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TO 

Oiitt! of 4ft[iami 

DOMESTIC VIOLENCE UNIT 

ST AND ARD OPERATING PROCEDURES 

LETTER OF PROMULGATION 

ALL PERSONNEL, DOMESTIC VIOLENCE 

ARTHU R NORIEGA, V 
Cit) M.rnagpr 

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 procedmes. 

l 
Lt Lazaro Alfonso 
Commander 
Domestic Violence Unit 
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Qlitt! of 4ffi{iami 

DOMESTIC VIOLENCE UNIT 

ST AND ARD OPERATING PROCEDURES 

MISSION, GOALS, AND OBJECTIVES 

MISSION 

ARTI IUR NORIECA, V 
City \\.111,,gPr 

The Domestic Violence Unit's rruss10n is the follow-up investigation and 
coordination of the below listed domestic violence crimes/concerns. 

A. Domestic related assaults (misdemeanor and felony) 

B. Domestic related battery (misdemeanor and felony) 

C. Domestic related stalking (misdemeanor and felony) 

D. Domestic related injunction violations/concerns 

E. Domestic related Arson cases 

100 
l ( , ·111ur1• u f ,..,,.,,..,., 

;;,~ 
Lt. Lazaro Alfonso 
Commander 
Domesti Violence Unit 
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MISSION, GOALS, AND OBJECTIVES 
(Continuation) 

II 

III 

GOALS 

To properly integrate personnel time and resources for the successful 
investigation of assigned cases. 

OBJECTIVES 

To follow up on assigned domestic violence cases and resolve at least 50% of 
the reported cases with a clearance and ensure the victim was provided with 
the Domestic Violence Booklet Notice of Legal Rights and Remedies to 
include referrals to our Victim Advocates. 
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DOMESTIC VIOLENCE UNIT 

ST AND ARD OPERA TING PROCEDURES 

DUTY HOURS, DRESS AND CALL OUT CRITERIA 

All personnel assigned, both sworn and civilian. 

AKTHU K NOl<IFGA, V 
Citv M,lllr1gc1 

I The duty homs for the Unit Commander are flexible but normally 0700-1700 with half 
an hour for lunch. All other sworn personnel, supervisors, and investigators will work 
ten-hour days with half an hour for lunch. 

II The Domestic Violence Unit will be on duty Monday-Friday from 0700 to 1700 hours. 
24-hour coverage will be maintained through an on-call system. The on-call Domestic 
Violence Unit Investigator will be requested through the Homicide Unit after 1700 
hours, holidays, and weekends. 

III The Typist Clerk II is on duty from 0800-1700 with one hour for lunch. Duty hours 
may vary with the approval of the Unit Supervisor or Unit Commander. 

100 
1 ( •. ,,,,,,.,, ••/ -.:1.,.1 ,., , 

c:;, 
Lt. Lazaro Alfonso 
Commander 
Domestic Violence Unit 

,\111\MI l'O LICt DEPARTM[NT l'.0. BOX O 167,~ / ,,1,,rn1i, I loncl,1 ll I 01 / 1 lO'i1 60l-G 100 
E-1\ \<111,\rldrC'::.s c.h1do1pol1(C'1t1 m1am1-police.org 



Published by PCS on 10/29/2020

DCTY HOURS AND DRESS 
(Continuation) 

IV A duty roster will be submitted to the Section Commander along with the monthly 
repot-t during the first week of the month listing the hours of work assigned to each 
investigator. 

V All personnel of the Domestic Violence Uni t shall wear professional attire. Suits, 
spott coats, slacks. may be \,VOrn. 

VI \Vhen suits or sport coats are worn, a tie is mandatory. 

vrr Personnel may a!so \.vear their Class '·A'' Uniform or any other designated uni fo rm 
\.Vith the approval of the Unit Supervisor or Unit Commander. 



Qlit~ of Jffi{iami 

DOMESTIC VIOLENCE UNIT 

STANDARD OPERATING PROCEDURES 

DUTIES AND RESPONSIBILITIES OF MEMBERS 

ARTH UR NORIECA, V 
lil\ M.1 n,1gPr 

I. It is the responsibility of the Domestic Violence Unit Commander to provide leadership 
and direction. The Commander will ensure maximum effectiveness 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. 

i~~~i) 
Lt. Lazaro Alfonso 
Commander 
Domestic Violence Unit 
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DL'TIES A:\D RESPO~SIB[UTIES OF MEMBERS 
(Continuation) 

a. The Domestic Viokm:e Lni t Commander will be advised and respond, if 
necessary, to crime scenes as needed. Commander is responsible for the 
overall direction of the investigative process. 

b. The Commander will continually evaluate the performance of his 
immediate subordinates. 

c. The ongoing evaluation and control of overtime expenditures is the 
direct responsibility of the Commander 

d. Liaison with other departmental units and appropriate outside agencies 
will be a priority o f the Commander. 

B. ~oti ti cation of the Cornrn ::mder of the Domestic Violence Unit while on or off 
duty. 

I. 

4. 

\\, 71ene\·er a depattmental report involving domestic violence members 
requires a review, or an on scene investigation by a Command level officer 
(lieutenant or above). These reports include Use of Force Report. Discharge of 
Fiream1s Report, and a Vehicle Accident Report, etc. 

\Vhenever a Domestic Violence Unit member is admitted into a hospital, for 
any reason, while on or off duty. 

Any other time, on or off duty, vvben a Domestic Violence Unit member 
desires the services of a Command level officer to deal with a profess ional or 
pctsonal issue. 

All police related shootings involving a domestic violence unit member. 

If. The Domestic Violence Supervisor is responsible for guiding, directing, and reviewing 
the activities of personnel assigned to the Uni t. The supervisor may assign a lead 
investigator on cases and act as case coordinator. The supervisor will ensure 
compliance with Departmental Orders, Rules and Regulations, Standard Operating 
Procedures. Applicable Lm.vs and Lawful Orders of Superior Officers. 
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DCTIES ASD RESPO:'iSIBIUTIES OF ME:\IBERS 
(Continuation) 

A. Responsibilities of Domestic Violence Unit Supervisor. 

I. 

