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6.30.1 PURPOSE 

 
One of the of the agency's primary responsibilities is to investigate criminal acts to identify 
and arrest the perpetrators, recover stolen property, and gather admissible evidence. 

 
6.30.2 POLICY 

 

It is the policy of the Department to ensure that criminal investigations are conducted and 

documented in a thorough, professional manner according to accepted investigative 

procedures.  

 
6.30.3 CRIMINAL INVESTIGATIONS AND CASE SCREENING  

 
A. Case Screening  

 
The decision to assign cases for follow up shall be based on: 
 
1. Solvability factors according to the nature and seriousness of the case; 
2. Investigative priorities and amount of readily available information;  
3. The need for additional investigation work, availability of agency resources; and 
4. Other factors relevant to the Department’s mission.     

 
B. Solvability Factors  

 
The follow up of reported felony and misdemeanor offenses may be based on, but not 
limited to, the consideration of the following:   
 
1. Solvability Factors (Primary): 

 
a. Witnesses or victims who can identify the suspect with a great degree of 

probability; 
b. Arrest made or suspect identified by name or association; 
c. Suspect vehicle description by tag number, VIN, or unusual peculiarity; and 
d. Recovered traceable stolen property or significant physical evidence. 
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2. Solvability Factors (Secondary): 

 
a. General description of the suspect.  Victim or witness may not be able to 

identify the suspect at a later date; 
b. Partial or complete descriptions of a suspect vehicle, which upon further 

investigation may, identify the occupant’s and/or owner; 
c. Evidence collected, (e.g. identifiable fingerprints, shoe impressions, tire 

impressions, or other physical evidence which could lead to the identification of 
a suspect; 

d. Positive identification of stolen property.  (e.g. serial numbers, or other unique 
identifiers), or location of stolen property is known by investigating detective; 

e.  “Modus Operandi” information which tends to link the crime with other crimes 
or specific suspects; 

f. Special or unusual circumstances making follow up investigation a viable 
consideration; and 

g. Felony and misdemeanor cases with identified suspects that do not require 
investigation will be forwarded to the District Attorney or City Attorney’s office 
for appropriate review.  The Unit supervisor will review the preliminary report to 
verify the case is complete. 
 

C. Case Review and Assignments  
 
1. CIB supervisors will:  

 
a. Review each offense report for their Unit and determine if the case has 

corroborating evidence or information to support that an actual crime occurred;   
b. Have the appropriate case information entered and assign it a case status 

designator if it requires entry into the database; 
 
1)  Certain direct referral cases may be entered into the database by CIB 

support personnel with CIB supervisor approval.  
 

c. Complete the following for in custody cases; and 
 
1) Verify all offense and related reports are properly completed; 
2) Determine if further investigation is necessary; 
3) Assign to a detective if needed; 
4) Update database. 
 

2. All of the following types of cases will be assigned to a detective or reviewed by a 
supervisor.   
 
a. Homicides; 
b. Rapes; 
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c. Kidnappings; 
d. Suspicious deaths; 
e. Suicides; 
f. Aggravated robberies; 
g. Aggravated burglaries; 
h. Aggravated batteries; 
i. Burglaries & thefts over $10,000 including criminal damage; 
j. Child abuse; 
k. Missing persons/runaways; or 
l. As directed by a supervisor. 

 
D. Case Status Designators <42.1.3a-b> 

 
1. One of the following case status designators will be selected for each case entered 

into the tracking database: 
 
a. Non-custody/assigned shall apply to cases that are assigned for active follow 

up investigation and no suspect has been arrested; 
b. Cleared by arrest shall apply when at least one person involved in the 

commission of the offense has been arrested; 
c. Inactive will apply to cases that are not assigned for follow up investigation.  

