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HQ Procedures:
1.  Sex Offenders
-Obtain photo ID

-Record check

-Registry book

-90 day form (following templating instructions below), Change of Address form (no need to template)

-Enter in Moris with Template…..


Adult non-arrest


PDR enter CR Agency (ROC)


Type of NAE: SORI


Effective date: (enter)\\then (tab)


Responsible agency (roc)


Responsible officer…enter your IBM


Click sex offense


GO to status tab


Custody status: click on ROR


Click done, proceed, check status when seeing Moris # tab


When complete status shows as “unverified” in results field

-Paperwork Distribution


Copy 90 day form and give copy to records

Pink ply goes to the sex offender


Yellow and white plies go in the CID mail box

-Change of address form


Fill in DCJS# from registry book


Fill in local (moris) #


Fill in NYSID# from Moris


Make all copies and send to CID- (only when we don’t have original NY state form)

2.  Repo Tows:

Run plate of vehicle to verify


Obtain a copy of the vehicle info records


Write date/time, name and sign repo report


Staple vehicle info to copy of repo vehicle report (city records staff)


Give one copy to repo guy
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3.  Bails:

1.  Determine the bail amount

For arraigned Defendants:

-Call jail records (753-4134, 753-4135, 753-4136, or 753-4137 Monday-Friday or 753-4190 on weekends) to get the bail information for the defendant (bail amount, next court date, judge, charges, CR#).

-If the defendant has been arraigned, the bailor may have a court paper containing bail information.  We still need to verify the information through the jail before accepting bail.

For unarraigned defendants:


-HQ officer sets the bail per CPL protocol for non-warrant arrests as follows:
A Misdemeanor
$500



B Misdemeanor
$250



U Misdemeanor 
$250



Violation (PL)
$100



Infraction (VTL)
$50



Violation (MC)
$100



***No bail for: Felonies, domestic offenses, Prostitution offenses, No ID first time arrest

---If warrant pre-set bail enter 9998 tab for bail already set by court, domestic enter 9999---
-The bail for a warrant arrest is determined by the Judge and therefore written on the warrant.
2.  Set the bail in moris.

3.  Make sure unarraigned prisoners have been properly identified before accepting bail. 
-Refer to #3 for information on acceptable/unacceptable forms of ID.  In addition to what is listed in #3, fingerprint identification in moris can be used for identification purposes for prisoners.
4.  Taking bail for both arraigned and unarraigned defendants:

a. Obtain acceptable photo ID from the bailor.  Acceptable ID includes drivers and non-drivers ID’s issued by DMV, passport, military ID, and employment ID.  We do not accept benefit cards for ID.

b. Check moris entry for said arrest.

c. Fill out bail slip with necessary info

d. Count money and check for counterfeit bills (dollar amount may require a supervisor to verify/count the money).

e. Fill out bail envelope

f. If a credit card is used for the bail, make sure to indicate “credit card” and the reference number in the bail receipt.

g. Have the bailor read and sign the bail receipt.

h. Bail receipt distribution:


-White copy: put in bail envelope with money


-(Light) Yellow copy: put in tray on HQ desk

-Pink copy- keep in bail book (do not remove)


- Goldenrod copy: give to bailor and instruct bailor to walk it over to MCJ and give to deputies upon leaving PSB

i. Drop sealed envelope with contents into bail safe located inder HQ desk.  Be sure to turn the handle twice to make sure the envelope drops into the safe.

j. Log the bail on the blue bail log sheet.

k. If the defendant has two or more separate court matters involving bails, a bail slip is completed for each matter.

l. If the defendant has two matters that the judge has deemed concurrent then one bail slip is completed and both matters (ie CR#’s, charges, judges, return dates and times) are listed on the slip and “concurrent” is stated in the amount section of the bail next to the amount of cash taken.

4.  Bonds:
1. Call jail records to get the bond information and compare it to what is on the bond paperwork.

2. Bonds are only accepted at the HQ desk if the actual bond has been signed by a city court judge acting in a city court capacity.  We accept only two documents: the Bail certificate of release form (which should contain: defendants name, DOB, charges, CR#, bail amount, judges signature, and date stamped “received by the court”) and the securing order.  All other documents presented to you by the bondsman should be returned to them so that they can deliver it to the court.

3. Make a copy of the release form and give it to city records.  The original bail certificate of release and securing order should be put in a labeled/sealed bail envelope and dropped in the safe.

4. [image: image4.png]. As the information is handwritten- sometimes it is difficult to read the numbers(house and phone numbers),
street names or even SOR’s name. It is important that this information is legible.

- Ifyoudo not have the multiple form (I know they run out from time to time) , we need the original and 1 copy-
in addition — the SOR should be given a copy as well.

| really appreciate you taking the time to read over these items and hope that it will help you as much asiit will help us. |
know it can be frustrating when the SOR’s come in and they don’t even know what they are supposed to be doing.
Again- if you have any questions or need clarification on any of this-pls let me know.

e i



Log the bond on the blue bail log sheet.

Note: you do not have to complete a bail receipt for bonds.
5.  Reporting Lost or Stolen Plates/Drivers Licenses:

1.  One plate lost:


- Fill out MV-78b form


-Obtain ID from registered owner


-Obtain vehicle registration


- Give sheet to reporting person


2.  Both plates lost or stolen (complete these additional steps)

-  Call ECD and use your assigned HQ car # to obtain a CR# and close it out 40/59.


-  Add CR to form and copy with full page “recovery of license plates” sheet


-  Have registered owner sign and date “recovery of license plate” form


-  Give original MV-78b form to reporting person (the half sheet only)


-  Give signed “recovery of license plate” form to city records

6.  Warrants (people turning themselves in at the HQ desk):
· Run 29 check and confirm warrant

· Pull warrant from file in records

· Fill out PDR

· Fill out APT if applicable
· Call 911 and create a job card for an officer to transport warrant subject to booking
· If APT- turn in APT, warrant, and PDR to records

7.  Redflex:
- Get log in/password info and token from your supervisor.
- Ask to be trained and to see an up to date redflex manual for referencing.
8.  Useful Phone Numbers:

To obtain a specific officers phone number in the dept phone: hit “directory”, press “1”, then begin spelling officers last name until his/her name pops up on the screen.  Once the name has been found, press down the center portion os the volume button on the phone and this will dial the number to the person.

Booking 753-4131

311 or 428-6720

Accident, fingerprint, DNA, & photos 7493

Bail office 2438

Booking 753-4136, 4133, 4128, 4131, 4152, 4188, 4137

Booking control 753-4188

CAD-911 Computer Room 753-2252

Cathy Witner 1105

Central Control 753-4021

Chiefs Office 7003

CID/Cowart 6057

City Court 4703

County records (officers) 753-4174

Court Liaison 7171

DA’s Office 753-4500

FACIT 7183

Fire Permits/Connie 3693

Help Desk/IT 7587

Interview rooms 1281,82,83

Juvenile room 1211

ID Unit/Kathy King 1150

ID Unit. Kevin Parks 1152

Lt. Tydings 7173

Guns 7155

NYSP 279-8890

Property Clerk 7434

QM 6549, 6564

Public Record (MCSO) 753-4188
Room 123 2128

Taxis 1312

Tech Unit 6737

Warrants 6571, 753-4717

Weight room 1227

---OEC Officers Only---

Brighton 528-2219

East Rochester 528-2228

Fairport 528-2228

Fire 528-2222

Gates 528-2230

Greece 528-2220

Irondequoit 528-2232

MCSO 528-2228

Monroe County warrants 753-4900

NYSP-Canandaigua 398-3200

NYSP-Rochester 279-8891

Ogden 528-2228

OEC Office 528-2234

Probation 753-3765

OEC Supervisor 528-2234

OEC Channel 3 528-2226

Webster 528-2231

Locations:

TVB- 16 E Main St, 5th floor

Family Court- 99 Exchange Blvd, 3rd floor

Hall of Justice- 99 Exchange Blvd

City Court- 150 S Plymouth Av

MCSO Jail and Pick Up- 130 S Plymouth Av

Room 123- dispositions, arraignments, recent missed court dates, etc

Room #6 at HOJ- return of bail

Victims Assistance- PSB 2nd floor, room 270

CAD Notes and Commands:
Sign on- enter “OP” on blue command line and hit enter kep on the number pad

“MON/UW rp1 rp3 rp5 rp7 rp8 rp9” shows cars dispatch and cars assigned in City of Rochester
“DALL” check for driver’s license info

“DLIC” drivers license check

“RALL”- registration check
“RNAM”- check for multiple vehicles belonging to one owner
“RVEH”- out of state registration check

“RVIN”- used to run VIN numbers

“IH”- used to check on an incident: enter time frame, etc and when entering location use asterix (*), the location/address, then (*) again

“CNR”- used to look up a CR#

“F10”- used to make a job card at HQ, for example: enter the following: “cor/req info or cor/warrant arrest”

GD # (last four digits of incident number) D/(enter code)    (used for coding out a job, ex: gd #1234 d/40.58

INFO @ (enter 1st three letters of dept, section, or unit)  (used to look up phones #’s, ex: info @ani (animal control)

TVIs (used to check on towed vehicles)

“US (car#)” (check on unit status of car/officer)
Sign off – OP OFF

CAD Procedures: (for CAD help call 528-2251)

F1= command line

F2= deletes top information box

Shift F7= log off

IH= incident history

CNR= CR# type CNR and then input CR# without the dash

CNS=CTYP

Sign on: enter op on the blue command line

To hit “enter” in CAD you must use the enter on the number pad on the keyboard or the “esc” button
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[image: image7.png]To make an outside call - Lift the handset or press Speaker Button 5& and/or press the Outgoing
button then dial the phone number

To make an internal call- Lift the handset or press Speaker Button B_M_ and/or dial the extension
(TUTTEEt

To receive a call: Lift the handset or press the Speaker Button &e or press the flashing Call Key.