1 

, 
.) . 

The supervisor is responsible for the work product of his:her personnel, 
including the correction of spelling and grammar. press releases, 30 I's. 
supplements and special bulletins. 

On crime scenes, the supervisor \.vill maintain a leadership role and coordinate 
the activi ties of his:her own and support personnel. The supervisor will be 
responsible fo r informing the Unit Commander. 

In addition to bis>her primary supervisory duties, the supervisor wi ll perform 
such administrative task as the Domestic Violence Unit Commander deems 
necessary. 

4 . Super.-isor's 1\otebook: This will be maintained on all personnel assigned to 
the supervi:;or's team. This notebook will be available for periodic review by 
the Cnit Commanding Officer. 

) Supervisor's Case Assignmen t Log: This provides a procedure for tracking 
cases assigned to personnel, to ensure timely completion of supplementary 
reports, and to show a record of cases assigned per month to aid in case 
assignment. 

a. Supervisor will maintain a c..ise assignment log sheet for each team 
member. 

b. fndude case riumber, victim, type of case as indicated. 

c. Enter "Date Assigned'' for each case at the same date and ti me 
assignments are made. 

d. Enter "Date Supplemented" on the date the complemented 
supplementary report is received and reviewed by the team supervisor. 

e. It will be the supervisor's responsibility to maintain and condense log 
pages as necessary. 
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DUTIES A.\'D RESPONSIBIUTIES OF MEMBERS 
(Continuation) 

6. Supervisor will be responsible for submitting statistical information fix 
monthly reports within the presc1ibed time period. 

7. Super\.isor will be required to actively work with the State Attorney's Office. 
Public Defenders and other concerned agencies and individuals in order to 
eliminate unnecessary court appearances for themselves and persons under 
their supervision. Every attempt should be made to schedule or reschedule 
court related appearances during on duty hours. 

8. SuperYisor should become cognizant of their investigators court related 
appearances with the intended purpose of securing successful prosecutions. 
Contact should be made with the State Attorney's Office to receive feedback 
on investigators· case prepar:ition. If a prosecution is not successful due to an 
investigator' s work product. supervisor will be responsible for taking actions to 
eliminate further case preparation problems. This may take the fonn of closer 
supervision or additional training. 

9. [twill be the responsibility of the Domestic Violence Unit Supervisor to ensure 
training for the newly assigned investigators. 

[I[. The Domestic Violence Unit investigator is responsible for the overall coordination and 
follo\,v-up investigation of ass igned cases and other responsibilities in accordance with 
Federal. State and Local laws. Departmental Rules and Regulations, General Orders and 
Standard Operating Procedures. 

A. Police investigators assigned to the Domestic Violence Unit are responsible for 
perfonning, but not limited to, the following duties: 

I. Responding to scenes of c1imes when required and coordinating all aspects of 
a criminal investigation with all support units. 

' Coordinating the creation of inner and outer perimeters for crime scene 
preservation according to C.I.S. directives. [nterviewing of vvitnesses, victims, 
etc. 

3. fnterviewing of suspects fo r the intended purpose of secunng sworn 
confessions taken under proper legal circumstances. 
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Dl'TIES A~D RESPO-"SIBIUTlES OF ME:\fBERS 
(Continuation) 

4. Coord inate the identification and collection of physical evidence. 

5. Properly documenting all investigatory effot1s and actions taken. This will be 
accomplished with the use of the investigator's notebook and by prescribed 
30 l reports. 

6. Conduct neighborhood canvasses \Vhen appropriate. 

7. Prepare proper photo lineups when approp1iate. 

8. Become proficient in the area of interviev.:ing suspects and witnesses. 

9. Becor~1e proficient in establishing probable cause for securing atTest and search 
warrants through the State Attorney's Office. 

l 0. Conduct surveillance when appropriate. 

l I. Coordinate the C.I.C. "\Vanted for Departmental Bulletins." 

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

l3 . Cultivation and use of infonnants. 

1-L Follow the presciibed format fo r recording inforn1ation fo r the 301 . 

15. Channel all media requests to the Unit Commander and the Public ln fom1ation 
Unit. 

16. Become familiar with procedures of the fo llowing internal and external 
agencies: 

a. Patrol Section 

b. Identification Unit 

c. Juvenile Unit 

d. Internal Affairs Section 
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Dl'TIES A:\D RESPO:\SJBIUTlES OF ME.\lBERS 
(Continuation) 

e. Office of Professional Compliance 

f Rape Treatment Center 

g. i\liami-Dade Police Department Forensic Services Bureau "Crime Lab·' 

h. Emergency Room / Trauma Unit at Jackson Memorial Hospital (J\l[H) 

1. State Attorney's Office 

J. U.S. Attorney's Office. 

k. F.B.f. 

I. D.E.A. 

m. Customs 

17 Become proficient in taking sworn statements 1,vith tape recorders and through 
a stenographer. 

18 Become familiar with the AF.LS. Fingerprint System. (Automated Fingerprint 
Identification System) 

19 Become familiar 'vvith the CODIS System. (Combined DNA Index System) 

20 Become versed with securing U.F.A.P. Warrants through the F.B.1. (Unlawful 
Flight to Avoid Prosecution) 

B. Police [mestig:itors shall make a '"second contact" with all witnesses in open 
cases. This second contact shall be made within the first thirty (30) days of the 
investigation. The ' 'second contact" of witnesses will hopefully reduce any anxiety 
on their part and possibly additional information may be developed during this 
meeting. 

