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Corsicana Independent School District  
Police Department  

Policy and Procedure Manual  

Policy 6.01   Patrol Procedures  
  

  

I.   POLICY  
  

It is the policy of the CISD Police Department to ensure uniformity and compliance with 
regulations dealing with the day-to-day operations of the Patrol Division. This procedure 
establishes a standardized system to ensure uniformity in Patrol Administrative Procedures.   

  
II.   PROCEDURES   

  
A.  Submission of Incident Reports (IR)   

1. Procedures for writing Incident Reports.   
a. The purpose of an IR is to record any crime, incident, or activity in the 

District that has been reported to the CISD Police Department or 
observed by a police officer.  

b. Sworn personnel will complete an IR on all offenses (felony, 
misdemeanor, or status offense) if the elements of a crime are present, 
even if the suspect is unknown and there is no need for immediate 
follow-up. Regardless of the victim’s desire for prosecution, motive to 
prosecute, or only being reported for insurance purposes, an IR will be 
written. Burglary, theft, and auto theft offenses in which multiple 
offenses were committed at the same location with different victims 
shall generally have sole and separate IR numbers.   

2.  Procedures for handling Incident Reports are as follows:   
a. IR’s will be turned in to the officer’s supervisor for further review. The 

supervisor’s review approval in EFORCE (record management system) 
implies acceptance of a report as meeting CISD Police Department 
standards.    

b. All felony, in custody reports, and domestic violence reports where 
probable cause exists to arrest the suspect (including circumstances 
where the suspect's whereabouts are unknown), recovered stolen 
vehicles, missing persons, and runaway juveniles will be completed 
prior to the employee ending their shift. All other IR’s may be held for 
completion no longer than the end of the employee’s next workday at 
the discretion of the supervisor.   
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(1) Officers working their last day of work before going on days off, 

vacation, etc., may not place reports on hold.   
(2) IR’s not forwarded to the Supervisor at the end of each shift shall 

require a face sheet to be completed to a degree that will allow 
for tracking in the system. The face sheet shall contain the IR 
Number; Date/Time of Report; Offense; Victim(s); Suspects; 
Arrested Person(s), and Charge(s).  

(3) Officers are required to have all in custody paperwork reviewed 
by a patrol supervisor before securing from their shift.   

(4) Any officer who is not returning to work the following day shall 
have all of their paperwork reviewed and signed off by a patrol 
supervisor before securing from their shift.   

3. The following incidents will require a full IR. Under circumstances not covered 
by this policy, when a question arises, the supervisor will have the final 
determination on what type of report will be completed by the officer.   

a. All in-custody arrests.   
b. Criminal acts with articulate, identifiable suspect information where 

investigative follow-up is warranted and likely to result in an arrest or 
criminal complaint.   

c. Crimes against persons  
d. Death investigations.  
e. All domestic violence cases where a crime was committed.   
f. All hate crimes.   
g. All stalking crimes.   
h. Property crimes.   
i. School area reports of suspicious activity or criminal conduct.   

  
B.  Preliminary Investigations: Officers are responsible for the preliminary investigation 

of crimes committed in their areas.   
1.   On-scene Considerations: The success of any investigation that involves a 

definable crime scene depends heavily on the initial observations and actions 
of the first officer to arrive at the scene. While the circumstances of a particular 
scene will govern the actions taken by the officer to protect and preserve the 
physical evidence, the following are considered to be generally valid 
guidelines:   

a. Self-protection.  
b. Summon medical aid for and attend to injured persons at the scene as a 

matter of first priority. 
c. On major crime scenes ask your-self the question, "Do I have permission 

to be here?" If not, do you have the consent of the owner or a warrant? 
Remember, there is no "murder scene exception" to the search warrant. 
If necessary, the scene can be secured and protected while an 
appropriate warrant is obtained.   
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d. Secure and protect the scene. If a sufficient number of officers are 
available, immediate measures necessary to protect the crime scene 
should proceed simultaneously with giving aid to injured persons or 
examining apparently deceased persons. The immediate measures 
include such actions as:   

(1) Checking the scene for the presence of involved parties or 
injured persons.  

(2) Prevent the destruction of evidence.   
(3) Cordoning off critical exits or entrances.   
(4) Posting personnel to control spectators especially around areas 

expected to have a high potential for physical evidence yield.   
(5) Covering exposed items that may lose evidentiary value due to 

rain, smoke, direct sunlight, etc. (Always keep any material used 
to cover items of evidence. Package and tag this material 
separately.)   

(6) The underlying intent of all actions taken to protect the scene of 
a crime is to preserve its physical aspects so that it may be 
reviewed in detail by the detective or laboratory examiner 
assigned to the case. The major task of the officers preserving 
the scene is to prevent certain actions, specifically:   

(a) Unnecessary traffic throughout the scene.   
(b) Particular caution must be taken to avoid and prevent 

walking or driving in areas likely to have foot or tire 
impressions,   

(c) Moving items or disturbing the bodies of deceased 
persons;   

(d) Touching or moving items or touching surfaces that are 
likely to yield latent prints or other trace evidence;   

(e) The removal or addition of any item to or from the scene 
without the specific permission of the officer assigned to 
process the scene.   