Note: All calls forward to voicemail after 22 seconds if voicemail is programmed.
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Switch buttons between PSA and Standard press ® Feature Key dial 29399
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Volume, Speaker/Mute Controls:

o Up/Down Arrows: The up and down arrows provide volume control for each active function. When
phone is idle, arrows control screen contrast.

.5& Speaker Key: The speaker button enables and disables Handsfree mode.

. § Mute Key: The mute button enables the Mute, which allows you to temporarily turn your phone’s
handset, headset or handsfree microphone off during a call. Press the button a second time to deactivate.

_ixed Function Keys:

. @2%:3:@: Key: Provides access to menus for your phone's additional features.
- Call History — provided as button also (see below)
- Settings

Languages

o Test Size

o Brightness and Contrast

o Screen Saver

o}

.@. Feature Key: This key allows you to utilize feature codes. Use only when instructed.
2 -y
S Redial Key: Calls the last external number dialed.
2 &
To use: Lift the handset or press the Speaker Key and press the Redial Key = .

Dau..n_._._o_n_ Key: Places the current call on hold. ‘
To use: While on an active call, press the Hold Key O .. To retrieve the original call, press

the flashing Call Key or press the Hold Key ¥ again.

Note: if you have multiple calls on hold pressing the Hold Key Al will pick up the calls in
order placed on hold.

..\tfww._...m:m*mq Key: Initiates a call transfer to another extension or outside number.
To use: .
1. While on an active call, press the Transfer Key ™ . This will automatically put the

original caller on hold.
Dial the extension number or press the Outgoing button or 95 and then dial the outside

number.
To complete the transfer, hang up the phone.
To cancel the transfer, (do not hang up) press the Call Key the caller was holding on.

N

Aw
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1. While on an active call, press the Transfer Key o~ 88 This will automatically put the caller

on hold.
2. Press the Voicemail followed by the mailbox number (extension number).

3. To complete the transfer, hang up the phone.

.WE ‘Message Key: Flashes to notify you of new messages waiting in your voice mailbox. When flashing
press the button then press the # button and you will be asked for your password.
Note: If you have multiple mailboxes lamping your phone pressing the button again will cycle
through and identify all mailboxes that have a new message.

o SoftKeys: Has eight dynamic menu buttons at the top of the Display that change depending on the
feature and menu currently displayed. You can use the menu buttons to view and select feature options.

Feature Keys:

Call Key: ._.ﬁmwm keys are used <<_._m:<ocm60:m om__o:ocqnso:m,w ::Q:c.
Flashing when ringing or holding and solid when being used.

Outgoing: Press this button to make an external phone call or dial 95.

Pick Up: This key allows you to answer a call that is ringing or holding on another extension.
To Use;
- Lift the handset or press the speaker button
- Press the Pick Up and dial the extension the call is on.

—ro»o“ Using this function a ringing call will always be answered before a holding call.

Voicemail: Press the Voicemail key when the message button is not flashing. Once you have accessed the
voidemail system, you can utilize two different features:
- Allows you to send a message to another user internally: Lift handset, dial 2500, enter the
mailbox number (same as extension) and leave the message.
2- Allows you to log into your mailbox if they do not have new messages: Lift handset, dial 25000,
' press the * key, enter your mailbox number and your password.

Record: The record feature allows you to record a conversation. To use this feature: press the Record key.
To end the recorded conversation: hang up or press the Record key again. The recorded portion of
the tonversation will then transfer to your mailbox as a new message.
Note: The recording cannot exceed your mailbox capacity (standard is 30 mins) including all new and

mm&_a messages.

i
Do Not UJCE..U (DND): Is used to make all calls go to voice mail immediately. Your phone will not ring.
To Use:

- To activate press the Do Not Disturb button then press the Speaker Button Aa
- o deactivate Press the Do Not Disturb button

Conference: This feature allows you to create an ad-hoc conference.
To use:
- While on a call press the Conference button (the call will be placed on hold)
- Enter the extension number or press outgoing and dial the phone number.
- Press the Conference button again and add another party OR press the conference button
again and you have established the conference.
Note: When you hang up the conference will be terminated.
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Directory: This feature allows you to look up extension numbers or system speed dials (if applicable).

To use:
- Press the Directory key. Then select 1 for extension lookup
- With Intelligent Directory just start spelling the name of the person you're searching for when

found press the # key to dial the extension number.
o The Hold Key L. will allow you to backspace

Call History: This feature allows you to scroll through previously missed, received, or dialed calls. Press

the Call Log Key and then 1 for missed calls, 2 for received calls or 3 for dialed calls. You may scroll
through the list using the volume arrows. Option 4 will allow the user to delete the Call History.

Miscellaneous Information:

Station Speed Dial: This feature allows you to program up to ten individual speed dials on their phone.
To Program Speed Dial:

Press the Feature Key @ followed by 29383.
The display screen will then prompt you to enter a bin 0 - 9. This is what the speed dial will be
stored as.

The display screen will then prompt you to enter a name associated with the speed dial. Text

using the letters on the keypad. Press the # key when you are finished typing the name.
~u|s2

o The Hold Key Low. will allow you to backspace and the Transfer Key . will
allow users to move the cursor forward.

The display screen will then prompt you to enter a name associated with the speed dial.

Remember to type a 95 if entering an outside line. Press the # key when you are finished typing

the number.

To Use::
- Lift Handset, press Call Key or Speaker Key.

- Press the Feature Key @. followed 29382 then select the 0 - 9 associated with speed dial bin
set

To Change the Ringtone: Press the Feature Key @. and dial 29398. Scroll through the different ring tones
using the volume controls.

Forward: This feature allows users to forward their phone directly to another extension or telephone number.
If forwarded to another extension the call will ring until answered, will not go to voice mail
To turn on Forward:

- Press the ®. Feature Key key and 29382.
- Enter the extension number —OR- 95, the external telephone number and the # key.
- To forward to voicemail: Press Forward key and dial 2500.
To Turn off Forward:
- Press the Forward key.

- Press the Speaker Key

5/25/2013 4
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The stand built into your phone tilts to give you a better view of the keys.

To tilt your telephone for better viewing:

1. Turn the phone so that the front faces away from you.
2 Hblt'the Base unit'fiimiy m:q.Edmm5@a.mmmm;gm.o:.imé&@%%im,ﬁga;q&wﬁe:@c.mmm,:am

3. Hinge the hooks of the base unit into the notches on the back of the phone and snap into place as follows:

a. For a high-angle mount, hinge the ’ .
two lower hooks into the bottom /
set of notches and snap the two

Q

upper hooks into the middie set of
notches.

Y

b. For alow-angle mount, hinge the
two lower hooks into the middle
set of notches and snap the two
upper hooks into the top set of
notches.

HnotRy
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Solutions

LANGUAGE IDENTIFICATION If you do not know
the language needed ask our representative for help.

INTERPRETER IDENTIFICATION Interpreters
identify themselves by name and ID number. Feel free
to note this information for future reference if your
organization requires it for their records or to comply
with regulatory requirements.

WORKING WITH AN INTERPRETER Briefly tell
the interpreter the nature of the call. Speak directly
to the limited English speaking speaker, not to the
interpreter, and pause at the end of a complete
thought. To ensure accuracy, your interpreter may  *
somgtimes ask for clarification or repetition.

Interpreting

over video or on-site

LanguagelLine
Selutiens

Languagel.ine Solutions IMPORTANT INFORMATION

websites, multimedia, etc.

DEMONSTRATION LINE To hear a recorded
demonstration of over-the-phone interpreting,
call our demonstration line at 1-800-096-8808.

CUSTOMER SERVICE To provide feedback,
commend an m:ﬁm_‘u&ﬁm: or report any service -
concerns; call 1-800-752-6096 or go to
www.languageline.com, and click on the
“Customer Service" tab to complete a Voice of
the Customer feedback form.

Translation Testing and Tralning
= The spoken word The written word Improving language
R provided over-the-phone, provided for documents, ~ [l skill development and

language proficiency
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Rochester N.Y. Police Department

* WHEN YOU NEED AN INTERPRETER:

If you have a dual handset

DIAL: 1-800-523-1786 Diac 15 FiresT

PROVIDE: your 6-digit Client ID 902033

INDICATE: the language you need or press

» 1 for Spanish

= 2 for all other languages and state the name of the language you need

* 0 for assistance if you don't know what language you need

PROVIDE: Detective or Civilians First and Last Name

PROVIDE: IBM Number

CONNECT: to an interpreter, document his/her name and ID# for reference. Summarize
what you wish to accomplish and give any special instructions.

one: Lift handset and press the “Red" interpreter button, then follow the

prompts. Once connected to an interpreter, give the second handset to the limited English proficient
individual.

When calling or receiving a call from a limited English proficient individual: Use the conference
feature on your phone to make a 3-way call, & follow the instructions above to connect to an interpreter.

© 2013 LanguageLine Soiutions Al right reserved. / www.Languagelne.com

.





Procedure for Scanning of the Bail Receipt

Headquarters

Headquarters officer will take the bail as usual.  After completing the bail transaction the headquarters officer will make a copy of the bail receipt and then walk the copy back to the radio room for scanning.  Officer will hand the copy of the bail receipt to the PIC who is working the “booking” station.  If that PIC is on lunch or break, then the officer will hand it to another PIC.