IV. It is the responsibility of the Typist Clerk (L 11, or III) to perfonn varied clerical work at 
the intennediate level, including the skilled use of the computer. 
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DLTIES A.\D RESPO.\SIBILITIES OF i\IL\IBERS 
(Continuation) 

A. Responsibilities of Typist Clerks: 

I. Considerable knowledge of modem office methods and procedures. 

Considerable knowledge of business English. spelling and mathematics. 

a. Types highly involved or intricate infonnation and repotis; types letters. 
fom1s and othc:r material from copy. or rough draft. 

b. Composes and types routine correspondence for the Unit Comm:mder or 
Supervisor(s) signature. 

c. Pcrfom1s moderately difficult telephone contact \vork in contacting the 
public. or in responding to questions. 
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DO.\fESTIC VIOLENCE t~IT 

STA\'D.-\RD OPERA Tl\'G PROCEDCRES 

POUCIES 

I. Open cases are assigned to individual investigators by the Unit's Assignment 
Person. Supervisor. or Unit Commander. Direct am:st cases can be assigned 
\,vhen deemed necessary. The following are the case assignment crite1ia: All 
Felony cases, All Stalking cases. All Violation of Injunction cases, Al l repcett 
lo..:ations involving the same victim and the same subject. All Domestic Violence 
related Arson cases. and misdemeanor cases as per the l!nit Supervisor or Unit 
C ornmamkr. 

l!. Related reports. information. messages. etc., will be placed in the investigator's 
f()lder. It will be the responsibility of the investigator to remove the contents of 
these folders daily or upon returning to work atter excused absences. 

III. [nfom1ation pertaining to the Unit is posted on the Unit's infonnation bulletin 
board. [ t is the responsibility of each inwstigator to nrnke them aware of the 
information. 

[V. In vestigators are required to respond to and ,m.ke on scene investigation of any 
serious incidents involving domestic violence. 

V. Domestic Violence Unit personnel \-vill comply vvith Departmental Orders, Rules 
and Regulations and other di rec ti ves that govern al I members of the ~i[iami Police 
Depa11rnent. 

I. 
,./ 

f 

/.. I 

Lt. Richard Gentry 
Commander 
Domestic Violence Unit 

Effocti ve Date 
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ST.-\~D.-\RD OPERATf~G PROCEDURES: S.0.P. POUCIES 
(Continuation) 

VI. Special assignments approved by a supervisor or higher in the chain of command 
will occur. All special assignments will be approved by the Unit Commander 
immediately. 

VII. Domestic Violence Unit personnel will monitor the appropriate police radio 
channel designated to the Unit. 

VUL ft shall be incumbent upon the Domestic Violence Unit supervisor to make 
periodic checks to ensure personnel assigned comply with the above directives. 
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SOP I 

SL'B.JECT: 

PURPOSE: 

SCOPE: 

100 

QI ii!J of Jlliattti 

D0:\IESTIC VIOLENCE U~IT 

ST.-\\:D . ..\RD OPER.-\ Tf\:G PROCEDl.RES 

Revie\v of Reports, Memos and Other \Vtitten Documents 

To provide a policy for the revie\v of reports, m.:mos and other ,1,-ritten 
documents. 

l. All report::;. memos and other ,vritten documents generated by 
members of the Domestic Violence Unit will be reviewed and 
approved by the respective Unit supervisor or his/her designee 
prior to submission to the Unit Commander. No report, memo or 
other \vritten document shall be forwarded without the Unit 
Commander's approval. 

.ry •-. -
t ._- I '- •. l:: -~ 

Lt. Richnrd Gentry 
Commander 
Domestic Violence Unit 

,,/ :1;,? 
Effective Date 
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STA:\DARD OPERATl.:\G PROCEDVRES: S.O.P. 1 
(Continuation) 

All reports, memos and/or any other 1,1,,rittcn documents must be 
forwarded to its final destination through channels. ~o written 
communication shall be sent directly to any person, unit. section 
or division. All written communication must be sent through 
channels. 

[I. The intent o t· this SOP is to ensure that all reports, memos, and 
other wri tten documents are reviewed by a supervisor and the 
unit Commat'lder before they are fon.varded through the chain of 
command. 
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SOP 2 

SL'BJECT: 

PCRPOSE: 

SCOPE: 

100 
If , ·,Hu,,_, •I '-• • '< , " 

DO\IESTIC \'IOLE.'iCE L'.\IT 

STA~D..\.RD OPER.-\ Tl~G PROCEDCRES 

Investigator's Notebook 

('_;•. \l.li '•1~ 1-< 

To provide a procedure f<)r the recording and use of the investigator's 
notes. Accurate and complete notes taken by the investigator are 
considered necessary for the completion of Reports of Investigation 
(30 I's). Suppkmenta[ Reports: Notes fi)r Court Presentation: Overall 
Evnluation of the Activities generated in an investigation. etc. 

Al! Domestic Violence Unit fnvestigators \Viti maintain a complete 
and d-:tailed notebook of daily activi ties in chronological order. 

A. l\otebooks or case notes will be maintained by the member 
to ensure its availability for review. 

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

C. Notebooks or case notes shall be subject to pe1iodic 
inspection for the purpose of ensuring each of the 
requirements are being adhered to. 

Lt. Richard Gentry 
Commander 
Domestic Violence Unit 

Effective Date 

1/ -:;, ·11 • .,, 'ti 
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SOP 3 

Sl'B.JECT: 

Pl'RPOSE: 

SCOPE: 

100 
l <. ~·n:,,.--,, ,f ,., , ~ .. , , ,. 

Oiitu of iitiztttti 
~ I..__ 

D0:\-IESTIC \'IOLE~CE UNIT 

ST.-\:\DARD OP£R.-\ Tl~G PROCEDURES 

Crime S-:ene ph(•tograph requests by the St:1te Attorney's Ofti ce or 
Public Defender's Office. 

T\) outline procedure.-; for photogr~tph requests. 

St:.incbrd Procedure - Domestic Violence crime scene photographs 
are supplied by the Crime Scene Iden ti ti cation Unit to the 
Domestic Violem.:e l.J nit for case files when requested. 

A. ff additional prints or enlargements are needed for 
investig:ition purposes, a Request for Photographic Services 
fom1 will be made and submitted to the Crime Scene 
supervisor. 

