2. Department pRersonnel shawll refer to SOP Complaints linvolving Department
Personnel for reporting misconduct (refer to SOP Complaints Involving
Department Personnel for sanction classifications and additional dButies).

=If a crlmlnal case is requwed thea ﬁ@@%
case: w&shall be initiated and authorized by the Internal Affairs Professional
Standards Division (IAPS) Commander, the Bureau Deputy Chief, efRelice-or
the Chief of Police.




