RESOLUTION NO. 2017074

A REQDO

0 \hUva

ESTABLISHING AND REVISING THE RECORDS RETENTION POLICY FOR
VARIOUS UNITS IN THE POLICE DEPARTMENT

JTION OF THE CITY COUNCIL OF THE CITY OF ELK GROVE

WHEREAS, the Chief of Police is charged with the custody and safekeeping of
records related to the Police Department; and

WHEREAS, the responsible maintenance of the City’s records includes adoption
of a policy for the retention and disposition of records; and

WHEREAS, California Government Code Section 34090 requires the legislative
body to approve policy for the disposition of records that are no longer required.

NOW, THEREFORE, BE IT RESOLVED that the City Council of the City of Elk
Grove hereby:

1) Adopts the records retention schedules attaiched hereto as Exhibits A through
K as consented to by the City Attorney in accordance with California
Government Code Section 34090 et seq.; and

2) Authorizes the Chief of Police to employ technological methods'to provide the
storage.and recovery of records as'provided by statute; and

3) Authorizes the Chief of Police to identify aind forward unique records to the.
care of the City Clerk for determination of extended retention and/or
preservation.

PASSED AND ADOPTED by the City Council of'the City of Elk Grove this 12"

day of April 2017.

STEVE LY, MAYOR of the
CITY OF ELK GROVE

ATTEST: APPROVED AS TO FORM:
JABON LINDGREN, CITY CLERK JONATHANP. HOBBS,

CITY ATTORNEY

(
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City Of Elk Grove - Records Retention Schedule Page 2 0f3

- - - - - - .

Q_am Reports - _S_mqmamm:oﬂm:n_ Infraction reports - : : ) . - - T . . .

.>__ B_uo:m nm: wzm. am.ﬂo,\ma o:nmﬂmﬁm_.:_o: mnsmacumcam?NSmm:mswvmm:Bmﬂ mxnmu" . ,..
‘those; o%m:z_mm cited' _:.n_.__m_..mnm:ﬁ_o:,mnrmnc_@

P,ose:_w none:of the following:are présent: . .
No: c:w&:a_nmﬁmn arrests, except for'#2,.andH & S 11357 or.11360 <_o_m:o:m ooy . .
: No unserved,warrants -~ - o o .
. No identifiable ;mBm\nqoum:& (including weapons’ m:a ?‘mm:.:mv which'have not been Enoe.mﬁmn v

2

w -

4. No PG 290,.PC 457.1, 0or H & 511590 Registrants . .
5 .

6

7

!"'

."No criminal death: . _
No violations listed in 799/800-PC T -
Not presently.inolvéd in-either a civil or criminal litigation ’
1

'NOTE TWO:.
The nmmm. Report Fileiis the'master file oo:ﬂm_z_:m all records associated s__;: the case. The. - -

4

nmmm Report File. may contain the’ mo__os::m aOnc:._mznm .
* Original report - . _ . ;
Su pplemental reports by Officer/ _:<mmcmm8q
Narcotic Ifformation . .
Property and Evidence:Disposition Form
Property and Evidence Chain. of ncﬂoa_\
Property Control forms/ logs -
Phaotographic negatives - g . -
Arrest disposition’form ’ .-
., CLETS/NCIC printouts associated with property.and/or person.
. Warrant entry, réguests; service data . ' T
Public Record’ Requests :and release o* documeént data
. Subpoena-and release data : , N
_Incident Command/SWAT forms and/or.data . o : -
Traffic related - documents : :
DUl'information
All citations - including H&S' wuwmu.mtcﬁ::@ 11357b, prmun. 11360, 11361.5
. Photo lineup data . : )
_nn.ugmi audié and/or files - 4 ‘ ) .
_u_m”:n" Attorney.-routing, ﬁoa_:cmco? cover sheet, Em2m3 request, «m‘mmmm of u_d_umn< (DAS)- . ) . -

- R s

_u«ocmc_m Cause Umn_wnmco: o

- - - - e e - - .