~ ~ · I t 

',' ' J 

Lt. Richard Gentry 
Commander 
Domestic Violence Unit 

Effective Date 

' . ® /" 

. 
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ST A.'\DARD OPERATl:\G PROCEDURES: S.O.P. 3 
(Continuation) 

B. Requests should be made as soon as possible to avo id rush or 
emergency requests. 

rr. Procedure for State Attorney and Public Defonder Requests: 

A. All requests for photos vvill be made directly to the Crime 
Scene Unit. A Crime Scene Unit supervisor will approve to 
photos made for the State Attorney or Public Defender's 
office. Billing \vill be accomplished in compliance vvith the 
Crime Scene Unit's cunent policy. 

B. r f req uest is an emergency or rush order. fol101..v the same 
procedure. However, the request \.viii 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. 

C. If the request is for photos. an-angements will be made with 
the Crime Scene Unit at the expense of the requesting 
agency. 
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SOP 4 

SCB.JECT: 

PCRPOSE: 

SCOPE: 

100 
I • ·"' ''" ' ' \· • •I •• ,...,. ~• 

CO::itu r1f iRizt11ti 
~ '~ 

DO:\JESTIC \'IOLE~CE Ul\'IT 

ST...\ '.\D..\RD O PE R...\. TI~G PROCEDFRES 

Reports of Investigation - 30 I's 

To pwvide a method for the rep,)rting and documentation of the 
investigative effort. 

I. Rcpo1ts ohnvestigation (30 l's) are intended to: 

A. Update the Cnit Section Comm:rnders. Supervisors an<l 
Investigators wi th current infonnation on ongoing 
investigations. 

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

Lt. Richard Gentry 
Commander 
Domestic Vioknce Unit 

Effective Date 

\ - ' , ·,; . . , : t ® I 
; 
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STA~D...\RD OPER..\.TI.'iG PROCEDURES: S.0.P. 4 
( Continuation) 

C. Provide necessary infonnation to complete the 
Supplementary Report. 

D. Document the final disposition of the case. 

ll When an investigator responds to a scene or is assigned to 
conduct an investigation, a 30 I will be completed when 
necessary. The 301 will be reviewed by the respective 
supervisor and placed in the desih'l1ed fo lder as directed by 
the Cnit Commander prior to the end of their tour of duty. 

III A 30 I report will be completed on the fol lowing 
investigations: 

A Any domestic violence incident involving serious injury 
or \vhen requested by the supervisor or Unit 
Commander. 

B. Any domestic violence incident where information to 
chain of command is deemed appropriate when 
requested by Unit Supervisor or Commanding Officer 

IV. Repot1i ng the progress of an investigation. 

A 301 will be completed during each tour of duty that any 
\.York is done on a special case. The complekd 30 l ,vii! be 
reviewed (ifpossible) by the supervisor and submitted to the 
Unit Commander before end of tour of duty. 

V. 30 l Distribution. 

The 30 I will be accurate and error free and send to the 
Domestic Violence Distribution list as directed by the 
supervisor or Unit Commander. 
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VI. 30 I Contents: 

A. Type of incident. 

B. Date. time, place 

C. Officer's involvement 

D. Victim 

E. Suspects 

F. Witnesses 

G. \Veapon 

H. Vehicle 

I. Narrative 

J. Next of kin notified 

K. Assistant State Attorney's ~otification 

VU. A copy of the original 301 report will accompany all 
overtime slips, if any, for that day. 
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SCB.JECT: 

Pl'RPOSE: 

SCOPE: 

100 

DO~rESTf C VIOLE.'-iCE UMT 

ST...\'iD...\RD OPER...\ TI:\G PROCEDURES 

Supplementary Reports and Repott Fonnat. 

Tu prn 1,, idea procedure for the recording of the investigative effort. 

Th.: compktd supplementary report provides a summary of the 
in\dtig;:ition. All assigned cases require the preparation and 
sL:bn1 ission of a supplementary report. The following guidelines \viii 
assist in the proper utilization of the supplement. 

f. First Supplementary Repo1ting 

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

Lt. Richard Gentry 
Commander 
Domestic Violence unit 

Effrcti ve Date 

- ' ~ ')' . -• 
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II Additional Supplemental Reporting 

for any continuing investigation. additional supplement reports 
shall be completed every thirty (30) days from date of First 
Supplement. Once an investigation is dete1111ined to be "i\o 
Further Action", "i\o Further [nformation" or "Closed'', 
the final supplement shall be completed within fourteen (14) 
days. 

Ill Supervi:;or is responsible for ensuring that a suspense file is 
maintained for each case assigned to his/her respective team 
members and that cases are reviewed to determine their 
continued status, and supplemental reports arc submitted 
according to the guidelines of this SOP. 

I\' Al! supplementary reports \.Vil! be made according to the 
following fom1at: (see Appendix A) 

A. Supplementary Report Number 

I . first supplementary report, second supplementtry 
report, etc. 

8 . Classification (O1iginal Offense/ Incident) 

I. Classification to remain the same. 

2. Classi ft cation changed from ___ to ___ _ 

C. Status ( what is current status of investigative effort). 

I. Case cleared by anest of offender. 

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

b. l'io further police action 

' Case cleared ECA 

a. i\feet ECA requirements 

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

c. No fu11her pol ice action 

3. Case Filed NFI 

a. After a case has been assigned and all 
investigato ry leads have been exhausted and the 
investigation has reached a dead end. 

b. Explain details in narrative 

4. Case open, investigation continuing, pending . .. 

a. Explain details in narrative 

b. Further police action - Yes 

5. Case open, investigation complete, warrant obtained, 
pending ,mest of offertder. 

6. 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 fo rmat for any of the following: 
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(Continuation) 

I. Case cleared by ECA exceptional clearance case and 
(:\Ff) 1\o Further Infom1ation case unfounded. 

B. The: following questions should be considered and 
reported in the na1ntive portion of the supplementary 
report \Vhen unfounding a report. 

