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CITY OF SANTA BARBARA, CA

POLICE DEPARTMENT
Unless specifically indicated otherwise, the record copy of all records listed in this records schedule is located in the Police Department.   If no other instructions exist, copies other than the record copy may be treated as duplicates and discarded when obsolete or no longer needed for reference.

Retention and disposition instructions for records commonly found in most City offices, including routine administrative and housekeeping records are listed in a separate schedule entitled "Records Common to Most Offices."

If no legal retention authority is cited, retention period is based on standard records management practice and experience of History Associates Incorporated.

1.
Fire and Police Commission Files

Files contain audiotapes of meetings, meeting minutes and agendas, short-hand minutes of meetings, information about each of commissioners, correspondence, and other materials related to Commission activities.  


(a)
Meeting Minutes and Agendas.  Disposition:  Permanent
(b)
Program and Policy Correspondence.  Incoming and outgoing letters and memoranda pertaining to the formulation, planning, and implementation of the mission, policies, programs, operations, and projects of the Police Department.  Disposition:  Permanent
(c)
Short-hand minutes of meetings, information about commissioners, and routine correspondence including incoming and outgoing letters pertaining to the normal and routine administrative functions of the Commission.  Disposition:  Discard after 2 years or when superseded.  (GC 34090)
2.
Internal Affairs Files

Files contain documentation of internal affairs investigations and include correspondence, reports, investigator notes, and other related information.  Current files are vital records.  


(a)
Final Investigation Reports.  Disposition:  Permanent
(b) Supporting correspondence, reports, investigator notes, and other related information.

Disposition:  Discard 5 years after the report is released.  (California Penal Code (PC) 832.5 and 6126.3)

3.
Press Pass Credentials

Files contain applications for credentials, background checks, and other related information.  Disposition:  Discard after 2 years.  (GC 34090)

Administrative Services Division

4.
Building Project Binders

Binders contain correspondence, reports, and other materials related to the attempt to pass a bond measure to build a new building for the Police Department.  Disposition:  Permanent
Animal Control Section

5.
Animal Bite Reports and Quarantine Notices

Files contain reports regarding animals (i.e., dogs) that have bitten humans.  Current files are vital records.  Disposition:  Retain for the life of the animal, if known, or 15 years; then discard.  (Santa Barbara Municipal Code (SBMC) 6.12.030)

6.
Dog Licenses

Files contain dog licenses.  Current files are vital records.  Disposition:  Discard after 3 years.  (GC 34090)

7.
Kennel Cards

Files contain a card for every animal impounded by the City.  Current files are vital records.  Disposition:  Discard after 3 years.  (GC 34090)

8.
Special Cases

Files pertain to vicious animals, owners who abuse their animals, owners/animals who are repeat offenders, animal-related cases that have gone to court, and other special cases.  Current files are vital records.  

(a) Files for cases that do not go to court.  Disposition:  Discard 1 year after case is closed. (California Code of Civil Procedure (CCP) 340)

(b) Files for cases that go to court.  Disposition:  Integrate with criminal, misdemeanor, infraction, or civil case files and dispose of accordingly.

9.
Veterinarian's Bills

Files contain invoices from veterinarians who have treated animals in the custody of Animal

Control.  Disposition:  Retain 7 years after the fiscal year to which the records relate; then discard.  (26 Code of Federal Regulations (CFR) 1.6001-1 and California Code of Regulations (CCR) §19141.6)

Combined Communications Section

10.
Logger Tapes

These audiotapes hold all the voice data from police and fire radios, 911 calls, incoming and outgoing phone calls to dispatchers, and other related communications.  Current tapes are vital records.  Disposition:  Erase/discard after 100 days.  (GC 34090.6)

Office of Emergency Services

11.
Administrative Subject Files

Files contain equipment information, budgets, disaster proclamations, correspondence, emergency procedures, committee and organization records, Emergency Operations Center cards for city employees, and other information related to the administration of the Office of Emergency Services.  

(a) Disaster proclamations, committee and organization records, program and policy correspondence including incoming and outgoing letters and memoranda pertaining to the formulation, planning, and implementation of the mission, policies, programs, operations, and projects of the Office of Emergency Services.  Disposition:  Permanent
(b) Equipment information, budget for which record copy is in Finance Department, emergency procedures, Emergency Operations Center cards for city employees, and other general administrative records.  Disposition:  Discard after 2 years or when superseded. (GC 34090)

12.
Historical Files

Files contain information on historical disasters, superseded disaster evacuation plans, Y2K planning, supply contracts, and other materials related to the activities of the Office of Emergency Services.  

