PROCEDURE MANUAL SECTION 19.6
REPORT PROCEDURES

Probable Cause Sheets/Sepnerforms:

Upon investigation of a feless—any offense wheres the suspect i-has been identified, yet
is still at large, and the officer has wrobable cange for the suspect’s arrest. the
investigating officer or deiective shevld-willmay prepare a £ —sheet

Superform with sufficient information to support the charge.

This 8L shee

officer or detactwe wzl% bz ing the original Suverform to the R.ecords Ei\’ioi@ﬁ and x.eques’s
that it be scanned in o a folder onthe S-drive entitled. “Probable Cause/Superforms.” It
will be the resnonsihility of the Records Division 1o scan the Superform in to the
electronic folder and place the original in a file folder maintained within the Records
Divisicn. The Fecords Eoom musi ronie a ph@tomnv of the Sumzf@rm o the
Investigations Division for tracking purposes. a-copy-vwikhbe
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The Supertorm electronic copy of the / Hhests-wilh-remain--ihe-seotor Bertenant's
Hle-torap-te-to-daysSuperform will remain in {—h%&——‘aﬁmﬁ%a@—&ee&@%—ﬁ%ebﬁth f@%dﬁas
for 45 ds wvs unless the suspect is arrested prior to that fime or the-assigred-detective
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there is excuhﬁ}aiws‘v information discovered on behalf of the suspect named that
invalidates the PC.

At the end of 1845 days, the assigned detective will remevereguest that Records remove
the-i:4 sheet Sunoriomm—Ofom-the hia-the sestier betosant o Beerand are o
Sachomish County Pre

o moam o il
AR ET

P
2

weatorioreviewy. ifneed be-or unless after
reviewing the case: the assioned detective wishes io e‘é;am the %ué}u form mav-be-vetained
in the folders witb-beresubmitted-and-keptin-the respective pre sHle-for an
additionalaether 45 davs, Retention of gAny -,‘%upu oI ﬁﬂh@—ﬁ%&— hevond 90 davs needs
the anproval of thateasethe assigned detective’s supervisor, I will be the responsibility
of the assioned detective orofficerto track their Probable Canse/Superforms ARG
sheetrandremove-themand request tumely removal from the electronic folderin

accordance with this yrocedure.

e

-
FLIE =

If a suspect is arrested by a patrol officer or detective based upon the Probable
Cause/Sunerform, that officer or detective is responsible for notifving the Records
Division of that arrest and requesting that Records remove the Probable Cause/Sunerform
from the electronic folder. Notification to the Records Division shall be as soon ags
nractical under the circumstances, but in every case before the end of the mrvesting




officer’s shilt. Documentation of the arrest and reguest to remove the Prohable
Cause/Buperform from the database will be included in the arresting officer’ y/detective’s
follow-up report, Patrol officers making arrests based upon Probable Canse/ Superform
should also make all reasonable efforts to notify the assiened detective of the arrest.
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PROCEDURE MANIjAL SECTION 19.0

REPORT PROCEDURES

Probable Cause Sheets/Superforms:

Upon investigation of a felony offense when the suspect is identified, vet still at large,
and the officer has probable cause for the suspect’s arrest, the investigating officer or

detective sheuld-will prepare a PB-<heet
Superform with sufficient information to support the charge.

oﬁﬁcer or deﬁ;ee‘{we wﬂi brmg the original Superform o the R{;mrds PHvision and mquesi
that 1 be scanned in to a folder on the S-drive entitled, “Probable Cause/Superforms.” It
will be the responsibility of the Records Division 1o scan the Superform m to the
electronic folder and place the original in a file folder maintained within the Records
Division. If the reguest originates from a ;}&H@E afficer, that must route a
photocopy of the Superform to the lnv Ng PUIPOSes. &-eopy
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there is exe {;Eg}zm}r‘y" information discovered on beball of the suspect named that
invalidates the PC.

the%é %{;@% %Uﬁﬁ{mm Ofbera-thedetnthe sector lewtenant- i;‘f ser-ane-prepaie

he-ease-tor the Sushes ?m County-Proseemorsredev-—ineed beo-or unless aiier

reviewing tkh ~ase: the assggned dutec‘&ve Wishm f@ mmm the %ugm form raorberetpined

in the folders witkbe-resubniBedand kentinthe respestiveprecihnet’s-file-Tor an
additionalnother 45 davs, Retcntien of azﬁxm mz}mmrm s-the-Bles-bevond 90 dave nesds
the aporoval of that easethe assigned detective’s supervisor. It will be the responsibility
of the assiened detective erofficerto track their Probable Cayse/Superforms AP
sheets-endremevethernand request timely removal from the electronic folder in
accordance with this procedure.

If a suspect is arrested by a pairol officer or detective based upon the Probable
Cause/Superform. that officer or detective is responsible for notifving the Records

Division of that arrest and requesting that Records remove the Probable Cause/Superform
from the electronic folder. Notification to the Records Drvision shall be as soon gs
practical under the clivcumstances, but in everv case before the end of the grresting




officer’s shift. Documentation of the arrest and reguest to remove the Probable
Cause/Superform from the daiabase will be included in the arvesting officer’s/detective’s
follow-un report. Pairol officers making arrests based uypon Probable Capse/ Superform
showld also make all reasonable efforts to notify the assiened detective of the arrest,




