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I.  
BACKGROUND
The Information Systems Unit is established to address the processing of Incident, Mental Health documents, Motor Vehicle Accident Reports, FIF documents, Domestic Incident Reports.  We process documents on a daily basis by merging these various reports: DIR with charges, DIR without charges, FIF, IAR Narrative Only, Incident and PDR reports. Incoming reports are merged into LERMS on a daily basis and into the MVA Data System also on a daily basis. These tasks are performed by non-sworn personnel who determine the appropriate response for each report.  The response may include, but not be limited to:

1. Filing, retrieval, and security of Department reports into the Records Management System, Merging of reports into LERMS.

2. Reviewing and monitoring the quality of information in the Department‘s computer database; rejecting reports that have incorrect information (CR numbers, Dates, no charges on a report that requires charges, name errors etc.)  

3. The repository for all Department and New York State reports prepared by police personnel; run a daily list of un-scanned MVA reports and scan the reports into the MVA Data System. Issuing Help Desk Requests for errors as required. 

4. Provide information to various sources:  Accident Records Office, Insurance Company Requests and refer crime reports to FOIL officer. Maintain reports in accordance with New York State Records Retention & Disposition Schedule MU-1.

5. Or any other responses, per current directive

In addition to processing the incoming reports, the Information Systems Unit is responsible for answering the e-mail requests for accident reports through the Accident Records E-Mail Account and for returning faxed requests and regular mail requests for accident reports as received. 

II. POLICY

The policies and procedures for the Information Systems Unit are contained in a separate manual maintained by the Staff and Supervisor of the Information Systems Unit   2nd Platoon and Sergeant and are currently located in the ISU area.  RMS training procedures are also located on RPDWEB. 
III. PROCEDURE:
Law Enforcement Records Management System   (LERMS)

The new  RMS,  Lerms  was implemented on March 24, 2013.  The new system changed the functions of the Information Systems Unit in many ways by providing New Concepts and Terms to the daily activities of the Unit.  Along with the training and reference materials provided by RPDWEB under RMS there is also a list of Super Users-By Platoon & Division and Training Documentation including a special RMS Help Desk tab.
Daily Responsibilities of the Information Systems Unit: 

Merge:  A daily review and processing of the reports listed as in “Accepted” status in the Mobil Merge Client.  

TSS-ISU Staff have a prime responsibility to merge:


-Incident Reports


-DIR without Charges


-DIR with Charges


-FIF


-IAR Narrative Only


-PDR reports

Merge Priority:

-Incident Report


-DIR With-out Charges


-IAR narrative Only


-PDR arrest report


 -FIF
Mental Health Records- Special attention is given to Mental Health Records (MHA reports).

-MHA   reports are entered into Lerms by Part-time non-sworn employee, Cathy Reed, who also then sends a list of monthly totals and juvenile entries to assigned RPD Police Sergeant, Frank  Corridi or his assignee.
MHA reports are sent to TSS/Headquarters and picked up at the mail slot for ISU in the Head-quarter’s Desk area.  These reports are then scanned into LERMS under the patient’ name and become a part of the person’s permanent history.  The reports are only and easily available by searching in AEGIS Global Subject Search   under the person’s name, no cross-reference search of the Crime Report (incident) record will provide the report for viewing.  Cathy maintains the paper copies of the MHA reports, by month and year in Archive Boxes which will be sent to Record Archives when deemed appropriate and in compliance with record’s access rules.

Errors Made Before Merged Status -All reports can be rejected back to the officer or reviewer before merging is completed, the system also allows for a note to be attached to the rejected report.

Errors Discovered After Merging – Sometimes a report gets merged before anyone notices that it has an error.  When this happens, or if a report should be merged by accident, corrections can be made by sending an e-mail to Joseph Silva or by calling him at 428-9883

Merge Errors – there are times that the system will classify a report as being “Merged with Errors” some of these items can be readily corrected by the ISU supervisor, other items will wait until reviewed by the systems assigned personnel.

Report Number Corrections-   Report numbers can be changed before merging by selecting the Change Number   icon from the Merge Header and typing in the correct number in the field provided.

CAD -   The Unit has the use of   Monroe County’s CAD (Computer Aided Dispatch System) services to track incident history, crime report numbers and events by street location and date. This service is made available to five (5) employees in the Information Systems Unit.  CAD procedures are limited to IH:  Incident History and CNR: CR#.  On the command line the clerk types what form she needs (ex CNR or IH).    We have also found the CAD services helpful in obtaining MVA information.  
PATS Procedure- Two employees in the Unit (Jeanette Sawnor and Darla Oukes) currently logon to  the Virtual PC (roc-sasdev1) using a remote control icon and click the “Launch Blues Emulation” icon on the virtual PC desktop to then logon to the mainframe. From this point editing of information and corrections are made (spelling errors, out-of-jurisdiction, etc.).  The output resides on the network as a PC/SAS dataset- one for each month mirroring the mainframe data on the PC. 
.