(a) Information on historical disasters, Y2K planning, and staff correspondence and reports concerning policy and action decisions.  Disposition:  Permanent
(b) Superseded disaster evacuation plans and supply contracts, and routine correspondence including incoming and outgoing letters pertaining to the normal and routine administrative functions of the Office.  Disposition:  Discard after 2 years or when no longer needed for reference.  (GC 34090)

Parking Enforcement, Property, Crime Analysis, School Crossing Guards

13.
Alarm Ordinance Files

Files pertain to city ordinance that requires the tracking of false burglar alarms and the imposition of fines for false alarms over the allowable number.  Current files are vital records.  Disposition:  Permanent
14.
Crime Statistics Reports

Reports contain statistics on crimes that have occurred in the city of Santa Barbara.  This records series continues the “Bureau of Criminal Statistics Annual Reports.”  Disposition:  Permanent
15.
Drug Burn Files

Files document drugs collected as evidence that are to be destroyed by burning.  Current files are vital records.  Disposition:  Discard after 2 years.  (CCP 340)

16.
Evidence/Property for Active Cases

Files document the location of evidence/property collected in support of active police cases.  Current files are vital records.  Disposition:  Discard after 1 year or with case file, which ever is longer.  (CCP 340)

17.
Homicide Evidence Records ("187 Files")

The 187 files document the location of evidence collected in support of homicide cases.  Active files are vital records.  Disposition:  Retain until case is closed and according to case file retention guidelines.

18.
Parking Statistics

These are daily statistics on parking citations and the number of vehicles towed for parking illegally.  Disposition:  Discard after 3 years.  (GC 68152)

19.
Special Search Warrants

These are drug-related search warrants for which rescissions have been requested.  Current files are vital records.  Disposition:  Discard after 10 years.  (GC 68152)

20.
Wanted Bulletins

These bulletins contain information on individuals wanted by the police as crime suspects.  Disposition:  Discard when superseded or no longer needed for reference.

Training, Recruitment, Backgrounds/Range Community Services/Crime Prevention

21.
Academy Class Files

Files document the academy class monitoring activities of the Training Officer.  Disposition:  Discard 25 years after employee termination or separation.  (29 CFR 1627.3 and GC 12946)

22.
Burglary Prevention Materials

Files consist of pamphlets related to crime prevention.  Disposition:  Retain one copy of each pamphlet permanently.

23.
Qualifying Records

Files document whether officers passed qualifying training on the shooting of firearms.  Current files are vital records.  Disposition:  Discard 25 years after employee termination or separation.  (29 CFR 1627.3 and GC 12946)

Business Office

24.
Personnel Background Files

Files document background checks conducted on current employees and contain correspondence, notes, reports, and other related materials.  This is a vital record.  Disposition:  Discard 25 years after employee termination or separation.  (29 CFR 1627.3 and GC 12946)

25.
Personnel Background Files (unsuccessful)

Files document background checks conducted on applicants who did not successfully complete the application process.  Current files are vital records.  Disposition:  Discard 2 years after materials are received.  (GC 12946)

26.
Personnel and Background Files

Files document background checks conducted on former employees and contain employee applications, evaluations, personnel action forms, and other personnel-related materials.  This is a vital record.  Disposition:  Discard 25 years after employee termination or separation.  (29 CFR 1627.3 and GC 12946)

27.
Personnel Files (current)

Files contain personnel information for current police employees and include employee applications, evaluations, leave requests, and other personnel information.  This is a vital record.  Disposition:  Discard 25 years after employee termination or separation.  (29 CFR 1627.3 and GC 12946)

Information Technologies

28.
Information Technologies System Documentation

Files contain documentation for the inhouse and off-the-shelf computer systems used by the Police Department.  Disposition:  Retain for life of computer system or until no longer needed for reference; then discard.

29.
Information Technologies User Access Forms

Files document individuals who have access to the Police Department's networks and contain a form for each user in the Police Department and each user in agencies that are part of the Joint Powers Agreement (law enforcement agencies using one of the Police Department's networks).  Disposition:  Retain until superseded.
Records Office

30
Abandoned Vehicle Reports

Reports document towed abandoned vehicles and their disposition.  Disposition:  Discard after 2 years.  (GC 34090)

31.
Citations

These are Santa Barbara Police Department traffic citations.  

(a) Citations that result in court cases.  Disposition:  Integrate into case file and dispose of accordingly.

(b) Citations that do not result in court cases.  Disposition:  Discard after 2 years.  

