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TO

DOMESTIC VIOLENCE UNIT

STANDARD OPERATING PROCEDURES

LETTER OF PROMULGATION

ALL PERSONNEL, DOMESTIC VIOLENCE

These procedures are established to provide uniformity, efficiency, and
effectiveness for the administration and operation of the Domestic Violence
Unit of the City of Miami Police Department.

The procedures set forth here, supplement but do not supersede the
Departmental Orders or other administrative and operational directives, and
they are formulated accordingly. Unforeseen conflict between the Standard
Operating Procedures and the Departmental Orders or Directives will be
arbitrated and resolved through the Unit Commander.

Personnel assigned to the Domestic Violence Unit shall become familiar with

these procedures.
e 27 2,

Lt. Lazaro Alfonso
Commander
Domniestic Violence Unit

08 /0 5/}0,2/

Effectﬁ/e Daté
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DOMESTIC VIOLENCE UNIT

STANDARD OPERATING PROCEDURES

DUTIES AND RESPONSIBILITIES OF MEMBERS

It is the responsibility of the Domestic Violence Unit Commander to provide leadership
and direction. The Commander will ensure maximum etfectiveness is achieved in the
accomplishment of the Unit’s mission. Specific functions are as follows:

A. Responsibilities of the Domestic Violence Unit Commander.

1. The Commander will maintain an environment that encourages the
development of motivation and competence in his subordinates. At all times
personnel will be encouraged to act professional.

2. The Commander is responsible for the development, implementation, and
ongoing evaluation of administrative, operational and control procedures that
facilitate compliance with departmental policy.

Lt. LaZaro Alfonso
Commander

Domestic Violence Unit

A
A / =7/ 22

Effetive Date
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DLUTIES AND RESPONSIBILITIES OF MEMBERS

(Countinuation)

4. Coordinate the identification and colicction of physical evidence.

5. Properly documenting all investigatory efforts and actions taken. This will be
accomplished with the use of the investigator's notebook and by prescribed
301 reports.

6. Conduct neighborhood canvasses when appropriate.

7. Prepure proper photo lineups when appropriate.

8. Become proficient in the area of interviewing suspects and witnesses.

9. Become proficient in establishing probable cause for securing arrest and search
warrants through the State Attorney's Office.

0. Corduct surveitlance when appropriate.

L. Coordinate the C.L.C. “Wanted for Departmental Bulletins.”

2. Coordinate B.O.L.O. information with Communications.

I3, Cultivation and use of informants,

4. Follow the prescribed format for recording information for the 301,

I5. Channel all media requests to the Unit Commander and the Public [nfonmation
Unit.

6. Become familiar with procedures of the following internal and external

agencies:
a. Patrol Section
b. Identification Unit
c. Juvenile Unit

d. Internal Affairs Section



Published by PCS on 10/29/2020



Published by PCS on 10/29/2020

. 7.

DUTIES AND RESPONSIBILITIES OF MEMBERS
(Continuation)

A, Responsibilities of Typist Clerks:
l. Considerable knowledge of modern office methods and procedures.

Considerable knowledge of business English. spelling and mathematics.

1o

4. Types highly involved or intricate information and reports; types letters.
forms and other material from copy. or rough draft.

0. Composes and types routine correspendence for the Unit Commander or
Supervisor(s} signature.

FCI‘["()I'IHS meoderately difficult tele hone eontact work in contacting the
J =}
pLEbElC, or i i'QSpOﬂdiﬂg to C{U.ESHOHS.

L]



Published by PCS on10/31/2019



Published by PCS on10/31/2019

20



Published by PCS on10/31/2019

SOP 1

SUBJECT:

PURPOSE:

SCOPE:

g

IRy,

21

City of Miand

DOMESTIC VIOLENCE UNIT

STANDARD OPERATING PROCEDURES

Review of Reports, Memos and Other Written Documents

To prosvide a pohicy for the review of reperts, memos and other written
documents.

[ All reports, memos and other written documents generated by
members of the Domestic Violence Unit will be reviewed and
approved by the respective Unit supervisor or his'her desiunee
prior to submission to the Unit Commander, No report, memo or
other wntten document shall be forwarded without the Unit
Commander's approval.

“pr—

[ ;? . (o =y
Lt. Richard Gentry
Commander
Domest:c Violence Unit

wl 2/ 7
Eftective Date
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STANDARD OPERATING PROCEDURES: S.0.P. 1

{Continuation)

(L.

All reports, memos and. or any other written documents must be
forwarded to its final destination through channels. No written
communication shall be sent directly to any person. unit, section
or division.  All written communication must be sent through

channels.