Police Information Clerk

The police information clerk who is assigned to the booking station will scan in the bail receipt.  The bail receipt will be scanned IMMEDIATELY and as follows:

Into the most recent booking with the charges that the inmate or unarraigned prisoner is being bailed out on.  (In the case where there are multiple books with the same CR# the receipt will go into the latest booking.)

Under documents tab.  Select other for type.  Type in “bail receipt.”  Add the document type and then scan document.

If there is more than one bail receipt each one will be scanned into the arrest booking that the person is being bailed out on.

Police information clerk will notify Central Booking @ 753-4127 IMMEDIATELY after the bail receipt has been scanned.  The PIC will call this number twice, if no answer the PIC will then contact the HQ Sgt who will then call the number that is located in the HQ Sgt’s phone. 

PIC will make a notation on their log sheet as to the time and Deputy of who was notified.

PIC will shred copy of the bail receipt.

At no time will there be a bail slip sitting and waiting to be scanned.  IT will be done immediately, taking priority over everything else.

In the case where a bond is posted the PIC will follow the same procedure as the bail receipt by scanning in the bail certificate of release form under the documents tab and naming it “bail certificate of release.”

PIC will notify Central Booking @ 753-4127 IMMEDIATELY after the bond receipt had been scanned.  The PIC will call this number twice, if no answer the PIC will then contact the HQ Sgt who will then call the number that is located in the HQ Sgt’s phone.

PIC will make a notation on their log sheet as to the time and Deputy of who was notified.

PIC will then shred the bond receipt.

In the case of a concurrent bail with multiple arrests, the bail receipt will be scanned into each booking that the person has been bailed out on.

(EXAMPLE: Judge Morse sets bail at 250, Judge Miller sets his bail at 250 but makes it concurrent with Judge Morse’s bail.  One bail/bond receipt will be completed as usual.  That one bail/bond receipt will be scanned into the booking for Judge Morse’s charges and the booking for Judge Miller’s charges.  If it is the same booking then the bail/bond receipt will be scanned in only once.

THE PIC WORKING THE BOOKING STATION WILL NEED TO LOG OFF OF THE COMPUTER WHEN STEPPING AWAY FROM THEIR DESK FOR BREAKS AND LUNCH.

HEADQUARTERS SGT

If no answer at booking, the PIC will then notify the HQ Sgt who will call the number listed in the HQ Sgt’s phone (contact name: Booking Bail Receipts) and ask for the street Sgt.  The HQ Sgt. will notify the PIC as to whom he notified and what time the notification was made.

SUNDAY BAIL REVIEW PROCEDURES

Headquarters Officer(s) will complete the appearance tickets for all persons released by the City Court Judge after bail review.

HQ Officer will compile and print out the in-custody list of prisoners from MORIS and give copy to ADA and Public Defender after they provide proper employment identification.

HQ Officer will receive notification via fax from the MC Jail on what defendants the judge has determined to be released from custody, (exception, being Judge Morse, who does the review in the PSB atrium and gives release authorization form directly to HQ officer and who then faxes the form to the jail).

HQ Officer will fill out the appearance ticket(s).  The appearance date will be the next available court date including holiday arraignments.

HQ Officer will NOT sign the appearance ticket.

HQ Officer will notify the jail @ 585-723-4127 once the appearance tickets are completed.

MC jail deputy will pick up the appearance tickets from HQ.

MC jail deputy will sign the ticket and have the arrestee sign the ticket and jail staff will change the status in MORIS to APT.

Police Information Clerks, (PIC’s), will pick up the appearance tickets when they pick up the paperwork from booking and attach them to the corresponding PDR’s.

(NOTE) HQ Officer will adjust any bail amounts in MORIS that the reviewing judge decides to change and enter 9998 to indicate bail set by court. (APPLICABLE ONLY ON SUNDAY BAIL REVIEW)
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b. Many identification items use UV ink, but others do not.  Most passports have some form of   UV links and fibers.

IV.
Video

Refer to attachments of instructional color photographs and video provided by Nashua of the information discussed.

Summary:

List the functions of the Nashua Counterfeit Detection System and be able to operate the unit.
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1. Lookup the SORI’s MORIS folder by # or name search.

2. Go to the “booking” tab on the upper command bar and click on it to open the drop down box.  Select template.

3. A template booking box will appear and click on “template to a” drop down and select “adult non arrest booking.”  Click OK.
4. The template will appear.  The folder will have 7 individual tabs.  Select the PDR tab.

5. On the upper left corner, click edit.

6. For the “CR agency” box, type ROC.

7. In the “type of NAE” box, select SORI on the drop down selection.

8. In the “effective date” box, type in two backslashes, //.

9. In the “responsible officers” box, type in your IBM#.

10. In the crime context section, check the box for Sex Offense.

11. In the “def ph #” box, put in the SORI’s phone #.

12. Click on the address tab and verify that the address listed is the current address of the SORI.  If different, click on the “modify” tab and type “A” in the “address type” box.  Then proceed to type in the current address in the folder.  When complete, click on the “Add” button.

13. Click on the status tab and go to the “custody status drop down and select ROR.

14. Click done on the upper left of the page.

15. A prompt will appear and click on proceed anyway.  Submit to booking and click done.

PROCEDURE FOR HEADQUARTERS SEX OFFENDER REGISTRATION
1.  Run record check to determine if offender is wanted.

2. Check SOR list to determine level and current address.

3. If offender’s current address is different from SOR list or if offender is giving new vehicle, internet, or employment information or is not on SOR list complete a change of address form.  Then proceed according to the following guidelines.

LEVEL 3 OFFENDERS

In addition to any change of address form completed as described above, and only if offender is reporting on his 90 day date

1. Complete 90 day form as described below

Using the date in the book schedule the offender to return to HQ exactly 3 months from that date.  (EX date on SOR list 1/3/03, schedule offender to return 4/3/03).

LEVEL 1 & 2 OFFENDERS AND OFFENDERS NOT ON LIST

No other forms need to be completed!  Do not complete a 90 day form for level ones and level twos or if level is indeterminate!

We do not handle annual registration!  Offender can be referred to DCJS offender assistance lines 518-457-3167.

OFFENDER PHOTOS

Only taken between 10am-2pm.
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RP1(city n/w) RP2(city s/w)
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“ . ERO(East Rochester) GAT(Gates)
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TS13(your terminal)

PD13(RPD Channel 92.west side)
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PDORPD Channel 3 & 5-admin)

|
CAD Cbmmands: F1(puts cursor in blue box)
[ F2(clears upper box)
_ F3(clears lower box)
ﬂ F9(shows list of waiting incidents)
“ F1 (brings up job card form)
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Ss_gT (ex. who 2532 or who 648b)
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Enter(on keyboard gets you from line to line when

_Enter(on calculator sends info)
+(on calculator retrieves info sent to your terminal)

Settin u CAD screen”
{whalever palice gTps want, spaces in between)
Ex. Mon elp rpl rp2 rp3 rp4 rp8(will bring up all units in the
city al ng with available cars)
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is will bring up the job details in the lower box. Use arrow keys to
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CAMERA OPERATION
1. Program logon: User name-admin, password-admin

2. Live viewer logon: username- user1, password-user1

3. Once logged on, go to the small blue box in the lower left corner of the screens to set configuration as desired.  You must do each screen separately, so each one can be different depending on how many views you want showing.

4. To clear all tiles use ctrl backspace.  Select camera views from list then click and drag to place where you want them.

5. To operate camera, click on that tile, it will be highlighted in yellow.  To move camera, use either the joystick or you can use the mouse by clicking on the tool pane.  To expand view to full screen, just double click on tile, this will expand it to full screen.  Double click on it again and it will shrink back to original size.

F-key shortcuts:

1.  F4: show or hide tool pane

2. F6: show or hide camera list

3. F7: show or hide small message box under camera list

4. F8: show or hide message pane at bottom

5. F9: show or hide upper tool bar

6. Shift F10: advance mode (instant replay button tiles)

7. F11: full screen

8. Shift-F11: show or hide upper menu

Instant Replay/Archive Player

For instant replay of camera within last 24 hours, select camera view and put mouse in lower right corner of pane.  A box will pop up and it will have an orange circle with arrow.  Clock on this to start instant replay (if this orange circle is not showing, hot shift-F10 to put in advanced mode, this will bring this feature up).  The instant replay box will appear on the tool pane above camera list.  It can be stretched to make it bigger by clicking/dragging on edge of box.  When the replay starts, it will begin from just prior to present time.  A purple timer bar will be below the picture and just below that on the right side you will see a yellow double arrow that says “5 min.”  Click on that double yellow arrow to lengthen time and that will allow you to go back as far as you need, within the last 24 hours.

For replay of camera more than 24 hours ago, go up to menu list, go to “tool” and click on archive player.  Select camera view, then below camera list you will pick the date you wish to review,  Another message box will appear at bottom of screen and sometimes will have several times listed, double click on anyone from that list to start replay (these are bookmarks).  Use purple time bar same as in instant replay to begin at time you want to watch.

BIG SCREEN CONTROLS

Small touch pad located between from camera monitors.  Do not pull forward on the touch pad as the wire will disconnect and shut off the unit.  If it does get unplugged or turned off, the password needed to restart is 1286.

Upper half of screen is used to control what is showing on big screens to control the sound for either cable feed.

PC1 is shot-spotter

PC2 is CAD system

PC5 thru PC8 are camera views from rear console.

Cable 1 and cable 2 is television.

Touch and PC # or cable # from list along top of screen, then touch which monitor you want that particular feed to show up on,  PC1 (shot-spotter) is usually kept on monitor 5, PC2 (CAD) is kept on monitor 1.

PC5-8 (rear cameras) are kept on monitors 2, 3, 6, & 7.