I. Was there any visible evidence to indicate that a 
crime in fact occurred·? 

7 Were there any additional witnesses to the reported 
crime? 

a. ff any ot' the above are answered yes. it is not 
appropriate to unfound the report. 

[V. Clearance by Arrest 

A. Clearance by aJTest is determined when a person ts 
arrested. 

I. Charged with the commission of the offense. 

7 Turned over to the Court for prosecution. 

3. A1Test of a principal aided, abettor. or conspirator 
pe1mits a clearance by arrest even if charged with a 
lesser offense. 

VIL Exceptional Clearances 

A. [n certain situations, law enforcement officials are not 
able to follow the three steps outlined above for a 
"Clearance by Arrest." Yet, they have done everything 
possible to clear the case. If all of the following questions 
can be answered "YES'' then the offense may be listed as 
exceptionally cleared. 
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1. Has the investigation definitely established the 
identity of the offender? 

') 

3. 

4. 

5. 

[s there enough information to support an arrest. 
charge and prosecution? 

Do you know the exact location of the offender so 
that you could take him into custody now? 

rs there some reason beyond law enforcement control 
that stops you from arresting_ charging and 
prosecuting the offender': 

The follO\•ving are examples of some of the situations 
meeting the criteria of the above questions: 

a. Offender killed by la\v enforcement ofiicer. 

b. Confession by offender already in your custody 
or serving sentence. If a decision is mack not to 
prosecute for the admitted offenses, exceptional 
clearances will be taken. If prosecution was 
started, the clearances \vould be by arrest. 

c. An offender prosecuted in another city for a 
different offense by state or local authorities or 
prosecuted for an offense which may be the 
same. (You attempt to return him for 
prosecution, but the other jurisdiction will not 
release the offender to you.) 

d. The victim has declined to cooperate with the 
case and prosecution is not possible by other 
means. 

e. Extradition is denied. 
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VUL No Further Information Stitus 

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

I. All leads and the steps were taken to follow-up those 
leads must be thoroughly detailed in the n:mative of 
the Supplementary Report. 
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SUB.JECR: 

PLRPPOSF.: 

SCOPE: 

100 
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C!.Iitu- nf jr{ittnti 
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0O.\IESTIC VIOLENCE UNIT 

STA'.'iDARD OPERA TL'.'iG PROCEDCRES 

Patrol Liaison and Training 

To establish a periodic exchange of information with the Patrol 
Section by attendance at Patrol Roll Calls by Domestic Violence Unit 
members. 

A. Domes tic Violence Unit Supervisor or designee 1.vi ll report to 
Patrol Roll Calls to exchange information that will increase the 
effectiveness and coordination of the Domestic Violence Unit 
and Patrol functions. 

[. On a quanerly basis one (I) person from the Domestic 
Violence Unit \vill attend a Patrol Roll Call for each 
district. Unit Commander or supervisor may request 
additional roll calls as needed. 

Lt. Richard Gentry 
Commander 
Domestic Violence L"nit 

Effective Date 

®
·--

, 
J 

. 
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(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. 

ffl. A repon of roll call training will be included in the monthly 
report that is forwarded to the Division Chief. 
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PLRPOSE: 

SCOPE: 

100 
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QiiftJ of Jllicr11ti 

DO\JESTfC VfOLENCE CNIT 

ST..\:\D.-\RD OPER.-\ TI~G PROCEDURES 

:\kdi:i rel:itions and the release of information to the media 

To provide a procedure for release of information to the media. 

It is the policy of the Miami Police Department that all conta-:ts with the 
n,edia be coordinated through the Media Relations Unit. 

f. Care should be t.1ken to release only inform.1tion that is not 
prohibited by l.'.1\.v that will not ham1 or embanass innocent 
persons, nor hamper the investig.1tive effort. 

/ # ' 

- J ' .,I • 

J ;, ••, 

Lt. Richard Gentry 
Commander 
Domestic Violence Unit 

lll1J1? 

E ffocti ve Date 

® \ 

, 
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A. All Domestic Violence personnel should be cautious of 
pretrial publicity of cases which could adversely impad 
on a defendant's ability to receive a fair trail. 

11 S peci fie infonnation which could only be known to the 
perpetrator should always be held back to aid in subsequent 
interviews of suspects. 

If!. Specific infonnation which should not be released includes: 

A. Any refrrence to informants including name and address. 

8 . Name and address of witnesses. 

C. Specific information contained in any confession. 

D. Name and address ofjuvenik suspects. 

E. Name and address of victims of sexual assaults. 

F. Names of victims in any death investigation must not be 
released prior to notification of next of kin. 

G. Name and address of any domestic violence victim without 
approval of a Unit Supervisor. 

IV. A press release forn1 (R.F. # 18) will be completed on the major 
cases where news media inquires occur. 

V. The press release should contain the following basic information: 

A. How police were alerted. 

B. Date, time and location of incident. 

C. Offender' s name, age and sex (unless offond.l;!r is a juvenile 
must have supervisor approval). 
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D. Charges against offender 

E. Case number 

F. A brief description of the incident 

VI. After supervisory approval, the following disttibution is made: 

A. Original to l\:fedia Relations 

B. Copy to Case File 

C. Copy to C. l.S. Commanding Officer 

D. Copy to Domestic Violence Commanding Officer 

VI l. On major crime scenes. a representative of the Media Relations 
Unit will generally be present to establish liaison \Vith the media. 

A. Refer to the on-call Media Relations list after hours for call 
out 

VIII. Press Conference and Interviews 

A. fn most cases the Domestic Violence Unit Commanding 
Officer or C. I.S. Commander will represent the department 
1,,vhen requested. 
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Sl.B.JECT: 

Pl:RPOSE: 

SCOPE 

([itu of illi.anti 
~ \._ 

DO.\lESTIC VIO LENCE UNIT 

STA~DARD OPER-\ Tl:\'G PROCEDCRES 

Overtime 

To provide guidel ines of the authorization, documentation, and 
uti lization ofovertime. 