(7) It is important that these restraints not be lifted until the 
investigator in charge has specifically released the scene.   

e. Identify witnesses and suspects. Witnesses and suspects shall be 
detained at the scene if at all possible. In any event, enough information 
should be obtained to allow them to be located. The minimum 
information shall consist of name, address, home telephone number, 
date of birth, business telephone number, cell phone, e-mail, a Texas 
Crime Information Center (TCIC)/National Crime Information Center 
(NCIC) warrant check.     

f. Maintain control of the scene until relieved of that responsibility.   
(1) Document the entry of all persons into the scene on the CISD 

Police Department Crime Scene Log. Personnel posted to 
protect the scene should record appropriate information on all 
persons admitted to the scene, including other officers.   
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(2) Any officer, of any rank, entering the inner scene shall be 
required to submit a supplemental report describing their 
purpose at the scene and what actions they took while there. The 
report shall include the time of arrival and time of departure 
from the scene.   

(3) Anyone who assumes the responsibility of entering a crime 
scene shall be accompanied by the crime scene supervisor or 
their designee.   

g. Establish contact with the on-duty, or on-call supervisor. The supervisor 
will be notified in all incidents that may require the involvement of the 
Public Information Officer (PIO). Incidents requiring notification will 
include, but are not limited to, the following; homicides, sexually related 
crimes, crimes involving a child victim, crimes occurring at a school, 
violent felony crimes, Property crimes that may affect the operation of 
a school or transportation of students etc.  

h. Prepare notes to document actions and observations. Notes can be used 
later in the preparation of the IR. As soon as possible the following 
details should be noted:  

(1) Time of arrival at the scene.   
(2) Weather conditions at the time of arrival.   
(3) Persons present at the time of arrival.   
(4) Any other important circumstances that will aid the 

investigation.   
i.   Cooperate fully with the investigator(s) assigned to the scene by making 

all known information immediately available to the investigator.   
(1) If an item was touched or moved by officers securing the scene, 

that fact should be made known to the investigator.   
(2) If the scene has undergone any physical changes due to weather, 

etc., the officer(s) who arrived first should pass their 
observations on to the investigator.   

j. Prepare and submit an IR.  
  

2. Field Interviews (FI’s)    
a. At the Scene of a Crime.  

(1) General on-the-scene questioning as to facts surrounding a 
crime, or other general questioning of citizens in the fact finding 
process is permitted without the need to warn those questioned 
as to their rights. However, if after general on-the-scene 
questioning, a person questioned is placed IN CUSTODY and 
interrogation is to continue, then Miranda Warnings will be 
given prior to further questioning.   

(2) Field Interrogations: Field interrogations do not require the 
rights admonition prior to interrogation as long as questions are 
limited to a request for name, address, and explanation of 
actions.   
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(3) Vehicle Stops: A police officer may stop a vehicle and question 
its operator with regard to the enforcement of civil or criminal 
laws.   

(4) Field contacts in which no Incident Report or citation has been 
issued may be documented with a Field Interview form entry 
outlined below:   

(a) FI entries shall be prepared by any officer of the CISD 
Police Department who receives information on, 
observes, or has contact with any person whom they 
believe may have been, may become involved in, or have 
any knowledge of any criminal activity. FI entries are not 
intended to supplement or replace an CISD Police 
Department IR.    

(b) The officer completing the FI entry is responsible for 
ensuring the quality of information it contains. Further, 
officers shall utilize their experience, knowledge, and 
good judgment in determining the validity of 
circumstances prior to completion of the FI entry.  

(c) Supervisors shall review completed FI entries. The 
immediate supervisor shall review and approval FI 
entries.   

(d) All FI entries are accessible only to law enforcement 
personnel.  

(f) FI entries shall be retained and purged in accordance 
with the current departmental policy concerning the 
purging of official records.  

b. One-on-One Identifications.  
(1) Moving a Detained Subject:    

(a) If it is necessary for a witness to identify a detained 
subject, officers should not move the subject to the 
witness. As a rule, the witnesses should always be 
brought to the detained subject’s location. However, if 
that is impractical and no other alternatives exist officers 
may take the subject to the witness. It will be necessary 
to clearly articulate the reason for making this type of 
decision in an Incident Report.  

(b) Unless probable cause exist, officers may not take a 
detainee, to the station in order to take statements, take 
fingerprints or for any other reason unless the detainee 
agrees to the movement.   

(2) All one-on-one identifications will be conducted within two 
hours of the commission of the crime. No one-on-one 
identifications will be conducted after the two-hour procedural 
rule has elapsed.   
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(3) Any subject who is detained for a one-on-one identification will 
be advised that they are being detained for investigative 
purposes. Officer may detain a person for investigative purposes 
only long enough to confirm or dispel any suspicions the officers 
may have.   

