
Policy

803
Greece Police Department

Policies

Copyright Lexipol, LLC 2025/09/05, All Rights Reserved.
Published with permission by Greece Police Department

Staff Services - 1

Staff Services

Effective Date: 07/24/2025

Revised Date: 07/24/2025

Issuing Authority:
Chief Michael Wood.

803.1   PURPOSE AND SCOPE
This policy establishes the guidelines for the operational functions of the Greece Police
Department Staff Services. The policy addresses department file access and internal requests
for case reports.

803.2   POLICY
It is the policy of the Greece Police Department to maintain department records securely,
professionally and efficiently.

803.3   RESPONSIBILITIES

803.3.1   STAFF SERVICES SUPERVISOR
The Chief of Police shall appoint and delegate certain responsibilities to a Staff Services
Supervisor. The Staff Services Supervisor shall be directly responsible to the Administration
Bureau Deputy Chief or the authorized designee.

The responsibilities of the Staff Services Supervisor include, but are not limited to:

(a) Overseeing the efficient and effective operation of the Staff Services.

(b) Ensuring the customer service window at Police Headquarters is staffed appropriately.
Staffing needs concerning the customer service window shall be directed to the
Administration Bureau Deputy Chief or their designee.

(c) Scheduling Staff Services personnel.

(d) Supervising, training and evaluating Staff Services staff.

(e) Maintaining and updating records associated with the Clery Act.

(f) Ensuring compliance with established policies and procedures.

(g) Supervising the access, use and release of protected information (see the Protected
Information Policy).

(h) Submission of records and statistical reports to governmental entities as requested.

(i) Assist in fulfilling FOIL requests directed to the Department.

(j) Establishing security and access protocols for case reports designated as sensitive.
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803.3.2   STAFF SERVICES
The responsibilities of the Staff Services include but are not limited to:

(a) Maintaining a records management system for all calls for service, case reports, traffic
accident reports, and arrest records.

1. The records management system should include a process for numbering,
identifying, tracking, and retrieving case reports.

2. Additionally, all calls for service should include information about the nature of
the call, the date and time of the call, the names of involved persons, and any
action taken.

3. A record of the arrest of any person by the Department will be maintained, and
include descriptive information such as name, date of birth, sex, address, Social
Security number, agency arrest history, physical description, and information
pertinent to the arrest.

(b) Entering case report information into the records management system.

1. Modification of case reports shall only be made when authorized by a supervisor.

(c) Providing members of the Department with access to case reports when needed for
investigation or court proceedings.

(d) Maintaining records of all activities as part of the departments records keeping
procedures. Such information is used for a variety of purposes both internally and
externally.

(e) Maintaining compliance with federal, state, and local regulations regarding reporting
requirements of crime statistics.

(f) Maintaining compliance with federal, state, and local regulations regarding criminal
history reports and auditing.

(g) Identifying missing case reports and notifying the responsible member's supervisor.

(h) Establishing a process for collecting and submitting data to appropriate federal data
collection authorities (e.g., FBI National Use-of-Force Data Collection), as applicable,
for the following types of occurrences:

1. Officer suicides

2. Officer misconduct

3. Uses of force

4. Officer deaths or assaults

5. Crime incidents

6. Deaths in custody

(i) Participating in and maintaining compliance with the state fingerprint/criminal history
records system and Uniform Crime Reporting System or the National Incident Based
Reporting System.
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(j) Ensuring that use of force reports are submitted to the Division of Criminal Justice
Services (DCJS) (Executive Law § 837-t; 9 NYCRR 6058.3).

(k) Ensuring that arrest-related death reports are submitted to the DCJS (Executive Law
§ 837-v).

(l) Submitting ballistics reports and entering data sharing information within required time
frames (Executive Law § 230).

(m) Preparing statistical and data summaries of activities for planning, staffing, budgeting,
and public information purposes.

803.4   FILE ACCESS AND SECURITY
The security of files in the Staff Services office area and records room must be a high priority and
shall be maintained as mandated by state or federal law. All case reports including, but not limited
to, initial, supplemental, follow-up, evidence and any other reports related to a police department
case, criminal history records and related logs, shall be maintained in a secure area within the
Staff Services office area, accessible only by authorized members of Staff Services. Access to
case reports or files when Staff Services staff is not available may be obtained through a sworn
supervisor.

The Greece Police Department maintains and has access to an up-to-date record system for
warrants that is available at all times.

The Staff Services Supervisor,or a designee, is responsible for maintaining a record
of all legal process (includes Orders of Protection-related paperwork and records-related
subpoenas) handled by the Department. Information to be maintained for each item of legal
processes includes:

• Date and time received

• Type of legal process (civil or criminal)

• Nature of document

• Source of document

• Name of plaintiff, complainant, defendant or respondent

• Name of officer assigned for service

• Date of assignment

• Court docket number

• Date service due

The Internal Standards and Compliance Bureau may also maintain a secure file for case
reports deemed by the Chief of Police as sensitive or otherwise requiring extraordinary access
restrictions.

Staff Services will maintain juvenile arrest and disposition records separate from adult arrest
records. Juvenile records may not be made available to the public (Family Court Act § 381.3). The
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Staff Services Supervisor is responsible for overseeing the collection, dissemination and retention
of juvenile records under their control.

803.4.1   ORIGINAL CASE REPORTS
Generally, original case reports shall not be removed from the Staff Services office area.
Department members should only possess copies of records filed in the records room. Should
an original case report be needed for any reason, the requesting department member shall
first obtain authorization from the Staff Services Supervisor. The Staff Services Supervisor shall
consult with the Deputy Chief of the Administration Bureau if questions or concerns arise. A Staff
Services member shall log the removal of original case reports which shall include the receiving
department member's name and date received. The Deputy Chief of the Administration Bureau
shall periodically review the log.

All original case reports to be removed from the Staff Services office area shall be replaced with
a copy and retained in the file location of the original case report until the original is returned to
its original location. The photocopied report shall be shredded upon return of the original report
to the file.

803.5   CONFIDENTIALITY
Staff Services members have access to information that may be confidential or sensitive in nature.
Staff Services members shall not access, view or distribute, or allow anyone else to access,
view or distribute any record, file or report, whether in hard copy or electronic file format, or
any other confidential, protected or sensitive information except in accordance with the Records
Maintenance and Release and Protected Information policies.