[. 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 duty. No 
overtime will be granted under any circumstances \.Vithout 
the exprc:ssed ptior approval of the Unit Commander. 

Lt. Richard Gentry 
Commander 
Domestic Violence Unit 

\{/J/17 

Effective Date 
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1. 

J 

., 

.) . 

4. 

Examples of such tasks are as follows: 

Completing interviews or sworn statements. 

Obtaining and executing warrants when timely action is 
essential. 

Completing essential papenvork, arrest reports, initial 
repo11s of investigation (30 l ). 

Completing crime scene tasks such as area canvass, 
directing LD. in scene processing. etc. 

B. Recall to Duty 

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

I. To pursue ne\v leads or vital tasks that cannot wait until 
the next tour of duty. 

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

[I Cou11 Overtime 

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

8. Court appearances and depositions will not be rescheduled 
from on-duty hours to off-duty hours. 
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(Continuation) 

C. When anangements are made to meet with prosecutors or 
public defenders, every attempt is to be made to meet during 
the investigator's regular ,vorking hours. 

D. It is the responsibility of the investigator to notify the Court 
Liaison Detail immediately of any change in a scheduled 
court-related appearance. 

E. Scheduled court-related appearances take precedence over 
schools. training. or any other activity. Investigators may 
attempt to rescheduk dep\)Sitions ,vhich conflict with 
important work activities. 

F. Conflicts in scheduling that may adversely affect vital work­
related activities should be brought to the attention of the 
Unit Commander for resolution. 

G. Each member will be required to \.vrite on the rear of the 
Court Attendance Report ( overtime slip) that they attempted 
to change all Pre-Trial Conferences and meetings with the 
State Attorney's Office to on-duty and why this could not be 
done. 

H. Each member will review all subpoenas to ensure they are 
primary to the case. If subpoenaed to a case and not needed, 
a call to the State Attorney's Office to cancel appearance 
must be made. 

I. Major cases involving secondary officers need approval from 
a supervisor to cancel attending court. Other court cases 
(i.e., traffic, DUI, routine crime cases) involving you as 
secondary officer you need to obtain approval from a 
supervisor to attend court. 
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SCOPE: 
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DO\IESTIC VIOLENCE U.'\IT 

STA.'.\D.-\RD OPER.--\ Tl.'\G PROCEDURES 

i) \ \. !('. /. ·\ Lf()-\.~U 

Granting of Time Off 

To provide guidelines for granting time off. 

I. "ion-Sworn Personnel 

A. The Unit's non-s1,vorn pers0nnd will request time off from 
their respective supervisor. 

B. Once time has been apprnved. the supervisor wi ll make the 
appropriate notation on the "P-Sheet'' and place their initials 
next to the notation. 

. ~ .. , 
Lt. Richard Gen try 
Commander 
Domestic Violence Unit 

'f I J t , 7 

Effective Date 

.,-,,j• ,r s ® J 

' 

~b 
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[[ Sworn Personnel 

A. The respective supervisor ,vill approve/disapprove all time 
off (E/0, V, IF, etc.) for their personnel only. Personnel 
calling in "1" must speak to their supervisor personally. 
There will be no messages Jett for a supervisor that an 
individual called in ·r. There must be personal contact with 
their supervisor. 

l. Supervisors sh;,ill not grant time off for other personnel 
e.xcept during an emergency. 

8 . Supervisors 1,-vill approve/disapprove all time off for non­
sworn personnel. 

C. Once time has been approved. the supervisor shall make the 
appropriate notation on the "P-Sbeet" and place their initials 
next to the notation. 

D. All time requests will be requested to the appropriate 
supervisor for approval. The supervisor will place the 
approved time off on the daily "P-Sbeet''. 
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ST.-\~D.-\RD OPER.-\ Tl~G PROCEDURES 

Papcnvork Routing / Saving Documents Procedures 

D \ , .:~1_ ! \Lr( 1, ~ , l 

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

I. Information is as follows: 

A. Subpoenas, "e-~oti fy'· 

B. Property Receipts 

C. .\.LD.P .D. Laboratory Reports 

D. O1iginal 30 I Reports and Supplemental Reports 

Lt. Richard Gentry 
Commander 
Domestic Violence Unit 

'i/J /1 ? 
Effccti ve Date 

: .,, : .,-., ; 
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(Continuation) 

E. Conespondence from Supervisors / Unit Commander 

F. Incoming >;fail i Phone messages from victim(s) - Witnesses 

G. All svvom statements and documents relevant to an assigned 
case 

H. Final An-est Affidavits arc to be emailed to the Domestic 
Violence Distribution and saved in the designed folder 

[L rt 1s mandatory that all personnel check their e-Notify 
cotTespondence as per departmentil policy. all appropriate 
inform:.ition is properly checked and file any and all material 
pertaining to their assigned cases into the case fi le. Appropriate 
fiks will be saved in the designated folders as directed by the Unit 
Commander. 
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DO:\JESTIC VTOLE~C E UNIT 

ST.-\-'DARD OPER-\Tf.\iG PROCEDCRES 

Domestic Violence Unit Info rmation and Reporting System 

To provick a system of disseminJting infonnarion h) both civilian and 
S\,·orn members through the use of various processes. 

L Domestic Violence Unit In fom1ation Board 

A . The infonnarion board shal l be reviewed by each member at 
the beginning of his or her tour of duty. Each member is also 
required to review their emails and phone messages at the 
beginning of his or her tour of duty. 

B. ff a member is av,ay from the Unit for longer than seven days. 
it \vill be his or her immediate supervisor's responsibility to 
assure that the member obtains the pertinent infomrntion upon 
his or her return. 