The intent of this SOP 15 to ensure that all reports. memos, and
other written documents are reviewed by a supervisor and the
Lnit Commander before they are forwarded through the chain of
command.
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DOMESTIC VIOLENCE UNIT

STANDARD OPERATING PROCEDURES

SOpP 2

SUBJECT: [nvestigator’s Notehook

PLRPOSE: To provide a procedure for the vecording and use of the investigator's
notes.  Accurate and complete notes tzken by the ilnvestigator are
considered necessary for the completion of Reports of Investigation
{3017s), Supplemental Reports: Notes for Court Presentation: Overall
Evaluation of the Activities generated in an investigation, ete.

SCOPE: { All Domestic Violence Unit Investigators will maintain a complete

and detaifed notebook of datly activities in chronological order.
A, Notehooks or case notes will be maintained by the member
to ensure its availabtlity for review,

B, Notebooks or case notes will be used as a daily worksheet of
all activities during each tour of duty.

C. Notebooks or case notes shall be subject to periodic
mspection for the purpose of ensuring each of the
requirements are being adhered to.

r - . F‘w
Y 2L N
Lt. Richard Gentry
Cormmander
Domestic Violence Unit
SUE N P
Effective Date
I,
‘j{-’i“"“'l
b SRR , : i NS
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DOMESTIC VIOLENCE UNIT

STANDARD OPIERATING PROCEDURES

SOP 3

SUBJECT: Crime Scene photograph reguests by the State Attorney’s Office or
Public Defender’s Oftice.

PURPOSE: To outline procedures for photograph reguests.

SCCPE: l Standard Procedure - Domestic Violence crime scene photographs

are supplied by the Crime Scene Identification Unit to the
Domestic Vielence Unit for case files when requested.

A, If additional prints or enlargements are needed for
investigation purposes, a Reguest for Photographic Services
form will be made and submitted to the Crime Scene
supervisor.

T

Ly L. LN
Lt. Richard Gentry
Commander
Domestic Violence Unit

V)1 /7
Cftective Date
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STANDARD OPERATING PROCEDURES: S5.0.P. 3

{(Continuation)

B. Requests should be made as soon as possible to avoid rush or

emergency requests.

I Procedure for State Attornev and Public Defender Requests:

Al

All requests for photos will be made directly to the Crime
Scene Unit. A Crime Scene Unit supervisor will approve to
photos made for the State Attorney or Public Detender’s
oftice. Billing will be accomplished in compiiance with the
Crime Scene Unit's current policy.

If request i3 an emergency or rush order. follow the same
procedure,  However, the request will be submitted to the
Crime Scene Unit supervisor, The photos will then be
processed by the Crime Scene Unit and delivered to State
Attorney or Public Defender.

[f the request is for photos. arrangements will be made with
the Crime Scene Unit at the expense of the requesting
agency.

25
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SOP 4

SUBJECT:

PURPOSE:

SCOPE:

City of Ao

b

ERTYS P
[
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DOMESTIC VIOLENCE UNIT

STANDARD QOPERATING PROCEDURES

Reports of Investigation - 301 s

To previde a method for the reporting and documentation of the
mvestigative effort.

L. Reports of investigation {301°s) are intended to:
A, Update the Unit. Section Commanders, Supervisors and
Investigators  with current information on  ongoing
nvestigations.

B. Provide a documented report on the progress of an
investigation,

PO A Gy
Lt. Richard Gentry
Commander

Domestic Vioience Unit

w1y, 7
Effective Date
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STANDARD OPERATING PROCEDURES: S.0.P. 4

(Continuation)

VI

VL

301 Contents:

A. Twpe ofincident.

8. Date. time, place

C. Officer’s involvement
D. Victim

E. Suspecets

F. Witnesses

G. Weapon

H. Vehicle

[ Narrative

J. Nextofkin notified
K. Assistant State Atterney’s Notification

A copy of the original 301 report will accompany all
overtime slips, it any. for that day.
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SOP 5§
SUBJECT:
PURPOSE:

SCOPE:

City of Cj.ﬂ:[fztmf

L R
Yorim
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DOMESTIC VIOLENCE UNIT

STANDARD OPERATING PROCEDURES

Suppiementary Reports and Report Format.

To provide a procedure for the recording of the investigative effort.

The completed supplementary report provides a summary of the
vestization,  All assigned cases reguire the preparation and
submission of a supplementary report. The following guidelines will
assist in the proper utilization of the supplement.

[ First Supplementary Reporting

The first supplementary report for any investigation shall be
completed  within fourteen (14) days of the on-scene
mvestigation.

ey JLL (A
Lt. Richard Gentry
Commander
Domestic Violence Unit

CEAr A 7
Effective Date

29
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STANDARD OPERATING PROCEDURES: S.0.P, 3

(Continuation)

i

I

v

Additional Supplemental Reporting

For any centinuing investigation, additional supplement reports
shall be completed every thirty (30) days from date of First
Supplement.  Once an investigation 1s determined to be “No
Further Action™, *No Further Information” or *Closed™,
the final supplement shall be completed within fourteen (14)
days.

