Session Overview

Introduction & Learning Objectives 05m
Lecture — Note Taking & Report Writing 45m
Break 10m
- Arrest on Patrol 10m

— Written Report of Video Call 35m

Questions / Wrap up 05m
End of Session / Break 10m
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Total Session Time: 2 hours

Main Topics of Session:
e Officer’s Notebooks

e Proper Note Taking

e Proper Report Writing

Facilitators Needed: 1 (CI)

Locations:

e (lassroom

Materials Needed:
e PowerPoint - Note Taking &
Report Writing

e Video- Female Police Officer
Makes Arrest on Patrol

Students Should Already Have:
e Notebooks
[THUMB DRIVE]

Study Session - Officer Notebook
& Note Taking
Study Session - Report Writing

Sample Reports
Article — The Art of the Police Report
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Learning Objectives

* Purpose of writing reports

. * Who are you writing for? .
* What makes a good report?

* Gathering facts

* Spelling, grammar and puncruation

* Writing the report

l NOTE TO FACILITATOR
Using the PowerPoint slides and materials from the student study sessions,
provide the students with a basic understanding of the following:

o Who will be reading the reports?
What information should go into the report?

e How to use an officer’s notebook for note taking & subsequent report
writing.

¢ Importance of using proper grammar and punctuation.

Officer’s Notebook

1. When does an officer pull out the notebook

. to take notes? .
What is included in an officers notebook?

What do you NOT put in the notebook?
Can the notebook be taken as evidence?

R el

Remember to always keep the notebook professional!
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Why do we write reports?

To provide a permanent record about the incident
To assist the detective and/or prosecutor in filing charges

To protect the interests of your agency, documenting what
you learned and your acdons

To tell the “story” of what has occurred so that anyone
can read this report and clearly understand what occurred

Who will read your report?

Inside vour A

* FTO/PTO * Prosecutor
* Sergeant * Defense Attorney
* Upper Command Staff * Judge

* Media

* Fellow recruits and officers

* Support Stff * Fublic Disclosure Requests

First impressions are critical to your
reputation

What makes a good report?

* Factual

* Idennfy all parties involved
* Clear and concise

* Spelling and grammar usage
* Chronological order

* Writing & report vs 4 non-fiction story
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What makes a good report?

* Factual

. * Identify all parties involved .
* Clear and concise

* Spelling and grammar usage

* Chronological order

* Writing a report vs 4 non-fiction story

Report Writing is much like
writing a non-fiction story

* Your report must be written using the following format

*  Introduction
® Septhe szene

* Body
* Tell the ceader what happened, in chronclogical codec
* Closing

* What ehould the reader expect o happen negt?

Introduction
Setting the Scene

® One of the easiest ways to get started is to start with
the time/date of your arrival on scene.

. * Howdid you arrive at the location .

* Duspatch

* Onview

* What did you sec when you aroved?
* Wheo did you contact?
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mop 03 /ses10 [ENINE
Note Taking/ Report Writing

Facilitator Guide

Option ##1

Introduction — “begins with your arrival”

First Person
Begins With Your Arrival

On 09-06-2014 at 1400 hrs. | was dispatched to this -
location for an assault. | arrived at 1430 hrs. and

observed several people standing in the street. |

noticed that a man was seated on the curb and there
was blood on his face.

Option #2

Introduction - “begins prior to your arrival”
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First Person
Begins Prior to Your Arrival

On 09-06-2014 at 1300 hrs. V-5car arrived home to find his
neighbaor, S-Green spraying weed killer on Scar's front lawn,

. Scar confronted Green, telling her that he did not want .
chemicals on his lawn. Green told Scar that she was sick of his

weeds spreading to her yard. Scar told Green to leave his

property and when she refused, he pushed her. Green

responded by punching Scar in the face and then went into her

house. Scar called 911 and | was dispatched at 1400hrs, |

arrived at 1430hrs. and observed several people standing in the

street, | noticed that a man was seated on the curb and there

was blood on his face.

Body
Who/What/Why/How

*  Identify people at the location

*  Whatdid they
. o .
* Hear?
*  Srell) tasee?
* Haow/ac are they celated to the scens/ peaple?
*  Ceuld this be & dodnestio violenee call?
*  What happensd?

*  Keep in mind probable cause and elements of the possible crime(s)

*  Identification and colleztion of evidence

Option #1

The bi’)d}' of the report — “hcgins with your arrival”
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Body of Your Report

Begins With Your Arrival

| partactad the man and ldenllﬁed hlm asW-Sear. Soarwasbleeding from hisnese and refussd ald
#ccarding to Saar, his neighby punched Him in e nose. Scar said Ihathehxshad

preblam wuhureanh?ca-sa -Jfall of tha J‘\"m als that ahe uses an her Lawn, Scarsaid that he ha I(lg
SGrean numerous tmes to keap off of hs property snd that she was not ta spray chemicals resr his
property. Scarsaid that at about 1300 he arrved heme on this date and | Gmn inhis front yard,
spraing wesd killer, Scar confronted Green and told her o v, According i aritirugd o
argue and Graen refused o lesve his proparty, Scar sald that he showed ureen lcwa house and i1
w at that time that Greenpunched him in fape. Scar caid that Green then went bad home and that
Grean then beft her houge shout 10minutes sgo in her vehide, Scaragald tat he wenled T prege chargee
aainst Green for the assault and far respasaing

| aIsJ contactad W-Brownwhio lives aoroes the strest from Scar snd Green, B: awir tald me that Scar and
Green had been fiahing fer years ouer just shout svenything. Cin this dats, Brown was sting in bis it
ard heard yelling across the street He walked to the sidewalk and could bear Scar and Green
Erquing about vessd Killer, wir said that be was surprised to sae Graen purdy Scar in the nose. Brown
said uvat afler Graen pairhied him, that she wilked bage over to her hous,He ssid that he called 311
it cover to see if Scrwas okay, Brown alse sad that besaw Gresn leave in her Merce
ot 'Iﬂmll’lllﬁ'i o

| tagk a written statement from Scarand gholo-graphed bis furyeaz well 35 the rant i reas of
resickenoss, | also tock & statemant fram Brown | contactsd 1 \Jreen I\(hs&. Iju 1 1hers .‘hesﬂ( araveer, |
Lelt 2 business card on he dacr, requesting that Green contact me whven she returms ham