These cases lack the means by which an effective investigation may be 
conducted;   

d. Closed shall apply when an assigned case has been investigated to the extent 
available but no viable suspect has been identified or charged, or from direct 
referrals, no arrest or no ticket ;    

e. Unfounded designation shall be used when the investigation is complete and 
only establishes that no criminal offense occurred. The event may be converted 
to a non-criminal report when the preponderance of the information deems the 
crime likely did not occur; or 

f. Exceptional clearance. The following are the acceptable reasons for 
exceptional clearances as defined by UCR and KIBRS:  
 
1) Death of offender-suicide of offender, double murder, deathbed confession, 

offender killed by police officer or citizen, or the offender is accidentally 
killed or dies of natural causes after warrant is obtained; 

2) Extradition denied- the offender is prosecuted by authorities in another city. 
An attempt must be made to return offender for prosecution, but the other 
jurisdiction will not allow release;  

3) Juvenile-no custody- the handling of a juvenile without taking him/her into 
custody or seeking prosecution in any manner but rather by giving 
notification to the parents or legal guardian; and 

4) Prosecution declined- the prosecutor, for other than lack of probable cause, 
declines to file charges, e.g., offense falls outside prosecution guidelines by 
virtue of value of loss, first time offender, etc.; or  
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5) The prosecution refuses to file charges because the victim refuses to 
cooperate. This does not include victim refusing to cooperate with law 
enforcement.   
 

E. Release of Property <84.1.1.g> 
 
1. Detectives and Crime Scene Investigators shall be responsible for all evidence in 

assigned cases;   
2. All property shall be released in accordance with KSA 22-2512, and amendments 

thereto; and 
3. If there is ever any question regarding the release of property, the detective will 

consult a supervisor, TPD Legal Advisor or the District Attorney’s office. 
 

F. Follow-Up Investigation-File Maintenance <42.1.3c-e> 
 
1. A properly conducted and documented preliminary investigation may be sufficient 

to bring the case to a satisfactory conclusion, thus eliminating the need for a 
follow-up investigation. 

2. Case files should be maintained on all cases in which investigative activities are 
ongoing. The case files provide an immediate information resource to investigators 
and supervisors.  The case files should contain a copy of preliminary investigative 
reports, records of statements, results of examinations of physical evidence, case 
status reports, and other reports and records needed for investigative purposes.  
 
a. These files should be consolidated into the Records Management System 

when the case is suspended, cleared or closed; 
b. Investigators will submit narrative reports in a timely manner to Records as the 

investigation progresses; and 
c. Narrative reports that cover multiple days of investigation are permitted 

however the report will be submitted to Records if the time period extends past 
two weeks. A new narrative can then be started for further documentation of 
investigative steps. 
 

3. Upon completion of an investigation, the assigned case detective will ensure that 
copies of all follow up reports regarding the case are provided to Records.   
 
a. Detectives should consider the status of the case and any appeals before 

destroying the working files.  Before destroying the working file a review should 
be completed to ensure that Records has all reports and property has any 
evidence from the file; 

b. An exception to this policy is the homicide working case file. These files will be 
packaged and submitted to the property and evidence section when the case is 
completed or has been determined to be a cold case.  The detective may 
maintain original field notes completed during the investigation for testimonial 
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purposes.  It is appropriate to maintain these field notes in the detective’s 
working case file; and 

c. All offense case files in the Records Unit are retained permanently in an 
electronic format. The hard copy of offense reports are kept for two years with 
the exception of homicide cases which are kept indefinitely.  
 

4. The unit supervisors shall:  
 
a. Review all cases before closure; and 
b. Update the case status in the database if needed. 

 
6.30.4 CIB FOLLOW-UP INVESTIGATIONS 

 
A. Confidentiality of Criminal Investigations 

 
1. All information gathered during the course of an investigation shall be considered 

confidential and its dissemination must be limited to a right and need to know in 
conformance with Kansas law, court decisions, and Attorney General Opinion.  
Sensitive information may be sealed and access limited if security is a concern. 

2. Ensure the confidentiality of victims/witnesses and their role in case development 
to the extent consistent with applicable law.  
 

B. Follow-up Investigation 
 

1. The CIB Unit supervisor reviews all incoming reports and determines if a follow up 
investigation will be assigned. This decision shall be based on the: 
 
a. Nature and seriousness of the case; 
b. Need for additional investigation work; and 
c. Likelihood of clearance. 