(4) When a witness is asked to view a subject under detention, they 
will be advised that the person being detained may or may not 
be the person involved. No more than one witness at a time will 
view a subject under detention.  

(5) If the witness identifies the detained subject as the suspect, the 
officer will ask the witness why they believe that person is the 
suspect and will document this information in the IR.   

(6) Officers will not inform the witness if their identification was 
correct. Additionally, where multiple witnesses are involved, the 
officer will advise the witnesses not to discuss their 
identification with other witnesses.  

(7) Officers will make a concerted effort to avoid tainting the one-
on-one identification whenever possible. The subject of the line-
up will not be handcuffed unless it is necessary for officer safety 
or the subject is a flight risk, which will be documented in the 
IR. Officers will avoid over saturating the viewing location with 
multiple patrol vehicles or personnel surrounding the subject.  

  
C. False Reporting  

1. Enforcement of False Report to Police Officer: It is the policy of this agency 
that enforcement of this statute will be limited to persons who make false 
reports to this agency regarding criminal matters only.   

2. For example, if a person knowingly makes a false report (sexual assault, theft, 
burglary, etc.) this would be the appropriate code with which to charge them. 
Or, if the person falsely identifies themselves during the investigation, arrest, 
or citation for a specific crime.   

3. It is difficult to convince prosecutors, judges, or jurors that a person who gives 
a false statement (lies) during an interview or interrogation is actually in 
violation of this statute, regardless of the actual wording. For this reason, our 
enforcement of this statute will be limited to those who make false criminal 
reports to our agency, or to avoid their true identity.  

  
D. Notification of Next-of-Kin of Seriously Injured, Ill, or Deceased Persons   

 1. The message shall be delivered as quickly and professionally as possible.     
2. When delivering emergency notification officers should, when possible:   

a. Deliver the message in person  
b. If known, a friend of the family should be contacted and accompany the 

officer when the message is delivered, or respond to lend ongoing 
support.  

3. When delivering a message of serious injury or illness, the officer:   
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a. Shall attempt to make notification in person if unable to make contact 
by telephone.  

b. These procedures apply to requests initiated locally and/or initiated by 
other agencies.     

E. Emergency Street, Highway, and Utility Notifications    
1. Officers will immediately notify communications personnel of any major 

roadway hazards, electrical hazards, or inoperative school zone/traffic signal.   
2. Communications personnel will immediately contact the appropriate agency to 

ensure that emergency repairs are accomplished.     
  
F. Notification of Supervisory Personnel Relating to Law Enforcement Personnel 

Involved in Off-Duty Incidents  
1. Officers on the scene of any incident in which an off-duty officer has been 

identified as a suspect or investigative lead in a criminal offense shall 
immediately request a   supervisor to respond.  

2. Supervisors responding to scenes involving off-duty officers will ensure that 
the duty sergeant or officer-in-charge of the applicable agency is notified of the 
incident as soon as practical.  

3. The Chief of Police will be notified in all cases involving the physical arrest of 
any off-duty officer or in cases where any off-duty officer is suspected of 
committing a crime.   

  
G. Undocumented Persons – The CISD Police Department values the importance of 

developing and maintaining a close relationship with all members of the community 
and is sensitive to the needs of undocumented persons to whom we provide law 
enforcement service.   

1. Enforcement: The investigation and enforcement of federal laws relating to 
illegal entry and residence in the United States is specifically assigned to the 
United States Immigration and Customs Enforcement (ICE) of the United 
States Department of  
Justice.  

a. Officers will not stop persons for the sole purpose of determining 
immigration status.  

b. Officers will not arrest a person when the only violation is an infraction 
of a federal immigration law.  

c. Undocumented persons who are victims and/or witnesses of a crime 
should be assured that ICE will not routinely be notified by the CISD 
Police Department. ICE may be contacted in order to attempt to obtain 
lawful temporary status.   

 
  

H. Board of Trustee Meetings – Sworn Employees assigned to duty at Board of Trustee 
meetings are expected to remain at the Board Auditorium until relieved of duty by the 
Superintendent, or his/her designee.  
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I. In Custody (IC) Paperwork  
1. The purpose of this procedure is to insure a consistent and timely process for 

submission of all reports and required paperwork for In Custody arrests.   
2. The arresting officer is responsible for insuring that the report and all required 

paperwork is completed and reviewed by a supervisor prior to securing from 
their shift   

 
  
  
  
  
CISD Police Department  
6.01  Patrol Procedures  
Original Issue Date:  04/01/2019 
Last Revision Date:    10/14/2025 
Next Review Date:  11/01/2027 
Editor: TT 
Reviewed By: SS  
 
  
APPROVED:   
Scott Stephens  
Chief of Police  


	I.   POLICY
	II.   PROCEDURES
	CISD Police Department
	6.01  Patrol Procedures
	Original Issue Date:  04/01/2019
	Last Revision Date:    10/14/2025
	Next Review Date:  11/01/2027
	Editor: TT
	Reviewed By: SS
	Scott Stephens
	Chief of Police