'

. - .- - - . - - - © e - . - < .. .- - - - o= .- -
. e’ . A - -

s R—

204m THREE:. For ao_ncam:nm relied on in: n::z:m_ _:<mm_ﬁmmco= m:n_\o_‘ qumncgo: mxnm d as- othérwisé :oﬁma ..n_mm_‘ma\noa _mn_o:._ means nos_u_mco: of. no:n process,
pt ple

_:n.ca_n_u ‘any muumm_. : - - )

P - - . . . -

**All docurments not generated as vm: 9“ ILEADS are scanned and m.aoemﬂmu with the casefile.
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EXHIBIT B

City Of Elk Grove - Records Retention Schedule

Police - Records - _s_mno__m:oo_._m

ﬁw@_ m,mmw.‘.m et R GaRre &FBE
Oocn uaommm CL+4 GC34090
Notification/Billing CL+2 GC 34090
Permits with renewal S+2 GC.34090
Permits without renewal CL+2 GC 34090
) . - REGISTRANTS. L N - n.
Life of registrant
within
Arson, sex and drug registrant files jurisdiction  |GC 340909
Arson Registration Adult (PC 457 et seq) Life of registrant{PC 457.1
PC 457.1 (d), WIC 781, or Court
Arson Registration Juveniles (PC 457 et seq) 25 years of age |mandated record seal
Sex Registrant (PC 290 et seq) Life of registrant|PC 290
HS11590 et seq, and HS 11594,
Registration requirements set forth in
this article terminate five years after
the discharge:from prison, release
Release +5 from jail or termination. of probation or
Drug Registrant (H & S 11590 et'seq) years parole.
"LOGS (PaperCopy) 8 I R A .
Press 5@3&% summary, Amest Log, Incident Log CU+2 GC 34090

Page 1 0of 3
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City Of Elk Grove - Records Retention Schedule

Request for Information - Police Reports and CAD calis for service CU+2 GC 34090

Consent: - Date: N\\ N\ﬁ\ i 7

\_%m_:m_s P. Hobbs, City Attorey

T T I . " Key;’  ‘CGUfCurrentYear
Adopted-by resolution.No. 2013 - 130’ CL-Cleared/Completion
Revised-and.adopted by resouiition No. 2017- . - P:-.RPermanent

- . E v .. ‘S<Supercede

] K S - : L-Life

Page 3 of 3
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POLICE - o..::.m Prevention

EXHIBIT D
City Of Elk Grove - Records Retention Schedule Page 1of 1

—
—

g =7 Records: Series.. .. oo w 0 b Vitals Sl ARGEENtIONLL | 6. - * . CIAtoN, ity Bard) |
Alcohol Licensure (One Day Permit and Renewal of Sales

License) CL+2yrs GC 34090
Car Seat Install Form CU+2 GC 34090
Crime Alert Notice CU +2 GC 34090
Crime Prevention through Environmental Design (CPTED) CU +2 GC 34090
Crime Prevention Watch Captain List CU+2 GC 34090
Crime Prevention Correspondence Files CU+2 GC+34090
Event Operations Plans & Schedules CU+2 GC 34090
Misc. Forms for Crime Prevention/Neighborhood Watch

Purposes CU +2 GC 34090
Misc Toy Drive documentation CU+2 GC 34090
Duplicate Tobacco Licensure Data CU+90 GC 34090.7

Consent:

Gt

Jonathan P. Hobbs, City Attorney

,>aou_oa _u< momo_:zo: No.2013 - 130 '
wosman and maov»ma by Resolution No 2017-

T

Date: |~.\+\J\~¢> i

Key: CU - Current Year
CL: - Cleared/Completion -
P-Permanent

T-Témination | .

_.-_._ﬁo

-v
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Page2of 2

Officer Invoived Collision Reviews- incident and review housed in |A Pro CL+5 GC 34080
Property Damage Reviews- incident and review housed in IA Pro CL+5 GC 34090
Vehicle Pursuits Reviews- incident and review housed.in IA Pro CL+5 GC 34090
Use of Force Reviews- incident and review housed:in IA Pro CL+5 GC 34090, Secretary of State

Local Govt, Records Mgmt Guide

Employee Backgrounds - Hired (includes Livescan results) T+5 PC 832.5, GC 34090
Employee Backgrounds - Not hired (includes Live Scan results) CL+5 GC-34090
All'training documents internal &:extemnal, (evalutaions, remediation, tests), T+10 GC34090; 29 CFR 1627.3(b)(ii)

training-certifications/designations, training requests, outlines, curriculum,
descriptions

All Departmental Training Manuals, Bureau Manuals, Uniform Manual, Report S+5 GC 34090

Writing Manual

Department General Order Manual P Secretary of State/Local Govt
Guidelines

Weapon Qualification. Forms, Range lesson plans & training CL +15 ‘| Secretary of State/Local Govt
Guidelines

Range Inventory - Réports.of inventories of weapons and ammunition held by the S+2 GC 34090, Secretary of

Department Range State/Local Govt Guidelines

Date: N,\.N/ \4 1

Consent:

