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I.  	BACKGROUND

The Adult Warrant Unit consists of two Clerk II employees responsible for the data entry of all adult warrants into several data base systems, such as MoRIS which results in entries into NYSPIN and NCIC. The unit is responsible for picking up the warrants and related court documents daily from City Court located at 150 S. Plymouth Ave., Room 123.  Once they are picked up, they are time stamped, they are verified, entered into the systems, and filed in the City Records area for availability.  The Adult Warrant Unit Clerks liaison will liaise with City Court and the District Attorney’s Office attempting to comply with “Timeliness of Prosecution” guidelines of NYS Criminal Procedure Law (as per GO 421, Definitions, page 1&2).

II. POLICY

A. Original adult warrants are entered into MoRIS, NYSPIN and NCIC .  They  and are physically maintained on file at the Headquarters and City Records Unit.  The Technical Services Section staff may transmit FAX certified copies of warrants to requesting jurisdictions after receiving approval from a TSS supervisor. Faxed copies of warrants to requesting jurisdictions will be sent at the discretion of the warrant unit, City Records Unit, and TSS supervisors.

B. The unit Adult Warrant Unit is responsible for sending written correspondences to the defendants notifying them to turn themselves into Headquarters Desk or by calling 911.  The exception being a domestic and VOP related offenses. The exceptions include domestic, VOP, sex offenses, and felonies.

C. The Adult Warrant Unit also serves as the liaison with correctional facilities that contact us when a defendant named in a City Court warrant is ready for discharge.  The clerk will obtain the name of the institution, contact person and phone number, directions to the facility, as well as the date and time the persons is to be released. See Module 8-003 for Extradition The clerk will then notify the secretary of TSS for road trip arrangements or a supervisor.  The clerk will also send a certified copy of the warrant used as a retainer by the facility to hold the person, pending our arrival..The clerk will seek approval with the DCO’s aide (Sergeant in the Chief’s Office), TSS Supervisor, or Section Sergeant prior to making any arrangements.  A copy of the warrant will be faxed as a detainer if necessary prior to picking up the defendant. Upon approval, the warrant clerk will contact OEC, 528-2226, to assign an officer(s) for the pickup.  The clerk will detail the information for the officer assigned.	Comment by js5834: Add 	Comment by js5834: Transfer to Module 8-003 #2	Comment by js5834: Transfer to Module 8-003 #3

D. Adult warrant trackers are sent to the Eastside and Westside Section Coordinators to assist with serving the warrants.  Trackers are to be returned within fourteen days after the warrant has been received or the arrest has been made.  They also complete a warrant service list for both sections for record keeping.  The Adult Warrant Unit will distribute warrant trackers to the appropriate units consisting of Patrol Divisions, Tactical, and NYS Troopers to assist with serving the warrants.

E. The Adult Warrant Unit is responsible for liaison with the District Attorney’s Office providing updates on the warrant trackers in an attempt to comply with the 30/30 rule of the CPL “Timeliness of Prosecution” (as per GO 421, Definitions, page 1&2).  If the warrant unit hasn’t received the tracker, a request will be sent to the appropriate section to assist the DA’s Office with obtaining a copy of the requested warrant tracker. 

III. PROCEDURES 

A. The adult warrant, once obtained from City Court, is date time stamped, information on the defendant is verified, and the warrant is entered into MoRIS. and NYSPIN The adult warrant clerk will verify the defendant information before entering the original warrant in MoRIS.  	Comment by js5834: Changed the wording.  It sounded like I was repeating the same thing.

· If the adult warrant clerk has determined that the information is incorrect, proper steps will be taken to resolve any discrepancy will be exercised on a case by case situation, which may include returning the original warrant to City Court. 

· Once the adult warrant is entered in MoRIS and NYSPIN, a letter is addressed to the defendant advising him/her to turn themselves in. The letter may or may not state whether the defendant has bail, an appearance ticket will be issued, or no bail allowed and take into custody.