Cable is on monitors 4 and 8.

To change which cable feed is getting sound, touch either cable 1 or cable 2 from top right then touch “room audio” square on the left side of screen.

Channels can be changed by keypad on lower part of screen.  Just to left of keypad, there are boxes for cable 1 or cable 2, touch whichever one you want changed then use keypad or up/down arrows to right of keypad to change channel.
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[image: image49.png]The following procedure should be used to reset the entrance gate should the
arm stay in the open position. The gate should be checked periodically to ensure
its operation and to maintain the security of the Public Safety Building.

The Key for the entrance gate cabinet can be found in the secured Key box
located by the records desk.

1. Open the Cabinet door
2. Look underneath the black box, there you will find a set of toggle switches.

3. Turn OFF the Power Toggle switch.
4. Look for the MENU switch on the black box, depress and hold while turning

the power back on.
5. When the power is restored the lights on the black box should blink.

6. Release the menu button and secure the cabinet door.

The gate should now be reset. It should be noted that if the arm remains up, a
vehicle may need to pass through the gate to return it to the closed position.
Should the reset process not work, notify Cathy Winter Building Supervisor and

the on duty Supervisor.
Building Supervisor
Office: 585 428-1105
Pager: 585 464-1489
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On the Blue Bar within the CAD Program Enter the Following Codes then Hit ESC.

To Run a Vehicle VIN Number: RVIN

iEriBuvam|totlisicfmib T RIG0

To Run a Vehicle: RALL

To Run a Drivers License: DpLIC

To Pull up a Job Cayd: CNS or CNR

To Pull up CAD History: CNQ (For every Zone)

DALL
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supervisor may take the place of the second officer when verifying a bail as
stated below (D.). This will limita supervisor from auditing a bail he/she accepts.

The officer accepting the bail must first verify the identity of the bailor (person
posting the bail). This verification will consist of one of the forms of identification
that are listed on the bail receipt form. iti iticati i ificatiom
nsng%aaﬂqdasaﬂ:ﬂﬂ mamgagna%ziﬂmm
8%3&333. .\3/..@ C \ient AD g s S\Nip

The officer accepting the bail must count the money in the presence of the
person posting the bail. When available a second officer will verify the bail
amount and initial the bail receipt if the bail is over $500.00. The counting
machine will be used whenever the denominations or guantity of bills makes it
difficult to count the bail by hand.

internal Revenue Service form 8300 (Rev. 8-97) must be completed anytime that
a bail is received that is over $10,000. This form must be completed while the
bailor is present as it requires information not usually obtained. This form may
aiso be completed for any suspicious transaction as defined by the IRS and listed
in the instructions attached to the form. Forms are located in the file cabinet at
the Headquarters Desk.

The officer accepting the bail payment must complete the preprinted bail receipt,
the bail log sheet, and preprinted bail envelope. All lines of the bail receipt form
will be filled out. If something does not apply (eg. Docket number with a new
arrest, or no phone number available) then an N/A of comment. such as no phone
will be entered on the line. Should an error be made when entering the bail
amount on the bail slip, the officer must void the slip and generate a new one.
The preprinted bail envelope must be completed so as to refiect the
denominations and total amount of the bail. .

The officer receiving the bail will then place it in the envelope, seal the envelope,
and secure it in the drop safe. The officer is responsible for maintaining custody
of the bail money until it is secured in the drop safe.. He or she must ensure that
the envelope drops into the safe.

At no time will any money received be turned over to anyone without approval of
the Commanding Officer of T.5.5. and the Rochester City Court Bail Office. If an
employee is ordered by a Superior Officer to surrender bail money, the employee
is obligated to advise the person of this policy and of the fact that the money is
not the property of the Rochester Police Department. The employee will notify
the Commanding Officer of T.5.S. as soon as such request or order is made,
regardless of whether any money is released or the request is rescinded.

All bail accepted for non-city prisoners will follow the current agreed upon
established policy.

All voided bail slips will have void written across the sheet (all plys) in such a
manner that the slip cannot be used by anyone. The voided slips will have all
copies except the Police Department copy (pink) secured in an envelope labeled
VvOID. The envelope will then be placed in the safe.
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a.

When the fire alarm sounds or evacuation announcement is made, employees
and visitors will exit the building immediately via the nearest emergency exit. DO
NOT USE THE ELEVATORS.

Employees should close, but NOT LOCK all doors in their areas.

Employees will ensure that anyone who is handicapped or in need of assistance
is escorted to the East or West stairwell vestibule. Someone must remain with
them until members of the Fire Department evacuate them. (Stairwells are fire
rated and thus safe areas.) If possible, those people staying should have a cell
phone available.

Employees and visitors will take their outerwear, brief cases, purses, and car
keys if readily accessible. DO NOT GO TO YOUR LOCKER TO RETRIEVE

CLOTHING OR OTHER ITEMS.

Employees and visitors will proceed directly to their designated meeting place at
the Blue Cross Arena. DO NOT EXIT into the Civic Center Garage from the
basement or first floor of this building. The Civic Center Garage as well as the
PSB Garage will be closed during all evacuations. Employees and visitors can
cross the plaza to go to the Blue Cross Arena unless given other instructions via
the building intercom.

Employees and visitors will report to an on-site supervisor of Safety Warden at
the designated meeting place in the Blue Cross Arena, and will report any
missing employee and their last known location in the Public Safety Building.

Employees and visitors will remain at the designated meeting place until a
supervisor provides instruction on when it is safe to return to the Public Safety
Building.

Employees will not attempt to access their vehicles for any reason prior to
reporting to the designated meeting place. The parking garage will be closed
during the emergency evacuation.

Employees and vjsitors are to remain calm and do their best to exit the building in
a quick and orderly manner.



[image: image69.png]The following outlines the emergency evacuation procedures and protocols for
the Public Safety Building. Every employee is expected to adhere to these
procedures in an effort to ensure the safe evacuation of the facility.
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[image: image72.png]Bail mu t be paid in cash (US currency, o ey order, certified check, or credit card.

We w'll only accept he following types ¢ edit cards: Visa, MasterCard, Discover,
me ican Express or Debit Cards an G'ft cards with any of the listed credit card

logos. Debi ¢ rds wil only be accepted as a credit card transaction.

Under no circums ances do we accept er onal checks. Regardless of the form of

payment, all bail money must be for the exact amount.

When accept'ng a credit card, he o icer w | inform the bailer that u
‘ce will include Il be added to all transactio .

amount and 1 ble.

Any sworn member of T.S.S. may accept ba’l. However, it is recomme ded thato ly
non-supervisory personneldoso. ...
(Eywhentheb i , e

The officer accepting the bail must first verify the identity of the bailer (person
posting the bail). This verification will consist of one of the forms of "denti ‘cation
that are listed on the bail receipt form. If they produce a form of iD with an ID
number on it, that ID number will be recorded on the bail receipt.

The officer accepting the bail must count the money in the p esence of t e person
posting the bail. A T.S.S. Supervisor will verify the bail amount and ‘nitial the bail
receipt when the bail is over $1,000. if a T.S.S. Supervisor is unavailable for some
reason, any other sworn supervisor may verify the bail. The counting machine will
be used whenever the denominations or quantity of bills makes it difficult to count
the bail by hand.
Cre Wuv h%ﬁ% Bt Proce fv-e
The officer accepting a credit card bail must complete all credit card transactions on
the designated computer, equ’pped with the GovSwipe card reader, located at the
rear counter of the Headquarters Desk. Follow steps 1-12 for credit card processing.
i osting bail. At no time will we accep
a cash. A 7% service FEE of the bail
amount will be added to the transaction. This FEE is non-refundable. If you have
any questions in regards to the GovPayNet process, 1.888.604.7888 is the direct toll
free line for assistance.
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. onfirm your agency’s information and click “Continue”.

Enter the payment information (to include all “*” fields and charges)
then click “ inu ”.

rify the paymen information is correct and click “Continue”.

If changes need to be made, select the “Back” button to re-enter the

information.
. Enter the payment amount and click “ i ue”.
Inform the | t
willbech r . This FEE is non-refundable.

he cursor should be located inside the “ st Name” field appearing at

the top of the screen. Thean Sw.p=2 tho ¢ ey tard -
\y.ﬁrps §wip- "9 ﬁnnf%w ..m(ro&./% w.b’.m a.vo.ac../?kbw Mem
Using the  vSwipe card reader swipe the credit card with magnetic

strip in the down position. It can be swiped in any direction or with the strip on
either side.

. Once the card has been swiped, the CVV (security code) should be
entered. The CVV is typically a three-digit number found on the back of the
card, next to the signature box. On American Express cards, it's a four-digit
number located on the front of the card.

. Check the box indicating the cardholder has agreed to the TOS (terms
of service).

Step 11: From time to time, you may get a defective card (de-magnetized,
damaged strip) thatis unrelated to the payment being declined by the card-
issuing bank. In these instances, you can first try manuall ’

information in the required fields. If this does not resolve the ‘ssue or if at any
step in this process you are experiencing issues with swiping the card, you ca
contact GovPayNet at AgencyWeb uestions@GovPayNet.com or call oll-f ee
1.888.604.7888

Step 12: If approved, the screen will display the message
successful.” Inform the bailer that the payment and serv
their next account statement. The officer will have the b
form. The officer will record the Refere e 0

amount of bail posted. GovPayNet will automaticaly e a
& Conditions to the HQ- Desk. This form

receipt that the officer will drop in the A
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[image: image97.png]ll. Safety Warden Responsibilities

During Non-emergencies:

a.

b.
c.

d.

Observe and report any existing hazards, suspicious items, or anything out of
the ordinary that may be suspicious, pose a threat, or affect the safety of the
occupants to the City Public Safety Building.

