	The chapter relates to the departments discretion in performing and recording its legal process functions. The proper handling of all warrants, criminal summonses and summonses to testify and other legal documents that are received by the Pocomoke City Police Department is a shared responsibility that rests not only with the Chief of Police, but with all Department personnel who receive, handle, file and serve these documents.

   	The Captain will oversee the management of this document control system.

	The Administrative Lieutenant will assume control of the system during the hours when the Captain is not on duty.

30.1	RECORDS

            1.   	Arrest Warrants

                        a.   	When arrest warrants are received at the Communications Center, the on-duty Police Communications Officer shall: 

1)	Log the warrant in the Warrant/Criminal Summons Log.

2)	Make two (2) copies of the face sheet of the warrant. Stamp the face sheet copy.  Include one copy in the CJIS entry packet. The other copy should be given to the officer assigned to attempt service.
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3)	Enter the warrant into MILES/NCIC as soon as possible and leave a note or voice-mail message for the Administrative Assistant, who is responsible for validations, advising of a new entry.

4)	File the original warrant in the locked file in communications alphabetically by last name.

5)	Clear the MILES/NCIC entry as appropriate. Place the paperwork into the clearances folder and leave a note or voice-mail message for the Administrative Assistant advising of a new clearance.

The information that can be retrieved from the warrant/summons received and service record is as follows:

                                                    1)   Warrant/Summons Number
                         		
				2)    Source of Document

                                                    3)    Attempted Service

                                                       a)   Date
                                                       b)   Officer
                                                       c)   Comments, which includes addresses service
                                                             attempted, etc., location served.

                                    4)   Disposition
	
                                                       a)   Served
                                                       b)   Non‑Est
                                                       c)   Recalled
                                                       d)   Other                 

                        b.        Arrest warrants are logged in the Warrant/Criminal Summons Log
                                   maintained in communications. The following information is
                                   documented in the Warrant/Criminal Summons Log:

*	Case #
*	Name and warrant #
*	Date of warrant
*           Charges	
*	Officer obtaining warrant
*	Date/time received/filed
*	Operator ID#
*	Date served
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2.   	Criminal Summonses:  Will be received, documented and handled in the same manner as arrest warrants. 

3.   	Officers/Court Summonses 

Policy

A. It is the policy of the Pocomoke City Police Department to ensure that all officers receive their court summonses in a timely manner and to ensure accountability by making the individual officers responsible for their own court schedule.

Procedures

Court summonses are e-mailed by the courts to the Pocomoke City Police Department and received by the Records Clerk.

Once received, the Records Clerk will stamp the summonses with the received date and will insert into the Court Summons Binder in the roll call room along with a Court Docket Sign Off Sheet for each officer to sign.

The Records Clerk will maintain a master file of court summonses organized by officer.

Officers must check the Court Summons Binder daily. 

E.	 It is the individual officers responsibility to keep track of their court dates and attend when required.  Officers retrieve case files for court from the Records Clerk and sign for case file with the date and time out and in.

4.	Protective Orders/Peace Orders:	

Peace orders are primarily handled by the Worcester County Sheriffs Office, but on occasion allied agencies may forward a peace order/protection order to the Pocomoke City Police Department for service in our jurisdiction. A copy will be made for our records and will be filed in the peace orders book maintained in communications. Once successfully served, a return of service will be faxed back to the originating agency.

5.   	Access/Control of Criminal Documents

a.   	Arrest warrants, criminal summonses, protective orders and peace orders are maintained in the communications center to provide for 24-hour access.

b.   	When legal documents are received for service, they will be routed to the patrol division for service.

                          c.	Each attempt of service will be documented in the departmental computer system utilizing one card per shift. The dispatcher is responsible for referencing the attempted service cards back to the original case number.

d.   	When the document is served, the dispatcher shall forward a copy of the record of service report to the Records Clerk. In instances where it pertains to MILES/NCIC, a copy of this report shall also be forwarded to the Records Clerk.

e.  	In the event the document is not served, it will be non‑est by the officer.  If non‑est, the document is then returned to the issuing court unless sufficient identifying factors exist (i.e., first, last name, sex, race, and DOB) to enter the document into the MILES and NCIC computer.  (*NOTE: only arrest warrants will be entered in the computer, criminal summonses that are non‑est will be returned to the issuing court).