Supervisor is responsible for ensuring that a suspense file is
maintained for each case assicned to his'her respective team

{
members and that cases are reviewed to determine their
continued  status, and supplemental reports are submitted
according to the guidelines of this SOP.

All supplementary reports will be made according to the
totlowing format: (see Appendix A)

A, Suppiementary Report Number

[ First supplementary report, second supplementary
report, etc,

B.  Classification (Original Offense/Incident)
I, Classification to remain the same.

2. Classification changed from to

C.  Status (what is current status of investigative effort).
I, Case cleared by arrest of offender.

a.  List name. DOB, address, phone number, charge
and date of arrest. Note if there are other

offenders.
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STANDARD OPERATING PROCEDURES: S.0.P. 5

(Continuation})

LIPS ]

(]

b, No further police action
Case cleared ECA
a.  Meet ECA requirements

b. Lt name, DOB, address. phone number, height
and weight

c.  No turther police action

Case Filed NFI

a. After a case has been assigned and ali
investigatory leads have been exhausted and the
investigation has reached a dead end.

b. Explain details in narrative

Case open, Investigation continuing, pending . . .

a.  Explain details in narrative

b.  Further police action - Yes

Case open, investigation complete. warrant obtained,
pending arrest of otfender.

Case closed. investigation complete

NOTE: It is not necessary to indicate “Pending
Court™

V.  Unfounded Complaints

A, A short version of the supplementary report will be
written according to format for any of the following:
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STANDARD OPERATING PROCEDURES: $5.0.P. 5
(Continuation)

VI, No Further Information Status

A, After a case has been assigned and all investigatery leads
have been exhausted and the investization has reached a
dead end.

. All leads and the steps were taken to follow-up those
leads must be thoroughiy detailed in the narrative of
the Supplementary Repott.
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DOMESTIC VIOLENCE UNIT
STANDARD OPERATING PROCEDURES

SOP 6

SUBJECR: Patrel Liaison and Training

PLURPPOSE: To establish a periodic exchange of infornmation with the Patrol

Section by attendance at Patrol Roll Calls by Domestic Violence Unit
members,

SCOPE: A Domestic Violence Unit Supervisor or designee will report o
Patral Roll Calls to exchange information that will increase the
effectiveness and coordination of the Domestic Violence Unit
and Patrol functions.

L On 4 quarterly basis one (1) persen from the Domestic
Vielence Unit will attend a Patrol Roll Call for each
district. Unit Commander or supervisor mav request
additional rol! calls as needed.
PTG Sy
Lt. Richard Gentry
Commander
Domestic Violence Unit
M/ 2 e
Effective Date
7 2y
e TR
gt £ :‘;‘ 'V:;
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STANDARD OPERATING PROCEDURES: S.0.P. 6
(Continuation)

[ An email will be sent to the Domestic Violence Supervisor
from the person who attended a roll call and indicate date.
time, location, and subject matter discussion.

[, A report of roll call training will be included in the monthly
report that 1s forwarded to the Division Chief,
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City of AHiami

sob e s

DOMESTIC VIOLENCE UNIT

STANDARD OPERATING PROCEDURES

SOp 7
SUBJECT: Media relations and the releuse of information to the media
PLURPOSE: To provide a procedure for release of information to the media.

SCOPE: itis the policy of the Miami Police Department that all contacts with the
media be coordinated through the Media Relations Unit.

l. Care should be tzken to refease only information that is mnot
prohibited by law that will not harm or embarrass innocent
persous, nor hamper the investigative effort,

e =
e LS G )
Lt. Richard Genltry
Commander

Domestic Violence Unit

4209
Effective Date
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STANDARD OPERATING PROCEDURES:  S.0.P.

39

At |

(Continuation)

VIIL

D.  Charges against offender

E. Case number

F. A briet description of the incident

After supervisory approval, the following distribution ts made:

A, Original to Media Relations

B. Copy te Case File

C. Copy o C.LS. Commanding Ofticer

D. Copy to Domestic Violence Commanding Ofticer

On major ertme scenes. a representative of the Media Relations
Unit will generally be present to establish Haison with the media.

A, Refer to the on-call Meadia Relations list after hours for call
out
Press Conference and [nterviews

A. In most cases the Domestic Vielence Unit Commanding
Officer or C.LS. Commander wili represent the department
when requested.
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DOMESTIC VIOLENCE UNIT
STANDARD OPERATING PROCEDURES
SOP 8
SUBJECT: Overtime
PURPOSE: To provide guidelines of the authorization, documentation. and
utifization of overtime.
SCOPE L Regular Duty Overtime

A, Extension of regular duty.