Ensure that your fellow employees are aware of emergency evacuation
procedures and emergency exits.

Become acquainted with any employee that may need assistance during an
emergency evacuation.

Attend meetings/training as required.

During an m.Bme:oﬁ

a.

Qoo

®

Ensure that all employees and visitors are evacuating their work and the
building.

Make a sweep of the assigned area, accounting for all occupants.

Keep employees and visitors moving toward the designated emergency exits.
Listen for any announcements or directions on the Building Emergency Public
Announcement System.

Ensure that any handicapped or disabled persons are assisted to the stairwell
and that someone is standing by with them.

Encourage employees and visitors to remain calm and proceed directly to
their designated meeting place at the Blue Cross Arena.

Upon exiting your area, take the accountability card with you.

Turn in accountability card at Police Headquarters desk in the lobby on your
way to Blue Cross Arena. NOTE: If the lobby is involved in the incident,
locate the alternate command post, i.e. first responders, to turn in the card.
Once at the designated meeting place, assist with accounting for employees
and/or visitors who were at the Public Safety Building at the time of the
emergency evacuation.

Headquarters Desk Employee Responsibilities:

a.
b.
C.

Employees shall be trained in PSB emergency protocol.

Maintain a supply and be familiar with PSB Accountability Worksheet.

When alarm sounds, recall East and West elevators to lobby. Obtain key #12
from key book at HQ desk; the elevator control panel is in the main first floor
hall.

During incident, collect accountability cards from floor wardens and gather
pertinent information about floor conditions.

Greet first responders and transfer pertinent information.

When incident commander has accountability information, proceed to Blue
Cross Arena meeting place.
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1-.

. lickon” n” th's section will allow you to approve or
reject ransact’ons that are pending payment to your agency.
By clicking on the reference number, you can view details of the payment
and verify transaction accuracy.
If payment details are correct, se ect “Accept”.
If incorrect, select” n .
To approve multiple payments of any type, check the boxes located under
“pcce t’, or you may electto “ heck All” located at the bottom left hand
side bar.
Then c ick on the bottom right hand side bar and click on “Approve

Checke “.
lick on “View Complete”

Under this section, the payout date will be listed in blue, meaning funds
have been released to the Rochester City Court bank account.

By clicking the reference number, you can view details of the payment and
verify accuracy of the transactions.

: Click on “Reports & Statements”
This section allows you to view and print transaction history, reconciliation
and payment reports.

« Click on “Reconciliat’on Report”
Under this section you can view any transaction activity during the last
24hrs from midnight to midnight Eastern Standard time. A copy of this
report is sent daily at 0500hrs to the Rochester City Court Accounting office
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via e-mail and also to T.S.S. (BailHQ) mailbox. Messages in this mailbox can
only be deleted by the Commanding Officer of 7.5.5.

Clickon” a m ntR p rt’
yment Report will show you ACH transfer deposited into the Rochester
"ty Court bank account including breakdowns by total transactions,
ansaction date, name, payment amount, and reference #.
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1, bailor, hereby post the above-designated sum of money as cash bail. ] understand that the above-named defendant herein
will appear in this action whenever required and will at all times be amenable to the orders and processes of the court.
Further, I acknowledge that the bail will be forfeited if the defendant does not comply with any requirement or

at the time of sentence if convicted.
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e

SIGNATURE GFBAILOR

— e —————

& SIGNATURE OF BAILOR UPON REFUND

PE——— R T

"PASSPORT, PEOTO IR SIGNATURE OF BAILOR UPON REFUND

e e

%é%.%zn§<ge.gou§<c§§
White- BAILOFFICE _ Yellow - COURTCLERK  Pink- POLICEDEPARTMENT  Gold - BAILOR'S COFY

[, . R—



[image: image115.png]


[image: image116.png]NRRURE (R

Q,..J
T e



[image: image117.png]


[image: image118.png]


[image: image119.jpg]


[image: image120.png]8OMB THREAT PROCEDURES

I. Receiving the call:

If you get a call for a bomb threat, record the call. Press the “Record a Call”’
button on your phone to record the call to your voice mail. The call can be
retrieved from your voice mail.

Question the caller thoroughly and keep them on the line for as long as
possible. Gather as much information about the device as possible and
complete a Bomb Threat Checklist (RPD 1202). (Copy is attached)

Notify your supervisor and ensure that Headquarters staff is notified
immediately at ext 1110 or 1142.

ll. Headquarters Staff:

HQ staff will notify the on-duty supervisor and ECD/911 to request a
Downtown Section car for the report. Phone calls will be made to the
Rochester Fire Department Offices, the Information Technology Department
Offices, the Patrol Division Office or the Staff Duty Officer. (As per
emergency contact list)

HQ staff along with K-9 (if requested) will conduct a general search of the
building (without an evacuation).

No search will be conducted an hour before a device was threatened to go off
or an hour after a device was threatened to go off.

Hll. Employees:

Follow the instructions as determined for your specific area.

Safety Wardens may be requested to assist in a search of the common areas
of their respective floors.

Once a room is searched and cleared (no suspicious device found), follow the
established protocols to indicate to other personnel that the room has been
cleared. (Place the designated item, with the appropriate signal, on the
exterior door of the cleared room or area).
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The picture above shows you what a typical entry of fingerprints would look like if we only printed the
person for ID purposes rather than making an arrest for a fingerprintable reason. You follow the same
rules as any other. Go to EFTS events and enter the booking number. The response on an inquiry
submission still shows a “CONFIRMATION” verifying the ID is that of the same in that moris number.

IF the person was new (no priors to NYS that are reportable), the message will indicate him as
“newtimer”. Newtimer is given to those who ARE new AND to those with records prior that are ALL
sealed. In cases where they are all sealed, NYS creates them a new NYSID# and calls them “new”.

Again, most important thing is that ID is confirmed and not rejected.
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[image: image156.png]* Il asuspicious device/package is found, do not touch it, move it, or place
anything over the package. Make a mental note of as many details of the
package that you can to include location, size, markings, etc. If possible
secure the area so that no one else can approach the package. Report the
information to HQ personnel immediately via telephone.

IV. Evacuations:

= Evacuations will be initiated by the order of the Patrol Division Commander,
his designee, or the Staff Duty Officer. Headquarters Staff will activate the
strobe lights only in the building fire Alarm system and announce clear and
specific evacuation information over the intercom. Employees and visitors will
take with them all purses, briefcases, bags, or any similar packages they own
that are readily available to them. Do not go to your lockers for any clothing
or other items.

= Safety Wardens will assist in the building evacuation and ensure all
employees and visitors are safely evacuated from the floors.

* Al occupants who are evacuated are to report to their assigned staging area
at the Blue Cross Arena and report to their supervisor to ensure all
employees and visitors are accounted for. Occupants must remain a
minimum of 500’ from the building and will not be allowed to evacuate into the
Civic Center parking garage.

* No re-entry to the building will be allowed uniess approved by the Patrol
Division Commander, his designee or the Staff Duty Officer.

= Allre-entry to the building will be via the front entrance or the second floor
northeast doors only.
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On the IDENT tab of any booking, if you see EITHER a FAX or CITN# field filled in, that indicates that a
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For purposes of posting bail on VIOLATIONS or non-fingerprintable arrests, open the PDR and view it.
Officers are ordered to indicate whether or not they positively ID’d a person and whether a charge is
fingerprintable or not. If the PDR indicates that they received proper ID on the person, then we CAN
NOT fingerprint them by law unless there is a reason to believe the officer is incorrect based on Moris 1D
or ID provided by the family. You would follow your standards you follow to ensure ID at HQ as you
always do by the training you have been provided.

|F-—- the PDR indicates he was NOT positively ID'd, then it is OUR JOB to confirm 1D before we allow bail
to be posted. This field marked “no” gives the PD and jail the authority to have the defendant
fingerprinted subject to PL 160.10 (02). BEFORE BAILIS ALLOWED, you should identify the person and
have that person fingerprinted pursuant to that law.
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A bail audit will be conducted to ensure that all bail monies are accounted for prior t0
deposit. This audit will be conducted daily during normal business days. In the case of
holidays, the audit will be conducted on the next business day. The following

procedures will be adhered to:

A. There are two (2) keys required to open the safe. One key will remain in the
possession of the Bail Office and the other will ..m_:m.:. in the possession of the
Technical Services Section. At no time are both keys to be secured in the same
location. The key belonging to T.5.S. will be in the possession of the section’s

Commanding Officer.

B. AT.S.S. supervisor or officer must conduct the bail audit, while in the presence ofa
City of Rochester Court Bail Office employee.

C. The bail office personnel will provide their key to the T.5.5. supervisor/officer, who
will then unlock the safe, remove all of its contents and re-secure the safe.

D. The bail audit will be conducted in a Sergeants cubicle area or another securé area
within T.S.S.

E. The officer/supervisor will compare the bail envelopes to the bail log to ensure that
all the envelopes are accounted for and that the envelope information matches the

information on the bail log.

F. The officer/supervisor will open the bail receipt envelopes one at at time and ensure
that the enclosed bail slip matches the bail envelope. The supervisor will then count
the enclosed money and verify that it is the correct amount.

G. When all of the bails have been counted and verified, the money will be counted by
denomination, using the counting machine, for a grand total. The m:um_&mo..\o%_nw..
will then compare the total to the total derived from the bail receipts to verify a

proper count.

H. If all figures match, then the Bail Qffice person will complete the bank deposit slip,
the City Court Internal Control Form, and note the total bail amount on the bail log.
The T.S.S. supervisor/officer will verify and sign the City Court internal Control Form
and Bail Log.