(GC 34090)

32.
Citation Purge Books

Books contain listing of paid citations.  Disposition:  Retain 7 years after the fiscal year to which the records relate; then discard.  (26 CFR 1.6001-1 and CCR §19141.6)

33.
Criminal History Request Files

Files contain requests for individuals' criminal histories.  Disposition:  Discard after 2 years.  

(GC 34090)

34.
Field Interrogation Cards ("FI Card")

These cards document each traffic and other stop made by an officer.  Disposition:  Discard after 2 years.  (GC 34090)

35.
Old Dispositions

These files are sent to the Police Department by the court and document the disposition of cases.  Disposition:  Discard after 2 years.  (GC 34090)

36.
Pawn Files

Files contain information on each item pawned in the city of Santa Barbara.  

(a) Files regarding pistols, revolvers, or other firearms capable of being concealed upon the person.  Disposition:  Permanent
(b) All other files.  Disposition:  Discard after 7 years.  (CCR §1175; PC 11106, CCP 340) 

37.
Property Releases

Releases document property (including that taken in as evidence, received as lost-and-found, or confiscated) that the Police Department has either destroyed or sold at auction, because it was not claimed.  

(a) Property release information regarding pistols, revolvers, or other firearms capable of being concealed upon the person permanently.  Disposition:  Permanent (PC 11106)


(b)
Property release information regarding evidence.  Disposition:  Retain according to case

file retention guidelines.

(c) General property release files.  Disposition:  Discard after 7 years.  (CCR § 1175, 

PC 11106, and CCP 340)

38.
Refunds

Files document refunds for dismissed traffic citations or other expenditure by the public.

Disposition:  Retain 7 years after the fiscal year to which the records relate; then discard.  

(26 CFR 1.6001-1 and CCR §19141.6)

39.
Tickets

These are hand-written and computer-generated traffic and other citations.  

(a) Tickets that result in court cases.  Disposition:  Integrate into case file and dispose of accordingly.

(b) Tickets that do not result in court cases.  Disposition:  Discard after 2 years.  

(GC 34090)

40.
Tickets on Review

These are disputed tickets that are retained until the dispute is resolved.  Disposition:  Discard 2 years after dispute is resolved.  (GC 34090)

41.
Towed Vehicle Files ("Form 180")

Files document vehicles that have been towed in the past year, especially those belonging to drivers without licenses or with suspended licenses.  These vehicles must be kept 30 days.  Disposition:  Discard records after 2 years.  (GC 34090)

42.
Unpaid Ticket Letters

Letters are sent to individuals who did not pay their tickets or pick up their towed vehicles.  Disposition:  Discard after 2 years.  (GC 34090)

Investigative Division

43.
Case Files

Files contain photographs, reports, notes, correspondence, booking information, investigative information, witness statements, and other information related to the police investigation of criminal cases.  Active cases are vital records.  


(a)
Capital Felony Case Files.  Disposition:  Permanent

(b)
Felony Case Files.  Disposition:  Discard after 75 years.  (GC 68152)

(c) Civil Action Case Files.  Disposition:  Discard after 10 years.  (GC 68152)

(d) Misdemeanor Case Files.  Disposition:  Discard after 5 years.  (GC 68152)

(e) Juvenile criminal case files related to homicide or sex offenses.  Disposition:  Discard

when the subject reaches the age of 38.  (GC 68152)

(f) Case files concerning juveniles who have suffered, have a sibling who has suffered, or where there is substantial risk of suffering, physical, sexual, or emotional harm by parents or guardians.  Disposition:  Discard files when the subject reaches the age of 28.  (GC 68152)

(g) Case files concerning juveniles who have committed acts of truancy.  Disposition: Discard when subject reaches the age of 21.  (GC 68152)

44.
Case Files (Major)

Files contain photographs, reports, notes, correspondence, booking information, investigative information, witness statements, and other information related to the police investigation of major criminal cases.  Active cases are vital records.  Disposition:  Permanent
45.
Justice Department Grant Files
Documentation pertaining to the administration and expenditure of U. S. Justice Department grant monies received as pass-through monies from the State of California, including Local Law Enforcement Block Grants (LLEBG) and the Serious Offenders (SHO) grants.