/ 
, .. , ~. ·,, 

' •.., '"> -, 

-.• .. •. r i - •,; ,_1~~-'.\~-.. ~.·.~ l , . .• A • • • \ '.·; .; '·di :·': )' ;1 l- 1: :, \.;~ . ' ) >,./' 

<; ;!'• 

Lt. Richard Gentry 
Commander 
Domestic Violence Unit 

Effective Date 
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l L Report of Investigation (30 l) 

A. The Report of lnvestigation (30 I's) ,viii be saved in the 30 I 
folder located in the Domestic Violence Unit --u·• drive. 

B. Completed Reports of Investigation v\·ill be placed on the 
designated clipboard and maintained for at kast 30 days. 

C. [t is the responsibility of every supervisl)r and investigator to 
review· all 30 l's for accuracy. 

!II. Official Bul letins 

A. The Official Bullerins arc mandatory reading by all members. 
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SUBJECT: 

PURPOSE: 

SCOPE: 

100 
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DO"IESTIC \'IOLE:\CE U~IT 

STA:\DARD OPER.-\. Tf~G PROCEDURES 

Equipment [ssucd by the Crimin;:il Investigation Division (CID) 

To ensure accountJbility and security of issued C.I.S. equipment. 

\\lten a member is transferred from the Domestic Vioknce Unit. their 
immediate superv"i:;or shall be responsibk for collecting all C.LS. issued 
equipment. 

,.., 
) ✓ 

~. ;/ .. 

... ... , ... 
. .,. ... , 

Lt. Richard Gentry 
Commander 
Domestic Violence L:nit 

Effective Date 

•~ '. I :l' ' ; .• .' 
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(Continuation) 

fI. These items shall be turned over to the Domestic Violence 
super·visor. He/she will be responsible fo r checking these items off 
and redistributing them. 

A . \\'hen the above procedure has been accomplished, the 
supervisor shall prepare a written red-line memorandum to the 
Uni t Commanding Officer reporting what equipment was 
collected. 
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SCBJECT: 

Pl"RPOSE: 

SCOPE: 

100 

DO.\IESTIC VIOLENCE V:\'IT 

ST .-\ ~ D.-\RD OPER.--\ TISG PROCEDl;RES 

Cse of'CriminJl Investiguti(1ns Section Imprest Fund 

To ck;.1rly define the proper utilization of the Imprest Fund. 

[. Cri minal lnvestig:itions Section Imprest Funds are cash resources 
th:n are administered internally by the \.{iJrni Police Dt::partment. 
They are to be used fix purposes directly related to ongoing 
investig:itions. Al! personnel must govern themselves 
accordingly \Vith Departmental Order 8 Chapter 5. 

A. Impress Funds can be used for: 

l . Payment to informants . 

.., Purchase of contraband to be used as evidence. 

Lt. Richard Gentry 
Commander 
Domestic Violence Unit 

, I I JI j ? 

Effective Date 

• • I • . 
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3. Emergency food and lodging for ,vitnesses. 

4. \Vitness or oftend;::r travel expenses (relatives 
excluded). 

5. Investigator secondary travel expenses after the 
investigator reaches the destination. These include 
cab and bus fares, rail fares, car rentals, road tolls and 
investigation related phone tolls. 

B. The Imprest Funds are for investigations only. They 
C..\..\.\OT be used for training purposes, even on a 
temporary or advance basis. 

fl. Authorization 

The use of Imprest Funds for any purpose during an ongotng 
investigation must be approved by a supervisor, the Unit 
Commander, and the C. LS. Commander 
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DO.\IEST IC VIOLENCE L~IT 

STA'iD.-\RD OPER.-\ Tl~G PROCEDCRES 

Responsibility for arrestees and \Vitnesses within the domestic violence 
o fficc area. 

To esr:.ibl ish a procedure fr.1r handling arrestees and witnesses within the 
vioknt crimes office area.. 

I. Domestic Violence Unit personnel will assume primary 
responsibility for anestees and witnesses involved in domestic 
violence investigations. 

A. Assistance should be requested from transpo11ing officers 
when appropriate. 

Lt. Richard Gentry 
Commander 
Domestic Violence Unit 

,;)7/,) 

Effective Date 
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ST A:'\D.-\RD OPER.-\. Tf~G PROCEDURES S.O.P. 1-4 
(Con tin uation) 

8. Uniformed officers will resume their responsibility 
for arrestees when they leave the office with a 
prisoner. 

C. At no time will non-s\.vom personnel of the Domestic 
Violence Unit assume responsibility for the custody 
of a prisoner. 

D. Prisoners will not be left unattended 111 interview 
rooms or any other section of the office. 

E. Discretion will be exercised in the un-handcuffing of 
prisoners in the office. It is understood that in some 
cases the handcuffing of prisoners may interfere with 
the development of rapport. 

F. When an arrestee is interviei,vecl, two investigators 
should be present. 

G. Interviewing of juvenile aiTestees will be conducted 
in compliance with Departmental Orders and 
applicable law. Juvenile atTestees can be interrogated 
in the Juvenile/Missing Persons Detail office or in the 
Homicide and Domestic Violence Unit office area in 
the presence of a Juvenile/Missing Persons Detail 
officer. 

rr. \Vhen prisoners are taken on location, appropriate sectuity 
precautions (at kast two officers/investigators) must be observed. 
A supervisor must approve taking a prisoner out on location. The 
prisoner must be handcuffed. Exceptions due to age, physical 
disability or injury must be approved by a supervisor or above. 

III . Arrestees who require immediate medical attention will be 
attended to without undue delay. 
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(Con tin uation) 

rv \Vitnesses, after g1vrng statements, shall not be left in an 
interview room. Witnesses shall be asked to sit in the general 
office area. 

V. Investigators are reminded that if you reli nquish the 
responsibility of transporting witnesses or offenders to another 
investigator or patrol officer, insure that the \.vitnesses or 
offenders are introduced to the transpor1ing officer. Supervisors 
will be notified of any a rrangements that are made. 