. TheTSS. supervisor/officer will then place the money and deposit slip in the
tamperproof deposit envelope and ensure it is properly sealed.
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[image: image213.png]Module 16 - 003 Subject: Fire Alarm Procedure, Public

address System

Effective date: 11/22/04

Rescinds: ALL PRIOR PROCEDURES Reference Standards: G.O. 601 Emergency
situation ; NYS 55.1

BACKGROUND

The Technical Support Section, Headguarters Unit is responsible for monitoring all alarm
systems involving the Public Safety Building. The control simplex Fire Panel is located
on the 1* floor behind headquarters desk, with the main switch panel located on the
second floor. Access to either area is restricted to TSS personnel and the building
superintendent. TSS uniform personnel will be among the first responders to confirm a
possible fire alarm activated situation.

POLICY

The Headquarter Unit uniform personnel are responsible for the security of the Public
Safety Building. This involves many areas including the monitoring of all alarm system’s
which includes the simplex Annunciator 4120 panel located behind the front desk. The
fire protection system includes the use of fire alarm pull boxes, sprinklers and smoke
detectors. Any time one of these subgroups is activated an alarm will sound at the
headquarters simplex panel. Headquarters Personnel will provide the initial response to
these alarms.

PROCEDURES

A When the fire alarm is activated the automatic evacuation page will also be
activated, advising people to evacuate. The announcement will automatically
advise occupants of the building to evacuate. T.S.S. Personnel will remain at
their post, if it is safe to do so until the emergency is confirmed and a supervisor
advises them to leave the building. All non- essential staff will be evacuated
even from the T.S.S. Section. ECD will be notified to assist with City Records
and 311 responsib

B. Headquarters personnel will check the alarm panel to determine the type and
location of the alarm. They will then call 911 and advise them of the type &
location of the alarm and them start a fire engine. During business hours the Fire
Marshall will be contacted as well as 911.

C. Once a location has been determined a sworn full duty member of T.8.S. wi
respond to the location to confirm a problem. If the officer responding to the
location encounters conditions (e.g. smoke, fire or noxious fumes) making it
hazardous to continue he/she will abort the response and return to the
Headquarters Desk. While an Officer is responding to the scene of the alarm
Headquarters personnel will check the camera monitors in an attempt to observe
any problems.

D. If a building evacuation is deemed necessary all personnel will be sent to the
War Memorial for shelter and to assure all personnel are accounted for.



[image: image214.jpg]


[image: image215.png]Rochester Police Department
Technical Services Section

Subject: BAIL PROCEDURES
Bail Setting, Bail intake, Daily Bail Audit,
Bail Correction Form

Module 2-003

effective date: November 18, 2004
Rescinds: July 16, 2001

Reference standards:
NYS CPL 150.30 (2) (3), NYS Penal Law
G.0. 520, Administrative Order Manual

I BACIK GROUND

The setting of pre-arraignment bail is authorized and procedures set forth in section
150.30 subdivisions 1 - 3 of the New York State Criminal Procedure Law. The Rochester
police Department follows these established procedures. The counting (bail audit) of
pre-arraignment bail is done to verify the amount accepted as bail for a prisoner. The
amount collected must match the bail as set by the Rochester Police Department or the
amount stated on a warrant executed by the Rochester Police Department. All bail
money received is the property of the court system and therefore is counted in the
presence of a member of the Rochester City Court Bail Office. The City of Rochester has
established procedures for the handling of money and The Rochester Police Department
must adhere to these established procedures.

. BAIL SETTING POLICY/PROCEDURES

A. After a person is processed and entered into the computer system Records must
verify the charges, only then can bail be set. The Sergeant or officer in charge
may, under extremely rare circumstances, set a bail below the minimum when
approved by the Commanding Officer of the Technical Services Section or the
Staff Duty Officer.

B. The New York State Criminal Procedure Law establishes the maximum dollar
amounts allowed for all non-felonies (we do not set pre-arraignment bail for class
E felonies). These amounts are followed unless one of the following conditions
exist: .

1. As stated in the NYS Penal Law there is no bail for any domestic related
charges.

2. The charge is either Prostitution or Loitering For Prostitution. The Rochester
City Court has established that Loitering For Prostitution will have a set bail
of $250 and the charge of Prostitution will have NO BAIL.

3. if a warrant establishes an amount other then previously stated or has other
conditions (i.e. no bail, must issue appearance ticket, etc) these bail amounts
and/or conditions must be followed.

118 BAIL INTAKE POLICY/PROCEDURES:

A. Bail must be paid in cash (U.S. currency), money order, or certified check. Under
no circumstances do we accept personal checks or credit cards. Regardless of
the form of payment, all bail money must be for the exact amount.

B. Any sworn member of the Technical Services Section may accept bail. However,
it is recommended that only non-supervisory personnel do so. A TS8.S

cerhified bank checks made o
Reche Q‘z Cou
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Counterfeit Detection System
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I. Using the Nashua Counterfeit Detection System for Currency

1. Hlow it works
..M_. The on-off switch is on the back of the machine. The machine must be on in order
| for any of the counterfeit detection devices to work.

F. The machine should be turned off when not in use.

T attachment .... -

|
i
2. fheck Currency with the 3-Pronged Test

_ .
p. Check for Security Strips

i.  Familiarize yourself with the security strips in the NEW $5, $10; $20, $50, and - .
$100 bills by checking each bill under theUV light. .

ii.  Older bills and $1 bills do _.Lg have the .mmn:_.m.q strip.

Each strip is.located in a different area and glows a different color under UV
light. S . .
As bills age, the UV strip gets duller and the colors may n_..m:o.n or not be visible. -
Therefore, failure to detect the seturity strip—especially in older bills—does not
guarantee the bill is counterfeit, only suspect. .

1
m
|
|
!
G
_ ii.

m

i
iv

b. Check for émﬁgmnﬁ

“ i.  Each new style bill has a watermark that mimics the face on the bill. For
_ example, the $5 bill has a watérmark of President Lincoin. The newest version
_ of the $5 has a4 °5” as the watermark. .
| .
|
!
m
i
i
i

ii. The watermark is normally to the right of the president’s face.

lii. To checkthe Em_nm_.am._,_o make sure the unit is on and then tumn on the switch
on the front of the Counterfelt Detection system to the W/M position. The UV
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Rochester Police Department
Technical Services Section Handbook

All deposit bags will be immediately secured by the auditing member, who istobe a
full uniformed officer/supervisor, and transported to the bank. In most cases the
member will have to stop at the Auto Pound to pick up their tamperproof deposit
envelope. After receipt of this deposit envelope the member is to transport all
monies to the designated bank.

During the bail audit, any discrepancies between the amount of money collected
and the amount documented and/or missing bail envelopes will be immediately
reported to the Command Officer of the Technical Services Section. An immediate
investigation will be conducted, the results of which will.be documented and
forwarded to the professional Standards Section via the chain of command.

The supervisor discovering a bail discrepancy must document iton a 3-ply Cash Bail
Correction Form. The original copy of the form will be turned into the Commanding
Officer of the Technical Services Section for follow-up. One copy of the form will be
given to the City Court Bail Office and one copy of the form will be given to City
Court personnel. Discrepancies with regards to the amount of bail collected will
result in a change to the Bail Office copy of the bail slip and/or bail log, which will be
initiated by the T.S.5. supervisor. All corrections will be made in a color other than
black so as to stand out as an amended entry.

The Commanding Officer of the Technical Services Section will be responsible for
conducting a preliminary investigation of all incidents of missing bail money. He will
ensure that his findings are documented on the Cash wm: Correction Form and that
a copy is attached to his investigative package. The investigative package will be
sent forward to the professional Standards Section via the chain of command.

The commanding Officer of the Technical Services Section will ensure that all copies
of the pink bail slips and all Cash Bail Correction Forms are properly secured and -
archived.
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1.

light goes out and the white light turns on. Place the bill o<wﬂ the white light and

check for the watermark.

Older bills (the ones with smaller president faces) do not have watermarks.
Failure to detect a watermark does not guarantee the bill is counterfeit, only

suspect.

Check for Magnetic Ink
"i.  Special magnetic ink is Rcsn_ on all U.S. bills (even $1 and $2 bills).

the magnetic sensor on the right side of the machine. If magnetic ink is found,
you will hear a chirping sound and the red LED will light up.

ii. To check to see if a bill contains Bmu:m.a.n ink, mmq._.u_< rub the face of the bill over

~ Magnetic ink can wear off on old bills. Failure to detect magnetic ink does not
guarantee the bill is counterfeit, .only suspect.

no..:.am_._"o# US Currency

mployees will immediately take custody of the suspected Counterfeit Currency.

a. All Counterfeit Currency will be separated from alf other evidence in-a self-
sealing, clear plastic, numbered, tamper-resistant bag, with the number the
tamper-resistant bag indicated on a Property Custody Report (PCR).

mployees, will list the quantity of each cash denomination and total amount on the back

pf Page 1of the PCR. . .
e cash will then be sealed and delivered-to the Property Clerks Office as outlined in

is directive. .
Employees, will complete an Incident Repo clearly documenting the circumstances of
how and whom the currency was taken from.

Employees will notify the Secret Service.

Using the Nashua Counterfeit Detection System for Identification
IHow to Check Credit Cards

a. Place the card under the black light and you will see a UV image such as a bird on
some VISA cards and AMEX on American Express cards.