Generally, overtime will be granted only to complete vital
task which cannot wait until the next tour of dutv. No
overtime will be granted under any circumstances without
the expressed prior approval of the Unit Commander,

N b ,’? . b.}‘-—-..
Lt Richard Gentry
Commander
Domestic Violence Unit

Vir i

Eftective Date
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STANDARD OPERATING PROCEDURES: S.0.P. §

(Continuation)

Examples of such tasks are as follows:

I, Completing interviews or sworn statements.

2. Obtaining and executing warrants when timely action is
essential.

] : : NI

3. Completing essential paperwork, arrest reports, tnitial

reports of investigation (301).

4. Completing cime scene tasks such as area canvass,
directing I.D. in scene processing, ete.

B. Recall to Duty

Personnel may be called in while off-duty for the following
reasons:

i.  To pursue new leads or vital tasks that cannot wait until
the next tour of duty.

2. To interview offenders who unexpectedly turn
themselves in or witnesses who come to the station to
give statements which cannot be taken by anyone else.

Il Court Overtime

A, Domestic Violence Unit personnel will comply fully with all
Departmental Policies established to regulate our appearance
tn the Courts and State Attorney's Office. Additionally, full
compliance with the operating procedures of the Court
Liaison Detail is expected.

B. Court appearances and depositions will not be rescheduled
from on-duty hours to oft-duty hours.

Ly
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City of Miami

DOMESTIC VIOLENCE UNIT

STANDARD OPERATING PROCEDURES

50P9

SUBJECT: Granting of Time Oft

PLURPOSE: To provide guidelines for granting time of?.
SCOPE; L. Non-Swom Personnel

A, The Unit’s non-sworn personael will request time off from
thetr respective supervisor,

B, Once time has been approved, the supervisor will make the
appropriate notation on the “P-Sheet™ and place their initials
next to the notation.

LT ;?. s S:\
Lt. Richard Gentry
Commander
Domestic Violence Unit

vl 24,7
Effective Date
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SOP 10

SUBJECT:

PURPOSE:

SCOPE:

| SRy sing

City of

V__/

AHiami

DOMESTIC VIOLENCE UNIT

STANDARD QPERATING PROCEDURES

Paperwork Routing / Saving Documents Procedures

45

The Domestic Violence Unit has established procedures which will assist
tn the routing of paperwork to include what is required in the case file.

L.

Information is as follows;

Al

B.

Subpoenas, “e-Notify”

Property Receipts

MUD.P.D. Laboratory Reports

Original 301 Reperts and Supplemental Reports

e ,7_." < w::\:*
Lt. Richard Gentry
Commander

Domestic Violence Unit

w32/

Effective Date
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STANDARD OPERATING PROCEDURES S5.0.P, 11

{Continuation)

li.

Report of Investigation {(301)

A, The Repert of [nvestigation (301’s) will be saved in the 301
folder [ocated in the Domestic Viclence Unet »U™ drive.

B.  Completed Reports of [nvestigation will be piaced on the
designated clipboard and maintained for at least 30 days.

C. It is the responsibility of every supervisor and investigator to
review all 3017s for accuracy.

Oftfictal Bulletins

A, The Official Bullerins are mandatory reading by all members.

48
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STANDARD OPERATING PROCEDURES _8.0.P. 12

(Continuation)

[L

These items shall be tumed over to the Domestic Violence
supervisor. Hesshe will be responsible for checking these items off
and redistributing them.

A, When the above procedure has been accomplished. the
supervisor shall prepare a written red-line memorandum to the
Unit Commanding Otfhcer reporting what equipment was
collected.



Published by PCS on10/31/2019

51



Published by PCS on10/31/2019

52



Published by PCS on10/31/2019

53



Published by PCS on10/31/2019

54



Published by PCS on10/31/2019

55



Published by PCS on10/31/2019

56



Published by PCS on10/31/2019

57



Published by PCS on10/31/2019

58



Published by PCS on10/31/2019

59



Published by PCS on10/31/2019

60

STANDARD OPERATING PROCEDURES _S.Q.P._16

(Continuation)

L]

Upon retrieval subpoenas will be printed. A supervisor
will clear the notification from court computer list,

Domestic Violence personne! are responsible for checking
on court related matters each day.

When srangements are made to reset or be excused from
a court related obligation, the following steps shall be
adhered to:

o

The date, time. extension and name of court Liaison
rerson  should be written in the investigator's
notebook.

Should an investigator feel that he s the victimof a
court linison error the above listed documentation
along with the telephone tape will serve to exonerate
the ofticer trom disciplinary action.
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