f.   	If the document is an arrest warrant that is not returned to the issuing court it will be maintained in an alphabetical file system in the Communications Center.
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[bookmark: _GoBack]g.   	In those cases where warrants are held by our agency, those persons will be entered in the MILES System and/or NCIC as a wanted person.  (If a question arises about misdemeanor warrants should be entered into the NCIC System, the State's Attorney's Office should be contacted).  Only those persons whose extradition has been authorized by the State's Attorney, Deputy State's Attorney or other attorney assigned to that office will be entered as a wanted person in NCIC. The document authorizing extradition must be signed by the State’s Attorney as directed above and a copy of this authorization must also be attached to the warrant entry packet.

h.   	Arrest warrants will be maintained in the alphabetical file system until served or recalled by the court.  When the warrants are returned to the court they will be canceled from the MILES/NCIC System and marked REMOVED from the departmental computer system. A copy of this clearance must be forwarded to the Records Clerk. 

i.	Felony warrants will be retained until served or nol-prossed by the State's Attorney.	

6.   	Execution of Criminal Documents

a.   	Maryland law and departmental policy govern the execution of criminal documents to include:

1) 	Types of warrants to be executed ‑ see paragraph (b) below;
                                       2)  	Territorial limitations upon execution ‑ see mutual aid map of City limits;
                                       3)  	Time requirements for execution;
                                       4)  	Summoning aid;
                                       5) 	Issuance of summons in lieu of arrest; 
                                       6)  	Use of force;
                                       7)  	Immunity from arrest. 

                         b.  	Arrest warrants (misdemeanor and felony), bench warrants, peace and protective orders will be served by sworn law enforcement officers only.

                         c.   	Officers will make every effort to execute criminal documents assigned for service during their tour of duty.
                         
                         e.   	Information pertaining to unsuccessful attempts to serve a criminal document will be listed on attached warrant service card and include:

                                       1)           Location where service was attempted;
                                       2)           Date;
                                       3)           Time; and 
                                       4)           Officer.

 	The dispatcher must attach copies of each attempt to serve report to the warrant entry packet. 

               7.   	Misdemeanor and Felony Warrants

                        	When an officer applies for an application of criminal charges on a person and the District Court Commissioner issues a warrant on a person the officer should take the following into account:

	a.	For persons that are charged with misdemeanor crimes that reside 	within city limits, the officer will take possession of the 	misdemeanor warrant for entering it into NCIC and service.
	b.	For persons that are charged with misdemeanor crimes that reside 	outside of city limits, the officer will advise the District Court 	Commissioner to send this misdemeanor warrant to the Worcester 	County Sheriff’s Office for entering into it NCIC and service, due 	to possible extradition issues.
	c.	For persons that are charged with felony crimes that either reside 	within or outside city limits, the officer will advise the District 	Court Commissioner to send this felony warrant to the Worcester 	County Sheriff’s Office for entering it into NCIC and service, due 	to possible extradition issues.
               
	8.   	Validation

                         	a.   	A designee will, on a quarterly basis, validate criminal 	documents. 

                         	b.   	Criminal documents will be validated on or about: 

                                    	1)  	January 1st;
                                  	2)  	April 1st;
                                           	3)  	July 1st; and 
                                    	4)  	October 1st.
	5)	As required by MILES/NCIC

 30.1.1	CIVIL PROCESS

	A. 	SERVICE OF CIVIL PROCESS DOCUMENTS 

	The Pocomoke City Police Department's involvement in the civil process is the 			service of Peace and Protective orders on a limited basis, or to conduct a domestic 		escort.

	B.	CIVIL ARREST OR SEIZURE OF REAL/PERSONAL PROPERTY

	The Pocomoke City Police Department does not become involved in the execution 		of orders for civil arrest or writs requiring the seizure of real or personal property.

30.1.2	PROPERTY

	ALL PROPERTY ACQUIRED THROUGH THE CIVIL PROCESS FUNCTION BY THE DEPARTMENT IS ACCOUNTED FOR IN AGENCY 	RECORDS

	If the department obtains property through asset forfeiture proceedings through the civil process, the property shall be accounted for in the departments records and shall be disposed of pursuant to legal authority.	