· The adult warrant clerk will check to see if the defendant owes DNA.  If the defendant owes DNA, the warrant clerk will staple a notification to the original warrant before filing in the City Records area.  	Comment by js5834: Added DNA


B. Upon receiving a recall signed by a City Court Judge or court clerk, the adult warrant clerk will pull the original warrant from the ACTIVE warrant drawer by City Records.  The warrant clerk will cancel the warrant out of MoRIS noting the reason for the cancellation simultaneously cancelling it out of NYSPIN and NCIC.  If the warrant that is cancelled from MoRIS doesn’t cancel out of NYSPIN or NCIC, City Records will need to manually cancel the warrant as the warrant unit doesn’t have access to do so.  	Comment by js5834: Changed the wording.

C. Correctional facilities request for certified fax copies of warrant are coordinated through either City Records or the Adult Warrant Unit.  They simply obtain the necessary information on the defendant, information is verified, and a copy is faxed to the facility.  If the person is ready to be released, coordinated efforts are made with the secretary of TSS and the Patrol Division to have officers respond. To have an officer respond.  It will be the responsibility of City Records to make the arrangements when the adult warrant clerk is not scheduled for duty.

D. A warrant tracker is generated for every warrant that is sent to the Eastside/Westside Warrant Coordinators.  The trackers are to be returned within 14 days to demonstrate attempts being made. Patrol division, Tactical, and NYS Troopers.  When the warrants are served or there or all leads have been exhausted, the warrant trackers are to be returned to the adult warrant unit.	Comment by js5834: I forgot to add the NYSPIN events.  Decided to keep some and add that the adult warrants are to be returned and maintained by us.

· Conmetix notifies the tracker warrant intake person via e-mail of all warrants served every morning.  The tracker warrant intake person then notifies the section holding the tracker that the warrant has been served to return the tracker.  IF she still has the tracker, she pulls them from her file.
· Warrants that are not servable because the defendant has moved outside of the city are kept separately and are periodically checked by City Records for current addresses via the DMV database, Pacer and MoRIS.  This is done continuously until the warrant is served or recalled.
· Warrant recalls are necessary when a judge signs a re-call order.  The Warrant Intake clerk then removes the warrant from MoRIS and NYSPIN, pulls the original warrant from the file and submits it to City Court. 

· Every morning the adult warrant clerk will print all the WCAN (Wanted Cancels) from the NYSPIN events in MoRIS. The clerk will write the ROC# on the top right hand corner of the printed notification to identify the warrant (this will help identify which warrants were either recalled or served), and then acknowledge the list from NYSPIN.  The adult warrant clerk will pull the warrant trackers from the ACTIVE warrant tracker files located in the warrant unit and file in the SERVED or RECALLED file.  	Comment by js5834: Added the NYSPIN  Events

· A warrant tracker is generated for every warrant.  The adult warrant clerk will create a coordinator document listing all the warrants sent to the patrol division sections, Tactical, and NYS Troopers.  The patrol division sections and Tactical section should refer to GO 421, page 8, #3&4 for returning warrant trackers.  NOTE: The coordinator document cover letters do not need to be returned to the adult warrant unit.

E. The adult warrant clerk is responsible for communication with the District Attorney’s Office, providing information on warrant trackers by maintaining open communication with East/West Side Warrant Coordinators patrol divisions sections, Tactical, and NYS Troopers.  Also providing the DA’s Office with copies of warrant trackers, demonstrating officers’ attempts in serving them, in an attempt to comply with the 30/30 rule of the CPL “Timeliness of Prosecution” (Refer to II, Policy, Section E).

F. When the adult warrant clerk receives information that a suspect is scheduled to appear in the City of Rochester Court or County/Supreme Court, RPD will coordinate with the Monroe County Sheriff Lieutenant to make arrangements to serve the warrant if the individual appears in court.	Comment by js5834: Added tasks after the original manual was created

G. The adult warrant clerk coordinates with the patrol division to assist out-of-state agencies with making attempts to locate individuals that are wanted by their agency.  Prior to making the arrangements, the adult warrant clerk will request a copy of the warrant and commitment (teletype) that they will extradite.

H. The adult warrant clerk will provide copies of patient involved crime reports to the Rochester Psychiatric Center (RPC) at their request.  RPC will be responsible for processing the warrant application.