Option #2

The body of the report — “begins prior to your
arrival”

Body of Your Report

Begins Prior to Your Arrival =

1 contactad the man and idantified him as Sar, 5oarwas blaeding Tram his nose and rafsed sd, Actorcing 1o Scar his
et Sraan punchad Fin in the nose, S0ar sal that ha has had an orgeing Problen with Green Dacauss ot sl of
e chemicals thatshe s=s on ber lrwn Scar said it he had told Green numeroas times bo kesp o ffaf his property
arvd that she was not b saray chemnicals near his property, Scareaid that atabcut 1300 he armyed home an this date
v o] Graen I s Trant yard, s rssingweed KilLar, 528t confrontact G raen amd told har to laave. Azcording o Sear
thay continued to argua anc that Green rafused 10 lesve hisvard 5 carsaid that be pushe d Graan towanck har prop=rty
A Nt L1 weas thery thatGraen punchad e in the Tace, Saar sald that Green then went back Nome & that Green
then lefther housz about 10 minutes sgcin her vehide, Scar said that he wented to press charges agarst Green far the
st and for respassing,

| el contactedW-Brown whe ives aoes the sireet from Scar and Green. Brown bald me that Scar and Green had
bien fiohting fr years cuer just abaut serything. O this date, Brown wes sitingin his frant yard and beard yelling
A e straat Hewalkadl ta the sickiwlk and coulct haar Sar and Grean arquing Abautwed killar. B row said that
d claarlyesr Scar falling Gresn o laaws his croperty, but hat she rafused, Brown said thathe watchad as Soar
AN Kowanck: har property, | asked Brown how hard was the push and Brown said that she baraly budged.
Erawn said that he wen surprised ba see Green punch Scarin the nase. Brawn saidthat after Green punched bim, that
st wealkedd Dack creer fo her house, He said thak ha caled 911 and Hen wenitover b seeifScar was akay, Brown also
S50 AT P Sa Graan [aave in Per Meroadas st 10 mintas apo

| ook a written staterment from Scar and photographed his inury as well 25 the front [awn areas ofboth readences. -|
s ook & ket namm Brown. | oonbad ted the Greee Pause, Bt thars wis o answer, | 121t busingss card an e
doar, raguesting that Green contactmea when she ratums home.
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Closing

Brief Summary and Conclusion

* Written wrap-up of your investigation

* Bung the story to an end for the reader
. * Fotential optione .

* Cags referred to detectives for Follow-up

* Suspect beoked inta the jail far investipation of assault

* Caze for informational purpoess only

* Cags submitted For review, sdditicnal Follow up may be nesdad

Avoid leaving the reader hanging, we are not writing a
“cliff hanger”

. This closing works for both options .

Closing

| explained to Scar how to apply for an anti-
harassment order. | also cautioned Scar about
. pushing his neighbor and suggested that when .
she refused, he could have called 911 rather than
physically touch her. | then cleared the scene.
| entered the photographs into evidence and

submitted my report and statements for
approval and referral to the prosecutor’s office.
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Writing the Report
If you are stuck on how to get started

Grab a piece of paper and jot down ideas using the
format discussed prior:
Introduction (setting the scene)

Body (who, what, when and how)

Conclusion (summary of facts)

Writing the Report

¢ Identfy people involved using their last name and. ..
* VicHm
® W have no idea the name of the mchim
* Scar
* Wi have no idea howsScar js invalved
* V-Soar

* W know that 3car is the wictim

Spelling and Grammar

Many people inside and outside of your agency will first get to
know you by your wiitten wodk, Keep this in mind when you
are wiiting your reports,
* Spelling
* If you have problems with spelling, identi fy those commen
problem words and keep the correct spelling in your
notebook.

* Gmammar

* If you have a problem in this ars, keep your wmting simple,

Revised 09-2014
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Writing the Report

Remember to keep your report clear, concise and
easy to follow
*  Avoid writing in one continious paragraph
*  Malbes it very difficultto read
* Pamgraphs are best

* Don't get caught up in what makes a proper paragraph. Just
keep similar informaton tagether, to assist the reader with
keeping the facts clear

Questions?

Revised 09-2014
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" IRV ENSERGRS- Video/ Write Report

Time: 45m (10m video/ 35m report writing)

Materials: e Video - Female Police Officer Makes Arrest on Patrol (6 min)
o Notebook to take notes
e Pen

Instructions:  You will be watching a video of an actual call. During this video
take the appropriate notes so you can go back and complete a
police report based on what you observed.

NTF:  Instructor will determine when reports are due. The students will
most likely not finish the report in class. It is recommended that
the reports will be turned in no later than two days after the initial
assignment. This may be altered due to scheduling and other
possible mitigating factors. As the reviewer of the reports, key
things you are looking for:

e Chronological order
e First Person

e Factual information
e Elements of crime

e Grammar

! NOTE TO FACILITATOR

Take the last few minutes of class to debrief; reiterating key points that students
have learned during this session.

*Stress that the student’s report can make or break a case. (A poorly written
report can result in the guilty going free).

@ BREAK/END OF SESSION
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