(a) Grant Agreements approved by City Council.  Record copy is in Administrative Services Department, City Clerk’s Office.  Disposition:  Retain 3 years from the day the grantee or subgrantee submits its single or last expenditure report for the period if renewed at an annual or other interval; or from the day the grantee submits its expenditure report for the last quarter of the federal fiscal year if grant support is continued or renewed quarterly; or on the day the grantee submits its final expenditure report, in all other cases; or on the day the report would have been due, if expenditure report is waived; however, if any litigation, claim, negotiation, audit, or other action has started before the expiration of the three-year period, after closeout, the records must be retained until completion of the action and resolution of all issues which arise from it, or until the end of the three year period, whichever is later.  (28 CFR 66.42)

(b) Grant Agreements not requiring City Council approval.  Record copy is in Police Department.  Disposition:  Retain 3 years from the day the grantee or subgrantee submits its single or last expenditure report for the period if renewed at an annual or other interval; or from the day the grantee submits its expenditure report for the last quarter of the federal fiscal year if grant support is continued or renewed quarterly; or on the day the grantee submits its final expenditure report, in all other cases; or on the day the report would have been due, if expenditure report is waived; however, if any litigation, claim, negotiation, audit, or other action has started before the expiration of the three-year period, after closeout, the records must be retained until completion of the action and resolution of all issues which arise from it, or until the end of the three year period, whichever is later.  (28 CFR 66.42)

(c) All financial and programmatic records, supporting documents, and statistical Records, relating to the administration and expenditure of U. S. Justice Department grant monies received as pass-through monies from the State of California.  Includes annual and quarterly reports, correspondence, purchase orders, invoices, and other financial documentation chronicling expenditure of federal funds.  Disposition:  Retain 3 years from the day the grantee or subgrantee submits its single or last expenditure report for the period if renewed at an annual or other interval; or from the day the grantee submits its expenditure report for the last quarter of the federal fiscal year if grant support is continued or renewed quarterly; or on the day the grantee submits its final expenditure report, in all other cases; or on the day the report would have been due, if expenditure report is waived; however, if any litigation, claim, negotiation, audit, or other action has started before the expiration of the three-year period, after closeout, the records must be retained until completion of the action and resolution of all issues which arise from it, or until the end of the three year period, whichever is later.  (28 CFR 66.42)

(d) Equipment records.  Disposition:  Retain 3 years from the date of the disposition or replacement or transfer at the direction of the awarding agency.  (28 CFR 66.42)

Operations Division

46.
Administrative Subject File

Files contain beat maps, reference information, awards, correspondence, reports, and other materials related to the administration of the Operations Division.  

(a)
Award information and program and policy correspondence including incoming and outgoing letters and memoranda pertaining to the formulation, planning, and implementation of the mission, policies, programs, operations, and projects of the Operations Division.  Disposition:  Permanent

(b) Beat maps, reference information, routine correspondence and reports related to the normal and routine administrative functions of the Operations Division.  Disposition:  Discard after 5 years or when superseded.  (GC 34090)
47.
Daily Work Schedules

These are work schedules of operations officers out in the field.  Disposition:  Discard after 2 years.  (29 CFR 516.6)

48.
Reserve Personnel Files

Files contain training and other personnel-related information on reserve officers including correspondence, leave requests, evaluations, reports, and related materials.  Current files are vital records.  Disposition:  Discard 25 years after employee termination or separation.  (29 CFR 1627.3 and GC 12946)

49.
Special Events File

Files contain statistical data on police involvement/activities in the city's special events including Fiesta, the Olympic torch relay, and other events.  Disposition:  Discard after 5 years or when no longer needed for reference.  (GC 34090)

50.
Special Weapons and Tactics (SWAT) Files

Files contain correspondence, reports, training materials, and other records documenting the training of SWAT officers.  Current files are vital records.  Disposition:  Discard 25 years after employee termination or separation.  (29 CFR 1627.3 and GC 12946)

51.
SWAT Incident Reports

Files contain maps, photographs, and debriefing information on SWAT incidents.  Active reports are vital records.  

(a) Files for incidents related to capital felony cases.  Disposition:  Permanent
(b) Files for incidents related to felony cases.  Disposition:  Discard after 75 years.
(GC 68152)

(c) Files for incidents related to homicide or sex offenses committed by juveniles. Disposition:  Discard when the subject reaches the age of 38.  (GC 68152)

(d) Files for incidents related to juveniles who have suffered, have a sibling who has suffered, or where there is substantial risk of suffering, physical, sexual, or emotional harm by parents or guardians.  Disposition:  Discard files when the subject reaches the age of 28.  (GC 68152)

52.
Watch File

Files contain watch information on reserve officers' performance and training needs including rating forms, memoranda, annual evaluations, and related materials.  Disposition:  Integrate into reserve personnel files and dispose of accordingly. 
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