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Corsicana Independent School District  
Police Department  

Policy and Procedure Manual  

Policy 9.03   Digital Recordings/Camera/Jump Drive  
Procedures  

 

 
  

  
    
I. POLICY  

 
It is the policy of the CISD Police Department that employees using recorders or cameras for 
criminal investigations shall use District issued digital equipment. District issued Jump 
(flash)Drives may also be utilized for criminal investigations and police related matters when 
appropriate.   

  
II. PURPOSE   

The purpose of this policy is to establish procedures for electronic data collection and to 
improve efficiency, effectiveness, and accountability of the operations of the Department. The 
purpose of utilizing this technology is to allow documentation of interviews, crime scenes, and 
other police matters. This will provide the necessary entities material that can be easily 
maintained and stored as a record, and can be retrieved quickly to ensure that:   

  
A. Department records of digital recordings are accurate and saved for court proceedings.   
  
B. Department records of digital photographs are accurate and saved for court 

proceedings.   
  
C. Prosecuting attorneys have easier access to recordings, photographs, and reports.   
  
D. Disclosures are provided on interviews and photographs are quicker for defense 

attorney.   
  
E. The Department is fulfilling its legally mandated function.   
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III. PROCEDURE   
  
A. Management control and monitoring systems are necessary to protect the integrity of 

the electronic digital information received whether it is of evidentiary or non-
evidentiary value.   

1. Digital Recording  
a. Only those digital recorders issued by the Department are authorized for 

use.   
b. Under normal circumstances, prior to any recording, the employee 

should provide case information such as IR #, date & time, location, 
victim name, type of offense, person making the recording, and agency.   

c. Recordings should be accompanied by a written report for any criminal 
investigations. Written reports should state that a recorder was used, and 
for what purpose.  

d. Prior to securing for the day, patrol personnel shall download all 
recordings. Routine citizen contacts, traffic stops, and non-criminal 
matters may be saved on employee’s personal drive, but should not be 
saved on the H: drive or copied to a CD. Any recordings are subject to 
public disclosure laws.   

e. Any criminal recording with an IR# assigned shall be saved to the 
department’s report 

f. Any criminal recording of a Felony, shall be copied to a CD and should 
be impounded as evidence.   

                   2. Digital Photographs  
a. Only those digital cameras issued by the Department are authorized to 

be utilized.  
b. Imaging disks can be utilized to store more than one crime scene.   
c. Prior to taking any images, the photographer must photograph case 

information such as IR #, date & time, location, victim name, type of 
offense, person taking photographs, and agency.  

d. The photographing employee will annotate within the IR the 
photographs taken and their evidentiary value.  

e. At the end of the employee’s workday, any imaging disks/cards used 
shall be placed in a photo envelope, or downloaded into the proper file. 
All information on the photo envelope will be completed.   

f. Only a copy of a digital photograph will be used for any enhancement 
process to preserve the original image from being corrupted.   

g. Imaging disks/cards will be cleaned and returned for re-use.  
3. Digital Photograph Responsibilities  

a. The officer responsible for processing department photographs into 
the RMS system will attach the photographs into the report file.  
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b. In the event an active case is deemed sensitive in nature the 
supervisor of the unit responsible may request that the photographs 
not be attached to the report in RMS. Notification will be made 
directly to the officer who will store the photographs in a folder 
within RMS and will only release copies pursuant to current policy.   

4. Jump-Drives   
a. Only Department issued jump-drives are authorized to be used.   
b. Department issued jump-drives will be password protected by 

Department IT.   
c. Jump-drives may be utilized for the short-term storage of investigations.   
d. Jump-drives may be utilized to complete written reports and then copied 

onto the RMS program or other approved department storage media.   
e. Once the information from the jump-drive is copied to an approved 

storage media, the information shall be wiped cleaned from the jump-
drive; otherwise it is subject to disclosure on criminal cases.   

 
 
CISD Police Department  
9.03 Digital Recordings/Camera/Jump Drive Procedures  
Original Issue Date:  04/01/2019 
Last Revision Date: 02/08/2021 
Next Review Date: 11/01/2027 
Editor: TT 
Reviewed By: SS 
 
  
APPROVED:   
Scott Stephens   
Chief of Police   