. |How to Check Driver’s Licenses, IDs, Passports, and Other Secure Items

_
m
T. 0383mroc_n_ﬂmam_mm%m%mamm?mms_gU;<m1m:nm:mmm #oaq_onﬁm_.oﬂ
|  states. Other IDs can be checked using the ID Checking Guide.

i

!

i

n

!
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[image: image232.png]Report of Cash Payments Over $10,000

eceived in a Trade or Business

» See instructions for definition of cash.
» Use this form for transactions occurring after July 8, 2012. Do not use prior versions after this date.

For Privacy Act and Paperwork Reduction Act Notice, see the last page.
b [ Suspicious transaction.

- 8300
Form

i!« July2012)
OMB No. 1508-0018
Dopartment of tha Troasury
Financidl Crimos
Enforcomunl Nalwork

-, 8300
Form

{Rov. July 20112)
OME No. 1515-0092

Deputmusnt of the Troasury
Intornial Rovenue Sorvico

Check appropriate box(es) if: 2 Amends prior report;

identity of Individual Fromn Whom the Cash Was Received
2 1f more than one individual is involved, check here and see instructions . . . . . . . . . . - ... .
3 lastname ~ 4 First name 5 M.L m ._.mx.uv<mq identification number
mg ‘ [ I ! | I B
" Address (number, street, and apt. or suite no.) 8 Dateofbith .- . .» M M D D Y Y Y Y
{see instructions) . ) Vo1
9 Cily 10 State 11 ZIP code 12 Country (if not U.S.) 13 Occupalion, profession, or business
}
14 identifying a Descrive D> % ° M b Issuedby®
document (ID) & number» sertdsees n TSI Mu.w ............
. Person on Whose Behalf This .-.B:mnﬁ.o: Was Conducted
15 If this Iransaction was conducted on behalf of more than one person, check here and see instructions . . . .. ...
16  Individual's last name or or anization’s name 17 First name 18 M.l 19 .qumémﬁ _ua:%nm._o: number
[l )
20 Doing business  (DBA) name (see instructio s) Employer identification number
™ . s H A
21 ress m er,sreet,a apt. or suite no.) . 22 Occupation, profession, or busine
23 - City 24 State 25 2P code 26 Country (if not U.S))
i
27  Aiien a Describe IDP> N . ; b issuedby» . .
identification D) ¢ mNumber® T T e \
". Descri tion of Transaction and Method of ay ent
28  Date cash received 29 Total cash received 30 31 Total price if different from
If cash was received in ;
M M D DY Y Y Y item 29
more than one payment,
: ! Vo $ 00 checkhere . . . » [ $ .00
32  Amount of cash received (in U.S. dollar equivalent) (must equal item 29) (see instructions): .
a U.S.currency $ . {Amount in $100 bills or higher $ 00) -
b Foreign currency $ .00 (Country > )
c Cashier's check(s) % . issuer's name(s) and serial number(s) of the monetary instrument(s) »
d Money order(s} o e wa e s am s omme e em et e et et
e Bank drafts) $ S S
f Traveler's check(s) $ .00 : .
33  Type of transaction 34 Specific description of property or service shown in
a [ Personal property purchased f [ Debt obligations paid 33. Glve serial or registration number, address, docket
b [J Real property purchased g [] Exchange of cash number, etc. >
¢ [ Personal services provided h [ Escrow or trust funds R
d [ Business services provided i ] Bail received by court clerks
e [ Intanglble property purchased i [ Other(specify in item 34) >
.. Business That Received Cash .
35 Name of business that received cash 36 Employer identification number
T onaT BanL BT B 10 10
37  Address (number, sireet, and apt. or suite no.} . . Sacial security number
[ H | T
38 City .39 State 40 ZIP code 41 Nature of your business .
HEITER, 1 i oy n
42 Under penalties of perjury, | declare that to the best of my knowledge the information | have E_S_m_..mn_ above Is e.:o. correct,
and complete.
Signature v Title v
> Authorized official
43 Date of 44 Type or print name of contact person 45 Gontact telephone number
signature ern gunt N » -¢702

1RS Form 8300 (Rev. 7-2012) Cat. No, 621335 FInCEN Form 8300 Rev 7-2012)



[image: image233.png]


[image: image234.png]


[image: image235.png]


[image: image236.png]


[image: image237.jpg]


[image: image238.png]Cash Bail Correction Form

Date Received : Receipt #

Correction Date Person Receiving Bail
Defendant

Bailor

Correction Made To:

Bail Slip D Bai! Log

1.) Amount Received a 1.) Complete Missing Entry

Recorded As 2.) Amended Entry

o000 |0

Changed To A.) Defendant Name

Net Difference Recorded As

—_—

B.) Wrong Receipt #

(W

2.) Reason For Change Recorded As

Apparent Miscount Of Cash d

C.) Amount Received D
Written Incorrectly D
Recorded As
Other - Explain D
Changed To
!!!!!!!!!!!!!!!!!!!!!!!!!! Net Difference
Notes:

Correction Made By:
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Sorry one last nswsmm

The following Sh rtcuts need to be created on your desktop

the rear counter

Franchuk, William P.

Thursday, July 10, 2014 3:13 PM
Wright, Timothy L.; Barna, Mark D.; Baez, Lourdes D.; Herbin, Barry D.; Gilday, Alison L,

Koehn, Susan M.; Camilo, Anthony, Ramos, Elvin L.; Collins, Justin R.; Tydings, Leo;
Manfredi, Donald T.; Everson, Herbert G.; Cruz, Rene R.
sorry one last change

@ the designated computer located behind the HQ desk on

Www. oV a ho .com PLC=8888

www.proviewexp.com User ID =tsshql

password = rochester
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Y 1 aoner; Col.Green and myself met today with the RPD HO, ommand and records staff: THe puiposé .
" .. of the:mesting whs fo resolvé sorfte: outstanding issues, arid review and discuss changes 1o.booking .-
L procedurgs and:yerifying10- 1 know that several shiftshave heard.differentversions of what weare 7
R nom_u..w..c&..:an.._.ﬁmam&u meeting nothifig.was agreed upon. Below is a list of What was agreed uporifor -
C o yourrferepces o ey
L e Hooking Control Staff will no longer write, “NAGRI 1D” in the booking comenert section. {. ™ .
"7 " .'a WhenaU/Ahas a matchingNYSOL or passport or-other government photo 1D-a riotation should > - <.+
.+ 'tie placed in the Booking Remarks block. (NYSDL or Passport) " - . . - L e e
coL L e inthe status tab fo MoRis, staff must dlways select Qﬁ..i:o...o#.mm_e.nomm RPD need tset .-
e il You st select yes regardless of the fact that it is a domestic offense or if it is a felany. MR
. U o where bail does not apply, Even if you have a fax copy of a Bench Warrant where bail was set.. . .
v ~ we .i.ma..w_wc to be responsible for filling in these sections to avoid potential liability for nput -t
. . " ‘emorsonourpart. . o R I P It
.. .» "Mihen RPD coitacts Booking Control and notifies staff that a bail was takeni and the bail recéipt .
.77 was scanned staff must compare thie CR# on the Bail receipt with the CR# on the PDRto ensure -
T everything natches. Bail receipts will now be saved as “ppR-Bail Recejpt”. When savedas . .
.+ “othérreports by HQ they transfer when staff templates an arrest and this can become confusing” * -
e andis the reason for the change. C e T T
Lo 'K Booking recéives a call from DCIS in Albany that a person’s prints do.not match or theyarea
: 1., *“Mixed ID".and the' prints need to be taken again the following procedures should be followed.
‘. .+ . Bookingstaffmustcontact RPD Récords and notify them of the information receivet! and then .
, AR .take the fingerprints, Once the prints are taken Booking staff must contact RPD Recards to
.. .+ ;= notifythem the prints ars completed. These prints then.need to be manually sent to DCIS in
.V . +=:: . AbanybyRPD Records. They can only send them manually when we fet them know theyare .
. . “completed.*RPD Records will Have the'résponsibility of notifying City HQ, staff o hold the uAa .
. and.not:take bail until a positive fingerprint JD is made. nggz_%o=,§=.§ unitsis .. . -

.

%

- varyimpoftanitinthese instances). . < © ' » L
“s - The teirm “VERIFIED” only means that RPD Recaids has verified that PDRand the dafs entered " ©
i %\ ! ifto Mofils match. it DOES NOT misar they were verified at that time using the prints Bboking = - »-"
T Ny e SN SNSRI I I
C e owmvm U#.D.Bﬁ.t}__ continue s.cm.:wmm..ﬂm- <m_.=.<u U/A's am:wi. 035&0&.&5 _,.m—.aﬂo. :.ﬁnn—nnmxr... o “
. .thie persoh brought Into custody’AND:a past booking has been verified by fingerprints.. The best ¥

LT L iay tolhowds to logk for the SID number. THE FINAL VERIFICATION WILL'BE MADE BYRPDI . )2 .
maiching the current photo taken prior.to n....,._q..a.?&nm_ cominginto’.. - v.}

Sad.s <0 RPDHQtaffshould be

A custody with an okl booking photo that vias fingerprint verified. 1fa | S0 shows up to post™ ..
T T pall gldhey havethe U/A's 1D, RRD HO,staff will verify the 1D 3&%&3?&%?&9 Ve
e " that UJA akenty Booking Staff ypon thelr gnfiy. 1 T DL R
, , » 5 , ! , S
u¢~— R » . ....M...”. ' . ) ! IO P , ¢ . g .. . \ .
! 3 ».‘.“.“ : .. 3 i P R
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If there is no cause for the alarm found the alarm may be silenced by pressing
the Fire Alarm Silence button. This button will not be used until it has been
confirmed that there is no cause for the alarm. Once it has been confirmed that
there is no problem. Headquarters personnel will call 911 to cancel the fire
response. ‘

Once the Fire Department personnel arrive on scene they will be responsible for
the emergency. Prior to their arrival it is the responsibility of Headquarters staft
to bring down all the elevators and shut them down. The only exception would
be if the building is being evacuated due to a police response emergency (e.g.
person with a gun, terrorist attack, etc.).