 
2. Follow up work may be self-initiated by the original investigating officer and so 

designated on the Offense Report. (Follow up work will include documenting 
statements made by victims, suspects and witnesses as well as any evidence 
seized). 

3. If the responding officer has arrested an offender, the follow up work by the 
detective may include: 
 
a. Recovery of stolen property by interviewing the suspect or known associates 

and informants to determine the location of money or property.  Known or 
suspected dealers in stolen merchandise (fences), pawn shops, resale outlets, 
salvage yards, etc. should be checked for possession of missing property when 
applicable. 

b. Investigate other crimes that may have been committed by the suspect. 
c. Records check for criminal history of suspect. 
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d. Prepare the case for presentation to the prosecuting attorney when all the 
information and evidence is obtained. 
 

4. The follow up investigation process shall be completed without unnecessary delay. 
 
a. The follow up investigation shall be documented on an appropriate report. 
b. At the conclusion of follow up work the results of the investigation shall be given 

one of the following case status indicators: Cleared, Inactive, Active, Closed or 
Unfounded. 

c. The Unit supervisor shall review follow up reports and determine appropriate 
case status. 

d. The Unit supervisor shall ensure that late follow-ups are completed without 
delay. 
 

5. Follow up investigation procedures may include: <42.2.1a> 
 
a. Completion of any preliminary investigative procedures not covered in the 

preliminary phase, as needed. The detective should ensure any evidence 
collected during the preliminary or follow up investigation has been processed 
or evaluated for its evidentiary value and returned to the rightful owner as 
expeditiously as possible when permitted by law, rules of evidence or court 
orders. <42.2.1c; 84.1.1c> 
 

b. Review and analyze all previous reports prepared in the preliminary phase, 
Departmental records and results from laboratory examinations. 

c. Conduct additional interviews and interrogations. <42.2.1b> 
d. Seek additional information (from uniformed officers, informants, etc.). 
e. Plan, organize, conduct searches and collect physical evidence. <42.2.1c> 
f. Identify and apprehend suspect. 
g. Arrange for surveillance if needed. <42.2.1e> 
h. Determine involvement of suspects in other crimes. 
i. Records check for criminal history of suspect. 
j. Assist DA with preparation of cases for court presentation, and 
k. When feasible, the detective shall provide notification to the victim of any arrest 

and charges related to their case if such information would not endanger 
successful prosecution of the case.   
 

l. Maintain contact as necessary with the victim and other principals involved in a 
case requiring follow up investigation, as needed to successfully develop a 
case. 

 
m. Detectives are encouraged to recognize victim/witness needs during their 

investigations and make appropriate referrals to the Crime Victims Assistance 
Unit. 
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n. Officers of the Department may be assigned the background investigation of an 
individual as required during the investigation of a criminal case or offense.  All 
information resulting from a background investigation is sensitive, confidential 
and shall be discussed only on a "need to know" basis.  

o. The information may be obtained in a criminal investigation without an 
individual's authorization. 

p. Other sources in the community where personal or background information on 
an individual may be obtained are: 
 
1) Schools or learning institutions which an individual attended; 
2) Public utilities; 
3) The Postal Service; 
4) The Better Business Bureau; 
5) The Credit Bureau; 
6) Past employers; 
7) Criminal justice agencies; and 
8) Friends, neighbors and acquaintances of the individual being investigated 

 
C. Habitual or Career Offenders  

 
1. When suspects have been determined to meet multiple criteria listed below, CIB 

shall work with other Units and Bureaus to focus enforcement effort on these 
persons.    
 
a. Current intelligence from numerous sources implicates an individual in specific 

crimes. 
b. The individual is listed as suspect in multiple cases or investigations.  
c. The individual has prior arrests and convictions for the same type of criminal 

activity. 
d. The person is known to live in the area where crime trends are occurring. 
e. The person’s M.O. is similar to crimes currently under investigation. 

 
2. CIB Units shall notify the DA of cases involving habitual or career offenders.  CIB 

shall work with the DA in building solid cases for prosecution.  
 