Shathan P. Hobbs, City Attorney

& R T o “Key:: CU - Current Year
. - t - - - . , L CL =Cleared/Completion
Adoptéd by ResolutionNo.2013:471 oo n N . | - " PPermanent -
Révised and-adopted by Resolution No. 2017- . . o . : . . " T-Termination, Resignation,
: ) ! ’ . .Separation:from emplovment !
s .- : o © _ . S-Supercede
R ' B ) . C - N P-.:*mo
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PRELIMINARY ALCOHOL SCREENING DEVICE (PAS)

- Page 2 of 2

Preliminary Alcohol Screening (PAS) Device Usage, Maintenance, Memory Logs

CU + .5 years

GC- 34090

nosmm:ﬂr&\“\m\f\\ Date: M\\ N\\\\ ] .ﬁ

Jonatha®. Hobbs, City Attorney

baouﬁma 3 Resolution mwmhhﬁ.

mmsmmn__m:.%m%u"ma 3. nmo,cco: No¥
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EXHIBITH

City Of Elk Grove - Records Retention Schedule

Police - Animal Services

RecordSiSerics Swat WA Sy

- Animal License OOq_.mmuoano:nm

3

- d) onmw.wmnaw ,

_I.ll..\t.l G

ECitation Sk

Animal License Application, License Renewal Notice,
Rabies Vaccination Certificate, Microchip verification,
Spay/Neuter Verificaiton Letter, Verterinarian Note for

Exemption.
CU +3 GC 34090
-Miscellaneous i e -
_.oom_ _»mc_mm Control Activites Annual Report CU +3 GC 34090
Equipment Rental Agreements CU +3 GC 34090
. Vouchers ' “ - . )
Feral Cat Voucher Cu+3 GC 34090
50% Spay/Neuter Voucher CU+3 GC 34090
Consent:. I\W§ Date: \V\\ al.f.\ 17
\%m%m_g P. Hobbs, City Attorney

. " Key: CU-Current Year
‘Adopted by resolution No. 2017 - : , cL-Cleared/Completion
V ] ” P - Permanent

; S-Siipercede

L-Life

Page 1 of 1
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City Of Elk Grove - Records Retention Schedule Page 2 of 2

L-Tife : -
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Dispatch Telephone & Radio Recordings

CU+3

Exception: Recordings used as evidence in
criminal prosecution or claim filed or litigation
shall be preserved for 100 days after .
conclusion of the court action (including
appeals). Secretary of State, Local
Government -Records Management
Guidelines GC 34090 and 34080.6

Note 1: The Electronic Evidence Storage Mgmt System is used to

electronically maintain multiple types of evidence or case documents.

Note 2: "In case association" refers to those records that must be

maintained for evidentiary purposes-on active cases, and are
downloaded.to the Electronic Evidence Storage Management System.
These records are retained based upon the types of report as dictated
in Attachment A, Records Reports, Attachment ?

Records that are not retained for evidence are maintained for the time
specified and automatically drop off as more records are received.

=
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Noﬁm":w: P. Hobbs, City Attorney

Adopted by resolution No. 2017 -

Date: N\\P.,_ \.n 1

Key:

P . - - . -

CU<Current Year .
CL-Cleared/Completion -
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EXHIBIT K
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Police - Traffic

. T T - T

mmoo_dmumm_._mmﬂef i

i Tt e e

, mﬁmzmao.m._ _umB
Miscellaneous statistical data to include traffc, 3<mm~_@m=6=w 385@

collision and grant performance reports. CU+2
Operation Plans for events such as parades, special events, and DUI
checkpoints CU+2

Lidar Calibrations . - _oC|+w ‘

d ,
Oo:mm:a&N‘\il Date: _ ¢ \ 2§ \ 17
XNmSm,: P. Hobbs, City Attorney - /

_ : ) Key: .  CU-Current Year
-Adopted by resolution No. 2017 - ) o_..o_mm_d&o.u:.u_oco:
. - : . , - P -Permanent
S-Supercede
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CERTIFICATION

ELK GROVE CITY COUNCIL RESOLUTION NO. 2017-074
STATE OF CALIFORNIA )
COUNTY OF SACRAMENTO ) ss
CITY OF ELK GROVE )

I, Jason Lindgren, City Clerk of the City of Elk Grove, California, do hereby certify
that the foregoing resolution was- duly introduced, approved, and adopted by the
City Council of the City of Elk Grove at a regular meeting of said Council held on
April 12, 2017 by the following vote:

AYES : COUNCILMEMBERS: Ly, Hume, Nguyen, Suen
NOES: COUNCILMEMBERS: None
ABSTAIN: COUNCILMEMBERS: None
ABSENT: COUNCILMEMBERS: Detrick (Absent)
| S0

Jason Lindgren, C erk
City of Elk Cirove, California