Published by PCS on10/31/2019                                                              55



SOP 15 

SlBJECT: 
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SCOPE: 

100 
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DO\fESTlC VIOLENCE UNIT 

ST A~DARD OPERATf~G PROCEDURES 

Case File and Unit In forma tion Security Public Records Requests 

To est1blish a procedure for the dis.:;eminati()n of information pertaining 
to all domestic violence adi vi ties. 

L Requests for Information 

A. Law enforcement personnel (internal and external) 

l. All requests for access to or in fon11ation pertaining to 
domestic violence cases from personnel outside of the 
Unit \.vill be referred to a unit supervisor who will be 
responsible for notifying the Unit Commander. 
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Lt. Richard Gentry 
Commander 
Domestic Violence Unit 
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STA~D.-\RD OPER-\ TI~G PROCEOCRES S.O.P. 15 
(Continuation) 

2. Requests for information on open pending cases from law 
enforcement officers (internal or external) shall be based 
upon a bona fide need to knO\V. Open cases shall not be 
openly discussed during idle conversation. A unit 
supervisor must approve all requests for infonnation. 

3. The infonnalion request und the identity of the re4uestor 
sh:111 be documented on a 30 t report for inclusion in the 
case file. 

If. Case File Security 

A. Other than assigned domestic violence personnel. no one is to 
be allowed access to the Uni t's file c:ibinets. All persons 
attempting to gain access \.viii be challenged as to their 
intentions and 'vvill be assisted by domestic violence personnel 
if they have received authorization by the Unit Commanding 
Officer. 

8. The file cabinds \.vill remain locked at all times. [twill be the 
responsibility of the on-duty supervisor to ensure tile cabinets 
security. 

C. The Unit Commander, Unit Supervisor and secretary will 
maintain keys to the Unit's file cabinets room. 

D. l'io domestic violence files will be taken out of the office 
unless properly signed out on the Unit's Sign Out Log. ft is 
the responsibility of the on-duty supervisor to review the sign 
out log and assure that files are signed back in. 

E. All domestic violence files, when not being used, will be 
stored in the file cabinet. The supervisor will ensure that this 
is being adhered to. 
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ST A~DARD OPER.-\T[.\,'G PROCEDlRES: S.O.P. # 15 
(Continuation) 

F. All domestic violence files can be stun:d in the file cabinet 
providt:d for. Domestic violenct: files in investigator desks 
must be available to the Unit supervisor or Commanding 
Officer. 

m. All requests fo r in fom1ation andior copies of documents from 
case files from private citizens, companies. or the news media 
shall be handled as public records requests. 

A. All public records requests must be m writing to the 
Department's Leg:il Advisor. 

8. The Legal Advisor must review and approve all public 
records request. 

C. The Legal Advisor will forward the approved request to 
the Unit Commander, who is the design:ited records 
custodian of all domestic violence records. The Domestic 
Violence Unit Commander ,viii then obtain and 
disseminate the requested infonnation and.'or records. 
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SOP 16 

Sl'B.JECT: 

Pl'RPOSE: 

SCOPE: 

100 \ \ \ 

00.\lESTIC V[OLE~CE C~dT 

STA:\'D.-\RD OPER.-\TI.\G PROCEOl:RES 

Subpoenas Distribution 

To est:iblish a procedure for receiving and distributing subpoenas by all 
Ut~it personnel. 

To establish a procedure for recci,ing and distributing subpoenas by all 
unit personnel. 

I. Distribution of Subpoenas: 

A. Responsibility of super\, isors and investigators: 

' -
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I. At the start of each shift a supervisor or investigator will 
retrieve subpoenas from the computer. 
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Lt. Richard Gentry 
Commander 
Domestic Violence Unit 
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Effective Date 
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STA'.\"D.-\RD OPE RAT I~G PROC EDURES S.O.P. 16 
(Continuation) 

' 

3. 

-L 

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

Domestic Violence personnel arc responsible for checking 
on court related matters each day. 

\\ nen arrangements are made to reset or be excused from 
a court relat<.:d obligation, the fo!IO\.ving steps shall be 
adhered to: 

a. (mmediately notify the Court Liaison Unit of change 
at (305) 575-5233. 

b. The date. time. extension and name of court liaison 
person should be \vritten in the investigator's 
notebook. 

c. Should an investigator feel that he is the victim of a 
cou1t liaison error the above listed documentation 
along wi th the telephone tape \Vil! serve to exonerate 
the officer from disciplinary action. 
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SOP 17 

St:B.JECT: 

PCRPOSE: 

SCOPE: 

100 

(Ct f tJ ll f ,.iI{ t clllt t 
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DO.\IESTJC VfOLE;\"CE C~IT 

ST.-\\:D.-\RD OPER..\ Tl~G PROCEDCRES 

Reading of Formal Statements and Confessions 

To document the procedure for a witness or offender to be given the: 
orpot1unity tl) read and sign their sworn statement. 

All wi tnesses and offenckrs shall be afforded the opportunity to read and 
sign their S\vorn statements. 

After the taking of a sworn statemem, the ,vitness or offender shall 
be presented with the typed sworn statement by the investigator who 
took the statement. 
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Lt. Richard Gentry 
Commander 
Domestic Vioknce Unit 
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STA~DARD OPERA Tl~G PROCEDURES S.O.P. 17 
(Continuation) 

A. The witness or offender shall be given the opportunity to read 
the svvom statement. 

1. The vvitness or offender will be asked to initial each page 
of the S\vorn statement as an indication they have read 
each page. 

1 

' .) . 

The investigator should also initial each page in the 
presence of the witness or offender indicating they 
observed the reading and initialing of each page. 

The vvitness or offender must be given the opportunity to 
make any co1Tections they feel are necessary to make the 
stakrnent true and correct. 

a. These changes shall be made by the witness or 
offender in pen and initialed by both the witness or 
offender and the investigator. 

-+. At the condusion the 1.,vitness or offender \vill be asked to 
sign and date the st:l.tement, in the presence of a notary, 
authenticating the contents as being true and accurn.te. 

5. Both notary and the investigator must also sign the 
statement indicating they observed the witness or 
offender's signahlre. 
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