D. Criminal Investigations that involve Department personnel  
 
1. When on-duty Department personnel are notified of circumstances that could lead 

to reasonable suspicion that an employee is the suspect of a criminal offense 
requiring investigation, the Field Commander on duty must be notified.  The Field 
Commander will notify the Officer of the Day (OD). The on-call Shawnee County 
District Attorney will also be notified. The OD shall notify the Deputy Chief or the 
Chief of Police.  Investigative assignment will be made by the Chief of Police. 
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E. Criminal Investigation Checklist  
 
1. The following is a general checklist for the investigation of cases. 

 
a. The assigned detective will retrieve, review and analyze any documents 

prepared during the preliminary investigation along with any results from lab 
tests that may be available.  

b. Interview victim: All victims have been through a trying experience no matter 
the type or magnitude of the crime.  The detective should make the interview as 
convenient as possible for the victim.  Cases of abuse or sexual abuse may 
require a forensic interview at the Lifehouse Child Advocacy Center.  

c. Witness interviewed in person or by phone: Witnesses may be re-contacted by 
the detective to ensure accuracy of the information provided.  

d. The detective may consider visiting the crime scene.  The detective will obtain 
consent-to-search or search warrants when necessary.  

e. Crime scene searched: The detective will work with CSI to ensure the crime 
scene is searched properly.  It should also be photographed as needed.    

f. Neighborhood canvassed: The detective will consider making contact with 
persons living and working in close proximity to the crime scene.  These 
individuals may be able to provide valuable information.  

g. Evidence:  The detective will work with CSI personnel to have evidence 
processed including but not limited to  weapons, fingerprints, blood samples, 
rape kits, or any other item seized.  The detective will compile all reports on the 
examination results for the working case file.  

h. The detective may review any available video footage. 
i. Disposition of evidence: Evidence storage will conform to Department 

procedures.  The case detective is responsible for ensuring that case evidence 
be disposed of or returned as soon as possible when legally allowed. 

j. Detectives will complete a records check on identified suspects to determine 
prior criminal activity and to determine if there are active warrants for the 
suspect.  A criminal backgrounds and warrant check should be made on the 
victim and witnesses if their credibility is questionable.  

k. The detective will check with other officers for relevant information.  The 
detective will verify whether stolen articles are in NCIC.       

l. Photo array(s): The detective will prepare photographic array(s) to aid in the 
identification of a suspect.  

m. Polygraph:  The detective will schedule examination with a polygraph examiner 
when necessary. 

n.  Attempt to locate bulletins can be used to aid the detective in locating victims/ 
witnesses, and suspects. 

o. Medical records: The detective will collect medical reports if relevant to the 
case.  The detective may have victims sign the "Authorization for Release of 
Medical Information" form.  

p. Named or identified suspects interviewed: The detective will try to contact all 
suspects involved in the case in order to interview them.  Suspect statements 
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may be audio or digitally recorded or in written form.    
q. Other agencies: The detective will notify and work with other involved agencies.  
r. After completing the investigation the detective will compile all reports. 
s. The supervisor will review the case.  If the supervisor determines that the case 

is complete they will make the proper notations in records management system 
and forward the case to the proper prosecuting authority.  

t. Prior to any court proceedings the detective will work with the prosecuting 
attorney to ensure that any displays that will needed for court are prepared.  
These may include:  
 
1) Enlarged diagram of crime scene area; 
2) Any seized property or evidence; and 
3) Testimony:  The detective will testify in all court proceedings as required by 

subpoena. 
 

2. The basic task of the detectives is gathering information.  The detective may: 
 
a. Re-interview all victims, witnesses and informants in case new information on 

the case has surfaced since the preliminary investigation. 
 
1) This second contact may result in information leading to clearance of the 

case, recovery of property or identification of suspects. 
2) It is also valuable in building public confidence in the agency and 

demonstrating the Department's concern for the welfare of the victim and/or 
other citizens associated with the case. 
 

b.  Test and re-test the validity and reliability of the principals in the case looking 
at such things as: fear, stress, relationships, friendships or deliberate lies that 
may influence the credibility of responses. 

 
 