Located inside the red box, located on the wall next to the fire alarm panel at HQ,
is a number of Red Fire Phones. These phones are for the Fire Department to
use and once they activate them the area becomes their command post.
Headquarters personnel will use the “B “simplex key to unlock the panlel. The
Fire Department will take these phones to use as a communication source
between the elevators controlled by the firefighters & Fire Department personnel
and Headquarters Supervisor.

make an announcement over the public safety address system there is two
methods:
¢ To make an announcement with the microphone
1. To all floors: Flip up the “All Speakers Talk Switch”.
2. To speak to specific floors: Flip up all desired “Speaker Select
Switch”.
e To make an announcement to the area of alarmed
1. Remove the microphone from the enclosure & press “Mic Talk_

Switch”.

2. Wait for the green light to turn on, within seconds you may begin to
speak.. :

3. When finished, flip down the “All Speakers Switch” and “All Activated
Speaker Select Switches".

4. Replace microphone.
Once it is determined there is no cause or the emergency is over the system may
be reset. To reset the system press the <System Reset> button. After a short
delay the system will return to normal and display the following message:
System Normal
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[image: image249.jpg]Congratulations on your purchase of
Nashua’s Counterfeit Detection System

Now you can stop thieves in their tracks with very little time or effort on your part. With Nashui
easy-to-use system, you can quickly check the validity of domestic and foreign currecy, credit ca
ID%, and other UV impregnated items.

READ ALL INSTRUCTIONS BEFORE USING COUNTERFEIT DETECTION SYSTEM

Heres how your new Counterfeit Detection System works:

On-Off switch for wh
When on it turns off {

On-Gff Switch on back of unit
turns on UV light. Must be on

to operate all functions of unit.
Red LED.

Magnetic ink Sensor.

{These features work
unit Is turned on}

Check Currency with this 3 pronged test:
LV Strip
1—-Check for Security Strips. Familiarize yourself with the
security strips in the NEW $5, $10, $20, $50, and $100 bills by
checking each bill under the UV light. OLDER BILLS DO NOT
HAVE THIS FEATURE. Each strip is located in a different area and
glows a different color under UV light. Below is a diagram that
shows approximately where each strip is and what color it is

US bifls.

NOTE: As bills age, the UV strip gets duller and colors may change.
Therefore, failure to detect the security strip - especially in older
bills - does not guarantee the bill is counterfeit, only suspect

$20 $100 $50
GREEN RED '
$5 $10
BLUE ORANGL

2 -Check for Watermarks. Each new style bill has a watermark the
mimics the face on the bill. For exampie the $5 bill has a watermark of
President Lincoln.

To check the watermark, make sure the unit is on and then turn on the
switch on the front of the Counterfeit Detection system. The UV light goe
out and the white light turns on. Place the bill over the white light and
check for the waermark.

Note: Older bills (with smaller faces) have no watermarks. Failure to detect
WATERMARK a watermark does not guarantee the bill is counterfeit, only suspect.
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rom: Nicholls, Renee
Wednesday, April 18, 2012 11:31 AM

.aM:. Nitchman, Robert A.; Barna, Mark D.; Baez, Lourdes D.; Wright, Timothy L.; Overton, Bridget
R.: Landrigan, Brian A.; Cruz, Rene R.; Mc dermott, Carol R.; Drew Ii, John W, Everson,
Herbert G.; Slapelis, Ronald; Brochu, Daniel J.; Tydings, Leo; Phillips, Kelly M.; Zlotkus,
Charles
Cc: Nicholls, Renee
Subject: SOR procedures
By evenyone-

| know there have been some changes down in TSS as well as up here in Major Crimes so | wanted to take a minute to

address a couple of issues.

Kim Peluso is going to be doing most of the paperwork/data entry for the forms being filled out at HQ (COA, 90 days )
| am been being phased out of doing the SOR’s and hopefully soon, in addition to Kim there will be 1 or 2 investigators

responsible for the SOR’s
A couple of the reoccurring issues have been:

- Wrong addresses are written down (wrong street spelling, inverted house numbers,). Itis important for all the
correct info to be there- even if we know what street is really meant or have an idea of the right house number
—if it is written down wrong the SOR will have to come back in and do a corrected form- PLEASE ASK THE SOR
TO READ OVER THE INFORMATION BEFORE THEY SIGN IT TO VERIFY THE INFO WRITTEN DOWN IS CORRECT.

- incomplete information- ie. no Apt #s, no zip code, - this is especially important for the Apt #'s - itis very
easy to leave off the apt #. Please ask them if there is an apt number on all forms. if the apt number is not
there and they have an apt number- they will have to come back in to do a corrected form.

- Next Due Date for 90 Day Verification-90 day verification dates are set and can be altered due to an SOR being
incarcerated, an inpatient at a medical facility, or having moved out of RPD jurisdiction and then moving back
into the city. 1realize that a lot of the SOR'’s are not good about being here right on their due date- but pls do
not change the next due date if they are late- base the next due date off of when they were supposed to have
been here (this should be able to be found in Moris — as the last 90 day they did is scanned into their record).

You can mark that they are late on the form though. IF ~ they were in jail, inpatient or-lived outside the city
when they were due to come in and missed the last 90 day date- you can alter the next 90 day due date to be 3
months from the time of the COA (Change of Address) they are doing coming out of the jail, medical facility or
moving back into the city.

- If they are telling you they need to do a 90 day verification and they are not a Level 3- pls try to determine
Erunn_.ngu..n..mufsm.ﬁuonoumg_ﬁmﬁ_mwgnmou.m%m%& “Sexual Predator” have t0
do a 90 day verification form.

. 1 know the 90 day verifications can be confusing- so if you have any questions- feel free to ask

- Also, the 90 day verification does not take the place of a COA or an annual verification. An annual verification
is mailed to the registered address of the SOR by DCIS in Albany. The SOR is supposed to receive it (because
they are living where they say they are registered) make changes if any, sign it and mail it back to DCIS. IF they
are moving from one city address to another they must complete a COA (if it happens to be at the same time as
when their 90 day verification is due- they have to do the 90 day verification in addition to the COA)

1
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Key Control

Module 2-002

effective date: November 12, 2003

rescinds: ALL PRIOR PROCEDURES reference standards:

L BACKGROUND

To assure proper security of the Public Safety Building, access is to be restricted. The
street level lobby and the front haliway of the second floor are accessible to the general
public. The second floor front hallway offices and vending area are accessible to the
public during normal business hours only. Access & Key Control will be strict, providing a
key to an area, or unlocking a door to only those people who work in the area and those
who Headquarters is aware have prior approval to access the area.

. BUILDING ACCESS POLICY/PROCEDURES

A. Police Officers, civilian police department employees, and other city employees
with prior authorization (ex. Cleaning staff or HVAC engineers) whose identity
has been confirmed may have access to the building at any time. Any citizen :
entering the building must be signed into the Building Access Logbook. The
logbook will be found on the Headquarters Desk countertop. Any Police Officer

or civilian employee who is meeting a citizen must sign the person into the book.

B. An employee must escort any citizen who has entered the secure portion of the
PSB at all times.

C. Any citizen entering the secured portion of the PSB will obtain the appropriate
pass (visitor, contractor, etc.). The citizen will leave some form of identification in
exchange for the pass & will fist the pass number in the building access book
next to their name. If the person has no identification to leave in exchange for
the pass the building employee who is escorting the citizen will need to confirm
the person’s identity. The employee confirming the person's identity will put their
name in the book next to the citizen’s name. it will then become the employee’s
responsibility to return the visitor pass. The employee will be responsible for
contacting any citizens who fail to return the passes & for obtaining and returning
the missing pass(es) to Headquarters.

D. HVAC pass cards will be issued only to those contractors and employees having
a valid need to access those areas. HVAC pass cards will be issued the same
as visitor passes listed above. If a PSB employee is issued a HVAC pass card
they will sign it out but will not need to leave a form of ID in place of thecard. If a
contractor is obtaining both a visitor/contractors pass & a HVAC pass card only
one form of 1D will need to be held but both cards will be signed out.

. KEY CONTROL POLICY/PROCEDURES

A. If an employee needs access to an area where he/she is not authorized to enter
(e.g. to drop off something to a given office) they will be accompanied by an
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[image: image278.png]PISTOL PERMIT PROCESSING 125.00

This fee covers FBI, NY State and Rochester Police
Background investigation and fingerprint processing.

. Must be CASH -or- Post Office Money Order or Bank Check
made payable to CITY TREAS RER!
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The following fees will apply:

Record Checks 15.00
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_ This fee covers all fingerprinting fees and includes a
Rochester Police Department background record check.
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[image: image285.png]officer who will stand-by until they can secure the area after the employee
leaves. At no time will an employee be given a key to an area that they are not
authorized to enter.

if an access key is needed (and is authorized) and TSS has the key it will be
obtained from the key box located in the Secretary’s area or from the keys
located at Headquarters. A master list of areas and their corresponding key
numbers will be kept at Headquarters as a reference.

Any person signing out a key will complete all the entries for sign-out in the Key
Sign-out Log (including the time signed-out).

Any keys that are signed out wili be returned as soon as possible.

After the person has signed for and received a key, any intrusion alarms for the
area will not require a response until either the key is returned or sufficient time
has passed that the area should be again secured.

When the person returns to the Headquarters desk with the key, the key will be
signed back in into the logbook, be sure to include the time it was returned. Any
future intrusion alarms for the area will now again a response.
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